
  



  



 

  



 

 

 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

 
 

     ATTENDANCE/TRUANCY POLICY 
Students are expected to be at school, and on time.  Students with a habit of good attendance generally achieve higher grades and                      
enjoy school more.  A major focus of Hugoton High School is to help prepare students for success in postsecondary education and/or                     
the workforce.  Being able to show up consistently, and on time, is a skill that all employers are looking for, and we want to help build                          
this trait in our students.  Being responsible in contacting your employer, or in this case the high school, when an absence is necessary                       
is another attribute that employers desire in their employees.  We require that a parent contact the high school office as soon as                      
possible when a student will be gone for any reason.  Students who are 18 years of age or older, and live outside of the family                         
home, may call themselves in sick, etc.  Students who are 18 and still live at home will need a parent to contact the high                        
school office for absences. 
  
There are four types of absences: excused, unexcused, school activity, and prearranged.  None of the following lists of examples is all 

inclusive. 

Excused (EX) absences require parent contact to the high school office, and include: 

● illness 
 

● serious illness or death of a family member 
 

● obligatory religious observances 
 

● emergencies calling for the student’s services or presence at home 
 

A student may have up to 10 excused absences per semester.  After 10 excused absences for any reason, a student must have a                       
doctor’s note, or be sent home by the school nurse, in order to be granted any more excused absences.  Any absences after 10 that                        
are not accompanied by professional documentation will count as an unexcused absence.  The student will not receive credit for work                    
that was to be turned in that day in class, and must be responsible for getting any assignments that were assigned for the day their                         
absence was unexcused, as they will be due on the originally assigned date.  Extenuating circumstances such as prolonged                  
hospitalization will be taken into account, but 10 days per semester is enough to accommodate most situations.  The purpose of this                     
policy is to help prepare students for life outside of high school, and the expectations of employers for their employees to show up to                        
work.  Additionally, frequent absences makes it difficult to learn the material that is being taught in their classes.  Parents will be                     
informed in writing when the student reaches 7 excused absences for a semester, and again when the students has reached the 10                      
absence limit. 

 

Unexcused (UA) absences include: 
● illness not cleared by a parent 

 
● hair appointments 

 
● sleeping in 

 
● staying home to work on school work 

 
● “skipping” classes during the day without parent approval or checking out in the office 

 
Consequences for unexcused absences: 
Detention(s) 

 
● Non participation in school activities 

 



● Loss of right to make up work for credit  



 

 

● Truancy referral 
 

● A student is considered truant if he/she is inexcusably absent the substantial part of either three consecutive 
days, five cumulative days per semester, or seven cumulative days per school year, whichever comes first. 
(per K.S.A. 72-1113) 

 

Pre-arranged (PA) absences require that a student come to the office, get a blue Pre-Arranged Absence form, have it filled out by 
teachers and a parent, and return the form to the office before the absence occurs.  Pre-arranged absences do not count against a 
student’s total number of excused absences and include: 

● College visits - needs a college visit form from high school counselor’s office to be turned in upon returning 
 

● Doctors appointments - needs to be accompanied by a doctor’s note upon return 
 

● Physical therapy 
 

● Family trip, funeral, etc. 
 

School-sponsored Activity (SA) absences include any trip that is made representing HHS in any competition, activity, etc.  These 
absences do not count against a student’s total number of excused absences for a semester. 

The principal will have the final say as to whether or not an absence is excused or unexcused. 

 

 

Tardy Policy (per quarter) 

     Tardiness is viewed as a disruption to the classroom environment.  Coming late to class not only deprives the tardy student of the 
entire learning experience, be it also disrupts the education of others.  Punctuality is a trait that employers and postsecondary 
institutions find desirable in their employees and students.  We want to help students be prepared for life after high school by forming 
good habits now.   

     Students expected to report to their classes on time.  If a student misses more than ½ of first or second hour they will be considered 
absent.  If a student comes in late first hour, they need to report to the office for an admit slip.  If a student shows up for class after 
attendance has been taken first hour, the teacher should send the student to the office for an admit slip.  For all other hours, a student 
will be considered missing, or in the wrong place, for any tardy that is more than 5 minutes after the tardy bell, and a discipline referral 
will be written for that violation.   

     Teachers are discouraged from holding students late in their class to finish assignments, clean up, etc., and this should only be done 
in rare circumstances.  If a teacher sends a pass with a student in these rare circumstances the tardy will be excused.  Not all reasons 
for tardies are excused, even with parent notification.  Mrs. Witt will determine whether a tardy is an excused or unexcused tardy. 

     Tardies 1-3 per quarter will be handled by the classroom teacher, with parent notification on the 3rd tardy.   On the 4th, and 
subsequent  tardies, an office referral will be written. 

 

 



  



 

 

HALL PASSES 

PINK PASSES are issued by teachers to students for movement from assigned areas on the school grounds  

and  presented to the teacher upon arriving at their destination. 

BLUE PASSES (SIGN IN/SIGN OUT) Blue passes are issued by office personnel only for the purpose of leaving  

campus.  They are presented to the student’s teacher and then to the office when the student checks out.  All  

students are required to sign out before leaving school grounds and must have parental permission on record 

 in the Principal’s office.  Leaving campus without administrative permission may result in disciplinary action, 

 including ISS. 

ADMIT PASSES are issued to students when they return to school after any absence, students must check in  

at the office and obtain an admit slip to enter class.  If you are absent for any part of a day, you must check in  

at the office when you arrive at school.  

Students shall not be allowed to run personal errands for school employees off school premises during  

the school day. 

 

RELEASE OF STUDENT DURING SCHOOL (JBH) 

1. Students are not permitted to leave campus after their arrival to school without school 

                      authorization.  Permission to leave can only be obtained from the Principal  

                                   or Assistant Principal.  The school must be notified, by the parents/guardians 

                                   regarding who will be picking up the student and at what time student is to be  

                                   dismissed.  A note is recommended but a phone call will suffice. 

2. Students with pre-arranged absences must checkout through the office. 

3. The checkout sheet must be signed when a student leaves the building and again 

if the student returns to school that day.  Those who fail to leave campus without 

administrative approval will face disciplinary action. 

 

BEHAVIOR/CONDUCT (JCDA) 

It is our goal at Hugoton High School to provide a safe environment for all students so the learning process 
 is at its highest level at all times for all students.  We ask our students to practice the core values  

of respect, responsibility, integrity, servant leadership and sportsmanship.  We ask all students  
to follow four basic guidelines, and to make personal choices with these guidelines in mind: 

 
● Respect Yourself 
● Respect Others 
● Respect Others Property 
● Respect the Learning Process 

 

 



 

 

 

 

Level 1 Offenses: To be handled by the teacher 

Classroom Disruptions (including but not limited to the following) 

● Nonproductive, unprepared for class 
 

● Excessive talking/minor classroom disruptions 
 

● Failure to follow directions 
 

● Public displays of affection* 
 

● Throwing objects* 
 

● Dress Code* 
Teacher Guidelines: 

1. Conference with student (warning)  

2. Teacher assigned detention and parent notification (document contact) 

3. Teacher assigned detention and parent phone call (document contact) 

4. Removal from class for the day - in this referral document the dates of other infractions,  

5. interventions tried, and when contact was made home 

6. After 2nd removal from class a behavioral plan will be written 

7. On the 3rd removal from class the student will be removed permanently with a Withdrawal/Fail 

8. For Dress Code, we are seeking compliance.   

     Students will have 3 options:  

1) change clothes or  

2) call home for a change of clothes.  In either case if the student changes no referral  

   needs to be written.  If they refuse to change clothes option  

3) is to be referred to the office for ISS for the remainder of the day.  This a referral  

  to the office needs to be written.  The 3rd time a student goes to ISS for dress code violations  

                               and refusing to change, the referral becomes insubordination  

(Step 2) 

*If this behavior occurs outside of your classroom, during passing periods, lunch, etc. the student(s) 

may be brought to the office for steps 2-4 

Student Conduct (in classroom or common areas) 

● Inappropriate language, obscene gestures, profanity, disorderly conduct (if directed at a staff member or another  
student it constitutes a Level 3 Offense - see below) 

Teacher Guidelines: 

1. Issue warning (only appropriate if offense is minor in nature) 
2. Teacher assigned detention and parent contact 



3. Removal from class, written referral, ESD - extended school day(s), parent contact 
4. Removal from class, written referral, 1-3 days of ISS, behavior plan, parent meeting 
5. Removal from class, written referral, 1-3 days of OSS, W/F from class, parent meeting 

*If this behavior occurs outside of your classroom, during passing periods, lunch, etc. the student(s) may be 
brought to the office for steps 2-4 

 

 

 

Missing/Wrong Place 

▪ Student(s) who either don’t have a hall pass, are out of the class for an extraordinary period of time,  

or who are not in the area(s) indicated on the pass.  In order to keep track of these students teachers  

will only use generic hall passes for the restroom.  For any other purpose the teacher will write a pass that indicates 

where the student is supposed to be and the time that they left the classroom 

Teacher Guidelines: 

1. Student will be returned to class and teacher assigned discipline 

2. Student will be returned to class, teacher assigned discipline, and parent contact 

3. Written referral indicating previous instances and contact with parent, ESD - extended school  

   day(s) assigned, parent contact 

4. Written referral, ISS, student placed on restricted hall use, and parent contact 

5. Refusal to obey restricted hall use will result in insubordination Step 2 

*If a student leaves campus without properly signing out with parental approval discipline will begin on Step 3 

 

Forgery, Cheating, Plagiarism, Academic Dishonesty (including, but not limited to the following) 

o Cheating on a test/quiz/assignment (applies to both the person giving and receiving the answers) 

o Plagiarism 

o Forgery (includes notes to the school, forms, etc.) 

Teacher Guidelines: 

1. Loss of credit for the assignment and phone call home (document in GoEdustar) 

2. Loss of credit, phone call home, written referral for ESD - extended school day(s), removal from  

 class with W/F if it occurs in the same course 

3. Loss of credit, phone call home, written referral for 1-3 days ISS 

 

Electronic Device 

o When used properly, electronic and cellular devices have the capability of offering a wide variety of educational  

benefits.  They can also serve as a major distraction to the educational process.  Therefore, the use of electronic  

and cellular devices in the classroom will be prohibited except for teacher initiated activities.  During lunch, before 

 and after school, these items will be allowed in common areas. 



Teacher Guidelines: 

1. Teacher confiscates and the office will return it at the end of the day (document in GoEdustar) 

2. Teacher confiscates, written referral, office will return at the end of the day, parent contact 

3. Teacher confiscates, written referral, returned to parent only, student is assigned ESD 

4. Further instances will be handled as an insubordination Level 2 Offense 

 

 

 

 

Tardy Policy (per quarter) 

o Tardies are considered a disruption to the overall learning environment of the class.  Not only does the tardy  

student miss out on instruction, they disrupt the entire class when they enter late.  Teachers will monitor tardies  

by their own class rules and will outline appropriate consequences for these tardies.  Tardies will reset each quarter.  For 

tardies that occur 1st hour the student must report to the office to get a tardy slip 

Teacher Guidelines: 

1. 1st Tardy - warning 

2. 2nd Tardy - teacher assigned detention (15 minutes) 

3. 3rd Tardy - teacher assigned detention (15 minutes) and contact parent 

4. 4th + Tardy - office refferal 

Level 2 Offenses: To be handled by administrator 

Insubordination 

o Student insubordination/disrespect to school personnel 

o Student disregard and/or defiance of authority (supervisors, chaperones, substitutes,  

o bus drivers, teachers, administration, or other staff members) 

o Refusal to obey appropriate directives from school personnel 

Teacher Guidelines: 

1. Removal from class for the day (if applicable), document in GoEdu, Lunch Detention 

2. Removal from class for the day (if applicable), document in GoEdu, teacher contacts parent, ESD,  

       possible behavior contract 

3. Removal from class for the day (if applicable), 1-3 days of ISS, removal from class with a W/F if  

       incidents were in the same class, and depending on situation possible recommendation for long- 

       term suspension or expulsion 

 

Tobacco Products & Lighters 

o Tobacco products include not only typical tobacco products (cigarettes, chewing tobacco, etc.) but electronic,  

              or vapor, cigarettes as well 



Teacher Guidelines: written referral for all incidents 

 

1. For possession: confiscate tobacco product, ESD - extended school day, parent contact 

2. For 1st use on school grounds/trips/etc. or 2nd possession: confiscate tobacco product,  

1 day ISS, parent contact 

3. 2nd use or 3rd possession: confiscate tobacco product, 1-3 days ISS, parent contact, referred to  

local law enforcement 

 

*Notification will be made to the activities/athletic director and consequences may apply in that area as well 

 

 

 

Inappropriate Use of Technology/Computers 

o The use of school provided technology is a privilege and not a right.  Unauthorized use of this technology  
including, but not limited to: accessing inappropriate or pornographic materials, attempting to “hack” into  
another person’s, or the school’s programs, attempting to access teacher materials, etc. is a serious matter 

Teacher Guidelines: 

1. Minor Offense: Teacher confiscates computer for the remainder of the period, teacher assigned  

consequences, contact parent, document in GoEdustar 

2. 2nd Minor Offense or 1st Major Offense: Office referral, ESD - extended school day(s),  restriction  

of technology privileges for up to 5 days, parent contact 

3. Office referral, 1-3 days of ISS, restriction of technology privileges for up to 10 days, contact parents 

4. Office referral, 1-3 days ISS/OSS, restriction of technology privileges for the remainder of the  

semester, possible removal from class with a W/F, contact parent 

5. Any inappropriate use of technology that violates local, state, or federal law will be referred to law  

enforcement 

 

Parking Violations 

o Parking permits are free to HHS students, but all students must have a parking permit in order to park on  

school property.  Parking on school property is a privilege that is accompanied by the responsibility to drive, 

 park, and ride responsibly 

Teacher Guidelines: 

1. Warning tickets may be issued for certain parking violations 

2. $5 ticket for parking without a permit, parking illegally (outside of designated lines), not obeying posted 

signs, parking in the staff parking lot, or driving dangerously. 

3. $5 ticket, written referral, parent contact, and possible loss of parking privileges. 

4. Accidents, vandalism, careless driving or behavior, and other major offenses that result in damage to  

private property or injury will be referred to law enforcement 

 



Level 3 Offenses: To be handled by administrator and possible referral to law enforcement 

 

Infractions: 

o Fighting/Incitement to fight/Disorderly behavior 

o Harassment, Intimidation, or Bullying 

o Abusive language toward staff member/student 

o Habitually disruptive 

o Minor vandalism, damage to school property 

 

 

 

 

Teacher Guidelines: 

1. Written referral, 1-3 days ISS/OSS 

2. Written referral, 3-5 days OSS, behavior contract 

3. Written referral, 5-10 days OSS, possible recommendation for long-term suspension or expulsion 

Level 4 Offenses: To be handled by administrator & referred to law enforcement 

Infractions: 

o Major vandalism, damage to school property 
 

o Possession of alcohol, drugs, or drug paraphernalia 
 

o Bomb threat, arson, gang-related activities 
 

o Weapons on school grounds (Weapons as defined by Board Policy JCDBB, and Kansas  
State Statute) 
 

Guidelines: 

1. Up to 10 days OSS and evaluation from acceptable drug and alcohol program 

2. Up to 90 days OSS and completion of drug and alcohol rehabilitation program 

3. Possible expulsion 

 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

 



  



  



  



  



  



  



 

 

 

 

 

  



 

 

  



 

 

  



  



  



  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 

  



 
 
 
 
 
 
 

 

 



 

  

  
  
    

    
    

    
   
   



    
   

   

   
  
   
   
   
  

  
    

   

   

   

   
    
  

   

   

  

 
  

 
 
 

 

  



  



 

 


