
 

 
 
MCCPTA Testimony to the Board of Education about the Principal Handbook on July14, 2009 
 
July 14, 2009 
 
Good morning, President Brandman, Members of the Board and Dr. Weast. 
 
Ever wonder how schools operate? Each school has a Principal Handbook that outlines school operations 
and is updated each school year. The 2008-09 Principal Handbook had close to 600 pages of 
informational items and served as a quick reference handbook for principals. 
(See Below) 
 
In the past, parents were able to review the principal handbook at any school or in the Board of Education 
office. This year parents will be told they will no longer have access to a printed version. The handbook 
will be password and ID protected and only available online to authorized users. Parents will not be an 
authorized user. 
 
From looking at the attached table of contents from 2008-09, one can see that all items should be readily 
accessible to parents. Has the school system added something in the principal handbook that they do not 
want parents to see? Questions similar to that will be asked due to the abrupt change in access. 
 
For years, MCCPTA has advocated for parents to review the Principal Handbook and become familiar 
with its contents. I have now filed a Maryland Public Information Act request to obtain a printed copy for 
MCCPTA for the 2009-10 school year.  Will it now be up to a parent organization to make it available to 
other parents? Why? The school system can print at least one copy to have on hand at Carver for review, 
if not at any other school.  
 
Some of the harshest criticisms the school system receives are about the lack of transparency and making 
items available to parents or community. When access to MCPS documents is slowly chipped away, then 
the school system should take stock of where all this is leading. It gives the appearance of a school system 
not being transparent. When the school system asks parents to partner with them, then parents must be 
treated with the utmost respect as partners. Parents should not be forced to file public information act 
requests for routine documents and handbooks.  
 
 
Thank You, 

 
Kay Romero, President 
Montgomery County Council of PTAs (MCCPTA) 
 
 



Please see below for the index contents for 2008-09 from the MCPS Principal Handbook 
 
TABLE OF CONTENTS 
 
A. Opening of School 
 
Request for Information 
Annual Notification of FERPA and Directory Information 
Bulk Mailing Information 
Checklist for School Management Items 
Immunization Records 
 
B. Organizational Information 
 
Board of Education and Executive Staff Photos 
Elected Officials 
Food Services Supervisors 
MCCPTA Officers and Area Cluster Coordinators 
MCPS Organizational Chart 
Office of the Chief Operating Officer: Liaisons/Contacts 
Organizational Leadership 
Office of School Performance Cluster Alignment 
Recruitment and Staff Subject Assignments by Staffer 
Revised Policies and Regulations 
Schools in Holding Facilities 
 
C. Dates and Calendars 
 
2008-2009 School Calendar 
2008-2009 Final Examination Schedule 
MSDE Student Testing Calendar(2007-2008-2011-2012) 
2008-2009 School Year Marking Period Dates and Report Card Schedule 
FY 2008-2009 Work Schedule Supporting Services 
Important Meeting Dates 
Recognition of Religious Holidays, Beliefs, and Customs 
Scheduled Days of Instruction 
 
D. Allocations: Staffing and Funding 
 
Emergency Class Coverage 
Extracurricular Activities 
Purchasing Card Information 
Schedule of School Allocations (non-position) 
Supporting Services Employees in Stipend Activities 
 
 
E. Grading, Reporting, and Testing 
 
MSDE Guides to Test Security and Data Reporting 
Procedures for Reporting and Responding to State Test Violations Seniors 
in Danger of Not Graduating 
MSDE AMO Grade Structure for 9-12 
 
 
 



F. Human Resources/Personal Issues 
 
Authorized Use of Industrial and Technology Education Equipment 
Central Office Staff Support 
Compensation for Paraeducators 
Family and Medical Leave Act Flyer (FMLA) 
Information Regarding Teacher Evaluations 
Investigation of Staff Members 
Leave for Professional Responsibilities for Emergency Closing of Schools 
Leave Guidelines: School-Based Employees 
Leave Procedures for Employee Association Business 
Guidelines for Mileage Reimbursement 
Overtime Issues 
Professional Growth System Final Evaluation Report 
Selection and Evaluation Process for Resource Teachers/Resource 
Counselors 
Student Teachers Approval Process and Selection and Compensation 
of Supervising Teachers 
Weather Emergency Reporting Procedures for Building Service Staff Members 
Who Works When It Snows 
 
G. Safety, Security, and Health 
 
Authority to Issue Trespass Warning and Letters 
Bloodborne Pathogens Exposure Control (Hepatitis B and HIV) 
Bloodborne Pathogens Annual Training 
Child Abuse, Neglect and Mental Injury—Important Points for 
MCPS Employees 
Clarification of Terms: Bullets and Firecrackers 
Department of Safety and Security Central Office Staff 
Domestic Violence Orders 
Emergency Response Plan 
Emergency/Crisis Plan Key Points: Code Red/Code Blue Procedures 
Emergency/Crisis Preparedness Expectations 
Fire Code Guidelines for all Educational Facilities 
Fire Code Inspections and Compliance Issues 
Fire Code Violations-Six Most Common 
Fire Safety Requirements Relating to Summer School 
Fire Watch Safety Information/Guidance 
Food from Sources Outside of the School 
Guidelines for Parent/Legal Guardian Registered Sex Offenders 
Guidelines for Reporting Child Abuse for Volunteers 
Guidelines for Reporting Serious Incidents to the Office of School 
Performance 
Guidelines Hate/Violence 
Health Education: Family Life and Human Sexuality; Disease Prevention 
and Control (Refer to online Regulation IGP-RA) 
How to Recognize a Pipe Bomb and Prevent Unnecessary Injury 
Identification and Handling Procedures for Suspicious Packages and 
Letters 
Identification Cards 
Mechanics of a Self-Search 
Megan's Law 
Mental Health Crisis Response Services 
Montgomery County Law Enforcement Agencies 
Parent/Child Reunification Guidelines 



Peace Order Legislation 
Release of Information to Public Safety Personnel 
Reportable Offenses 
Safe School Reporting Act 
Safety Program Information/Updates and Reminders 
School Health Services 
Severe Weather Safety Information 
Shelter in Place-Chemical, Biological and/or Radiological 
Shelter in Place-Medication Policy 
 
H. Student Enrollment, Records, and Concerns/Issues 
 
Custodial and Non-Custodial Parents 
Discipline of Students with Disabilities 
Enrolling Students with Disabilities Who Are New to MCPS 
Federal Impact Aid Survey 
Free and Reduced-price Meal (FARMS) Eligibility Data 
Guidelines for Athletic Eligibility of Fifth-Year Seniors 
Guidelines for Identifying and Enrolling Homeless Students 
Maintaining Student Enrollment and Daily Attendance 
Nondiscrimination/ADA Statement 
Participation in Special Education Mediation/Due Process Hearings 
and Request for Student Records Private Evaluation Reports Submitted by 
Parents Special Education Services for Students Placed at an Alternative 
Program Site 
Student Accounting Procedures for Summer 2008 Student Change of School 
Assignment Process Subpoena of Student Records 
Truancy Intervention 
 
I. Transportation 
 
Activity Bus Guidelines for Special Education Students 
Activity Transportation Guidelines 
Field Trip Guidelines and Forms 
FY 2009 Rates for Enterprise Fund Field Trips and MCPS Budgeted Trips 
 
General Transportation Information 
Inclement Weather 
School Bus Transportation Information 
 
J. Technology 
 
E-Mail Guidelines 
Internet Safety 
MCPS Information Technology Security Awareness 
School Web Site FAQ for Principals 
Social Web Sites 
Technology Purchasing and Support 
Unsolicited Promotional Requests, Workshops, and Seminar Information 
 
K. Programs/Process 
 
Automated External Defibrillator (AED) Programs Guidelines 
Information from ICB 
Dedication Ceremonies 
Display and Distribution of Informational Materials and Announcements 



Policy CNA-RA Decision Tree 
Groundbreaking Ceremonies 
Hazardous Chemical Information Lists Update 
High School Athletic Director Selection Process 
New Employee Time Reporting Procedures 
Process for Reimbursement of Middle State's Accreditation 
Process for Verifying and Authorizing ICB and School Event time for 
School Security Personnel 
Protocol for Implementing Nonstandard School Day Secondary Schools 
SERT/Green Schools Focus 
Sexual Harassment Guidelines for Principals and Supervisors Summer Camps 
and Activities Guidelines Use of Religious Facilities for School Events 
 
L. Sample Letters 
 
Acknowledgement of Incident-No Interruption to the School Day 
Acknowledgement of Incident-Students Moved to Alternative Location 
Acknowledgement of Incident-Students Moved to Alternative Location; 
School Building Closed Acknowledgement of Incident-Temporary 
Interruption to the School Day 
(Community Issues) Death of Parent Death of Staff Member Death of a 
Student Death of Student (Suicide) Head Lice (DHHS letter to parents) No 
Trespassing (adult) No Trespassing (minor) 
Placing Employees on One-Day Emergency Leave and Guidelines Placing a 
Supporting Services Employee on One-Day Emergency Leave Reprimand from 
Principal 
Sex Offender 
Sexual Harassment 
Ten-Day Suspension and Expulsion on a Special Education Student 
Ten –Day Suspension and Expulsion Request by Principal 


