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Foreword
Teachers enjoy a career with a real impact. Every school day is important in the life of a child. When students are unable to attend school for medical or other reasons, we hire home instructors to deliver the instruction they would otherwise miss and to help the students maintain a routine which includes continued learning and academic growth. 
The home instructor assumes the role of the classroom teacher and delivers lessons provided by the classroom teacher. The successful home instructor is one who is versatile enough to interpret the spirit of these lessons as well as merely the letter.

Success is also dependent upon responsible, professional decision-making which is governed by good judgment. It is important to remember that the safety and welfare of students must be the top priority at all times. 

This guide defines areas of responsibility for home instructors. An understanding of the topics addressed herein will help home instructors make strong contributions to the success of Millville Public Schools’ Home Instruction Program and to the success of our students. 
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Home Instruction Application Procedure
· Complete Millville’s Substitute-Home Instructor Teacher online application at http://mps.millvillenj.gov. 

· Interview with Mrs. Nora Zielinski, Director of Special Services, Mrs. Sherry Gromes, Home Instruction Coordinator and Mr. Steve Burke, Assistant Superintendent.
· Once you have been approved as a home instructor, you are eligible to accept home instruction students throughout the current school year.

· To continue home instructing in subsequent school years, you must resubmit your online application each year.  The home instruction coordinator will send an email reminder in early June.  To reapply, visit the Millville Public Schools website at http://mps.millvillenj.gov and reactivate your application for the home instructor position.  You will be notified by e-mail when you are approved.

· Attend a home instructor’s orientation meeting. 
Expectations
The role of a home instructor is to carry out lesson plans provided by the classroom teacher. Home instructors do not have authority to make changes in the curriculum. If the home instructor does not receive assignments, books and/or other lesson materials from the classroom teacher, the District Home Instruction Coordinator must be contacted immediately.  State law requires that students who are unable to attend school MUST be provided with replacement instruction beginning no later than the fifth day of their absence. Home instructors must therefore be proactive in obtaining assignments for their students as quickly as possible.  

One-on-one instruction must be provided in all subject areas for your assigned student(s). If more than one student is assigned to you, each student must be given a separate service time with travel time between students documented in your log of hours. If no travel is required and the students are meeting in the same location, there must be a minimum of a 10-minute gap between students documented in your log of hours. 

The home instructor is responsible for recording student absences. Student absences must be recorded and reported to the district coordinator by telephone or e-mail within 24 hours of the absence, unless session has been rescheduled to makeup the missed session within the same week of the absence. 
Discipline problems may occur.  Any discipline problems must be recorded and called in to the District Home Instruction Coordinator on the day of the occurrence.
Professional Ethics for the Home Instructor
· The home instructor is a professional and must be conscientious about fulfilling the responsibilities of the position.
· The home instructor represents the Millville Public Schools and must be both a positive role model for students and a professional representative of the district.  
· The home instructor must recognize the importance of his/her position within the total educational program and remember that this is a position of public trust. Confidential information concerning individual students must not be discussed. 

Safety

· When providing home instruction in a student’s home, another adult, 21 years or older, must be present for the duration of the home instruction service time.  DO NOT enter or remain in a student’s home unless another adult is present.  A RESPONSIBLE ADULT MUST BE PRESENT AT ALL TIMES WHILE YOU DELIVER HOME INSTRUCTION. 
· When providing home instruction in a student’s home, if you are faced with an uncomfortable or dangerous situation, exit the premises and immediately report the situation to the District Home Instruction Coordinator.
· AT NO TIME ARE YOU TO PLACE A STUDENT IN YOUR VEHICLE.
Personal Issues

· If you are assigned a student and become ill prior to the start of the assignment or during an assignment, call the District Home Instruction Coordinator at 856-327-6024. 
· District contracted teachers who are on personal leave such as maternity leave or disability or have called sub finder for sick time cannot provide home instruction services during that time period.
· A contracted teacher who is on a field trip may start home instruction services only after the school day has ended. 
Procedures and Guidelines for Millville Public Schools Home Instructors
· Home Instructors accept students through the District Home Instruction Coordinator, Mrs. Sherry Gromes.
· Immediately following assignment of a student, the home instructor MUST contact the parent.
· The home instructor must communicate with the parent/guardian of the assigned student to agree upon a home instruction site and schedule. This signed schedule must be submitted to the District Home Instruction Coordinator on the appropriate form as soon as a schedule is agreed upon but no later than 1 week after the home instruction start date.
· The agreed upon schedule MUST BE FOLLOWED.
· Instructors who are assigned a classified and/or disciplinary review student must provide one-on-one instruction to the assigned student for no fewer than 10 hours per week and on no less than three separate days of the week. There is no home instruction provided on Sundays.
· Instructors who are assigned a medical student who is not classified must provide instruction for no fewer than 5 hours per week and on no less than three separate days of the week.
· District employees who serve as home instructors may be assigned no more than 25 hours of instruction per week.  Home instructors who are not district employees may provide up to 35 hours of home instruction per week.
· Instructors must provide one-on-one instruction using District-approved curricula and District-approved texts and materials, pacing delivery to match instruction being delivered in each student’s classroom. District curricula are available in electronic format and can be e-mailed to you by the District Home Instruction. Coordinator.   
Instructors must not give a student a teacher edition text for any subject. Instructors must also not leave a student unsupervised with any tests or exams. On certain occasions, a classroom teacher may give an open book test or exam. On those occasions, the classroom teacher will state in writing that the test or exam is to be administered as “open book.”  If state testing needs to be administered to the assigned student such as NJ ASK, HSPA, or state Biology exams the guidance counselor or testing coordinator of each school will contact either the instructor or district coordinator to arrange for the administration of the test.  
· Communication is the key to becoming a successful home instructor. Communication with the parent/guardian of the assigned student, the classroom teacher and the district coordinator of home instruction must be maintained. 
Home Instructors must establish and adhere to a schedule of communication with each student’s classroom teachers for collecting and returning student work and books.  If instructors are assigned books, those books MUST be returned by the instructor to the appropriate school at the end of the home instruction assignment unless the student returns to school, in which case the student is responsible for returning books. 
If instructors do not hear from the classroom teacher within 3 days of the initial contact, they MUST contact the District Home Instruction Coordinator.
· Students may not cancel session times with teachers via text, telephone, or email communication.  A parent/guardian is the only person authorized to cancel sessions. 
· At the discretion of the classroom teacher, the Home Instructor will periodically (i.e., weekly or bi-monthly) submit student work to the classroom teacher(s) to be graded.

· Those instructors who are not contracted teachers will receive a Millville Board of Education badge which will identify them as a Home Instructor. These badges will not allow you to enter schools but will allow you to identify yourself as a Home Instructor. 
· If school is closed (ex. Holidays, snow days, Professional Development days), no home instruction sessions may be held.
COMPUTING HOURS OF HOME INSTRUCTION

· Home Instructors must maintain records of hours of Home Instruction Delivery and submit them on appropriate District forms to the District Home Instruction Coordinator at the end of each month.
· The Home Instruction Hours form must include the original signature of the student’s parent/guardian on each day that home instruction services are delivered. Parent/Guardian should sign at the conclusion of each session.
· All paperwork must be written in pen only. Please do not use a pencil.
· Current year home instruction forms must be used. Prior year versions of forms will not be accepted. 
· All forms must be fully completed or they will not be accepted. 
· Complete a separate log of hours for each student for each month. If months are combined on the home instruction hourly form, the form will not be accepted. 

· Please use only 1 voucher form for each pay period.  Multiple students can be listed on one time slip.
· There are deadlines for submitting home instruction payroll, and each home instructor will be advised of the cut-off dates when they become available.
· Home instructors must hand in hours one time per month.  Ex. Once September is completed, hand in by the scheduled date to be paid in the October 15th pay. 
· If the home instruction hour sheets are not received by the assigned deadline, payment will be delayed until the next payroll date. 
· If submitting hourly sheets on the last day of cut-off, all forms must be on the Home Instruction Coordinators desk by 10:00 a.m. If forms are not received by 10:00 a.m., payment will be delayed until the next payroll date.
· Hour sheets must contain the student’s name, instructor’s name, month and year of instruction, current school, grade level, start time, end time, total hours, location address and original signature from the parent/guardian.  Sheet totals and home instructor’s signature must also be on this form.
· Failure of the employee to have the time slip submitted within 45 days of the work, barring any extraordinary circumstances beyond the employee’s control, shall be conclusively understood to mean that no payment is due.  (Based on new MEA contract 10:7.5)
· Original forms only, are to be submitted.
· There are no exceptions to these procedures. 
· If there are any questions on the appropriate way to complete the home instruction hour sheets, please contact the District Coordinator of Home Instruction at 856-327-6024.

· Mileage- Along with hours, you may keep track of miles traveled per student.  The calculation is from the student’s school to the location of the agreed home instruction site.  The mileage rate is $0.31 per mile.  Mileage is to be submitted at the end of each marking period.  Failure to do so will result in loss of payment for mileage for that marking period.
STUDENT ABSENCES
· When students do not show up for their scheduled home instruction time and parents do not call to cancel, home instructors may record 0.5 hours for that day. 
· Teachers must not wait more than ½ hour for a student. If the student does not show up, the absence must be reported immediately to the District Home Instruction Coordinator. The student’s absence must also be recorded on the home instruction hour sheet as indicated in the last column. 

· Accurate reporting of student absences is crucial and must be maintained at the school level as highlighted in the District Attendance Procedure. 

· Students may not reschedule home instruction sessions.

· Student absences due to appointments, parent work schedules & other legitimate circumstances may be rescheduled within the same week of the absence only. Absences not reported to the instructor prior to the instructor’s arrival MAY NOT BE rescheduled.
· Students who have more than 5 unexcused absences per semester may need to attend credit completion and may be placed on “non-credit” status. 
Administrative Procedures for Home Instruction

· Notice of Reasonable Assurance of Continued Employment                                        This office provides notice of reasonable assurance of continued employment for the upcoming school year with the district when each school term resumes after a school break. By virtue of this notice, please understand that you may not be eligible for unemployment compensation benefits during any scheduled school breaks including, but not limited to, summer, winter and spring breaks. This reasonable assurance is contingent upon continued school operations and shall not apply in the event of any disruption that is beyond the control of the district, (e.g., lack of school funding, natural disasters, court-orders, public insurrections, etc).
· Only certified teachers will be permitted to provide home instruction.

· It is difficult to give home instructors any estimate of how often they will have an assignment. It will depend a great deal on such factors as the home instructor’s major preparation compared to the District’s daily need, general overall needs of the District, time of year and success of each home instructor’s assignment.

· Home Instructors are hired on an as needed basis. Work is not guaranteed. 

· The Home Instruction Coordinator will contact you when need of your services arises.  Please do not call to request students.

· Students who are placed on home instruction due to disciplinary actions may not attend co-curricular activities. Students who are placed on home instruction due to medical reasons must have a doctor’s permission to attend co-curricular activities. 

 Evaluations of Home Instructors                                                                            
· Dependability and reliability are prized attributes of home instructors.
· The Director of Special Services may conduct unofficial visits while home instruction services are being delivered. 

· The value of reporting promptly to the assigned home instruction site cannot be over-emphasized. We need to keep in mind that we cannot expect students to be on time if we ourselves are frequently late. Punctuality on the part of each home instructor is imperative. 
· The District must consider the quality of home instruction provided when considering home instructors for re-employment. The following areas will be evaluated:

· Did the Home Instructor follow teacher lesson plans?
· Did the Home Instructor follow district procedures?
· Did the Home Instructor communicate with the classroom teacher, district coordinator, and parents/guardians?

· Would a parent/guardian want this individual to provide home instruction services again?
· The Director of Special Services reserves the right to immediately remove an individual from the home instruction list for actions that violate the law and/or District policy or constitute a serious breach of the ethical behavior expected of a Millville School District employee.

Procedures for Utilizing the Millville Public Library as the Home Instruction Site
1. Home instructors must sign in on the sign-in sheet and show a staff member of the Millville Public Library a Millville Public Schools badge. If tutoring more than one student, sign in separately for each student.

2. The home instruction student must show identification as well.

3. Home instructors must escort their student to the tutoring area or where instructed by Library staff.

4. Home instructors will keep the instruction area clean.

5. No food or drink is allowed in the Library.

6. Check with a librarian prior to taking any library materials downstairs; when your session is done, return them to the main floor.

7. No materials on the shelves downstairs may be removed without permission of a Library staff member.

8. If a student must complete an assignment on the computer, the home instructor must sit and work with them on the assignment. The student may not be left unsupervised in any area of  the library building. 

9. When a session is completed, the home instructor will escort the student from the building.

10. The home instructor will communicate with his/her student and not infringe upon library staff to use the telephone or deliver a message to a student.
11. Home Instruction materials are not to be stored at the library.  Library staff is not responsible for materials left behind after sessions.

12. The tutoring area in the basement is NOT a public area.  Only the home instructor and the assigned student are permitted there.

13. Student behavior not permitted in a classroom is not permitted at the library.  Drug and alcohol policies are also in effect.

14. Home instructors must report the presence of outsiders in the basement area to the front desk.

15. The GED instruction room may be utilized when the GED program is not in session.  However GED materials are not to be disturbed.
16. Students are not permitted to use foul language in the library, must behave properly, must respect library staff and other library users and must comply with Library policies, especially Rules and Regulations Governing Public Behavior on Library Premises. The policy follows these guidelines (see page 11).

17. Hours during which tutoring may be offered at the Library will be set on a schedule to be determined mutually between the Library and the Board of Education and are conditional on the presence of security officers at the Library on a regular basis. 
18. Any violation of these procedures may result in loss of the home instructor’s access to the tutoring area.
Millville Public Library

Use of Library Facility Policy for Private Business/ Tutoring
                                                        (Adopted 6-8-10)

The Board of Trustees of the Millville Public Library will not provide any public space for conducting private business by individuals in the Library. This private business includes tutoring by private paid tutors, presentations to prospective clients for paid services and/or solicitation of goods. Paid tutors may not publish or distribute advertisements or letters indicating the Library as their place of doing business or otherwise imply Library sponsorship of their activities. 

By agreement with the Millville Board of Education, students on Home Instruction and their tutors may use designated areas of the Millville Public Library for instruction. The Millville Public Schools will provide the Library with lists of eligible home-instruction students. Tutors must be present official proof of their home-instructor status, as supplied by the Millville Board of Education. Specific procedures apply and have been agreed to by the Millville Board of Education. 

The Library will not assume liability for the activities of tutors who use this facility in violation of the policy.

Guidelines for use of the Millville Public Library by Millville Board of Education tutors and students have been agreed to and will be held to by all participants as long as the agreement remains in effect. Copies of the Guidelines are contained in our Policy Manuel, which is available at the Front Desk in the Library. 

Rental and use of the library facilities for commercial purposes is not covered by this policy.

All other tutors will be denied use of the Library space for their own benefit and gain.

Recommendations from Bob Cirocco, Millville Crisis Counselor for Out-of-School Time

Below are some general recommendations for incidents that might arise. If you believe the child may be a danger to himself or others, err on the side of caution. Call 911 for all emergencies. During the school day, refer to your administration and guidance staff. For out-of- school time:

Child is talking about suicide
1. Call Bob Cirocco: cell- 609-805-1814
2. Call parent, explain what has happened and have parent come pick up child.
3. Notify Home Instruction Coordinator, Mrs. Sherry Gromes (856-327-6024).
4. Next school day, give complete written report to school building principal and Bob Cirocco.
Child is afraid to go home
1. Notify Home Instruction Coordinator, Mrs. Sherry Gromes (856-327-6024)
2. Call DYFS 1-877- NJABUSE, 1-877-652-2873, explain the situation and follow their recommendations.

3. Next school day, give complete written incident report to school building principal and Bob Cirocco.

Child is abandoned (30 min or more)
1. Call all numbers that you have for a responsible adult to pick up the child.
2. Notify Home Instruction Coordinator, Mrs. Sherry Gromes (856-327-6024).
3. Call DYFS and report that the child has been abandoned if you cannot reach any family member. Follow DYFS recommendations.

4. Call Millville Police at 856-825-7010 to come pick up child, if DYFS is not coming.

5. Next school day, give complete written incident report to school building principal and Bob Cirocco.
Child says he is being abused or you see signs of abuse

1. Notify Supervisor.
2. Call DYFS and report what you heard and saw.

3. Next school day, give complete written incident report to school building principal and Bob Cirocco.

Child says or you see chid being bullied

1. Call Home Instruction Coordinator, Mrs. Sherry Gromes (856-327-6024) to request a Bullying Report form.
2. Bullying Reports should include specific, observable, objective, factual information.  Witnesses (if known) should be listed also.

*Call your direct supervisor/administrator for the program you are representing at any time with questions/concerns. 

DISCLAIMER

[image: image2]
Acknowledgement of Receipt of Information

Home Instruction Handbook

I have received and reviewed the Millville Board of Education Home Instruction Handbook. I understand that I am to become familiar with the Millville Board of Education policies and procedures contained in this handbook and displayed on the Millville Public Schools website: http://mps.millvillenj.gov  
Guidelines and Procedures for Home Instruction

I have received, reviewed, and understand the Millville Board of Education Home Instruction Guidelines and Procedures. 

Confidentiality Policy

Information about students must be kept confidential. It is against the law to disclose information contained in a student’s personal folder, including student’s grades or the fact that a student has a special need or disability. A home instructor should assume and act as if any information learned about a student as a result of being a home instructor is confidential. In addition, personal information regarding parents, teachers, and principals should not be publicly disseminated. Do not talk about students or incidents that happened at school with community members. Home Instructors who release personally identifiable information in violation of this policy will be removed from the home instructor list. Millville Board of Education policies are available on our web site at http://mps.millvillenj.gov  I understand and agree to abide by the confidentiality policy. 
Notice of Reasonable Assurance of Continued Employment
This office provides notice of reasonable assurance of continued employment for the upcoming school year with the district when each school term resumes after a school break. By virtue of this notice, please understand that you may not be eligible for unemployment compensation benefits during any scheduled school breaks including, but not limited to, summer, winter and spring breaks. This reasonable assurance is contingent upon continued school operations and shall not apply in the event of any disruption that is beyond the control of the district, i.e., lack of school funding, natural disasters, court-orders, public insurrections, etc. 
I understand that home instruction work is available on an as-needed basis. The Millville Board of Education makes no guarantee of work. Home instruction work is available from September to June (school calendar year). Home Instructors are not eligible for medical benefits with the Millville Board of Education. Home instructors are at-will employees of the District.  Your relationship with the District may be terminated by you or the District at any time, with or without cause This clause does not apply to contracted teachers who assume a daily position with the Millville Board of Education, although contracted teachers may be taken off of the home instructor list when procedures and guidelines are not followed.  

I hereby acknowledge receipt of information including the Home Instruction Handbook, Guidelines and Procedures for Home Instruction, Confidentiality Policy, and Notice of Reasonable Assurance.

___________________________________

______________________________
Print Name





Signature

Date _______________________


(Please keep this for your copy)



This Home Instructor Handbook is for your use as a source of information about Millville Public Schools and your home instruction role. Nothing in this Handbook creates or is intended to create a contract of employment, either expressed or implied, nor do the Handbook provisions establish an employment relationship where one would not otherwise exist. You are an at-will employee or independent contractor of the District and your relationship with the District may be terminated by you or the District at any time, with or without cause. Our home instructor needs are based on student enrollment in the home instruction program.  We cannot predict the number of home instruction students; therefore, we cannot guarantee work.





Please note that you are subject to policies of the District’s Board of Education. The District’s policies can be found on the Millville website at � HYPERLINK "http://mps.millvillenj.gov" �http://mps.millvillenj.gov� under “Policies and Procedures.”





The District does not guarantee specific benefits or terms of employment. Board policies, the provisions of the Handbook, District benefits, and District procedures may be changed or revoked at any time, without notice to you and without your consent.
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