
I need to.... H
ea

d o
f S

ch
oo

l (
M

C
C
U

L
L
O

U
G

H
)

H
ea

d o
f S

ch
oo

l -
 E

xe
cu

ti
ve

 A
ss

is
ta

n
t (

P
E
R

E
Z)

F
ac

il
it
ie

s 
M

an
ag

er
 (
A
L
L
E
N

)

D
ea

n o
f S

ch
oo

l C
u
lt
ure

 - 
B
oy

s 
(B

O
W

E
R

S)

D
ea

n o
f S

ch
oo

l C
u
lt
ure

 - 
G

ir
ls
 (
P
A
T
T
E
R
SO

N
)

D
ea

n o
f A

ca
dem

ic
s 
- K

-5
 (
M

E
L
Q

U
IS

T
)

D
ea

n o
f A

ca
dem

ic
s 
- 6

-1
2 
(C

A
ST

E
E
L
)

C
urr

ic
u
lu

m
 C

oa
ch

 (
M

A
R

T
IN

)

L
it
er

ac
y 

C
u
rr

ic
ulu

m
 C

oa
ch

 (L
U

K
E
)

D
ea

n o
f A

ca
dem

ic
 S

er
vi

ce
s 
(C

A
M

P
B
E
L
L
)

D
ep

ar
tm

en
t 
C
h
ai

rs
/T

ea
m

 L
ea

ds

B
oo

kkee
per

 (B
L
A
C
K
B
U

R
N
)

O
per

at
io

n
s 
Sec

re
ta

ry
 (R

O
G

IS
H

)

Sch
oo

l R
ec

ep
ti
on

is
t 
(N

O
R

T
O

N
)

A
dm

in
is
tr

at
iv

e/
E
SE

 S
u
ppor

t (
B
R

A
N

N
O

N
)

E
SE

 C
om

pli
an

ce
 C

oo
rd

in
at

or
 (
C
L
IF

T
O

N
)

E
SE

 S
ch

ol
ar

 S
u
ppor

t 
Ser

vi
ce

s 
D

ir
ec

to
r 
(M

C
G

IN
N

)

G
if
te

d/5
04

 C
oo

rd
in

at
or

 (T
U

R
N
E
R

)

M
T
SS C

oo
rd

in
at

or
 (
R
O

G
E
R
S)

Spee
ch

 &
 L

an
gu

ag
e 
P
at

hol
og

is
t 
(H

E
R

M
E
S)

F
oo

d S
er

vi
ce

 C
oo

rd
in

at
or

 (C
R
A
M

E
R

)

C
af

et
er

ia
 M

on
it
or

 (
O

SB
O

R
N
E
)

H
um

an
 R

es
ou

rc
es

 (
R

E
N

C
A
R

G
E
)

IT
 W

or
ks 

IT
 (S

O
N

Y
A
)

P
oo

l S
ub/F

ro
n
t D

es
k (M

S. B
)

I need to schedule a substitute. x

I have a doctor's note/email to turn in for a 

scholar, or an attendance question. x

How do I schedule a meeting with the Head 

of School? x

Who do I contact to add an event to the 

school calendar? x

I'm a Grammar School teacher and I need 

to request something to be purchased for 

my classroom.

I'm an Upper School teacher and need 

something purchased for my classroom. x

I'm an Upper/Grammar teacher and I 

need to request something to be purchased 

related to the facilities. x

I need to request something to be 

purchased for athletics. x

Who do I contact to report a work-related 

incident? x

Who do I contact if something in my room is 

broken (ie: lights, airconditioning, window, 

etc.) or I notice maintenance issue around 

campus? x x

What if someone gets sick in class or I need 

assistance with clean-up during the day? x

I need assistance with a male scholar who 

is having a discipline issue. x

I need assistance in my classroom with a 

female scholar who is having a discipline 

issue. x

I need to schedule a parent/teacher 

conference with a male scholar who is 

having discipline issues in the 

classroom and need an administrator in the 

meeting. x

I need to schedule a parent/teacher 

conference with a female scholar who is 

having discipline issues in the 

classroom and need an administrator in the 

meeting. x

I need to schedule a parent/teacher 

conference with a Grammar School 

scholar about academics in the 

classroom and need an administrator in the 

meeting. x



I need to schedule a parent/teacher 

conference with an Upper School scholar 

about academics in the classroom and 

need an administrator in the meeting. x

I need help with Planbook. x x

I am having trouble with my 

computer/tv/hooking up to a printer. x

I need assistance with my room telephone (ie: 

voicemail, name change, etc.) x

I have questions about a struggling scholar 

who needs to be placed on MTSS. x

I have a question about Literacy Essentials. x

I'm a new teacher and would like a model 

lesson teaching Literacy Essentials. x x

I need help with Singapore Math (K-5). x

I have questions about WOL and IEW (3-5). x x

I need help with classroom management (K-

5). x x

I need help with classroom management (6-

12). x x

Who do I contact if I suspect a struggling 

scholar needs to be screened for an IEP? x

I have questions about ESE / ESOL 

guidelines. x

I need support with a Gifted scholar. x

I have questions about lunch accounts. x

We have a field trip and need to order to-go 

lunches. x

I need help navigating Silent Dismissal. x

I have a question about the 

gates/parking/safety protocols. x

I have a question about UPPER SCHOOL 

schedules. x x

I have a question about LUNCHROOM 

schedules. x

Our grade level has a conflict with our 

bathroom schedule. x

I need to have a field trip idea approved. x

I have a design for a Spirit Shirt and need 

approval before we print it. x

I need to schedule buses for a field trip. x

I need to order bulk copies. Who do I email?
I have questions about my duty station/need 

coverage for my duty. x

I have questions about a safety drill. x


