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PROCEDURE

Procedure File Number

JUVENILE BUREAU / FAMILY CENTER FOR JUVENILE JUSTICE

PR 001

.

PHOENIX RISING ALTERNATIVE SCHOOL:
EMERGENCY SAFETY AND CRISIS INTERVENTION
Approved By:

Approval Date:

JUSTIN JONES, DIRECTOR

Supersedes:

05/03/2017

NEW

Previous Date:

NEW

A. SUMMARY:
Establishes policies and procedures for ensuring all Phoenix Rising staff and students are in
compliance with Emergency Response Procedures, Safety Response Processes, and Crisis
Intervention Plans during the school day and in the event of any safety or security concerns
relating to student or staff incidents.
B. APPLICABLE TO:
Employees of Phoenix Rising Alternative School.
C. ENCLOSURES:
1. Tulsa Public Schools Emergency Procedures and Safe School Plan.
2. Safe School Committee.
3. Tulsa Public Schools Safety and Security Drill Reporting Procedures.
4. Tulsa Public Schools Campus Police, School Resource Officer and Campus Security Officer
Guidelines for Schools.
5. Phoenix Rising School Crisis Response Plan and Communication Tree.
6. Phoenix Rising Tips for Communicating Incidents to Students/Staff.
7. Safety Response Steps.
D. POLICY:
OBJECTIVE

The Tulsa County Juvenile Bureau (Family Center for Juvenile Justice) is dedicated to ensuring
that all approved emergency and crisis response procedures are adhered to for the safety and
security of employees and of the youth and families served. The Bureau has developed the
policies and procedures herein, including those adopted from Tulsa Public Schools, to help ensure
that all emergency and crisis situations are handled appropriately, that interventions are correctly
utilized, and that emergency management protocols are followed.
E. PROCEDURES:
OVERVIEW

1. Annually, Tulsa Public Schools creates and updates its Emergency Procedures and Safe
School Plan. Given the policies and procedures that are mandated by the Oklahoma State
Board of Education and Tulsa Public Schools, Phoenix Rising Alternative School (as a
partnership school of TPS) will accept and adhere to the following in their current form as
enclosed and as each is periodically reissued with appropriate updates and revisions:
a. Phoenix Rising staff and TPS employees at the site will adopt and utilize the Tulsa Public
Schools Emergency Procedures and Safe School Plan (Enclosure 1).
E-1 continues on the following page. 
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PROCEDURE
PHOENIX RISING: EMERGENCY SAFETY AND CRISIS INTERVENTION

Procedure File Number

.

PR 001

E. PROCEDURES: (CONTINUED)
OVERVIEW (CONTINUED)

1. Phoenix Rising Alternative School (as a partnership school of TPS) will accept and adhere to
the following (continued):
b. The Tulsa Public Schools Emergency Procedures and Safe School Plan will be schoolspecific to Phoenix Rising and will be updated annually.
c. The Phoenix Rising Administrator and/or the Phoenix Rising Assistant Administrator will
work collaboratively with the site’s Tulsa Public Schools Principal and others to create a
Safe School Committee (Enclosure 2) to ensure that all stakeholders are able to make
recommendations to school staff regarding safety, crisis situations, educational needs,
injury prevention, etc., as required under Oklahoma Statutes Title 70 § 24-100.5.
d. When an applicable safety concern is presented at the school, the Phoenix Rising staff
will utilize the school’s Safety Response Steps (Enclosure 7), which were written by the
Phoenix Rising Safety Response Team using procedures outlined in Crisis Prevention
Institute training and guidelines, to ensure that the high-level safety and security issues
identified therein are managed according to TCJB and TPS mandates.
e. All employees will adopt and comply with all relevant federal, state, local, and district
laws and regulations, as well as applicable policies, procedures, and directives of Tulsa
County, TCJB, and Tulsa Public Schools.
SAFETY DRILLS

2. Tulsa Public Schools requires that while conducting educational services within a TPS
building, Phoenix Rising Alternative School must ensure that the mandated School Drill Log
and Drill Reporting Procedures (Enclosure 3) are adopted and followed.
3. Each employee will receive a map of the school indicating where drill-specific locations in the
building will be, emergency materials, and an Emergency Procedures and Safe School Plan
specific to Phoenix Rising.
4. All specified drills must be completed within the school year and can be found on the School Drill
Log. This includes drills for fire, tornado, atmospheric release, intruder, and lockdowns, as
updated annually on page 1 of the Emergency Procedures and Safe School Plan (Enclosure 1).
5. After each drill is completed, it must be reported to both the Tulsa Public Schools Safety
Administrator and the Tulsa County Juvenile Bureau Administrator, as well as being reported
using the Safety Drills Documentation Form for the State of Oklahoma Office of Homeland
Security School Security Institute.
CAMPUS POLICE AND SECURITY

6. Phoenix Rising Alternative School will adopt the Tulsa Public Schools Campus Police,
School Resource Officer and Campus Security Officer Guidelines for Schools (Enclosure 4).
7. In an emergency, PR staff, if applicable, will first utilize TPS security to assist. If they are not
available, the Administrator or his/her designee will call the TPS Tulsa Police Department at
the dispatch number to gain assistance (918-749-9966).
“Campus Police and Security” continues on the following page. 
PR 001 Phoenix Rising: Emergency Safety & Crisis Intervention
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PHOENIX RISING: EMERGENCY SAFETY AND CRISIS INTERVENTION

Procedure File Number

.

PR 001

E. PROCEDURES: (CONTINUED)
CAMPUS POLICE AND SECURITY (CONTINUED)

8. In an emergency in which the TPS TPD has not arrived within 3-5 minutes and/or where the
PR Administrator or his/her designee believes there to be imminent danger to a student,
staff, or others, the Administrator or his/her designee will call 911.
CRISIS INTERVENTION

9. During a specified crisis in the TPS Emergency Procedures and Safe School Plan, Phoenix
Rising employees must adhere to the School Crisis Response Plan and Communication
Tree. (Enclosure 5). This will help to ensure that all aspects of crisis intervention are
identified, supported, and all action steps are taken according to the plan.
10. The PR School Administrator and Assistant Administrator will gather the Crisis Team to
complete the first meeting actions steps before the school day begins. If extra support is
deemed necessary, both TCJB and TPS staff will be called for assistance.
11. Phoenix Rising and TPS staff must comply with their responsibility within the School Crisis
Response Plan. In addition, all Phoenix Rising employees must follow policy and procedure
relating to the Communication Tree provisions for contact about a crisis. All staff must
ensure that not only do they communicate with their supervisor, but also the staff under them
on the Communication Tree.
12. All staff must utilize the Tips for Communicating Incident to Students/Staff and Script for
Addressing Students (Enclosure 6).

EXCEPTIONS

13. Any exception to the policies or procedures provided herein will require prior written approval
from the Tulsa County Family Center for Juvenile Justice Director.

JUSTIN JONES, DIRECTOR
TULSA COUNTY FAMILY CENTER FOR JUVENILE JUSTICE
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ENCLOSURE 6
PR 001 Phoenix Rising:
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ENCLOSURE 7
PR 001 Phoenix Rising:
Emergency Safety & Crisis Intervention
This enclosure consists of 2 pages.
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Procedure File Number

.

JUVENILE BUREAU / FAMILY CENTER FOR JUVENILE JUSTICE

PR 002

PHOENIX RISING ALTERNATIVE SCHOOL:
SAFETY DURING STUDENT/FAMILY HOME VISITS
AND GENERAL EMPLOYEE SAFETY
Approved By:

Approval Date:

JUSTIN JONES, DIRECTOR

05/15/2017

Supersedes:

NEW

Previous Date:

NEW

A. SUMMARY:
Establishes policies and procedures for ensuring safety of all Phoenix Rising Alternative School
staff while carrying out their duties on behalf of the Tulsa County Juvenile Bureau (Family Center
for Juvenile Justice).
NOTE: This document is not intended to be a comprehensive statement of all safety policies,
procedures or provisions for employees, but rather to address distinctive safety concerns
associated with Phoenix Rising’s location, clientele, and types of services available to
the students and families.
B. APPLICABLE TO:
Employees of the Tulsa County Juvenile Bureau’s Phoenix Rising Alternative School.
C. ENCLOSURES:
1. Safety Response Steps.
2. Tulsa County Juvenile Bureau Incident Report, Form 4667.
3. Phoenix Rising Staff Sign In/Sign Out Sheet.
4. TRACIS Tulsa Public Schools Tulsa Police Department Incident Report.
5. Standard Student Accident Report Form, HD46A.
D. POLICIES:
OBJECTIVE

1. The Tulsa County Juvenile Bureau (Family Center for Juvenile Justice) is dedicated to the
safety and security of its employees, the community and the youth and families we serve.
The Bureau has developed the policies and procedures herein to provide protection of staff
at Phoenix Rising Alternative School and during work-related visits to student/family homes.
SAFETY/SECURITY INCIDENT REPORTING

2. All employees involved in an incident with a youth, family member, or other individual
encountered during performance of job duties will report the incident as follows:
a. As soon as possible after the incident, the employee will report to their immediate
supervisor, outlining the incident and identifying (to the extent possible) all parties
involved or present as a witness. (See “Safety Response Steps,” Enclosure 1.)
b. Within 24 hours, the employee must complete and turn in to the supervisor (for review
and forwarding to the Phoenix Rising Administrator) a written Incident Report
(Enclosure 2) statement detailing the event, including all known parties involved or
present as a witness to the event.
c. Within 24 hours, the Phoenix Rising Administrator will report the incident to the Tulsa
Public Schools Administrator, identifying all known parties involved.
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PROCEDURE
PHOENIX RISING: SAFETY DURING STUDENT/FAMILY HOME VISITS
AND GENERAL EMPLOYEE SAFETY

Procedure File Number

.

PR 002

D. POLICIES: (CONTINUED)
SAFETY/SECURITY INCIDENT REPORTING (CONTINUED)

3. The Administrator of Phoenix Rising will prepare and send the report(s) to TCJB
supervisor(s), who will review each Incident Report and conduct a debriefing with the
supervisor(s) or employee(s) involved. If an injury occurs, a Tulsa Public Schools Accident
Report (Enclosure 5) will be completed by the TPS Principal and sent to the TPS attorney.

E. PHOENIX RISING ALTERNATIVE SCHOOL SAFETY & SECURITY PROCEDURES:
SCHOOL VISIT SAFETY PROCEDURES

1. If an incident involving a visitor (youth, family member, etc.) creates a potential safety or
security concern, the following procedures shall be applied.
a. If it appears safe to do so, a PR staff member will first attempt to verbally de-escalate the
situation and get the visiting individual(s) out of his or her office or classroom and/or out
of the building.
b. If de-escalation attempts are unsuccessful, the PR staff member will notify others. Those
intervening staff will attempt to verbally de-escalate the situation and request that the
visitor(s) leave.
c. If these requests fail, Tulsa Public Schools Campus Police Department (TPS TPD)
Dispatch (918-749-9966) will be contacted to intervene.
d. If threats continue and risk of entering into an altercation seems imminent, a staff
member must dial 911.
e. All employees involved in a safety/security incident with a youth, family member, or other
visitor will report the incident to the immediate supervisor(s) (both TCJB and TPS) as
soon as possible, file a written Incident Report (Enclosure 2) with the supervisor within
24 hours, file a TRACIS Report (Enclosure 4) with the TPS TPD, and cooperate in all
related processes.
f. If a safety or security issue continues, PR staff, in collaboration with TPS TPD and the
central office staff, may prepare a Tulsa Public Schools “Ban Letter” for the offending
party. It will be served by TPS TPD to the visitor, who would then become a trespasser
upon entering school property after that date.

F. HOME VISIT SAFETY & SECURITY PROCEDURES:
CLIENT HOME VISIT
OVERVIEW

1. Phoenix Rising staff are required to perform home visits as necessary for students attending
Phoenix Rising.
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Procedure File Number

PHOENIX RISING: SAFETY DURING STUDENT/FAMILY HOME VISITS
AND GENERAL EMPLOYEE SAFETY

.

PR 002

F. HOME VISIT SAFETY & SECURITY PROCEDURES: (CONTINUED)
CLIENT HOME VISIT
SAFETY PROCEDURES

2. Phoenix Rising staff shall ensure they have adequately prepared for each home visit by
consistently following the safety procedures provided herein.
3. Prior to conducting each field/home visit, the Phoenix Rising staff shall:
a. Conduct an in-depth case record review to determine known risk factors that are
associated with the family, their home, or their neighborhood. Process information with
other staff members, if applicable.
b. Contact the family, if possible, in advance and provide approximate time of arrival.
c. Appropriately complete the Phoenix Rising Staff Sign In/Out Sheet (Enclosure 3) prior to
departure from the office. Write visiting staff member’s name and the initials of the
student(s) who will be visited.
d. Notify the office manager of PR or the administrator(s) that he or she will be conducting
home visits.
e. If available, utilize a Tulsa County vehicle to conduct all home visits. Ensure the vehicle
is in good condition and there is adequate fuel for the trip.
f. If available, complete home visits with another TCJB/PR staff member.
4. Upon arrival at the location(s) of the home visit, the Phoenix Rising staff shall adhere to the
following safety precautions:
a. Visits can be rescheduled if a staff member arrives at a location and determines it does
not look or feel safe to enter.
b. Before exiting the vehicle, identify the building where the residence is located, particularly if the residence is in an apartment complex.
c. Park in an open area and near a light source that offers the safest walking route to the
home.
d. Do not park directly in front of the residence. Situate the vehicle approximately “next
door” in distance, allowing sufficient space to safely approach and observe.
e. Park on the street rather than in a driveway, positioning the vehicle in the direction of
planned exit. (Back into the space if doing so is feasible and will enable easier exit.)
f. Lock all vehicle doors, and keep windows up at all times. Keep valuables out of sight.
5. When approaching the residence, the Phoenix Rising staff member shall:
a. Look and listen for signs of someone in the residence and assess whether there is any
indication of danger.
NOTE: Observe not only the outside of the residence, but also the surrounding homes,
and be alert for any nearby animals, vehicles, or other sources of potential
concern.
b. Be aware of any unusual smells that might be associated with the manufacture or use of
illegal substances.
PR 002 Phoenix Rising: Safety During Home Visits and General Employee Safety
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PHOENIX RISING: SAFETY DURING STUDENT/FAMILY HOME VISITS
AND GENERAL EMPLOYEE SAFETY

.

PR 002

F. HOME VISIT SAFETY & SECURITY PROCEDURES: (CONTINUED)
CLIENT HOME VISIT
SAFETY PROCEDURES (CONTINUED)

6. During entry into the residence, the Phoenix Rising staff member shall exercise the following
safety precautions:
a. Whenever possible, go only to the door that is in plain sight of the street and stand to the
side of the door when knocking. Do not stand directly in front of the door.
b. As the door is opened, look quickly inside to determine if there are any threats to safety.
c. Do not enter the home if an unseen person calls for you to come in; instead, call for the
occupant to come to the entrance.
d. Quickly evaluate the youth and any occupant(s) to assess their attitude and demeanor,
to determine if there are warning signs of aggression, violence, illegal substances or
suspicious behavior.
e. Do not enter the home unless an adult is present. If the youth is 18 years of age, do not
enter the home unless the custodian of the home is present.
f. Do not attempt to aggressively persuade the youth if he or she refuses to allow access to
the home. If denied access, immediately leave the residence and report the incident to
supervisory staff.
7. While inside the residence, the visiting Phoenix Rising staff member shall:
a. MOST IMPORTANTLY – LEAVE IMMEDIATELY IF THERE IS ANY PERCEIVED AGGRESSION OR RISK
TO SAFETY. If this occurs, contact supervisory staff and complete an Incident Report
regarding the situation. Supervisors will discuss and plan for future contact with the youth
and/or family.
b. Stay near an exit and remain alert and observant.
c. Immediately leave the area if there is reasonable suspicion that any occupant(s) in the
residence are under the influence of alcohol or an illegal substance
d. Remain aware of the possibility of any other occupant(s) in the residence and inquire
about anyone that may appear to be in another room.
e. Avoid proceeding from the entry area/room into any other parts of the residence without
permission of the parent/guardian/custodian.
f. When permission is given to enter other parts of the residence, follow the resident
(parent/guardian/custodian/youth), staying behind them, and proceed with caution.
g. Avoid blocking the other person’s way out, and ensure an unblocked exit path is always
available.
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Procedure File Number

PHOENIX RISING: SAFETY DURING STUDENT/FAMILY HOME VISITS
AND GENERAL EMPLOYEE SAFETY

.

PR 002

F. HOME VISIT SAFETY & SECURITY PROCEDURES: (CONTINUED)
CLIENT HOME VISIT
SAFETY PROCEDURES (CONTINUED)

8. In interactions with youth, families or other occupants during a home visit, Phoenix Rising
staff will observe the following guidelines:
a. Listen carefully and agree with valid points whenever possible.
b. Never reply in kind to abuse, rudeness or threats.
c. Do not make commitments that cannot reasonably be kept or that exceed authorization
levels.
d. Use a moderate tone of voice. When speaking, speak plainly and clearly to be
understood; emphasize positive intent; stop interruptions tactfully; state key points simply
and truthfully.
e. Do not adopt a confrontational or aggressive posture, keeping the arms and hands
relaxed.
9. When leaving the residence, Phoenix Rising staff shall remain alert to safety risks by:
a. Having the keys to the vehicle in hand when approaching the parked vehicle.
b. Observing any activity or persons near the residence or in the neighborhood.
c. Maintaining awareness of surroundings while making a prompt departure.
NOTE: Staff will avoid lingering on site to make phone calls, write case notes, etc.
10. Phoenix Rising staff member(s) who encounter a life-threatening or dangerous situation
shall:
a. Withdraw from the situation if at all possible.
b. Contact law enforcement authorities and advise them of the situation.
c. Contact supervisory staff as soon as possible.
11. All employees involved in a safety/security incident with a youth, family member, or other
visitor will:
a. Report the incident to the immediate supervisor(s) (both TCJB and TPS) as soon as
possible.
b. File a written Incident Report (Enclosure 2) with the supervisor within 24 hours.
c. File a TRACIS Tulsa Public Schools Tulsa Police Department Incident Report
(Enclosure 4) with the TPS TPD.
d. Cooperate in all related processes.
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AND GENERAL EMPLOYEE SAFETY

Procedure File Number

.

PR 002

G. EXCEPTIONS:
Any exception to the policies or procedures provided herein will require prior written approval from
the Tulsa County Family Center for Juvenile Justice Director.

JUSTIN JONES, DIRECTOR
TULSA COUNTY FAMILY CENTER FOR JUVENILE JUSTICE
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ENCLOSURE 1
PR 002 Phoenix Rising:
Safety During Student/Family Home
Visits and General Employee Safety
This enclosure consists of 2 pages.
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ENCLOSURE 2
PR 002 Phoenix Rising:
Safety During Student/Family Home
Visits and General Employee Safety
This enclosure consists of 2 pages.
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ENCLOSURE 3
PR 002 Phoenix Rising:
Safety During Student/Family Home
Visits and General Employee Safety
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Procedure File Number

.

JUVENILE BUREAU / FAMILY CENTER FOR JUVENILE JUSTICE

PR 003

PHOENIX RISING ALTERNATIVE SCHOOL:
PROGRESSIVE DISCIPLINE, RESTORATIVE JUSTICE,
AND COLLABORATION WITH TULSA PUBLIC SCHOOLS
Approved By:

Approval Date:

JUSTIN JONES, DIRECTOR

05/15/2017

Supersedes:

NEW

Previous Date:

NEW

A. SUMMARY:
Establishes policies and procedures for ensuring that Phoenix Rising staff and students
understand and utilize progressive discipline protocols aligned with the mission of the Tulsa
County Juvenile Bureau (Family Center for Juvenile Justice), principles of Restorative Justice, and
Tulsa Public Schools policy.
B. APPLICABLE TO:
All stakeholders of Phoenix Rising Alternative School.
C. ENCLOSURES:
1. Tulsa Public Schools Student and Family Guide to Success.
2. Phoenix Rising Student Handbook.
3. Time Line and Procedure for Restorative Referrals for Phoenix Rising Employees.
4. Phoenix Rising Restorative Practice Structure.
5. Circle Procedure.
6. Phoenix Rising Restorative Task Request Form.
7. Restorative Low, Medium, and High Risk Questions.
8. Effective Questions When Dealing with Challenging Behavior.
9. Phoenix Rising Restorative Justice Task.
10. Phoenix Rising Behavior Contract.
11. Peer Mediation Referral Form.
12. Values and Beliefs for Phoenix Rising Peer Mediation.
13. Parent/Guardian Letter for In-School Suspension.
14. In-School Suspension Sign-In Sheet.
15. Phoenix Rising Simple ISS Rules.
16. Student Reflection Sheet.
17. TRACIS Tulsa Public Schools Tulsa Police Department Incident Report.
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PROCEDURE
PHOENIX RISING: PROGRESSIVE DISCIPLINE, RESTORATIVE JUSTICE,
AND COLLABORATION WITH TULSA PUBLIC SCHOOLS

.

PR 003

D. POLICY:
OBJECTIVE

1. Phoenix Rising is dedicated to ensuring that all students gain skills to resolve conflict, repair
harm, motivate pro-social behavior, and create positive relationships, both at school and
within the community. Accordingly:
a. Phoenix Rising students are afforded an opportunity for preventative actions,
interventions, and diversion activities related to possible acts of misconduct within the
school setting.
b. In order for the school and students to ensure success, Phoenix Rising staff has adopted
Restorative Practices to apply when applicable to infractions within the school.
c. Phoenix Rising will follow the Progressive Discipline policy in order to ensure the safety
and security of its employees and the youth and families served.
d. Phoenix Rising will also adopt the policies and procedures of the Tulsa Public Schools
Continuum of Support and Disciplinary Responses (a section of Enclosure 1) herein to
facilitate that proper responses to inappropriate behavior are implemented, school-based
interventions are used, and student consequences are based on the nature and severity
of the misconduct.
E. PROCEDURES:
OVERVIEW

1. In the course of fulfilling his or her duties, it is necessary for each Phoenix Rising employee
to ensure the safety and security of all students and staff by implementing interventions after
behavior infractions and misconducts. Given the importance of progressive discipline and
utilizing all interventions and diversions relating to misconducts, employees will observe the
following procedures:
TULSA PUBLIC SCHOOLS’
STUDENT AND FAMILY GUIDE TO SUCCESS

2. Annually, Tulsa Public Schools creates and updates its Student and Family Guide to
Success. Given the policies and procedures that are mandated by the Oklahoma State
Board of Education and Tulsa Public Schools, Phoenix Rising Alternative School (as a
partnership school of TPS) will accept and adhere to the following in their current form as
enclosed and as each is periodically reissued with appropriate updates and revisions:
a. Phoenix Rising staff and TPS employees at the site will adopt and utilize the Tulsa Public
Schools Student and Family Guide to Success (Enclosure 1).
b. Phoenix Rising will integrate the Tulsa Public Schools Behavior Response Plan (a
section of Enclosure 1) into the continuum of responses, including Level 100-400
Infractions and the corresponding Disciplinary Responses and Interventions.
c. When applicable, Phoenix Rising staff will follow the Restorative Justice Structure before
utilizing other responses to any Level 100-300 infractions.
E-2 continues on the following page. 
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E. PROCEDURES: (CONTINUED)
TULSA PUBLIC SCHOOLS’

STUDENT AND FAMILY GUIDE TO SUCCESS (CONTINUED)

2. Phoenix Rising Alternative School (as a partnership school of TPS) will accept and adhere to
the following (continued):
d. Phoenix Rising staff are mandated to follow the TPS policy and procedures for
responding to all Level 400 infractions, which require a Parent/Guardian Conference and
TPS Campus Police Notification.
e. Phoenix Rising Staff will also follow the School Protection Act under Oklahoma Statutes
§70-6-149.1.
f. Phoenix Rising staff will utilize all available resources from each student’s “Team,” which
could include: parent/guardian, student, staff, administrators, Probation Counselors,
therapists, community agencies, etc., to support and assist with student interventions.
g. Phoenix Rising staff will implement both Peer Mediation (see Enclosures 11-12) and
In-School Suspension (see Enclosures 13-15) as interventions and alternatives to Outof-School Suspension.
PHOENIX RISING STUDENT HANDBOOK

3. All Tulsa County Juvenile Bureau and Tulsa Public Schools staff at the site will adopt and
utilize the Phoenix Rising Student Handbook (Enclosure 2) to ensure policy and procedure
are followed.
4. The Handbook includes guidelines and policies relating to: attendance, parking and
transportation, school visitors, alcohol and other illegal drugs, weapons, stealing and/or theft
of property, conflict with others, field trips, school-sponsored events, cell phones, dress
code, technology, medication, hall passes, after-school activities, and Restorative Justice.
5. The Handbook will be the first document to which employees will refer in non-harmful
situations when there is no immediate danger to self or others. This includes any Level
100-300 infractions in the TPS Student and Family Guide to Success.
RESTORATIVE COMMUNITIES

6. Before the beginning of each school year, the designated Restorative Coordinator will train
all Phoenix Rising employees on Restorative communities and Restorative practices. This
will include how to create Restorative communities, using Restorative language, how to
complete a Restorative referral, various Restorative approaches, and the roles and
responsibilities of each staff member as it relates to Restorative Tasks. The Restorative
Coordinator will use all aspects of the Time Line and Procedure for Restorative Referrals for
Phoenix Rising Employees (Enclosure 3) to train all employees.
7. Advisors will begin to build the school community, Restorative skill practice, and prevention
of harm by implementing the Phoenix Rising Restorative Practice Structure (Enclosure 4)
within their daily morning meeting.
“Restorative Communities” continues on the following page. 
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E. PROCEDURES: (CONTINUED)
RESTORATIVE COMMUNITIES (CONTINUED)

8. Each Phoenix Rising employee will receive a copy of the Circle Procedure and training from
the Restorative Coordinator on how to create a Community Circle. The Circle Procedure
(Enclosure 5) is extremely important to the Restorative community and connection. A TCJB
employee will be paired with each advisor to assist with creating the culture and community
climate of the school.
RESTORATIVE JUSTICE

9. If any staff member, student, or other stakeholder of Phoenix Rising feel as though there has
been some harm done to them/others/their classroom/property/the school community, etc.,
or that a low-level misconduct occurred that can be fixed by using a Restorative practice, or
that an intervention is needed to prevent some sort of misconduct or wrongdoing, a Phoenix
Rising employee will complete a Restorative Task Request referral form (Enclosure 6).
10. Restorative Task Request referrals should be submitted to the Restorative Coordinator by
the end of the school day or the start of the following school day.
11. The Restorative Coordinator (RC) will review submitted referrals within one school day and
utilize Restorative approaches in scheduling a meeting with the student. During this time, the
RC will ask Restorative Low, Medium, and High Risk Questions (Enclosure 7) and use
Effective Questions when Dealing with Challenging Behavior (Enclosure 8) when having a
discussion about the next steps in the Restorative process.
12. At the end of each conference, a Restorative Task will be assigned, which may or may not
involve referring the incident to Peer Mediation (see E-17 through E-20 and Enclosures 11
and 12).
13. A Phoenix Rising Restorative Justice Task (Enclosure 9) will be completed by the
Restorative Coordinator by the end of day and distributed to the student’s assigned case
manager by the beginning of the next school day.
14. Case managers should review the RJ Task form the first day the student is present, to
review the Restorative Task, including, but not limited to: mediations, Peer Mediation, oneon-one, conferencing, specific task to repair harm, Phoenix Rising Behavior Contract
(Enclosure 10), etc.
15. Restorative Tasks should be completed within that school day, unless designated by the RC
that it may take more time than a day to complete.
16. A Restorative Task summary should be completed for all students receiving a task form. All
summaries will be given to the Restorative Coordinator by the end of day each Friday. In
addition, the case manager will put a copy of the referral, task form, and summary in the
student file.
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PROCEDURE
PHOENIX RISING: PROGRESSIVE DISCIPLINE, RESTORATIVE JUSTICE,
AND COLLABORATION WITH TULSA PUBLIC SCHOOLS

Procedure File Number

.

PR 003

E. PROCEDURES: (CONTINUED)
PEER MEDIATION

17. One of the Restorative Tasks that may be assigned is Peer Mediation. Peer Mediation is run
completely by a student-led group that has been trained and appointed. Peer Mediation is
evidence-based when utilized in schools and when following a specific referral procedure:
referral process, a mediation process, and a mediation conclusion.
18. The Peer Mediation Referral Form (Enclosure 11) must be completed by both parties,
reviewed by the Restorative Coordinator and an Administrator of PR. If deemed appropriate,
Peer Mediation will then be utilized as an option to solve a conflict.
19. The students on the Peer Mediation team, the participants, the Restorative Coordinator, and
all staff must abide by all Values and Beliefs for Phoenix Rising Peer Mediation
(Enclosure 12).
20. If no conclusion can be obtained from a Peer Mediation, the referral will go back to the
Restorative Justice Coordinator for review and assignment of a new task.
IN-SCHOOL SUSPENSION

21. If a student has created an unsafe environment either for themselves or others, has more
than one infraction, has a high-level infraction, or consistently breaks policy and procedure,
one of the Restorative Tasks would be spending a specified number of days in the In-School
Suspension room.
22. Phoenix Rising will follow the TPS Student and Family Guide to Success and the PR
Student Handbook as it relates to this type of intervention.
a. The determination will be made according to the level of infraction and degree of harm to
self/others/school community.
b. Ordinarily, the decision to implement ISS will be initiated as a suggestion that the PR
Administrator will give to the TPS Principal. Ultimately, the TPS Principal will make the
final decision. However, the PR Administrator may utilize his or her discretion if an
incident occurs that necessitates immediate referral of a student to serve ISS.
23. If a student is given ISS, this will be recorded as a behavior referral in PowerSchool by an
appropriate staff member who has access. The behavior will be described and the
conclusions will also be documented. Narratives from all those involved in the incident will be
given to the PR Administrator or the Administrator’s designee.
24. At the time ISS is assigned, a letter will be sent home with the student (see “Parent/Guardian
Letter for In-School Suspension,” Enclosure 13) to inform the parent/guardian of the situation
and what will occur. The student will also be made aware of the decision via conference. In
addition to the letter being sent home, a case manager will call the parent/guardian to ensure
that the information about the incident and the conclusion are conveyed.
25. There is an ISS Binder which will contain the following each morning: students assigned to ISS
(and their current schedules and grades); ISS Sign-In Sheet (Enclosure 14); and the Phoenix
Rising Simple ISS Rules (Enclosure 15). This will inform the staff member who will be overseeing ISS that day as to who will be in ISS, what work they will need for the students from
what teacher, and how to better assist them in preparation for a Restorative conference.
“In-School Suspension” continues on the following page. 
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PROCEDURE
PHOENIX RISING: PROGRESSIVE DISCIPLINE, RESTORATIVE JUSTICE,
AND COLLABORATION WITH TULSA PUBLIC SCHOOLS

Procedure File Number

.

PR 003

E. PROCEDURES: (CONTINUED)
IN-SCHOOL SUSPENSION (CONTINUED)

26. Students arriving in ISS must immediately turn in their phone to the ISS staff and first
complete a Student Reflection Sheet. (Enclosure 16). This will be processed with the student
by a school-based clinician and given to both the case manager and the Restorative Justice
Coordinator.
CAMPUS POLICE NOTIFICATION
AND TRACIS REPORT

27. The TPS Student and Family Guide to Success (Enclosure 1) provides for notification of the
TPS Campus Police (TPS TPD) in cases where a student’s behavior is creating an unsafe
environment for the student and/or others in the school community, as well as in cases
involving discovery of illegal contraband or any Level 400 infraction by a student.
28. The PR Administrator or his/her designee will call the TPS Campus Police Department at the
dispatch number to report the infraction and gain assistance (918-749-9966).
29. Upon arrival of TPS TPD, the PR Administrator and/or designee will meet with the TPS TPD
officer to provide a narrative of the situation and turn over any illegal substances, weapons,
or other contraband found, for TPS TPD evidence collection and processing. At this point, all
PR staff must abide by TPS TPD mandates and procedures.
30. All staff involved in an incident must write a narrative of the situation and forward to the TPS
TPD. This may include having to write a narrative on a TRACIS Report (Enclosure 17). It is
mandatory that all PR staff involved in the incident cooperate in the documentation process.
31. It is a violation of this policy for any staff member who witnesses a student creating an
unsafe environment either for self or others in the school community, or who finds illegal
contraband, or who discovers any Level 400 infraction by any student, to fail to immediately
report such observation/discovery to either their supervisor, an administrator, or the TPS
Principal or designee. Any JBDC or PR employee found to have committed such a violation
may be subject to disciplinary action in accordance with the Tulsa County Juvenile Bureau
Policy on Employee Disciplinary Actions (JBDC 123).
EXCEPTIONS

32. Any exception to the policies or procedures provided herein will require prior written approval
from the Tulsa County Family Center for Juvenile Justice Director.

JUSTIN JONES, DIRECTOR
TULSA COUNTY FAMILY CENTER FOR JUVENILE JUSTICE
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POLICY

Policy File Number

.

JUVENILE BUREAU / FAMILY CENTER FOR JUVENILE JUSTICE

PR 004

PHOENIX RISING ALTERNATIVE SCHOOL:
SHARING AND EXCHANGE
OF CONFIDENTIAL INFORMATION
Approved By:

Approval Date:

JUSTIN JONES, DIRECTOR

05/22/2017

Supersedes:

NEW

Previous Date:

NEW

A. SUMMARY:
Establishes policies and procedures for ensuring all Phoenix Rising staff comply with applicable
laws and regulations with regard to confidentiality of juvenile records, including but not limited to
requesting or responding to requests for confidential information, and ensuring compliance with
legal and regulatory requirements for any sharing or exchange of confidential information with
other entities.
B. APPLICABLE TO:
Employees of Phoenix Rising Alternative School.
C. ENCLOSURES:
1. Independent School District #1 of Tulsa County Parental Request/Authorization for Release
of Student Records.
2. State of Oklahoma Consent for the Release of Confidential Information.
3. Phoenix Rising Release of Protected Health Information.
D. POLICIES:
OBJECTIVE

1. The Tulsa County Juvenile Bureau (Family Center for Juvenile Justice) and Phoenix Rising
Alternative School are dedicated to providing students with a safe and confidential school
environment. Therefore, except as otherwise provided by Title 10A, Section 2-6-102 of the
Oklahoma Statutes, or if otherwise specified by applicable state or federal law, juvenile
records are confidential and shall not be open to the general public, inspected, or their
contents disclosed.
2. To provide critical services to students, families and the community, it is sometimes
necessary for Phoenix Rising staff to engage with certain other appropriate entities in the
lawful sharing of educational information, social/emotional records relating to the creation of
a Free and Appropriate Public Education, information from previous school districts including
Individualized Education Plans (IEPs), 504 Plans, transcripts, functional behavioral assessments/behavior intervention plans, transcripts, and other important documents for which
provisions have been made in district, state, and federal mandates and laws.
3. Phoenix Rising has adopted and will abide by the policies and procedures of Tulsa Public
Schools herein with regard to state and district requirements for consent for any release of
legally confidential information. Information may be shared between entities provided that:
a, It is in the student’s best interest; and
b. All required consents to release information are signed; and
c. Records are exchanged according to law.
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POLICY
PHOENIX RISING: SHARING AND EXCHANGE OF
CONFIDENTIAL INFORMATION

Policy File Number

.

PR 004

E. PROCEDURES:
OVERVIEW

1. When a student is being considered for Phoenix Rising, either their parent/guardian or the
student if legally eligible to do so, will complete and sign approved forms granting consents
to both release and exchange confidential information. These will assist the Phoenix Rising
staff to assess proper educational placement, maintain compliance with state and federal
law, and ensure the appropriateness of the educational services of Phoenix Rising for the
potential student. In order to do so, all entities involved will exchange such information with
one another, within the scope of consent, if it is beneficial to the educational achievement of
the student and/or the ability to provide appropriate support services within the school
setting.
REQUEST FOR STUDENT RECORDS

2. During the enrollment process, the Phoenix Rising and Tulsa Public Schools staff will determine appropriate grade and classroom placement according to current transcripts. If a
student has been enrolled in another district at all during their high school education,
Phoenix Rising staff will request those documents after obtaining consent as provided below.
3. In order to create the best possible educational experience and environment for the student,
the parent/guardian, or the student if legally eligible to do so, will complete and sign the
Independent School District #1 of Tulsa County Parental Request/Authorization For Release
of Student Records (Enclosure 1) for all schools they have attended from which the
Academic Counselor may request records.
CONSENT FOR THE RELEASE OF
CONFIDENTIAL INFORMATION

4. Because the educational and support services provided by Phoenix Rising take place in a
Tulsa Public Schools facility with a TPS principal, but are in large part conducted by staff of
the Tulsa County Juvenile Bureau (Family Center for Juvenile Justice), the parent/guardian,
or the student if legally eligible to do so, will complete and sign two separate State of
Oklahoma Consents for the Release of Confidential Information (Enclosure 2) between the
following:
a, Name of Agency Releasing Information - Tulsa Public Schools, releasing to Phoenix
Rising Alternative School; and
b. Name of Agency Releasing Information - Tulsa Public Schools, releasing to Tulsa
County Juvenile Bureau.
5. These releases ensure that all Tulsa County Juvenile Bureau staff at Phoenix Rising will
have access to educational records of those students attending Phoenix Rising under the
partnership school Memorandum of Understanding with Tulsa Public Schools.
6. These releases will generally would include access to special education records and the
ability to attend all special education meetings, if the parent/guardian and/or the legally
eligible student consent.
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POLICY
PHOENIX RISING: SHARING AND EXCHANGE OF
CONFIDENTIAL INFORMATION

Policy File Number

.

PR 004

E. PROCEDURES: (CONTINUED)
HEALTH INFORMATION

7. While the student is enrolled in Phoenix Rising Alternative School, there will be times when
specific social/emotional and support services may be recommended and/or offered. In order
to ensure compliance with external goals and provide appropriate treatment information, the
parent/guardian, or the student if legally eligible to do so, may be asked to sign the Release
of Protected Health Information (Enclosure 3).
8. Any information exchanged between physician, psychotherapist, and client will remain
privileged and confidential. In addition, the parent/guardian, or the student if legally eligible to
do so, may choose what information, if any, is to be released.
F. EXCEPTIONS:
Any exception to the policies or procedures provided herein will require prior written approval from
the Tulsa County Juvenile Bureau (Tulsa County Family Center for Juvenile Justice) Director.

JUSTIN JONES, DIRECTOR
TULSA COUNTY FAMILY CENTER FOR JUVENILE JUSTICE
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POLICY

Policy File Number

JUVENILE BUREAU / FAMILY CENTER FOR JUVENILE JUSTICE

PR 005

.

PHOENIX RISING ALTERNATIVE SCHOOL:
OPERATIONAL STANDARDS AND STAFF EXPECTATIONS
Approved By:

JUSTIN JONES, DIRECTOR

Approval Date:

06/13/2017

Supersedes:

JBDC 103

Previous Date:

09/22/2015

A. SUMMARY:
Establishes policies and procedures for standardizing certain operations and expectations for
Tulsa County Juvenile Bureau (Family Center for Juvenile Justice) employees while employed at
Phoenix Rising Alternative School (PR).
B. APPLICABLE TO:
Employees of Phoenix Rising Alternative School.
C. REFERENCES:
1. Adoption of the Tulsa County Employee Handbook (JBDC 100).
2. Employee Grievances (JBDC 101).
3. Employee Dress Code (JBDC 104).
4. Employee Use of County Vehicles (JBDC 105).
5. Non-Discrimination in Employment (JBDC 106).
6. Employee Disciplinary Actions (JBDC 123).
7. Phoenix Rising Enrollment Policy.
8. Phoenix Rising: Progressive Discipline, Restorative Justice, and Collaboration with Tulsa
Public Schools (PR 003).
9. Phoenix Rising: Emergency Safety and Crisis Intervention (PR 001).
10. Phoenix Rising: Sharing and Exchange of Confidential Information (PR 004).
11. Phoenix Rising: General Transportation Of Youth And Transportation For Field Trips.
12. Phoenix Rising: Safety During Student/Family Home Visits and General Employee Safety
(PR 002).
D. ENCLOSURES:
1. Tulsa Public Schools Student and Family Guide to Success.
2. Tulsa Public Schools District Policies (List).
3. On Boarding and Checklist for Phoenix Rising Employees.
4. Phoenix Rising Faculty and Staff Handbook.
5. Staff Faculty and Staff Handbook Document of Acknowledgment.
6. TCJB Staff Sign-In and Sign-Out Sheet.
7. Child Abuse and Neglect Reporting Information for Oklahomans.
8. Oklahoma State Department of Health Suspected Child Abuse/Neglect Report Form.
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POLICY
PHOENIX RISING: OPERATIONAL STANDARDS AND STAFF EXPECTATIONS

Policy File Number

.

PR 005

E. POLICY:
OBJECTIVE

The Tulsa County Juvenile Bureau’s Phoenix Rising Alternative School will ensure adoption of
applicable Tulsa Public Schools Policy and Procedure, and Bureau Policy and Procedure.
F. PROCEDURES:
COLLABORATIVE POLICIES

1. Annually, the Tulsa County Juvenile Bureau (also known as the Family Center for Juvenile
Justice) and Tulsa Public Schools will collaborate and sign a Memorandum of Understanding
(MOU) that is approved by both entities. Within this MOU, each entity agrees to adhere to
the other’s applicable policies, protocols, and procedures. Given its status as a State
Approved Alternative School, Phoenix Rising Alternative School (as a partnership school of
TPS) will accept and adhere to the following:
a. Phoenix Rising staff and TPS employees at the site will adopt and utilize the Tulsa Public
Schools Student and Family Guide to Success (Enclosure 1).
b. Phoenix Rising staff and TPS employees at the site will adopt and utilize Tulsa Public
Schools’ District Policies (Enclosure 2).
c. While conducting educational services, Phoenix Rising Alternative School staff will adopt
and comply with all relevant federal, state, local, and district regulations, as well as
applicable policies, procedures, and directives of Tulsa County, Tulsa County Juvenile
Bureau (TCJB), and Tulsa Public Schools (TPS).
PHOENIX RISING STAFF EXPECTATIONS

2. Each employee of the TCJB at the site will receive a copy of the On Boarding and Checklist
for Phoenix Rising Employees (Enclosure 3) to ensure that each employee receives training
on all aspects of the school, programming, and policies and procedures. Each section will be
reviewed and completed by a staff member with expertise in that area with the new staff
member. All sections must be complete and initialed.
3. Each staff member will receive the Staff Handbook (Enclosure 4) prior to the beginning of
the school year. It will be reviewed by an Administrator or designee and the employee will
sign the Staff Faculty and Staff Handbook document of acknowledgment (Enclosure 5) when
they review and receive the Handbook.
EMPLOYEE WORK HOURS AND ABSENCES

4. Phoenix Rising Alternative School will open daily from 8:00 a.m. - 5:00 p.m. except for
approved holidays and other administratively approved closings (e.g., “snow days”). Except
in cases of approved leave, and/or approved absences, PR staff are expected to work eight
hours each work day. Because of the environment in which we work, the scheduling of
employee start and end times may be staggered or otherwise differ. However, all schedules
and hours must be approved by the Administrator.
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POLICY
PHOENIX RISING: OPERATIONAL STANDARDS AND STAFF EXPECTATIONS

Policy File Number

.

PR 005

F. PROCEDURES: (CONTINUED)
EMPLOYEE WORK HOURS AND ABSENCES (CONTINUED)

5. Phoenix Rising staff are to report all absences in advance to their immediate supervisor, who
will advise the PR Administrator. If they are going to be absent or late to work due to illness
or emergency, they are to give notice at least one hour prior to the start of their shift.
6. Requests by employees for personal leave and/or vacation must be completed at least one
day prior via the MUNIS system and are subject to approval by the Phoenix Rising
Administrator.
7. Each day, all PR employees must sign in at their time of arrival and sign out at their time of
departure. If leaving the building, employees must ensure that they notify their immediate
supervisor before leaving the building, write their name/time/destination on the board in the
main office, and ensure that they initial the TCJB Staff Sign-In and Sign-Out Sheet
(Enclosure 6) to indicate when they are not in the building, and when they return. This
ensures both coverage for school and safety of the PR employees.
EMPLOYEE MEETINGS

8. Attendance is mandatory at all staff meetings each Wednesday morning and/or as otherwise
scheduled at the discretion of the Program Administrator.
9. Attendance for Case Managers is mandatory for Case Manager meetings each Tuesday
afternoon and/or as otherwise scheduled at the discretion of the Program Administrator.
COMMUNICATION

10. Phoenix Rising employees are responsible for checking and replying to emails throughout
the day, as pertinent information will be sent via email.
11. All Bureau-provided technology will be used for work-related activities. It is prohibited to
utilize computers for games, movies, television, etc., unless such material is educationally
and social/emotionally pertinent to the student and the program goals.
12. Phoenix Rising staff cell phones are utilized to remain in communication with both TCJB staff
and TPS staff. During work hours, Phoenix Rising employees are responsible for being a
part of, and communicating through, the Phoenix Rising Google Chat, text messages, phone
calls, etc., relating to school and student matters.
13. All Phoenix Rising staff are mandated to report any concerning behaviors, anticipated
concerns, acts of misconduct, and district rules infractions to the Administrator and/or the
Assistant Administrator.
14. All Phoenix Rising staff are required to report illegal activities immediately to both the
Administrator and/or the Assistant Administrator for further intervention.
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PHOENIX RISING: OPERATIONAL STANDARDS AND STAFF EXPECTATIONS

Policy File Number

.

PR 005

F. PROCEDURES: (CONTINUED)
MANDATED REPORTING OF
CHILD ABUSE/NEGLECT

15. All employees at Phoenix Rising Alternative School are mandated reporters. If there is
reason to believe there has been any child abuse or neglect, PR staff will immediately
contact the TPS Counselor, PR Administrator, and/or the Assistant Administrator. Immediate
steps will be taken to ensure the safety of the student.
16. A report will then be submitted to the Department of Human Services hotline and a safety
plan will immediately be developed for the student. (If a student already has a current DHS
worker, this DHS worker will be called as well to report the incident.
17. All Phoenix Rising employees will adhere to and are responsible for abiding by Oklahoma State
law (10A O.S. § 1-2-101) requiring the prompt reporting of suspected child abuse/neglect. All
employees are expected to familiarize themselves with the information provided in the brochure
on Child Abuse and Neglect Reporting Information for Oklahomans (Enclosure 7) and, in any
case requiring such a report to be made, will complete an Oklahoma State DHS Child
Abuse/Neglect Report form (Enclosure 8) and/or one provided by the school district.
18. It is against the law to knowingly and willfully fail to promptly report suspected child abuse or
neglect. If any employee does not report suspected abuse to the TPS Counselor, PR
Administrator, and/or the Assistant Administrator for any reason, the employee will be
subject to corrective action, up to and including termination of employment, and/or reporting
the employee to the correct authorities, if applicable.
EXCEPTIONS

19. Any exception to the policies or procedures provided herein will require prior written approval
from the Tulsa County Family Center for Juvenile Justice Director.

JUSTIN JONES, DIRECTOR
TULSA COUNTY FAMILY CENTER FOR JUVENILE JUSTICE
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ENCLOSURE 2
PR 005 Phoenix Rising:
Operational Standards
and Staff Expectations

TU L SA
PUBLIC SCHOOLS

PHOENIX RISING

IN ADDITION TO THE TULSA COUNTY EMPLOYEE POLICIES SET FORTH IN
THE HANDBOOK, PHOENIX RISING STAFF MUST ABIDE BY THE FOLLOWING

TULSA PUBLIC SCHOOLS DISTRICT POLICIES:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

MISSION, VISION, BELIEF POLICY 1501
CHILD ABUSE-POLICY 2110
SUICIDE INTERVENTION POLICY 2111
BULLYING PREVENTION-POLICY 2119
GRADING SYSTEMS POLICY 2401
PROMOTION, RETENTION, AND FAILING GRADES PASS/FAILURE
POLICY2406
STUDENT DISCIPLINE-POLICY 2607
GUN FREE SCHOOLS POLICY 2616
EMPLOYMENT CERTIFICATIONS FOR STUDENTS POLICY 2703
SCHOOL YEAR AND CALENDAR POLICY 3301-R
FIELD TRIPS POLICY 3314
ALTERNATIVE EDUCATION POLICY 3403
ALTERNATIVE INSTRUCTIONAL DELIVERY SYSTEMS POLICY 3404
SCHOOL VOLUNTEERS AND MENTORS POLICY 4301
EMPLOYEE ETHICS POLICY 4408
EMPLOYEE CONFLICT OF INTEREST POLICY 4409
EMPLOYEE CONDUCT POLICY 4410
STANDARDSOFPERFORMANCEANDCONDUCTFORTEACHERS
POLICY 4411
NONDISCRIMINATION POLICY 4901
SEXUAL HARASSMENT POLICY 4903
INTERNET PROTECTION AND SAFETY POLICY 6501
COPYRIGHT COMPLIANCE POLICY 6701
RESEARCH BY INDIVIDUALS AND/OR INSTITUTIONS POLICY 9102
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ENCLOSURE 3
PR 005 Phoenix Rising:
Operational Standards
and Staff Expectations
This enclosure consists of 3 pages.

r!!1 PHOENIX RISING
ON BOARDING AND CHECKLIST FOR NEW PHOENIX RISING EMPLOYEES
**BASIC POLICIES AND GETTING STARTED**
Task/Review/Received

Initials

Date

Mission/Vision/Goals
Tour of the SchooVClassrooms/Other/Meeting Staff
Job Description General
Job Description Specific
Tulsa County Handbook Review
Phoenix Rising Staff Handbook Review
Mandated Reported/Child Abuse and Neglect Policy
Sexual Harassment/Discrimination
Tulsa Public Schools Policies (TPS)
TPS Emergency Procedures (IOC, Fire, Tornado,
Atmospheric Chemical Release, Bomb Threat
TPS Student and Family Guide to Success
Daily Schedule for Employee
Enrollment and Student Starting at PR Process

**MEDICAL/HEALTHIMENTAL HEALTH POLICIES**
Task/Review/Received

Initials

Date

Confidentiality Policy
Safety Response Steps
CPT Training
Crisis Intervention Manual
Medical and General Emergencies
Incident Reports TCJB
Incident Reports TPS
Medication Administration
Consents to Exchange and Release Information
Understanding of Trauma Responses Training (Proper
tone, respond do not react, etc.)
Protocol with Student Specific Health Issues (Asthma,
Diabetes, Epilepsy, etc.)
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**COUNTY EMPLOYEE PROCEDURES**
Task/Review/Received

Initials

Date

Email Address and Computer
MUNIS SS Log-In
How to Request Leave
JOLTS Log-In and Password
JOLTS Basic Training-Notes, Profile, Expectations, etc.
Defensive DrivingTraining
Work Hours/Keys/Supplies
How to Check Out a County Vehicle
Transportation Policy-Bus Hub and Pick up Times
Phoenix Rising Foundation

**TULSA PUBLIC SCHOOLS POLICIES AND INFORMATION**
Task/Review/Received

Initials

Date

Operating Information/Days, Hours, Holidays, School Calendar
Free/Reduced Lunch
Enrolling and Re-enrolling
Communication with Parent/Guardian during emergency
Initial Intervention Meeting
Transition Meeting
Parent/Guardian Involvement
Emergency Contacts/Pick-Up
Graduation Requirements
Credit Recovery Programs (with student usemame/password)
Consent to Exchange and Release Authorization for Student Recordsexplanation of why it needs to be between JB and TPS
Field Trip Protocols
Incident Reports

**RESTORATIVE PRACTICES IN SCHOOL**
Task/Review/Received

Initials

Date

Basic Classroom Management Knowledge
Trauma Informed Responses
Restorative Justice Philosophy
Community Circles
Paradigm Shift in School and Classrooms
Restorative Referral and Form
Restorative Task Request Form
Restorative Tasks
Restorative Mediations
Restorative Conferencing
Progressive Discipline Policy
ISS-Policies and Procedures
ISS Supervision and Schedule
OSS Policy and Procedures
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**UNDERSTANDING OF SCHOOL AND LOCAL PROGRAMS**
Initials

Task/Review/Received

Date

Google Phoenix Rising Daily Activity Calendar
Special Education and Understanding of an Individualized Education Plan
McKinney-Vento Homeless Assistant Act of 1987
Skill streaming
Big Picture Learning
Calliope Youth Circus/Yoga-Sarah Thomas
Legal Aid Protocol and Referral Process
Title I After School Tutoring
Boys and Girls Club Basketball (AAU)
Work Study Program (Department of Rehabilitative Services and Gatesway)
Meals on Wheels Volunteers and Procedure
Food Pantry (Community Food Bank) Policy and Procedure
Protocol for Project Elf
Policy and Procedures for involvement in Mental Health Group, Substance
Abuse Group, Therapeutic Group, etc.
DHS Basic Knowledge- Independent Living Skills Program, DHS Workers,
DHS Funding
Basic Knowledge of Government Subsidies
Basic Knowledge ofHomeless!fransition Programs
Basic Knowledge of Counseling Services

**TEAM MEETING PROTOCOL AND PROCEDURES**
Initials

Date

Initials

Date

Task/Review/Received
Types of Team Meetings, how they are utilized, and how to run each one
Agenda for Meetings, Note Taker, Tasks
Studentffeacher/Staff Conferencing
Initial Intervention Meeting
Transition Meeting
Parent/Guardian Involvement

**CASE MANAGER RESPONSIBILITIES**
Task/Review/Received
All Staff Duties
Case Manager Specific Duties
Advisory Assignment and Caseloads
PR, County, and TPS Expectations
Quick Sheets for Caseload
Daily Attendance Monitoring
Documentation-JOLTS and Case Manager Specific Binder
Home Visits-Request Forms and Needs Form
Initial Contact Forms/Intake
ISS Responsibilities-Sign-In and Reflection Sheets
Restorative Referrals and Task Forms Completed
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ENCLOSURE 4
PR 005 Phoenix Rising:
Operational Standards
and Staff Expectations
This enclosure consists of 33 pages.

FAC~ULTY & ST AFF
~HANDBOOK

PHOENIX RISING
A~T~ER

AT:I VE SlC HOOL

"Whatever It Takes"
SCHOOL YEAR 2016-2017
(918) 833-8650

PR 005 Phoenix Rising: Operational Standards and Staff Expectations

Page 48 of 86

<< Go to Front of Manual

[!!]PHOENIX RISING
Phoenix Rising Program is an alternative school for students in
Tulsa County who are involved in the juvenile justice system or at high
risk for involvement, and may not be successful in traditional public
schools. It is a partnership between the Tulsa County Juvenile Bureau
and Tulsa Public Schools. The student may stay at Phoenix Rising as long
as it is in the best interest of the student, staff, and family.
The program serves youth between the ages of 14 and 20 in grades
9 through 12. The program offers small classroom settings with an
advisor and strong support from the social work team. A learning and
wellness plan is created for each student with feedback from the
student, family, probation counselor and anyone else involved in the
support of the student.
Creative and artistic opportunities are available for each student
through the support of various community partnerships. In addition,
students may participate in yoga, basketball and other fitness events
throughout the school year. The mock trial team engages Phoenix Rising
students in a mock court room proceeding competing against schools
from across Oklahoma. Phoenix Rising has implemented the Big Picture
Learning Model which addresses individual plans, learning styles and best
practice teaching strategies.
The primary goal of Phoenix Rising is to reach each student
through positive relationships with all staff, enable students to
experience success in his or her educational career and become
contributing members of our community.
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PHOENIX RISING STAFF
Tulsa Public Schools Education Service Center/Tulsa Co. Juvenile Bureau
918-746-6303

Dr. Deborah Gist.

Superintendent

Dr. Ebony Johnson

Executive Director of Student and
Family Supports

Justin Jones

Director-Tulsa Co. Juvenile Bureau

918-596-5900

Administrative
Administrator

Lindsay Goldfarb

Assistant Administrator

Scott Ferris

District Liaison Principal

Diane Dross

Safety and Security Administrator

Richard Harris

Office Assistant/Case Manager

Gail Dawson-Turner

Custodial Staff

Helen Black

TPS Advisors
Senior Institutes

Krista Waldron

Junior Institute

Cassie Baird

Freshman Institute

Matt Meyers

Career Technology

Rachel Vaele

Art /ELL

Jessica Keith

Special Education Teacher

Darcy Carson

Academic/Drop-Out Counselor
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Juvenile Bureau Staff
Restorative Justice Specialist/ Case Manager Micco Freeman
Case Manager

Tito Monroe

Case Manager

Larry Boone

Student/Family Support Specialist

Patrice King

Clinical Supervisor

Robert Mouser

Therapist

Susan Emery

IMPORTANT NUMBERS:

Bureau Main Line

918-596-5900

Detention Center

918-596-5960

Probation Main Line

918-631-6701

TPS Enrollment Center

918-746-7500

AEOSP

800-942-3767

Vicki Campbell - Secretary and Absences

918-833-8376

Teresa Crocket- Registrar

918-833-8978

Main Office-Phoenix Rising

918-833-8650

Fax Number

918-833-8653
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Values

1 . Social responsibility

4 . Innovation

2 . Self-efficacy

5. Self-awareness

3. Relevance

6. High standards

Meeting Norms
1.

Be Creative

6.

Be Realistic

2.

Be Nice

7.

Be Optimistic

3.

Be Concise

8.

Provide Manageable Feedback

4.

Be Precise

9.

EACH DAY IS A NEW DAY!

5.

Keep Focused

10 Distinguishers for Big Picture Learning
1.

Learning in the Real World

2.

Personalization- "One Child at a Time"

3.

Authentic Assessment

4.

School Organization

5.

Advisory Structure

6.

School Culture

7.

Leadership (Principal and Advisor)

8.

Parent/Family Engagement and Adult Support

9.

School-College Partnership: College Preparation

10.

Professional Development
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BIG PICTURE LEARNING CYCLE

1.

Make it work for you : the learning PLAN.

2.

Pursue your passions.

3.

Make it real : Learning through Internship (LTl).

4.

Organize and DO it.

5.

EXHIBIT it.

6.

REFLECT & assess it.
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Rules for the Road Ahead
Daily Expectations

Communication:

Communication is extremely important to me. Please feel free
to share your concerns or ideas anytime you need to . You
can
e-mail
or
call
me
on
my
cell
phone
lgoldfarb@tulsacounty.org or 918-688-0911 . I appreciate
being informed of major events happening in your classes.
The Tulsa Public Schools principal may also be reached in the
same manner.
Work Hours:

Advisors: 8:15a.m. to 3:55p.m.
TCJB Staff- Times will be staggered according to need.
However, the earliest start time will be 8:00 am and the
latest end time will be 6:00PM.
Advisors are expected to sign in to the office by their
scheduled start time. Because of various meetings, taking
students to appointments, home visits, etc. , it will be
necessary for TCJB staff to leave the building. Please sign out
in the main office before you leave. This is for safety reasons.
When you return , please sign back in so that the Administrator
knows you are back in the building safely. Advisors work 7
hours and 50 minutes. TCJB staff must work 8 hours per day,
with a 30 minute lunch break.
Personal Business Appointments:

FOR TPS STAFF:
Appointments arranged between staff members and other
persons which are not "job related" or "in the line of duty" and
require time away from the assigned classroom or building will
not be approved by the principal. Exception is the Personal
Business Provisions which must be called in similar to a
regular absence and a PS10 must be completed before time
is taken. The PS10 must be faxed to Vicki Campbell. Refer to
2
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the Negotiated Teacher Contract Agreement on line. Don't
assume that you may be absent from your assignmentask first.
Doctor, dental, and business appointments should be
arranged after 3:50 p.m. If this cannot be done then you must
contact the Administrator and the principal to be released from
your contractual teaching responsibilities. A PS10 form must
be completed and faxed to Vicki Campbell indicating the
approved leave. Emergencies and circumstances
requiring special attention will be treated individually.
FOR TCJB STAFF:

Appointments arranged between staff members and other
persons which are not "job related" or "in the line of duty" and
which require time away from the assigned class and building
must be approved by the PR Administrator BEFORE it occurs.
Doctor, dental, and business appointments should be
arranged after 3:50 p.m. If this cannot be done, you are
required to contact the Administrator a minimum of one day
before the requested absence. Emergencies and
circumstances requiring special attention will be treated
individually.
Teaching Certificates:

Please make sure you have a current teaching certificate and
college transcript on file at the school and Education Service
Center (ESC) When you receive your new certificate, it is
distributed as follows: (1) to Administrator, (1) to Alternative
Principal and (1) to ESC's Ava Hicks.
School Calendar:

A Phoenix Rising school calendar will be in the main office for
the posting of school events (i.e. field trips, guest speakers,
exhibitions,
celebrations,
professional
development
opportunities, faculty meetings, etc.) These events MUST be
approved by the Phoenix Rising Administrator and the TPS
Principal. Please ensure that this request is sent two weeks
prior to the event. You may do this via email. Please be
sure to post these events no later than 1 week prior to the
event. .
In addition, if you plan to be absent or arrive late, please write
your name on the white board in the main office.

3

PR 005 Phoenix Rising: Operational Standards and Staff Expectations

Page 55 of 86

<< Go to Front of Manual

Exhibition presentation will be scheduled with the Phoenix
Rising administrator and principal. Please be sure to have a
calendar of dates to both of these individuals at least one
week prior to the presentation.
A Teacher and Leadership Effectiveness Evaluation (TLE)
date calendar will be available for your review in September.
If the date agreed upon at the last minute does not work at the
last minute, please find someone in the building that may be
able to switch times with you and inform the TPS Principal.:.
Entrance to Building:

All entrances to the building will be locked after 9:30a.m. All
visitors to the building will be required to show a picture 10 and
sign in at the Security desk. All visitors must have a Phoenix
Rising visitor's badge clearly visible while in the building .
Stop and assist ALL persons that you do not know .
STUDENT SAFETY IS OUR NUMBER ONE PRIORITY.
Staff members are EXPECTED to escort any visitors not
displaying a visitor's badge to the main office!
Closed Campus:

Phoenix Rising is a closed campus. Students will remain on
campus from arrival until the end of the school day. Arrival
means when a student gets to school even if the school day
has not started. Note: A student cannot leave campus for
lunch unless a parent/guardian comes into the office and
checks them out.

Inter-school mail will be put in the mail basket in the main
office. Always use manila envelopes for inter-school mail, you
can find these in the closet main office. Mail received will be
placed in the Advisors' boxes as soon as it is received .
E-Mail:

All Phoenix Rising Staff members are asked to monitor their
e-mail accounts regularly during the school day, whether you
have a TPS email or a Tulsa County email. The majority of
building communication is completed via-mail. In some
instances, it will be necessary to send critical information via
e-mail in the evenings or on the weekends. Please make
reasonable attempts to monitor your email account during
these time frames .
4
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Telephone Messages:

Telephone messages WILL BE PLACED IN YOUR
MAILBOX UNLESS THE MESSAGE INVOLVES AN
EMERGENCY. If you are expecting an important message,
please notify the office and every effort will be made to deliver
the message.

Phones in Classrooms:

Classroom phones are designated for staff only. Please do
not allow students to use them . The phones are only
designed to receive and initiate internal calls and for Advisors
to make outside calls . Students are allowed to use their cell
phones during lunch or before and after school. Please refer
to the Phoenix Rising Student handbook for specific
guidelines. Each student must have a signed "Cell Phone
Policy Contract" in their file. Please explain and post the Cell
Phone policy in your classroom. During your Advisory
time, it is expected that you remind students of the policy.
Staff Member Cell Phone Usage:

Please refrain from using your cell phone during instructional
time or time when you are having a social/emotional group.
Personal phone calls need to be handled during your plan or
lunch time. However, we understand that there are
emergency or critical situations. Please use discretion.
Internet Student Use:

Students may go on approved internet sites. These sites will
be approved and explained by each classroom teacher. The
teacher is responsible for overseeing students on any
technology device. A signed "Internet Contract" should be
kept in the student's file . Please also post an unsigned one in
your room to be used as a reminder to students.

5
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Dress Code:

Dressing professionally is very important, especially as it
relates to being a role model for the students. TCTA
negotiated items specify a dress code which states that the
employee, "is expected that everyone dress in a manner
appropriate for the position they occupy. Dress, including
jewelry, and personal grooming, must not offend common
standards of decency, contain language which refers directly
or indirectly to drugs, alcohol or tobacco, contain direct or
indirect sexual references, present health or safety problems,
or otherwise constitute inappropriate dress or grooming for
the position which the employee occupies. All large and/or
obvious tattoos of any type shall be covered , to the extent
possible, to prohibit their display when in the presence of
children. For all office employees, school based or otherwise,
large and/or obvious tattoos of any type shall be covered, to
the extent possible, to prohibit their display."
Faculty Lounge:

It is necessary that EACH STAFF MEMBER ASSUME
RESPONSIBILITY FOR MAINTAINING THE CLEANLINESS
OF THIS AREA. The lounge is for the use of our teachers and
staff only.
Faculty Meetings:

TPS Faculty meetings will be held according to need at a
minimum of once a month for TPS business. Attendance at
faculty meetings is mandatory! Phoenix Rising and Juvenile
Bureau staff meetings will be held on Fridays from 2:30pm to
3:30pm. The joint meeting is an opportunity for us to build
relationships as well as meet the needs of the students and
school. There will be specialized meetings for both TPS and
TCJB staff to assist with the support of other site needs. All
staff is expected to collaborate and work together to make
Phoenix Rising a special learning environment. Items that
may be discussed are as follows: curriculum/uniUproject
planning, special education pre-IEP, student staffings, and
field trips aligned to curriculum. A list of meetings conducted
weekly will be held by key leaders and an agenda will be
emailed by the Phoenix Rising administrator before every staff
meeting.

6
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Accident Reports:

Reports of accidents experienced by students and adult staff
members serve several functions . Among the most important
are: identifying hazardous areas or activities, developing a
greater awareness of hazards on the part of staff members,
and recording actions taken should complications develop or
questions arise at a later date.
Check with Vicki or Gail by email, phone, or in the main office
for these forms. It is imperative that the narrative/report form
be complete on the day of the accident before you leave the
building. Please include under "remarks" a statement, which
explains the action taken to prevent a similar accident.
Examples of appropriate remarks are, "The hazard was
removed ," or "Safety rules will be reemphasized ." Statements
like "He did not follow directions," or "He has been told not to
do this," are not a preventive action. If the accident is one
which could not be avoided , or which occurred in normal
activity, this should be stated.
Tulsa Public Schools staff members who are involved in an
incident/accident must call Vicki Campbell, complete an Injury
Report form and have a TPS nurse look at your injury and
refer you to the proper emergency clinic. This is a TPS policy
for identifying hazards and keeping track of staff injuries. A
copy must also be given to the Administrator of Phoenix
Rising for the on-site school records.

Counselor Conference:

Students should have a pass from an Advisor whenever they
want to see the academic counselor, social worker or
probation counselor on a routine matter. Normally, the
students will be able to see the counselors and clinicians
between 2:30-3:30, every day, unless in crisis Advisors
should attempt to find the TCJB Case Manager of the student
first in order to assess the best solution for the individual
student. The CM will be able to find information regarding
availability or making an appointment.

7
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Advisor and TCJB Expectations:
Supervision of Students:

NEVER LEAVE ANY ROOM OR OFFICE UNATTENDED
WHEN STUDENTS ARE PRESENT. Also , lock any room or
classroom when it is vacant AND TURN LIGHTS OFF. If you
leave equipment or items, in an unlocked classroom , you are
responsible if something is damaged or stolen.
Keys:

Keys are to remain in the possession of the teacher AND/OR
STAFF MEMBER. Under NO circumstances should students
be given school keys! If you lose your keys , please report the
loss of keys to the PR Administrator and the TPS Principal
immediately, as many of our keys unlock many of the same
doors, this is a huge liability to all of us in the building. Please
let us know and do not wait to inform administration. This
could not only result in something getting stolen or damaged,
but we would not want the keys to get into the hands of
someone who was not an employee of the school. This is a
MAJOR safety issue as well.
Lesson Plans:

Weekly lesson plans for each Advisor must be maintained in
Google, desktop or a binder folder etc. These plans must
contain the following: each content area taught, Big Picture
lessons, Northwest Evaluation Association (NWEA)
assignments and Advisory information. Outcome
expectations, hands on learning, projects and assessments
must be recorded on the lesson plans. These plans must
include weekly objectives, daily activities, and the objectives
addressed during each activity. Formats for these plans will
follow the guidelines established by the district. If you do not
8
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know where the standards are for your particular subject,
please go to TPS website and the page for Curriculum and
lnstruction.http://www.tulsaschools .org/1 _Administration/03_
STAFF- MEMBERS/- DEPARTMENTS/curriculum instructio
n/INDEX.asp
Weekly lesson plans are due no later than Monday for the
following week. Each Advisor is responsible for turning in
his/her own lesson plans. Plans need to be e-mailed to the
principal 's TPS e-mail address. It is your choice to share them
with the Phoenix Rising administrator.

Substitute Lesson Plans:

A substitute plan must be in place at all times. The Plan should
include the following: name of a buddy teacher, schedule,
roster, emergency/fire drill plans and counselor's office phone
number. Please make sure you have enough activities to fill
an entire day.
In addition , please utilize the NWEA activities if you believe
that some students may need additional support in specific
areas. It would be wise to always have additional NWEA
materials available for each student in case of a teacher
absence.

Reporting Absences

All TPS staff are to report all absences directly on AEOSP
and to the principal at 918-638-4348. Advisors should leave
a voicemail message stating the reason for their absence.
As a courtesy, please call both the Administrator of Phoenix
Rising and also Gail to inform her that you will be absent. This
will allow her to be on alert for a substitute.
All TCJB staff please call or text the Administrator and the
Assistant Administrator DIRECTLY. If you know that you will
be absent, please remind the Administrator or Assistant
Administrator, via email the day prior. In addition, please write
your name on the white board in the main office before leaving
the building.

9
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Notification of Return:

If you plan to be absent another day, you must notify the
Phoenix Rising administrator and principal no later than 2:00
p.m. This will help us retain the substitute teacher. Should a
teacher fail to notify the principal and both the teacher and the
substitute report the following day for an assignment, the
teacher is subject to the loss of one-half (1/2) day of
substitute deduct pay. There will be an automatic substitute
deduction when you fail to notify the school before the
substitute leaves for the day and the substitute shows up for
an assignment. This policy will be strictly adhered to.
For TCJB staff, please turn in your absence form the day you
return from your absence to prevent any loss of wages.

Teaching Supplies:

Requests for classroom supplies must be made via e-mail to
Gail. Please be sure to specify details including color, size,
brand name, and amount needed. Every effort will be made
to acquire what you need based on funds availability. Please
let the Lead Teacher know via a Warehouse order form
completed of your district supplies.
We want to ensure that the students have and gain exposure
to various things, however permission is required if you
anticipate requesting a reimbursement for items purchased .
Reimbursement is contingent upon funds available. If you
need additional funds for an activity, please see the PR
Administrator to gain approval BEFORE you buy or complete
the activity. If this activity or item was not pre-approved , it may
not be reimbursed.
Child Abuse:

WE ARE ALL MANDATED REPORTERS . There is a reason
to believe that a child has been abused , (neglected, beaten,
sexually molested, etc.), please send the student to the
Phoenix Rising Administrator or Assistant Administrator
immediately and we will both the counselor and nurse who will
follow TPS guidelines in reporting the abuse. They will follow
up with the TPS counselor, clinician , social worker, and
appropriate agency. In addition, the Principal must also be
notified immediately. The board policy for Child Abuse has
been copied and is located in this packet of information. YOU
10
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MUST REPORT THIS IMMEDIATELY. DO NOTWAIT UNTIL
THE FOLLOWING DAY. DO NOT FAIL TO REPORT ANY
TYPE OF ABUSE OR WHAT COULD BE A SAFETY ISSUE
TO A STUDENT.
Please understand that the abuse MUST be reported . If the
PR Admin , the counselor, or any other employee is not
available at the time of the reported abuse, YOU STILL MUST
CALL DHS. This is not only breaking board policy, but it is
breaking State and Federal law. Not only is this breaking the
law to which you could lose your license/certification, but this
violation may be punishable up to termination from your
position.
Bullying Behavior:
Phoenix Rising staff follows the District's prevention ,
intervention, and processing procedure that is stated by the
board policy. The board policy for Bullying has been copied
and is located in the TPS Student and Family Success Plan.
If you have additional questions, please contact the PR
administrator or the TPS principal immediately. This behavior
is NOT tolerated in the Phoenix Rising community.

Eating and Drinking in the Building:
Students are permitted to eat and drink in the building, as long
as appropriate trash receptacles are utilized and spills are
cleaned up. Should trash and or the building become messy
beyond appropriate, eating and drinking in the building will be
prohibited, except in the cafeteria.
Advisors may establish their own classroom rules for eating
and drinking. Students may be given passes to go to the
vending machines. It is left to the discretion of the staff if
students have the ability to pick up food dropped off by
parents, in the main office, during the school day.

II
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PHOENIX RISING
Mandatory Student
Each Advisor must give a minimum of 2 grades per week
Grading:
per subject area.
Student Contract
For Grades:
Each Advisor has an option of providing a "Student Contract" that
denotes student's grades and academic standards from transferring
school, when a student enters mid-year. All contracts must be
approved by the principal and follow Alternative school guidelines.
Withdrawal grades may also be used to average grades at the end
of the semester. If you have questions about this, please see the
Lead teacher or the Counselor, as documentation is extremely
important in this case.

It is very important that special education IEP and 504 Plan student's
need are addressed in the contract. It is imperative that the special
education teacher have input into the development of the contract so
that all appropriate individual accommodations are contained in the
document. If a student refuses or does not complete the Student
Contract a meeting with the parent, Administrator or principal must
be held and a retention letter given to the parent.
Grades:

Grades are recorded according to Board policy on PowerSchool.
Specific and individualized lessons, per standard, will be kept on IN
class. It is strongly suggested that a written back up copy is also
kept. When a student withdraws or no longer attends Phoenix
Rising, grades must be recorded and sent to Office of
Accountability, TPS Registrar, PR Administrator, TPS Principal, and
the TPS counselor.

12
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Online Coursework:

After EACH online course is complete on e2020 or A+, a completion
sheet, along with a grade form or grade change form, must be sent
to the counselor. It must be signed by the teacher, coordinator, and
the TPS principal. Both the completion sheet, with the grade and the
grade form/grade change form must be scanned and uploaded to
Powerschool. After this occurs, an email will be sent to the TPS
Registrar, the TPS Online Accountability Office and cc'ed to both the
Alternative Principal and the PR Administrator. This must occur
immediately after a course is completed. The course must have
100% completion . For A+, please print and attach both Level 2 and
Level 3 documentation.

Positive Outcome Classrooms:

Classrooms atmosphere is especially important in the Big
Picture model. The following items will be present and visible
in all classrooms . They should be updated daily.
~
~
~

~

~
~
~

~
~

Individual Learning Plans accessible quickly by
students and staff.
Daily Advisory agenda posted on the board .
Restorative Justice/Positive discipline guidelines
posted in the classroom.
Advisory processes/rituals that are intentional
(check-in, calendars, lesson plan, etc.) and tied to
student learning plans.
Weekly one-on-one schedule posted.
Evidence of student's work with the theme posted
on the board.
Positive classroom behaviors and expectations
Safety Procedures
Social Skills Steps

Student Expectations:

For each quarter, students are expected to have an
Individualized Learning Plan (ILP). Learning plans should
include timelines for all projects, as well as details about their
advisory work, inter-disciplinary units, LTl project, math
assignments, reading work, and elective projects. These
plans need to be very specific and detailed, focusing on
credits earned and needed. A Graduation Progress form
should be attached to the ILP. Both forms should be updated
every 4.5 weeks and sent home with the Progress Report.
13
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Attendance Log:

Improving student attendance is a major goal for Phoenix
Rising. Teachers will take daily attendance on PowerSchool
for each class. In addition, there will be sign-in sheets for each
class that will be picked up fifteen minutes into each class
period. When a student is absent 10 consecutive days or is
known to be in another educational setting, the teacher must
inform the principal, Phoenix Rising administrator and
Counselor.
As a courtesy, please let the Phoenix Rising administrator or
office manager know when a student is absent on the 3 rd
consecutive day. You may request a Home Visit by a bureau
staff member.
Calls will be made by TCJB staff every time a student is
absent and documented. If a message is left or contact is not
made, then the advisor needs to call as well until a parent or
guardian is reached and a reason given for the absence.
Additional student phone numbers can be accessed in the
main office.
Emergency Care for Ill
or Injured Students:

If a student becomes ill or is injured at school, every
reasonable effort is to be made to care for him/her. If the
parent, the listed responsible persons or the physician cannot
be reached , at the direction of the administration, the student
should be taken to the emergency room or a hospital. Use
the hospital designated by the student's physician, if known .
Tulsa Public Schools does not assume responsibility for the
payment of hospital or doctor fees. Be sure to emphasize to
parents during the first week of school that inexpensive
student accident insurance is available.
Staff must contact the main office immediately when an
emergency arises. The main office will then notify the
Administrator. The student's parent/guardian will be called.

14
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Building Safetv:

The faculty should be especially vigilant in insisting that our
students take pride in our building. Please join me in
promoting responsibility and pride in our building. Advisors
are to stand by their doors when dismissing students
from class and to observe the halls during passing time .
Students should be directed to move on to classes and not
congregate in areas of the building.
Discipline:

Safety of every person in the building is the number one
priority. Therefore, there may be times when a student puts
oneself or others at risk for their safety. We strive to develop
and strengthen each student's internal locus of control to
take responsibility of how his/her actions and choices impact
others.
Suggested steps to take with students who are having difficulties:

•!• Develop and strengthen your relationship with each student so trust, mutual
respect and caring are evident with each student.
•!• Ask the student if there is something wrong , if they need a time out especially with
his social worker or see what you can do to support the student.
•!• Contact your Restorative Justice Coordinator for assistance. Restorative Justice
must be implemented according to policy and guidelines. Ask to have a student
staffing
•!• Take every opportunity to praise and encourage the student in front of others, call
his parents and/or probation counselor in front of the student. Be very specific with
what the students' actions were that were positive.
•!• If you need assistance from the Crisis Response Team, please call for the Crisis
Team Leader

15
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TULSA PUBLIC SCHOOLS

SECURITY CHECK LIST
1.

Close and lock all windows and close all blinds. Nothing that is valuable should be
visible from a window or door. A computer that can be seen in a window can be easily
stolen and the thief gone before the police have time to arrive at the site.

2.

Close and lock all intemal doors to classrooms, offices, and the boiler room. Also, lock
any storage cabinets or closets including desk drawers. The longer it takes a thief to get
what he is after, the better chance Security has of directing the police there to catch him.

3.

Tum off all fans. Check all ceiling fans. These cause numerous false alarms.

4.

Check for mobiles or balloons hanging in front of security sensors. Do not stack boxes
to block view of sensors.

5.

Chain all external doors inside, except for entry door which should be chained on the
outside.

6.

Arm panels before leaving building. Push code numbers in slowly. If panel will not set:
- check for fans, open doors, and mobiles or anything blocking view of sensors
- check for blown fuses
- call Security at 7 49-9966.

7.

Disarm panels immediately when entering the building. If the individual who regularly
opens is late or absent, make sure the backup person has the security code.
Do not allow others to enter the building until the security system has been disarmed.

8.

ANYONE coming into the building AT OTHER THAN REGULAR HOURS should call
ts they enter and as they leave. If for any reason that number is
:m be reached at 746-6818.

16
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Tulsa Public Schools - Fire Drill Procedure
The fire signal shall be a horn blast.
Every fire drill should be regarded as a real fire
Students are not to stop for wraps, books, or any personal property.
After the practice drills at the beginning of the school year, there should be no
advance notices as to when a fire drill will be held.
Each person in the building at the time of the alarm should respond to the signal
and leave the building.
Children occupying rooms near exits should be appointed to hold the doors until
everyone has cleared the exits. Close the doors where necessary to prevent the
spread of fire.
Provisions should be made for assisting handicapped children .
Monitors should be appointed to see that restrooms are clear.
Lines should move in single file. Pushing , talking , or any kind of horseplay
should not be tolerated. Great stress shall be placed upon the execution of each
drill in a brisk, quiet and orderly manner.
Students should walk briskly; no running should be permitted as they march to
their designated halting point outside the building.
Advisors must remain calm during an actual fire, and students must be
supervised to avoid possible panic.
Each advisor should keep an attendance record up-to-date and take this
with you as you move the students to your designated spot when the alarm
sounds, when you reach your destination call roll to determine if all pupils
are present and accounted for.

The yellow fire drill regulation sheet should be posted in each classroom in a
conspicuous place.
The building should not be reentered until the proper "ALL CLEAR" signal has
sounded. The "ALL CLEAR" shall be on long continuous ring on the bell system.
17
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Tulsa Public Schools
IOC (Intruder on Campus) Drill Procedures
Intruder/Lock-Down
1. Signal with intercom announcement "IOC Alert".
2. Lock classroom doors; turn off lights & computer monitors, and close
windows/shades.
3. Move students away from door/windows.
4. Place the appropriate red/green card under the classroom doorway.
5. "All Clear" will be given through intercom announcement.
Intruder/Modified Lock-Down
1. Notification of procedures in place for a "Modified Lock-Down".
2. All exterior doors locked and no persons in or out unless cleared by the
administration.
3. School will continue to function as closely to normal as possible inside the
building .
4. "All Clear" will be notification to staff.

Atmospheric Chemical Release (Shelter in Place) Drill Procedure
1. Signal with intercom announcement "Shelter in Place".
2. Close all exterior windows and doors (seal gaps under exterior doors with wet
towels and/or duct tape where possible).
3. Close as many interior doors as possible.
4. Do not open the building for anyone while under Atmospheric Chemical Release
status.
5. Remain in protected interior areas of the building until the All Clear is given
through intercom announcement.

18
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Bomb/Explosive Threat
Consider and treat all threats as real!
• Each staff member should be made aware of the predetermined code and the procedure for handling a
bomb threat Only employees familiar with their surroundings can spot an item out of place with its
environment. Each principal should establish and post a clear "chain of command" to eliminate
confusion as to who is in authority in his/her absence. If phone threat is made, obtain as
many details as possible using the attached checklist while caller Is on the phone.
• Call 911
•

Use a Systemic, Rapid, Through approach to search the building and surrounding area. Upon
hearing the code, employees immediately inspect the area in which they work.
=>Teachers inspect their classrooms
=> Food service employees inspect the kitchen and cafeteria
=> Building engineers inspect their closets, the restrooms, and mechanical areas
=> Designated staff members inspect halls and common areas

Notify the principal after each area is searched
If anything is found, DO NOT TOUCH OR ATTEMPT TO OPEN OR REMOVE IT. NOTIFY THE
PRINCIPAL IMMEDIATELY. The principal will notify the bomb squad using 911 .
• Call the appropriate Executive Director
• With assistance from the executive director and the responding police officer, the principal will
evaluate the threat and determine whether to evacuate the building.
• If the decision Is made to evacuate, use a standard fire drill, avoiding the suspected area. {Teachers
need class rosters to call roll)
• Call the Safety and Security Department at 669-3510 advising them of the bomb threat and the action
taken -complete the Bomb Threat Report and send to the Executive Director's office

19
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Bomb Threat Information Checklist

> Photocopy for use ~

Time of Call _ _ __

Caller ID lnfonnation - - - - - - - -

Questions To Ask Caller
1. When is the bomb set to explode?
2. Where is the bomb?
3. What does it look like? - - - - - - - - - - - - - - - - - 4. What kind of bomb is it?
5. What will cause it to explode? - - - - - - - - - - - - - - - - 6. Did you place the bomb?
7. Why was It placed?
8. What is your address?
9. What is your name?

Gender of Csl/er

Age _ _

Cl F

Cl M

cmJer's voice

a

Length of Call _ _

Race

a

Cl Angry

Cl Soft

Cl Distinct

0

Cl Loud

Cl Slumtd

Cl Deep

Cl Nasal

Cl Ragged

0

Cl Excited

Cl Laughing

Cl Slow

Cl Crying

Cl Stutter

Cl Deep Breathing

Cl Disguised

Cl Rapid

Cl Normal

Cl Usp

!J Accent

Cl Cracking Voice

Calm

Raspy

Familiar

Clearing Throat

Was the voice f a m i l i a r ? - - - - - - - - - - - - - - - .&ckground sounds

Cl Street Noise

Cl Local

Cl House Noises

Cl Music

Cl Animal Noises

Cl Voices

Cl Motor

Cl Clear

Cl Long Distance

Cl Machinery

PA System

Cl Static

Cl Office

Cl Other

[J

Machines

Language
Cl Well Spoken

Cl Foul

Cl Incoherent

Cl Taped Cl Irrational

Cl Message Read By
Threat-maker

AddmonaiCommen~ - - - - - - - - - - - - - - - - - - - - -

Name

- - - - - - - - - - - - -- Date

Position - - - - - - - - - - - - - - - P h o n e _ _ _ __ _ __ _
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Buildings and Grounds Security
Phoenix Rising has the assistance of Security assigned daily in the
interest of protecting and preserving the safety and welfare of our
students. The assigned duties of the Security Officers shall be
determined by the Administration and are to ensure a safe and
orderly environment for staff and students.

Energy Conservation Guidelines:
1. All TPS employees are responsible for implementing the guidelines during the
time that he/she is present in the classroom or office.
2. The custodian is responsible for control of common areas, i.e. halls, cafeteria ,
etc.
3. The last person to leave a building in the evening will be responsible for
verification of the Energy Education Guidelines nighttime shutdown for the
building .
4. The building administrator is responsible for the total energy usage of his/her
building .
5. The Energy Education Specialist is responsible for either directly or indirectly
making adjustments to the Organization 's Energy Management System (EMS),
including temperature settings and run times for Heating , Ventilation and Air
Conditioning (HVAC), and other controlled equipment.
6. Classroom doors shall remain closed when HVAC is operating.
7. All exhaust fans should be turned off daily.
8. All office machines (copy machines, laminating equipment, etc.) shall be
switched off each night and during unoccupied times. Fax machines should
remain on.
9. All computers should be turned off each night. This includes the monitor, local
printer, and speakers. Network equipment is excluded.
10. All unnecessary lighting in unoccupied areas will be turned off. Staff should
make certain that lights are turned off when leaving the work spaces empty.
Utilize natural lighting where appropriate.
11. Gym Lights should not be left on unless the gym is utilized .
12. All lights will be turned off immediately when students and staff leave for the day.
Custodians will turn on lights only in the areas in which they are working.
13. Ensure all plumbing and/or intrusion (i.e. roof) leaks are reported and repaired
immediately.
14.AII water shall be shut off except when in actual consumption/usage.

Cooling Season Occupied Set Points: 73°F-78°F
Unoccupied Set Point: 80°F-85°F
Heating Season Occupied Set Points: 68°F-70°F
Unoccupied Set Point: 55°F-60°F
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Standards of Performance and Conduct for Teachers
Teachers are charged with the education of the youth of this State. In order to performance
effectively, teachers must demonstrate a belief in the worth and dignity of each human being ,
recognizing the supreme importance of the pursu it of truth , devotion to excellence, and the
nurture of the democratic principles. In recognition of the magnitude of the
responsibility inherent in the teaching process and by virtue of the desire of the respect and
confidence of their colleagues, students, parents, and the community, teachers are to be
guided in their conduct by their commitment to their students and their profession.

Principle I -Commitment to the Students
The teacher must strive to help each student realize his or her potential as a worthy and
effective member of society. The teacher must work to stimulate the spirit of inquiry, the
acquisition of knowledge and understanding, and the thoughtful formulation of worthy goals.
In fulfillment of the obligation to the student, the teacher:
1. Shall not unreasonably restrain the student from independent action in the pursuit of
learning;
2. Shall not unreasonably deny the student access to varying points of view;
3. Shall not deliberately suppress or distort subject matter relevant to the student's progress;
4. Shall make reasonable effort to protect the student from conditions harmful to learning or
to health and safety;
5. Shall not intentionally expose the student to embarrassment or disparagement.
6. Shall not on the basis of race, color, creed, sex, national origin , marital status, political or
religious beliefs, family, social , or cultural background , or sexual orientation, unfairly
A. exclude any student from participation in any program ,
B. deny benefits to any student, or
C. grant an advantage to any student;
7. Shall not use professional relationships with students for private advantage; and
8. Shall not disclose information about students obtained in the course of professional
service unless disclosure serves a compelling professional purpose and is permitted by
law or is required by law.

Principle II -Commitment to the Profession
The teaching profession is vested by the public with a trust and responsibility requiring the
highest ideals of professional service.
In order to assure that the quality of the services of the teaching profession meets the
expectations of the State and its citizens, the teacher shall exert every effort to raise
professional standards, fulfill professional responsibilities with honor and
integrity, promote a climate that encourages the exercise of professional judgment, achieve
conditions which attract persons worthy of the trust to careers in education , and assist in
preventing the practice of the profession by unqualified persons.
In fulfillment of the obligation to the profession , the educator:
1. Shall not, in an application for a professional position, deliberately make a false statement
or fail to disclose a material fact related to competency and qualifications;
2. Shall not misrepresent his/her professional qualifications;
3. Shall not assist any entry into the profession of a person known to be unqualified in respect
to character, education, or other relevant attribute ;
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4. Shall not knowingly make a false statement concerning the qualifications of a candidate
for a professional position ;
5. Shall not assist an unqualified person in the unauthorized practice of the profession;
6. Shall not disclose information about colleagues obtained in the course of professional
service unless disclosure serves a compelling professional purpose or is required by law;
7. Shall not knowingly make false or malicious statements about a colleague; and
8. Shall not accept any gratuity, gift or favor that might impair or appear to influence
professional decisions or actions.

Principle Ill
Subject to the provisions of the Teacher Due Process Act, a probationary or career teacher may
be dismissed or not reemployed for any reason or cause allowed by law.

Professional Dress
Certified staff occupies a special position within the education community, particularly with
respect to their ability to serve as a positive influence for students. Certified staff is expected to
dress in a professional manner at all times. Large and/or obvious tattoos
of any type shall be covered to prohibit their display. Dress, including jewelry, and personal
grooming , must not offend common standards of decency, contain language which refers
directly or indirectly to drugs, alcohol or tobacco, contain direct or indirect
sexual references, present health or safety problems, or otherwise constitute inappropriate
dress or grooming for the educational process in which the employee is engaged. Visible
pierced jewelry shall be limited to two piercings in the ear.

1

Approved by the State Board of Education , March 1992
Professional Services Division
(70 O.S. Supp. 1990 § 6-101 .21 and 101 .22)
Tulsa Public Schools- Certified Personnel Handbook

23

PR 005 Phoenix Rising: Operational Standards and Staff Expectations

Page 75 of 86

<< Go to Front of Manual

Field Trip Plan Sheet
1. Date and time

-------------------------------------------

2. Destination
3. Purpose
4. Person or group sponsoring trip _____________________________
5. Person in charge of planning trip _____________________________
6. Person in charge on field trip ------------------------------7. Contact person and phone number ___________________________
8. Number of students participating _____________________________
9. Number of Advisors needed for supervision _____________
10. Advisors going on trip ------------------------------------11. Administrator/Counselor going _______________________________
12. Parents accompanying trip --------------------------------13. Type of transportation needed -----------------------------If school bus: Number needed
Date bus (es) requisitioned _ _ _ _ __
How many students are assigned to each bus

?

Advisor assigned to bus --------------------------14. NO SUBSTITUTES WILL GO ON FIELD TRIP. The Substitute will fill in for the
teacher going on the trip.
15. Procedure to be used to determine which students, if any, will not participateneeds administrative approval.
16. Permission slips:
a. Date to be handed out (no less than 1 week before trip) ______
b. Date to be turned in (must be 24 hours before trip) _ _ _ _ __
17.Advisors who need coverage and blocks needing coverage:

•
•
•
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18. Special consideration:
a. Dress Code for trip
b. Will students need extra money? a lunch?
c. Advisor attending field trip who has first aid/medication training .
19. Activities planned for field trip (Attach trip agenda to this sheet.)
20. Funds to be used for field trip _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Please complete the list above; make arrangements to meet with the Administrator and
Principal to approve/disapprove the request.

25
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PHOENIX RISING
CELL PHONE POLICY
Basic Rules
•
•

When working in an educational or professional environment, please always make sure
that your phone is always on vibrate.
There will be NO cell phone use during instructional time. This includes both talking
and texting.

•

Emergency calls must be directed to the ma in office, not your cell phone.

•

If you know that you are expecting an important phone call from a doctor, j ob, probation
counselor, child' s daycare, etc., please let staff know. If not, we will assume it is
inappropriate use of the phone.

•

If you need a calculator or the internet, please let a staff member know and they will find
you access to this technology. Please do not utilize your phone for this reason.

•

If you receive a phone call that is not an emergency, please a llow it to go to voicemail.
You are able to make return calls at the appropriate time.

•

Offensive conversations and/or music are not allowed inside the school out of respect for
your peers, teachers/staff, visitors, and yourselves.

•

You may use your phone before school, during lunch, and after school.

Staff Responses
•

•

First Violation: Cell phones that are out during instructional time, being utilized
inappropriately and/or students that are blatantly breaking the cell phone agreement wi ll
be given an opportunity to correct behavior.
Second Violation: Cell phones that are out during instructional time, being utilized
inappropriately and/or students that are blatantly breaking the cell phone agreement will
be given a pass to the appropriate staff, who will record the incident, and schedule a
restorative conference.

Third Violation: Cell phones that are out during instructional time, being utilized
inappropriately and/or students that are blatantly breaking the cell phone agreement will
have their phone confiscated by staff. It wi11 be placed in a secure location in the main
office. Student wi ll receive the ir cell phone at the end of the day.
Excessive ina ppropriate cell phone usage can result in conferencing to determine appropriate
educational placement within this program. This will include all parties affected by this behavior.
•

Student Signature_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date
----------------Parent/Guardian Signature_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date----------------26
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PHOENIX RISING
TECHNOLOGY POLICY
Basic Rules
• There will be NO MUSIC during instructional time. Unless this is designated in your
Individualized Education Plan (Special Education), Behavior Plan, or Individual
Learning Plan.
• No amplified music wi ll be permitted at all.
• You may li sten to music during passing periods, before school, during lunch, a nd
after school.
• School computers may not be used to stream music or music videos.
• School computers may NEVER be used for any social media, including Facebook,
lnstagram, Twitter, YouTube, etc. Using websites not related to the instructional lesson,
at the time, wi ll not be permitted.
Staff Responses
• First Violation: Techno logy being utilized inappropriately and/or students that are
blatantly breaking the technology agreement will be given an opportunity to correct
behavior.
• Second Violation: Technology being utilized inappropriately and/or students that are
blatantly breaking the technology agreement will be given a pass to the appropriate staff,
record the incident, and schedule a restorative conference.
• Third Violation: If after the conference, technology continues to be utilized
inappropriately and/or students are blatantly breaking the restorative agreement, the
student wi ll have their technology privileges revoked, with a chance for reinstatement (on
a case by case basi s)
Excessive inappropriate technology usage can result in conferencing to determine
appropriate educational placement within this program. This will include all parties
affected by this behavior.

Student Signature_ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ __
Date

----------

Parent/Guardian Signature- - - - - - - - - - - - - - - - - - Date- - - - - - - - - -
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IN ADDITION TO THE
TULSA COUNTY BOARD POLICIES SET
FORTH IN THE BOCC HANDBOOK, ALL
PHOENIX RISING STAFF MUST FOLLOW
THE BELOW TULSA PUBLIC SCHOOLS
POLICIES
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

Mission, Vision, Belief Policy 1501
Child Abuse-Policy 2110
Suicide Intervention Policy 2111
Bullying Prevention-Policy 2119
Grading Systems Policy 2401
Promotion, retention, and failing grades pass/failure Policy 2406
Student Discipline-Policy 2607
Gun Free Schools Policy 2616
Employment Certifications for Students Policy 2703
School Year and Calendar Policy 3301-R
Field Trips Policy 3314
Alternative Education Policy 3403
Alternative instructional delivery systems Policy 3404
School volunteers and mentors Policy 4301
Employee Ethics Policy 4408
Employee Conflict of Interest Policy 4409
Employee Conduct Policy 4410
Standards of performance and conduct for teachers Policy 4411
Nondiscrimination Policy 4901
Sexual Harassment Policy 4903
Internet protection and safety Policy 6501
Copyright Compliance Policy 6701
Research by individuals and/or institutions Policy 9102
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ENCLOSURE 5
PR 005 Phoenix Rising:
Operational Standards
and Staff Expectations

PHOENIX RISING
3441 East Archer Street Tulsa, Oklahoma 74115

I, _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ have received the Phoenix Rising
Print Name
2016-2017 Faculty and Staff Handbook. I agree to adhere to all policy and
procedures that are within this handbook. I also agree to follow the TPS
Student and Family Guide to Success and TPS District Policies. If you have
any questions or concerns, please communicate with your supervisor.

Staff Signature
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ENCLOSURE 6

Signature
In
Out

Time Out
1st Time
pt Time

Time-In
FIRST
LAST

TCJB STAFF SIGN-IN/SIGN-OUT SHEET Date- - - -

PHOENIX RISING

PR 005 Phoenix Rising:
Operational Standards
and Staff Expectations
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Oklahoma Law is very clear that professionals who
maintain strict ethical guidelines related to

DO PROFESSIONAL CODES OF
CONDUCT REGARDING
CONFIDENUALITY PROHIBIT
PROFESSIONALS FROM REPORUNG
CHILD ABUSE & NEGLECT?

State law specifies that schools are not
responsible for notifying parents that a child
was interviewed at the school regarding a
child abuse report. The task for notifying
parents is the responsibility of OKDHS.
School personnel, as well as medical, p ublic
health, mental health professionals, or any
other professional person interacting with
children should NOT delve into a child's
situation beyond determining whether there is
a REASON to BELIEVE the child is being
abused or neglected, or in danger of being
abused or neglected, assessing the risk of harm
for reporting purposes and obtaining enough
information to report to OKDHS.

WHATARESPEClALREPORUNG
ISSUES RELATED TO SCHOOLS?

After a report is made, the reporter may obtain
information on the status of the report.
Information that can be obtained may include
whether the case was investigated, assessed or
screened out. If the report was screened out,
reporters may be informed of the decision to
screen out the report and the reason for this
decision. If the report has been accepted for
investigation or assessment, reporters may be told
the fmding of the investigation or that the
assessment has been concluded. Repo1ters are not,
however, entitled to the details of the investigation.

WHAT INFORMATION SHOULD THE
REPORTER EXPECT FROM OKDHS
AFTER A REPORTIS MADE?

While reporting does not guarantee the family
situation will improve, not reporting guarantees that
if abuse and neglect exist, the child will
continue to be at lisk of futther harm, and perhaps
more serious harm.

Often, one of the biggest obstacles to reporting is
the therapist's own personal feelings or beliefs.
Some therapists may have difficulty involving
OKDHS or law enforcement in the lives of a family,
especially if the therapeutic alliance is well
established and the client is the alleged abuser.
Mistakenly, therapists may believe that they can
assist the family more effectively by working with
the child, the alleged petpetrator and/or the family
without involving OKDHS or law enforcement.

With Oklahoma's mandated reporting laws,
problems can occur in reporting suspected child
abuse and neglect that are likely to test the clientth erapist relationship. However, state statute is quite
clear in requiring every person to report the
suspicion of abuse or neglect, regardless of their
relationship to the child or family.

WHATABOUTTHEIMPACTOF
REPORUNG ON THE THERAPEUUC
PROCESS?

Professionals should outline the limitations of
confidentiality regarding reporti ng abuse or neglect
during their initial session with clients. Before
clients give consent for treatment, professionals
have the obligation to inform them regarding their
legal and ethical responsibilities as mandated
reporters of child abuse and neglect. When
informing clients, professionals should outline the
steps they must take if abuse or neglect is suspected
or if a disclosw-e should occur during n·eatment.

confidentiality, such as doctors, nurses, teachers,
and mental health professionals, are required to
rep ort child abuse and neglect j ust as every other
person in the state. The duty to report supercedes
professional confidentiality codes when there is
reason to believe that a child is abused or neglected.

OTHER FACTS:

Commissioner ofHt>alth and State Ht>alth Officl!r. This
publication was rtvist>d August 4, 2006. It will be rt-plintt>d
and distributl!d during Octobt>r, 2006.

uwhori:ed by Junres M. Cnttchcr. M.D.. M.P.H..

issut d by Tlrt> Oklahoma Stall' Dtpanmt-tJI ofHt>alth, us

nu·s publication. Rt"pot1ing lnfonnatioufor Oklahomans, is

Statewide 24-Hour
Child Abuse Hotline
1-B00-522-3511

Law enforcement is the only entity that can
take a child into protective custody. Without
a cotut order, OKDHS cannot remove
children from their homes.
If you are unsatisfied with the way an
investigation was handled, it is critical to
provide feedback through the supervised
structure of an investigating agency. Within
OKDHS, first contact the county's child
welfare supervisor. If you arc still
unsatisfied, proceed through the chain of
command of the County Director, Child
Welfare Field Liaison, Area Office, and
Children & Family Services Division,
Oklahoma Department of Human Services.
Law enforcement officers also have a chain
of command.

405/271-7611

Oklahoma City, OK 73 117-1299

1000 N. E. 1Oth Street

Oklahom a State De partment of Healt h

Family Health SeNices

Family Support and Prevention Service

Office of Child Abuse Prevention

Coordinatio n Program

Child Abuse Training and

Reporting
Information
For
Oklahomans

CHILD
ABUSE
AND
NEGLECT
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Failure to report suspected abuse is a crime. No
person, regardless of their relationship to the child or
family, is exempt from reporting suspected abuse. A
person reporting in good faith, however. is immune
from both civil and criminal liability.
By law, reponing child abuse is an individual
responsibility. As the individual who suspects
abuse, you are legally responsible for making certain

State law requires every heahh care professional,
teacher, and every OTHER person who has reason
to believe that a child under 18 is being abused or
neglected, or is in danger of being abused or neglected,
must repo1t the suspicion of abuse promptly to the
Oklahoma Department of Human Services (OKDHS).

WHO IS REQUIRED TO REPORT
SUSPECTED CHILO ABUSE?

Physical Abuse: nonaccidental physical injury
to a child under the age of 18.
Neglect: failure or omission to provide food,
clothing. shelter. medical care. supervision or
special care made necessary by the physical or
mental condition of the child.
Sexual Abuse or Exploitation: includes, but
not limited to rape, incest, lewd or indecent acts or
proposals, and allowing, permitting or
encouraging a child to engage in prostitution or
pornography.
Emotional Abuse: mental injury from
incessant rejecting, terrorizing. isolatitlg.
exploiting, corrupting, and denying emotional
responsiveness.

threatened harm to a child's heahh and safety by
a person responsible for the child's health and safety.
This includes a parent, a legal guardian, a foster
parent, or a person 18 years of age or older with whom
the child's parent cohabitates, or any other adult
residing in the home of the child. Harm or threatened
harm includes:

WHAT IS CHILO ABUSE?
Child abuse is defined by law as harm or

Statewide 24-Hour
Child Abuse Hotline
1 -800-522-3511

Promptly contact OKDHS, Child Welfare Services in
the county where the child is located or call the
statewide, 24-hour hotline number. It is critical to
accurately reflect the nature of the abuse. Do not
overstate, nor minimize, the extent of the suspected
abuse. Telephone reports arc acceptable.

HOW 00 I REPORTA
SUSPICION OF CHILD ABUSE?

OKDHS policy and state law require strict
maintenance of the confidentiality of reporters of
child abuse. If the incident does become court
involved, information on the reporter could be
requested by the court. It is rare, however, for the
identity of the reporter to be made known in court.
Anonymous reports are also accepted.

IS THE REPORT I MAKE
CONFIDENTIAL?

A report is a request for an investigation to
gather facts and protect the child. The individual
making the request does not need proof of the abuse
prior to reporting. Investigation and validation of
child abuse reports are the responsibility ofOKDHS
or law enforcement officials . If you become aware of
additional incidents after the initial report has been
made, another report to OKDHS with the additional
concerns and information should be made.

that the report is made to OKDHS. If you have
obtained the information leading to your suspicions
from a professional relationship, your legal responsibility is NOT satisfied by merely reporting your
suspicions to a supervisor. lf applicable, it is
important to follow your agency's or school's
procedures regarding info rming a supervisor of your
concerns. but petmission to report is not necessary.
You must not let organizational procedures or
policies obstruct your duty to report PROMPTLY to
OKDHS.

WHAT HAPPENS AFTER THE
REPORT IS MADE?

The names, addresses and whereabouts of the
child and the child's parents, or other persons
responsible for the child's welfare;
The child's age;
The nature and extent of the abuse or neglect;
If the child has tested positive for alcohol or a
controlled dangerous substance; and
Any other information you believe might be
helpful in establishing the cause of the injuries
and the identity of the person responsible.

The report is screened by a OKDHS supervisor to
determine if the allegation meets the statutory
definition of abuse and neglect and if the report
falls within the scope of responsibility of OKDHS.
If the alleged abuse is perpetrated by someone other
than a caretaker, OKDHS is required to forward the
report to law enforcement. OKDHS is mandated to
investigate or conduct assessments regarding
allegations of abuse or neglect by a parent or
caretaker. The difference between a Child
Protective Services (CPS) investigation vs.
assessment is this:
A CPS Investigation is conducted when the
report concerns abuse or neglect that is serious,
could be extremely dangerous, or when there
have been many previous reports of abuse or
neglect.
A CPS Assessment is conducted when the
report concerns abuse or neglect that is not
serious or extremely dangerous.
OKDHS bas time frames for response. Assignment
to either CPS Investigation or CPS Assessment is
based on the potential risk to the children named in
the report:
Priority One indicates imminent danger of
serious injury. Response by OKDHS is generally
the same day.

5.

2.
3.
4.

I.

WHAT INFORMATION SHOULD I BE
READY TO REPORT?

Yes, there are s ituations that do not meet the
legislative mandate for investigation by
OKDHS. Usually, this is due to:
insufficient information to locate the
family and child.
the repo1t does not meet the legal
definition of abuse and neglect.
the alleged perpetrator is a person other
than a parent or caretaker, such as a
neighbor or teacher.
Examples of screened out reports may include adolescents with behavioral problems.
such as delinquency or truancy, which are
not related to abuse or neglect; parent/child
conflicts in which no abuse or neglect is
occurring; or over reactions to poor parenting
practices.

ARE REPORTS OF SUSPECTED
ABUSE EVER REJECTED BY
OKOHS?

Co11jirmed- Court lllvolvemelll

Confirmed- Services Recommended

Services Not Needed
Services Recommended

A determination is made regarding the
findings of the CPS Investigation. No
findings are made on CPS Assessments.
All reports are forwarded to the District
Attorney. One of the following findings
for CPS Investigations will be made:

After a report is accepted for investigation
or assessment, as much information as
possible is gathered. The child is often
seen first. Family members, including the
alleged abuser, and other persons having
information are interviewed about the
incident.

Priority Two indicates there is no
imminent danger of serious injury but the
child will not be safe without intervention.
Response is within 2 to 15 calendar days
depending on risk to the child.
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- Submitby-e:mail

I I - Print-Form

OKLAHOMA STATE DEPARTMENT OF HEALTH
SUSPECTED CIDLD ABUSE/NEGLECT REPORT FORM
I understand that the Oklahoma State Department of Health policy requires me, as a mandated reporter, to promptly contact the Oklahoma Department of H uman
Services or caU the statewide 24-hour hotline number ( 1-800-522-3511) to make a report of suspected child abuse and/or neglect in good faith and in accordance
with the law of the state of Oklahoma. I understand that this fonn (333-F) does not replace a call to OKDHS, but is to be used to document adherence to policy, to
be sent to OKDHS for hardcopy documentation and to provide quality assurance.

This written report documents an oral repor t made to OKDHS on (Date)__/_ _ /
to (Person accepting the report)
Referral#

, (Time)_ _:_

IF THIS SITUATION POSES IMMINENT DANGER, WAS LAW ENFORCEMENT CALLED?
WAS TIDS REPORT MADE ANONYMOUSLY?
DYes
D No
Reporter Information
Reporter's Name:
Phone number: - - --- - --

Position/Title:
Fax number: - - - -- --

-

_ D am D pm

D Yes

D No

County:

E-mail address?
At which health department or contract agency do you work (also specify city)?
At the time of this incident, for which program or clinic were you working?
D Children First
D Early Intervention
D Immunization clinic
D Start Right/OCAP D Well-child
clinic
D Child Guidance
D Family Planning
D Maternity Clinic
D STD clinic
D WIC
D Administrative staff, multiple programs/clinics
D Other:
Child l11(ormatio11
Name:
DOB/Age: _ _
Race/Ethnicity:
Gender: - Is this child physically or developmentally disabled? D Yes D No IF YES -7 Please describe:
Address or location of child at the time of the report?

Family/Caretaker l11(ormatio11
List each gerson's name and relationshig to child (if known):
Race/Ethnicit:t
£ill
1. Parent/Caretaker:
- 2. Parent/Caretaker:
-3. Sibling/Other:
-4. Sibling/Other:
-5. Sibling/Other:
-What is the primary language spoken in the home?
Home Address:

D English

Gender

r:r

~

D Other (specify):
Telephone:
Alternative phone:

D Spanish

Disabled? Ex,glain:

-

-

-

Finding Directions:

Out ofHome Care
Is the child in out-of-home care? Check type:
D Unknown/Not Applicable
D OKDHS custody D Foster family home
D Childcare center or school
D Family friend
D Group home or institution
Address:
Telephone:
Alternative phone:
Who are the person(s) responsible for the child at this location?

D Relative's home
D Other:

-

-

-

Name of school or childcare/daycare center:

OSDH Form #333-F
Updated 10/2011
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''
Incident Information
, <'·
Please classify the type(s) of suspected maltreatment you are reporting (check all that apply):
D Physical abuse
D Sexual abuse
D Emotional or psychological abuse

D Neglect

Is domestic or intimate partner violence in the home?
0 Yes:_ _ __ __ _ _ _ _ __
D No O Unknown
0 Yes: _ __ _ _ _ __ __ _ _
Is alcohol or a controlled dangerous substance involved?
D No O Unknown
Are there dangers in the home (i.e. dogs, weapons, meth lab, etc.)? 0 Yes:
0 No D Unknown
,,
· ·.~
" '''
"' Incident Information contimted
Please describe the nature and extent of the child's injuries, neglect or endangered condition (indicate sites on body map):

r

~

~ ~ .-; ~

L\

Alleged types and/or indicators of suspected maltreatment; check all that apply. (Note: This is not an exhaustive list)

D

0
0
0
0
0

Ei

Abrasions/laceration
Age-inappropriate sexual behavior
Bite marks
Bone fracture (not skull)
Bruises/welts
Burns/scalds
Exposure to adult sexuality

0

0
0
0
0
0
0

Exposure to domestic violence
Failure to obtain medical attention
Failure to protect
Failure to provide adequate nutrition
Failure to thrive
Fondling
Head trauma

0

0
0
0
0
0

Ei

Inadequate clothing
Inadequate or dangerous shelter
Inadequate physical care
Lack of supervision
Mental trauma
Pornography
Skull fracture

0

0
0
0
0
0
0

Substance abuse by caretaker
Threat of harm
Vaginal penetration/intercourse
Wounds/cuts/punctures
Other: _ _ _ __ _ __
Other:_ _ _ __ __ _
Other:

Identify any child or adult who gave an explanation of the child's injury/condition and the date; What did the child or adult say
happened?

How do you know this child? How long have you known him/her? When did you last see the child, and what was his/her condition?
Does the child have any injuries now?

When did the incident occur (time, date, location)? Did you witness the incident?
Other pertinent information, including the name and address of others who may be willing to provide information about this case:

'

. ".-

:··

. ,.,

, •!-,

,.

fJne Week Follow-Up
DHS Caseworker:__ _ _ _ __ _ _ _ _ _ _ _ Phone number: ___-___-_ _ __ County: _ _ _ _ _ _ __
0 Don't know
Was this report: D Accepted D Screened out
Was this report assigned for: D Investigation
D Assessment
0 No
D Don't know
0 Priority 1 (urgent) 0 Priority 2
What priority was assigned by DHS (if known)?
Notes: _ _ __ _ _ _ _ __ _ _ __ _ __ __ _ _ __ _ _ __ _ _ __ _ _ _ _ _ _ _ _ _ __ _ _
.;;.

.,,

Have you had any problems or concerns interfacing with the local OKDHS I child welfare agency in making this report?
DYes
D No -7 If YES please describe:

Reporter' s Signature:

Today's date:

I

OSOH Form #333·F
Updated 101201 t
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POLICY

Policy File Number

.

JUVENILE BUREAU / FAMILY CENTER FOR JUVENILE JUSTICE

PR 006

PHOENIX RISING ALTERNATIVE SCHOOL:
SEARCHES AND USE OF METAL DETECTORS
Approved By:

JUSTIN JONES, DIRECTOR

Approval Date:

03/16/2018

Supersedes:

NEW

Previous Date:

NEW

A. SUMMARY:
Establishes policies and procedures for administratively authorized searches and use of metal
detectors within Phoenix Rising Alternative School. Weapons and drugs in the schools, on school
grounds, or in the surrounding community, are dangers to the educational environment. The safety
and welfare of our students, staff, and visitors will not be compromised, nor will protecting them
ever be allowed to become a factor which creates a difficulty in the learning process. Therefore, to
foster a safe and secure environment for staff, students and other stakeholders, this policy,
adopting the terms, laws, and procedures for use of metal detectors and conduct of searches, is
established for Phoenix Rising Alternative School.
B. APPLICABLE TO:
All persons, including students, staff and visitors, are subject to search and metal detector
scanning when entering the building.
NOTE: Additionally, within the limitations provided by this policy, students may be subject to
search in specified cases of reasonable suspicion; and all school property may be
subject to administratively authorized search at any time.
C. ENCLOSURES:
1. Oklahoma Statutes Title 70, Section 24-102, Pupils - Searches (Oklahoma School Code,
1971, as amended).
2. Tulsa Public Schools Policy 2602, Student Searches.
3. Tulsa Public Schools Regulation 2602-R, Student Searches.
4. Search of School Property (Pages 34-35) Excerpt from 2017-2018 Tulsa Public Schools
Student and Family Guide to Success.
5. Tulsa Public Schools Policy 7311, Use of Metal Detectors.
6. Tulsa Public Schools Regulation 7311-R, Use of Metal Detectors.
D. POLICIES:
OBJECTIVES

1. The Tulsa County Family Center for Juvenile Justice (FCJJ) is dedicated to the importance of
education and appropriate educational placement for all youth, as well as service to families
and the community. The FCJJ has developed the policies and procedures herein to facilitate
proper protocol and policies in which all persons entering Phoenix Rising Alternative School
will be subject to a metal detector scanning for building entry.
2. As part of the commitment of FCJJ and Tulsa Public Schools (TPS) to the safety of our
schools, students, staff, and all visitors, authorized staff at Phoenix Rising Alternative
School, acting within the limitations provided by this policy, may appropriately conduct
searches and metal detector screenings of all entering the building, including inspection of
property owned by the students, staff, and all visitors entering the school.
Objectives continue on the following page. 
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D. POLICIES: (CONTINUED)
OBJECTIVES (CONTINUED)

3. FCJJ and TPS are mandated to ensure all students’ rights in the least intrusive and
respectful manner. The FCJJ and TPS will continue to protect the rights of all under the
Fourth and Fourteenth Amendments of the U.S. Constitution. A search may take place to
maintain a safe and orderly environment and provide educational and safety needs. In
addition, searches will also be conducted in a manner safeguarding privacy and upholding
standards of reasonableness according to the law.
SEARCH AND SEIZURE

4. FCJJ and Phoenix Rising recognize and will fully abide by Oklahoma Statutes Title 70
Section 24-102, Pupils - Searches (Enclosure 1).
5. FCJJ and Phoenix Rising fully adopt TPS Policy 2602, Student Searches, and Regulation
2602-R, Student Searches (Enclosures 2 and 3) as standards for student searches at the
Phoenix Rising facility.
6. In accordance with TPS Policy 2602-R (Enclosure 3) the following shall apply:
a. A school principal or designee may authorize a search of a student’s person or personal
property and the seizure of prohibited, illegal or harmful items in a student’s possession.
b. Upon reasonable suspicion of school authorities that a student is in possession of an
item which constitutes a crime or a violation of a local or state ordinance or a school
regulation, they may conduct a search. If such an item is found, they may seize that item.
c. A search will be completed by someone of the same sex and should be witnessed, when
feasible.
d. Under no circumstances may any member of the school staff or FCJJ conduct a strip
search.
7. In accordance with TPS Policy 2602 (Enclosure 2) the following shall apply:
a. All school property is held in “public trust by the [TPS] Board.”
b. A school principal or designee may authorize a search without the permission of the
student and without the presence of the student.
c. School personnel may remove articles which are prohibited at school or could be used to
interfere with or disrupt the educational process.
d. No person attending a public school-sponsored event may conceal on his/her person or
in a purse, handbag, backpack, etc., any weapon, narcotic or dangerous drug, alcohol,
or any other substance or object in violation of local or State ordinances or school
regulation.
8. FCJJ and Phoenix Rising fully adopt Tulsa Public Schools’ 2017-2018 Student and Family
Guide to Success (Enclosure 4), specifically as it relates to searches of school property and
of a student’s person/possessions.
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D. POLICIES: (CONTINUED)
USE OF METAL DETECTORS FOR SEARCH

9. FCJJ and Phoenix Rising fully adopt Tulsa Public Schools’ 2017-2018 Student and Family
Guide to Success (Enclosure 4), specifically relating to the provision that any individual
entering a TPS facility may be subject to scans by either a walk-through or hand-held metal
detector.
10. FCJJ and Phoenix Rising fully adopt TPS Policy 7311, Use of Metal Detectors (Enclosure 5),
including but not limited to the following:
a. Metal detectors may include, but are not necessarily limited to: wands, hand-held
detectors or scanners, etc.
b. Metal detectors may be utilized in any of the district schools or facilities.
c. Signs will be posted outside the school building to notify all persons that for security
reasons, they are subject to search if they enter the building.
11. FCJJ and Phoenix Rising fully adopt TPS Policy Regulation 7311-R, Use of Metal Detectors
(Enclosure 6), including but not limited to the following:
a. Signs will be posted outside the school building to notify all persons that for security
reasons, they are subject to search if they enter the building.
b. The metal detector may be used either daily or on a random daily basis. This will be a
formula and decision to be determined by a collaboration between the FCJJ, TPS, and
the Tulsa Public Schools Campus Police Department (TPSCPD).
c. Areas will be arranged to prevent any and all persons from bypassing the search
procedure.
d. All entrances not used for the metal detector screenings will be locked to prevent entry
from outside, but will abide by all mandates and laws in compliance with Fire Codes.
e. Prior to the metal detector scan, the person to be scanned will be requested to remove
all metallic objects from their pockets or clothing and place them in a container next to
the detector.
12. Any object(s) on a person entering the building, including but not limited to purses,
backpacks, bags, etc., are subject to search. After being asked to remove metal objects on
their person, the person will then walk through the metal detector and, if the device activates,
the following procedure will implemented:
a. The operator will make a second request for the person to remove all metal objects from
person, pockets, or clothing.
b. A second scan will then be completed. If activated again, a hand-held detector may be
used at this time.
c. An equitable, consistent, and complete search procedure is performed for all persons.
d. The operator will escort the person to a private area where a more thorough search will
be conducted with a “pat down” search of the location in which the metal detector was
activated.
e. The person will be given an opportunity to remove any object before the operator does.
PR 006 Phoenix Rising: Searches and Use of Metal Detectors
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D. POLICIES: (CONTINUED)
USE OF METAL DETECTORS FOR SEARCH (CONTINUED)

13. Situations surrounding searches from TPS Policy 7311-R (Enclosure 6) include:
a. If an object is found and/or activates the metal detector and is an item that constitutes a
crime, a violation of local or State ordinance or a school regulation, there will be a
continued search and seizure process consistent with this policy. TPSCPD will be
immediately notified.
b. In the event there is an item that may be in violation of local or State ordinance and/or
District or school policy, appropriate disciplinary and/or possible criminal consequences
may occur.
c. In the event a person refuses to cooperate or attempts to evade the use of the metal
detector, appropriate disciplinary and/or possible criminal consequences may occur and
will be decided by TPSCPD, Phoenix Rising Administrator, and the District.
14. Any attempts to damage or impair the metal detector may result in disciplinary and/or
criminal consequences.
15. All appropriate State, District, and FCJJ incident reports will be completed in an appropriate
and timely manner in cases of major incidents relating to the metal detector and/or search
results.
EXCEPTIONS

16. Any exception to the policies or procedures provided herein will require prior written approval
from the Tulsa County Family Center for Juvenile Justice Director, Phoenix Rising
Administrator, and the Tulsa Public Schools’ District Representative.

JUSTIN JONES, DIRECTOR
TULSA COUNTY FAMILY CENTER FOR JUVENILE JUSTICE

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 4 of 13

<< Go to Front of Manual

ENCLOSURE 1
PR 006 Phoenix Rising:
Searches and Use of Metal Detectors
This enclosure consists of 1 page.

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 5 of 13

<< Go to Front of Manual

ENCLOSURE 2
PR 006 Phoenix Rising:
Searches and Use of Metal Detectors
This enclosure consists of 1 page.

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 6 of 13

<< Go to Front of Manual

ENCLOSURE 3
PR 006 Phoenix Rising:
Searches and Use of Metal Detectors
This enclosure consists of 1 page.

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 7 of 13

<< Go to Front of Manual

ENCLOSURE 4
PR 006 Phoenix Rising:
Searches and Use of Metal Detectors
This enclosure consists of 3 pages.

EXCERPT

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 8 of 13

<< Go to Front of Manual

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 9 of 13

<< Go to Front of Manual

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 10 of 13

<< Go to Front of Manual

ENCLOSURE 5
PR 006 Phoenix Rising:
Searches and Use of Metal Detectors
This enclosure consists of 1 page.

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 11 of 13

<< Go to Front of Manual

ENCLOSURE 6
PR 006 Phoenix Rising:
Searches and Use of Metal Detectors
This enclosure consists of 2 pages.

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 12 of 13

<< Go to Front of Manual

PR 006 Phoenix Rising: Searches and Use of Metal Detectors

Page 13 of 13

