
 
 

 

PASSES 
 
1.  Never allow a student to leave your class without a pass.  Always indicate a date and time 
on all passes.  There is a copy in the form section of this manual for you to use. 
   
2.  You need to know who is out of your room and their location in  the event of an emergency 
where we would have to inform police/fire departments that the building are clear of students. 
 
3.  Students are never allowed to go to the gym from class with or without a pass. 
 
 
GUIDANCE PASSES: 
 
1.  Students are not allowed to go to Guidance without an appointment.  Students should 
give you a blue pass which will indicate that they are scheduled to meet with a counselor during 
your block.  
 
2.  Students will not be allowed into Guidance without a pass  from their teacher so please be 
sure that a student has a pass when they leave your room. 
 
   
    Copies of the various Guidance passes are available in the guidance office for your 
information. 
 
 

COPY MACHINES 
 
Copy machines for staff use are located in the library office.  These can be used by any staff 
member only.  Please do not send students to use these copiers.
To connect your computer to print remotely, see Cristina Loureiro in the IT Office.  
 
Copy machines are also located in N Building outside the Guidance Office. These may be used 
by any staff member or a trained intern.  Please make sure your interns have been trained 
to use the copiers if you send them to make copies for you. If they need training, contact 
Ms. Endich in the Library to set up an appointment for your intern's training. 
 
Students should use the Student Library copier if they need to copy any personal work. They will
need to ask permission from Ms. Endich first. 
 
PLEASE NOTE: 
Steps to make copying more reliable:
If a copier malfunctions, please let either Ms. Endich or Mrs. Adams
know immediately so the repair service can be called. 
Do not walk away from a jammed machine! Let someone know it is jammed.
Please check that the paper trays are full after you use the machines for a large project. 
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