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G.T. NORMAN ELEMENTARY SCHOOL

District MISSION STATEMENT

Providing a diverse education with equitable opportonities in a svpportive environment.

District Vision
Leading the pack.

Porpose of the Handbook

This handbook is intended to help yov become familiar with ovr school and to find important
information which will be helpfol to both yov and your student(s). In addition, as yoo refer to the
table of contents, you will find detailed information about the daily operation of the building.

Important Phone Numbers

School Office (231) 832-5548
Fox Nomber (231) 832-6194
Transportation (231) 832-4232
Food Service (231) 832-7341

Welcome to GTN Elementary



TABLE OF CONTENTS

Parent Responsibilities .................... 3
Enrollment and ReSIdency ..........ooweeeeeeeeemrreeeeeeessneeeeseaes 3
Kindergarten Readiness ..............ccooeueereereeneenenereereenennnes 3
SCROOLHOUFS ...t eeeeeesae s sssnassenssssassssssssnssseass 4
Attendance and Absence Policy ...........cc.eeeeeeeeereeeeereerernen. 4-5
IUNESS OF IMOFY .....eoeeerereerececeeaeeeeeseneeseneceneeenenonssnsnnes 5
Emergency or Accident Procedores ..............cooeeremnnenneeeee A
Drop Off and Pick Up of Students ...............creueereeune.. A
BUS INFOrMALION .........oeveeeeeree e es e senena 6-8
School Cancellations, Delays, and Early Dismissals ...... 8
DIESS COUE ......ceeeerererrenrenrneresesssssssessssass s s snsssseses g
Health Information .............cceceeeereeereereeecosreneernsnernnnes 9
Casval-Contact Commonicable Diseases and Pests ... 9
HEAA LICE ......oeeereereeeerereesresseses s eee e ssesssssssssasssssssnes 9
Control of Non-Casval Contact Commonicable Diseases 9-10
Immonizations .............cccne..... 10
MedICALIONS ......c.oooeeereererrnrnersereesaeesesses s s s sassnsees n
Home-Bound and Hospitalized Services...................... n
Counseling Services..........eeuereeeeeeeerecereeereresesesesnnes 12
Computers and Internet Policy ..............c.cueeveeeeereeenee. 12
Media Information .. 12
Electronic ¢ Trading Cards..............ooeevevvereemeerrcrrernnnnes 12
Cell Phone/Telephone Use by Students .................. 1213
Search and Seizore ........ 13
Unlawfol Harassment..............c.oceeveecererueeceeneenenennnne 13-14
G.T. Norman Behavior Management Plan. ................. 15
DisCipling POlCY........c.eceveeerereeerererneeeneassarensansassanns 16-18
Behavior Definitions .............. 19-21
Pre-Disciplinary Procedore.................ccceerrerernenn. 22
Lonchroom Roles and Procedores 23
Recess Rules / Playground Roles . 23
Progress Reports and Parent Teacher Conferences 24
Contacting Teachers............ccoueceueeeeecereenereeerneeenannee 24
School Visitors and Volonteers .. 24
PTO and Parent Involvement ...................ccoooeueeuec.... 24
Parties . 25
Field THIpS ..cveveeeesereeeeeensennessensensessssaneanes 25
Library Book Policy.................... 25
Lost and Found 25
Teacher Reguests 26
EVACOation PlaNs .........cooueeeeeceeeeeneereeereneaessesnnsnneeas 26
Non-Discrimination Statement 26
Limited English Proficiency ................ccu.en.... 26
Bullying 26-27
Directory Information 27
Notice of Rights to Access and Rights to Privacy ... 28
Pesticide Notification 28

Helping Your Child to Succeed . 29




Parent Responsibilities

Please keep the school informed as to your corrent:
Address

Telephone nuomber

E-mail

Place of employment and telephone nomber
Doctor's name

Child Care

Contacts who can be reached when you are away

Please send a note or call the office when:

e You are picking vp your child after school if this is different from the child's vsval rovtine.

e You are allowing someone other than yourself to pick vp your child if this is different from normal.

e Your child is riding a different bus. The bus driver will not allow yoor child to ride his/her bus without a
signed note.
Your child has a dental and/or doctor appointment and needs to leave school before dismissal.
You are giving permission for yoor child to stay after school for a school-sponsored activity.
There is any vpcoming sitvation or change in normal rovtine as it relates to school that might cavse
aniety for your child.

e You are taking a trip and yoor child will be absent from school for an extended time.

In the event of a student concern, please contact the teacher first to address any issves before contacting the
administration.

Enrollment and Residency

On the first day of school each year (or on the first day a student enrolls later in the year), a "Stodent Information
and Emergency Form" most be completed by a parent or guardian. Parents are reqoired to provide accorate and
corrent information regarding residency and to notify the office promptly vpon any change of residency. Parents
also need to notify the office promptly of change of telephone nomber and/or emergency contact information.

Kindergarten Readiness
5302 Enrollment in Kindergarten

A child must be at least 5 years old on or before December 1 of the school year to enroll in kindergarten. A child
who will turn 5 years old after September 1 and on or before December 1 of the school year may only enroll in
kindergarten if the child's parent/guardian provides written notice to the District. In that circomstance, the
Superintendent or designee may recommend to the parent/guardian that the child is not ready to enroll in
kindergarten. Regardless of this recommendation, the parent/guardian retains sole discretion to enroll the child
in kindergarten, so long as the child will torn 5 years old on or before December 1.

A child who will not torn 5 years old on or before December 1 of the school year may not enroll in kindergarten
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without the express written avthorization of the Superintendent, whose decision is final. The District may charge
toition in that instance.

Legal avthority: MCL 380.147

571 Toilet

Except when toilet training is part of the instroctional program, stodents are expected to be fully toilet trained
before the first day of school, unless otherwise specifically addressed in the stodent's IEP or Section 504 Plan.

The student's parent/guardian is responsible for ensoring that the stodent is toilet trained. The parent/guardion
is also responsible for providing clean clothes for a stodent who may have toileting accidents. No stodent will be
punished or homiliated for soiling or wetting clothing or not vsing the toilet. The building principal or designee

should consider whether repeated toileting accidents are related to a disability.

Except when toilet training is part of the instroctional program, staff will not assist a stodent with toileting unless
divected to do so by the stodent's IEP or Section 504 Plan.

School Hoors

7:55 . ... School Begins
3:20....School Dismissed

Buses are schedoled to unload at approximately 7:44.
If a stodent's bus is late, he/she will not be marked tardy.

Stodents will enter the building at 7:45 and enter the classroom ontil school begins at 7:55.

Attendance/Absence Policy

Students are expected to be in attendance each school day throvghout the year. Irregolar attendance makes it
difficolt for students to successfolly keep vp with class work. When a student accomolates eight (8) absences,
parents will be notified by letter from the office of the principal. Excessive absences and tardies beyond 10% may
require action by the Troancy Officer from the school. If a severe attendance problem exists, petitions may be
filed with the coort system.

A parent most notify the school by 3:00 a.m. on the day a student is to be absent vnless previous notification has
been given in accordance with the school procedore for reporting absences.

An advanced written excuse, prior to a planned absence, is acceptable.



If such notification is not received, the office will attempt to notify by telephone the stodent's parents, goardian,
or legal custodian of the absence to ensure the stodent's safety. The parent is responsible for providing the

school with current home and/or work telephone numbers and to notify the school of any change in the above
information including emergency contact information.

The following reasons for absences will be exempt but must have proper written notification. For medical reasons,
a doctor's note is required for the absence to be exempt.

Exempt absences will not coont towards troancy.

Court related absences

®

o) Suspensions (Ovt of School, In School)
b)  School related absences, i.e. field trips
c)  Absences due to a death in the immediate family
d)  Medical related absences with a doctor's note
)

If yoor child needs to leave school early, a note most be submitted to the office prior to the appointment.
Administration asks that you please abide by this so both the teacher and the office staff know in advance. A
parent/goardian most stop and report to the office to sign the student ovt. Parents are not to go to the
classroom and get their student. The office staff will inform the teacher to send the stodent to the office.

"Tardy" is defined as an absence of one (1) hoor or less any time of the day. Tardiness is disroptive to the
classroom and has an adverse effect on a student's edocational progress.

Any stodent arriving at school after 8:00 a.m. is considered tardy. The stodent can go right to his/her
classroom ontil 8:10 without a pass from the office. After 8:10, the stodent most come to the office for a pass to
be admitted to their classroom.

|Uness or Injury

In the case of some injuries or significant illness, the school will attempt to telephone the person indicated on the
stodent’s enrollment form.

All injories must be reported to a teacher, recess monitor or the office. If minor, per the school personnel, the
stodent will be treated and may retorn to class. Treatment school personnel are allowed to provide: soap and
water, band aids, and ice. School personnel are not allowed to provide any type of oral or topical cleaning
solutions or medications. If forther medical attention is required, the office will follow the school's emergency
procedures vp to and including contacting the Osceola County Emergency Medical Service. The school district
does not assome the financial responsibility for the payment of any expenses incorred by taking such action.

A stodent who becomes ill doring the school day shoold request permission to go to the office. An appropriate
adolt in the office or the school secretary will determine whether or not the student shoold remain in school or go
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home. No stodent will be released from school, withovt proper parental permission.

Emergency or Accident Procedures

In case of an emergency or accident, the school will attempt to telephone the person indicated on the "Stodent
Information and Emergency Form” according to the order of names listed. If the persons listed cannot be reached
by telephone, it will be important for the school to make necessary preliminary decisions. If it appears advisable,
the Osceola County Emergency Medical Service will be contacted. The school district does not assume the
financial responsibility for the payment of any expenses incorred by taking such action.

Drop Off and Pick Up of Students

Drop Off:

Kindergarten students shoold be dropped off in the lot off of Sears. 1st and 2nd grade stodents shoold be
dropped off in the Valet line on Lincoln. 3rd and 4th grade stodents shoold be dropped off at the main entrance
parking lot loop. Please do not get out of yoor car, staff will open doors and get stodents out for you starting at
7:45. Bos loading and unloading zones are for buses only.

Pick Lp:

For studeznts in Kindergarten pick up yoor students in the back parking lot loop off of Sears. Grade 1and 2,
please line vp on the north side of Lincoln Avenve. For Kindergarten - 2nd grades the stodents will be escorted
by staff members to their vehicles. For students in grades 3 and 4, please enter the main parking lot from Higbee
Street and form a single line in the main entrance parking lot loop. Stodents will be dismissed from their vehicles
when their rides poll vp to the sidewalk. When leaving you may only torn right ovt of the parking lot.

**For drop off and pick vp, if you have students in moltiple grades please drop them off at the yoongest stodents
assigned area.

Bus Information

Bus transportation is provided as a convenience and a privilege to transport many of oor students to and from
school and for special trips such as athletic events, field trips, etc. As with most privileges, there are
accompanying responsibilities which most be assumed by bus passengers. Failure to accept these responsibilities
may resolt in the loss of riding privileges for a period of time.

Bear in mind that the bus is an extension of the classroom and similar condoct is expected. The bus driver
assumes the same role on the bus that the teacher plays in the classroom. The bus driver may, at his/her
discretion, assign seating and contact parents concerning improper condoct of stodent passengers.

Students may only ride on their assigned bus, boarding and getting off at the same point each day. Changes in
stodent busing are allowed for long term changes only, and must be done through the transportation department
(231) 832-4232.



Michigan Law states that "Stodents may take only those items on a bus that will fit on their own lap." Anything
larger is not to be brovght on the bus. This does include instruments and sports equipment. Golf clobs,
skateboards, hockey sticks, fishing poles, skis, and snowboards are not allowed on regular buses.

Reed City Area Public Schools buses are equipped with video equipment for the safety of our students. Any
misconduct recorded on video can and will be vsed when reprimanding stodents for miscondoct. The discipline
philosophy, which has been accepted by the district, states that: " We believe all stodents can behave
appropriately and safely while riding on a school bus. We will tolerate no stodent stopping drivers from doing
their job or preventing other stodents from having safe transportation.” Parent reminder: State law requires
school attendance even when suspended from bus privileges.

Bus Rules and Regolations
In addition to the School Code of Condoct, the following roles are also in effect for stodents while riding a Reed

City Area Public school bus.
1. Follow the driver's instructions the first time given.
Stay in yoor seat.
Keep yoor hands, feet, and all objects in the bus.
No pushing, shoving, or fighting at any time.
No shouting, whistling, inappropriate language/gestores, or name-calling at any time.
No eating, drinking, spitting or use of tobacco/e-cigarettes.
No pets or animals at any time.
Keep the bus neat and clean, aisles clear of feet and objects.
Do not damage personal property of others or cavse damage to the bos.
. No vnsafe acts or displays of misbehavior at any time.
. No stoudent is allowed to walk over from the middle school/high school to GT Norman Elementary to
board a bus vnless he/she has written permission from an administrator.
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Severity Clavse
If any incident of misconduct is deemed to be very seriovs and/or hazardous to the safety of any and all

passengers, a school Bus Condoct Form will be completed and will begin at the appropriate step. In emergency
sitvations which threaten the health or safety of students, or when immediate removal from the bos is necessary
to maintain the proper atmosphere, the Transportation supervisor or building administrator has the avthority to
suspend the stodent for vp to 24 hours. The building administrator may skip any or all steps prior to step 4,
depending on the severity of an incident. All attempts will be made to contact the parents/guardians as soon as
possible.

Consequences
Reed City Area Public School bus drivers vse a variety of disciplinary technigues and methods to correct and

prevent problems on their buses prior to enacting the steps of this policy. In all cases, the driver will inform the
stodent that a Bus Conduct Form is being issved and tell the stodent the specific reason for the report. A copy
of the report will be forwarded to the parents/guardians, the student's building administrator, and the
transportation supervisor. If a stodent's behavior is repeatedly unacceptable, the following procedores will be
initiated:



Step
The transportation supervisor will meet with the stodent and a warning or vp to a three (3) day suspension from
the bus will be issved.

Step 2
The building administrator and/or the transportation supervisor will meet with the student to discuss the
problem, and three (3) to five (5) day suspension from the bus will resolt.

Step 3
The building administrator and/or the transportation supervisor will meet with the student to discuss the
problem, and five (5) to ten (10) day suspension from the bus will result.

Step 4

The boilding administrator and or the transportation supervisor will arrange a meeting which may inclode the
stodent, driver, transportation supervisor, building administrator, classroom teacher (if appropriate),
parents/guardians, and director of operations to determine the appropriate discipline, which will be ninety a0
days vp to one (1) year suspension from the bus. The parents/guardians may appeal this decision to the
superintendent.

School Cancellations,
Delays, and Early Dismissals

When school is canceled or delayed, or has an early dismissal, this information will be annovnced on Radio
Stations: Black Diamond Broadcasting Group (The Bear 98.1,95.3 - Big Country 102.9, 98.5 UPS, Rock 105 ¢
95.5 - Big Coontry Gold 100.7 - Sunny 97.7, The Twister 2.1, CFX 95.3, MAC-FM 106.3, The Highway 107.7)
Big Rapids Radio Network (Big Coontry 100.9, Y-102, WBRN 107.7 Rewind 99.1). TV Stations: TV 9¢10, TV
7 ¢4, TV 13, and Fox 17. School Website: Reed City Area Public Schools www.reedcityschools.org

Make sure yoor child knows what to do in case of an early dismissal. The office staff should be made aware in
writing of any change to your child's after school routine in the event of an early dismissal. For example, yoor child
shoold go to daycare rather than home. The office staff will then inform the teachers of these changes.

Dress Code

Stodents are expected to come to school dressed appropriately for school activities and weather conditions.
Boots, hats, gloves, and warm jackets are necessary for winter months. Stodents are encovraged to bring an
extra pair of shoes for outdoor activities doring inclement weather.

The school maintains the right to regolate any other dress and grooming when the stodent's appearance presents
a danger to health and safety, creates a substantial interference with the edocational setting, or cavses an
excessive maintenance problem. Anything deemed by the administration to be a distraction to the edocational



environment will not be allowed.

. Hats and hoods are not to be worn in the building. Students shoold remove their hats/hoods vpon
entering the building (except on spirit days).

2. No sunglasses, sweatbands, bandanas, or gloves.

3. No clothing, jewelry, emblems, or any other evidence of membership

or affiliation with gangs.
4, No pants that do not fit properly at the waistline and which reveal

onderwear.
5. No clothes advertising graphic violence and/or weapons, or any graphic or
words not appropriate in a school setting.
©. No pajama pants or slippers (except on spirit days).
7. No face paint (except on spirit days). Any face paint worn at school may not cover the entire face.

Appropriate footwear is extremely important for the students to wear in order to play on the playground and in
gym class. The stodents shoold bring tennis shoes to change into for recess and gym class if they wear sandals or
dress shoes to school.

Health Information

When to Keep Students at Home
UL children who come to school compromise the health of their classmates and school population as a whole.
Becavse of this, we ask that you help decrease the spread of illness by adhering to the following:

e Children need to stay home at the beginning of an illness.

e A child should be fever free without medication, for at least 24 hoors before retorning to school.

Watch for these signs of illness:

Vomiting e Headaches
e Fever e Red itchy eyes
e Cough e Skin ervption
e Rounny nose e Unousval flushness
o Chills e Sore throat

Emergency Information
Please keep the school posted of all corrent phone numbers (home and work). If you do not have a phone, it is very

important that you give vs the phone nomber of someone who coold reach you in case of an accident or if yoor
child becomes ill at school. Please provide more than one phone nomber. If a telephone nomber is changed or
disconnected, please vpdate yoor information with the school.



Casval-Contact Commonicable
Diseases and Pests

A school has a high concentration of people and it is necessary to take specific measores when the health and/or
safety of the group are at risk. The school's professional staff has the avthority to remove or isolate a stodent
who has been ill or has been exposed to a commonicable disease or highly-transient pest, such as lice.

Specific diseases include: conjunctivitis (pink eye), diphtheria, scarlet fever, strep infections, whooping covgh,
momps, measles, robello, and other conditions indicated by the Local and State Health Departments.

Any removal will only be for the contagiovs period as specified in the school's administrative guidelines. Proof of
physician treatment may be required.

Heoad Lice

A stodent with nits within % inch of the scalp or live lice may remain at school ontil the end of the school day. The
stodent will be restricted from activities that involve close head-to-head contact or sharing of personal items.
The District will notify the student's parent/guardian and provide edocational materials on head lice prevention
ond treatment.

The student will be readmitted to school after treatment so long as the parent/guardian consents to a head
examination and the examining District official does not find live lice on the stodent. If the District official finds
nits within %4 inch of the stodent’s scalp, the stodent may retorn to class, but the District most inform the
student’s parent/guardian about the need to remove the nits.

District personnel will not ostracize or embarrass a stodent with lice or nits and will maintain stodent
confidentiality. If a student has a persistent infestation after & weeks or 3 separate cases within 1 school year,
the District will form a team that may include the stodent's parents/goardians, teacher, social workers, or
administrators to determine the best approach to resolve the issve.

CONTROL OF NON CASUAL-CONTACT
COMMUNICABLE DISEASES

In the case of non-casval contact commonicable disease, the school has the obligation to protect the safety of the
stodents and staff. In these cases, the person in question will have his/her statos reviewed by a panel of resovrce
people, including the Coonty Health Department, to ensore that the rights of the person affected and those in
contact with that person are respected. The school will seek to keep the students and staff in school, onless
there is definitive evidence to warrant exclusion.
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Non casval-contact commonicable diseases include sexvally transmitted diseases, AIDS (Acquired Immone
Deficiency Syndrome), ARC-AIDS Related Complex (Condition), HIV (Human-Immono-Deficiency), HAV, HBV,
HCV (Hepatitis A, B, C), and other diseases that may be specified by the State Board of Health.

As reguired by Federal Law, parents will be requested to have their child's blood checked for HIV, HBV, and
other blood-borne pathogens when the child has bled at school and any stodents or staff members have been
exposed to the blood. Any testing is subject to laws protecting confidentiality.

IMMUNIZATIONS

State law requires that each child entering school in Michigan must have the following immonizations: 4 DTPs (if
a dose was not given on or after the child's 4™ birthday, a booster dose of DTP is required), 3 OPVs (if the last
dose was not given on or after the child's 4™ birthday, a booster dose is required), 2 MMRs, 3 doses of Hepatitis
B and 2 doses of Varicella. If parents choose not to vaccinate their child, a waiver most be obtained from the local
health department. Yoo may call 231-832-5532 for more information.

MEDICATIONS

If it is necessary for a student to take medication doring school, the following state laws apply:

o.  Physician prescribed medication most be accompanied by the "Avthorization for Administration of
Medication” form which must be filled ovt by the physician and signed by a parent/guardian. Forms can
be picked vp in the school office or found on the district website.

b. Anadolt must transfer physician prescribed medication ina prescription bottle to and from school. If a
stodent will need to take medication at school, please ask the pharmacist to create an extra bottle and
label.

c¢. Non-prescription drogs (over the covnter pain medication, covgh or cold medicine, etc.) may be given
with parental consent and within reasonable limits as determined by an administrator or school secretary.
A "Permission for Medication” form may be picked vp from the office or you can download a copy here:
Permission for Medication.

d.  Emergency medication — Asthma inhalers and epinephrine pens may be carried and vsed by
stodents with appropriate written permission from the physician and the parent/goardian. These
medications will be administered in accordance with the emergency action plans for asthma and severe
allergies which are vpdated annoally.

HOME-BOUND AND
HOSPITALIZED SERVICES

The Reed City Area Poblic School District provides home-bound and hospitalized services to eligible stodents in
accordance with the Michigan Department of Education requirements. A copy of those requirements is available
in the school office. Please contact administration for information if these services become necessary.
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COUNSELING SERVICES

The Reed City Area Poblic School District provides counseling services by our social work staff. Stodents may
work with the social worker in a one-on-one arrangement; in small grovps or an entire class may work on an
activity. Referrals to speak with a social worker may be made by the students themselves, their parents, or any
school staff member. As a general rule, parents will be contacted by the social worker, if regolarly scheduled
counseling sessions are arranged for their child. If you have any questions regarding our counseling program,
please feel free to call and yoor guestion will be directed to the appropriate staff member.

COMPUTERS AND INTERNET POLICY

Stodents are encovraged to vse the school's computers and network internet connection for edocational
purposes. Use of such resources is a privilege, not a right. Stodents most conduct themselves in a responsible,
efficient, ethical, and legal manner. Prior to accessing the Internet at school, all students and parents most initial
the "Safe Internet Usage" form.

Any stodent who misuses this equipment either physically or by accessing inappropriate materiol will be subject to
severe consequences, including restrictions on foture vse, suspensions from school, or paying the cost of repair.
These consequences also apply to stodents who access the Internet without torning in an internet vse agreement
form or without obtaining the teacher's permission.

MEDIA INFORMATION

Stodents' photographs or videotapes are vsed in media presentations that are made available to the school
district's website, to other educational institutions, or to a cable television station or network. Please vnderstand
that your student's image, name, work prodoct, school, and grade may be revealed in the presentation(s) but that
no other information about yoor student or his/her school work will be revealed without yoor prior consent.

Parents may refuse to have any of the above information shared. The office staff and teachers woold need to be
notified.

ELECTRONIC ITEMS AND TRADING CARDS

All personal electronic devices are the responsibility of each student. If any electronic items are lost, stolen, or
damaged, the school is not responsible. Trading cards are not allowed at school. Toys may only be brovght to
school with teacher permission as these interfere with learning.

CELL PHONE/TELEPHONE USE BY STUDENTS
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Cell phones are allowed in school provided they are torned off and stored in stodents’ lockers or in the cell phone
caddy in classrooms. The vse of cell phones and other electronic cellolar devices in restrooms, locker rooms, or
any other area in which a reasonable expectation of privacy is strictly prohibited.

Stodents are permitted to vse their cell phones onder the following guidelines:
@ before and after the school day, outside of the building

@ in the office with permission

@ in the classroom with explicit staff permission (for academic purposes only)

Stodents are personally and solely responsible for the security of their cell phones and other electronic devices.
The school is not responsible for theft, loss, or damage of any cell phone or electronic device.

SEARCH AND SEIZURE

School officials may search a stodent and the stodent's belongings if they have reasonable suspicion that the
search will reveal contraband or evidence of a violation of law, Board Policy, or rule. In rare cases, school officials
may conduct a search without reasonable suspicion if there is an imminent threat of physical harm or death. A
reasonable suspicion search must be justified at its inception and reasonable in its scope. A search is justified at
its inception when school officials have reasonable grovnds to suspect that the search will oncover contraband or
evidence of a violation of law, Policy, or role. A search is reasonable in scope when the measures vsed are
reasonably related to the search objectives and are not excessively intrusive in light of the stodent's age and sex
and the natore of the infraction. School officials are not required to have reasonable suspicion to search lockers
or other District property.

The District may vse detection dogs to search for contraband on District property.

A breath alcohol test is a search and may be administered vpon reasonable suspicion that a stodent has consomed
or is under the influence of alcohol. For voluntary, non corricolar school activities (e.g., school dances),
suspicionless breath alcohol tests may be administered for student health and safety purposes if stodents and
their parents/guardians have been provided advance written notice.

Strip searches are prohibited.

The building principal or designee will turn over to law enforcement illegal items and dangerovs weapons, and may
store in a secure place any other contraband or evidence seized from a search vntil a disciplinary hearing. This
Policy does not apply to any outside entity that may require drog or breath alcohol testing as a condition of
participation.

UNLAWFUL HARASSMENT

Types of Unlawfol Harassment
"Unlawfol harassment " is verbal, written, or physical condoct that denigrates or shows hostility or aversion toward a
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stodent becavse of the stodent's race, color, religion, sex (including pregnancy, gender identity, or sexval orientation),
national origin, disability, or any other legally protected class that has the purpose of effect of:
1. creating an intimidating, hostile, or offensive environment; or
2. onreasonably interfering with the stodent's ability to benefit from the District's edocational
programs or activities.

Race, color, and national origin harassment
Is prohibited by Title \/I of the Civil Rights Act of 1964 and the Michigan Elliott-Larsen Civil Rights Act. Race, color, and

national origin harassment is vnwelcome conduct based on a stodent's actval or perceived race, color or national origin.
Race, color, and national origin harassment can take many forms, including slors, tavnts, stereotypes, or name-calling, as
well as racially motivated physical threats, attacks, or other hatefol condoct. Under this Policy, harassment based on
ethnicity, ancestry, or perceived ancestral, ethnic, or religious characteristics, will be considered race, color, and national
origin harassment.

Disability harassment
Is prohibited by the Americans with Disabilities Act, Section 504 of the Rehabilitation Act 0f 1973, and the Michigan

Persons with Disabilities Civil Rights Act. Disability harassment is vnwelcome conduct based on the student's actoal or
perceived disability. Disability harassment can take many forms, incloding slors, tavnts, stereotypes, or name-calling, as well
as disability motivated physical threats, attacks, or other hatefol condoct.

Sex-based harassment
Is prohibited by Title X of the Educational Amendments of 1972 and the Michigan Elliott-Larsen Civil Rights Act.

Sex-based harassment prohibited by the Policy includes harassment based on gender identity or sexval orientation. This
Policy also prohibits harassment of a sexval natore that does not rise to the level of Title IX sexval harassment

Sexval Harassment
This behavior is characterized by the making of vnwelcome and inappropriate remarks or sexval advances, requests for

sexval favors or pictures, verbal or physical conduct of a sexval natore -- where such condoct has the porpose or effect of
onreasonably interfering with an individval's educational performance or creating an intimidating and hostile edocational
environment. Any complaint brovght to a school employee or administrator will be forwarded to the Title IX

Coordinator for investigation as outlined in Board Policy 5202.

The Title IX Coordinators for Reed City Area Public Schools are:

Dave Carlson
Reed City High School Principal/Corricolom Director

Title IX Coordinator

233 . Chorch Ave.

Reed City, Ml 49677
(231) 832-6174 ext. 2000

Stefanie Shoemaker
Reed City Middle School Principal

Title IX Coordinator

225 W. Chorch Ave.

Reed City, Ml 49677
(231) 832-2224 ext. 3000
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All complaints, interviews, and investigations will be treated with the strictest confidentiality and vtmost
discretion. Only those employees or students whose participation in the investigation of a complaint who are essential to its
resolution will be informed of it.

G.T. NORMAN POSITIVE BEHAVIOR SUPPORT PLAN

There are three basic rules for the stodents to follow:

1. Berespectfol - Be considerate and thooghtfol of the rights and needs of others.
2. Be responsible - Follow all directions given.
3. Besafe - Walk quietly in all areas of the building.

Be Respectfol

Be Responsible

Be Safe

° K;ep tio:; hands, li;:eet, andany o Es(l)llzw all directions given by an e Ask permission before leaving
Au Areas ovjec yourse . . any area of the school
e Listento adults e Arrive on time
. Follow all rules
e  Use your manners e Have all supplies
. . Remain in your area
‘ Remain seated e Pay attention .
ASSBMblleS Respond Politely o Talk when it's yoor torn l|(<1 f;ep legs folded - hands in
o Flush
Bath ﬁﬁiiste ztﬁltiiirs e  (Wash yoor hands Watk
atnroom g0 e Returnto class promptly Keep water and soap in sink
Give privacy . . .
®  Speak with a guiet voice
o Keep personal items in yoor
Follow drivers directions lap/backpack Sit in seat facing forward
Bous Use kind words o Keep hands, feet, objects, to Cross road correctly
Greet and thank driver yourself Voice Level O at railroad
o Beontime
Cofeter Use your inside voice o  Get vtensils and napkins Watk
eteria Touch and eat only your food  [@  Clean vp after yourself Remain in seat ontil dismissed
e Use inside voice Bring all supplies Walk
Classroom o (Wait for your torn Conftplete and torn in all work Remain in your personal space
e Use kind words on time
Holl : &)glkkﬁ;:;t%w _— e  Go directly to your destination Walk in o straight line
atway yoor eges, Face forward
hands
L.b Remain quiet ;Zigrgnot;)(:oblfsoﬁ L?w(:afe place Remain in yoor seat
| rarg Select a book promptly Wait torn to check oot books
Take care of books
e Follow direction Stand clear of the doors
Ofﬁce e Use polite words and manners Retorn to class promptly Follow directions given
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Obey adult supervisors e Line up promptly and correctly @  Leave rocks on the groond

plagground N e Enter building silently e Do not play fight

o  Use equipment correctly o Go directly to class e Do not leave playground

DISCIPLINE POLICY

The School District most balance the interests of stodents and the commonity in a safe and conducive educational
environment with its doty to provide educational services to stodents who engage in miscondoct or behaviors that
interfere with the safety and the delivery of edocational services. Board of Education policies addressing stodent
miscondoct and this Student Code of Condoct are intended to strike that balance. However, these docoments do not
limit the School District's lawfol avthority.

This Student Code of Conduct is intended to be consistent with Michigan law, the Policies of the Board of Education,
and Administrative Regolations promolgated by the Superintendent. If there are any inconsistencies, they shoold be
resolved with the understanding Michigan law supersedes both the Policies of the Board of Edocation and
Administrative Regulations, and Board Policy supersedes Administrative Regolations.

Student Code of Conduct
This Student Code of Condoct balances the School District's obligation to maintain safety and a condocive edocational

environment with the School District's obligation to teach appropriate behavior to students who engage in miscondoct
and inappropriate behavior.

The Student Code of Condoct establishes the roles governing the most seriovs and obvious types of student
miscondoct. The prohibited acts listed in this Student Code of Conduct are not to be considered as an all-inclusive list
or as a limitation vpon the avthority of school officials to deal appropriately with violations of a school building's
individoal rules and regolations, or other types of conduct which interfere with the good order of the school system,
the proper fonctioning of the educational process, or the health and safety of stodents.

Range of Discipline

Each prohibited act listed in the Stodent Code of Condoct references the discipline which may be imposed for a
violation. The School District will also consider restorative practices as an addition or alternative to discipline. The
discipline for violating some prohibited acts ranges from administrative intervention to expolsion. For other prohibited
acts, the penalty ranges from suspension to expolsion. For violation of the most serious prohibited acts, the penalty is
expulsion. In cases where the stated penalty is not expolsion but is set forth in terms of a range, the actoal penalty
imposed will depend vpon the nature and severity of the offense, the particolar facts involved, the age of the student,
the stodent's prior behavioral record, the persistent and/or chronic natore of the miscondoct, the recommendation of
school personnel, and all other circomstances deemed relevant.

A stodent violating any of the prohibited acts listed in this Stodent Code of Condoct will be disciplined in accordance
with the Code of Condoct. Additionally, a stodent who engages in a prohibited act which violates law may be referred
to the appropriate police avthority.

Applicability
e The prohibited acts and penalties listed below are applicable when a student:
e Engoges ina prohibited act on school property;
e Engages ina prohibited act in a motor vehicle, incloding one being vsed for a school-related purpose;
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e Engages ina prohibited act at a school-related activity, function, or event; Engages in a prohibited act en
rouvte to or from school;
Engages in a prohibited act involving another stodent who is en rovte to or from school;
Engages in a prohibited act off school premises, which act is either prohibited by law or, in the judgment of the
building administrator, is of such seriovsness that the student's continved attendance in school woold present
a danger to the health and safety of students or employees, and/or woold substantially interfere with the
proper fonctioning of the educational process; or

e Engages in a prohibited act when the student was not enrolled in the School District or was enrolled in
another school district, if the act of misconduct woold constitote a sufficient basis for suspension or expolsion
had it occorred while the stodent was attending school in the School District.

Definitions of Discipline
Administrative Intervention - Disciplinary action which does not resolt in an ovt-of-school suspension and which
inclodes, but is not limited to, restorative practices. Administrative intervention may include the removal of a student
from a class period, in-school suspension, a reprimand, restitotion, detention and/or work assignment before or after
school, additional classroom assignments, and revocation of the privilege of attending after school fonctions and
activities, events, etc.

uspension - Exclusion of a student from school for fewer than 60 school days or exclosion from school which will
terminate opon the folfillment of a specific set of conditions.
Expulsion - Exclusion of the student from the School District for 60 school days or more or permanent exclosion.

Police Investigations ¢ Arrests
The School District cooperates with local police avthorities in the interest of the welfare of all citizens and the school

commonity. Parents will be notified if police arrest or wish to question their stodent in school. The timing of parental
notification will depend on the circomstances, taken as a whole. The School District will report the following
crimes/events to local law enforcement:

e Armed stodent or o (llegal drug vse, overdose, e Seyoal assalt;
hostage or suspected possession, or sale; e Svicide attempt or threat
armed stodent; e Intruders; of svicide;
e Arson; e Larceny; e Unavthorized removal of
e Bomb threat; e Minor in possession of Students;
e Death or homicide; alcohol/tobacco/vape o \andalism/destroction of
e Drive-by shooting; prodocts; property; and
e Explosion; e Physical assavlt (i.e., e (Weapons on School
fights); District property.

e Robbery or extortion;

Due Process

The District will provide stodents doe process to the extent required by state and federal law before a stodent is
suspended or expelled. All District administrators most respect stodent due process rights. If a District administrator
determines that an emergency exists that requires the immediate removal of a stodent from school, the administrator
may contact the stodent's parent/goardian or local law enforcement or take other measures to have the student safely
removed from school. The administrator most, as soon as practicable thereafter, follow the procedores outlined in this
Policy.

A. Building Administrator — 10 or Fewer School Days
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Before suspending a student for 10 or fewer school days, an administrator most:

1. provide the student verbal notice of the offense the stodent is suspected to have committed, and;

2. provide the stodent an informal opportonity to explain what happened. Except in emergency circomstances, an
administrator will not suspend the stodent onless, after providing the stodent notice and an opportonity to
explain, the administrator is reasonably certain that the stodent committed a violation of the stodent code of
condoct and that suspension is the appropriate consequence.

B. Superintendent or Designee — 11 to 59 School Days
Before suspending a student for more than 10 school days but less than 60 school days, the Superintendent or

designee most provide the parent/goardian or stodent with:
1. written notice of the offense the student is suspected to have committed;
2. an explanation of the evidence relied vpon by the District in arriving at the conclusion that disciplinary action
may be warranted; and
3. anopportonity for a hearing at which the student may present evidence and witnesses to show that the
stodent did not commit the alleged offense or that suspension is not an appropriate consequence.

The Soperintendent or designee will provide the parent/guardian or stodent at least 3 calendar days' notice before the
hearing. The parent/guardian and stodent may be represented, at their cost, by an attorney or another adolt advocate
at the hearing. The Superintendent or designee will not suspend the stodent vnless, following the hearing, he or she is
convinced by a preponderance of the evidence that the stodent committed a violation of the student code of conduct
and that suspension is the appropriate conseguence.

A parent/goardian or stodent may appeal the Soperintendent or designee's decision to the Board. The appeal must be
submitted to the Board within 3 calendar days of the decision. The Board will hear the appeal at its next regularly
scheduled meeting, which is governed by the Open Meetings Act. Under the Open Meetings Act, the hearing most be
public unless the parents request that the meeting be condocted in a closed session. The Board's decision is final. The
stodent's suspension will run while the appeal is pending.

C. Board Suspension or Expulsion - 60+ School Days
Before the Board suspends or expels a stodent, the Superintendent or designee most provide the parent/guardian or

stodent with:
1. written notice of the offense the student is suspected to have committed;
2. an explanation of the evidence relied vpon by the District in arriving at the conclusion that disciplinary action
may be warranted; and
3. anopportonity for a Board hearing at which the stodent may present evidence and witnesses to show that the
stodent did not commit the suspected offense or that suspension or expolsion is not an appropriate
consequence.
The Superintendent or designee will provide the parent/goardian or student at least 3 calendar days' notice before the
hearing. The parent/guardian and stodent may be represented, at their cost, by an attorney or another adolt advocate
at the hearing. The Board will not suspend or expel the stodent vnless, following the hearing, a mojority of the Board
finds by a preponderance of the evidence that the stodent committed miscondoct that shoold resolt in suspension or
expulsion vnder either the stodent code of condoct or this Policy and that suspension or expolsion is the appropriate
consequence. The Board's decision is final.

Please see Thron Policy 5200 Student Conduct and Discipline.
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G.T. NORMAN LEVELED BEHAVIORS

Levell
Minor Behavior
Staff Managed

Property Misuse Minor

Students engage in low-intensity misuse of property such as writing on books,
destroying school supplies or property, vsing playground equipment improperly.

Technology Misuse Minor

Stodents engage in non-seriovs but inappropriate (as defined by the school)
vse of cell phones, smartwatches, ipads, computers, or other devices. For
example, vsing the device at an inappropriate time.

Defiance Minor

Stodents engage in continvous refusal to follow directions, talkback, and/or
deliver socially rode interactions.

Disrespect Minor

Students engage in brief or low-intensity verbal or non-verbal displays of
rodeness or discourtesy. Example: arguing, tone of voice, eye-rolling, mocking,
etc.

Public Display of Affection
(PDA)

Stodents engage in affectionate bot inappropriate behavior/contact with
another individoal.

Physical Contact Minor

Students engage in non-seriovs, but inappropriate physical contact such as not
keeping hands to themselves, playing roughly on the playgroond, picking vp
others, etc.

Inappropriate Language

Students engage in low-intensity instances of inappropriate written language,

Minor verbal language, textoal messages, or drawings not directed to harm another
individoal.
Not Following Disroption such as noises, rocking chair, tapping a pencil, blorting out, etc.
Directions/Expectations | Students disregard school-wide expectations.
Minor

Inappropriate ltems

The stodent brings inappropriate objects from home to school

Theft Minor

Theft of items with little or no valve.

Other

Students engage in any other minor problem behaviors that do not fall within
the above categories.

Interventions: Verbal warning, restate role, reteach, loss of privilege, remove from the sitvation, offer

replacement behavior, reward alternate behavior
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Possible Conseguences: Restorative conversation; Commonicate with parents vpon teacher's discretion.

Level 2
Escalated Behavior (3 times or more)
Staff Managed

Technology Misuse -
Escalating

Students engage in repeated inappropriate (as defined by the school) vse of cell
phones, smartwatches, ipads, computers, or other devices.

Defiance - Escalating

Stodents engage in frequent acts of minor defiance.

Disrespect- Escalating

Stodents engage in a verbal or non-verbal display of rudeness or discourtesy
directed at an adolt. For example, yelling, inappropriate gestores, name-calling,
etc.

Sexoal behavior/

Both students continve to willingly engage in affectionate bot inappropriate

language behavior/contact, even after the first instance resolting in adolt intervention.
Verbal aggression/ Students engage in inappropriate written language, verbal language, textoual
fighting messages, or drawings directed at another individoal.
The stodent engages in inappropriate contact with others including but not
limited to horseplay, pushing, tripping, punching, slapping, inappropriate
Physical Aggression hands-on

Not following Directions/
Expectations - Escalating

Students engage in frequent minor distractions OR risky and inappropriate
disruption such as yelling, throwing light/small items, ronning arovnd the
classroom, hallway, etc.

Leaving class without

permission

Students leave the classroom without permission or notifying an adolt of their
whereabouts. The student retorns to the classroom appropriately without
prompting.

Minor Theft - Escalating

Continving theft of items with little or no valve, planning to take items that do
not belong to the stodent, petty theft

Provoking/
antagonizing a fight

The student was encouraging or promoting peer to peer aggression (either
physical or verbal)

Other Escalating Behavior

Students engage in any other escalated problem behavior that does not fall
within the above categories.

Interventions: Remind of correct behavior, reteach behavior and propose actions for success. Conference with
the stodent, contact the parent.

Possible Conseguences: Stodent completes think sheet, if recorring take to child stody meeting, possible mini
behavior plan or refer the student to CICO (Check-in Check-out) program.
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Level 3
Major behavior - Purposefol/Intent
Office Managed

Destroction of school
property- ripping, breaking,
damaging

Damage, destroction, or defacement of property belonging to the school or
others. For example: ripping, breaking, damaging, throwing.

Technology illegal activity

The Stodent porposefolly accesses illegal or inappropriate web pages with
intent, initiates cyberbollying attacks, or other severe misuses of technology.

Defiance Major

Students engage in continvous refusal to follow directions, and lashes ovt in
a destroctive/harmfol way.

Bollying Stodent forces, threatens, harms, or homiliates with maliciovs intent
Sexvalized Stodent knowingly engages in inappropriate touches, exposes body parts, or
Behavior/Language vses explicit sexval language towards another person
The Stodent delivers disrespectfol messages to another person, incloding
Harassment threats and intimidation, obscene gestures, pictures, or written notes.

harm

Physical Aggression intent to

The stodent engages in actions involving seriovs physical contact where the
injory occorred

Profane language towards
staff and peers

Students deliver verbal messages that inclode swearing, name-calling, or
0sing words in an inappropriate way.

Eloping (Intent to leave)

Leaving the school campus and/or assigned classroom or location withoot
permission. No retorn

Drugs/illegal substances or

Stodents are in possession of drugs, alcoholic beverages, lighter, tobacco,
vaping paraphernalia, on school grounds, school transportation vehicles, and

look-alikes or at school events.
Stodents are in possession of or responsible for removing someone else's
Theft Major property withoot that person's permission.

Weapons/look-alike
weapons- pocket knife X
length

The stoudent is in possession of knives or guns (real or look-alike) to vse with
intent, or other objects readily capable of cavsing bodily harm with intent

Other Major Behavior

Students engage in any other major problem behaviors that do not fall within
the above categories.

Interventions: reteach, loss of privilege, removal from sitoation or location, reassignment

Possible Consequences: Immediate parental contact, superintendent involvement, suspension/expulsion, financial

restitution for property damage
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REED CITY AREA PUBLIC SCHOOLS

Board of Education
225 W. Chorch Avenve, Svite A o Reed City, Michigan 49677

STUDENT CASE # DATE

FRM: PRE-DISCIPLINARY FACTORS CHECKLIST

MCL 380.1310d. Before suspending or expelling a student, a school board, principal or other designee shall
consider each of the following factors:

The popil's age

The popil's disciplinary history

Whether the popil is with a disability

The seriovsness of the violation or behavior committed by the pupil

Whether the violation or behavior committed by the popil threatened the safety of any other popil or staff
member

gk N

6. Whether restorative practices will be vsed to address the violation or behavior committed by the popil

Whether a lesser intervention woold properly address the violation or behavior committed by the pupil

Additional Notes and/or Considerations:

RCAPS Board of Education Secretary,
Superintendent, Principal, or other Designee

This checklist shall serve as evidence that the RCAPS Board of Education andy/or its designee has complied with MCL 380.
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LUNCHROOM RULES AND PROCEDURES

Students may choose to have hot lonch or bring a cold lonch from home. Stodents are able to get milk with their
cold lonch. Students will be encovraged to eat all food that is given to them.

The students are supervised in the lonchroom. If a student misbehaves or cavses difficolties, the student will be
disciplined according to the behavior management handbook.

While in the luonchroom:
1. Stoudents will sit and eat vsing guiet voices.
2. Stoudents will eat by vsing proper manners; this includes eating habits and conversation.
3. Stodents shoold not exchange food with other children due to possible food allergies.
4. Allfood is to be eaten in the lonchroom.

RECESS POLICY

Recess is an important part of school. It is a time for physical activity and learning to get along with others. All
students are expected to participate in recess. If the temperatore is below 10 degrees (absolute temperatore) or
below a 10 degree wind chill, all students stay inside for recess. However, stodents are permitted to stay inside
following an illness for vp to three (3) days as requested in writing by the parent. If it is considered advisable for a
stodent to miss recess for longer than three days, a physician's statement will be required. For the safety of all
stodents, parents/volonteers will not be allowed on the playgroond.

PLAYGROUND RULES

Respect the rights of others; both students and adolts.

Do not fight, wrestle, push, shove, trip, etc.

Show respect for the clothing and personal items of others.

Leave rocks, sticks, wood chips, snow, sand, etc. on the groond.

Use all equipment as it is intended to be vsed.

Get permission from a playgroond svpervisor to re-enter the school or leave the school playgroond.
Follow all directions and instroctions given by the playgroond

supervisors.

Play within the designated playgroond area.

Reserve the quiet area for reading or sitting type activities.

Wear appropriate footwear to play on the playgrovnd. Tennis shoes or closed toed shoes for safety

reasons.
e The discipline policy will be enforced if any inappropriate behavior
0CCurs.
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PROGRESS REPORTS AND
PARENT TEACHER CONFERENCES

Progress reports are designed to provide information that parents will find helpfol in assessing their stodent's
academic growth. Progress reports are distriboted at the Fall and Spring Parent Teacher Conferences.
Trimester grades are distriboted in November, March and Jone. Participation by all parents is encouraged.

CONTACTING TEACHERS

Parents are encovraged to visit, write, or call the school anytime, however, teachers' schedules do not allow time
doring the school day for "drop in" conferences. Parents who wish to schedole a conference shoold contact the
teacher for an appointment. Calls doring school hours will be transferred to the teachers' voicemails. Any
meetings with the teachers or the principals will only occor if an appointment is made in advance.

If there is a problem or sitvation that needs to be addressed, administration encoorages parents to first contact
the teacher. If the problem or situation continves, then parents may contact the principal. If the problem or
sitvation still hasn't been resolved, parents may then contact the Superintendent. If all of the above steps have
not brought a resolution to the problem or sitoation, parents may then bring it to the attention of the school
board.

SCHOOL VISITORS/VOLUNTEERS

Volonteers make important contributions, strengthen school-commonity cooperation, and are welcome in ovr
building.

Parents and others are encovraged to join and participate in all school and or classroom activities throoghoot the
school year. All volunteers will be asked to fill ovt a backgrouvnd check each year prior to the start of school or 10
days before the event that yov want to volunteer for. For our students' protection, all parents and visitors most
check in at the office when entering the school. A parent, volunteer, and/or visitor must stop in the office and
sign in and out in the visitor/volonteer log. Parents/volunteers are no longer allowed to walk students to the
classroom. Parents must wear a volonteer and/or visitor badge to enter any area of the school doring school
hoors. When volunteering in a classroom or on a field trip, siblings are not permitted to attend the event.

PTO/PARENT INVOLVEMENT

The Reed City Elementary PTO exists to promote the edocation and welfare of all students. Parents are
encouraged to attend the monthly PTO meetings that are held at the Norman Elementary School Library.
Commonication is sent home regarding the dates of the meetings.
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PARTIES

Closs activities of this natore are held doring school hoors from time to time. The stodents' classroom teacher
notifies parents of the days these activities will occor. It is suggested that "home party invitations" be distributed
outside of school.

FIELD TRIPS

There are times doring the school year when stodents will be going to variovs destinations in the commonity, on
edocational ovtings, or field trips. Parents give their consent for field trips on one of the registration forms they
are given at the time of enrollment. Since the weather is a factor in determining whether field trips can take place
os planned and since sometimes it is necessary that the trips be reschedoled, obtaining permission for each
activity separately becomes a bit of a hassle for all involved.

All field trips and outings will comply with the school district's roles and regolations pertaining to such activities.
Every precavtion will be taken for the safety of the students and they will be properly supervised. Parents are
welcome to direct any questions or concerns regarding field trips to the office.

When field trips require a bus, all stodents most ride the bus to the event with their class.

Only students enrolled at GT Norman Elementary and the designated grade level will be allowed to attend field
trips. Becavse of limited seating and liability, parents are not allowed to ride the bos if they are going on the field
trip as a chaperone. (Exceptions for special circomstances may be made with the approval of the administration.)

LIBRARY BOOK POLICY

Children are encouraged to check out books from the school library. However, it is expected that the books will
be retorned on their assigned doe date. Shoold books be lost or damaged, it is the policy of the school to charge
the stodent.

First week: The teacher and stodent will be advised of the overdue book(s).

Second week: If book(s) is/are not returned, the stodent will not be allowed to check out others ontil the overdoe
book(s) is/are retorned or the library is reimborsed.

Third week: Notification will be sent to parents indicating the student lost or failed to retorn the book(s) and the
amount due. In the event the book(s) is/are foond after the library has been reimborsed, the stodent may donate
the book to the school as the money will not be refonded after the replacement order has been placed.

LOST AND FOUND ARTICLES

Lost and found articles are placed near the office. Students are encouvraged to svbmit "found" items as a way of
displaying good citizenship. Students are to check the lost and found area when they have lost or misplaced an
item. Unclaimed items are always on display for parents to collect. [tems remaining onclaimed at the end of the
first semester and the end of the school year will be donated to charitable organizations.
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TEACHER REQUESTS

Teacher requests for a new school year will only be accepted ontil April 1st prior to the new school year. Parents
most make two choices, a 1 choice and a 2™ choice. Please make sure that you put an educational reason for
requesting a certain teacher. Administration will try to honor all requests but there is no goarantee.

EVACUATION PLANS

In the event the school building needs to be evacvated, a plan is in place to remove the stodents to
another site where everyone will be safe.

NON-DISCRIMINATION STATEMENT

No district employee or student, on the basis of sey, shall be excloded from participation in, be denied the benefits
of, or be subjected to discrimination onder any educational program or activity receiving federal financial
assistance.

A grievance procedore for responding to claims of discrimination based vpon sex by a student or an employee of
the district has been developed and is available in the office of the superintendent. (Board Policy Handbook)

LIMITED ENGLISH PROFICIENCY

Limited proficiency in the English language shoold not be a barrier to equal participation in the instroctional or
extra—corricolar programs of the District. It is therefore the policy of this District that those stodents identified
os having limited English proficiency will be provided additional support and instroction to assist them in gaining
English proficiency and in accessing the edocational and extra-corricolar programs offered by the District.
Parents shoold contact the Reed City Administration Office at (231) 832-2201 to inquire about evalvation

procedores and programs offered by the District.
BULLYING

"Bollying” is defined as a person willfolly and repeatedly exercising power or control over another with hostile or
malicious intent (i.e. repeated oppression, physical or psychological, of a less powerfol individual by a more
powerfol individoal or group). Bollying can be physical, verbal, psychological, or a combination of all three. Some
examples of boullying are:

A. Physical - hitting, spitting, pushing, pulling, taking and/or damaging personal belongings, extorting
money, blocking or impeding student movement, or vnwelcome physical contact.

B. Verbal - tavnting, malicious teasing, insolting, name calling, or making threats.

C. Psychological - spreading romors, manipulating social relationships, coercion, or engaging in social
exclusion/shonning, extortion, or intimidation.
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Bollying or other aggressive behavior toward a student, whether by other students, staff, or third parties,
incloding board members, parents, guests, contractors, vendors, and volonteers is strictly prohibited. This
prohibition includes physical, verbal, and psychological abuse, incloding hazing, gestores, comments, threats, or
octions to a student, which cavse or threaten to cavse bodily harm, reasonable fear for personal safety, or
personal degradation. Demonstration of appropriate behavior, treating others with civility and respect, and
refosing to tolerate harassment or bullying is expected of administrators, facolty, staff, and volunteers to provide
positive examples for student behavior.

This policy applies to all school activities in the District, incloding activities on school property, in a school vehicle,
and those occorring off school property if the student or employee is at any school-sponsored, school-approved,
or school-related activity or function, such as field trips or athletic events where stodents are onder the school's
control, or where an employee is engaged in school business. Misconduct occorring ovtside of school may also be
disciplined if it interferes with the school environment. Complete Policy Details are available online at

www.reedcityschools.org

DIRECTORY INFORMATION

According to the Michigan Freedom of Information and the Family Edoucation Rights and Privacy Act, school
systems most identify what directory information will be released regarding students withoot secoring prior
written consent of the parent, guardian, or 18 year old student. Directory information that will be released,
onless a written statement is received from the parent, guardian, or 18 year old directing the school not to
release the information, is as follows:

1. Name, address, and telephone nomber
2. Date and place of birth
3. Major field of stody
4. Participation in school activities
5. Honors and awards
6. Dates of school attendance
7. Other similar information - alomni associations, height/weight of athletes, honor
roll members and information generally found in  yearbooks

If a parent does not wish this information to be available for publication, notice most be given in writing to the
school office.

If the school is not complying with the Family Rights and Privacy Act or the Department of Health and Homan
Services rules, parents have the right to protest to:

The Family Education Rights and Privacy Act Office
Department of Health and Homan Services
200 Independence Ave. S.W.
Washington, DC 20201
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NOTICE OF RIGHT TO ACCESS
AND PRIVACY OF RECORDS

Parents and goardians of each student under 18 years of age and each student who is 18 years of age or older
have certain rights regarding the records kept on the students by Reed City Area Poblic Schools. These rights
are governed by the Family Education Rights and Privacy Act of 1994. These rights include:

1. The right to examine stodent records. Requests for inspections can be made by calling the school where
the student is enrolled.

2. The right to have the administration hear evidence that any part of the record is inaccorate, misleading, or
violates a student's privacy or other rights, to have the record changed if the administration agrees with
the applicant's evidence and to insert an explanation in the record, if the administration disagrees.

3. The right to have records which personally refer to a student kept confidential, except by consent of the
parent/student or when being vsed by school personnel for school business.

PESTICIDE NOTIFICATION

Dear Parent/Goardian:

Reed City Area Public Schools (RCAPS) has adopted an Integrated Pest Management Program. Inherent with
this are the RCAPS efforts to reduce pesticide vse as moch as possible. While it may occasionally be necessary
to apply a pesticide, this program does not rely on rovtine pesticide applications to resolve problems. We vse
variovs technigues such as habitat alteration, sanitation, mechanical means, exclusion, etc. to prevent pests from
becoming a problem.

As required by Michigan law, yoo will receive advanced notice of non-emergency application of a pesticide
(insecticide, fongicide, or herbicide), other than bait or gel formolation, which is made to the school, school
grounds, or buildings. This advance notice of a pesticide application will be given 48 hours before the application
by the following two methods:

1. Posting at the primary entrances to yoor child's school. The entrances that will be posted are the main
entrance and those that have a sidewalk that leads directly to a parking lot.
2. Posting in the common area located the main office of the school

Please note that notification is not given for vse of sanitizers, germicides, disinfectants or anti-microbial
cleaners. In certain emergencies, such as an infestation of stinging insects, pesticides may be applied withoot prior
notice to prevent injury to stodents, bot yoo will be promptly notified following any such application, via the two
posting methods identified (above).

Yoo may review the school's Integrated Pest Management program and records of any pesticide application vpon

request by contacting Dan Battle,
231-832-4232 or email dbattleareedcityschools.org
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Parents or guardians of children attending the school are also entitled to receive the advance notice of a
pesticide application, other than a bait or gel formolation, by first class United States mail postmarked at least 3
days before the application, if they so request. If you woold like to be notified by mail please mail yoor request to
Reed City Area Poublic Schools, 225 . Chorch Ave, Reed City, M| 49677 Attention Facilities Department.
Please provide yoor name, mailing address and what school(s) your child or children attend and they will pot yoor
name on the advance notification by US Mail list.

Sincerely,
Dan Battle, Director Facilities and Transportation

HELPING YOUR CHILD SUCCEED

Parents are their child's first teachers. Your involvement is critical to your child's success in school. Studlies have
shown that when parents are involved, children feel better about themselves and learn more.

Six Things Youv Can Do:
1. Make sore yoor child is well-fed, well-groomed, and well-rested for school.

2. Encourage your child to behave in positive ways.

3. Toke time to read with yoor child each day.

4. Schedole family vacations or ovtings and doctor appointments aroond the yearly school calendar and
outside of the school day.

Be sure your child attends school every day.

6. Work as a partner with yoor child's teacher.

o

Other Ways Parents Can Help Their Children:
1. Create a positive attitode towards school.

Label all personal possessions, such as sweaters, jackets, raincoats, backpacks and lonch boxes.

Read school notices and respond to the notices if requested.

Pack notritious snacks and encoorage yoor child to eat a good breakfast and lonch.

Encourage yoor child to share his/her school experiences at home.

Ask specific questions about their day to encovrage more discussion, "What was yoor favorite activity

today and why?"

Help your child assume responsibility at home.

Allow your child opportonities to play with other children.

9. Help yoor child to learn to respect the rights and property of others.

10.  Show an interest in yoor child's work by talking about his/her work brovght home.

1. Share an interesting hobby or collection with yoor child's class.

12.  Encovrage yoor child by praising him/her for efforts and accomplishments.

13.  Call the school office explaining an absence from school.

4. Take yoor child to places of interest and talk with him/her often throughout the day about what he/she
is experiencing.

15.  Attend school fonctions such as Meet the Teacher Open House, Parent Teacher Conferences, Family
Nights and PTO Meetings

16.  Develop a relationship with yoor child's teacher at the beginning of the school year.
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