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The administration, faculty, and staff welcome you to the Muhlenberg County High School family. From core academics to innovative electives, we strive to provide a first-class education and top-notch extracurricular programs that offer students the opportunity to succeed in post-secondary education, advanced training, or apprenticeships.
Every student will receive a copy of this handbook, and it then becomes the responsibility of the student to share it with his or her parents so that both may become familiar with the policies and procedures of Muhlenberg County High School. This handbook will also be placed on the school’s website.
We hope this is a special place and a special year for each of you.

SCHOOL CALENDAR
August 27


Opening Day for Students

September 1

Labor Day/No School

October 6-10 

School Closed/Fall Break

November 26-28

School Closed/Thanksgiving Holidays
December 22-Jan. 2

School Closed/Christmas Holidays

January 19


Martin Luther King, Jr. Day/No School
February 16 

No School

March 16


No School

April 6-April 10

Spring Break
May 21


Last Day for Students 
This calendar is subject to change, without public notice, due to inclement weather, school activities, or any other emergency that may occur. * Indicates possible makeup day for students.

SCHOOL CLOSINGS

Official announcements for school closings due to severe weather may be heard on local radio and TV stations, by accessing www.muhlenberg.kyschools.us. Additionally, the Board of Education and/or school principal utilizes the One Call System to notify parents and students of closings.  Please do not call the school. Parents should instruct their children whether to report home or to someone else’s home if school is dismissed early.

BEFORE AND AFTER SCHOOL ACTIVITIES

Students not involved in extra-curricular activities or participating in extended-school services should not arrive at the high school campus before 8:05 am. Doors will open at 8:10 AM. When school dismisses in the afternoon all students should exit the building by 3:45 pm unless they are involved in extra-curricular activities or participating in extended-school services. For safety reasons, students arriving early or staying late must be under the supervision of a faculty or staff member at all times. When arriving at school, all students are required to report to the commons area or gym. Students driving to school are to immediately enter the building and report to the designated areas. Loitering in the parking lot is not permitted to ensure student safety.
DAILY TIME SCHEDULE

8:10 am

Doors Open – students prepare for first class


8:35 am

Instructional/Class Time Begins 


3:35 pm 

Dismissal
SCHOOL RECORDS

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT

The Muhlenberg County School District permits parents to review and inspect any educational records of their child that are collected, maintained, or used by the district. This right shall be passed on to the student at age 18.  The district ensures that confidentiality of personally identifiable information of students is protected during collection, storage, disclosure, and destruction of student records.

School officials with a legitimate educational interest will have access to student records. A school official is a person employed by the district as an administrator, supervisor, instructor, or support staff member (including health or medical staff and school resource officers); a person serving on the School Board; a person or company with whom the district has contracted to perform a special task (such as an attorney, medical consultant, or therapist); or personnel assisting another school official in performing his/her assigned tasks. A school official has a legitimate educational interest if the official needs to review an educational record in order to fulfill his/her professional responsibility.

A parent may submit a request to review records to the principal of the school or other designated school officials. The district will give full access to these records unless school officials have been presented with written evidence of a court order relating to such matters as divorce, separation, or custody that specifically revokes the parental rights of record review/access. The district will comply with records review requests without unnecessary delay and in no case more than forty-five days after the request has been made.

Written policies have been developed which describe the types and locations of school records and the specific procedures available to parents for the review of records, the amendment of or hearing concerning educational records believed to be inaccurate, misleading, or otherwise in violation of the privacy or other rights of the child. Procedures are available for the disclosure and destruction of records. Copies of these policies and procedures may be obtained upon request from the office of the principal or the superintendent.

For convenience and necessity and in accordance with federal regulations concerning the release or transfer of educational records, the Muhlenberg County School System will forward educational records to a school in which a student enrolls or intends to enroll without the signing of a release statement. Parents may obtain upon request copies of the records transferred.

When records are no longer needed to provide educational services, parents may request the destruction of any personally identifiable information, evaluation or records regarding the placement of an exceptional child. Such requests should be addressed in writing to the principal. The district will destroy the educational records of a child without a parent’s request after the records have been maintained for five years as specified by the Records Retention Schedule and following the time when the records are no longer needed to provide educational services. The district will maintain a permanent record of a child’s name, address, phone number, grades, attendance record, classes attended, grade level completed and year completed. 
Parents have the right to file complaints to the Family Educational Rights and Privacy Act concerning any alleged failures of the district to comply with this act.
PARENT RIGHTS REGARDING TEACHER QUALIFICATIONS

Parents have the right, in accordance with state regulations, to request from the principal or superintendent information relating to the certification or qualifications of a student’s teacher.
NOTICE OF DIRECTORY INFORMATION

The Family Education Rights and Privacy Act (FERPA), a Federal law, requires that Muhlenberg County Schools, with certain exceptions, obtain your written consent prior to the disclosure of personally identifiable information for your child’s education records. However, Muhlenberg County Schools may disclose appropriately designated “directory information” without written consent, unless you have advised the District to the contrary in accordance with District procedures. The primary purpose of directory information is to allow the Muhlenberg County Schools to include this type of information from your child’s education records in certain school publications. Examples include:

· A playbill, showing your student’s role in a drama production

· The annual yearbook

· Honor roll or other recognition lists

· Graduation programs

· Sports activity sheets, such as for basketball, showing weight and height of team members

Directory information, which is information that is generally not considered harmful or an invasion of privacy if released, can also be disclosed to outside organizations without a parent’s prior written consent. Outside organizations include, but are not limited to, companies that manufacture class rings or publish yearbooks. In addition, two Federal laws require local educational agencies (LEA’s) receiving assistance under the Elementary and Secondary Education Act of 1965 (ESEA) to provide military recruiters, upon request, with three directory information categories – names, addresses, and telephone listings – unless parents have advised the LEA that they do not want their child’s information disclosed without their prior written consent. 

If parents do not want Muhlenberg County Schools to disclose directory information from a child’s education records without prior written consent, the parents must notify the School in writing by September 1st of each year.  Muhlenberg County Schools has designated the following information as directory information:

· Student’s name, address, photograph

· Participation in officially recognized activities and sports

· Telephone listing

· Weight and height of members of athletic teams

· Electronic mail address

· Degrees, honors and awards received

· Date and place of birth

· Major field of study

· Dates of attendance

· Grade level

· The most recent educational agency or institution attended

These laws are: Section9528 of the ESEA (20 U.S.C. 7908), as amended by the No Child Left Behind Act of 2001 (P.L. 017-110), the education bill, and 10 U.S.C. 503, as amended by section 544, the National Defense Authorization Act for Fiscal Year 2002, (P.L. 107-107), the legislation that provides funding for the Nation’s armed forces.
ACADEMICS
SCHEDULING

MCHS will operate on a 4-period block schedule with 4 classes meeting in the Fall semester and 4 different classes meeting in the Spring semester, thus providing the opportunity to earn 8 credits each year. 
GRADING SYSTEM


Grade

Percent

  Points

Points Weighted



A

90-100

    4.0

          5.0



B

80-89

    3.0

          4.0



C

70-79

    2.0

          3.0

D

60-69

    1.0

          2.0



F

  0-59

    0.0

          0.0

GRADUATION REQUIREMENTS
All students who meet the requirements for graduation outlined hereafter will receive the MCHS Diploma. In addition, all students must have completed the following requirements:

· Have been enrolled and in attendance for a minimum of (8) semesters in high school. 
· Have satisfactorily completed all activities such as performance standards, assessment tests, etc., as mandated by the state and local Board of Education.

· Pass a civics test made up of one hundred (100) questions selected from the civics test administered to persons seeking to become naturalized citizens and prepared or approved by the Board.
· Complete an Individual Learning Plan (ILP) that focuses on career exploration and related postsecondary education and training needs.

· One (1) or more courses or programs that meet the financial literacy requirements pursuant to KRS 158.1411.

Students whose disability precludes them from following the course of required study, as specified in the program of studies, will be awarded a certificate and shall be recognized for achievement at the completion of their specified individual education plan program.

Most classes offered at Muhlenberg County High School will be taught at the pre-college level. All students are required to take a math course all four years of high school.
· Academic Diploma – 26 credits
· Honors Diploma – 28 credits 
Academic Honors (per Board Policy 08.2211)
Honors Program

Beginning with the graduating class of 2008, a system of Advanced Placement (AP), dual credit and honors classes and Grade Point Averages (GPA) will be established to facilitate the selection of senior honor awards in one of two (2) categories of honor status.

Honor Categories and Requirements
There shall be two (2) honor categories for graduating seniors.
I. Honors

a. A cumulative GPA within the range of 3.50 – 3.74, when rounded to the nearest hundredth,

b. A minimum of three (3) AP, dual credit or honor classes taken and passed,

c. No out of school suspension or assignment to alternative school for either the junior or senior years.
II. Honors with Highest Distinction

a. A cumulative GPA within the range of 3.75 – 4.0, when rounded to the nearest hundredth,

b. A minimum of five (5) AP, dual credit or honor classes taken and passed,

c. No out of school suspension or assignment to alternative school for either the junior or senior years.
Valedictorian & Salutatorian

At the completion of the senior year, rank in class shall be determined by scholastic grade point average for all graduating seniors.

Students who have Honors with Highest Distinction status shall be eligible for Valedictorian and Salutatorian awards.

The student who complies with the above conditions and accumulates the highest grade point average when their cumulative GPA is rounded to the nearest hundredth shall be the class Valedictorian.

The student who complies with the above conditions and accumulates the second highest grade point average when their cumulative GPA is rounded to the nearest hundredth shall be the class Salutatorian.

In the event students comply with the above conditions and there is a GPA tie, the students will share that particular award.

Review Committee

A review committee composed of the principal, senior counselor and two teachers shall be established to review questions and/or problems relating to the academic honors program.

Students Who Transfer

Students who transfer from other accredited high schools before the end of their junior year shall be eligible for designation as Valedictorian, Salutatorian, or honor student.

Special Awards

Additional special academic, attendance, and/or achievement awards may be granted to students at the end of the school year.

Early Graduation 
Senate Bill 61, passed during the 2013 Kentucky General Assembly, provides a pathway to early graduation for students who intend to complete high school in three academic years or less. Students who complete the Early Graduation requirements (see below) may receive a diploma from their district. Students who graduate in three years or less are also eligible for an Early Graduation Certificate, which they may use the year immediately following high school graduation when enrolling in a SACS accredited Kentucky two- or four- year institute of higher education.  

Clarifying Points:

     The statutory changes and regulation went into effect beginning with the 2014-2015 academic year.

     KRS 158.142 states that a local board of education shall not impose graduation requirements that prohibit a student who is pursuing an early graduation program from finishing high school in less than four (4) years. 

     Early Graduation is defined as a student meeting the performance criteria outlined in 704 KAR 3:305 Section 9 (2) and doing so in three years or less from the date of first enrolling in grade nine. 

     To meet the criteria, students that intend to graduate early must meet minimum proficiency benchmarks for all exams required for state accountability and meet college ready benchmarks for the ACT or other college readiness exam.

     A student who wishes to graduate early must complete a Letter of Intent to Apply for Early Graduation within the first 30 days of the academic year in which they want to graduate and the information must be entered into Infinite Campus no later than October 1st of the academic year they intend to graduate. The student must also meet with the principal, guidance counselor, and student’s parent/guardian; complete the Early Graduation Letter of Intent and other requirements to develop a plan.

     Students may take their one state supported ACT exam earlier than their junior year, as provided by the regulation.

     Early Graduation students require consistent monitoring and counseling to ensure they are on track to complete the early graduation requirement. Regular meetings between the student, family and counselor should monitor and update student progress as required in Section 4 of 704 KAR 3:305.  

     The Letter of Intent is not binding; students may revert to regular student enrollment with the knowledge they have to meet the District’s minimum requirements and that they will not be eligible for the Early Graduation Certificate.
PARTICIPATION IN GRADUATION EXERCISE

The following requirements must all be met in order for a student to participate in the commencement exercises.  Seniors must:
· Complete the necessary coursework for the Muhlenberg County High School diploma by the end of the current spring semester.

· Pay all fees, fines, obligations, returned all school or board property such as uniforms, textbooks, computers, etc., and complete all disciplinary and make-up time assignments.

· Complete any work from correspondence courses, virtual high school courses, or work involving the credit recovery program and must have a final grade on file two weeks prior to graduation.  This applies only to students enrolled in the above-referenced class.

· Attend graduation practice in order to participate in the commencement exercise.

· Dress appropriately and exhibit proper behavior to participate in graduation. The principal has the authority to determine and specify appropriate attire and behavior.

SPECIAL EDUCATION

Muhlenberg County High School offers services designed to meet the needs of students with disabilities. Programs are available within the district for students with learning disabilities, mental disabilities, developmental delays, emotional and behavior disabilities, autism, speech/language disabilities, hearing impairments, health and physical disabilities, visual impairments, multiple disabilities, and traumatic brain injuries.

If a child is suspected of having a disability, parents and/or teachers may refer the student by contacting the principal or guidance counselor.  A multidisciplinary team will assemble to review the referral concerns and need for evaluation.  After written parental permission for testing is received, the student will be evaluated at no cost to parents. The principal and/or guidance counselor, special education teacher, parent, regular education teacher, and other necessary school staff will meet to review the evaluations and will determine if special education programming is needed. If the student is determined to need special education services, an Individual Education Plan will be written to outline specific goals for the student. Each student’s special education program will be reviewed annually. 

CREDIT RECOVERY / CORRESPONDENCE COURSES 
Students who have failed a course and are in danger of being retained or not graduating on time should speak with guidance counselors about credit recovery options. Students can access the district’s PLATO system, use virtual high school, Fall/Winter/Spring Break School, Summer School or take correspondence courses.  A student must have a minimum grade of 50 in the course in order to be eligible for Credit Recovery.  Seniors in jeopardy of failure may attend summer school to earn credits for graduation.

Students may earn, through correspondence, a maximum of 4 credits to be applied toward graduation requirements. Only courses offered by Board approved institutions are acceptable. The principal/designee must grant approval before the course is taken, and the school must receive an official record of the final grade before the student may receive a diploma. Correspondence courses are offered for remedial purposes only, not to accelerate toward early graduation.
SUMMER SCHOOL GUIDELINES 
The mission of summer school at Muhlenberg County High School is to provide another opportunity for qualifying students to LEARN essential standards in core classes that solidify foundational concepts needed to be successful in subsequent courses. A byproduct of this learning is the attainment of credit(s) toward promotion and graduation with their respective cohorts. 

Student Expectations:
1. Students must have a minimum final grade of 50 in a required graduation course to be eligible for summer school.

2. Students must attend every day, all day to earn a passing grade of 60 - regardless of their original grades.  

3. Students will earn a “pass” or “fail” based upon their attendance, effort, and successful completion (grade 60 or higher) on the end-of-course assessment. 

4. Students may recover a maximum of 2 credits/courses in one year. If attempting to recover 2 credits, the time will be divided evenly between the 2 classes.

5. Students may recover a maximum of 6 total credits via summer school throughout their high school career.

6. Students will turn in their cell phones and any other technological devices that could be distracting and impede their learning to an area designated by the teacher(s). 

7. All school rules during the fall and spring semesters still apply.

8. Failure to comply with any rule/expectation can result in dismissal, no credit obtained, and repeating the class(es) next school year. 

9. 10 unexcused whole days during the semester in which a student fails a class will disqualify the student for summer school eligibility.
Teacher Expectations:
1. Direct, teacher-led instruction will be the method of delivery for core content classes. 

2. Curricula will be developed that is aligned with essential standards identified and agreed upon by their respective departments. 

3. PLATO will only be used for students in need of NON-core content credits needed for promotion and/or graduation. 
Student have the right to appeal ineligibility decisions in writing to their guidance counselor. The counselor and an administrator reserve the right to rescind a student’s ineligibility on a case-by-case basis.
EXTENDED SCHOOL SERVICES

Muhlenberg County High School offers extra help for those students who may need or desire such services. The services may occur during school, before school or after school. Exact dates and times will be announced when the school year begins. These services are free and available to all students.

GRADE REPORTS

Students will receive grade reports each nine weeks. Grades are determined by averaging daily grades, test grades, and teacher assessment of learning based on work habits, effort, and ability. Mid-term deficiency reports will be sent home for students with a D or F.  MCHS distributes grade reports about one week after the end of each 9-week period.

Incomplete grades must be completed within one-week of the end of the grading period. Emergency cases will be reviewed by administrative personnel.

Student/Parent/Teacher conferences may be scheduled by the teachers, counselors, principals (or designee) for non-instructional or teacher planning times. Teachers may not leave a class for conferences or to answer telephone calls.
Students and parents are encouraged to utilize our Infinite Campus home system (when available) to keep regular check of student progress. The system may be accessed from any computer or mobile device with internet capabilities by following these steps:

· Enter www.muhlenberg.kyschools.us


· Click on Parent Portal Access

· Enter the user name and password. Parents may call the school for help and/or request the information at any time.

PROMOTION REQUIREMENTS
Sophomore – Completed five (5) credits

Junior-Completed thirteen (13) credits

Senior-Completed twenty (20) credits
CO-OP ELIGIBILITY GUIDELINES
· Minimum cumulative GPA of 2.0 or higher prior to their Senior year

· Student shall have at least 160 present days showing in IC at conclusion of their Junior year based on a 170-day school year.  Any less will disqualify student from eligibility.

· Student shall have no more than 5 unexcused tardy occurrences showing in IC during their Junior year.

· Student shall have no more than 3 ISD/ASD/Suspension occurrences at conclusion of their Junior year Career Pathway completer by end of their junior year OR be on track for completion during their Senior year (and enroll in courses needed to do so)

· Involvement in any legal matter while on the job OR during school hours (including, but not limited to alcohol/drug use, DUI, theft, etc.…) shall be grounds for removal from the Co-Op program

· Students must work at approved worksite within Muhlenberg County (certain exceptions may be granted by principal and teacher for locations just outside county lines within reasonable driving distance from student residence…. i.e. student living in Bremen and working in Sacramento)

*** Exceptions made on a case by case basis such as long-term illness, accident, etc. that kept a student out for an extended block of time; field trips / college visits do not count against your attendance
NO PASS, NO DRIVE POLICY

The “No Pass/No Drive” statute (KRS 159.051) stipulates that any 16 or 17-year-old applying for a permit driver’s license will be required to have a completed school compliance verification form. The school will submit a report of noncompliance, and subsequently update that report no later than the end of each semester, if any of three conditions occur:

· A 15-, 16-, or 17-year-old student (with a driver’s permit or license) accumulates nine (9) or more unexcused absences. Note: suspensions count as unexcused absences. 

· A 15-, 16-, or 17-year-old student driver drops out of school.

· A student is deemed academically eligible to drive by passing two-thirds of the credits in which he or she is enrolled at MCHS. (I.E. Students must pass a minimum of 3 out of 4 credits based on the current schedule.)
When a student meets the criteria for reinstatement of driving privileges the guidance office will issue notification to the Kentucky Department of Transportation verifying the student’s completion of eligibility requirements. 
TEXTBOOK RENTAL

A textbook rental will be assessed to each student enrolled in grades 9-12 for the school year. The rental will be $3 per credit and the required textbooks will be furnished to each student for each class in which he/she is enrolled. If the family income meets the qualifications for participation in the free or reduced-price lunch program, a student may apply for free or reduced priced rental of textbooks by filling out the free or reduced-price lunch application in the administrative office at the high school.

Pupils or parents shall compensate the school district for textbooks lost or destroyed while in their possession and the compensation shall be as follows:

· One and two-year-old textbooks -100%

· Three and four-year-old textbooks -75%

· Five and six-year-old textbooks- 25%

Students who lose their textbooks during the school year are expected to pay for a replacement book immediately. Should the book be found, a refund will be issued to the student.  Students who significantly damage textbooks so as to shorten the textbook life will be assessed a fair amount based on the cost, age of the book, and extent of damage as determined by the teachers and/or principal, or the textbook administrator.

TRANSFERS / WITHDRAWALS

Students transferring to another school should report their intentions to the guidance office and their teachers a few days in advance. All school obligations must be paid and school property must be returned before transcripts can be forwarded. Student’s records may be withheld pending obligation payments and return of books or other school property.

Students withdrawing from school must check in all books and any other school property through the guidance office. Students who just notify the school of their intentions to quit and stop attending will be charged for books/items not properly returned.

Students transferring to MCHS are scheduled on an individual basis. Transitions from another type of schedule may cause a loss of credits. Students entering MCHS who have previously attended a non-accredited school will enter under probationary status. Evaluation by the administration of the student’s transcript and earned credits will determine grade level placement. This evaluation may include testing. In all sequential course work (such as English I, II, III, IV), the student must earn at least a “C” by the end of the first nine weeks grading period to remain at that level of placement and receive credit in the preceding course. These students must earn at least their last seven (7) credits from MCHS in order to receive a MCHS diploma. They must also meet all other graduation requirements. Appeals to the seven (7) credit rule will be considered and should be filed with the school principal.

ACADEMIC HONESTY

Learning does not occur unless the process which students go through to learn is an honest process that reflects their true abilities as measured by their own efforts. Academic dishonesty is therefore defined as actions such as:

· Claiming the work of another person as one’s own.

· Copying information from another student’s test, examination, homework, theme book report, or term paper.

· Plagiarizing – defined as using another person’s idea, expression or works without giving the original author credit.
· Cheating – which may involve having in personal possession a copy of a test to be given or having been given by a teacher; using the test or notes during a test or examination; talking while taking quizzes, tests, or examinations; looking at another student’s paper, using telecommunication devices to photo tests or using text messaging to send information to another student.

· Failing to follow test procedures or instructions announced by a teacher.  
When a teacher determines to his/her satisfaction that an act of cheating has taken place, penalties (including the assignment of no credit and/or disciplinary action) will be taken. Parents will be notified.

EXTRA-CURRICULAR POLICY

Students will be eligible to participate in competitive extracurricular activities if the following requirements are met:

CONTINUAL PROGESS DURING THE SCHOOL YEAR:

1.  Following the first two full weeks of the Fall and Spring semesters, a student/athlete shall not have a cumulative failing average (F) in any class on a weekly basis.  Students who do not meet this requirement will be prohibited from participation the following week (Monday – Sunday).  

2.  On a weekly basis, a student/athlete shall not have a cumulative average equal to a D in any class.  Students who do not meet this requirement will be placed on academic probation on a weekly basis (Monday – Sunday).  During this time, a student/athlete may participate, but will be required to attend ESS.  Failure to attend ESS would violate the academic probation period. This violation would result in the loss of participation privileges. 
3.  Students are ineligible for extra-curricular activities while serving in-school detention (ISD) or suspension.
4.  Students who get ISD will sit out ONE game per ISD occurrence.
 
SCHOLARSHIP OPPORTUNITIES
Students have several scholarship opportunities that can be used to help with expenses at any eligible post secondary institution in Kentucky. Parents should encourage their child to do the very best they can in all courses so they are not only prepared for post secondary but also qualify for scholarship opportunities.

The following are scholarships available to qualifying students.

* KEES Scholarship – Kentucky Educational Excellence Scholarships (KEES) is a reward for grade point average and ACT scores that can be used to help with expenses at any eligible post secondary institution in Kentucky. Grades in advanced placement courses are calculated at a higher scale than normal courses. Students do not have to apply for this scholarship; the school will provide the necessary information.

* Gatton School of Business & Economics Scholarships – Felix Martin Jr. Foundation has left an endowment for students to receive scholarships to the University of Kentucky School of Business. Students must apply for these scholarships. Depending on interest accumulated from the endowment, as many as ten full scholarships may be available each year. Students interested in business should enter the Business and Information Technology School of Study.

* School Counts, Iris Givens Scholarships – The Iris Givens endowment provides scholarships to ALL Muhlenberg County graduates who meet the School Counts criteria. This scholarship may be used at Madisonville Community College. Students must sign up by August 31 during their junior year.
NOTE:  Other competitive scholarships are available from state college and universities as well as from other sources. You may talk to your guidance counselor for more details on scholarship availabilities.
ELECTRONIC DEVICE ACCEPTABLE USE POLICY

RIGHTS AND RESPONSIBILITIES

Muhlenberg County Schools provide computer and other internet resources in an effort to help support its primary objective – to enhance teaching and learning. As a responsible member of the Muhlenberg County community, all students are expected to follow and adhere to the guidelines established below based on common sense, common decency, rules established in the schools of Muhlenberg County, rules established by the Muhlenberg County Board of Education, and laws of the city, county of Muhlenberg, state of Kentucky and the United States of America. Strict adherence to the following guidelines will help insure a positive and productive environment for all students. All students using electronic devices in Muhlenberg County High School will:

Respect others’ rights to freedom from harassment and intimidation.

Respect and adhere to laws concerning copyright and other intellectual property rights.

Follow security restrictions for all systems and information.

Use and share computer resources courteously and efficiently. 

Recognize limitations to the privacy of electronic documents.
USAGE GUIDELINES

The student is held responsible for his/her actions. Unacceptable uses of the network will result in disciplinary actions set forth by the individual school’s administration. Some examples of unacceptable uses are:

Using the network for any illegal activity, including violation of copyright or other contacts.

Using the network for financial or commercial gain.

Degrading or disrupting equipment, software or system performance.

Vandalizing the data of another user.

Wastefully using finite resources – i. e., downloading software and files not related to educational 

     purposes.

Gaining unauthorized access to resources or entities.

Invading the privacy of individuals.

Using an account owned by another user or destroying or altering material therein.

Posting personal communications without the original author’s consent.

Posting anonymous messages.

Downloading, storing or printing files or messages that are profane, obscene, or that use language 

     that offends or tends to degrade others.
Creating/editing personal web page using school network.

Sending unauthorized e-mail, messaging, or chatting.

Gaining access to, viewing or visiting pornographic web sites.
INTERNET POLICY

Muhlenberg County students will be connected to the Internet, providing access to local, national and international sources of information. In return for this access, students have the responsibility to respect and protect the rights of every other user in our community and the Internet. Students are expected to act in a responsible, ethical and legal manner, in accordance with the Muhlenberg County Schools Acceptable Use Policy and the laws of the community and the United States.

ELECTRONIC MAIL POLICY

Do not send or attach pornographic, obscene, or sexually explicit messages or pictures.

Do not use or transmit inappropriate vulgar, obscene, abusive, or sexually explicit language.

Do not reveal your name or any personal information to anyone.

Do not establish relationships with “strangers” on the network, unless a parent or teacher has 

     coordinated communication.

Do not harass, insult or attack others.

Do not access, copy or transmit another’s message without permission.

Note that electronic mail is not guaranteed to be private. People who operate the system do have access to all mail. Messages relating to or of illegal activities may be reported to school and/or civil authorities.

Use of electronic mail system other than approved and implemented by the Kentucky Department of Education is prohibited.
VIOLATION CONSEQUENCES

Students violating the acceptable use policies subject themselves to disciplinary measures that may include after school detention, in school detention, and/or suspension.  Additionally, students may be responsible for restitution and may lose their computer or other telecommunication privileges for a time period determined by the administration.

CHANGE OF ADDRESS OR PHONE NUMBER

It is mandatory for a student or parent to notify the office if a change of address or phone number has occurred. It is very important to keep all records up to date in the school’s files. 

LIBRARY MEDIA SERVICES
If a parent/guardian has a concern about how many or which type of library materials may be checked out to their student, they may ask the librarian at each campus to flag that student’s account.  A short note will pop up on the computer each time a student checks out materials as a reminder of the parent’s request.
ATTENDANCE POLICY

Research indicates a strong relationship between attendance and school success. All Muhlenberg County High School students are expected to be in attendance 95% of the time for a school term. To meet this expectation, the total number of unexcused absences shall not exceed six (6) for the school year.

Absence 1-7 The first seven absent events may be excused with phone call and/or note from parent/guardian as indicated below.

Absences over 7
 May be considered an excused absence as indicated below.

Students will be notified after the 7th day absent about the need for doctor's statements for additional absences. 
Excused Absences

Seven (7) absences may be excused (anytime during the year) provided they are verified by phone and/or writing (school preference) by the student’s parent or guardian within (5) days of the student returning to school. Any absence after the 7 call-ins and/or written notes must have verifiable evidence that the absence was for a valid reason in order for it to be excused. Examples: written doctor or medical personnel excuse in case of sickness, death notice or funeral home card in case of death in the family, or court excuse in cases of mandatory court appearances, ticket from Kentucky State Fair or military documentation. Excused absences will only be allowed for the time of the appointment including transportation to and from the appointment.
1. Death or severe illness in the pupil’s immediate family

2. Illness of the pupil

3. Mandated court appearance

4. Religious holidays and practices with prior approval of the Principal

5. Documented military leave

6. One (1) day prior to departure of parent/guardian called to active military duty

7. One (1) day upon the return of the parent/guardian from active military duty

8. Visitation for up to ten (10) days, with the student’s parent, de facto custodian, or person with legal custody who, while on active military duty stationed outside of the country, is granted rest and recuperation leave

9. One (1) day for attendance at the Kentucky State Fair

10. Extenuating circumstances that are approved by school principal.
College Visits: Juniors and seniors may receive 2 pre-approved college visits. Students must return documentation from the college that includes their name, the date of the visit, and a signature of a representative of the college within 5 days of the visit.
UNEXCUSED ABSENCES

The following shall apply when a student has an unexcused absence or when the above procedures are not followed.

1) Students with an unexcused absence will receive a zero for schoolwork missed. The grade will be averaged in with other grades for the grading period.  

2) Any long-term material (i.e., semester tests, term papers, class projects, etc.) assigned before a suspension occurs, but not due until a date after the suspension ends will receive 100% of grade earned.

ATTENDANCE GUIDELINES
When a student reaches the equivalent of 10 unexcused whole days during the current school year, he/she will be ineligible to participate in the activities as defined in the policy. However, a student will be able to “buy back” (work off) an unexcused absence once the number of 10 is reached. Once the time is bought back and the number is 9 unexcused absences, the student is eligible to participate in the activities as defined in the policy. (2 half days=1 day)

To buy back 1 unexcused absence, a student must attend school for 5 consecutive school days. If any time is documented in IC (Infinite Campus) as being missed during the 5 days, the student will start the 5 consecutive school days over until 1 is worked off. (Time missed is defined as an unexcused or excused event, without exception.) 

Prior to the student beginning the buyback program, he/she and a guardian must have met with either a counselor or an administrator to discuss the Attendance Policy and the buyback program. During the meeting, the student and guardian will also be required to sign a contract showing their acknowledgement and understanding of the policy and the buyback program. If the student and guardian do not complete the contract, then the student will remain ineligible. If the student does not complete the buyback program, the student will remain ineligible. 
Timeline for buyback program:

Buybacks must be completed 5 days prior to the activity in question. 

The activities included are:

· Prom 

· Winter Formal

· Commencement exercises 

· Non-instructional field trips, including senior trip
ATHLETIC ATTENDANCE
In order to participate in athletic events, it’s the expectation that a student athlete be present at school for a minimum of 2 blocks of the school day on the date of the athletic event. This is effective the entire school year.
Also, in order to participate in athletic events (mandatory and non-mandatory practices, competitions, and other team sponsored events), a student athlete’s school attendance must be at least 90%. Attendance tracking includes excused and unexcused absences. The 90% attendance portion of the Athletic Attendance Policy will begin one calendar month from the starting date of the school year for students. Attendance checks will be conducted on Friday of every week. If a student athlete is deemed ineligible due to attendance, they will be ineligible until their cumulative attendance is at 90% or above, for a minimum of 1 week (the following Monday-Sunday after the attendance check).
Student athletes have the right to appeal ineligibility decisions in writing to the high school administration. The high school administration reserves the right to rescind a student athlete’s ineligibility due to attendance on a case-by-case basis.
Truancy
Pupils are required to attend regularly and punctually the school in which they are enrolled. Recording of absences and tardies shall be made in compliance with the requirements of 702 KAR 007:125
Any student who has attained the age of six (6), but has not reached his/her eighteenth (18th) birthday, who has been absent from school without valid excuse for three (3) days or more, or tardy without valid excuse on three (3) days or more, is a truant.
Any student enrolled in a public school who has attained the age of eighteen (18) years, but has not reached his/her twenty-first (21st) birthday, who has been absent from school without valid excuse for three (3) or more days, or tardy without valid excuse on three (3) or more days, is a truant.  Any student who has been reported as truant two (2) or more times is a habitual truant.
For the purpose of establishing a student’s status as a truant, a student’s attendance record is cumulative for an entire school year. When students transfer from one Kentucky district to another, attendance information from the previous district shall become part of their official attendance record for that school year.

Consequences of Truancy

High school students who have been reported as a habitual truant (having six [6] or more unexcused tardies or absences) may be referred to the Court Designated Worker. High School students who are 18 or older who have been reported as habitual truant may be subject to being withdrawn from school by the Superintendent. 

* Driving privileges may be revoked for truancy at administration’s discretion.
CHECK-IN/CHECK OUT

1) Students arriving late must check in at the front desk and get a tardy slip. Students arriving during a class change will be counted absent for classes missed and must check-in before going to class.

2) Parents or guardians must talk to the appropriate school official prior to any student checking out early from school. NOTES WILL NOT BE ACCEPTED.

3) Parents/guardians coming on campus to check out students must check them out at the front desk. No one other than legal guardians or persons on the student's emergency contact list may check out a person, unless a parent/guardian makes prior arrangement with the appropriate official.

4) Unexcused check-ins and unexcused check-outs will be treated as tardies. 
5) If a student is eighteen (18) years of age, the student may check himself/herself out of school, but efforts will be made to contact the parent or guardian before the student leaves the school campus.

TARDINESS

A student is tardy if he/she is not ready to proceed with the designated activity in the classroom when the tardy bell sounds. This includes checking-in late in the morning or checking out early from any class. On the third unexcused tardy (including tardy to class) and every tardy thereafter that semester, an administrator will assign an after-school detention. Administrators may change detentions to more severe penalties (including suspended driving privileges) for those whom this behavior is habitual. 
SKIPPING CLASS

Students who remain on campus or arrive late to school and choose not to attend a class or portion of a class without proper authorization will be assigned:  1st offense-After School Detention, 2nd offense-In School Detention for each class or portion of a class missed.

SKIPPING SCHOOL

When a student chooses not to attend school without parental knowledge, when a student arrives on the school grounds or boards the bus in the morning and leaves without proper check-out, or when a proper call-in and check-in/check-out are not completed, the student will be assigned ISD or other consequences as determined by administration.
Educational Enhancement Opportunities

Students shall be granted as present for up to ten (10) school days to pursue an educational enhancement opportunity (EHO) determined by the Principal to be of significant educational value. This opportunity may include, but not be limited to, participation in an educational foreign exchange program or an intensive instructional, experiential, or performance program in one (1) of the core curriculum subjects of English, science, mathematics, social studies, foreign language, and the arts.  Unless the principal determines that extenuating circumstance exist, requests for date(s) falling within state or district testing periods shall not be granted.  The principal’s determination may be appealed to the Superintendent/designee whose decision may then be appealed to the Board under its grievance policy and procedures.  Students who are counted present according to the EHO under this section shall have the opportunity to make up school work missed and shall not have their class grades adversely affected for lack of class attendance or class participation due to the EHO. 
HOMEBOUND INSTRUCTION

Students are eligible for homebound instruction when they are ill or injured AND when it is determined by a doctor they are unable to attend school for a period of at least five consecutive days. The parent or guardian must contact the guidance office to make proper arrangements. Students on homebound instruction may not receive credit for classes that require active participation or actual "hands on" experiences that cannot be reproduced at home (i.e., vocational or foreign language classes), unless those skills can be acquired through arrangement with the instructor. Those students taking classes at the Career High School will be given an I (incomplete) that may be removed by completing the necessary hours and classroom requirements the following semester. In the event students do not meet the Career High School guidelines, a grade of “F” will be earned and posted on the final high school transcript. 
STUDENT HEALTH & SAFETY

STUDENT INSURANCE

Muhlenberg County Schools provide, at no cost to the parent, accident insurance on all students. This insurance with K & K provides coverage during school or at any school sponsored event. This is a supplemental insurance and pays after personal insurance has been used. If a student has no insurance, then this insurance becomes the child’s primary coverage. If your child is involved in an accident and a claim needs to be filed, parents are required to fill out an accident report and pick up the insurance papers from the school administration. K & K also provides twenty-four (24) hour coverage for an additional cost to the parent. Those forms may also be picked up in the administrative office.
ILLNESS/ACCIDENT PROCEDURES

1) When students become ill or are injured during the school day, the teacher or person in charge may render such aid as advisable and within the limits of his/her knowledge for treatment of such injury. If possible, the principal and parent or guardian shall be notified immediately.

2) If a student appears to need to go home, he/she must obtain proper teacher permission and report to the nurse's or health tech’s office where a parent or guardian will be contacted. Parental and administrative permission is necessary before the student is allowed to sign out and go home.

3) If the parent or guardian is not at home or cannot be reached by phone or cannot arrange to pick up the child, then the child will be made as comfortable as possible and will remain at school. Under normal circumstances a student will not be taken home or allowed to leave when the parent or guardian has not been contacted.

4) If the matter is particularly serious and the parent/guardian cannot be contacted, school authorities may take the student to the hospital.

NOTE:  It is imperative that every student provides the school with an emergency phone number. Parents or guardians must notify the guidance office if a student has a chronic illness or disability that could require special or emergency treatment.  Examples include, but are not limited to: food allergy, history of seizures, etc. Such information should be included in writing in his/her folder.
ASBESTOS INSPECTION INFORMATION

Muhlenberg County Schools has conducted a complete inspection of its facilities for asbestos, pursuant to The Asbestos Hazard Emergency Response Act, Public Law 99-519. The results of the inspection have been included in a management plan that can be reviewed in the Office of the Superintendent. The purpose of the Federal and State Regulation is to protect the health and well-being of all persons entering the buildings of this LEA for any reason. 

SCHOOL VISITORS

Since the safety and education of all students are of primary importance, the school requests that all visitors abide by the following:

1) Have valid school business and a photo I.D. 
2)    Always enter through the front entrance (Door #2 ONLY).
3)    Obtain administrative consent, sign in at the front desk, and leave car keys at the office. 
4)    Obtain and wear a visitor’s badge.

5)    Dress appropriately as to school expectations.

Parents are always welcome at MCHS. Class visitations should be scheduled through the principal’s office and at the principal’s discretion. Students may not bring visitors to school for any part of the school day. 
MEDICINE DISBURSEMENT

Students under prescribed and/or over the counter medication, including aspirin, may take medicine at school according to the following guidelines:
1) Parents/guardians are required to bring medications to school in the original container labeled with the student’s name, medication name, and directions for distribution.

2) The prescribed medication shall be retained during the school day and administered through the nurse’s or health tech’s office.

3) Unless approved by the administration and prescribed by a physician for a pressing medical need (asthma, etc.) students may not carry medications on their persons at anytime.

4) Students shall not share any prescription or over the counter medication with another student.

5) Prescription medications will only be returned to a parent or bus driver, or only through arrangements made with the parent.
6) The nurse or health tech must obtain parental consent prior to any assessment of treatment or medicine distribution to occur. (Please note: The nurse or health tech should receive any information if the student(s) has chronic allergies or illnesses so that an emergency plan may be developed and distributed to staff for each student.)
DROP, COVER, AND HOLD (EARTHQUAKE DRILL) PROCEDURES

* At the first tremor indicating an earthquake, students are to immediately take shelter in their rooms, preferably under a table or desk, to avoid falling objects, glass, etc. They should cover their eyes with their arms, and hold on to the desk or table.

* If students cannot get under a desk or table, they should grab a book to protect their heads and place their heads in their laps to protect their faces.

* When the tremors stop, students should remain calm and wait for instructions.

* If necessary, teachers and students will be notified to leave the building according to the evacuation plan.

* An earthquake drill will be scheduled in advanced or announced over the intercom.
EMERGENCY EVACUATION PROCEDURES

Muhlenberg County High School will conduct emergency evacuation drills in accordance with state law and local policy. When a drill occurs that calls for an evacuation, students should move quickly and in an orderly manner out of the building.  Further instructions on evacuating the building or emergency drills will be given by each teacher, and evacuation routes will be posted in each room.

SEVERE WEATHER (TORNADO DRILL) PROCEDURES

Muhlenberg County Schools will conduct severe weather safe area drills during the school year consistent with district policy. When sirens sound, students in rooms with interior walls are to remain in place. Others will move in orderly fashion to assigned areas. Teachers will review these areas with their classes and post in each classroom.

DRUG & ALCOHOL TESTING POLICY 
Muhlenberg County Board of Education has adopted a mandatory random alcohol and drug safety policy for student athletes, students who participate in extra-curricular activities at the high school level, and students who drive to school or park on school property and hold a valid on-campus driving permit. Students who are not athletes, who do not hold an on-campus driver’s permit and/or who are not participating in extra-curricular activities may volunteer to participate in the District’s drug-testing program.

All student participants and their parents/legal guardians are required to acknowledge in writing that they have read, understood, and agree to be bound by the terms and conditions of the policy. The student and parent/guardian must sign the “Student and Parent/Guardian Consent to Perform the Urinalysis for Drug Testing” form and be advised of the voluntary surveys for program evaluation before participating in activities or driving to school.

This policy establishes a program of education and counseling designed to deter unlawful use of alcohol and other drugs. When deterrence is unsuccessful, the policy provides for suspension and/or terminations of a student’s participation in high school extra-curricular activities including athletes and/or revocation of a student’s on-campus parking permit.

Reference: Muhlenberg County Board of Education Student Policy 09.423 (use of alcohol, drugs, and other prohibited substances

Reference: Muhlenberg County Board of Education Student Procedures 09.423 AP.1, AP.2, AP.21  

The above Policies and Procedures may be obtained on the Muhlenberg County Schools web site or copies are available at the schools.

BULLYING / THREATS / HARASSMENT

The Muhlenberg County School System will not tolerate acts of harassment, discrimination, or threats of harm or violence. It will not tolerate a climate of hostility created by the use of language, conduct, or symbols which are commonly understood to convey hatred, contempt or prejudice due to race, color, national origin, age, religion, marital status, sex or disability. The policy extends to any/all student language or behavior, including, but not limited to, the use of electronic or online methods. Bullying/harassment/discrimination is prohibited at all times on school property and off school grounds during school-sponsored activities.
Students who believe they have been a victim of an act of bullying / harassment / discrimination or who have observed such acts should report the information to a principal, counselor, or designee. Alleged offenders and their parents or guardians are warned against retaliation as further consequences may be given as necessary and deemed appropriate by the school district.
Information of bullying/harassment/discrimination shall be reported to the superintendent. An investigation will be conducted and a written report shall be formulated. Any felony offences under KRS Chapter 508 shall be reported to the local law enforcement, the Kentucky State Police, or the County Attorney.  By receiving this code of conduct, students, parents, guardians, and those exercising custodial control have been informed of the requirements of this code and provisions of Section 1-5 of HB91.

Examples of conduct and/or actions that could be considered a violation of this policy include, but are not limited to:

1) Any nicknames, slurs, stories, jokes, written materials or pictures that are lewd, vulgar, or profane and relate to any of the protected categories listed in the definition of harassment/discrimination contained in policy.

2) Unwanted touching, verbal or sexual advances, requests for sexual favors, and spreading sexual rumors.

3) Causing a student to believe that he or she must submit to unwelcome sexual conduct to participate in a school program or activity or that an educational decision will be based on whether or not the student submits to unwelcome sexual conduct.

4) Implied or overt threats of physical violence or acts of aggression or assault based on any of the protected categories.

5) Seeking to involve students with disabilities in antisocial, criminal, or dangerous activity where the students, because of disability, are unable to comprehend fully or consent to the activity.

6) Destroying or damaging an individual’s property based on any of the protected categories.

REPORTING AN INCIDENT

All reports will be investigated and appropriate action will be taken. MCHS considers harassment a serious offense and it is subject to a range of disciplinary actions including, warnings, in school detention, after school detention, suspension, alternative school placement, and expulsion.

FIGHTING

Fighting is defined as the use of physical force toward another.

a. 1st Offense: 2 Days Out of School Suspension and 2 days ISD
b. 2nd Offense: 3 Days Out of School Suspension, 3 days ISD, and ALC Referral
c. 3rd Offense: ALC Placement per ILPA Meeting and Possible Expulsion Hearing
d. 4th Offense: Expulsion Hearing per Conference with Superintendent 
The school will file legal charges against students involved in fights where appropriate.
Additional disciplinary action may be taken if it is evident that one student acted in an overtly aggressive manner. Action may be taken against one student and not against a second student if no retaliation of excessive force occurred. 

Disciplinary action taken for fighting is cumulative for a student throughout his/her high school career. 

Students who instigate fights, but are not actively involved (that is, students who carry rumors, put others up to fighting, carry information back and forth between other individuals who subsequently fight, record fights with cell phones or other devices, use social media to instigate or share fights, or are involved in horseplay which becomes a fight) submit themselves to the same penalties as those who are involved in the fight. Students not using physical force, yet engaging in verbal confrontations, will be subject to disciplinary action.

DRUGS & ALCOHOL USE POLICY

No pupil shall purchase, possess, attempt to possess, use, be under the influence of, sell, or transfer any of the following on or about school property, at any location of a school-sponsored activity, or en route to and from school or a school-sponsored activity.

1) Alcoholic beverages.

2) Controlled drug substances and drug paraphernalia including but not limited to, dangerous drugs, narcotics, marijuana, barbiturates, volatile substances, amphetamines, and any other legal or illegal material that has a harmful or unnatural effect on the person using them.

3) Substances that “look like” a controlled substance - In instances involving look-alike substances, there must be evidence of the student’s intent to pass off the items as a controlled substance.

4) Prescription drugs used for the purpose of sale or distribution.
CONSEQUENCES: Violation of this policy will result in suspension from school and placement in the Alternative Learning Center. Students involved with athletic teams or school-sponsored activities shall face suspension or dismissal from those activities.

USE OF/POSSESSION OF TOBACCO & PARAPHERNALIA 

Use or possession of tobacco products or tobacco paraphernalia, including electronic cigarettes/vapes, is prohibited on the school grounds or in any part of the building at Muhlenberg County High School. A student breaking this regulation will receive the following disciplinary action:

· 1st Offense – 2 Days In-School-Detention

· 2nd Offense – 4 Days In-School-Detention 
· Additional Offenses – Suspension, possible recommendation to ILPA for ALC placement, 

NOTE:
Students found in restroom stalls/at urinals or in a group with any tobacco product in their presence will be disciplined as using or possessing tobacco.
WEAPONS

Unlawful possession – knowingly carrying, bringing, using, or possession of any firearm, weapon, or destructive or booby trap device on school property, in any school building, on school grounds, in any school vehicle, or at any school sponsored activity is prohibited. Kentucky law specifies that such offense is a felony punishable with up to five (5) years in prison and a $10,000 fine. Except for authorized law enforcement officials, the Muhlenberg County Board of Education specifically prohibits the carrying of concealed weapons on school property. 
WEAPONS DEFINED

Kentucky House Bill 80 passed by the 1996 General Assembly has a broader definition of a “weapon” than does the Federal Gun Free Schools Act of 1994. Muhlenberg County Schools defines a deadly weapon as follow:

1) Any weapon from which a shot, readily capable of producing death or other serious physical injury, and may be discharged.

2) Any knife.

3) Billy, nightstick, or club.

4) Billy jack or slapjack.

5) Nunchucks/karate sticks.

6) Shuriken or death star.

7) Artificial knuckles made from metal, plastic, or other similar hard material.

8) Any other object that is carried for the purpose of inflicting injury on another including, but not limited to, pepper spray.

9) Stun guns/tasers or any electrical-charged devices capable of causing injury.
In enforcement of this policy, principals or their designees, having reasonable suspicion, may authorize searches in compliance with applicable Board policies.

CONSEQUENCES

Federal law stipulates that the penalty for students bringing a firearm, deadly weapon, destructive device, or booby trap device to school or onto school campus/property under jurisdiction of the Muhlenberg County Schools shall be expelled for a minimum of twelve (12) months. However, the Board may modify such expulsions on a case-by-case basis.

Violation of this policy shall result in the student being immediately suspended from school. Also, the principal shall immediately report to the Superintendent, who shall determine if expulsion charges should be filed.

Students who have toy weapons that are indistinguishable from real weapons and students who are aware that someone has a weapon on school property but does not report this to an adult is subject to disciplinary action. IDEA law will be followed for students with disabilities. 

The best way for our high school to remain safe is for students to tell an adult when they suspect someone is on campus with a weapon.
SCHOOL SAFETY OFFICERS
Muhlenberg County Schools employ safety officers that are assigned to the schools during the instructional day and at extra-curricular activities. These law enforcement agents will assist the principal in maintaining a safe school environment and investigating policy violations.

IN THE EVENT OF AN EMERGENCY
When an emergency occurs that affects the school, parents can obtain important information in the following ways: 

· Our Infinite Campus Messenger or One-Call will contact you via phone or text

· Tune in to our local TV and radio stations 

· Visit the District’s website or social media pages

These resources will give up-to-date information in the event of an emergency. Please do not immediately go to the school. We want to decrease traffic around our schools during emergencies to keep roads clear for emergency responders.  You will be notified on where, when, and how to pick up your child as soon as it is safe to release students.  We understand that getting to your child during an emergency is important and we will work diligently to keep the process moving as quickly as possible.  

 

Shelter-in-Place 
During a shelter-in-place, students may be taken to an inner hallway or a room with few or no windows and will remain there until it is safe to release students. Shelter-in-place will be used if there is a threat of tornado or high winds, if a hazardous material is released into the air, or if emergency agencies determine that evacuations or early dismissal could potentially place students in danger. During shelter-in-place, students will not be released until it is deemed safe.

 
Evacuation 

During an evacuation, students will be sent outside or transported to an alternate site to prevent harm or injury due to an emergency inside the school or community. These sites have been predetermined and specific information will be released as it is known.

 
Reunification (reuniting parents and guardians with their children) is used when students have been removed from the school facility to an alternate location, or when an emergency has occurred that affects the area around the school. Please remember, a student can only be released to an adult who is listed as an emergency contact on school records. Be sure to keep your contact information up-to-date with authorized individuals and working phone numbers. Anyone attempting to pick up a student must show proper photo identification (driver’s license, state ID card, military ID card, or passport).  At the reunification site, traffic and crowd control will be critical and resources are in place to help us reunite you with your child as soon as possible. 
Please be patient as we will be utilizing a critical process to ensure students are reunited only with authorized individuals.  
MOMENT OF SILENCE 

A moment of silence or reflection is required in all schools and notification of such is required by KRS 158.175. 
The moment of silence or reflection shall occur at the commencement of the first class of each day with the following guidelines included in the statute and Policy 08.1351: 
1. The moment of silence or reflection shall be at least one (1) minute but not exceed two (2) minutes in duration;  
2. Students are to remain seated and silent and make no distracting display so that each student may, in the exercise of his or her individual choice, meditate, pray, or engage in any other silent activity which does not interfere with, distract from, or impede other students’ exercise of individual choice; 
3. District personnel shall not provide instruction to any student regarding the nature of any reflection that a student may engage in during the moment of silence or reflection. Parents will be encouraged to review these guidelines and provide guidance regarding the moment of silence or reflection.

Consequences – See Defiance/Disrespect/Insubordination on the discipline matrix.
STUDENT LIFE

HALL PASSES

Students are expected to remain in the classroom during instructional time unless they are sent or summoned for school business or an emergency arises. (For non-personal reasons, a student may use a teacher’s pass rather than a personal hall pass). Teachers are expected to keep their students in class for the entire class period. Any student leaving class is expected to have a SmartPass hall pass filled out. Student permission to leave the classroom during instructional time is at the teachers’ discretion. Students are expected to leave cell phones behind in a safe location before exiting the classroom.  
Failure to abide by this policy will result in consequences such as lunch detentions, after school detentions, in school detentions, or other disciplinary action at the administration’s discretion. 
MEALS

Students have the opportunity to eat two meals a day in our school cafeteria. Breakfast is served before school. Students will eat lunch in one assigned lunch period. ALL students will be served free breakfast and lunch meals.
Meals should be a pleasant time of interaction for students. To that end, students should respect others around them and who may follow them by:

· Maintaining a quiet, orderly environment.

· Entering all lines at one’s proper place in line.

· Cleaning the table and area used, pushing chairs in, and disposing of all trash on the way out of the cafeteria.

· Refraining from sitting on tables.
· All students are expected to remain in the cafeteria (commons area) during lunch periods.

· Students are to use only designated restrooms specific to breakfast/lunch areas. 
· Food and drinks are only permitted in the commons area – NOT in hallways or classrooms. The only drink that may be permitted outside of the commons area is water that is visible through a clear container. 
Prices:



Adult & Student



Breakfast
$2.50
    





Lunch

$4.75
  

 
Note: All students’ initial breakfast and lunch will be free for the 2024-2025 school year. These prices will apply should a student want an additional meal.
LOCKER AND LOCKING PROCEDURES

Students will be assigned lockers when school begins or when they enroll. Students should remember that lockers are the property of the school and are subject to search on periodic occasions. The following procedures apply to locker use:

· Students are permitted to carry one backpack or purse to and from class. Any additional bags must be stored in their locker or placed inside their backpack or purse.

· Students must place, gym/athletic bags, and other large storage items in their assigned locker or designated holding area. No bag or storage item should have images or sayings that would violate the dress code. Exceptions to this policy may be granted to students with special circumstances. Check with administration if circumstances warrant special permission to carry a backpack or larger handbag. 
· Students should always leave their locker locked and never leave their locks “set” on the last number so that they can be opened by one turn.
· The student should memorize their locker combination and never let other students know their locker combinations.

· Students are not allowed to share lockers under any circumstances.

· Students should realize that it is not necessary to visit their lockers between every period.

· Students whose lockers are inconveniently located from their classes may want to take 

materials for 2 or more classes in succession before returning to their lockers.

· Locker decals or pictures located inside or outside of the locker will not be allowed.

· Jamming lockers so they will open is prohibited. Students should clean out their lockers periodically.
*NOTE:  Students who have a lock or locker problem should report this to the front or guidance office.

ANNOUNCEMENTS

Important announcements will be made daily by the principal or designee at specific times during the day. All students and staff are expected to listen to all announcements. Teachers will communicate other daily announcements as distributed through internal communication channels. Interruptions will be kept to a minimum.

TELEPHONE USAGE/MESSAGES

Students will be called to the office to receive only messages that are absolutely necessary at the end of the day or during their lunch period. No one will be called from class to the phone except for family emergency situations. Students who find it necessary to use the telephone during school hours may use the telephone in the front office. Permission must be given by an administrator before the student may use the phone.
CELL PHONE / TELECOMMUNICATION DEVICES

In compliance with KRS 158.165:

The Muhlenberg County Board of Education allows students to possess a cell phone on school property during the school day and at school sponsored events. HOWEVER, telecommunication devices such as cell phones use are strictly prohibited during instructional time (from tardy bell to dismissal bell of each class period), except during an emergency. This includes the use of wireless ear buds and smartwatches. During instructional time students are required to put their phone in the calculator caddy.
Students are permitted to use their cell phones during passing times, their assigned lunch, and prior to 8:35 AM and after 3:35 PM. 
Students are permitted to use wired headphones for instructional purposes.

The principal may revoke/alter this policy at any time she/he feels this policy is being abused or causing a disruption to the education environment. 
Students are responsible for keeping up with phones if they choose to bring them to school. The high school or district will not be responsible for loss, theft, or destruction of student phones. 
Cell Phone/Telecommunication Device Violations
Failure to comply with expectations (including teachers utilizing the calculator caddy procedure) will be addressed as disrespectful or defiant behavior (see discipline matrix). Excessive or repeated violations will result in loss of privileges. In such cases, parents/guardians will be notified by an administrator. 
ACADEMIC DRESS CODE – Grades 6-12

District policy 09.427

The wearing of any item, practice of personal grooming, or unsanitary body condition that, at the discretion of the administration, materially or significantly disrupts the educational process or threatens the health or safety of the individual or other students is prohibited during the academic hours of 8:10 a.m.-3:35 p.m. Exceptions to this policy may be made during physical education classes, for medical purposes, religious restrictions, special school activities, or school spirit days. Dress code checks WILL occur EACH DAY and are authorized by any staff member. If students are found to be in violation, they will be referred to an administrator.

General

Students should always dress appropriately for the occasion and avoid extremes in dress, cosmetics, and hairstyles. Students should feel a responsibility to present a suitable appearance so that they may reflect credit upon themselves, their family, school and community. No apparel or accessory may be worn that contains logos, pictures, or writings that:

· Promote alcohol, tobacco, drugs, violence, or illegal behaviors
· Depict vulgar, obscene, sexual, or racial images

· Contain religious harassment, derogatory language, or profanity

· Include any writing, symbol, illustration, name or sign of gang names or graffiti.

NOTE: Undergarments must be completely covered at all times.

Shirts/Jackets

1. Tank tops (Spaghetti straps, cut-offs, etc.) are not permissible.

2. All tops must completely cover a student’s torso (when wearing leggings or yoga pants) and shoulders at all times.

3. Exposure of cleavage is unacceptable.

4. Long jackets and trench coats are not allowed.

Lower Body Apparel

1. Lower body apparel must be worn at the natural waistline and extend to 3 inches above the knee. No skin showing 3 inches above the knee, including holes in pants/jeans.

2. No sagging pants are allowed.

3. Lower body apparel must be of substantial, not see-through, material.

4. Sweatpants/sets are allowed.

ADDITIONAL ITEMS

1. Shoes must be worn at all times.

2. No gloves may be worn.

3. Any headwear that covers a student’s ears and conceals earbuds/headphones – thus presenting communication and/or safety challenges – are NOT permitted. Baseball-style hats may be worn at the administration’s discretion.

4. No bandanas in any form are allowed. 

5. Only medically necessary prescription sunglasses may be worn.

6. Blankets are not to be worn or used inside the building.

7. No sleep apparel such as pajamas, flannel pants, or house shoes may be worn.
Dress code protocol may be altered buy still monitored during other activities such as dances, field trips, etc. and corrected at administration’s discretion.

Note: Building administrators or administrator’s designees (teachers, coaches, chaperones, etc.) will be responsible for ensuring the enforcement of this district dress code.
CORRECTIVE ACTION FOR DRESS CODE VIOLATIONS

Faculty and administrators are responsible for enforcing the school dress code.

· Minor dress code violations that can be corrected without new clothing may be corrected on the spot; however, all such violations should be reported to the administration.

· Students with major dress code violations that require new clothing shall be sent to the front office, and they will not be allowed to return to class until the violation is corrected.

· Inappropriate items collected will be returned at the end of the day to the student or guardian.

· Students with major violations must call their parents to bring them appropriate attire, change into other appropriate attire of their own, or wear clothing provided by the school.

· Students who refuse to correct violations immediately will be placed in ISD or suspended.

DISCIPLINE FOR DRESS CODE VIOLATIONS

1st and 2nd Offenses – Documented warnings

3rd Offense – Lunch detention

Additional Offenses – Consequences will be at the discretion of the administration

DRESS CODE FOR SCHOOL DANCES/SPECIAL EVENTS

All school dances, including formal, casual and semi-formal attire, will follow the school dress code with these additional requirements:

· Shorts and t-shirts, meeting the proper dress code, are allowed for casual dances.

· Shirts must be buttoned and may not be removed during the event.

· Dresses/shirts can have straps, sleeves, or be strapless.

· Dress length must be mid-thigh or longer.

· Slits in dresses must not be higher than mid-thigh.

Students not following this dress code policy will not be allowed to attend the event.

References:

Tinker v. Des Moines Independent School District, 393 U.S. 502 (1969)

Bethel School District No. 403 v. Fraser, 478 U.S. 675 (1986)

KRS 158.183

KRS 160.345

OAG 73-233

OAG 73-284
OFF LIMIT AREAS
The following areas are off limits to students:

1. Copy room.
2. Faculty lounge/workroom.

3. Parking lots during instructional time.

4. No students are to be outside of the school building during the school day unless one of the following exists:

a. The student has obtained a pass/permission from the administration.

b. The student has checked out through the front office as part of a class, peer tutor, or career apprentice assignment.

c. The student is under the DIRECT supervision of a faculty member.
Note: Students who drive may not use their vehicles as lockers and access them throughout the school day. 
5. Service areas such as mechanical rooms, janitorial closets, kitchen and storage rooms.

6. Vending machines – In order to comply with federal guidelines, students are not allowed to use vending machines until after regular school hours.
7. All restrooms (other than those designated) during lunch. Students must remain in the commons during their assigned lunch time.
STUDENT VEHICLES

Students are allowed to drive their own vehicles to Muhlenberg County High School but are subject to the following guidelines:
1) Students adhere to the Drug & Alcohol Testing Policy.

2) Students must drive safely and cautiously, obeying all traffic signs. Resource Officers and those staff members who are on bus duty monitor student driving. School buses always have the right of way.

3) Students must register all vehicles they will drive with the SSO/SRO and obtain a student-parking permit. The parking permit must be displayed where it is visible through the front glass.
4) Students must park in their marked/assigned spot or lot, exit their vehicles as soon as they arrive at school, and must remain out of them during the school day unless granted permission by the administration.

5) Students who have internships, co-op, work-study, or other programs that require them to leave campus MUST sign out through the front office and enter and exit through the front entrance.   

6) Students should lock vehicles parked on school property. The school does not bear responsibility for damages that might occur while those vehicles are on school property.

7) Students understand that vehicles parked on school property are subject to search by trained dogs and by administrators who have reason to suspect that a vehicle might contain stolen articles, narcotics, alcoholic beverages, stimulant drugs, weapons, or any type of explosive or prohibited items as described by school policy. 

8) Students must enter the school once they arrive on school grounds.  Once school is dismissed for the day, students must leave the student parking lot. Loitering in the parking lot is not permitted at any time.
NOTE: Driving privileges may be revoked for any period of time for failing to comply with these guidelines. 
SEARCH AND SEIZURE
In a search and seizure situation, the following procedures shall be allowed:

1) A pupil’s person will not be searched unless there is reasonable suspicion that the pupil is concealing evidence of an illegal act, and only with the express authority of the principal or assistant principal.

2) Illegal items (weapons, drugs etc.), or other possessions reasonably determined by proper school authorities to be a threat to the pupil’s or to other’s safety and security may be seized by school officials. 

3) Items that might be used to disrupt or interfere with the educational process may be temporarily removed from the pupil’s possession by a staff member. Such items may be returned to the pupil’s parents by the staff member or through the principal’s office.

4) A general inspection of school properties, such as lockers and desks, may be conducted on a regular basis. During these inspections, school property such as overdue library books may be collected. Students should not expect privacy to items in such locations.

5) All illegal items seized shall be turned over to the proper authorities.

6) Except for administrative searches, such as routine locker checks, students will have the opportunity to be present when a search of personal possessions is to be conducted unless the pupil is absent from school or unless school authorities determine that the pupil’s presence could endanger his/her health and safety.
USE OF METAL DETECTORS

School administrators or designees trained in the equipment’s use are authorized to use stationary or mobile metal detectors. Metal detectors may be used in the following circumstances;

1) To search an individual or his/her personal belonging when there is a reasonable suspicion to believe the specific student is concealing a weapon, a vaping device, or other prohibited items.
2) To search all students or their personal belongings upon entering the premises.

3) To search students or their personal belongings on a random basis, provided adequate procedures are adopted and followed to ensure a random selection process.

USE OF TRAINED DOGS
Subject to the following conditions, the Principal or his/her assistant may authorize the use of trained dogs to locate controlled substances on school grounds.  

1. The dogs may be used for blanket searches of lockers, purses, and automobiles parked on school grounds.  The dogs may also be used for individualized sniffs of lockers, purses, coats, and automobiles when a school official has reasonable suspicion that the particular locker or automobile contains contraband.

2. Searches involving dogs shall be conducted only when students are not in the immediate vicinity (classrooms).  No student shall be in the immediate area of the dogs. No one will be allowed to leave assigned areas during the search.
STUDENT PICK UP/DROP OFF
Parents who bring their students to school and/or pick them up when school dismisses must do so at Exit 14 in the rear of the building. Signs will show proper traffic flow for parents. All vehicles yield to school bus traffic and school employees who are assisting in traffic control.
BUS RIDERS
When buses arrive at school, students must unload and come directly into approved areas and remain there until dismissed to 1st period. At approximately 3:30, students will be dismissed. Students are not to roam throughout the building.
DISCIPLINE CODE - STATE PROVISIONS

KRS 158.150 provides important guidance for this area of school life:

1) Causes:  All pupils admitted to the common schools shall comply with the lawful regulations for government of the schools.

a)  Willful disobedience or defiance of the authority of the teachers or administrators, use of profanity or vulgarity, assault or battery or abuse of other students or school personnel, the threat of force or violence, the use or possession of alcohol or drugs, stealing or destruction or defacing of school property or personal property, the carrying or use of weapons or dangerous instruments, or other incorrigible bad conduct on school property as well as off school property at school sponsored activities constitutes cause for suspension or expulsion from school.

b)  Assault or battery or abuse of school personnel; stealing or willfully or wantonly defacing, destroying, or damaging the personal property of school personnel on school property, off school property, or at school sponsored activities constitutes cause for suspension or expulsion from school.

2) Due Process:  A pupil shall not be suspended from the common school until after at least the following due process procedures have been provided:

a) The pupil has been given oral or written notice of the charge or charges against him that constitutes   

cause for suspension.

b) The pupil has been explained the evidence of the charge or charges if the pupil denies 

them.

c) The pupil has been given an opportunity to present his own version of the facts relating to the charge 

    or charges. 

These due process procedures shall precede any suspension unless immediate suspension is essential to protect persons or property or to avoid disruption of the ongoing academic process. In such cases, the due process procedures outlined above shall follow the suspension as soon as practicable, but no later than three school days after the suspension.

1) The superintendent, principal, or assistant principals of MCHS may suspend a pupil but shall report the action in writing immediately to the superintendent and to the parent, guardian, or other person having legal custody or control of the pupil. The board of education of any school district may expel any pupil for misconduct as defined in subsection 1 of this section, but the action shall not be taken until the parent, guardian, or person having legal custody or control of the pupil has had an opportunity to have a hearing before the board. The decision of the board shall be final.
2) In cases involving students with disabilities, the procedures mandated by Federal and state law will be followed.

CRIMINAL VIOLATIONS
Students are accountable to their school in their role as students as well as to the law in their capacity as citizens. The criminal laws of the Commonwealth of Kentucky and of the federal government apply to the conduct of all persons on school property. Violations will be dealt with according to these laws and the local school board policy. Proper authorities will be notified if deemed necessary by school authorities. 
CLASSROOM CONDUCT

The classroom is the primary context where students are prepared for adult life through academic discovery and personal challenge. Because personalities and teachings styles differ, students must understand that classroom conduct will be based upon specific teacher expectations.
The following expectations are expected from all students while in the classroom.

1) Taking one’s seat promptly and quietly when the tardy bell rings.

2) Bringing all materials to class such as books, school-issued electronic devices, pencils, paper, etc.

3) Actively participate in the classroom activities.

4) Speaking only when contributing to the educational flow of activities and respecting others’ rights to contribute.

5) Completing all daily and homework assignments.

6) Respecting and complying with the directions of teachers and other school personnel.

7) Refraining from activities that distract others or interfere with the ability of the teacher or other school personnel to perform their educational duties and functions.

8) Waiting to be dismissed by the teacher.

9) Requesting permission to leave the classroom only in emergency and rare circumstances.

10) Give maximum effort in all classes 
Public Display of Affection (PDA)
PDA is not acceptable. Infractions will be documented and consequences administered according to the discipline matrix.
SCHOOL-RELATED STUDENT TRIPS

Trips as part of the class or extra-curricular organization are an extension of the classroom and are subject to all rules of conduct that apply in the regular classroom. 
HONESTY

If, in the investigation of an incident, it is evident that a student knowingly and willingly was untruthful when questioned, that student is subject to disciplinary action or to additional discipline if involved in the incident.
JUNIOR-SENIOR PROM
Traditionally, the Junior-Senior Prom is the biggest and perhaps the most elaborate social function of the year in the high school.  This year’s prom date and location are to be determined. 
In order to maintain the dignity and safety of the affair, all students attending the prom will be required to submit their vehicles and themselves to a search conducted by school and law enforcement officials.  Students may be searched again upon entering the door of the prom.  Any student in or driving a vehicle found to be in possession of alcohol or illegal drugs will be suspended for ten (10) days and sent home with parents.  Students determined to be “under the influence” of alcohol and/or drugs will receive the same consequences.  Students violating these rules will also be referred to law enforcement officials and a referral will be made to the Renaissance Center and may lose driving privileges to school.
In order for a guest to attend prom, the MCHS student is responsible for listing the person as their guest when they purchase their prom tickets.  All guests must be 20 years of age or younger and must accompany the MCHS student who completed the paperwork.  Middle school students may not attend.  All guests must show proof of age and identification upon entering the prom.
IN-SCHOOL DETENTION (ISD)

As an alternative to out-of-school suspension where students receive no credit for class time missed, we offer a highly structured environment that seeks to reduce behaviors that impede the learning process in the school setting. Students may be assigned in-school detention for repeated discipline, failure to serve other assigned discipline, or other actions rather than after school detention.

· The ISD unit provides educational support and decision-making behavioral learning. Students must successfully complete their stay in ISD where we seek to foster academic progress, positive attitudes, and positive behaviors.

· Students are assigned, by the principal/designee, to ISD for a period of days depending on the policy violation committed. 

· Students may utilize school transportation during the ISD assignment. They must leave immediately after school and may not attend any extra-curricular function while serving detention/suspension.

· A staff member operates the program, and help will be provided to students who require assistance with their class assignments.

· Students who fail to follow ISD rules are subject to additional ISD days being assigned and/or out of school suspension. The original assignment of days will begin again when they return. The student may also be considered for alternative placement.
· After the student has been referred to In-School Detention two (2) times or has been assigned for ten (10) days during the school year, he/she may be recommended for alternative placement. By law, IDEA eligible students must be given consideration based on their IEP.
AFTER SCHOOL DETENTION (ASD)

After school detention is an additional disciplinary measure that may be utilized by the principal/designee.

· After school detention is held each Tuesday and Thursday from 3:35 until 4:35 p.m. in a room designated by the principal.

· Detentions assigned during one week will be served the following week or at the next available Tuesday or Thursday.

· Transportation is the responsibility of the student and parent or guardian. Absence due to lack of transportation is – in most cases - NOT an acceptable excuse. 
· Rescheduling a detention will only be considered for true family emergencies or at an administrator’s discretion. Parents must contact by phone the principal or designee personally prior to the missed detention.

· Participation in after school activities (sporting events, rehearsals, etc.) will not excuse an individual from detention.

· After three ASD’s have been assigned to a student in one semester, the principal may consider additional detentions as flagrant violations of school policy and take additional disciplinary action.

DETENTION GUIDELINES

1. Students assigned to detention must stay the entire period.

2. The doors will be locked promptly at 3:40, and no student will be admitted after that time.

3. Students are to arrive at detention with books or materials to study, paper and, writing utensils. Students must work on material related to their academic classes during the entire time. Students are allowed to read but must be prepared to turn in written notes or a summary paper to the detention teacher. Students are not allowed to sleep.

4. Students are not allowed to speak to other students or leave the room.

5. Students are not allowed to bring any food or drink into the detention room. Electronic devices are not permitted (unless required to complete school assignment – in such case will be monitored by the teacher).

6. Students who are tardy to detention may be counted as absent and asked to leave the school building immediately. Or, they may be admitted yet reported to administration to make up any missed time. 
7. Students who disobey detention rules will be dismissed from that session, and they must leave the school building immediately.
NOTE: The principal may assign BEFORE school detention, which would be from 7:25 to 8:25 a.m. This decision is at the discretion of the principal. The same rules apply for before school detention.
MISSED DETENTIONS

Students who have an unexcused absence from detention or are dismissed from detention will be assigned ISD for a length of time determined by the assigning principal. Any detention missed that is excused prior to the absence by the assistant principal or with an excused absence from school must be made up and will be reassigned to the next available date according to the nature of the detention.
SUSPENSION/EXPULSION OF PUPILS POLICY
1. The Principal of the school is authorized to suspend a pupil up to ten days for a violation as outlined in KRS 158.150. Pupil re-entry is contingent upon reasonable conditions set forth by the principal.

2. For additional offenses, the principal may suspend the pupil until the Muhlenberg County Board of Education and superintendent review the issue to determine if expulsion is in order. If expulsion is deemed necessary, the Board, in consultation with the principal of the school, shall set the duration and/or conditions of re-entry to the school.

3. Students suspended from school or assigned to alternate placement at the Renaissance Center are not to be on the school premises or at any school related activity at any time during the suspension or alternate placement. Violation of this order will result in additional day’s suspension or extended placement in accordance with the Muhlenberg County Board of Education’s Suspension/Expulsion policy.

4. Any suspension/expulsion occurring during the summer while on a school sponsored activity shall become effective following the student’s enrollment the following school term.

5. A student will not be readmitted to school following suspension until the parent/guardian makes verbal contact with the school principal or his designee acknowledging the suspension and the condition of re-entry. A called meeting may be in order.

6. All actions taken in conjunction with KRS 158.150 shall set forth reasons for suspension and conditions for re-entry to school programs. 

7. Suspension days are unexcused absences. (See UNEXCUSED ABSENCES policy.)

RENAISSANCE CENTER/ALTERNATIVE LEARNING CENTER
The Muhlenberg County Board of Education has an alternative school that is used for placement of students who have frequent discipline problems or have violated board policy to the extent it is necessary they be removed from the high school setting. The length of time that students are assigned to the Renaissance Center is dependent upon the seriousness of the incident and the decision of the ILPA. Special needs students may also be assigned to the alternative setting based on their IEP.
REGULATIONS FOR PUPILS RIDING MUHLENBERG COUNTY SCHOOL BUSES 

The privilege of any pupil to ride a school bus is conditioned upon his/her good behavior and observance of the following rules and regulations. A pupil who violates any of these rules and regulations will be reported to the principal of the school that pupil attends for necessary corrective action.
1.  The driver is in full charge of the bus/pupils. Pupils shall obey the driver cheerfully and promptly.

2.  Pupils shall occupy the space designated for them by the driver.

3.  Pupils shall be on time.  The bus cannot wait.

4.  Pupils are never to stand in the road while waiting for the bus.

5.  Pupils are to clean their feet before entering the bus.

6.  Pupils are not to throw trash or spit on the floor of the bus.

7.  Pupils are not to mar or otherwise deface the bus.

8.  Pupils are not allowed to carry a knife or any sharp instrument on the school bus. Items seen will be     

     confiscated and taken to the principal.

9.  The following activities are prohibited at all times:

a. Improper behavior to include insolence, disobedience, vulgarity, foul language, fighting, pushing,    

    shoving, and similar offensive acts.

b. Smoking and/or use of any tobacco product on the bus.

c. Eating or drinking on the bus.

d. Throwing articles or objects in or from the bus.

e. Tampering with mechanical equipment, accessories or controls on the bus.

f. Balloons, musical instruments, or other objects that may block the driver’s view or impede exiting   

    the bus.

g. Obstructing the aisle in any matter.

h. Occupying more space in a seat than required.

i. Opening/closing windows without permission of the driver.

10.  Pupils are to avoid unnecessary conversation with the driver.

11.  Pupils at all times are to keep arms/heads inside the bus window.

12.  Pupils are not allowed to leave the bus without the driver’s consent except at home or school.

13.  Pupils are not to leave their seats unless getting on or off the bus or unless authorized by the driver.

14.  Pupils are to respect persons whom they pass on the routes.

15.  Pupils are to report to the driver at once any damage to the bus.

16.  Pupils are to walk on the left side of the road, facing traffic.

17.  Pupils who must cross the road after alighting from the school bus shall pass in front of the bus. The 

       driver shall see that the way is clear before the child is permitted to cross the road.

18.  Students may not ride another bus other than the one to which they are assigned without the consent from 
       their parents or guardian and proper authorization from the principal.
19.  Students must continue on the bus to the high school after arriving at the middle school. They are not to  

       leave the bus and ride the remainder of the way in someone’s car.

20.  Should the conduct of a pupil on the bus endanger the lives or morals of other people, and offending  

       pupil fails to cease such conduct when requested by the driver to do so; it shall be the duty of the driver   

       to put the offender off the bus and report this action to the principal. This should be done only in extreme   

       cases and as a last resort to protect the safety of other pupils.

21.  Any complaints of drivers, pupils, or parents, not specified in the above regulations shall be reported   

       promptly to the principal, superintendent, and the transportation director. 

22.  Pupils involved in the use/possession of tobacco products, fighting, vandalism, abusive language, and 

       such will be subject to the same disciplinary actions as at school plus possible suspension of bus riding  

       privileges.

23.  Students who have a bus note, written by their guardian, need to bring the note to an administrator upon 

       arrival on campus so that the guardian can be contacted by phone to confirm the note. 

24. If a pupil rides home with a friend and he/she misbehaves, riding privilege can be refused in the future by

      administrators.
25.  These same rules apply when students are riding the bus on field trips and extra-curricular activities.

26.  In the event of an accident, follow rules that are explained and practiced during the bus evacuation drill.
27.  Students are not permitted to change clothes on the bus. 
GRIEVANCE PROCEDURE

Parents/guardians desiring to question actions taken by school personnel may follow this procedure.

1) If the problem is related to the classroom, the parent/guardian will contact the principal or assistant 

principal to arrange a conference with the classroom teacher as soon as possible to discuss the problem.

2) If this conference does not resolve the situation, the teacher and parent will arrange for a conference with the principal or his designee with minimum of delay.

3) If the problem is not related to the classroom, the parent will contact the principal/designee directly.

4) If none of the above procedures results in a satisfactory solution to the problem, the parent shall state his/her complaint in writing and may request a conference with the Superintendent or his designee.

5) The parent may appeal this decision in writing to the Superintendent who may arrange a meeting with the Board of Education if the parents/guardians are not satisfied with the decision of the Superintendent or his designee.

Discipline Matrix
	Event
	1st offense
	2nd offense
	3rd offense
	4th offense
	Beyond 4th

	Tardy to Class (Teachers must document and send to the office on paper for each offense)
	Documented & documentation sent to office
	Documented & documentation sent to office
	Documented & documentation sent to office
	Teacher documents in room & sends to office – 
ISD
	Teacher documents in room & sends to office – ISD

	Tardy to School

(Office documents each time) 
	Documented in office
	Documented in office
	Documented in office
	ISD
	ISD & possible loss of driving privileges 

	Cell Phone/Electronic Device
	See Defiance/Disrespect/Insubordination below

	Dress Code
	Documented Warning
	Documented Warning
	Lunch Detention
	2 LD
	ISD

	Profanity
	Documented Warning
	Lunch Detention
	ISD
	ISD
	2+ days of ISD or suspension 

	Profanity toward Staff
	ISD
	2 Days of ISD
	Suspension
	Suspension, ALC Referral 

	Skipping Class
	Lunch Detention
	ISD
	2 Days of ISD
	2+ Days of ISD
	Suspension

	Skipping School
	ISD
	ISD
	ISD
	Suspension
	Suspension

	Drugs and Alcohol
	Suspension and placement in ALC

	Bullying/Harassment
	See District Policy

	Fighting/Instigating 
	2 days Suspension and 2 days ISD
	3 days Suspension and 3 days ISD, ALC referral
	ALC placement, Possible expulsion
	Expulsion hearing per conference w/ Superintendent



	Tobacco/Paraphernalia
	2 days ISD
	4 Days ISD
	Suspension, possible referral ALC placement, possible beyond control charges

	Weapons
	Suspension and Referral to ILPA/Superintendent

	Defiance/Disrespect/

Insubordination
	Lunch Detention
	ISD
	ISD or Suspension
	Suspension

	Bus Conduct
	Driver Contact Parent
	Principal Referral
	ISD
	Bus Suspension up to 10 days
	Bus Suspension up to rest of school year

	PDA
	Warning
	Lunch Detentions
	2 LD
	ISD
	2 ISD
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