
Office Expectations 

 
Welcome to the office! 

Updated November 2015 



Who works in the office? 
Ms. Judie and Ms. Annette work at the front desk.  

They answer the phone, greet students, and help 

parents.  They will ask you to sign in if you are late. 

 

Ms. Alexis works in her office.  She helps teachers with 

field trips, orders supplies, and helps Mrs. Danzer with 

the business part of running the school. 

 

Ms. Robby is the school nurse.  She will help you if you 

are sick.  She also helps your teachers with attendance.   

 

Mr. Carlin is the Assistant Principal.   He helps 

supervise recess and works with students when they 

may be having difficulty making good choices.  He also 

helps coordinate many of our school events. 

 

Mrs. Danzer is the Principal.  She helps to the make 

the school run smoothly.  She works with parents, 

teachers, and students to make Stone Ranch the 

greatest school ever. 



What does the Office Staff do? 

Â Help students and staff 

Â Answer phones 

Â Assist parents 

Â Paperwork: discipline, attendance 

Â Order materials & supplies 

Â Answer questions 

Â Input information                                           

into the computer 



Being RESPECTFUL Means: 

Honoring the rights or  wishes of 
the office staff. 

 



Being RESPONSIBLE Means: 
égoing directly to and from                         

the office with a pass.   

 You need a pass from a teacher or 

yard supervisor to go to the 

nurseôs office. 

GO AWAY! 

Whereõs 

your 

PASS?!  



Be Caring - Wait Patiently 

Â Stand in a single file line 

Â Do not interrupt conversations (phone calls or in 

person) 

Â Do not talk to                                                                     

others while                                                                         

you are                                                                         

waiting 


