ALDEN BROWN STAFF BULLETIN 
April 29 – May 3
     Word(s) of the Month – WISDOM – The knowledge that you gain by having many 
               experiences in life.

THIS WEEK AT ALDEN BROWN:
Monday, Apr 29

 
Tuesday, Apr 30

     
Wednesday, May 1                  
MAP – 1st Grade

Thursday, May 2

     
MAP – 1st Grade
Friday, May 3

   
MAP – 1st Grade   
INDIAN BITS:
   1) KIOSK – Remember, we will continue (as we did last year), to 


   enter your leave on KIOSK.
  If you will be requesting leave due to a ‘Release of Duty,’ please    enter ‘Unknown’ as the leave type (Bereavement leave will be coded ‘Other’). 

Please make sure when requesting leave for Release of Duty, you include a comment in the comment section detailing the need for the leave (Ex: “Attending Student Support Team Meeting” or “Attending an IEP Meeting”). 

Also, please be sure to always check that a substitute is needed if someone will be getting paid to cover your class (outside substitute or internal sub).
The least amount of leave (in days) that can be requested is 0.25 days.
2) AESOP – This year as in past years, when you will be out of the building, you will need to use the AESOP system to schedule a substitute. The only time teachers won’t use AESOP is when Mr. Milner or Mrs. Lilly is scheduling a floating substitute for several teachers.




3) How to Fill Out a Help Desk Ticket – Here are the steps (in case 





you’ve forgotten) to fill out a Help Desk Ticket:
 

1)      
Go to the CLSD website (www.carlisleindians.org)

2)      
Scroll to the bottom and click ‘Staff Login’

3)      
Use your login to access the intranet (my username is my email address and then I have my password)

4)      
Once logged in, click on ‘Staff Links’

5)      
Scroll down and select either “Maintenance/Custodial” or ‘Technology’ under Help Desk Ticket (depending upon the type of issue that you’re having)
6)      
Log in to Public School Works (for me, my username is Mike.Milner and my password is the last 4 digits of my SSN)
7) 
May need to choose Maintenance or Technology (on top right)
8)      
Fill out the ticket (you’ll select ABE, put your room number, describe the problem, and submit)

FUTURE ALDEN BROWN EVENTS (OTHER EVENTS MAY BE ADDED):
Apr 30 – May1
5th OST (Science)

May 2, 3
2nd Grade – Caesar’s Creek (3 classes each day)

May 8
LMC Meeting (9:30 am)

May 9, 10
Kindergarten Zoo Trip (AM on 5/9, PM on 5/10)

May 13
Field Day (1st Grade 9:00-11:00, 5th Grade 12:30-2:30)

May 14
Field Day (6th Grade 9:00-11:00, 3rd Grade 12:30-2:30)

May 14
Elementary ILT/BLT Meeting (3:15 pm)

May 15
Parade of Graduates (8:35 am) – More information to follow (NOTE – The time has been moved to an earlier time)
May 15
Field Day (2nd Grade 9:00-11:00, 4th Grade 12:30-2:30)

May 17
Field Day (AM KG 8:45-10:45, PM KG 12:45-2:45)

May 20, 21
1st Grade – Learning Tree Farm (3 classes each day)

May 24
Last Day – Students
May 24
Kindergarten Graduation (AM – 9:00 am, PM – 2:20 pm)

May 24
1st Grade Picnic (South of the Building) 11:00-11:45

May 24
2nd Grade Picnic (South of the Building) 12:15-12:45
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