
North Colonie Central Schools 

 

Stay Professional 

 
North Colonie prides itself on the 

professional way we interact with students 

and staff.  We expect that all employees will 

report to work in a professional manner, in 

both dress and attitude.  Our employees 

treat everyone with dignity and respect.  We 

are setting the example for our students, 

and this is a responsibility we do not take 

lightly.  If you witness unprofessional 

conduct, please report this to your 

supervisor immediately. 

 

Stay Safe 
 
The safety of our students and staff is a major 

concern for everyone at North Colonie.  Ensure 

you understand what to do and what your role 

is during emergency drills including: fire drills, 

lock out, lock down, shelter in place and 

emergency evacuations.   Additionally, report 

any safety concerns immediately.   

 

If you happen to get injured on the job, you 

must report this to your immediate supervisor 

prior to the end of the day and complete an 

accident report.  Reports must be completed, 

even if medical treatment is not sought. 
      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Shift: 11:45 a.m. - 1:45 p.m. 

 

Lunch Duties 
 

 Transition students into lunchroom 

 

 Circulate among the tables 

 

 Oversee student behavior 

 

 Monitor behavior in the lunch line 

 

 Wash all lunch tables 

 

 Clean up, if needed 

 

 

 

Always remain professional and appropriate 

in your words and behavior.   

The students will model how you behave.   

Set a great example! 

 

 

 

Stay Informed 

School News Notifier:  Go to the District website 

and click on “SNN”.  Sign up for each 

elementary school and district notifications to 

receive text messages about emergency 

closings and emails with school information. 

Also connect with us on Facebook and Twitter. 

Bulletin Boards:  Bulletin boards are located at 

each school with important information. Please 

make sure you review them periodically.   

District Intranet:  www.ncolonie.com  This 

internal site provides a wealth of information 

about professional development and online 

tools/resources.   

North Colonie Internet:  www.northcolonie.org  

This public site has great information about the 

District and each school.  Also, there is a link to 

the Board of Education policies as well.  School 

closing and delay information is posted here.  

The ‘Staff Resources’ link is a wonderful 

resource for forms and information. Like us on 

Facebook. 

The Inside Resource:   The Human Resources 

Department publishes a monthly newsletter, 

The Inside Resource, which contains important 

information with employee news of the District.  

Please take time to read this publication and 

also send us your news. 

http://www.northcolonie.com
http://www.northcolonie.org
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When Arriving at Shaker High School: 

Noon aides must report to the main office 

at least 5 minutes before their scheduled 

start time to sign in and pick up an ID 

badge and timecard, if needed. 

Familiarize yourself with the emergency 

and safety procedures of the building. 

 

Before leaving at the end of your shift: 

Complete and return your time card to the 

main office. 

 

Reporting Absences: If you are scheduled 

to work but unable to report, please 

contact Judith Bell at 785-5511, ext. 

3360 prior to your scheduled start time. 

 

Identification Badges:  An ID badge will be 

issued to regularly scheduled noon aides 

upon hire and will be delivered to the 

building secretary or assigned school.  

Sub noon aides must pick up a temporary 

badge in the main office.  Your badge is 

your responsibility.  It should be worn at 

all times in a visible place.  Badges (not 

temporary) contain an electronic chip 

which will give you access to some/all 

doors at your building location which have 

an electronic reader.  If your badge is lost 

or stolen, please report it to the Principal 

immediately. 

 

Smoking:  NYS law prohibits smoking or 

the use of tobacco products in school 

buildings, school vehicles or on school 

grounds.  Employees who choose to 

smoke must leave school property on 

their designated breaks.   

 

Work Rules:  Shaker High School has a set 

of specific rules.  It is your responsibility to 

work with your supervisor to understand the 

expectations assigned to you.  In addition, 

the Board of Education has establish 

policies and regulations (found at 

www.northcolonie.org) that you should 

become familiar with and follow. 

 

Updating Information:  It is the employee’s 

responsibility to notify the District of any 

changes to his/her personal information 

(address, phone, etc.)  Please contact HR 

and the Building Principal’s Secretary if you 

have any changes.  

Conduct Outside of Work:  The actions and 

behaviors of our employees both at work 

and away from work are a reflection on our 

school.  We expect that our employees 

maintain and behave in a professional 

manner, regardless if they are at or away 

from work. 

Conserve Energy:  The District has made a 

concerted effort to conserve energy where 

we can. Please make sure to turn off lights 

and encourage students to recycle allowable 

materials. 

Confidentiality:  Do not discuss students or 

incidents with people who are not 

employees of the District. 

http://www.northcolonie.org

