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Core Values and Beliefs
Franklin High School's mission is to provide a kind, caring, safe and respectful environment in which
students are encouraged to embrace meaningful academic experiences, and become actively engaged
citizens in their community.

We believe that caring relationships are the necessary foundation to support all students. Care
personalizes the school culture and envisions each student’s needs as individual and unique.

We believe that engaged learners contribute to the school community through active participation both
within and beyond the classroom.

Franklin High School encourages students to build a foundation of knowledge and skills.  We have
created a variety of innovative educational opportunities for students that go beyond the walls of the
traditional school.  Curriculum is researched based, meets state and national standards and demonstrates
rigor evidenced by high expectations, clear goals and measurable outcomes.  A diverse group of teachers
meet the needs of all learners, delivering instruction that is meaningful, connected to real life and
applicable to student goals.

Our values and beliefs are centered on what it means to be a “GOLDEN” tornado. Staff and students
will be recognized for their abilities to show Growth, willingness to utilize Opportunities, demonstrate
Leadership and Dedication, practice Empathy and Networking with others.

21st CENTURY LEARNING EXPECTATIONS
Franklin High School all students are expected to:

1) Communicate effectively with the use of Writing,
2) Communicate effectively with the use of Reading,
3) Communicate effectively with the use of Speaking and Listening,
4) Solve problems in a variety of contexts
5) Work effectively collaboratively and independently
6) Demonstrate personal responsibility, character, cultural understanding and ethical

behavior.

Assessment of these expectations is infused into every course. Each assessment of student learning in
every course will contribute to the demonstration of mastery of these skills.

Accreditation

Franklin High School is accredited by the New England Association of Schools and Colleges and New
Hampshire State Department of Education. Maintaining accreditation is an ongoing process of change
and reflection. In 2017-2018, we had a NEASC Accreditation Visit and were granted our continued
accreditation. We will continue to work on topics from their report which is available on the school
website.
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Statement of Non Discrimination
It is the policy of the school board that there will be no discrimination on the basis of age, gender, race, creed,
color, religion, marital status, sexual orientation, gender identity or expression, national/ethnic origin, or
disability for employment in, participation in, admission/access to, or operation and administration of any
educational program or activity in the school district. This policy of non discrimination is applicable to all
persons employed or served by the District.

The superintendent or his/her designee will receive all inquiries, complaints and other communications relative
to this policy and the applicable laws and regulations concerned with non-discrimination.

Equal Educational Opportunities
Criteria and selection for assignments or section of students to programs, courses or classes is
developed and applied without regard to bias or discrimination. All courses are open to all students of
both sexes. All programs, courses, and classes are conducted without sex discrimination in assignment,
materials and services.

The privileges and rights of all students shall be guaranteed without regard to race, religion, sex, creed
or national origin. Franklin High School does not deny students access to courses because of
handicaps. Furthermore, handicapped students are not excluded from participation in any program or
activity receiving federal assistance.  The appeals officer for discrimination cases is the principal.

It is the policy of the school board that there will be no discrimination on the basis of age, gender, race,
creed, color, religion, marital status, sexual orientation, national or ethnic origin or disability for
employment in, participation in, admission/access to, or operation and administration of any educational
program or activity in the school district.

Grievance Procedures
Issues of discrimination on the basis of a disability will be addressed through the grievance procedure
outlined by school board policy KED. Issues of discrimination on the basis of sex, please refer to the
complaint procedure outlined in school board policy JBAA. This policy of non-discrimination is
applicable to all persons employed or served by the District. Any complaints or alleged infractions of
the policy, law or applicable regulations will be processed through the grievance procedures. This
policy implements PL 94-142, Section 504 of the Rehabilitation Act of 1973, Title II of the Americans
with Disabilities Act of 1990, Title VI and VII of the Civil Rights Act of 1964, Title IX of the
Education Amendments Act of 1972 and the laws of New Hampshire pertaining to non-discrimination.

504/Title II Coordinator Contact for students, parents, employees, and other interested parties. This
applies to discrimination on the basis of a disability:

Please contact the SAU; 603-934-3108
119 Central Street, Franklin, NH 03235

Title IX Coordinator Contact for students, parents, employees, and other interested parties. This applies
to discrimination on the basis of sex:

Dan LeGallo
dlegallo@sau18.org
934 – 3108 ext 4411
934 – 3462 (Fax)
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Code of Ethics for New Hampshire Educators
A New Hampshire educator is entrusted by the state and the public with a responsibility to teach New
Hampshire’s children the skills and model the values that will make each child a knowledgeable, capable,
and engaged member of a democratic society. The educator accepts the responsibility to practice within the
educational profession according to the highest ethical standards and aspires to continuously and
consistently make decisions which are, first and foremost, within the best interests of the student.

The complete Code of Ethics for New Hampshire Educators can be found in the appendix.

Abuse and Neglect Reporting Procedure
Any school employee having reason to suspect that a student is being or has been abused or neglected
shall immediately report his/her suspicions to the appropriate state officials at the New Hampshire
Department of Health and Human Services . Division for Children, Youth and Families. The employee
will inform the building principal within 24 hours that a report has been made. The principal will then
notify the Superintendent that a report to the Division for Children, Youth and Families has been made.

The principal shall make a written report within 48 hours. This should contain the name of the school
employee who reported the suspected abuse or neglect, the name and address of the child suspected of
being abused or neglected, the person responsible for the child’s welfare, information indicating
neglect/abuse or the nature and extent of the child’s injuries (including any evidence of previous injuries),
the identity of the person or persons suspected of being responsible for such neglect or abuse, and any
other information that might be helpful in establishing neglect or abuse or that may be required by the
Division for children, Youth and Families. The Board recommends all school district employees receive
routine training.

Accident and Injuries of Faculty and Staff
An employee who suffers a workplace illness or injury must file a written report with one’s direct
supervisor on a provided form.  The report must be filed within 24 hours of your knowledge of the illness
or injury that occurred during your employment.  You do NOT need to see a doctor, but failure to file a
report within 24 hours could jeopardize your rights to Workers Compensation payments should you need
medical treatment or become disabled at a later date.

An employee who misses work due to a workplace injury or illness must use all accumulated sick time
before receiving disability benefits.  Employees are encouraged to return to work as soon as possible and
we will help accommodate needs through Temporary Alternative Duty, if necessary.

Temporary Alternative Duty
In compliance with RSA 281-A:23b, the Franklin School District / SAU 18 will provide temporary
alternative work opportunities to all employees disabled by a work related injury or illness.  As soon as
your treating physician has released you to lighter duties than your current position requires, subsequent to
said injury or illness, you will be called upon to return to employment in a temporary alternative position.
Such reassignment may be to different duties or a different work schedule and may include assignment to
a different position or position within.  See the main office for an accident report. A sample is included in
the back of this binder.
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Accident Procedures
In the case of an accident, the teacher to whom the student is assigned must fill out an accident form on
the day of the accident. Forms are available in the main office. The school staff is legally responsible for
supervision of all students. All reports must be submitted through the main office to the superintendent’s
office within 24 hours of the occurrence. This requirement is dictated by state regulations from the
Department of Labor.

1. Administer first aid to stop bleeding, to restore breathing or to prevent shock or infection.
Be sure to use recommended barrier methods. The nurse provides standard first aid
materials including gloves, gauze, band-aids, and the like.

2. The nurse or principal will notify the parent/guardian of the emergency. If unable to reach
the parent/guardian, the appropriate emergency agency will be notified.

3. Give no internal or external medication other than the above first aid measures without the
direct order of the physician.

4. Ensure that an adult attends the student until the parent/guardian assumes responsibility.

Activities, Class and Club
Faculty members, advisors and coaches must be sure that all planned events are approved through the
principal’s office. Examples of these activities include fundraising events, car washes or dances. The
process begins with filling out the Activity Request Form, which can be found in your Google Drive under
the tab labeled “shared with me”. This task is to be completed as early as possible. When activities are
approved they will be noted on the calendar maintained on the school’s website. No activity will be
approved without at least one week’s advance notice. (Field trip approval procedures can be found under a
separate heading.) Arranging for police coverage is the responsibility of the advisor or sponsor of the
activity. The advisor must complete the Facilities Use Form if the activity requires the use of the building
or grounds; especially if the activity requires custodial support. This triplicate form can be found in the
main office or from the SAU website and under “forms” heading. It will take at least one week for this
process to complete, so please plan events and submit the proper forms well in advance.

All four grade-levels have class meetings during the school year to plan activities, projects, and elect class
officers.  Each class is assigned two faculty advisors.. The success of the projects and activities of each
class is dependent upon the enthusiastic support of each member of each class.  Activities and projects
must be approved by the administration and be in agreement with School Board Policy and school
regulations.  Students will not be readmitted to an evening or weekend school activity (i.e. dances) after
they have left the building.

All classes and activities have advisors who have full responsibility for all their activities. Students must
be supervised by an advisor at all times. The advisors are to be present at all of the activities; some of
which include: Homecoming, Winter Carnival & Prom; food sales; and car washes. Always turn off the
lights before leaving a night activity and return all materials used to the proper places. Do not hesitate to
offer suggestions to the students regarding decorating, assigning responsibilities and management. When
supervising decorating observe the following: Do not attach anything to the shades; No nails, tacks, etc.,
placed in woodwork; Do not use tape, paste, Velcro or paint on fixtures or walls; Keep the overall plan
simple.
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Activity Accounts; Financial Procedures
In order to simplify the work of handling the finances of all activities the following plan is in place:

Depositing money in the student activities accounts:
1. All money given to faculty members/advisors/coaches from fund raising or field trip collections

must be given to the administrative secretary along with a completed deposit form upon receipt of
money each day. Deposit forms can be found on the website. If a faculty member/advisor/coach does
not have time to prepare the deposit, the money must be stored in the school safe until the money
can be prepared for deposit. Money should never be left in desks or kept personally. Fundraising
money should never be deposited into a personal bank account of any kind.

2. If cash is collected the advisor will provide a receipt for each person which clearly states their name,
date, amount and for what cause. All cash collected will be counted with another staff member to
witness the counting and confirm the total.

3. Once the deposit has been checked by the administrative secretary, a receipt will be issued and
placed in the activity folder in the school office.

4. Students should only be allowed to count school funds in the presence of the faculty
member/advisor/coach. They should not be allowed to keep class funds in their lockers. During fund
raising events, faculty members/advisors/coaches should emphasize the need to turn in funds as soon
as they are received. Never leave cash on the administrative secretary’s desk, always in hand.

Ordering items:
1. Nothing is to be ordered or purchased unless previously approved by the principal. No items will be

purchased with the coach/advisor’s personal funds unless approved by the principal. Parents,
students and other volunteers will not be reimbursed for items purchased for fundraising or other
student activities, only the coach/advisor may be authorized to do this.

2. Purchasing of items will not be allowed unless there is enough money in the account to cover the
cost of those items. See the bookkeeper for the balance of accounts.

3. If a faculty member/advisor/coach orders material on a trial basis, or without a Purchase Order
Form, he/she may be held personally responsible for the material ordered.

Payments:
1. To pay a bill, a payment request form signed by the faculty member/advisor/coach and a copy of the

bill to be paid must be submitted to the bookkeeper. Payment forms can be found on the website.
Records:
1. Accepted accounting practices dictate that class/club treasurers and advisors must be prepared for a

monthly balancing of accounts.
2. A monthly financial report is maintained by the bookkeeper and is available to class/club advisors

and treasurers each month.

Activity Schedules
An official activity calendar is maintained as a shared calendar by the main office staff. All questions
about the activities calendar should be directed to the main office. Questions about athletic events should
be directed to Dan Sylvester ext. 3423 or Cathy Viau at ext. 4413. Please use the district website to view
the school calendar.
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Leadership Team
The Leadership Team is intended to be an opportunity for faculty and administration to collaborate on
decisions and management that affect the entire school. This Team will work to support the mission,
vision, values and learning expectations of Franklin High School.
As a functioning team it will be composed of subject area leaders and staff who are leading major school
wide initiatives . Teachers interested in these leadership positions should submit a letter of interest to the
principal by September 1st each year, unless they request to remain the team leader for their department
and administration agrees on the continued role.

Administrative Team members will be expected to:
● Facilitate communication between staff and administration
● Advise the administration on emerging issues
● Manage administrative functions with groups of teachers as needed
● Collaboratively work with administration to develop solutions for school wide issues
● Occasionally form sub committees with other teachers to address specific issues, perform

tasks or pilot projects
● Assist as mentors and  instructional coaches as needed in carrying out various curriculum

and instructional projects
● Assist the administration in disseminating information

Examples of this responsibility would be:
● Advise the administration with regards to the program of studies and student handbooks
● Meet with teachers to explain the process for making course recommendations
● Facilitate a discussion to develop the consensus view among a group of teachers on the

rubrics for school wide expectations.
● Assist the instructional coach in presenting achievement data to groups of teachers
● Bring concerns of the staff to the administration and leadership team to develop solutions
● Facilitates discussion on best practices relating to instructional classroom management
● Mentor beginning teachers
● Develop solutions to concerns related to the student body
● Participate in the deliberations over a school issue and provide a recommendation to the

administration for consideration
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Advisory Program
The goal of the Advisory is to provide the students of Franklin High School with at least one individual
they feel comfortable approaching, or seeking out, when they need assistance. At the heart of improving
student outcomes is relationship building. Advisories will be an opportunity for teachers to check in with
their students to see how they are doing, or how we might better support them. This will also be the time
of day we will have school announcements. Students will be placed in “advisories” with a teacher and a
small number of students from the same grade level. The students will have the same “advisor” for their
entire high school experience. The advisor is a member of the high school faculty and may be a teacher,
school counselor or administrator.  Advisories will meet each school day for 20 minutes.

Advertising in the schools
1. Neither the facilities, the name, the staff, nor the children of the schools, school system, nor

any part thereof  shall be employed in any manner for advertising or otherwise promoting
the interests of any commercial or other non-school agency or organization except that:

2. The school may cooperate in furthering the work of any nonprofit, community-wide social
service agency, provided that such cooperation does not restrict or impair the educational
program of the schools.

3. The schools may use films or other educational materials bearing only simple mention of
the producing or sponsoring firm.

4. The schools may participate in radio or television programs under acceptable commercial
sponsorship when such participation is supplementary or beneficial to the program of the
schools.

5. The Superintendent may, at his or her discretion, announce or authorize to be announced
any lecture or other community activity of particular educational merit.

6. The schools may, upon approval of the Superintendent, cooperate with any governmental
agency in promoting activities in the general public interest which are nonpartisan and
noncontroversial and which promote the education or other best interests of the pupils.

7. School publications may accept and publish paid advertising under established procedures.
8. Promotional literature will not be distributed through the schools except for recognized

educational and youth-oriented organizations.

Posting of Community Notices: SB Policy # KJB
Non school notices may be posted on school bulletin boards if the following requirements are met:

1. Approval by the Principal
2. Clearly state on notice that the function or activity is not a school-sponsored activity.
3. The function or activity is directly of benefit to local youth.
4. The notice does in no way include information or advertising of promotional nature which

would benefit private enterprise.
5. All notices regarding school-sponsored activities may be posted under the jurisdiction of

the Principal.
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Age of Majority
According to New Hampshire Law, students who are eighteen years of age or older have attained their
legal majority.  This law provides that an eighteen year old individual may assume the rights and
responsibilities that had previously been reserved for their parents. The provisions of the law have
implications with regard to the way that schools must work with students who have reached the age of
eighteen.

● Eighteen year old students assume responsibility for, and the school must accept their
signature on; absence notes, field trip permission forms, dismissals and any other form that
previously required a parent signature

● The parents of eighteen year old students will maintain their right to access the student’s
educational records as long as the student is claimed as a dependent for federal tax
purposes

If a student wishes to declare their age of majority as an independent adult to exclude their parents from
accessing their educational records, certain conditions must be met. Eighteen year old students must:

● Reside outside their parent’s home, and
● not be claimed as a dependent on another person’s federal income tax form

Forms are available in the main office and to complete this process parents must attest that their student is
no longer living at their home or can be claimed as a dependent.

Aide Positions
Students may apply to be an aide for a teacher or in the library or office.  Student Aide Request Forms are
available in both the main and guidance offices. No more than one student may be an aide during a single
period.  Exceptions may be made only with prior administrative approval.  Student aides may receive
community service credit, not to exceed 10 hours in any given year regardless of staff member. Aides
must have acceptable behavioral records and attendance. Aides must stay with the teacher during the
entire period.  Teacher aides are not allowed to operate the copy machines; any photocopying must be
done through the library or main office. Teacher aides may not grade student work, take attendance, record
student work, view other student’s records or photocopy tests and exams. If the teacher or librarian is
absent the aide must report to the office for direction.

Animals on School Property
To ensure the health and safety of all members of the school community, please refrain from bringing
animals or pets into the building during a normal school day. Service animals are welcome. See policy
IMG for more information.

Announcements
School related announcements will be read daily from the high school's main office.  Announcements to
be read during Advisory should be on an announcement form which can be found under the “FHS forms”
page on our website. The office staff would appreciate receiving announcements no later than 60 minutes
before announcement time.  Please note that appropriate dates and signatures are needed on this form,
available in the office.  Sports related announcements will only be read if they are signed by the coach or
the Athletic Director. Please email completed forms to front office staff, please note emailing might delay
your announcement by a school day.
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Assemblies
During the school year several assemblies will be held for various reasons, such as: to commemorate a
national holiday, to recognize athletic teams, to hear a speaker, to hold a student program or for
entertainment by an educational program.  These assemblies are part of the school program and are
mandatory, with the exception of CTE students. CTE students may apply for exemption through the main
office, this does not guarantee exemptions will be honored.

Teachers or administration may assign assembly seats or bleacher locations for students. Students will sit
in their assigned area with their teacher.  All faculty members (even those who are unassigned) are
expected to sit with the students throughout the gymnasium to help with the supervision of students.

Behavioral Intervention System
The entire school community must assume responsibility for teaching and modeling proper behavior at all
times.  Except in cases of more serious or frequent violations that need immediate referral to the office,
teachers will individually address behavior incidents in their space.  If the student does not respond to a
reasonable request made by the teacher, this will be considered Failure to Comply which will result in
immediate referral to the office.  A record of discipline referrals will also be available to parents and
students through the ALMA portal.

It should be noted that teachers may have specific classroom rules in addition to these school rules. These
additional classroom rules may include, but are not limited to, safety procedures/guidelines, sanitation
procedures/guidelines and specialized equipment use. Students who commit particularly egregious first
time offenses may be assigned administrative consequences. Further, any behavior that violates the Safe
and Drug Free Schools Act will be reported to the Superintendent of Schools and The Franklin Police
Department.

Students whose behavior resulted in a referral to the Superintendent of Schools may receive further
disciplinary action, such as additional days of out-of-school suspension and/or a referral to the School
Board.  Referral to the School Board may result in a School Board hearing and further consequences such
as a long term suspension or expulsion from school.
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Behavioral Interventions

Removal from Class: If a student is removed from a class for disciplinary reasons, the student will report
immediately to The Student Support Room, (Room 212) or to the main office. Staff must call either
location to state the student who will be arriving. When a student is removed from class for a third time,
the student will be held out of class until a parent meeting with the administration. Subsequent removal
from class is subject to a suspension.

Student Support Room (212)
The Student Support Room, or the SSR, is the location students are expected to report to if they are
removed from class. The SSR will be staffed by a paraprofessional. This is our approach to preventing the
loss of academic time for students and staff at FHS. The SSR program involves three steps for the student.

Step 1: is a calming down and redirecting period. This may not be necessary for all students, but is an
important step for students who are angry or anxious.

Step 2: has the student complete an online Google form that requires the student to process the event that
led up to him/her being removed from class. The student is asked to examine why he/she was removed
from class, what events led up to the removal and what the student could have done differently in the
situation to avoid any trouble in the future.

Step 3: involves the student returning to the classroom. The SSR staff member will help the student in
completing all three steps. While students are in the SSR they are still expected to complete all
assignments from the class period(s) missed.  However, refusal to successfully complete step #2 will result
in said student staying in ISS for the remainder of the period, or perhaps the day, at the discretion of the
staff in room 212.  We do not want students to miss out on their education, but they must understand the
impact their actions and words have on them and others around them first.

Teacher Intervention – Consequences such as detentions may be assigned by a classroom teacher.
Students will be given 24-hours notice of the detention. These detentions may be up to 60 minutes in
duration and may occur at before or after school, or during lunch or break. Skipping a teacher detention is
considered a separate incident and will result in a referral to the administration for further disciplinary
action.

Administrative Intervention – Consequences such as after school detentions, lunch detentions, and may
be assigned by the administration and may be assigned as a result of a referral by a staff member.
Students will be given at least 24-hour notice of the detention which must be served when students are
present in school.  These detentions may be up to 60/180 minutes in duration. Skipping an administrative
intervention is considered a separate incident and may result in further disciplinary action.
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Administrative Detentions – Run after school by an ISS staff member, can be up to an hour as assigned
by Assistant Principal and Principal. Session will result in further disciplinary action up to and including
in school or out-of-school suspension. Students can also attend to get caught-up on school work if told to
do so by administration only.

ISS (In-School Suspension) - ISS is an alternative to out-of-school suspension and is designed to provide
a consequence and at the same time allow the student to continue to progress in his/her studies. ISS will be
held in room 212, and students will report to there at the start of the day and be dismissed at the end of the
school day. Lunch will be brought from the cafeteria for the students.  In some cases a half-day ISS may
be assigned. Students will be expected to complete any school work assigned by classroom teachers.
Students who do not follow ISS expectations will be sent home and may be assigned out-of-school
suspension. Students who are absent for a scheduled day of ISS will serve the ISS upon their return to
school. There may be additional consequences imposed for students who are truant or refuse to serve ISS
when assigned. Teachers are required by law to provide work for students while they are in ISS.

OSS (Out-of-school Suspension) - Students assigned OSS are not to be on campus or at school events
regardless of where events are held. Suspensions begin immediately when they are assigned and remain in
effect until 8:00 am of the return day.  OSS is the most severe consequence that can be assigned to a
student.  Infractions that constitute safe school violations will be automatic out-of-school suspension.
Suspensions of up to 5 days will be assigned by the assistant principal, and suspensions of more than 5
days but no more than 10 days will be assigned by the principal. Suspensions of more than 10 days will be
assigned by the superintendent of schools upon referral by the principal. Teachers are required by law to
provide work for students while they are out for OSS.

Bell Schedule
Students may enter the building at 8:00 am and at that time students will report to their first block teacher.
At 8:27 am students will hear the bell to remind them to get to their classroom.

BELL SCHEDULE FOR GRADES 9 - 12

Period 1/2 Period 3/4 Advisory Period 5/6 Period 7/8 Period 9/10

8:30 -
9:38

9:41 - 10:49 10:52-
11:12

11:15 -
12:55

Lunch A
11:45 -
12:15 12:58 -

2:06
2:09 -
3:15

Lunch  B
12:25 -
12:55
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Books
Please ensure that all books are treated properly and are not abused. Reference materials are not to leave
the school. Each book issued to students is assigned an individual number to ensure accuracy when
collected. Students will sign out a book and teachers should make sure the book number is correct. All
books need to be covered.

Books must be returned to the teacher at the end of the course. Books not returned will be charged toward
student indebtedness and will prohibit co-curricular and extra-curricular participation. Teachers are
responsible to keep their own records of books assigned.

Bulletin Boards
Bulletin boards and display cases are for general information concerning all students.  The advisor or
department heads must approve all pieces of student work and notices for events.  All materials must be
mounted only to the bulletin board surface; under no circumstances are any posters to be mounted on a
painted wall surface. Team leaders are responsible for ensuring that samples of student work displayed
have the permission of the student. No student may post any notice on any wall or bulletin board without
the permission of the principal. Bulletin board assignments are as follows:

Floor Board Location Near Group Staff Member Responsible
1 1st Floor Stairwell Music Department Ariel Braggins
1 Cafeteria Athletics Dan Sylvester
1 103 Social Studies Department- all members
2 Between 203 and 205 Student Activities Student Council & Universal Team
2 205 NHS/English Charlie Chapple
2 2nd Floor Stairs - West Yearbook Ashli Craft
2 2nd Floor Stairs - East Drama Jule Finley
2 SpEd office - West Special Education Stephanie Stillings
2 SpEd office - East Senior Class Senior Class Advisors
2 Admin Hallway Guidance Dez Smith
2 Display case - North Art Ashli Craft
2 Display case - South Library Alex Kendall
3 3rd Floor 313-312 Karma Korner Pat Prescott/Leda
3 3rd Floor Display case Science Kristen Lombard
3 305 Math Jen Spoerke
3 3rd floor stairwell Science Kristen Lombard
3 2 A- by main office Student Wellness TBD

Cell Phones
Cell phones should be set to silent mode during the school day and not within arms reach to
students.   Should the need arise, cell phones may be used in class, for academic purposes, but
must not interfere with the learning environment. Therefore, while students may be allowed to
have cell phones on property, they will no longer be allowed to use, or have their phones out, in
class or their learning lab.  Cell phones may be used for personal use during non-instructional time
only.  Staff members are expected to model this policy for students. The use of cell phones by
students is strictly prohibited in classrooms. Cell phones will not be used during staff meetings.
If needed, one should step out into the hallway to text or take a phone call, and upon returning to
the classroom student should place said phone in the designated area.
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Communication and Collaboration
Franklin High School recognizes that a student’s education is the responsibility of three units: the
school, the family, and the student.  Each of these must work together to educate the student
effectively.  Franklin High School supports parent involvement in a variety of roles.  They are, but
not limited to the following:

1. Promote clear communication between the school and family about school programs and
about their student’s progress through regular parent and teacher conferences, progress
reports, report cards, telephone conferences, written communications, newsletters and the
high school’s website.

2. Provide educators with the tools to better engage families in children’s learning.  Educators
must develop strategies to communicate clearly with parents and to listen with precision
and caring.

3. Recognize that balancing work, home, and children’s learning requires a collaborative
effort by families, schools, employers, and the community.

4. Invite families in the planning, review, and improvement of school-wide programs through
regular meetings. Schools will share information on standards, school programs,
curriculum, assessment and performance levels via newsletters, parent information centers,
meetings, open houses, parent-teacher conferences, athletic events, and the student
newspaper.  Schools will also share information on the federal grant process and
implementation of school-wide programs.

5. Give assistance to parents to develop parenting skills to foster positive relationships at
home that support children’s efforts and provide techniques designed to assist their children
with learning at home.

6. Provide access to and coordination of community support services for children and
families.

7. Provide services and assistance to homeless students.

Complaints and Grievances by Employees
A complaint is an assertion by an employee that there has been a violation, misinterpretation, or
inequitable application of district policies, regulations and procedures, existing laws, or other actions that
adversely and directly affect the employee personally and / or his/her work.

It is the intent of this procedure that employee complaints will be identified and corrected at the earliest
possible time, and at the lowest level of supervision.

Complaint processing should be viewed as a positive and constructive effort which seeks to establish the
facts upon which the complaint is based and come to a fair conclusion.  Employees will not be
discriminated against, nor will reprisal be attempted against an employee because he/she filed a complaint.
Please review complete policy GBM-R for defined grievance procedures.

Computer Use by Staff: SB Policy GBEF
● The School Board recognizes that technological resources can enhance teacher performance by

offering effective tools to assist in providing a quality instructional program, facilitating
communications with parents/guardians, teachers, and the community, supporting District and
school operations, and improving access to and exchange of information. The Board expects all
staff to learn to use the available technological resources that will assist them in the performance of
their education. As needed, staff shall receive training, lessons and instruction in the appropriate
use of these resources.
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● Staff shall be responsible for the appropriate use of technology and shall use the District’s
technological resources primarily for purposes related to their education. Staff are hereby notified
that there is no expectation of privacy on district computers, computer files, email, internet usage
logs, and other electronic data.

● The Superintendent or designee shall ensure that all District computers with Internet access have a
technology protection measure that prevents access to visual depictions that are obscene or
pornographic and that the operation of such measures is enforced. The Superintendent or designee
may disable the technology protection measure during use by an adult to enable access for bona
fide research, educational or other lawful purpose.

● The Superintendent shall establish administrative regulations and an Acceptable Use Agreement
that outlines staff obligations and responsibilities related to the use of District technology. He/she
also may establish guidelines and limits on the use of technological resources. Inappropriate use
may result in a cancellation of the staff member’s user privileges, disciplinary action, and/or legal
action in accordance with law, Board policy, and administrative regulations.

● The Superintendent or designee shall provide copies of related policies, regulations, and guidelines
to all staff. Staff shall be required to acknowledge in writing that they have read and understood
the District’s Acceptable Use Agreement.

Computer Security, E-Mail, and Internet Communications Policy SB Policy # GBEF-R
Purpose: The purpose of the Acceptable Use Agreement is to provide the procedures, rules, guidelines,
and the code of conduct for the use of technology and the Internet.
Definition: The definition of "information networks" is any configuration of hardware and software which
connects users. The network includes, but is not limited to, all of the computer hardware, operating system
software, application software, stored text and data files. This includes electronic mail, local databases,
externally accessed databases, CD-ROM, recorded magnetic or optical media, clip art, digital images,
digitized information, communications technologies, and new technologies as they become available.
Stand-alone workstations are also governed by this acceptable use procedure.
The School District Services: The School District provides resources for teaching and learning,
communication services, and business data services by maintaining access to local, regional, national, and
international sources of information. The School District information resources will be used by members
of the school community with respect for the public trust through which they have been provided and in
accordance with policy and regulations established by the School District. These procedures do not
attempt to articulate all required for proscribed behavior by its users. Successful operation of the network
requires that all users conduct themselves in a responsible, decent, ethical and polite manner while using
the network. The user is ultimately responsible for his/her actions in accessing network services.

Guidelines:
1. Access to the networks and to the information technology environment within the District is a

privilege and must be treated as such by all users of the network and its associated systems.
2. Information networks will be used for the purposes of research, education, and school-related

business and operations.
3. Any system which requires password access or for which the District requires an account, such as

the Internet, will only be used by the authorized user. Account owners are ultimately responsible
for all activity under their accounts.

4. The resources of the District are limited. All users must exercise prudence in the shared use of this
resource.
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Unacceptable Use: The District has the right to take disciplinary action, remove computer and networking
privileges and/or take legal action, for any activity characterized as unethical and unacceptable.
Unacceptable use activities constitute, but are not limited to, any activity through which any user:

1. Violates such matters as institutional or third-party copyright, license agreements or other
contracts. The unauthorized use of and/or copying of software is illegal.

2. Interferes with or disrupts other network users, services or equipment. Disruptions include, but are
not limited to: distribution of unsolicited advertising, propagation of computer worms or viruses,
distributing quantities of information that overwhelm the system, and/or using a District network
to make unauthorized entry into any other resource accessible via the network.

3. Seeks to gain or gains unauthorized access to information resources.
4. Uses or knowingly allows another to use any computer or computer system to devise or execute a

scheme to defraud or to obtain money, property, services, or other things of value by false
pretenses, promises, or representations.

5. Destroys, alters, dismantles or otherwise interferes with the integrity of computer based
information and/or information resources.

6. Invades the privacy of individuals or entities.
7. Uses the network for commercial or political activity.
8. Installs unauthorized software for use on District computers.
9. Uses a network to access inappropriate materials.
10. Submits, publishes or displays any defamatory, inaccurate, racially offensive, abusive, obscene,

profane, sexually oriented, or threatening materials or messages either publicly or privately.
11. Uses a District network for illegal harassing, vandalizing, inappropriate or obscene purposes, or in

support of such activities.

School District Rights:
The District reserves the right to:

1. Monitor all activity. Notwithstanding any related laws, staff members have no expectation
of privacy regarding their use on the school district computer network.

2. Make determinations on whether specific uses of a network are consistent with these
acceptable use procedures.

3. Log network use and monitor storage disk space utilization by users.
4. Determine what is appropriate use.
5. Remove a user's access to the network at any time it is determined that the user engaged in

unauthorized activity or violated these acceptable use procedures.
6. Cooperate fully with any investigation concerning or relating to the District's network

activity.
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School District Internet Code of Conduct: Use of the Internet by students and staff of the District shall
be in support of education and research that is consistent with the mission of the District. Internet use is
limited to those persons who have been issued District-approved accounts. Use will be in accordance
with the District's Acceptable Use Agreement and this Code of Conduct. Users are expected to abide by
the following terms and conditions:

1. Protect their Internet log from others.
2. Respect the privacy of other users. Do not use other users' passwords.
3. Be ethical and courteous. Do not send hate, harassing or obscene mail, discriminatory remarks,

or demonstrate other antisocial behaviors.
4. Maintain the integrity of files and data. Do not modify or copy files/data of other users without

their consent.
5. Treat information created by others as the private property of the creator. Respect copyrights.
6. Use any network in a way that does not disrupt its use by others.
7. Do not destroy, modify or abuse the hardware or software in any way.
8. Do not develop or pass on programs that harass other users or infiltrate a computer or computing

system and/or damage the software components of a computer or computing system, such as
viruses, worms, "chain" messages, etc.

9. Do not use the Internet to access or process pornographic or otherwise inappropriate material.
10. Do not use the Internet for commercial purposes.
11. The District reserves the right to remove a user's account if it is determined that the user is

engaged in unauthorized activity or is violating this code of conduct.

School District Internet Access Release Form: As a condition of my right to use the School District
network resources, including access to the Internet, staff members understand and agree to the
following:

1. To abide by the District Acceptable Use Agreement and Code of Conduct.
2. That District administrators and designated staff have the right to review, edit and/or delete any

material stored on District computers, which they believe, in their sole discretion, may be
unlawful, obscene, abusive, or otherwise objectionable. Staff members hereby waive any right of
privacy which they may otherwise have to such material.

3. That the School District will not be liable for any direct or indirect, incidental, or consequential
damages due to information gained and/or obtained via use of the District's network resources.

4. That the School District does not warrant that the functions of any District network, or any
network accessible through District resources, will meet any specific requirements you may
have, or that the network resources will be error-free or uninterrupted.

5. That the School District shall not be liable for any direct or indirect, incidental or consequential
damages (including lost data or information) sustained or incurred in connection with the use,
operation, or inability to use District networks and resources.

6. That the use of the District network(s), including access to public networks, is a privilege which
may be revoked by network administrators at any time for violation of the Acceptable Use
Agreement and Code of Conduct. The School District will be the sole arbiter(s) of what
constitutes violation of the Acceptable Use Agreement or Code of Conduct.

7. In consideration for the privilege of using the School District network resources and in
consideration for having access to the public networks, I hereby release the School District, its
operators, and any institutions with which they are affiliated from any and all claims and
damages of any nature arising from my use, or inability to use, the District network resources.
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Copy Machines
There are multiple copy machines available for teacher use. They also double as computer printers. The
office copier is not available for teacher use, except in emergencies. Please see the office or the library
staff if you need help in operating these machines. Please do not attempt to un-jamb or repair the
machines yourself.

Credit and Competency
Students will earn course credit by demonstrating mastery of all required course competencies.  Mastery is
defined as sufficient evidence of attainment of the required content, knowledge and skills of a particular
course as judged by applicable course and/or school-wide rubrics. For the purposes of calculation of
grades, mastery is defined as 65%.

Credit will be awarded upon satisfactory demonstration and mastery of the required course competencies.
Additionally, credit may be awarded if a student is able to demonstrate learning experience in compliance
with the district-specified rigorous curriculum and assessment standards through approved credit granting
programs.

Assessment of Competency
Throughout our competency based courses students are continually assessed in a formative and
summative sense. Formative assessments, ones that inform teachers of student learning during the
instructional process, will occur on a regular basis throughout the course and will comprise no
more than 20% of a student’s grade. Summative assessments, ones that assess requisite knowledge
or demonstrable skills, are used to determine if students have achieved proficiency in one or more
course competencies will comprise at least 75% of a student’s competency and term grade. The
2019-2020 school year will also include midterms and finals which will count toward summative
grades of 5%. * this could be subjected to increase based on Leadership Team.

For the purposes of assessment of high school course work through the demonstration of student
mastery of course competencies, the following definitions are established:

Course Level Competencies: The expected content, concepts and skills to be mastered in
a course.
Competency Assessment: The process by which a student demonstrates sufficient
evidence of learning.
Mastery: A student presenting sufficient evidence of attainment of the required
competencies.

Course credit will be awarded through the demonstration of a student’s mastery of the
competencies of the course.  Course credit granted through demonstration of mastery will be
counted through traditional methods.  Grades and credit granted through demonstration of mastery
will be included in the student’s grade point average. Students must be enrolled in the particular
course in order to receive course credit.
Students who are involved in an approved extended learning opportunity (ELO) to satisfy course
requirements in whole or part shall demonstrate mastery through a method or methods as approved
by the course instructor.
Assessments shall be aligned with clearly defined educational standards that specify what students
should know and be able to do.  The assessment items and tasks shall be valid and appropriate
representations of the standards students are expected to achieve.  Assessment standards, tasks,
procedures, and uses shall be fair to all students.
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Competency Based Grading:
1) Each student will be assessed on each competency in each course. These are known as “skills

grades” in the parent portal in MMS.

2) To earn course credit a student must reach a 65% in ALL of a course’s competencies, otherwise an
“I” for incomplete will be recorded in the final average (FAV) on the student’s report card. This
will mean students may not advance in grade level or to the next successive class unless they
complete a competency recovery procedure outlined below.

3) Competency grade equivalents are: 100 to 85 = 4, proficient with distinction. 85 to 65 = 3,
proficient. 65 to 50, below proficient. 50 and below = substantially below proficient.

4) All initial competency summative assessments assigned are due prior to the end of the term.
Students will have 10 days at the end of the course and 5 days at the end of the year to earn a
passing competency grade with their teacher to remove the incomplete from their report card.

5) Students may not “opt-out” of an assigned summative competency assessment and must make an
attempt at competency within 2 school days of returning from an absence. Students who do not
make an attempt within 2 school days may be assigned a different form of the competency
assessment at the discretion of the teacher and prior to the end of the term.

6) Term grades will be calculated and recorded in the traditional manner, and are only an average of
student work and not necessarily competency. Individual teachers will determine the weight of
each assignment and the proportion of each grade category (see #10). Sports eligibility, privileges
and the like will be based on term grades.

7) Assessing levels of competency will be determined by the summative assessments defined in the
curriculum documents for each course which are based on the Common Core State Standards.

8) Formative assessments are used as “assessments for learning” and are only useful if assigned,
completed and evaluated in a timely manner prior to the summative assessment. Teachers will only
assign additional/replacement formative assessments as part of a student’s further attempt at
competency or remediation; otherwise all formative assessments will be completed and evaluated
prior to the related summative assessment date and prior to the end of the term. Formative work
must be turned in within 2 school days when returning from an absence.

9) Teachers are expected to calculate summative assessments (including midterms/finals 5%) as no
less than 80% of each competency area.  Formative activities should count no more than 20% of a
student’s grade.

10) Attendance, behavior, effort, and timeliness of work are not academic competencies and should not
factor into an academic grade. These areas will affect the student’s ability to gain privileges and
meet school wide expectations as recorded on the two school wide expectations for social and civic
expectations for each course.
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Competency Recovery Procedure:
1) Students will have 10 school days from the end of the course to make up missed/failed

summative competency assessments from the term, except term 4 which will be 5 week
days from the end of the term/year. Formative assessments are not eligible for make up
during this time period. All formative work must be turned in no later than 2 school days
after an absence, and prior to the end of the term.

2) All make-up summative competency assessments during the 10/5 day time period will be a
different form of assessment than the original assigned during the term.

3) Summative competency assessments that are made up will be applied to the appropriate
term and competency grade. This will recalculate the term grade, FAV and competency
grade. Credit will be issued if this make up work increases the FAV over 65%, otherwise
students must retake the course or complete the course through VLACS.

4) If the summative work is not made up within the time limits, the “I” remains in FAV and
student must enroll in a competency recovery program such as VLACS. Credit will be
earned through this method.

5) Students with extenuating circumstances such as a medical absence may be granted
additional time for formative and summative make up work.

6) Students planning to graduate must have all competency make up work turned in at least 48
hours prior to graduation to ensure there is sufficient time to evaluate the student’s work.

Interdisciplinary Credit
High school students may earn course credit in one content area required for graduation and apply said
credit in a different content area through the awarding of interdisciplinary credit.  Interdisciplinary credit
may be counted only once in meeting graduation requirements.

The high school principal is charged with approving courses for interdisciplinary credit if: (1) the course
has been adopted by a faculty team/committee; and (2) the course addresses the objectives for the subject
area in which the credit is to be counted.

Conflict of Interest: SB Policy GBCA
Employees of the Board will not engage in, or have a financial interest,in any activity that raises a
reasonable question of conflict of interest with their duties and responsibilities as members of the school
staff.  This includes but is not limited to:

1. Employees will not participate for financial remuneration in outside activities wherein their
position on the staff is used to sell goods or services to pupils or their parents.

2. Employees who have patented or copyrighted any device, publication, or other item will not
receive royalties for use of such item in the district schools.

3. Employees will not engage in any type of work where the source of information concerning
customer, client, or employer originates from information obtained through the school system.

4. School employees will not solicit or sell for personal gain any educational materials or equipment
in the attendance areas served by the school to which they are assigned.  Nor will any employees
make available lists of names of students or parents to anyone for sales purposes.

5. To avoid nepotism in the supervision of personnel, the Board directs that no employee be assigned
in any position where the employee would be responsible for or evaluated by a relative.
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Delays and Cancellations
In order to keep everyone informed of school hours during storms and when road conditions are
bad, “ALMA” Notifications will be used by SAU # 18 in the event of any weather related
cancellation or delay Notification will be made by 6:15 am. “No School” announcements will be
made by area TV stations; The announcements are repeated frequently. Please do not call the TV
stations or the schools. This information can also be found on the TV stations and the WMUR
App. and the SAU18 websites.
Delayed Opening is used as an alternative to closing the school all day. Covid changes to be
updated.

Dress Code: Staff SB Policy # GBEBA
The Franklin School Board believes that the image Franklin School District employees projects affects
public and student confidence in their professionalism. Employees are encouraged to take pride in their
personal appearance and are expected to present themselves during working hours in attire that is
appropriate to their position and the nature of work performed.  Administrators, teachers, and secretarial
staff are expected to wear casual business attire during working hours.
Examples of unacceptable clothing include, but are not limited to, items such as: sweatpants / jogging
suits, shorts, T-shirts, collarless shirts (for men), blue jeans, yoga pants/ leggings, clothing in disrepair, and
clothing that is unduly revealing.
Employees who are in doubt, or have questions about specific appearance standards, should consult with
the administration.  Building administrators will make the final determination of acceptable and
appropriate clothing.  They may make exceptions to the above policy for special events or circumstances.

Drugs and Alcohol Free Workplace
In accordance with the Drug Free Schools and Communities Act of 1989, it is the intent of the Franklin
School District to provide employees with a working environment that is free of the problems associated
with the use and abuse of illegal drugs and alcohol. The use of illegal drugs and alcohol in the workplace
is inconsistent with the behavior expected of employees and subjects the district to unacceptable risks of
workplace accidents or other failures that would limit the unacceptable risks of the workplace accidents or
other failures that would limit the District’s ability to effectively and efficiently carry out the
responsibilities of educating its students.

Duties
Afternoon Bus Duty

All teachers will be scheduled to supervise during dismissal time on a rotating basis. The roster is
included in the faculty binders. There are two teachers assigned to afternoon duty each day, one
stationed on the east roadway and the other at the west end building exit. Responsibilities of each are:
West: Supervise students exiting the building and boarding the busses. Be proactive with students to prevent unsafe

behavior, especially areas where traffic flows around the busses. Typically this duty starts at 3:15 and goes until
the last bus leaves. Exceptions are early releases, and staff are expected to remain outside until the last bus leaves.

East: Teachers should stand on the sidewalk of the vehicle entrance/exit. This teacher will monitor students as they
leave campus on foot and in vehicles. It is expected that violations of proper vehicle operation and student
behavior be reported to administration. Teachers should remind drivers to not park behind staff vehicles to pick up
students. Student pick up is located at the west end of the building. While on duty you may be asked to assist an
administrator to prevent vehicles from entering the loop while busses are picking up students. Typically this duty
starts at 3:15 and goes until the last bus leaves. Exceptions are early releases, and staff are expected to remain
outside until the last bus leaves.
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Morning Duty
● Teachers on morning duty will position themselves at each end of the cafeteria beginning at 8:00

am. Teachers should be proactive in interventions with students.
● Covid details to be updated
● All school rules are in effect once students enter school property and it is expected that violations

of student conduct rules be reported to administration.
● If problems arise, teachers on duty may use the phone in the cafeteria kitchen and call the office at

3427 or 3428.

Learning Lab Duty
Franklin High School supports student achievement. Learning Labs are a “study” period; meaning that
students will come prepared with something to read, or complete for a class that they are currently taking.
Learning Labs are not a time for socializing, playing cards, or use of cell phones etc. There will also be no
sharing of devices or headphones/earbuds. Students in the Learning Lab may be given an assigned seat
where they are required to sit while in the Learning Lab. There will be no movement of the desks or
cluster formations. Students wishing to leave the Learning Lab must present a pass from the destination
teacher and sign out from their Learning Lab. Learning Lab teachers will only issue passes to the
bathroom, the main office, the library or the student lounge (if a student has that privilege). Bathroom use
should be limited to one student at a time, and students are expected to return within five minutes.
If a student takes longer than five minutes, the student may lose bathroom privileges on the following day.
Tardiness to the Learning Lab should carry the same consequences as tardiness to an academic class.
Students who do not follow the Learning Lab rules will be given one verbal warning. If they continue to
misbehave, or otherwise interrupt the learning environment, they will be referred to room 212.
Privileges are earned by maintaining good attendance and demonstrating success in all academic classes.
This is determined on a daily basis and should be verified by the Learning Lab teacher.

During learning labs it is permissible for students to:
● Attend to academic tasks and class preparation individually
● Read
● Access library or other resources on a pass & sign-out basis.
● Students with privileges may sign out to go to a specific teacher’s room, others must have a pass

from an academic teacher.
● Access other teachers/areas with a pass noting permission from the receiving teacher (sign-out

necessary).
● Students with privileges may, after attendance is taken, sign out to report to the library or the

student lounge. The Learning Lab teacher must verify the student has earned those privileges
before allowing them to sign out.

● Use Chrome books

Learning Lab Teachers will:
● Take attendance on Alma, and verify grades, before allowing students to sign out.
● Keep a sign out sheet in a binder for the assigned block. Ensure that student’s first and last name is

legible on the sign out list
● Ensure that students who leave the learning lab for the bathroom do so one at a time, and for no

longer than five minutes.
● Make note of students who do not follow bathroom rules.
● Keep students from putting heads down on desks and prevent socializing.
● Maintain an environment conducive to studying or reading or completing course work.
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Early Dismissal (Weather Related): During school: If a storm develops during the school day
morning and conditions indicate that weather and roads will become worse, students will be sent
home. The decision to dismiss school early will be made by 11:00 AM, if possible.  The dismissal
times will be announced via “ALMA”.  School lunch will be served prior to dismissal.

Emergency Care and First Aid
All school personnel have responsibilities in connection with injuries and emergencies occurring in school
and at school-sponsored events, which may be classified as follows: (1) administering first aid; (2)
summoning medical assistance; (3) notifying administration; (4) notifying parents; and (5) filing accident /
injury reports. School personnel must use reasonable judgment in handling injuries and emergencies.
Caution should be exercised not to minimize or maximize any injury or illness.  All personnel will
understand the proper steps to be taken in the event of an injury or emergency.

The Superintendent will ensure that at least one other person from each building, aside from the school
nurse, has current first aid and cardiopulmonary certification (CPR).  If the school nurse or licensed
practical nurse is not available, the person(s) who have current first aid and CPR certification is authorized
to administer first aid and CPR as needed. The school will obtain at the start of each school year
emergency contact information of parents or legal guardian for each student and staff member.

The school nurse, or specifically trained staff members shall assist in the treatment of injuries or
emergency situations.  Such individuals have the authority to administer oxygen in case of a medical
emergency, if available and if appropriate.  This authorization extends to administering oxygen to students
without prior notification to parents/guardians. Additionally, the school nurse or specifically trained staff
members may also administer epinephrine to any student in case of a medical emergency, if appropriate.
This authorization extends to administering epinephrine without prior notification to parents/guardians.

For significant injuries, the staff person witnessing the event must fill out an accident report, which must
be submitted to administration so that he/she is informed and a basis is established for the proper
processing of insurance claims and remediation if necessary. The District makes it possible for parents to
subscribe to student accident insurance at low rates. This program is offered each year during September.
The District does not provide student accident insurance.
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End of Year Activities & Duties
The end of year activities require the involvement of every staff member. Each teacher will be assigned to
a committee that is responsible for organizing and managing each event. Some of the major events are as
follows:

Senior Scholarship/Class Night: This evening event is usually held a week before graduation and this
is when all scholarships are handed out to graduating seniors. This event features light refreshments
followed by the award announcements. Staff help to organize, plan, decorate, and maintain the
refreshment table. This event scheduled before graduation features the awarding of academic honors
such as valedictorian and NH Scholars awards.

Graduation:  The Friday evening following the 175th day of school the ceremony is held on the
football field at 6:00pm. In the case of rain the event is moved to Franklin Middle School.

Class Day Parade: The annual school parade is usually held a few days before graduation, usually on
a Monday, at approximately 1:00 PM.  Each class, from kindergarten to seniors, along with staff,
marches throughout the city of Franklin and back to the high school.  This parade is unique in that
parents and citizens throughout the Franklin area enthusiastically attend it.

Evaluation of Professional Staff
The Board intends to seek and maintain the best qualified staff to provide quality education for students.
In keeping with this goal, there will be an ongoing appraisal of the performance of staff to provide:

1. A systematic process whereby all staff members may increase the effectiveness of their services,
using the available professional resources.

2. Opportunity for all staff members to analyze their strengths and weaknesses as they relate to the
teaching-learning process and to objectively discuss the contributions they have made to the school
system.

3. Opportunity for the administrative staff to analyze the strengths and weaknesses of individual staff
members and to use this knowledge to develop supervisory service to assist individuals in
developing objectives to improve their competence. These may relate to the teaching-learning
process and/or other professional responsibilities.

4. Effective means by which administrators may make recommendations concerning the continued
employment of personnel, the granting of a continuing contract, the granting of an increment,
and/or other recommendations to the school board.

5. Identification of incompetent staff.
6. Identification of superior staff who should receive public recognition.

Evaluation of all professional staff will be the responsibility of the administration. Evaluation methods
include, but are not limited to observation, evaluation of professional materials, discussion, student
growth, etc. Should any deviation from expected work performance develop, the principal shall be
responsible for discussing it with the teacher at an early time.  These discussions shall be constructive in
approach, and designed to help correct weaknesses.
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Process for teachers in years 1-3:
➢ 5-10 mini observations lasting at least 10 minutes to be conducted through the year with

feedback and follow up conversation with the administrator, if needed. These will not be
announced and will be conducted at different times during the class period. The teacher
should expect to receive written feedback by the end of the following school day. Teachers
need to sign and acknowledge receipt of the observation and follow up meetings can be
requested.

➢ Should the administrator feel it valuable, he/she can arrange an extended, announced
formal observation. Teachers may request such an observation as well. A pre-conference
meeting will take place. The teacher should expect to receive feedback from a formal
observation within a week.

➢ Teachers will provide a written self-reflection of their year and their plans to grow during
the following year. Administrators will write a summative document. This process should
be completed by March 31st.

Process for teachers in years 4-5:
➢ 3-5 mini observations lasting at least 10 minutes to be conducted through the year  with

feedback and conversation with the administrator if needed. These will not  be announced
and will be conducted at different times during the class period.  The teacher should expect
to receive written feedback by the end of the following school day. Teachers need to sign
and acknowledge receipt of the observation and follow up meetings can be requested.

➢ Should the administrator feel it valuable, he/she can arrange an extended, announced
formal observation. Teachers may request such an observation as well. A pre-conference
meeting will take place. The teacher should expect to receive feedback within a week.

➢ Teachers will provide a written self-reflection of their year and their plans to grow during
the following year. Administrators will write a summative document. This process should
be completed by March 31st.

Process for teachers in years 6 - and beyond:

➢ 1-3 mini observations lasting at least 10 minutes to be conducted through the year
with feedback and conversation with the administrator if needed. These will not be
announced and will be conducted at different times during the class period. The
teacher should expect to receive written feedback by the end of the following school
day. Teachers need to sign and acknowledge receipt of the observation and follow
up meetings can be requested.

➢ Should the administrator feel it valuable, he/she can arrange an extended,
announced formal observation. Teachers may request such an observation as well.
A pre-conference meeting will take place. The teacher should expect to receive
feedback within a week.

➢ Teachers will provide a written self-reflection of their year and their plans to grow
during the following year. Administrators will write a summative document for
teachers who are in their recertification year. This process should be completed by
March 31st.
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Evaluation Summary:
➢ By March 31st, the principal conducts a summative evaluation conference  with the teacher

to discuss components of the evaluation.
➢ The teacher will be provided an opportunity to add clarifying notes to the  summative

evaluation.
➢ The teacher’s signature will be secured, not necessarily signifying agreement

Walk Through Observations:
On regular occasions administrators will perform “walk through observations” which are exactly as the
name implies. The purpose of these types of observations is to gain a snapshot image of what is happening
in a particular classroom. The observations will last anywhere between three to five minutes and
administrators will be collecting data to track the implementation of certain instructional methods and to
provide teachers feedback on their performance. This observation information will be used in conjunction
with more formal observations conducted by administrators to determine a professional’s performance.

Observations of Performance:
At regular intervals throughout the school year administrators will conduct formal and informal
observations. The latter will have a multi step process to include a pre-observation meeting to discuss
lesson and learning objectives, an announced observation time usually for a full period, a written
evaluation and finally a meeting to discuss the observation. Informal observations will be an abbreviated
version of this format and will always result in feedback to the teacher.

Teacher/Administration Conferences
To encourage the growth and exchange of new ideas in teaching techniques and use of materials, to
discover ways and means of coordinating the curriculum, to observe pupil conduct and pupil progress, to
keep the administration informed about what is going on in the school program, and to evaluate teaching
effectiveness. Conferences between the principal and teacher shall be held to promote the above purposes.
Some conferences, as specified in regulations, shall be formal and result in written record.  It is expected
that informal conferences will occur frequently and may be summarized in the written record of the formal
conference.

The teacher conference, whether following a class visit or not, should serve as a means for exchanging
ideas.  It should result in the professional growth of both the teacher and the administrator and can do so
only if the desire to find a common ground for such growth is present in both suggestions and comments
relating to teaching methods and techniques and, within a broader perspective, should lay the foundation
for curriculum planning.

Evaluation of Support Staff
The development of a strong, competent classified staff of employees, and the maintenance of high morale
among this staff, are major objectives of the Franklin School Board.  A program of continuous evaluation
is necessary. The evaluation will cover the major areas of the employee’s responsibilities identified in their
respective job descriptions and shall include the following: Specific work assignment; Attitude toward
children; Attitude toward public education; Attitude toward supervisor, teachers, fellow employees; Work
habits. A copy of the evaluation can be found in the back of this binder.
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Family and Medical Leave (FMLA)
Pursuant to the Family and Medical Leave Act of 1993, the Franklin School District will provide up to 12
weeks of unpaid family/medical leave per year for employees eligible for such leave. The following policy
outlines the basic requirements for obtaining leave, the amount of leave may be taken, and how the leave
relates to other time off provided by the School District.

Eligibility
Employees who have worked for the School District for at least 12 months and who have worked at least
1,250 hours in the 12 months preceding the date that requested leave is to begin are eligible for
family/medical leave. Employees also must work within 75 miles of at least 50 other employees of the
same School District to be eligible. Employees who do not satisfy these requirements are not eligible for
family/medical leave, but may be eligible for other leave under the other School District policies.

Employees may take family/medical leave in the following circumstances:
1. To care for a newborn child, so long as leave is completed by the child’s first birthday;
2. Placement of a child for adoption or foster care, so long as the leave is completed by one year

following initial placement;
3. To care for a spouse, child or parent of an employee who requires such care because of a serious

health condition; or,
4. Because the employee has a serious health condition which renders him/her unable to perform

his/her job.

Amount of Family/Medical Leave
In no event can family/medical leave last longer than 12 weeks per year. The year, for these purposes,
shall be July 1 through June 30. Employees who wish to take family/medical leave will be required to use
any accrued but unused vacation and other leave while on family/medical leave (i.e., use of other leave
will count as concurrent use of family/medical leave). If accrued leave is exhausted in less than 12 weeks,
employees may augment such leave with family/medical leave until the total of all leaves equals 12
weeks. No additional vacation or sick leave will accrue while an employee is on family/medical leave.
However, upon returning to work, employees will once again accrue vacation and other leave.

An employee, who is taking family/medical leave because of a serious medical condition of
himself/herself, a spouse, a child, or a parent, may take leave intermittently or on a reduced work schedule
basis. Employees taking family/medical leave for any other reason are not entitled to leave on an
intermittent or reduced work schedule basis. When necessary, an employee on intermittent or reduced
work schedule leave may be transferred to another position, with no loss in pay or benefits, which will
more easily accommodate the need for leave.

Special Rules for Teachers
Congress created special rules for teachers who must take family/medical leave intermittently due to their
own or covered relatives’ serious health conditions. If the teacher would be on leave for more than 20
percent of he working days in the period for which the teacher seeks intermittent leave, the School District
may require the teacher to elect either (1) to take non-intermittent leave for the period not to exceed the
duration of the planned medical treatment or (2) to transfer temporarily to an available alternative position
that the employee is qualified to hold, that has equivalent pay and benefits, and that better accommodates
intermittent leave than the employee’s regular position.
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Special provisions also limit teachers’ rights to take family/medical leave, either intermittent or
non-intermittent, close to the end of an academic term. The United States Department of Labor’s
regulations define “academic term” to mean a semester. If a teacher wishes to begin family/medical leave
(for any purpose) more than five weeks before the end of the term and to return with less than three weeks
left in the term, the School District may require the teacher to remain on leave until the end of the term. If
the employee wishes to begin family/medical leave (for any purpose except his own serious health
condition) more than three but less than five weeks before the end of the term and to return during the last
two weeks of the term, the School District may require the teacher to remain on leave until the end of the
term. If the teacher wishes to begin family/medical leave (for any purpose except his own serious health
condition) during the last three weeks of the term and wishes to take leave of more than five working
days, the School District may require the teacher to remain on leave until the end of the term.

Health and Other Insurance Benefits
During family/medical leave, an employee’s health insurance will continue on the same basis as when the
employee was on active status. If this requires employee contribution for health insurance, the employee
must make timely premium payments in order to maintain insurance for him/her and dependents. If an
employee does not return from family/medical leave, the School District is entitled to collect all health
premiums paid during the family/medical leave from the employee.
It may be necessary for the employee to continue other benefits as well, such as disability or life
insurance, in order to be entitled to the same coverage upon return from leave. Employees will be required
to pay premiums for any coverage which must be continued during the leave.

Notice of Leave
Employees seeking leave must provide 30 days notice when the need is foreseeable or as soon as practical
when the need is unforeseeable. The employer may designate leave as FMLA whenever it is appropriately
determined that the reason for leave fits under one of the four criteria for FMLA.

Certification of Need for Leave
Each employee requesting family/ medical leave because of a medical condition of the employee, spouse,
child or parent must provide certification from health care provider which sets forth:

1. The date the serious health condition commenced and the health care provider’s best medical
judgment concerning the probable duration of the conditions;

2. Diagnosis of the serious health conditions;
3. A brief statement of the regimen of treatment prescribed for the condition by the health care

provider;
4. Indication of whether in-patient hospitalization is required;
5. A statement of whether the employee is unable to perform his/her job because of the health

condition or is needed to care for the spouse, child or parent with the condition; and
6. If intermittent or reduced work schedules are requested, the dates of expected medical treatment

and the duration of such treatment.

Forms for medical certifications are available from the Superintendent’s office. These forms must be
provided within 15 days after the request for leave is made. Employees who do not provide this
information in a timely manner may be denied leave.
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Reinstatement
At the beginning of the family/medical leave, the employee is to inform the Superintendent of his/her
expected return date. Except as otherwise provided by law, employees will be returned to the same or an
equivalent position occupied before the leave begins. An equivalent position is one that is similar in terms
of pay, benefits and terms and conditions of employment. Under certain conditions a “key employee” may
not be reinstated to the same or a similar position.
If the employee takes leave on account of his/her serious medical conditions, (s)he will be required to
present a medical certification of his/her fitness for duty before being permitted to return. If an employee
fails to provide this certification within 50 days after the conclusion of the leave, the employee may be
terminated.
“GINA (Genetic Information Non-Discrimination Act of 2008) prohibits employers and other entities
covered by GINA Title II from requesting or requiring genetic information of employees or their family
members. In order to comply with this law, we are asking that you not provide any genetic information
when responding to this request for medical information. “Genetic information,” as defined by GINA,
includes an individual’s family medical history, the results of an individual’s or family member’s genetic
tests, the fact that an individual or an individual or an individual’s family member sought or received
genetic services, and genetic information of a fetus carried by an individual or an individual’s family
member or an embryo lawfully held by an individual or family member receiving assistive reproductive
services.”
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Field Trips SB Policy # IICA
Field trips will be approved if they are consistent with the goals, objectives or initiatives of Franklin
School District. Instructional time is a very valuable commodity and it is expected that field trips are only
planned if they provide a vital educational experience that is central to the course curriculum. Field trips
must be a true extension of the course curriculum or school objective. Teachers should expect to describe
the connection to the course curriculum during the approval process. Field trip forms can be found on the
school’s website.

Field trip permission slips are required for all trips that involve a student leaving the school(including
walking field trips). The teacher in charge of the trip will provide field trip forms. Students will not be
allowed to leave school unless the field trip permission slip has been completed, signed by a
parent/guardian, and returned to the school prior to the trip. Notes signed by parent/guardian will not be
accepted unless they contain the same information as permission slips.  While participating in off campus
field trips, students are reminded that they are a reflection of Franklin High School and the Franklin
Community.  All school rules and expectations apply while off campus.

● In state and day long field trips must be authorized by the Principal.
● The teacher, in requesting permission to take his/her class away from school grounds, should

submit the details of such a trip on the designated form and submit to the Principal at least one
week prior to the trip. A Warning and Consent Form will be sent to the parents of each child
participating. Consent Forms will be issued after the trip has been authorized. No child may leave
the school grounds on a field trip unless the form has been signed by the parents/guardians.

● Consent Forms of those attending should be filed with the Principal before the trip.
● Arrangements for financing all field trips must be made prior to the trip. If student contributions

are involved, the necessary funds must be in the hands of the Principal before the trip will be
taken.

● Any overnight or out-of-state field trips must have the prior approval of the School Board. These
requests are to be submitted to the Principal at least four weeks in advance of the next
scheduled board meeting. Field trip requests submitted after the posting of the School Board
agenda will be placed on the following month’s agenda. No overnight or out of state field trip will
occur without prior School Board approval.

● All chaperones are expected to read guidelines and sign the related form which outlines their basic
responsibilities. It is the lead teacher’s responsibility to conduct a meeting with all chaperones to
express these basic responsibilities and those more specific to the particular trip.

● Field trips that are considered “recreation” or “reward” must have an accompanied form from each
teacher signing off that the student is passing the course and can miss the class time to attend the
trip. Failure to pass means the student is not eligible to attend.

General Regulations for Field Trips
1. Field trip requests must be made in writing at least one week prior to in-state/day trips and four

weeks prior to out of state/overnight trips. Dates, costs, number of chaperones, and purpose of the trip(s)
will be included with the request.

2. The number and gender of chaperones will be appropriate for the age of the student as well as the
nature and the duration of the trip.

3. Student permission slips must be completed and signed by a parent/guardian before students will
be allowed on trips.

4. Students are not to be given unchaperoned or “free time” on trips.
5. Students are expected to attend scheduled trips except in cases of emergency, illness or disciplinary
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action.
6. Immediate communications shall be established with the building administrator or superintendent

if disciplinary or other problems occur during the trip. Written documentation of any and all incidents are
due to the principal in writing within 24 hours of the incident or when it is discovered by chaperones,
whichever is earlier.

7. All Franklin School District policies and rules are in effect during field trips.
8. Before the bus leaves, attendance will be taken and a copy of who is actually on the bus will be

brought to the secretary in the office. Everyone who leaves on the bus MUST return on the bus unless
prior arrangements have been made with the administration. Before the return trip attendance will again be
taken to account for all students.

Transportation
1. Use of private vehicles for field trips is discouraged. If private vehicles are approved then the

Superintendent must also approve the driver and the drivers must provide proof of appropriate
insurance coverage, since school district insurance does not cover the use of private vehicles.

2. Bicycle trips cannot be scheduled since the school district insurance policy does not cover this mode
of transportation.

3. Walking trips are permissible, with field trip forms and the permission of the building administrator
or designee.

4. Bus transportation arrangements must be made with the district’s transportation provider or approved
charter.

5. First aid kits must be on buses and private vehicles used for field trips.
6. Transportation costs to students are to be kept to a minimum. Students should not be excluded from

trips due to lack of funds.

Note: See policy EEAG for information about transporting students in an employee’s personal vehicle.

Fire Drills
Periodically 10 fire drills will be scheduled during the school year. Students are to move to the nearest
exit, and when outside, move at least 50 feet from the building. When exiting classrooms, students are
expected to be quiet, follow the teacher’s directions, and walk to the designated area.  During some drills,
chosen exits will be blocked. Be prepared to reverse direction and leave by another exit. The classroom
teacher will inform you of exit directions. Fire drill evacuation routes are displayed in each room. Students
are expected to report to their assigned teacher after leaving the building. Everyone must leave the
building. Other emergency preparedness drills will occur during the school year.

A teacher will be responsible for:
1.  Seeing that the classroom windows and doors are closed.
2.  Ensuring that the classroom lights, electrical circuits, and gas jets are turned off.
3.  Maintaining order during evacuation
4.  Taking the rank book and checking attendance once the class is outside
5.  Reporting students who are not accounted for to the principal or the principal’s designee on the front

lawn, the west parking lot, and the rear of the building
6.  Following any additional procedures outlined in the building’s emergency plan.
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Fundraising Guidelines
In scheduling fundraisers, the following guidelines will apply:
Fundraisers for student activities:

1. All fund raising activities will be approved by the superintendent or his/her designee.
2. Fundraisers that provide a student/staff generated product/service are preferred over those that sell a

commercial product/service.
3. There will be no solicitation of students or staff during class time. Should an individual fail to

comply, the class, club, or organization they represent will be prohibited from fundraising for a
period to be determined by administration and approved by the superintendent on a case-by-case
basis.

4. Door-to-door selling by students will not be promoted.
5. All fundraising will be for the benefit of Franklin students for school-sponsored activities.
6. All money collected will be delivered to the coach/advisor that will promptly turn it into the

bookkeeper within 24 hours. The source of all funds collected, with receipts provided, will be
recorded and kept on file with the bookkeeper.

7. Any adult volunteers who may be asked by the coach/advisor to collect money or manage a
fundraiser on the team/club’s behalf must be approved by the superintendent.

8. All items will be purchased through the student activity account which is managed by the
bookkeeper. Purchases of items with personal funds must be pre approved by the principal before
purchasing the items.

Staff Fundraising:
1. Staff will not solicit on school grounds during the school day for any reason without prior approval

of the superintendent.  This includes raising money for charitable causes, selling commercial or
homemade products, and raising money for other profit or non-profit groups.

2. Staff will not use social media to raise funds for their classrooms without speaking with the
principal. The principal will then speak with the superintendent about the request.

Soliciting by School Related Groups:
1. All PTO, Booster Club and other school related group fundraisers that actively involve Franklin

School children or staff will be approved in advance by the superintendent.
2. Fundraisers which are done without involving children or staff do not need approval; however,

groups should check with school administration regarding the purpose of the fundraising to assure
that gifts and donations are consistent with school mission, vision, goals, outcomes, and objectives.
Gifts and donations in excess of $300 must be accepted by the school board at a regular meeting.

3. A form will be filed out to include a description of the fundraiser, dates of the activities, role of the
children or staff, and purpose of the fundraising. If school facilities are being used, a facilities form
must accompany the fundraising information.

4. All monies will be handled at all times by members of the fundraising group, not school staff.
5. Approval from the superintendent must be secured at least one week in advance.
6. Appeals may be made to the School Board at their regularly scheduled meetings.

Soliciting by Outside Groups: SB Policy # KH
1. As a general policy, there will be no solicitation within the schools during instructional time. No

commercial enterprise may solicit in the schools. Outside nonprofit organizations may only solicit
in the schools with school sponsorship and the approval of the Superintendent.
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2. Requests to solicit must be submitted in writing to the Superintendent at least 30 days prior to the
implementation of the requested activity.  The Superintendent reserves the right to permit
solicitations within the schools.  The Superintendent shall seek direction from the School board as
needed.

3. Decisions may be appealed to the School Board.

Gifts and Solicitations, Staff SB Policy # GBEBC
All employees of the board are prohibited from accepting things of value from companies or organizations
doing business with the School District. Exceptions to this policy are the acceptance of minor items that
are generally distributed by the companies through public relations programs.

No organization may solicit funds of staff members within the schools, nor may anyone distribute flyers or
other materials related to fund drives through the schools, without the approval of the Superintendent.
Staff members will not be made responsible, nor will they assume responsibility for, the collection of any
money or distribution of any fund drive literature within the schools unless such activity has the
Superintendent's approval. The Board expects such activities to be kept to a minimum. The Superintendent
shall seek direction from the Board in instances where prior practice offers no guidance about a fund
drive.
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Grading
The School Board believes it is essential that parents be regularly and fully informed of their child’s
progress in school.  Franklin School Board Policy # IKAB states that “teachers must notify the
parent/guardian of failing students at least three weeks before the end of the marking period. No Student
should fail that has not received a warning. Sending a warning home a few days prior to the end of the
marking period does not satisfy or meet this requirement”. Posting information on the online grading
system does not satisfy the notification requirements of this policy. Student Progress Reports will be
computer generated through ALMA and distributed to students at the midpoint of each term. Report cards
are printed and mailed home to each parent after each term.

A = 90-100: The student demonstrates expertise level mastery course concepts, skills, and knowledge.

B = 80-89: The student demonstrates mastery course concepts, skills, and knowledge.

C = 70-79: The student demonstrates acceptable mastery course concepts, skills, and knowledge.

D = 65- 70: The student demonstrates minimal mastery of course concepts, skills, and knowledge.

F = 64 - Below: The student has not demonstrated mastery of course competencies.

I = Incomplete: The student has yet to demonstrate mastery of required competencies to earn course credit.

Incompletes may be given in quarters one, two, and three for students who have not completed the
requirements of the course.  Incompletes must be cleared within 10 school days of the end of the term,
except for term 4 which will be 5 days.  No incompletes will be given for quarter four without permission
of the principal.

COMPETENCY BASED GRADING:
1) Each student will be assessed on each competency in each course.

2) To earn course credit a student must earn an overall average of 65% or higher.
Additionally, students must earn a 3 or better in ALL of a course’s competencies. If the
student has an average of 65% or higher, but does not earn a 3 or higher in all
competencies an “I” for an incomplete will be recorded in the final average (FAV) on
the student’s report card. The incomplete will need to be resolved through competency
recovery procedure outlined below to earn the credit.

3) Competency grade equivalents are: 100 to 86 = 4, proficient with distinction. 85 to 65
/70= 3, proficient. 64 to 50, below proficient. 49 and below = substantially below
proficient.

4) All competency summative assessments assigned are due prior to the end of the term.
Extended time and/or additional assessment will be granted at teacher discretion and
with the approval of the Principal for extenuating circumstances only. All other cases
will require students to use VLACS to recover the competency and credit.

5) Any extended time granted is not intended for the purposes “re-teaching” or tutoring.

6) Students may not “opt-out” of an assigned summative competency assessment and
must make an attempt at competency within 2 school days of returning from an
absence. Students who do not make an attempt within 2 school days may be assigned a
different form of the competency assessment at the discretion of the teacher: This will
be considered a “remediation” and subject to the 70% grade limit.

36



7) Term grades will be calculated and recorded in the traditional manner, and are only an
average of student work and not necessarily competency. Individual teachers will
determine the weight of each assignment and the proportion of each grade category.
Teachers are expected to calculate summative assessments as no less than 80% of each
competency area. Formative activities should count no more than 20% of a student’s
grade.

8) Sports eligibility and  privileges will be based on term grades.

9) Assessing levels of competency will be determined by the summative assessments
defined in the curriculum documents for each course which are based on the Common
Core State Standards.

10) Formative assessments are used as “assessments for learning” and are only useful if
assigned, completed and evaluated in a timely manner prior to the summative
assessment. Teachers will only assign additional/replacement formative assessments as
part of a student’s further attempt at competency or remediation; otherwise all
formative assessments will be completed and evaluated prior to the related summative
assessment date and prior to the end of the term. Formative work must be turned in
within 2 school days when returning from an absence.

11) Attendance, behavior, effort, and timeliness of work are not academic competencies
and should not factor into an academic grade. These areas will affect the student’s
ability to gain privileges and meet school wide expectations as recorded on the two
school wide expectations for social and civic expectations for each course.

Grading Terms
Each grade term will be made up of 45 instructional days. Additional school days may be added to a
term due to school cancellation. The school calendar indicates the dates that “grades close”.  Teachers
must have grades entered into MMS by the Wednesday after each closing date.  Report cards are
mailed home by guidance within one week of the grade closing.

Hall Passes
All students must present a blue hall pass while passing through the corridors during instructional class
time.  These passes are to be written by the classroom teacher with the name of the student, date, time, and
reason for leaving the classroom. Students who are found without passes during hallway duty will be
returned to their teacher’s rooms. Teachers shall not allow students to work on the floor in the hallways
outside of their classrooms.

Indebtedness by Students
The office should be notified in writing by staff whenever students have lost property belonging to the
school, (i.e., library books, textbooks, money and property owed class activities, or monies owed the
school for other reasons like fundraisers.) Student parking, junior and senior privileges, and/or
participation in graduation may be adversely affected by having outstanding property due.
It is the student’s responsibility to properly care for all school property assigned to them.  Loss or
damage to assigned school property, including library books, textbooks, sports equipment,
fundraising money, property owed class activities, or monies owed the school for other reasons,
will result in the student being billed for the replacement value.
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Textbooks are provided by the school district with the expectation that a certain amount of wear is
inevitable, but also that careful handling will be in order.  Students are responsible for the return of
textbooks if they are to avoid replacement cost.
Students who do not return school property will be restricted from attending or participating
co-curricular or extra curricular activities.
Class dues will not count toward student indebtedness unless the dues are from a prior school year.
All class dues must be paid in full before purchasing tickets for the prom or senior banquet; or for
participation in winter carnival activities.

Instructional Needs of Students
The Board recognizes that each student has unique and distinctive learning styles, and that not all students
will excel in traditional classroom settings.  To that end, the administration will design the district’s
instructional and curricular program to meet the instructional needs of students with different talents,
interests, and development.
Administrators and teachers should collaborate to consider and address students’ different talents,
interests, and academic development when planning the district’s educational programs and curriculum.
Administrators and staff should explore alternative learning programs in order to meet instructional needs
of students with different talents.

Leave Requests / Reimbursement
Professional:
A Professional Approval/Reimbursement Form must be received in the SAU office at least one week prior
to attendance of the workshop/course.  This form must be signed by the employee and the building
principal with the appropriate documentation (workshop, course description, and cost of the program)
attached.
It is the responsibility of the staff member to register and pay for the workshop/course in advance.  Upon
successful completion of the workshop/course it is the staff member’s responsibility to submit the pink
copy of the Professional Approval/Reimbursement Form to the SAU office with a copy of a cancelled
check or receipt and documentation of attendance. Without this information, the form will be returned. A
check will be issued to the staff member on the next available vendor manifest.
Even in cases where reimbursement is not requested, it is the responsibility of the staff member to submit
documentation of attendance to the SAU office within 30 days of completion of the workshop/course in
order for the day to be paid as a professional day.

Personal:
Staff member must complete a Professional Approval / Reimbursement Form at least one week in advance
of the requested day.  The form must be signed by the staff member and the building principal then
forwarded to the SAU office for approval.  Personal Days will be granted on a first come, first serve basis
as they are received in the SAU office in accordance with the negotiated agreement between the Franklin
Board of Education and the Franklin Education Association which states, “not more than two (3)
elementary, two middle, and two high school staff members may exercise this benefit in any one (1) day”.
Please submit requests well in advance since no exceptions can be made to this policy. Once the business
administrator and superintendent approves/denies the request, the staff member will receive a copy.
Please contact the SAU if you have any questions.
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Sick
Staff members who discover that they are too ill to perform all of their regularly scheduled duties should
notify administration as soon as possible. If this is determined during school day notify the main office, or
administration, as soon as possible. If this is determined after school hours teachers are expected to
notify your administration prior to 7:00 pm or before 6:00 am with a phone call or text message.
After 6:00 am, plan to have your students be in the Mass Study Hall in the library.
Please ensure the following information is shared with your Assistant Principal:

1) Location of sub binder in classroom
2) If you have contacted staff to cover your classes/advisory
3) Advisory split information
4) Information regarding special events such as guest speakers or field trips
5) Special circumstances with individual students
6) Information about Learning Lab or lunch Duty, Morning or afternoon duty.
7) Information about emergency planning

If in the event that an emergency or illness arises after 7 pm please call the school and leave a message at
ext. 3421 and email your Assistant Principal.

Returning from Leave
● Professional: It is expected that all forms of leave are noted on the timesheet submitted each pay

period. Record days of leave as whole or full days, there is no consideration for leaves in the form
of hours.

● Support Staff: It is expected that weekly time sheets reflect accurate hours worked and hours of
leave used during the pay period. All time sheets are to be turned into the main office by noon each
Thursday.

Make Up Work
Each teacher should establish a process for providing students with make-up work from absences,
as well as opportunities to demonstrate mastery of a concept after a failed attempt. Since the focus
of our school is on learning it is imperative that efforts are made to allow students multiple
opportunities to learn. Students will have 2 school periods after an absence to complete all missed
work. Students will be allowed to make up their work while on suspension. Please see the section
on Competency Grading for more detailed information.

Meetings: Faculty
Faculty meetings and other such meetings of professional staff for administrative or instructional purposes
will be held once a month from 7:30-8:00 am. Attendance at these meetings is mandatory, unless
specifically excused by the principal. Coaches and club advisors should make arrangements to schedule
practice and meetings around these meetings. You are expected to accept calendar invites in your email so
that you can plan accordingly to attend these meetings. .

Missing or Stolen Property
Teachers are responsible for securing their personal items.  Valuables or money (such as fundraising items
or money) should be left in the main office in the safe.  Caution students to leave their valuables either on
their person or locked in their lockers.  Loss or theft of items must be reported as soon as possible and the
Report of Missing and Stolen Property Form.
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Movies for Instruction
The use of “Hollywood” produced movies for instructional purposes must be approved by administration
prior to their use in the classroom if the teacher intends on showing more than 30 total minutes of the
movie. It is expected that all other means be explored before requesting the use of a movie for
instructional purposes. To be approved the teacher must demonstrate that the viewing of the movie is the
most effective instructional method to use for any one or more competency or standard.

Non-School Employment
When a person is hired on a regular, full time basis, the Board considers that it has given her/him full-time
employment.  It shall, therefore, expect all employees to give the responsibilities of their positions in the
district precedence over any type of outside part-time work.

The outside work done by a staff member is of concern to the Board insofar as it may:
1. Prevent the employee from performing his responsibilities in an effective manner.
2. Be prejudicial to his effectiveness in the position; or might compromise or embarrass the school

district.
3. Raise a question of conflict of interest—for example, where the employee’s position in the district

gives him access to information or another advantage useful to the outside employer.

Therefore, an employee will not perform any duties related to an outside job during his regular working
hours or during the additional time that he needs to fulfill the responsibilities of the position; nor will an
employee use any district facilities, equipment, or materials in performing outside work. An employee will
confer with the Superintendent or his designee before accepting any outside employment and discuss the
prospective job in relation to the three points listed above.

Office Hours for Teachers
All professional staff are expected to establish regular “Office Hours” during which they are available for
their students until at least 4:00 pm one consistent day per week. These hours should be advertised
prominently in their classroom, communicated to parents, and announced on a regular basis to students in
class.

Parent Conferences
During September and February each year an open house is planned to provide parents with an
opportunity to visit with each of their child’s teachers to hear a brief description of the course and
the academic expectations.  A student led conference night is scheduled in the spring.. The SLC is
for the purpose of the students to present their portfolios to demonstrate their “GOLDEN”
attributes. Parents and teachers may ask for an individual parent teacher conference at any time
during the school year to address any concerns.

Parties
No parties including student and staff birthdays should be held during the instructional school day unless
they serve a definite educational purpose and are approved by the administration.

40



Personnel Records
The Superintendent is authorized and directed to develop and implement a comprehensive and efficient
system of personnel records, under the following guidelines:

1. A personnel folder to each employee, certified and non-certified, shall be accurately maintained in
the administrative offices.

2. In addition to the application for employment and references, such folders shall contain records
and information relative to compensation, payroll deductions, evaluations, and such other
information as may be considered pertinent.

3. All personnel records of individual employees of the Board shall be considered confidential.  They
shall not be open for public inspection.  The Superintendent and his/her designees shall take the
necessary steps to safeguard against unauthorized use of all confidential material.

4. Each employee shall have the right, upon request and within a reasonable period of time, to review
the contents of his own personnel file, with the exception of references and recommendations
provided to the district on a confidential basis by universities, colleges, or persons not connected
with the district.

5. List of district employees’ names and addresses shall be released only to governmental agencies as
required for official reports, or as otherwise permitted by the School Board in accord with the State
Board of Education regulations (i.e. directory information). A list of employees and their salaries
shall be tendered to any citizen upon request in accordance with RSA 91-A.  Also see Mans v.
Lebanon School Board, 112 NH 160 (1972).

Personnel with HIV: SB Policy # GBEB
The Franklin School Board recognizes public concern over the spread of the Human Immunodeficiency
Virus and the resulting Acquired Immune Deficiency Syndrome (AIDS) and the employment of personnel
who are infected with HIV.  The purpose of this policy is to protect and support the employee infected
with HIV and to provide for the education and support of the instructional and non instructional staff of
the department.

The School Board has established this policy based upon current medical knowledge that the HIV virus is
not transmitted by casual contact, or even by non-sexual household contact.  Likewise, a person who has
AIDS or is HIV infected poses no danger to fellow employees or to students at school.  Therefore, the
Franklin School District shall encourage HIV infected employees to work as long as their condition
allows, as with any other life threatening illness.

Lesson Plans
Teacher lesson plans are expected to be maintained on a weekly basis and should be available for review
by the administration or curriculum coordinator upon request.   Lesson plans should be consistent with the
district’s uniform lesson format that includes these main components:

a. Standards or skills to be taught.
b. Outline of topics
c. Lesson objectives
d. Assessments to ensure learning
e. Material needed
f. Relevant connections to students' lives
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PBIS
Positive Behavioral Interventions and Support (PBIS) is about improving school-wide student academic
and behavioral outcomes by ensuring that all students have access to the most effective and accurately
implemented instructional and behavioral practices and interventions possible. PBIS is an operational
framework for achieving these outcomes. It is NOT a curriculum, intervention, or practice, but IS a
decision making framework that guides selection, integration, and implementation of the best
evidence-based academic and behavioral practices for improving important academic and behavior
outcomes for all students. In general, PBIS emphasizes four integrated elements: (a) data for decision
making, (b) measurable outcomes supported and evaluated by data, (c) practices with evidence that these
outcomes are achievable, and (d) systems that efficiently and effective support implementation of these
practices. www.pbis.org

Professional Teacher Expectations
We will improve student achievement for each student through personalization and communication.
Beliefs:

▪ All students can learn.
▪ It is our job to create an environment in our classrooms which is conducive to student learning.
▪ We are confident that with our support and help, students can be successful in our classrooms.
▪ We are prepared to work collaboratively with colleagues, students, and parents to achieve this goal.

All teachers will ensure that:
▪ Course competencies are posted in the classroom.
▪ Lesson and unit objectives are listed on the board in student friendly language. (I Can)
▪ School goals are posted in the classroom.
▪ Instructional time is used for Competency Based Instruction
▪ Differentiation of instruction is obvious
▪ Inappropriate behaviors are managed at the classroom level.

Professional educators at Franklin High School will meet the following expectations:
1. Teachers must arrive at the school by 8:00 am and be in their classrooms at that time  each day.
2. Teachers who need to leave the school building during school hours shall call or sign out in the log

book located in the main office.  Please call or sign back in when re-entering the building.
3. Contact Parents – all parent contact does not need to be for negative reasons.  Please make it your

goal to talk to the parent or guardian of each of your students at least one time this year. It is a
good practice to keep records of parent communication and include such information as; who you
spoke with, the date of the call and the nature of the call on Alma.

4. Parent contact is expected and is non-negotiable in cases of academic failure. Course syllabi for all
courses taught shall be on file in the Principal’s office and distributed to students at the beginning
of each year/semester. Course syllabi will also be posted on the school’s website.

5. Teachers are to be in their classrooms during class and not leave students without staff supervision.
6. Routine classroom discipline should be, first, handled by the classroom teacher.
7. In general food is to be consumed in the cafeteria; however food and water in the classroom is a

privilege and at teacher discretion.
8. As the classroom outlets are wired for television units, computers, small personal appliances

cannot be permitted.  Inspections will be made by the Fire Chief and personal appliances may be
removed.
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9. All teachers have mailboxes in the staff workroom.  They are arranged alphabetically with your
mail placed under your name.  Office staff will make every effort to avoid classroom interruptions
by putting notices & messages in mailboxes.  Please check your mailbox at once a day.

10. Teacher presence in the halls during passing time is expected from all teachers every passing
period. This is a proven method of reducing interruptions to the school day.  Please monitor
bathrooms for unacceptable activity.

11. Please check the duty rosters included in your binder. You will not be reminded of an upcoming
duty and your presence at these mandatory duty stations is your responsibility.

12. Responsibility for books, furniture and materials located in the classroom rests with the teacher.
13. It is the teacher’s responsibility to notify the office if he/she is holding class in a location other

than the assigned classroom.
14. Scheduled meetings requiring the attendance of the teacher are mandatory.
15. At the close of the school day, please:

i. Close all windows
ii. Adjust shades to halfway

iii. Straighten chairs and pick-up debris
iv. Turn off classroom lights and lock classroom door(s).

16. If, during a period when there are no students or adults in your room you leave the room please
turn off the lights and lock the door(s).

17. Any staff wishing to contact media or that have been contacted by media must go through the
building principal first. Media will not be allowed past the main office without the building
principal or superintendent. Under no circumstances will the media be able to speak to students on
campus without the presence of the superintendent.

18. Please remember that we are here to serve the educational needs of all students.  They, and the
community-at-large, are a demanding clientele.  We are always in a fishbowl…our actions, words,
and written communication should be professional at all levels at all times.

Professional Staff Development Opportunities
Today’s dynamic and rapidly changing society, with its tremendous accumulation of new knowledge and
the attending obsolescence in some areas of practice makes it imperative that all staff members—teachers,
clerical, technical, operations, maintenance, and administrative---be engaged in a continuous program of
professional and technical growth in order that they may be qualified to provide a quality educational
program for all students being served by the public schools.

It is the policy of the School Board that a program of in-service training be established to provide an
opportunity for the continuous professional and technical growth of professional staff. As a result of the
operation of this policy, staff members will become knowledgeable regarding new developments and
changes in their specialized fields and will utilize new and improved methods in practice.

The administrative staff employing administrative and management techniques consistent with modern
management development, will provide leadership which will assist each staff member to make a
maximum contribution to the school district’s effort to provide a quality educational program for all
students. Staff who attend professional development through grant monies or district monies are expected
to share that knowledge at an inservice day presentation or an activity at a staff meeting.

43



Repairs and Maintenance
If something in the classroom needs repairing, a submission through “School Dude” is required. The
repair request is forwarded to the building and grounds department. Maintenance requests in the form of
emails, telephone calls or verbally will not be honored, except in the case of emergency. Routine requests
and follow through must go through the proper channels. If you do not receive results using the “School
Dude”

Resignation of Staff: Release From Contract
All staff members who sign a contract will be expected to honor the contract and serve for the entire
contractual year.  Resignations will not be accepted nor will release from contract be granted after July 1
of the year of the contract, except in cases of unusual hardship or disabling illness, as determined by the
School Board.

If a staff member defaults on a contract after July 1, administration will inform any potential employer that
the individual is not available for employment. In special cases, as determined by the School Board, the
provisions of this policy may be waived only if the Board and staff member mutually agree in writing.

School Board Policies
All School Board Policies are available online at www.franklin.k12.nh.us.  Hard copies are available from
both the SAU #18 Office or the high school main office.

Sexual Harassment: SB Policy # JBAA
The Franklin School District seeks to provide an educational environment in which everyone may work
and learn in an atmosphere of respect for the dignity and worth of all.  Such an environment must be free
of sexual harassment.  The District prohibits any form of sexual harassment and sexual violence.  In order
to promote an environment free of sexual harassment, the administration will review this policy annually
will all staff and students to ensure that our employees and students are fully informed about the District’s
prohibitions on sexual harassment.  In addition, this policy will be published in student handbooks and
distributed to teachers and parents and/or guardians of student.

Sexual harassment is a form of sexual discrimination, which violates Section 703 of Title VII of the Civil
Rights Act of 1964, as amended 42 U.S.C. 2000e, et seq., and Title IX.  Sexual violence is a physical act
of aggression that includes a sexual act or proposal. It shall be a violation of this policy for any student or
employee to harass a student or an employee through conduct or communication of a sexual nature as
defined by this policy. It shall be a violation of this policy for any student or employee to be sexually
violent to a student or employee.

The District will act to investigate all complaints, formal or informal, verbal or written, of sexual
harassment or sexual violence and to discipline any student or employee who sexually harasses or it
sexually violent to a student or employee of the District. Please review the Franklin School District
Sexual harassment and Sexual Violence Report Form located in the back of this binder and on the school’s
website.
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Social Networking: SB Policy GBEBD
The Franklin School Board strongly discourages school district staff from socializing with students or
other board members on social networking websites, including but not limited to Instagram, SnapChat or
Facebook.
All school district employees, faculty and staff who participate in social networking websites shall not
post any school district data, documents, photographs or other district owned or created information on
any website.  Further, the posting of any private or confidential school district material on such websites is
strictly prohibited.
School district employees are prohibited from engaging in any conduct on social networking websites that
violates the law, school board policies, or other standards of conduct.  Employees who violate this policy
may face discipline and/or termination, in line with other school board policies and/or collective
bargaining agreements, if applicable.
Nothing in this policy prohibits employees, faculty, staff or students from the use of educational websites
if such sites are used solely for educational purposes. Access to social networking websites for individual
use during school hours is prohibited.

Staff-Student Relations: SB Policy # GBH
The Franklin School Board expects all staff members, including teachers, coaches, counselors,
administrators and others, to maintain the highest professional, moral and ethical standards in their
conduct with students. For the purposes of this policy, staff members also include school volunteers.  The
interactions and relationships between staff members and students should be based upon mutual respect
and trust; an understanding of the appropriate boundaries between adults and students in an educational
setting; and consistent with the educational mission of the schools.

Prohibited Conduct
Examples of unacceptable conduct by staff members that are expressly prohibited include but are not
limited to the following:

● Any type of sexual or inappropriate physical contact with students or any other conduct that might
be considered harassment under the board’s policy on Harassment and Sexual Harassment of
Students;

● Singling out a particular student or students for personal attention and friendship beyond the
normal teacher-student relationship;

● For non-guidance/counseling staff, encouraging students to confide their personal or family
problems and/or relationships. If a student initiates such discussions, staff members are expected to
be supportive but to refer the student to appropriate guidance/counseling staff. In either case, staff
involvement should be limited to a direct connection to the student’s school performance.

● Sexual banter, allusions, jokes or innuendos with students;

● Asking a student to keep a secret;

● Disclosing personal, sexual, family, employment concerns, or other private matters to one or more
students;

● Addressing students with terms of endearment, pet names or otherwise in an overly familiar
manner; and
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● Permitting students to address you by your first name, nickname or otherwise in an overly familiar
manner.

Before engaging in the following activities, staff members will review the activity with their building
principal or supervisor, as appropriate:

● Being alone with individual students out of public view;

● Driving students home or to other locations;

● Inviting or allowing students to visit the staff member’s home;

● Visiting a student’s home without another staff member, unless on official school business;

● Maintaining personal contact with a student outside of school by telephone or text messaging,
computer (such as e-mail, Instant Messenger, social networking sites), or letters (beyond
homework or other legitimate school business);

● Exchanging personal gifts (beyond the customary student-teacher gifts); and/or

● Socializing or spending time with students (including but not limited to activities such as going out
for meals or movies, shopping, traveling, and recreational activities) outside of school-sponsored
events except as participants in organized community activities.

Staff members are expected to be sensitive to the appearance of impropriety in their conduct with students.
Staff members are encouraged to discuss issues with their building administrator or supervisor whenever
they are unsure whether particular conduct may constitute a violation of this policy.

Reporting Violations:
Students and/or their parents/guardians are strongly encouraged to notify the principal (or other
appropriate administrator) if they believe a teacher or other staff member may be engaging in conduct that
violates this policy. Staff members are required to notify promptly the appropriate building administrator
or superintendent if they become aware of a situation that may constitute a violation of this policy.

Disciplinary Action:
Staff violations of this policy shall result in disciplinary action up to and including dismissal. Violations
involving sexual or other abuse will also result in referral to the Department of Health and Human
Services and/or law enforcement in accordance with board’s policy.

Staff Protection
The Board will protect its employees against claims that may be entered against them as a result of
carrying out their assigned responsibilities.  To protect its own financial resources as well, the Franklin
School Board will provide liability coverage for all personnel, malpractice insurance as found needed,
workers’ compensation, and unemployment compensation coverage.
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Staff Rights and Responsibilities
All staff members have a responsibility to and shall make themselves familiar with, and abide by, the laws
of the state and these affect their work, the policies of the Board and the regulations designated to
implement them.

The Board reaffirms one of the oldest beliefs in education:
One of the best methods of instruction is that of setting a good example.

All staff members shall carry out their assigned responsibilities with conscientious concern.  The first
responsibility of the instructional staff is the education of the student. Also essential to the success of
ongoing school operations and the instructional program are the following specific responsibilities, which
shall be required of all personnel:

1. Faithfulness and promptness in attendance at work
2. Support and enforcement of policies of the Board and regulations of the school administration in

regard to students
3. Diligence in submitting required reports promptly a the times specified
4. Care and protection of school property
5. Concern and attention toward their own and the Board’s legal responsibility for the safety and

welfare of students, including the need to ensure that students are under supervision at all times.

In their association with students, all school employees shall set examples that are an important part of the
educational process.  Their manner, dress, courteousness, industry, and attitudes establish models that
affect the development of young people.  The Board expects its staff members to set exemplary models as
well as provide exemplary instruction.

Supervision of Students
Classroom management is a major responsibility. It should be a part of every teacher’s daily routine. The
best method of proper classroom management is setting a good example with teacher behavior and with
regard for school procedures.

1. As educators, it is our responsibility to role model mutual respect to colleagues and students.
2 A seating plan is required for each class. A seating chart is very helpful to substitutes and helps to

control destruction and damage of classroom furniture.
3. Teachers should insist that students address them respectfully by using Mr., Miss, Ms., or Mrs.,

and the last name. Students may not call faculty by their first names or just their last name.
4. Teachers have full responsibility for the welfare of all students assigned to them each period. Do

not permit students to leave the classroom without authorization or leave students unsupervised in
the classroom. Students are to have written blue passes when being excused during their classes.
Wooden passes are used only for use of the bathroom.

5. All student textbooks should be covered. Book covers are available free of charge in the guidance
office or Campus Creations.  This is School Board Policy #JFCB.

6. If a student becomes disruptive and needs to be removed from class, send him/her to the
Student Support Room (SSR).  The staff member in SSR should notify, in writing, to the
Assistant Principal whenever a student is sent to their space with a brief description of who it
was, why they were sent to SSR, and the action plan to prevent this from happening again.

7. No student may be sent out of the building at any time except with the permission of the main
office.
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8 Students may not be called out of regular classes by anyone other than the main office, guidance,
or by the school social worker.

9 Students shall remain in class for the duration of the class or study hall period, with the occasional
exception of the CTE students. Students should wait to be dismissed by the teacher.

10 Teachers should encourage students to have all necessary materials (pencil, notebook, etc.) for
classes. Except for emergency reasons, no student should be permitted to go to his or her locker for
anything after the tone has sounded.

11 The privilege of food and water in the classroom is at the discretion of the classroom teacher.
Abuse of reasonable expectations for cleanliness will result in loss of this privilege.

12 When leaving the building for the day, any students under teacher supervision must also leave the
facility.

13 All students shall be treated as individuals with consistency and respect.

Substitute Teachers:
In order for substitute teachers to carry out the job of teaching more effectively, each teacher should
ensure that there are substantive plans made for an absence. In the case of an unanticipated absence,
teachers are to turn in Emergency Substitute Plans to the main office at the beginning of each term or
when needs change. Regular substitute plans for planned absences should be left within a conspicuous
place or with the assistant principal. All sub plans should include the following as a minimum:

1. Class lists
2. An up-to-date seating plan for all classes
3. Clear lessons planned out in a logical and understandable format
4. Suggestions for additional or alternate plans.
5. Clear expectations for the completion and collection of student work
6. A list of the texts being used
7. Classroom management policies.
8. Fire drill exit information

If necessary, send in additional information by messenger or email, so as to enable the substitute to make
the lesson more valuable. All substitutes must fill out time cards the day they subbed and turn them into
the office before leaving for the day.

Suicide Ideation Reporting Procedure:
1. A suicide gesture or discussion of such made by any student must be reported immediately to a

guidance counselor, administrator or law enforcement.
2. A conference between counselor and student must occur as soon as possible.
3. Parents must always be notified following the above conference.
4. In all possible cases, the parent must pick up the student from school and have a conference with the

guidance counselor.  If the parent refuses to pick up the student, the Principal is to be notified
immediately.

5. If the parent/guardian cannot be reached and the student maintains that a suicide gesture or attempt
will be made or has been made, two school officials will transfer the student to the nearest
emergency medical service facility.
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6. Anytime an emergency conference is held, conference notes must be completed and signed by all
participating individuals.

7. If a student makes a suicide gesture or attempt during the school day, the parents must come to
school as soon as possible.

8. All phone calls regarding any suicide reference must be documented.
9. All suicide emergency conference documentation must be kept in one file that is locked at all times.
10. A copy of the emergency conference documentation must be forwarded to the central office.

Summer School
Students wishing to make up failed courses through an approved summer school program or an approved
tutorial by a certified teacher may earn credit in the following manner:

1. In order to be eligible for credit recovery, a student must have received a failing grade.
2. Having completed all credit recovery requirements, the student’s transcript will reflect a summer

school course and earn a “P” to receive credit. The original grade earned or course will not be
replaced and will remain a factor in the student’s GPA.

3. To gain eligibility for fall athletics through summer school credit recovery, the following criteria
must be met:

1. The student must have at least 1 passing term grade for the 4th term and earned prior to the
start of the season.

2. The failing term grade intended for make-up must be higher than 50%.
3. To gain eligibility with any failing term grade, credit must be earned for that particular course

with an average of grades from the terms. For example, grades such as 75% for Q3 and 55%
for Q4 would make the player ineligible even though the final grade average would be
passing at 68%. The prospective athlete must enroll in summer school to address
competencies from quarter 4 to become eligible.

Supplies
Supplies will be issued when requested on a supply requisition form (available online). Requests will be
filled within 24 hours, with supplies usually being put in the teacher’s mailbox. Students should be
allotted paper supplies, but not in unlimited quantities. Issue what is needed to complete assignments from
classroom supplies. Students are expected to bring their own writing utensils to class.

Tobacco Products: SB Policy # GBED and GBK
No person shall use any tobacco in any facility maintained by the School District, nor on any of the
grounds of the District.

Tutoring for Pay: SB Policy # GCQAB
It is Board Policy that no teacher may receive pay for tutoring one of his own pupils.  A teacher should
also avoid tutoring any child from his building. All questions regarding tutoring should be referred to the
teacher’s building principal. This does not apply to homebound instruction assigned by the school
administration.
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Visitors
All visitors to Franklin High School will check in to the main office, who will explain the purpose
of their visit to office personnel. Visitors to the school building during the school day will be
allowed if the purpose of the visit is supportive of the school’s mission and part of a school
function. Visitors must also be qualified to carry out the purpose of their visit. For example, guest
speakers or college representatives regularly visit our school to enhance the classroom experience
and speak about educational opportunities beyond high school.
All visitors will have a name badge clearly identifying the person as a visitor. Any student who
sees a person in the school building they do not recognize as an FHS student should report this to
the office or a staff member as soon as possible. Please do not approach the person yourself.
Requests to invite non-students to the school building during the school day for the purposes of
“shadowing” students will be denied as this is generally disruptive and is a safety issue. In the
interest of heightened building security and the maintenance of our environment for learning, we
must request that visits by friends and alumni be scheduled after 3:15 pm. School officials will
report to local authorities any suspicious individuals who are on school grounds without a
legitimate reason.
Staff are asked to communicate with the main office within (24) hours of any potential visitors that
they may be expecting.

Website
It is expected that each teacher leader, club advisor, class advisor or program coordinator maintain
accurate, useful and timely information on the school’s website.
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