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Statement of Philosophy

Wlexis . du Pont High School, recognizing the diverse cultural and gconomic backgrounds from
which its studgnts comg, dedicates itsglf to providing programs to gnhancg the intellgctual, moral,
social and physical growth of studgnts. Thg school functions in partnership with a homg and
community of intricatg and changing naturg. In ordgr to achigvg its goals and objectives, the school
must providg an ordgrly gnvironmgnt which g¢nablgs indgpendegnt and rgsponsiblg
beghavior. Ultimately, the school must prepare students to assumge productive rolgs in a socigty of
inergasing complexity. Thergforeg, course contegnt attempts to challgnge gach pupil to the limits of
his/her ability. Theg ovgrall curriculum gndgavors to preparg gach Igarngr for social, civie and
political aceountability. Recognized by Newswegk Magazing in 2003, 2005, 2006, 2007 & 2008 as ong
of {Imerica’s Top Public High Schools. ¥.I. has egxperigneced consistent growth in state test
scorgs. fdvanced Placgment gnrollments, and other argas of acadegmic achigvement, consistently
incrgasg as we strive to continug our tradition of acadgmic gregllgneg.

A.1. Pride
Consistent with our philosophy, we arg committed to the following goals:

» Toincrgasg student achigvement in reading, writing, and mathgmaties through on-going
curriculum revigw, revision and gvaluation.

» To maintain a school climatg that providegs an optimum Igarning gxperigneg for all students.

» To continually focus on addrgssing individual/group needs, valugs and attitudgs as
paramount to developing healthy conegpts of self and relationships with others.

» To incregasg theg number of studgnts who takeg Honors and fddvanced Placgment classes.

» To gnablg students to fulfill all requirgments mandated by the Stateg of Pelawarge for a High
School Piploma.

» To providg challgnging academic programs strgssing analgtical, eritical, and ereative
thinking sKkills, which Igad to high Igvels of achigvgment.

» To ereate a positivg and supportivg atmosphere in a safg and orderly gnvironment in which
lgarning can oceur for all students.

»  To offer instruction in eritical thinking, communicating, interpersonal and technology skills
so that studgnts can beeomg indgpendent, lifetime Igarngrs and contributors to socigty.

» To providg opportunitigs for segrvieg, leadership, and civic participation.

»  To regcognizg greellgneg in all argas of achigvement.

» To gncouragge personal growth through participation in gxtracurricular activitigs.

»  To gnsurg that studgnts know and follow the Codg of Student Conduet and areg awarg of
stratggigs for the peaceful settlement of disputes.

» To providg programs that increasg cultural awargngss, appreciation of diversity, and respect
for othgrs.

» Toinvolve students, faculty, staff persons, and megmbers of the community in the educational
procegss.

» To providg segrviecgs which promoteg physical and mental health and assist students in goal
s¢tting and planning for their future.
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Introduction

This handbook is intgnded to segrve as a guide to the policigs, procedures, and the daily
opgration of figxis I. du Pont High School ((IHS). Plgase take time to read the handbook and
beecomg acquainted with its gntrigs. {dditional information and procegdurgs relating to studegnts
can bg found in thg Student Handbook.

Instruction

Within the first three studegnt days of the school year, teachers will communicate thgse glements
of theg instructional program to all studgnts:

= the overall goals and objgctives for the course

= the coursg content, including specific topics and the intgnded sgqugnce

= the materials which will bg used

»  detailed gxplanation of grading system and beghavior gxpgectations

= gramples of projects or special activitigs such as rgsgarch papers, figld trips, or
construction requiring special matgrials

In addition, the teacher will:

= develop gearly, wegkly and daily Igsson plans in accordancg with the carriculum and
guidglings of theg school.

* pregparg assignments, gxperiments, demonstrations, & bullgtin boards, ¢te.

= usg technology, audio-visual aids, figld trips, and other rgsouregs to supplgment and
reginforeg teaching.

= participate in thg s¢lgction procgss for tgxtbooks, referenceg and instructional
instruments.

= plan, organizg and dirgct subject related assgmbligs and other instructional programs.

The coursg information is to be pat into coneisg writtgn format that the studegnt and paregnt can
understand. When distributed, teachers will discuss the course dgscription in gach class. It is
suggested that studgnts and pargnts sign the course description. {1t Opegn House, teachers
should revigw theg coursg dgseription with all attgnding paregnts and have gxtra copigs available.

Headegmic Pishongsty

Cheating, helping another studgnt to cheat, and plagiarism arg all gramplgs of academic
dishongsty. They arg signs of a student’s failurg to gxhibit sglf-control, self-respect, and a
healthy attitude toward Igarning. If a student is found guilty of acadegmic dishongsty, the teacher
will:

= Notify the pargnts of what has happegnegd and what thg consgquegnegs will be
= qIssign a failing gradg for thg work that was involved in the violation

Classroom Management and Maintgnance
The managegment and maintgnancg of the classroom and its furniture arg the regsponsibility of
gach tgachgr assigned to theg room. Sinecg morg than ong teacher usgs some rooms, it is
impgrative that eertain standard practicegs be followed by gach teacher. These practices arg as
follows:

=  Poster safe, healthy, and attractive conditions in the classroom and on campus.
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Establish and maintain discipling through s¢lf-assigned measures.

Implgment the school’s proegdurg fairly and consistently.

Maintain a student sgating chart. This practicg will help the teacher lgarn studgnt names
and will gnablg the teacher to determing responsibility if there is vandalism, matilation, or
gengral untidingss.

Report acts of vandalism to the administration so that restitution for the damage may be
sgeured.

No Food or Prinks in the classroom or hallwayg/WHITER ONLY!

Requirg that all trash be placed in the proper recgptacle and all matgrials be returned
beforg dismissal.

Teachers will not keegp students after class causing studegnts to miss portions of their ngxt
class. (gxtrgmg casgs only and you must call theg ngxt teacher to comge to a mutual
agrgegment)

Report any damagg or malfunctioning in the room to the chigf custodian via requisition
form. This includes sgtting the correget timg on the classroom clock. If the classroom
telgphong is malfunctioning, this fact should be reported to the Main Officg on a Phong
Sgrviceg Request form. Pifficulties with the computer in the classroom should be reported
to thg Teechnology Supervisor on the Red Clay website “Track-It”.

Tarn off all lights, faucgets, and gas jets beforg Igaving the classroom, or when thesg arg
not in usg.

lsock all doors when Igaving the classroom. Report defective locks or lost Reys to the
Main Officg immediately. Never Ignd classroom Keys to a student.

Provide for an attractiveg lgarning gnvironment through ergative usg of bullgtin boards
and display casgs. {lll classrooms arg required to displag firg drill proceduregs and the
{Imgrican flag. If thegse items arg missing, notify theg main office.

extra~carricular {etivitigs

The administration will supgrvisg gxtra-carricular activities and will distribute forms early in the
acadgmic year for teachgers intgregsted in providing information for thg scheduling and planning
of activitigs. Teachers will plan, organize, and supervise these activities, which include special
programs, clubs, and special gvents.

Hdministration, Guidaneg, and Seergtarigs
Offieg, guidancg, and support personnel will:

Maintain pupil records of achigvgment, attgndancg, tgst performancg, and progress.
{Inticipateg supply and ¢quipment ngeds and submit requisitions.

Provide campus supgrvision, as assignegd by the administration.

{ttend staff meeting as callgd by administration.

Participate in curriculum degvelopment and other profgssional activitics as assigned by
administration.

Pepartment Chairpegrsons

Serve as a rgsoudreg person and consultant to teachers in their dgpartment.
Provide Igadership at dgpartment megtings designed to improve instruction:
0 Rgsolve problgms common to tgachers in the dgpartment.
0 Explorg ways to improve planning for classroom tgachgrs.
0 Implgment improved tegaching methods and lgarning activitigs in the dgpartment.
0 Providg for morg ¢ffective interdgpartmental coordination and coopgration.
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0 Pgsign ways to improve gvaluation techniquegs and procgdurgs within the
dgpartment.
0 et as alead teacher.
0 Serve as a liaison to administration during the scheduling process.
0 Perform other dutigs as assigned by the Principal/fddministration.
= PMonitor the instructional program and studgnt progress.
=  Mlake recommendations to the administration for theg dgpartment regarding curriculum,
matgerials and proposed purchasg (s) of instructional aids.
= {ssumg rgsponsibility for dgveloping an ¢ffective plan of textbook distribation, utilization
and accounting.
=  PMake rgports and recommendations to the administration.
= Represent the dgpartment at profgssional megtings both within and outside the school.
= Sgek opportunitigs to improve acadgmic achigvement of students.

Profgssional Pegvelopment

Teachers arg gxpected to attgnd and participate in profgssional dgvelopment workshops, which
may be held on or off campus.

Tutorial ssistance

Tutoring will be provided to any student ngeding assistance or degsiring gnrichment after school in
the following argas; Fath, Scigneg, €nglish, Social Studigs, and Spanish. Pleasg contact guidance
offieg for times; room numbgrs and days tutoring will be offered.

Opgration 8.0.8. Students Oversegging Students

3.0.8 an outrgach segrvieg dgsigned to help a selget group of studgnts who may nged gxtra help
in Math and/or €nglish to improve their acadegmic achigvegments. {1 chosegn group of students
will bg providing a community servieg activity by tutoring other studegnts in thegir own school
commaunity. Jou may contact Sally Pitts-Rakes (pargnt Igader) for any quegstions concgrning
this project. Phong 302.254.0911- €mail addregss 200blackmodgl@msn.com.

Faculty Meetings

Faculty meetings arg held gvery second Wedngsday of the month. (Il teachers arg required to
attend. Pegpartment Head meetings arg held every first Wednegsday of the month. Building
legadership meetings arg held gvery third Wedngsday of the month. Other megetings may be callgd
as deemed appropriateg by the administration.

Teacher (etivitigs

1 teacher’s main task is to advisg and guidg the gducational, social, and gmotional dgveglopment
of the students assigned to him/her. The teacher will:

= Pevelop a relationship with studegnts based on mutual trust, rgspeet, and undgrstanding.
»  Perform the dutigs listed below and others as she/he dgems appropriate for the occasion.

Beginning of the year ~
e Pregparg the bullgtin boards in the classroom
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e Pregparg the segating chart and desk labels
e cdit and updatg class lists.

On a regular basis ~

e Takg attendance: Request ddmission slip: Sign & Reeord reason for absencg

e During closurg of Igsson dirget studgnts to write in their sechool aggndas: homgwork,
projects, test days ¢te.

e Do not allow talking during announcegments.

o Sgrvg as a liaison between studgnts, pargnts, and administration.

e Cnsarg classroom is well maintaingd — should problgms gxist, advise the officg and/or
complete the appropriatg Work Order Forms.

Teacher Supervision and Performancg €valuation

= School ddministration is rgsponsiblg for thg supgrvision and gvaluation of teachers’
performance.

=  Formal gvaluation will include ong and possibly two classroom obsgrvations. Puring
follow-up megtings with individual teachgers, administrators will discuss and inform the
teachers of their performancg and other related issugs as per the teacher job degseription
¢te. Al formal obsgrvations and assgssments will be followed up by a confidegntial
confergneg with the ddministrator in chargg.

» Throughout the acadegmic year, informal discussions and meetings may be held to
discuss issugs and conegrns of both tegachgrs and administrators.

» Tgacher non-complianceg — Ydministration will chart teacher “issugs.” Teachers will
recgive ‘X’ marks for the following: missing conferegnegs, not sgnding work for students,
lack of timegly eorrgspondgncg, not writing appropriate passes, not up dating gradg books
onling, not following school rulgs in the clagssroom.

@radeg Books Onling

Gradg books will contain the attgndancg, gradegs and progress of students’ academic
achigvement. [l teachers in the Red Clag Consolidated School Pistrict arg required to use the
€-School Onling Gradgbook. HEUC (Home Weeess Center) will be acegssiblg for paregnts to vigw
daily monitoring.

logsson Plan Books

Effective teaching requirgs planning. The lsgsson Plan Book will contain tgaching plans and
information on studgnt performance. Teachers will Prepare Ugarly, Semester and Weekly/Paily
plans.

Hours of Work, {bsgnegs, dubstitution, and Tardingss

flours of Operation

Wlgxis I. du Pont High School offers instruction five days a week. There arg approximately 180
days of instruction per year — Sgptgmber through mid-Jung. Occasionally, a make-up teaching
day may be required.

flours of Work
The school day begins at 7:35 a.m. Teachers arg to beg at school by 7:15 a.m. and to remain at
school until 2:45 p.m. or until the gnd of staff meetings.



Ibsences
Whenever a staff megmber is absegnt, the staff megmber must call the Substitute Teacher Service at
1-800-357-UBS or 1-610-566-6466 and indicate the following:

=  Namg of staff mgmber reporting the absgnege

Pate and timg of call

Pate(s) on which teacher gxpects to be absent, specifying full day(s)/half day(s)
School to which the teacher is assigned

Subijget or gradg taught

= Staff mgmber’s home telgphong number

= Parking spacg number

When staff mgmbers know they will bg absegnt from school, they should makg gvery ¢ffort to call
no later than theg preceding gvegning by 9:00 p.m. If calling the substitute servieg after working
hours, spgak slowly and distinctly.

If a staff mgmber begcomes unablg to comg to school the morning of the school day, the substitute
sgrvicg should bg callgd by 6:30 a.m. In addition, that staff megmber should also call the school
to inform thg administration and the dgpartment chairperson of the absegnee.

Staff must call the substitute sgrvicg gven if a substitute is not required (i.¢. in-sgrviceg days).

flourly ribsences

Teachers occasionally lgave the school campus for urgent personal matters. Prior approval
should bg sgcured from the fssistant Principal in chargge. If a staff mgmber must Igave school
during the school day, (s) he will contact the administration and the degpartment chairperson to
obtain ngegssary class coverage. T NO TIME SHOULP 11 TEHNCHER LETIVE 1IN 115SIGNEP
Cl1i58 UNHATTENPEPN

If circumstancegs dgmand that the teacher Igave the class, somg sort of covegrage must be
provided as THE SHFETY OF OUR STUPENTS IS OUR PRIME RESPONSIBILITY.

Substitation
Substitution for an absgnt teacher is arranged within the faculty. For gxtgnded absgnegs, non-
faculty substitutgs may bg gmployed.

Teachers will providg the following for the substitute teacher:

»  Jgsson plans for gach dag the teacher is to be out. Thesg Igsson plans should relate to
the currgnt unit of study in class. tlowgver, they should be simplg gnough that a
substitute teacher from a different certification arga could grecutg thegm.

= Specifie dirgetions for distribution and collgetion of matgrials, and/or records to be kept.

=  Printed materials to bg used and pages indicated to beg covered with the Igsson plans.

= In information list that includes resource teachers, firg grits, or special gvegnts happgning
gach dag.

» I schedulg with namges and times that students will bg released from the classroom for
spgcial activitigs.

»  Procedures/SAC referral slips for dealing with disruptive studgnts.

» {1 list of important telgphong gxtensions (Main office, STC, Nurse)

5



Unexpected 1Ibsences
s soon as possiblg but no later than the tgnth day of school, gach tgacher will submit the
following information to the Pgpartment Chairperson for use during ungxpected absgncges:

= Emergeney Igsson plans for three (3) days.
=  fter the (3) day Igsson plans have bgen used a set of new Igsson plans will beg required
»  Up-to-date sgating charts and/or class rosters along with class rulgs should beg posted.

Tardingss

Occasionally, gmergencigs arisg which prevent a tgacher from arriving to school on time. If such
an gmergegncy occurs, the teacher will call the Main Officeg at 651-2626 so that arrangegments can
beg madg to accommodatg the teacher’s classgs.

Communication with Pargnts

It is impgrativeg to maintain opgn lings of communication with all pargnts, gspecially when the
pargnt calls for fegdback about a studegnt. {lgxis [. PuPont High School’s Policy requires
teachers to answer all teglgphong calls and g-mail inquirigs from paregnts within two (2) busingss
dags. Conversations with familigs should bg documented in a logbook to includg dateg and time
of thg conversation, family members’ namgs, phong numbers/g-mail addregsses, and the
substancg of the communication. If sgveral (morg than threg) attempts to return the inquiry is
unsucegssful, documentation of the attempts should bg given to the child’s guidancg counsglor
and/or administrator as needed.

Paily dnnouncegments

First period of gach school dagy, students and tgachers will to listen to daily announegments and
othgr relativeg information. {fternoon announegments arg usually madeg during the last class of
the dagy.

1Ingy staff mgmbgr who wishgs to have an announcgment broadcast to the school will complgte an
Wnnouncegment Request Form (located in the Main Office) and placg it in the wirg box by the
intercom. Requgsts for morning announcgments must be madg thg day before. Requests for
afternoon announcgments must bg madg by 1:00 the day of the request.

Press Code

Teachers will follow the Red Clay Consolidated School Pistrict dress code. The Wlexis I. duPont
High School Hdministration gxpects teachers to dregss professionally.

Public Appearances

dchool gmployggs arg not to be involved in any of thegse activitigs relating to (IS without the
written approval of the Principal/Superintendent:

= Public appearancgs on telgvision or radio
* Intervigws with ngwspaper, magazings, ¢te.
= Chapgroning of trips, or activitics which havg not bgegn approved



Confidentiality

Teachers must usg good judgment when discussing school busingss, studgnt bghavior or
achigvement. No school gmploygg shall rgvgal personal information concegrning any student,
greegpt under judicial procgss.

Official Corrgspondgnce
Il official corrgspondegncg/emails arg to be signed or approved by administration.

Bullgtin Boards

Classroom bullgtin boards serve as teaching aids. They should bg used gxtensively to display
student work and should beg changed regularly. {Is for hallway showeasg display windows, a
schedulg will provide opportunitigs for gach dgpartment to display student work.

Special Programs/Non-€ducational €mails

This refers to programs such as playg performances, musical concerts, fashion shows, ete. The
following guidglings dgseribg the procgdurg that should be followed to sponsor such programs.

» The Principal must approve ang program involving HIHS in a public performance.

» The sponsoring teacher(s) must submit a request to the Principal providing all the
detailgd information such as play contgnt, costumes, location and dateg of performance,
dates of rehearsals, studegnts involved, type of audigneg, ¢te. (Il theseg details should be
discussed with thg ddministration beforg finalizing a program.

= Non-€ducational €mails that arg sgnt school widg should bg approved by the
HAdminstration.

= QOther teachegrs may bg assigned to help in the production and supgrvisg during the
performance.



Field Trips and €xcursions

Il figld trips or gxeursions must bg approved by administration and teachers should not
mention or plan thegsg activitigs with studgnts withoat first obtaining permission. To schedule
and initiate figld trips and greursions, thg procegdurgs arg:

»  No Figld trips arg to bg scheduled after the third (3) marking period gxeept State &
Nationals competition/activitigs.

»  Field Trip Request Form — must be completed by teachers and submitted to
Revin Palladingtti (Principal) ong month prior to activity

» The teacher may neged to pre-arrangg class coverage within the dgpartment for the dag
absgnt.

= Sponsoring teacher will pregpare the initial permission form giving details of the trip
including itingrary, costs, ¢te. and gives the form to thg administration

=  Sponsoring tgacher arranges for chaperongs, usually ong for gach 10 students.

= Sponsoring teacher will bg rgsponsiblg for the particulars of the trip.

» The teacher will photocopy the forms and plan the trip as per school calgndar.

» Pargntal Consgnt — a written paregntal consegnt form (Figld Trip Permission Form) must be
recgived from gvery student. Withouat this signed form, a studgnt magy not participate in
the activity.

= Sponsoring teacher will collget forms and monigs, and pass monigs to the sgergtary.

Salgs on Campus

Studgnts and tgachers arg not permitted to sell items to other students for personal financial
gain.

* Bake or other salgs must be approved by the administration. The request for the salg
must specify the intgnded usg of funds.

= Il proegeds of the salgs must bg dgposited with the sgeregtary in gach activity’s acecount
on the samg dagy they arg collgeted.

€-Mail, Mail and Mailboxes

Teachers should cheek ¢g-mail at Igast onceg a day. Teachers arg issued a mailbox located in the
recgption arga of theg main officg. Personal incoming mails as well as intgrnal mgmos arg placed
in the mailboxes. Teachegrs may receive mail and faxes at the school’s addregss and number.
Mailboxegs should bg checked at Igast twiceg per day. ddministrators and dgpartment chairs have
mailboxgs apart from the rest of the staff.

The school district providegs a courigr mail sgrvieg to all buildings in the statg. Pistrict mail
should bg placed in theg basket provided in thg Main Officg; should reach othgr buildings within
twenty-four hours. Postage is not required for this segrvicg.

M box is also availablg in the Main Officg to recgive stamped U.S. Postal Servieg Mail. This
should bg in the offieg by 10:00 a.m. to gnsurg posting on that dag.

Copy Machings

The Main Offieg has two copy machings for staff use. The largeg maching (main offieg, first floor)
is dgsigned for making large numbers of copigs at a timg. The smallegr maching (2™ floor ngar
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room 249) is for making a few copigs of ong or two documents. Teachers should check with the
sgcergtarigs in the Main Officg about corrget opgration of both machings. Sincg all staff uses
thegsg machings, carg must be gxercised to gnsure the machings function properly. If a maching
malfunctions and a staff mgmbgr cannot correget theg problgm, notify the Main Officeg sgergtary
immediatelgy.

Telgphong Calls and Usg of Cell Phongs

Staff is gncouraged to call studgnts/pargnts and guardians as nggded. The school maintains
telgphong lings located in gach classroom. Puring the school day, staff is asked not to use the
phongs in the Main Office to make outgoing calls if possible. The Main Office staff will bg unable
to recgive incoming calls if these telgphongs are occupigd. Therg is also a fax maching in the
Main Office. The seergtarigs have lists of tglgphong and fax numbers of most offices and all
schools in the district. €mergency calls should bg madg in a private argca away from students.

71 TEHCHER SHOULP HEVER PLHICE OR RECEIVE 11 PHONE Crikb USING 11 CELL PHONE IN
THE PRESENCE OF STUPENTS, IN THE CL1ISSROOM OR HlkbLWiIy!

Custodial and Maintgnaneg S¢rvicgs

Wdministration will make gvery ¢ffort to improve the ggnegral appgarancg of the school through
the ¢fficignt usg of the custodial and maintgnance staff. Teachers can assist by:
» Tgaching good citizgnship, respeet for property and school gquipment, rulgs of good
conduet, and personal rgsponsibility.
= PMaintaining clgan and tidy classrooms
* Properly supervising students both inside and outside their classrooms.
» Initiating Work Order Requgsts when classrooms haveg not beegn properly clgangd or
maintaingd.
= Proteeting the school furniturg and fixturgs and preserving clganlingss of the walls.
= Not making unauthorized classroom modifications or removing fixturgs handlgs on items
of furniturg, ¢te.
»  [mmediately rgporting damaged or non-working ¢quipment to thg administration —
occurrgnces such as a Igaking toilet, a barg ¢lgetrie wirg, or an abnormal hissing sound
from the 13/C thermostat ¢te.

Student Jttendance

The chigf school officgr of the local school district is responsiblg for gnforeing the attgndance
laws of the statg and is theg person who may grcusg a child for ngegssary and Iggal absgnegs,
subjeet to the provisions of the Pelawarg Codg (Titlg 14, Chapter 27).

€xreusgs regcognized as valid for “negcgssary and lggal absgnces” arg:
1. llingss of child attgsted, if ngcgssary, by a physician's certificatg.
Contagious disgasg within thg homg of the pupil.
Peath in the immediate family or a closg frignd.
loggal busingss.
Obsgrvance of a regligious holidag.
Remedial health treatment.
Preg-arranged absegneg to visit a collgge or university, to participate in other
educational grperignegs, and/or other gmergency situations as determinegd by the
school principal

No ok own



8.  Suspegnsion.
{Ibsegneges for other rgasons arg classified as “ungxeused.”

THE SCHOOL, IN APMINISTERING THE STATE POLICY, DEFINES THE MOST COMMONLY
UsSe® ATTENDHANCE TERMS 118 FOLLOWS:

Adult Stadent:

State law providgs that a studegnt reachges Iggal majority at age 18. Tlowever a pargnt/guardian
must sign attgndancg notgs, and othgr matters pertaining to school activitigs, unlgss the studegnt
is living on his/her own. Proof of rgsidencg must bg provided.

Excused 1Ibsence:

1In grcused absgneg from school or class is an absgncg for ong of the reasons listed on pg. 9

and for which theg required pargntal note of gxplanation has bggn pregsegnted on the first or
sgeond dag of the studgnt’s return to school or class.

Following such an absgneg, the student will:

*  bring a note signed by a pargnt or guardian. The notg shall contain the student’s
lggal namg, the datg (s) of the absgncg, and the reason for thg absgnce.

» (Pailure to rgport the reason for the absegneg will causg the absgnee to beg considered
ungreused).

= submit theg note to the student’s 1% period teacher during first period
on the first or sgcond day of return from the absence.

*  rgcgive an “admit to class” form, which will bg availablg in theg 1*' period homgroom.

= submit the “admit to class” form to gach tgacher whosg class was missed during the
absegncg and havg gach tgachgr sign the admit slip.

Notg: {1 student who fails to bring a notg signed by a pargnt or guardian on the first or sgeond
dagy of return to school following an absgncg shall have the absegnee defingd as
ungreused. Work will be madg up at the disergtion of the teacher for ungreused absgncges.

Unexcused 19bsences:

1In ungxcused absegneg from school or class is an absgneg which:
* s for argason not listed as “grcused.”
= s ong that the pargnt or guardian has no knowlegdge.

= the pargntal notg of gxplanation was not provided on the student’s first or sgcond day
of return to school following thg absgnce.

1 student who has an ungxcused absgneg shall reegive a failing grade, i.¢. ("F", "O", or "U”) for all
assignments missed or tests given during the period of the ungxecused absgneg.

Whilg an ungreused absgnce shall rgsult in a failing gradg for all assignments dug or tegsts

10



missed, other instructional materials or assignments missed during the absgneg may, where
feasibleg, bg obtaingd at the initiation of the studegnt. Following an ungreused absgneg from
school or class, the timg allowaneg for requesting the instructional materials or assignments
from the teacher shall beg ¢qual to the number of school days or number of class meeting missed
dug to theg absgnee. M tgacher may gxtend this time allowancg if the specific circumstancgs of
the situation merit such action.

Excessive Unexcused 1Ibsences:

When a studgnt is absegnt without an greusg morg than the gquivalgnt of ten (10) days in ong
school ygar the studegnt’s absgnces arg considered “gxeegssive.” When a student has gregssive
absgnegs, the Supgrintgndent’s dgsignee mag, in his or her disergtion, investigate whether
grtgnuating circumstances gxist which greusg the gregssive absentegism. The Superintgndent’s
degsignee mag be the immediate supervisor of the school in which the student is gnrollgd. If no
grtgnuating circumstances grist which grecusg the absgncgs, the Supgerintendent or dgsignee magy
determing that the studegnt shall rgpeat his or her currgnt gradg, or in the casg of a high school
student, shall not recgive course eredits towards graduation. The poliey dogs not apply to
students with disabilitigs, as definegd ¢lsgwherg in the Student Code of Conduet.

Traant:

1 child is considered truant if such child is absent from school without valid gxcuse for morg
than threg (3) days or an unrgasonablg amount of intgrmittent attgndance or tardingss without
valid reason. Pargnts who allow their childrgn to be truant arg subjegct to a fing or, in default
pagment of the fing imprisonment for not morg than two (2) days for the first offense and not
morg than five (5) days for gach subsgquent offense.

Pre-firranged 71bsence:

1 pre-arranged absgneg is a student’s absgneg from school for ong or morg days to visit a
collggg or university or for other gducational activities approved by the administration. The
absgncg should be pre-arranged by writing the administration giving the full particulars of the
absegncg. Ipproval for such absgncgs should bg sought, wherg practical, at Igast ong (1) weegk
prior to the datg on which thg absgncg is to occur. Upon the development of a plan by student
and teachgr for making up theg assignments to bg missed, the principal may then defing the
absgncg as “gxcused”.

Tardiness fto School/Class:

Il studgnts arg gxpected to beg punctual to school and to classgs. 1Ing studgnt who arrives after
7:40 a.m. will be listed as tardy. {1 studegnt who arrivgs at school after 7:40 a.m. must rgport to the
lsate Center with a written gxplanation for his/her tardingss. Students should be awarg that a
writtgn gxplanation from homg is not an grcusg for tardingss. Such regasons as car troublg,
personal busingss, heavy traffic, ngeded at homg, ¢te. whilg understandablg, arg not acegptable
greusgs and will be listed as ungreused. Reasons as personal illngss, medical appointments, and
appgarances in court will bg considered as gxcused tardingss when verified by a notg from
home. The notg must beg brought on the date the student is tardy.
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Six accumulated ungreused tardy daygs to school and class will rgsult in a suspgnsion out of
school, as follows:

1*' tardy to school/class =Warning

2™ tardy to school/class=Warning

3" tardyg to school/class=91C (Student Wssistancg Center) for the day or a Paregnt
Confereneg

4™ tardy to school/class=Warning

5" tardy to school/class=Warning

6" tardy to school/class =duspension out of school/pargnt contact

7" tardy to school/class=Warning

8" tardy to school=-Warning

9" tardy to school =duspension out of school (studgnt cannot return without a

pargnt confergncg)

» The cyelg of gvery (3) tardy days resalts in an administrative action.

= Studegnts with on-going tardy days of 10 or morg (school latgs combingd with class
latgs) will rgsult in an grelusion/suspgnsion from school and a mandatory conferegnce.

= Il tardy days arg deleted at the gnd of gach marking period.

Notg: Studegnts who do not arrive at school prior to 10:55 a.m. will bg marked absent for the dag
and thergfore will not be ablg to participate in any school sport or funetion unlgss an
administrator has givgn prior approval.

Early Pismissal at the Parent’s Request:

On the dag that the studgnt is to be gxcused garly, the pargnt shall sgnd a notg to the school
listing:

» the student’s lggal namg
= rgason for Igaving school garly
= phong numbgrs where the pargnt may beg contacted for verification

The student will bring the notg to the main officg beforg 7:50 a.m. The €ARLY PISMISSTLs form
will bg availablg in thg main officg prior to the student lgaving school. Upon his/her return to
school, the studegnt shall present the signed €HARLY PISMISSULs form to the latg Center for an
Wdmit Slip. €arly dismissals for reasons othgr than those defingd as lggal absgneg by the state
can only bg issued by the school administration. The nurse shall sign €arly Pismissals for
illngss and theg student will Igavg when the pargnt arrives.

Opgning of School
Studgnts rgporting to school the first day arg to go immediately to their assigned first period
class and rgmain there for further instructions.

Preparation for thg school year ngeessitategs that the teacher is informed about specific
rgsponsibilitigs for the first student day. Puring the pre-planning, in-segrvicg daygs, and the first
days of the school gear, thg teacher shall become informed about the following:

=  class assignments and the procgdurgs for handling the materials that pertain to them.
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= textbook availability and distribuation.

= attgndancg procegdurgs.

» student handbooks, student Codg of Conduet, and Student decountability dgreement.
» library procegduregs and feegptableg Usg Policy.

= medical €mergency Cards.

» guidancg procgdurgs and sgrvieges.

= studgnt gvaluation and gradg regporting procedurgs.

» faculty parking and faculty mailboxgs.

= district ¢-mail.

= classroom computer usg and Interngt acegess.

Hall Passes

Hall passes are required for all student movement through the halls gxegpt during the regular
passing times between classes. {1 student Igaving the classroom must usg the hall pass
(clipboard) located in gach teacher’s room. Students should not use the clipboard pass for
guidancg appointments. {1 blug pass is required to the guidancg officg; the pass must state (a)
studegnt’s namg, (b) the timg, (¢) degstination, (d) teacher’s signature, and (¢) the date.

To bg consistent: teachers usg the dgsignated passes and reframe from eregating gour own.

No passgs arg allowed to students the first ten (10) minutegs of the class period and last ten (10)
minutes of the class period. { student found in the halls without a pass will bg dirgeted to the

lsatg Center. When large groups of students arg callgd on the P.{. system, ¢.8. a team Igaving

garly for an away meget or a group going on a figld trip, hall passgs will not be required.

Sgnior Privilgge

It is the philosophy of lgxis I. du Pont High School that studgnts who bgecomge segniors arg
gntitled to certain privilgges as long as rgsponsiblg bghavior is dgmonstrated. Studgnts will be
given a Request for Segnior Privilgge form that must be returned to theg main officeg no later than
Octobgr 1. Oneg the pargntal Igtter of permission is recgived, a sgnior privilege pass will bg
issugd. It will bg pregsented upon request.

»  Student should arrive no later than 8:40 a.m. when his/her study hall period(s) rotates to
the 1* period of the sechool dag.

= Studgnt is allowed to no garligr than 1:30 p.m when his/her study hall period(s) rotates to
the last period of the school dag.

If a studgnt is unablg to conform to the guidglings for Senior Privilgge, it will bg revoked.
Wny sgnior found to bg cutting class/school will forfeit his or her segnior privilgge for the
remainder of the semester. Chronic offenders will losg sgnior privilege altogether.

Hddministrative Schedule

Wdministrativg personngl arg on dutyg from 7:00 a.m. until 3:30 p.m. gach dag that school is in
sgssion. Usually an administrator will bg on duty prior to 7:00 a.m. and after 3:30 p.m.

Teacher Schedulg
Teachers will rgport to school by 7:15 a.m. and shall be at their posts by 7:30 a.m. Tgachers arg
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gxpected to be available to studgnts until 2:45 p.m. On daygs when faculty megtings arg
scheduled, the teacher’s workdagy will be gxtended begond the limitations preseribed for a
regular workday as per the nggotiated teachers’” contract.

Student Schedulge

Students will be quigtly seated when the latg bell rings at 7:40 a.m. Unlgss authorized to lgave
school garly, studegnts will remain on campus until the gnd of the last period at 2:24 p.m.

Class dchedulegs

Six classegs meget ¢ach day whilg ong class rotategs out of the schedulg and dogs not meet.
Periodically it will bg ngegssary to gxtend first period or to conduct other school activitigs (¢.8.
assgmbligs, pep ralligs), which intrudg into the regular class schedule. €very reasonable gffort
will bg gxpended to gnsurg that the timeg of no ong class will bg unduly pre-gmpted.
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Py ROTHTING SCHEPULE OF CloldSSES

Class Time Pay 1 Pay7? | Pagy6 | Pays | Pay4 | Paygd | Pay?2
& 740~ 1 7 6 o) 4 3 2
8:45
2nd 8:50- 2 1 4 6 ) 4 3
9:40
3 9:45- 5] 2 { 7 6 ) 4
10:35
4t 10:40- 4 5) 2 { (4 6 )
12:30
5 12:35~ 5 4 3 2 { 4 6
1:25
6" 1:30- 6 o] 4 3 2 [ 7
2:24
TRAPITHON(L DAY SCHEPULL
PERIOP START TIME NP TIME TOT(ls MINUTES
1°7 740 8:45 65
ond 8:50 9:40 50
3 9:45 10:35 50
4t 10:40 12:30 1hr. 50 min.
*' lunch 10:35 11:00 25
2™ lunch 11:05 11:30 25
3™ luneh 11:35 12:00 25
4" [uneh 12:05 12:50 25
5 12:35 1:25 50
6" 1:530 2:24 50
APVISORY PUY SCHEDULL
PERIOP START TIME END TIME TOT(ls MINUTES
o7 740 8:25 45
{dvisory period 8:30 9:00 30
2nd 9:05 9:50 45
3 9:55 10:35 40
4 10:40 12:30 thr. 50 min
* lunch 10:35 11:00 25
2" [unch 11:05 11:30 25
3™ luneh 11:35 12:00 25
4" luneh 12:05 12:30 25
5 12:35 1:25 50
6" 1:50 2:24 50
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Change of Classgs
Five (5) minutes is provided for students to pass between classgs. Puring these five minutes,
teachers will stand outside their classrooms to gnsurg orderly passage.

Class Cuts

The following regulations/procedures will bg implemented as writtgn in order that we may
gstablish the importancg of class attgndancg and thg concomitant gducational program.
»  (Class report cut slips shall bg sgnt to appropriatg administrator with name of student,
class period, and datges.
= No eredit for work dug on missed day of cut
= PMake-up allowed for classgs missed during suspgnsion

Clo1188 CUT REPORT CONSEQUENCES

Four accumulated Class Cuts will rgsult in a suspension out of school, as follows.

*' class cut =9C referral (Student (Issistant Center)

ordelass cut =UC

3class cut =&C

4" class cut =duspension out of school/pargnt contact

5helass cut =éUSpQDSiOD out Of SG]’)OO]/ (student cannot return to school without a parent)
6" class cut =duspension out of school/pargnt contact

7" class cut =duspension out of school/pargnt contact

8" class cut =duspgnsion out of school (student cannot retarn to school without a parent)

PRESS COPE VIOLHATION CONSEQUENCES

FPour accumulated Press Code and Hat Violations will rgsult in a suspgnsion out of school, as
follows

1 drgss codg violation = Warning
2"dregss codge violation = Warning
3rd dT’QSS COdQ violation = éﬂC T’(ZfQT’T’&] (étud;znt Wssistant Cgnter) pargnt contact
4™ dregss codg violation = duspegnsion out of school/paregnt contact

51h dT'QSS GOdQ ViO]ﬁﬁOl’FéUSpQDSiOD out Of school (eannol return to school without a Parent
conferegneg)

6" dregss codg violation = duspgnsion out of school/paregnt contact
7 drgss codg violation = duspegnsion

€l.€CTRONIC OFFENSE/ CONSEQUENCES

Four accumulated €xposurg or usg of ang type of €lgctronics anywherg on campus will rgsalt in
a suspgnsion out of school, such as: phongs; | Pods; play station ¢te.

1 glgetronie offgnsg = Warning

2" glgetronie offense = Warning

3 Q]QGTT’ODiC OfoDSQ = Confiseatg Q]QGTT’OI’)iC devicge (packagg it to the offiee for parent pick-up))
4" glgetronic offgnse = duspension out of school or a pargnt confergnce
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5" ¢glgetronic offense = Suspension/pargnt contact
6" ¢glgetronic offense = duspension/pargnt contact
7" ¢lgetronie offensg = Suspension for subsequent offenses

BULLYING

Is an act, physical, verbal or glgetronie, towards a student, school gmployggge, or school voluntger
that causgs rgasonablg fear or substantial harm; interfergs with a safe gducational gnvironment
or cogregs others to causg harm.

Bullying can rgsult in suspgnsion/gxpulsion out of school.

Suspgnsion

duspegnsion is an gxcused absegnee used to rgmove a papil from school for a short and dgfinite
period of time. It is a temporary measarg for handling a bghavior problem. 1 pargnt/guardian
will bg contacted and a confergnce will bg arranged for a student upon return from suspegnsion.

Student dttgndance and Recording Keegping Proecegdures

State law requirgs that therg beg a systematic and accurate acecounting of studegnt
attgndancg. This is accomplished through a procedurg for regporting individual class attgndance.

Hourly dttendancg Procegdure
€ach period teacher must gnter absgnegs into the computer databasg beforg the period gnds.

Attendance Procedure

{ttendancg should bg takgn within the first fiftegn (15) minutes of ¢ach class period. Puring the
September 30" count it is impgerative that attendance is taken the first 15 minutes of ¢ach class
period dailg.

€xcused Student \Ibsegnce for a dchool-dponsored Hetivity

When studgnts arg to be gxcused from school for a school sponsored activity (figld trip, awagy
gamg), the staff mgmber regsponsiblg for the activity shall pregparg and distribute to all staff an
alphabgtized (by last namg) list of all studgnts to be gxeused from school. This list must be
distributed to the staff at Igast three (3) school days prior to the activity, and then updated as
negeded until the activity occurs. Students to be gxcused arg rgsponsible for obtaining any work
missed because of the activity.

Teachers mag refusg to greuse a studegnt when the student’s acadgmic progress will be seriously
jeopardized by the absegncg. Teachers arg gncouraged to confer with the activity’s sponsor to
discuss thg acadgmic situation.

Following the activity, the sponsor will submit a list of all students who actually participated in
the activity. Classroom tgachers will usg this list to determing if students were actually
participating or werge cutting class.
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1* (hour) Period Procedures

The Pledge of Hllggiance will begin thg morning announcegments. Students are asked to face the
flag displaged in thg homgroom to reeitg the Pledge. Students arg required to stand during the
Pledge of (llggianceg. tlowgver, studgnts arg not foreed to reeite the Pledge and arg not
permitted to interferg with anyg person’s participation in thegse activitigs. The classroom teacher
is required to reeite the Pledge of llggiance. Following the Pledge, the class will obsegrve a
moment of silgnce. Studegnts arg not permitted to talk during this moment of silgnce.

{fter the morning announcegments, studgnts arg permitted to talk at the disergtion of the
teachgr. Hlowgver, the degree of socializing must be Regpt at a Igvel to permit all studegnts to hear
any additional announcegments. Puring the period, the teacher will distribute materials to
studegnts as ngegssaryg and maintain order and decorum. Studgnts who disrupt proeeduregs arg
subject to disciplinary actions.

€arly in the school year, gach ddvisory class will dgsignate a rgpregsegntative to the Student
Couneil and an altgrnatg. This rgpresentative will be deeided by popular vote within the ddvisory
class. The regpregsentative and/or the altgrnate will attend all Student Council meetings and report
the minutes of thgseg megtings.

1*' (hr) Period teachers will also Regp a record of studgnt’s locker numbgers and locker
locations. This information should bg Rept in a sgcurg location. locker problgms should be
referred to the administration.

Teacher Guidelings for €stablishing Wppropriate Student Behavior

Beyond minimal standard gxpectations, the teacher bears the primary responsibility for
dgtermining appropriatg behavior of studgnts in the classroom. {t the start of the school year,
the teacher should gxplain thg bghavior gxpectations to the studegnts. The rulgs for the classroom
must bg consistently gnforeed. These rulgs should bg posted promingntly in the classroom.

The teacher should acquireg a thorough understanding of the studgnts and their
abilitigs. Classroom rulgs should be gstablished basgd on common sgnsg and on the suitability
for cach group of students.

Profegssional gducators arg grpected to maintain poisg and profgssionalism in gvery situation.
In-class confrontation should be avoided. {1 teacher should sggk the assistance of the
administrative staff or appropriate support pgrsonngl whegngver a class dogs not rgspond to the
usual classroom management tgchniquges.

When a student begins to show signs of chronic bghavior problgms, the teacher should discuss
the studgnt’s problgms with theg pargnts or guardians, Reggping thorough documentation of any
confergnegs or corrgspondgnegs. €arly intgrvegntion oftgn prevents a problgm from

gscalating. PMlorgover, the joint gfforts of the paregnt, teachger, and counsglor can pregvent a minor
concgrn from bgecoming a major problgm.

The teacher should strive to develop an attitude of belonging within the studgnts. The
development of personal and group pride is important.

The tegacher should work to kKeep the classroom clgan and conducive to Igarning. Students have
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morg rgspeet for elgan floors and unmarred dgsks than they do for a room wherg no ong is
conegrned for its appearance. Teachers may decorate the classroom as they desirg to make the
room attractivg and stimulatg student lgarning. In particular, teachgrs arg gncouraged to
display studegnt work whengver possiblg. If rgpairs or maintgnancg to the room arg required, the
teacher will notify the chief custodian of the requirgment in writing.

Teachers arg gncouraged to review the cumulative folders of difficult students to Igarn about
home life, abilitigs, and specific challgnges faced by the studegnts, as well as previous gradg
regports and test scorgs. Cumulative folders are kept in the guidance officg.

Teachers arg required to providg appropriatg accommodations for disabled studgnts covered by
Seetion 504 of the Rehabilitation et of 1973. These students arg identified by the REACH team,
and in mang casgs, a specific accommodation plan has begegn devised for gach of these students.
Qugstions conegrning thegse plans should be dirgeted to the REWCH co-coordinator.

Mang different peopleg and gvents affect the success, behavior, and well being of our

studgnts. No ong approach for handling studgnt behavior will bg sucegssful for gvery student in
gvery situation. When dealing with student problgms, teachers arg gncouraged to gnlist the help
of pargnts, the student’s other teachgers (or former teachgrs), the guidaneg counsglor, theg nurse,
the administration, coachgs, and the studgnt.

Teachers must pregserve the confidentiality of all students. Information about a student should
only be revealed to the appropriatg personngl or family mgmbers. Teachers must not discuss
confidgntial student information in public placgs (such as thg mailroom or lunchroom).
Confidential paperwork about studegnts should be locked out of sight. Teachers should negver
sharg gradg information or discipling information about ong studgnt to any other student.

Behavior Problgms in the Classroom

No amount of planning and ¢ffort by a teacher will completely ¢liminate classroom bghavior
problgms. The following guidglings arg gstablished for dealing with thgse problgms. Common
sgnsg and tgachgr discregtion should prevail in gvery casg.

When sgvere disruption, opgn defiancg, or intimidation interfergs with classroom managegment,
the classroom tgacher should complete a Student Behavior Referral (SBR). The offending
student(s) may bg sgnt to the Choicgs Room, or in gxtrgme cases, the teacher may call an
administrator to gscort the offending studegnt(s) out of the classroom. Thesg measurgs should be
considgred thg options of last resort. Whengver possiblg, classroom disruption is begst handled
in housg by the tgacher.

The following items on theg SBR must bg completed:

» Tgacher’s account of incident. The deseription should statg the gvents that happened in
chronological order. Teachgrs should refrain from relating opinions or gmotions about
the incidegnt. Howgver, the dgseription should bg specific regarding what occurred and
how it interfered with the class (for gxample, it is not sufficignt to writg “the studgnt was
disruptivg” without also stating what bghavior occurred). This dgscription mag also
includg a list of all students involved and witngsses. NOTE: If a student uses profanity,
the dgseription should includg an gract quotg of what was said.
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»  Aetions takegn by the person rgporting. This may include dategs of confergnces between
teachers and studgnts, pargnt contact (including datg and timg and mgans of contact), or
referral to other school personngl (for gxample, narse, REWCH coordinator, school
psychologist). If the studegnt was removed from class as a resalt of the incident, the
teacher should contact theg pargnts or guardians as soon as possiblg, preferably bgfore
submitting the SBR.

» The BR is submitted to the appropriate assistant principal. The referring teacher retains
the bottom copy (goldenrod). (fter the assistant principal has conferred with the student
and assigned appropriate disciplinary action, the teacher will rgegive the yellow copy of
the SBR, which will indicate the consgquencg assigned to the student. Teachers should
recgive this form within ong week of submitting the SBR and should kegp copigs of all
OBR referrals on filg for the acadgmic ygear.

Student Behavior Expectations

€ach tgachgr is rgsponsiblg for supervising ang studgnt assigned to the school. Politgly issug
ang reasonablg order when such dirgetion sgems negegssary. The degree to which a school is
ablg to accomplish its primary aim is often determingd by the stylg of student bghavior gxhibited
in school. {1 school’s faculty and its gxpectations most often determing the character of student
behavior for the students. Thergforg, the faculty must gnforeg a standard of expectations about
what types of behavior arg acegptablg. Oncg gstablished, guidelings for studgnt beghavior must
bg consistegntly gnforeed.

Is minimal grpgectations, teachers at {IHs will:

= requirg that all studegnts be in class and ready to work on time.

» rgquire that all studegnts bring ngcgssary materials for class work.

» require that studgnts remain in class unlgss gxcused for Iggitimate reasons.

= Reep studgnts ocecupiegd and involved in class activitigs.

= gstablish clgan-up procgdurgs so that thg room is clgan and orderly beforg class is
dismissed.

= dismiss the class at the proper time. Studgnts should not bg madeg latg to a class because
of delayed dismissal from a previous class. Hlowgver, studgnts should rgmain sgated until
the teacher dismisses the class.

= prohibit studgnts to bring ¢lgctronic dgvicgs, toys, or other distracting things to class
unlgss negeded for instructional purposegs (NOTE: Upon request and at the diseretion of
the teachgr, students arg permitted to tapg record lgssons).

» requirg that all sechool owngd property that studgnts use (such as books, laboratory
gquipment, sports gquipment, locks) bg handled cargfully and returnegd in the same
condition it was issued. l.ost or damaged itgms may bg subject to a rgplacgment fee.

»  |imit studgnts to three hall passegs per marking period. Passgs to the nursg should not
count toward thegsg threg. Howgever, gxegssive visits by a student to theg nurse should be
investigated and regported to the student’s pargnt/guardian.

= notissug hall passgs during the first or last ten (10) minutgs of class.

= not permit studgnts to ling up at the door beforg the bell rings for dismissal.
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Choicegs {ltgrnative Center (CHC)
Is used as a place to sgnd studgnts when:

= the studgnt has openly defied or disrgspected faculty.

= the student has disrupted the Igarning procgss in the classroom to the point that
classroom managgment is not possible.

= othgr mgans of classroom managgment have been ingffective in corregeting student
beghavior.

If a teacher must sgnd a student out of the classroom to CGHC to maintain the integrity of the
Igarning gnvironment in the classroom, the teacher will complete a CAC referral form and send it
with the offgnding student. If the offgnding student refuses the referral, the teacher will instruct
another student to take the CGAC referral to the GAC room. The referral should include the reason
that the studegnt was removed from the classroom, and indicate the work the student should
complete in the CGHC room. In addition, the teacher should call the GAC room on theg housg phong
as soon as possiblg to warn thg coordinators that a student is gxpected.

If the student arrives to thg GC room and no notification has begegn sent to the GAC room within
a reasonablg period of time, the CGAC coordinators will call the teacher for verification. Puring
the course of the school dagy, the CAC ecoordinators will place the yellow copy of the CGAC
referral in the teacher’s mailbog to sgrve as notification that the student arrived in the CAC
room. GHC coordinators will also placeg any work completed during the CAC period in the
teacher’s mailbox. If the teacher dogs not recgive the yellow copy of the CHC referral within 24
hours, the CAC coordinators must beg questioned regarding the student’s presenee. If the student
ngver regported to SUC as instructed, the teacher will complete an SBR, deseribing the incident
for which the student was removed, indicating that the student ngver reported to CAC.

Teachers should ngver send morg than threg students to the CGHIC room daring ang ong (1) class
period. If additional disruptions occur, the teacher should contact the officg for the assistancg of
an administrator. ANU TIME { TEeACHER SENPS 4 STUPENT TO CHAC, THE TedCHER
SHOULY CONTACT THE PUARENT/QUARPIMN, gven if the offensg dogs not warrant an

SBR. Removal of a studegnt from class should be an intgrvegntion of last rgsort, and if such an
intgrvgntion is truly negcgssary, the student’s pargnts should be notified.

Note: When students arg sent to the Choiegs Hltgrnative Center, students will immediately report
to the CHC room; and is not to beg sgen by an ddministrator until the SBR has been recgived.

Quidglings for Hallways
Teachers will stand in the hallway outsidg the classroom door before gach class to gnsure:

= student traffic flows in an orderly manner

=  theg noisg lgvel is maintaingd at a conversational lgvel
=  studgnts arg regporting to class
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=  studgnts arg not harassing or intimidating other students

The physical pregsgncee of an adult in an arga will ggnerally facilitate the desired student
behavior. Howgver, should misbghavior oceur in theg hallways, the teacher should takeg prompt
positiveg action to corrget the problgm.

To assist the teachers in determining gxpected standards of bghavior, the following guidelings
arg suggested.

= Studgnts will not gat or drink in the lobby, hallways, or argcas immediately outsidg the
gntrancgs to these places.

= Studgnts will not usg audio gquipment, playg cards, or playg any games of chaneg in the
building. Such items will beg confiscated and turned into the office. They may be reclaimed
at the discrgtion of the administration. Regpeat violators will not bg permitted to reclaim
their goods. Instgad the contraband will be turngd over to pargnts.

= Students will not wear hegad covering unlgss special writtgn permission (for religious or
medical reasons) has bgen obtaingd by thg administration. Studgnts arg gxpeeted to
adhere to a standard dregss code. Teachers must cooperate with all other staff to gnsure
that studgnts comply with the dress code. Studegnts who arg inappropriately dregssed
should bg dirgeted to thg administration as soon as possible.

= Studgnts found in possgssion of wegapons, drugs, or alecoholic beverages should bg
detaingd by the corrgctive officer.

» Tgachers will ngver Igave students or a class unsupervised, even for a few minategs. {Ing
teacher that ngeds to Igave a class to attend to an gmergency will call the Main Office to
$ECUrg CoOVErage.

Textbook Proecegdures

With the cost of textbooks soaring, all staff should vigw the distribution, care, and accounting of
books as an important rgsponsibility. To gnsurg that adgquateg book accountability is
maintaingd, the following (or similar) procegdurgs for tgxtbook distribution arg prescribed.

1. The dgpartment chair will makg tgxtbooks availablg to tgachers so that gach student magy
recgive ong. dt the gnd of the school year, the teacher will bg aceountablg for the return
of books.

2. Teachers will issug a tgxtbook to gach studegnt and have the studgnt sign the book plate
(usually on the insidg cover) on the first vacant ling, indicating the year of issug.

3. The teacher will kegp a confidential record of tgxtbooks issued to gach student by
textbook number. This number will bg written on theg book plate and/or across the pages
of thg book (to permit viewing whilg thg book is closed).

4. If a studgnt transfers from ong class to anothger, the withdrawing teacher will collget ang
textbooks issugd. Howgver, if the two teachers usg theg same tgxtbook, the withdrawing
teacher will providg the ngw teacher with the student’s tgxtbook number (as well as the
studegnt’s progress in the class). The new tgacher will bg regsponsiblg for collgeting the
textbook at the gnd of the year.
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5. If a textbook is lost or irrgparably damagged, the teachger will completg an Obligation
Form and submit it to the office. If the obligation feg is paid or the lost tgxtbook is later
returned, the obligation form is marked “PHIP” and returned to the teacher. The teacher
should thgn dgstroy the obligation form to avoid any confusion.

6. t the gnd of the year, all tgxtbooks should beg counted and thg number rgported to the
degpartment chair. If ngcgssary, ngw textbooks should bg purchased or old tgxtbooks
should bg rgbound ovgr thg summer.

7. {lthough it is sometimes unavoidablg, teachers should rgfrain from photocopying pages
of textbookKs. This is deleterious to theg copy machings, and in some casgs, it is illegal.
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Student Withdrawal

s a part of the procegss of withdrawing from school, the student will prgsent a Withdrawal Form
to gach tgacher. The teacher will indicate the studgnt’s current gradg, and whether the student
has returned the textbook (if relgvant). If the studegnt owes a tgxtbook, this fact must be
documented on the Withdrawal Form. The teacher will then complgte an obligation form for the
student.

dchool Budget

€ach ygear the high school recgives a total school opgration budget which is administered by the
principal. Funds are allocated to gach dgpartment at the disceretion of the principal. Requests
for information conegrning availablg funds should be dirgeted to the dgpartment chair. Teachers
arg permitted and gncouraged to apply for mongtary grants from outside sources. For morg
information, contact thg dgpartment chair or the principal.

€mergegney Procegdure
1In gmergency situation grists when an authorized school official dgtermings that:

» the safety and welfarg of individuals in the school arg at risk.

* anincideneg of unlawful or disordgrly bghavior has reached a Igvel which clgarly
threatgns to disrupt the normal gducational procgsses being conducted by the studgnts
and faculty.

The primary purposes of developing emergegncy plans arge:

= to gnsurg the personal safety of both studgnts and staff.
= {0 prevent costly damagg to thg school plant and ¢quipment.
» to minimizg the disruption to thg normal opgrational pattern of the school.

Evacuation Procgdures

The quick and orderly gvacuation of the school building during an gmergency can reducg injury
and pregvent a major catastrophe. {1 system of gmergegncy gvacuation routes for gach room or
arga havg beggn defingd and posted in gach location. Periodically, practicg gvacuations arg held
to gnsurg that gvgrgong is kKnowlgdgeablg of the emergency routegs. Puring the first week of
school, gach tgachger will rgvigw the gmergegncy gvacuation routg for gach class.

Pire Prill

In the gvent of an actual firg, the person activating the firg alarm should notify an administrator
immediately, stating the specific naturg and location of the firg.

When the firg alarm rings (a serigs of continuing intermittent bells), the teacher will:

= dirget a studgnt to Igad the classroom out of the room, walking in singlg filg and following
the dirgctions as posted in the room.

» rgmain in the classroom until the last student Igaves then closg and lock the classroom
door beghind the last studgent.

= carry the class record book

= dirget the class to the assigned assembly arga which is at Igast 100 feet from the school.
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(NOTE: Students areg not permitted to go begond the parking lots in front of the school).

» take roll when all students arg assgmbled. Comparg the roll to that taken beforg the firg
drill. Report the names of ang missing studgnts to administrators immediately so they
may be found.

= gxrereisg control of students. Pepending on the duration of the gvacuation, studgnts may
visit with ong anothgr. tflowgver, gach teacher must be ablg to account for all studgnts in
the respective class. STUPENTS ARE NOT PERMITTED TO L.erdVe SCHOOL GROUNDS
PURING AN €VHCUNTION WITHOUT {1 PISMISS(Ls FROM 1 PURENT OR
QUARPIMN. Students may not go to the parking lot to their cars during an gvacuation.

* rgmain with the students in the assigned assgmbly arga until theg gvacuation is over.

» rg-gnter the building when the gvacuation is over oneg thg administrators signal for the
studegnts and staff to return. Teachers will take roll again to gnsurge that all studegnts have
retarned. If ang fail to return, the teacher will charge thosg students with a class cat.

= assist the rest of the staff with traffic control and gvacuation of disabled students if
unassigned.

* not usg the ¢lgvator.

In somg gxtreme casegs (bomb thregat or othgr major school-widg hazard) the students and staff
will bg gvacuated to the football stadium. Procgdurgs for this situation will be distributed during
the Septegmber in-sgrvieg days. Teachers should revigw this proeedure very carefully to
minimizg confusion and over-crowding conditions in the stadium.

looss of Power

If the school gxperigncegs an glgetrical blackout, the public addregss system will not

function. Teachers should NOT gvacuatg unlgss dirgeted (by messgngers from the offieg) to do
s0. Instead, studegnts should rgmain in classgs and the teacher should raise theg blinds or window
shadgs to allow natural light into the room. Studgnts arg not permitted to lIgave the classroom
unlgss an gvacuation oceurs because the hallways and bathrooms will be dark. The
administration will be in the hallways to assist with problems as they arisg. Unassigned tgachers
should rgport to the office to assist as ngeded. Teachers with classes arg gncouraged to Keep the
classgs running as much as possiblg. Should the loss of power occur between classgs, students
should gnter theg ngargst clagssroom or supgrvised arga.

Sehool-widg Incident

Should a disruption of school-widg significancg occur such that gntering the halls poses a
danggr, the following announcgment will bg madg over thg public addregss system:

WTTENTION, 1k TECHERS. PERIOP Wikl BE EXTENDED UNTIL FURTHER
HNOTICE. REEP 1Ikbb STUPENTS IN Chrids UNTIL YOU RECEIVE PIRECTIONS TO
CHIINGE CLHASSES.

When this announcement is heard, tgachers with classes in sgssion will:

= closg and lock the classroom door.

= immediately cheek attgndancg, listing studegnts who arg not physically present in the
classroom. PO NOT {lalsOW {INY STUPENT TO lodVE THE Clsd®SROOM FOR WINY
REMWSON.
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= admit students to class, noting the timge of arrival.
= Reep the class in sgssion until instructed to dismiss.

Teachers who haveg no class in sgssion will rgport immediately to the Main Office ¢ither by phong
or in pegrson wherg the administration will give specific instructions.

General information and suggestions:

»  Regp calm. Pon’t threaten. duggdest reasonablg studgnt actions.

» The media, if present, will not be allowed in the building. They will assemblg in the Special
Serviegs Building where the administration will megt with them. No other staff member is
to provide any information, fact, or opinion to thg media. dimply stateg, “No comment.”

= Specific dutigs arg as follows:

a. The assistant principals will rgport to the arga of disruption and will dirget the
assignment of personngl rgporting to that arga.

b. The principal will notify the district superintgndgnt and the appropriate law
gnforegment aggncigs.

c. The Guidanceg Pepartment will secure all reeord filgs, gnsuring that they are
locked up.

d. The school nurse will stag on-call in the nurse’s office, unlgss ngeded at the
scegng of the disturbancg.

¢. The custodial staff will lock all phong booths and sgeure all loosg articles
which could be thrown or used as a wgapon.

Evacuation from a Classroom

If a situation occurs where a tgacher’s classroom bgecomes temporarily unusablg, the teacher will
call the office for advieg on relocation. The teacher should gxplain the naturg of the problgm so
the officg can solve it appropriategly. When the class reachegs the ngw location, the teacher will
take roll and follow procgdurgs for class cuts if studegnts arg missing. Before lgaving the
anusablg classroom, the teacher will post a sign on thg door stating wherg the class will meet.

Reys
€ach person is rgsponsiblg for the kReys issued. Reys should be kRept with the person to whom
they have been issued at all timgs. They should not be lgft in mailboxgs.

Teachers arg not permitted to duplicatg school keys. If duplicategs arg ngeded, contact the
assistant principal in chargg. Rotify the assistant principal if Keys arg lost or stolgn so that
duplicatgs may beg madg and, if ngcgssary, the locks may beg changed.

Forms and Papgrwork

The Main Officg has a filing cabingt containing most forms that teachers may need. Somge of
these forms includg the following:

= Studegnt Behavior Referral forms

»  Cut slips

»  {dmit to Class slips

= Student (ltgrnative Center (SUC) referral forms
= School Igtterhead
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=  Return gnvelopes

=  Regimbursegment forms

=  Purchasg Order forms

=  Request for fUbsegnce forms

= Personalized In-sgrvicg Program request forms
»  Request to borrow gquipment forms

»  Field Trip request forms

If other forms arg ngeded, staff megmbers should ask the Main Officg sgeretary.

Custodial Sgrvieg

Becausg custodians have a schedulg of assigned dutigs which must bg performed daily, a
teacher’s request for custodial sgrvicgs must be submitted in writing to the chigf custodian. If no
rgsponsg oceudrs within a wegk, the teacher should refer the matter to the principal.

If the request is an gmergency, the teacher should telgphong the Main Officg immediately. Only
the custodial staff should addregss mang problgms that occur with the physical aspects of the
classroom. In particular, teachers should not attempt to adjust the temperatareg in the
classroom. The heating systems arg controllgd by a egntral procgssor, and should only be
adjusted by qualified personnegl.

Pay Pay Procegdure
Paychecks arg issued on altgrnate Fridays. Pay stubs will bg acegssed onling.

Visitors

Il visitors must rgport to the Main Officg upon arrival to the sehool. There, they will sign in and
obtain a visitor’s pass. The visitor’s pass must beg displaged during the gntirg time the visitor is
in the building. Upon lgaving the building, the visitor will return to the Main Offiee to return the
pass and sign out. Student teachers nged not follow this procgdure gach day; howgver, student
teachers must displayg an idgntification badgg issued from theg sgnding collgge or university.

Pep Ralligs and {Issgmbligs

Periodically, pep rallics or assembligs arg scheduled for class or school-wideg groups of
students. When a pep rally or assgmbly is scheduled, the students and faculty that arg gxpeeted
to attgnd arg callgd to the location over the public addrgss systgm. When this occurs teachers
will:

= accompang the class to the dgsignated arga.

= sgat the class mgmbgrs in a common part of the dgsignated arga if other arranggments
havg not beegn madg.

* interveng promptly when inappropriate studgnt behavior oceurs.

When teachers arrange ang small assgmbly in the auditorium during school hours, they should
arrangg for at Igast ong assistant principal to bg pregsent as well.

Graduation

The senior graduation egregmongy at the end of the school year is a moving and auspicious
opportunity for the teachgrs to sge the final rgsult of their hard work. Whilg teachgrs arg not
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specifically required to attend the graduation egrgmongy, they arg gncouraged to attgnd and to
participatg in thg cgrgmong. Mlany people arg ngeded to make the graduation egrgmongy a
sucegss gach year. Teachers who wish to participate in the graduation egrgmony should contact
thg sgnior advisor garly in the school year.

lsibrary

Use of the kibrary

The lsibrary is officially open from 7:30 a.m. to 3:00 p.m. daily, and it contains a collgction of
books, magazings, pamphlets, audio-visual materials, and computer databasgs. {11 of the print
and audiovisual matgrial arg cataloged by author, titlg, and subjgct; they arg arranged on the
shelvegs in numgerical and alphabgtical order.

Studgnts may gnter the library with a Library Pass issued by a staff member at the timge
degsignated on the pass. Students may also visit the library with his/her class when the teacher
has scheduled a rgsgarch period in the library.

The student magy:
= selget rgsoureg matgrials for an assignment.
»  usgregsodrceg matgrials for working on an assignment.
= sign out matgrials for home study.
* rgad or vigw matgerials for personal gnjogment.
»  regqugst assistancg from the librarian to locatg ngeded rgsourees.

Consideration of the rights of all students to a quigt study egnvironment is to be
obsgrved. Studegnts who arg disruptive will bg dgnigd usg.

All borrowed materials are to beg ehecked out at the Circulation ®Pesk and returned on time. Fees
will bg charged for lost and damaged matgrials. Overdug noticgs for borrowed matgrials will bg
sgnt to studgnts through thg homgroom tgacher at theg gnd of ¢cach marking period. {lll overdug
books must be returned to the library beforg report cards arg issued.

Use of kibrary Malerials and Textbooks

Il textbooks and library matgrials arg issued to studgnts as loans for a specific period of time.
Studgnts have the rgsponsibility to carg for thegsg materials. Il lossgs will bg paid for at
rgplacgment cost. Pamagges to tgxts arg paid for by teacher assgssment.

Il student obligations must bg met bgforg rgport cards arg issuegd. Sgniors must clgar all
obligations bgforg they will be issugd caps and gowns for graduation. No sgnior who owgs for
books and matgrials will recgive a diploma.

If sechool matgrial is stolgn, the loss must bg rgported promptly. Failure to do so will make the
student liablg for the lost material. If the assigning teacher determings that the loss was dug to
neggligence, the student will be required to pay for it.

Classes and Study tHalls

=  When wholg classgs usg the library, the students must be rgspeectful of gach other, the
library staff, and of others using the library. Pgoplg who usg the library nged to
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concgntratg on their work. €xegssive talking and horsgplay interferg with this
concgntration. Teachers arg responsiblg for managing classroom bghavior. The librarian
regserves the right to remove ang disruptive students and to deny them use of the librarg.

Beforg the class is dismissed from the library, the teacher will gnsarg that all refergnce
matgrials have begn rg-shelved, that the library is free of clutter, and that all chairs have
been pushed undgr the degsks.

Teachers may send individual students to the library to complete rgsearching an
assignment, to type a paper on the library compuater, to chgek out a book, or to return a
borrowed book. The teacher must provide the student with a pass to the library. This will
be returngd to the referring teacher by the librarian.

If a student wishgs to usg the library for class work during a study hall, the subjeect
teacher must writg a pass. This pass is first prgsented to the study hall teacher, then to
the librarian. STUPY Hlsls TEWCHERS MUY NOT SEND STUPENTS TO THE LIBRUARY
UNLESS THE STUPENT HS ¥ PSS FROM W SUBJECT TEWCHER.

Study Halls

1 study hall is an assigned class wherg there is a megting placg, a timg, a teacher, and a list of
studgnts. The rulgs are thosg that would apply to a class. {1 study hall is an opportunity to do
class work at an individual’s own pacg. The following specific rulgs apply to study halls.

Cach studgnt will be sgated in an assigned sgat at the beginning of class.

Studgnts will bg on timg. Tardingss and ungreused absgnces will bg handled as they
would for any othgr class.

Studgnts arg gxpeected to regport to study halls with adgquatg work materials or reading
material. Students will not talk to ¢ach other during study halls.

Studgnts arg not permitted to play games (including card gamgs, games of chaneg, or
glgetronic gamges) or listgn to headsets during study hall.

s in all other classges, studgnts arg permitted three hallway passes per study hall per
marking period.

Studgnts arg permitted to make up work or tgsts from other classegs during study

hall. When this oceurs, the clagssroom teacher will give a pass to the student ahgad of
time. The student will rgport to the study hall, present the pass to the study hall teacher,
and then regport to the other class.

Studgnts who arg sgniors may gxrercisg “segnior privilgge” when theg study hall meets first
class or last class of the day. This mgans that the sgnior may ¢lget to not attend the study
hall at thegse times. For a student to grereiseg sgnior privilgge, the sgnior must obtain
pargntal consgnt and sgnd theg appropriatg form to the Main Office. Students who arg
eligiblg for segnior privilgge arg placed on a list that is updated regularly and distributed
to all teachers. NOTE: Students areg not permitted to grereisg sgnior privilege during the
lunceh period. {lso, if a sgnior has two consgcutive study halls, only the study hall
meeting first or last period may be skipped for sgnior privilgge.

1 student may wish to add another class instead of a study hall. This must be dong within
the period allowed for changing classgs. Studgnts may make an appointment with a
guidancg counsglor to add another class.

Grading in study halls will consist of “S” for satisfactory or “U” for unsatisfactory. These
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gradgs will bg based on compliancg with attgndaneg and on appropriatg conduct in study
hall.

Teacher-Student dides

Teachers may usg the serviegs of student aidgs to carry out some of the routing dutigs of the
classroom. Student Hide is an ¢lgctive class that a student may take. 9 studegnt who is an aidg in
a math class dogs not receive a math eredit. This class is graded “O” (outstanding), “S”
(satisfactory) or “U” (unsatisfactory). If a student aideg ¢arns an unsatisfactory grade, the teacher
should considgr arranging for the studgnt to be transferred to another class or to a studg hall.

Teacher aides arg gxpected to adhere to the same attendancg rulegs as apply to any other
class. Sgnior privilgge dogs not apply to segnior student aides.

NOTE: Student dides can beg assigned morg than ong period to assist staff howgver, that student
can only reegiveg ong credit per year.

Teachers mag assign the following dutigs to student aides:

* Pistributing and collgcting papegrwork from students

»  Collating, stapling, and filing papers that arg not confidential in nature

= Running egrrands for the teacher (student aidg must bg given a hall pass. It is suggested
that teachers create a “student aideg badge.”)

*  Pistributing and collgeting matgrials for clagssroom lgssons

=  Posting noticgs or classroom dgcorations

» (Clganing work stations or gquipment

=  Computer work for the teacher that is not confidegntial in nature

= Other datigs as determingd by the teacher

The following dutigs arg not to bg performed by student aides:

=  Opgrating the photocopy maching in thg Main Office

=  Obtaining the teacher’s mail

» Taking attgndance

* @rading studgnt work or recording student grades

* flandling hazardous matgerials for which the studgnt has not bggn adgquately traingd
= Collating, stapling, or filing papers that breach the confidgntiality of students or staff

Unlgss the teacher has sent the student aidg on an errand, the studegnt aide is gxpected to remain
in the classroom. {1 student is assigned as a tgacher’s student aide for ong period only. The
teacher mag not greuse the aidg from other classgs. Student aidgs arg negver to be lgft along in a
classroom unsupgrvised. For this regason, teachers should not aceegpt a student aide during the
planning period.

Indgpendent Study

Studgnts who arg intgregsted in pursuing an avgnug of long-term study with a tgacher that may
gxtend begond the scope of the availablg course offerings may ¢leget an indgpegndent
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study. Speeific guidelings for ¢legeting such an option arg outlingd in the Course Seleetion
Quideg.

Teachers who supervise indgpendent study students will outling the specifie requiregments for
credit. These guidelings will be given to the student, the dgpartment chair, and the guidance
degpartment. Ordinarily, indgpegndent study is graded O, &, or U. If the indgpendent study is used
to gnablg a studgnt to takg an gristing coursg that cannot fit into the student’s schedulg, the
coursg may be graded on the (3-F scalg with dgpartment approval.

Studgnts gngagded in an indgpegndegnt study arg requirgd to report to the teacher’s classroom
daring the scheduled period. The teacher mag dirget the student to a different location (¢.8.
library, gregnhousg) if ngegssary. Howgver, the teachgr must bg awarg of the studegnt’s location
during the indgpegndent study period. {Is with student aides, the sgnior privilgge dogs not apply
to studgnts taking indgpendent studgy.

Prop/Hdd Course Changges

»  When a student wishes to changg a class schedulge, the Guidaneg Counselor will discuss
the changg with the student. The drop/add form will statg the reason for the changge.

» The studegnt will bring the complgted form home for a signaturg by a parent/guardian. The
form will then be returned to the Guidaneg Counsglor who will gffect the schedule changg.

=  Upon changing the student schedulg, all affected teachers will recgive a copy of the
drop/add form. Teachers should keegp all drop/add copigs on filg.

» Until a teacher has reegived the copy of the drop/add form from Guidance, the schedule
has not bggn changed. In this situation, if a studgnt is not attgnding the old class, the
teacher will chargg the student with a cut. If the student attgnds thg “ngw” class, the
teacher will sgnd the student back to the “old” class.

=  When a student has sucegssfully dropped a class, the student should return any
textbooks to theg “old” teacher if the courseg has also begegn changed. If the course has not
begen changged, the “old” teachger will provideg the “negw” teachger with the studegnt’s progress
in the class, including grades from previous marking periods.

= Cach classroom tgacher should comparg the class list for cach class in the grade book
with the list that appears on the computer attgndanceg program. {Iny discrgpancigs should
be clarified with the Guidance Pepartment, sineg Guidanceg will have the most current
class lists.

POLICY FOR PROPPING {1 YEHIR-1ONG COURSE

Propping a course during theg sgcond marking period means that the student must
withdraw with pgnalty according to the following:

1. Puring the sgecond marking period but before Interim gradegs are sent to the Pata
Center

The gradg for the sgcond marking period is “F”, the gradg for the remaining
marking periods is “W”, and the final grade is “F”.

2. Pauring the second marking period but after the Interim grades arg segnt to the Pata
Center
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The gradg for the rgmaining marking period is “W”, and the final gradg is “F”
regardlgss of the previous grade.

CHUNGING FROM ONE L,eVEl TO ANOTHER

If a student changgs the Igvel of a coursg after the start of the seecond marking period, that
gradg will be transferred and will remain on the studegnt's acadegmic record. €ach marking period
gradg and final gradg for that class will bg recorded as "W". The gradg for the coursg that the
student transferred into will bg an "N" for thg marking period(s) that thg studegnt was in the higher
lgvel coursg, and the final grade will be caleulated by using ong of the two options availablg as
deseribed in the Student Handbook.

FOR 1 SEMESTER COURSE

If a student drops a course after the start of its seecond marking period, the gradg for the
rgmaining marking period is "W", and the final grade is "f" regardigss of the previous grade.

Grading Policigs

The studgnt gvaluation procgdurg sgrvgs as a measurg for acadegmic achigvgment and as a
means for motivating a student to strive for higher Igvels of performance. It is important that the
school’s faculty provide consistency and standardization in thg application of theg grading
process.

Sgcondary rgport cards arg issugd four timegs ¢ach gear following ning wegk Marking
Periods. lsgtter gradegs arg used on rgport cards to dgsignate studegnt progress.

d: exeellgnt 93-100 %
B: Very good 85-92 %

G Satisfactory 77-84 %

P: Poor 70-76 %

F Failure below 70 %

Gradgs in subjeets that do not Ignd themselves to traditional grades (for gxample: study hall,
studgnt aidg) usg other report card grades.

O: Outstanding progress
S Satisfactory progress
d: Unsatisfactory progress (No eredit)

Other gradegs may also be given for partial or no work completed dug to special circumstances.

[: Incomplete—this gradg is assigned when there areg gxtgnuating circumstances that
prevent the student from completing the requirgd work at the gnd of thg marking period. The
studgnt has two wegks from theg gnd of the marking period to complete the requirgd work. If it not
completed, the grade will bg echanged to “F” or “U.”

N: No grade—this gradg is given if a studegnt’s namg appgars on a grade sheet bat the
student has beggn ¢gnrollgd in the coursg for lgss than ong week of theg marking period.
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Behavior Grades

The tegacher will assign gach student a behavior gradg. Criteria for assigning behavior grades
should be discussed with studgnts at the beginning of the year and with pargnts at Open
Housg. Behavior gradgs arg assigned as follows:

I: €xeegeds beghavior gxpectations

2: Megts behavior grpectations

3: {pproachgs bghavior grpectations
& Pogs not megt beghavior grpectations

Interim Reports

Hfter the first five wegks of gach marking period, teachers will complgte Intgrim Report scan
shegets. These reports will give the paregnts of the studegnts an idea of the progress being madg.
Intgrim Report grades arg not requirgd on gach student, but they arg gncouraged. Intgrim Report
gradgs should beg completed if a student:

* s failing, or is in dangger of failing

» s in danggr of failing for theg year, gven if not failing for theg marking period
» s showing improvgment from previous marking periods

» is displaying chronic inappropriate bghavior

The following comments arg used on the Interim Reports:

G commendation

P®:  performance deelining
BP:  below potegntial

®F:  danger of failing

F: failing

The teacher is responsiblg for deciding how (or if) to assign comments on the Interim

Reports. Howgver, these arg mailgd to the studgnts’ pargnts, and the teacher ngeds to be
prepared to degfend the rationalg behind theg comments on gach studegnt’s Intgrim Report. Positive
comments arg gncouraged, particularly if improvegment in student performancg has occurred.

Both Interim Reports and Final Marking Period grades will reflget the total absgnegs from class.

Failing Students

Beforg assigning a failing gradg for a marking period, teachgrs will givg somge sort of notification
to the pargnts/guardians of the studgnt that failure is likely. This notification may be in the form
of an Intgrim Report, a tglgphong call, or a Igtter home. If the notification occurs after relgase of
Intgrim Reports, it should be thoroughly documented. On theg rgport card form, the teacher will
give at Igast ong regason why the student has failed for the marking period in the “Comments”
seetion.

Petermination of Grades

The individual classroom tgacher will bg responsiblg for determining the eriteria for the letter
gradgs in a given class. These criteria will bg given to the students and their pargnts within the
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first wegek of school. Furthermorg, the dgpartment chair will keggp a copy of gach department
teacher’s grading policy for the year. The grading policy should be specifie, appropriate for the
gradg and ability Igvel, and consistently gnforeed. Teachers should be prepared to gxplain or
dgfend the grading policy to coneegrned pargnts or administrators as ngcgssarg.

{lthough teachgrs arg gxpected to usg diseretion and gxpgerigneg in detgrmining gradgs, it is
suggested that students complgte at Igast ong graded assignment per week. Teachers should
havg a routing for collgeting work and for returning graded work. Student work should be graded
and returnegd promptly so that studgnts can assgss their progress in ¢ach class continually.

PETERMINMUTION OF GRUPES

The grade in gach year-long course is calculated as the average of the four marking periods, the
mid-tgrm and the final grams ¢ach count as half a marking period gradge.

Cach Igtter gradg is assigned a numgrical valug according to the following scalg:

Marking period gradgs:
W= 4 points B=3 points C-2 points =1 points F=0 points

e Marking period gradegs multiply by 2
e Midterm and Final gxam maltiply by 1

cxampleg: Student X has recgived the following grades:

Final Grade

Marking period points multiply
Marking period 1: B (3 points) 3 points X 2 = 6 points
Marking period 2. C (2 points) 2 points X 2 = 4 points
Alidterm exam: P (1 point) / point x I= 1 point
Marking period 3: B (3 points) 3 points X 2= 6 points
Marking period 4: {1 (4 points) 4 points X 2= 8 points
Final gxanr. C (2 points) 2 points x 1= 2 points

Final Gradg: 6+4+1+6+8+2=27 27/10 = 2.7 final gradg is a B.

: 3.5 points or abovg

B: 2.5 points to 3.49 points
C 1.5 points to 2.49 points
®: 0.75 points to 1.49 points
F: lgss than 0.75
Homework

Teachers should consider the following principlgs in developing guidglings for homework:
= Homework assignments should stem from real instructional ngeds and should bg
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assigned with consideration for the gducational background of the individual
students. tHlomegwork assignments should vary for different lgvel classgs, and where
practical, should vary for individual students.

»  Homework should serveg a definitg purposg: to provide drill-work or to practicg on a
principlg or skill alrgady taught in class; to providg real lifg applications of the subject at
hand; to develop appreciation for or knowlgdge of community resouregs; to develop the
personal culturg of the studgnt; or to permit studegnts to complgte assignments started in
class.

=  Homework should beg used as a techniqug for Igarning. “Busy work” turned in by the
pupil and discarded by the teacher dogs not further Igarning. Rather, it inspires
rgsegntment and Igssens the ¢ffectivengss of the teacher.

=  Homgework should not bg assigned as a punishment.

*  Homework assignments should bg reasonable in vigw of the students” home and school
situation. tigalth, home lifg, gxtra-curricular activitigs, and outside work responsibilitics
can combing with homgwork dgmands to cregate a frustrating combination for the
student. Whegngver possiblg, the teacher should attgmpt to assgss this combination of
factors and assign homegwork accordingly. {lso, studgnts nged to acknowlegdgge that their
primary rgsponsibility is to their school studigs. Teachers arg gncouraged to collaborate
s0 that their common students arg not overwhelmed with outsidg assignments. This
collaboration may regsult in teachgrs’ giving complgmentary assignments that gnrich the
students’ total academic gxperigneg.

» Teachers will ggplain what material to study and how to study at home when giving
assignments.

» There should beg a procgss for checking homegwork assignments. Studgnts neged to know
the rgsualts of their homework gfforts.

Midterm and Pinal €xams

Final €xamination Policy: sl TEHACHERS Wikl APMINISTER 1 FIN{L EX{WAMINATION. THE
FIN{ls CAN B€ PROJECTS €TC/TRAPITION(L TEST

In all year long acadgmic coursgs, and in other courses wherge the tgacher desirgs to do so, two
major gxaminations will bg administered. ¥ midterm gramination will bg administered at the gnd
of the first sgmester (January), and a final gramination will b¢ administered at the gnd of the year
(May/Jung). The gradgs in thegse graminations will count gqually as 20% of the final course
average. If a courseg dogs not give a midterm or final gram, somg activity will bg assigned which
counts as theg gxam.

On the days that midterm or final grams arg given, the school will obsgrve half dags. On ¢ach
half-day, two gxaminations will bg givegn. On the fourth half day, an gxamination will bg given
first, and makg-up gxaminations will bg given during the balancg of the dagy.

The principal will send notification of the gramination schedulg at Igast ong weegk beforghand,
indicating when gxams will beg given. Teachers should review this schedulg with all classes
cargfully. If a class dogs not have a midtegrm or final, studegnts must be told wherg to regport at the
assigned time of the gram. The principal will determing if students with study halls nged to rgport
to school during thosg periods when midterms arg given.
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Studgnts arg gxpected to regport to the gramination on time. Missed gxaminations may only be
madg up with approval from thg administration. If a student fails to take the final gramination,
teachers may assign a failing grade in the course (sgeg gregption under “Sgnior Final
€xaminations”).

Teachers must Keep students in the classrooms during the time period of the midterm or final
gxamination. Studegnts should not bg given hall passgs during the midigrms or finals, particularly
daring the first hour of the gxam.

The final gxamination in the courseg should focus mostly on material from the second sgmester,
but not at the grelusion of matgrial from the first semester.

Sgnior Final €xaminations

Sgnior final graminations in yearlong coursegs will bg pregpared by the middlg of Magy so that they
may be given beforg graduation. Teachers will bg informed of the schedulg for sgnior final
grams. €very gffort will bg madg to reduce disruption of the teachers’ schedulg for sgniors’ final
graminations. If a teachgr has a class containing sgniors and undgrelassmen, the administration
will assist the teacher to provide coveragge for the class and/or the gramination.

If a graduating sgnior has garngd an {1 avegragge in the course during the four marking periods
and theg mid-term gram, the teacher may gxempt the sgnior from the final ggam. This gxgmption
only appligs to sgniors, and only appligs if the grade on the final grkam will not affect the
avgrage. Teachers will inform the individual sgniors if they arg gxgmpt from the final gxam.
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Coursg Gradg Petermination

The gradg in gach yegarlong course is calculated as the average of the four marking periods, the
midterm grxam, and the final gram. The midterm and final gxams gach count as half a marking
period grade.

Cach Igtter grade is assigned a numerical valug according to the following scalg:

Marking period grades:
M =4 points B=3 points C=2 points P=1 point =0 points

AMidterm and final gxam grades:
1 = 2 points B=1.5 points C-1 point »=0.5 points =0 points

The total points arg added together and divided by 5 (five marking period grades). The final
gradg for the year is determingd by using the following scalg:

T 3.5 points or abovg

B: 2.5 points to 3.49 points
C 1.5 points to 2.49 points
D: 0.75 points to 1.49 points
F lgss than 0.75 points

example: M student has recgived the following grades:

Marking period 1: B (3 points)
Marking period 2: C (2 points)
Midterm gxam: P (0.5 points)
Marking period 3: B (3 points)
Marking pgeriod 4: d (4 points)
Final gxam: C (1 point)
Final grade: 3+2+5+3+4+[=13.5

135 -5 =27so the final grade is B

In order to reegive course eredit, studegnts must reegive thrgg passing marking period grades of
the five marking period gquivalegnts. If a graduating segnior is in danger of failing a course, the
teacher will inform the studegnt’s guidaneg counsglor by the beginning of the fourth marking
period.

Studgnts should haveg a way to monitor acadgmic progress in gach coursg. Tegachers arg
gnecouraged to revigw studgnt progregss with classgs beforg Integrim Regports or marking period
rgports arg relgased. This wagy, ngither studgnts nor pargnts arg ungxpectedly surprised by the
studgnts’ gradgs.
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