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August 2016 Dear Parents and Students: This handbook is intended to be a guide that will assist you with general information about the Highland district. It is not intended to provide all the answers to every question, but it is a framework that outlines services and responsibilities of students, families, and the school. The success of any organization is directly related to the sense of ownership by the members of that organization. Ownership comes from participation and understanding. We hope that everyone who lives in our district, attends our schools, or works for the system will develop a sense of ownership and pride in our purpose and direction. Hopefully this handbook will help enhance this process. We are extremely proud of the Highland school district, but we are also aware that society is changing with every passing minute, and to remain successful we need to be willing to continue to grow and improve. We encourage the participation of each student, each family member, and each district resident in this continuing process. Communications are the keys to understanding, and thus to success. If you have a question about any aspect of the Highland Community Unit School District No. 5, or if you have a suggestion, we are eager to listen or to provide assistance. Please do not hesitate to call any of the school offices. Best wishes for a year of growth, cooperation, and success. Sincerely yours, Michael Sutton Supt. of Schools
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Statement of Purpose This handbook outlines three (3) major areas of interest: 1) General Information about the Highland school district. 2) Information about a specific school building. 3) District Discipline Policy Furthermore, this handbook summarizes policies, rules, and procedures that are established to provide a safe, accessible learning environment for all students of Highland Community Unit School District No. 5. A complete copy of the updated Board policy is available on our district website at: www.highlandcusd5.org. The Highland Community Unit School District No. 5 is fully recognized, and the senior high school is fully accredited by the Illinois State Board of Education.



Alcohol and Tobacco Regulations



Alcoholic beverages are strictly prohibited from all school sponsored functions whether held on or off school property. Smoking or the use of tobacco products is strictly prohibited from all school sponsored functions whether held on or off school property.
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Animals on School Property



In order to assure student health and safety, animals are not allowed on school property, except in the case of a service animal accompanying a student or other individual with a documented disability. This rule may be temporarily waived by the building principals in the case of an educational opportunity for students, provided that (a) the animal is appropriately housed, humanely cared for, and properly handled, and (b) students will not be exposed to a dangerous animal or an unhealthy environment.



Asbestos Management Plan Availability



Asbestos Containing Building Materials (ACBM) are present in our schools.



In accordance with the Federal Asbestos Hazard Emergency Response Act, an accredited inspector and management planner have completed a review of the locations, quantities, and friability of the asbestos containing materials and has prepared an assessment and response action plan to reduce exposure to asbestos fibers. Copies of the asbestos management plan for our school, which includes the inspection report, are located in both the superintendent’s office and the principal’s office. The plan is available to the public for inspection without cost or restriction within five working days after receiving a written request for inspection. Hours of availability and a copy of the form, “Request for Inspection of Management Plan,” will be provided upon request. Should a request be made for a copy of the report, the school district is allowed to charge a reasonable fee to make copies of the plan.



Truancy



Attendance



Parents have the legal obligation (Illinois School Code, Section 21-1, 26-2) to see that their children attend school at all times it is in session. A student will be considered truant from school when he or she is absent any part of a day because of an unexcused absence. The complete district attendance policy is located in section 7:70 of the district policy manual located on the district website www.highlandcusd5.org.



Bicycles and Skateboards



Bicycles are for riding to and from school. They should be parked in the bike rack and remain there throughout the day. Bicycles and skateboards will not be ridden on school grounds. Riders must cross at crosswalks and respect the rights of people who are crossing. Riders are responsible for obeying the rules of the road. Students may be refused the privilege of riding bicycles to school as a result of violations.



Budget for School District The budget for Highland CUSD No. 5 is available for inspection on the district's website at www.highlandcusd5.org. On the left under HCUSD Navigation and then click on the Fiscal link.



Buses



The district provides bus transportation to and from school for students living 1.5 miles or more from the school. Parents must, at the beginning of the school year, select one bus stop at which a student is to be picked up, and one stop at which a student is to be dropped off. Students are not permitted to ride a bus other than the bus to which they are assigned. Exceptions must be approved in advance by the building principal and generally are only approved for our older third grade students. While students are on the bus, they are under the supervision of the bus driver. In most cases, bus behavior problems can be handled by the bus driver. In the case of a written disciplinary referral, student bus problems will be investigated and handled by the building principal. Parents will be informed of inappropriate student behavior on a bus. Parents are encouraged to discuss bus safety and appropriate behavior with their children before the beginning of the school year and regularly during the year.
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In the interest of the student’s safety and in compliance with State law, students are expected to observe the following rules: 1. Bus drivers and school administration will assign temporary or permanent seats for all district students riding buses. This procedure is done to ensure the safety of the children on the bus. 2. Go to your seat and sit in it immediately upon entering the bus. Do not stand in the entrance or in the aisle. 3. Keep hands to yourself. Respect rights and property of others. 4. Do not move from one seat to another while on the bus. 5. Keep all parts of the body and all objects inside the bus. 6. Loud conversation, singing, boisterous conduct, unnecessary noise and profanity are not allowed. 7. Enter and exit the bus only when the bus is fully stopped. 8. All school rules apply while on the bus, at a bus stop, or waiting for the bus. 9. In the event of emergency, stay on the bus and await instructions from the bus driver. 10. Only use rear exit in an emergency. 11. Do not open windows without driver's permission. 12. Keep the bus neat and clean. 13. Athletic footwear equipped with cleats or spikes are not allowed to be worn on the bus. 14. Inappropriate behavior will be reported to school authorities and failure to observe safety rules may result in suspension from bus services. 15. Be waiting at your bus stop on time. 16. Never tamper with, damage, or deface anything in or on the bus, or any of the bus or school equipment. 17. Keep book bags, books, packages, coats, and other objects out of the aisles. Keep all body parts clear of the aisles when seated. 18. Food and drink are not to be consumed on the bus. 19. Parents will be liable for any defacing or damage students do to the bus.



Bus Conduct All students must follow the District’s School Bus Safety Rules. School Bus Suspensions The Superintendent, or any designee as permitted in the School Code, is authorized to suspend a student from riding the school bus for up to 10 consecutive school days for engaging in gross disobedience or misconduct, including but not limited to, the following: 1. Prohibited student conduct as defined in School Board policy, 7:190, Student Behavior. 2. Willful injury or threat of injury to a bus driver or to another rider. 3. Willful and/or repeated defacement of the bus. 4. Repeated use of profanity. 5. Repeated willful disobedience of a directive from a bus driver or other supervisor. 6. Such other behavior as the Superintendent or designee deems to threaten the safe operation of the bus and/or its occupants. If a student is suspended from riding the bus for gross disobedience or misconduct on a bus, the School Board may suspend the student from riding the school bus for a period in excess of 10 days for safety reasons. The District’s regular suspension procedures shall be used to suspend a student’s privilege to ride a school bus. Academic Credit for Missed Classes During School Bus Suspension A student suspended from riding the bus who does not have alternate transportation to school shall have the opportunity to complete or make up work for equivalent academic credit. It shall be the responsibility of the student’s parent or guardian to notify the school that the student does not have alternate transportation.



Electronic Visual and Audio Recordings



Electronic visual and audio recordings may be used on school buses to monitor conduct and to promote and maintain a safe environment for students and employees when transportation is provided for any school related activity. Notice of electronic recordings shall be displayed on the exterior of the vehicle’s entrance door and front interior bulkhead in compliance with State law and the rules of the Illinois Department of Transportation, Division of Traffic Safety. Students are prohibited from tampering with electronic recording devices. Students who violate this policy shall be disciplined in accordance with the Board’s discipline policy and shall reimburse the School District for any necessary repairs or replacement.
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Pick up/Drop off



Grades K -5 Parents should establish one pick-up and one drop-off point for their child(ren). Students not riding to their designated afternoon stop should be picked up at school. Alternate drop offs will not be allowed. If emergency arrangements are necessary, please contact the principal. Grades 6 - 12 Parents should establish one pick-up and one drop-off point for their child(ren). (Morning stop may be different than afternoon stop.) Students will be dropped off at the designated afternoon location on days that they ride the bus. Alternate drop offs may be allowed at the discretion of the principal. Parents must provide written permission for students to ride the bus to a location other than their designated bus stop. The note must be signed and dated by the parent and presented to the principal’s office for approval. Students will not be allowed to board a bus other than their assigned bus without a note signed by parent and principal.



Change of Name, Address, or Phone Number



Should a student change his or her name, address, or telephone number during the school year, he or she should contact his or her building office and make the necessary corrections.



Mandated Reporters



Child Abuse Reporting



All school personnel, including teachers and administrators, are required by law to immediately report any and all suspected cases of child abuse or neglect to the Illinois Department of Children and Family Services.



Closing of School (Inclement Weather)



Inclement weather shall be determined by the superintendent. Temperatures or wind chills colder than 25 degrees below zero shall be a guide for determining extreme weather school cancellation. In the morning, when school is to be cancelled for the entire day because of extreme road or weather conditions, the following procedures will be followed: 1. As soon as school is cancelled, families will be notified by our notification service provider. 2. The following radio stations will be notified: KMOX (1120 AM - St. Louis), WGEL (101.7 FM - Greenville), and WSMI (106.1 FM - Litchfield). 3. The following television stations will be notified: KSDK (channel 5, NBC - St. Louis), KMOV (channel 4, CBS - St. Louis), and KTVI (channel 2, Fox - St. Louis). During the day, when weather is extreme and school is to be closed early, the superintendent shall notify KMOX (1120 AM), WGEL (101.7 FM), WSMI (106.1 FM), and use our notification service provider. Whenever possible, there will be at least one hour between when the superintendent's call is placed and the time school is actually dismissed. Parents are requested to listen to announcements on the radio and television.



Communication Day



To help parents know when to expect information from the schools, a Communication Day has been established. Please check with your child on the last scheduled class day of the week (usually Friday) for information from the school.



Booster Club



Community Relations



The booster organization is a separate entity from the district. The Booster Club and the district are linked only by their mutual desire to promote excellence in the district’s educational programs. Should the Booster Club wish to make a major contribution of money, service, or equipment to the district, a representative of the Booster Club shall meet with the superintendent or his designee. At this meeting, the superintendent will identify the procedures and rules which govern the Board’s acceptance of contributions. The Booster Club’s representative will describe the nature of the contribution, including any request for use of district facilities, activities preceding presentation of the contribution, and staff and student volunteers.
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The superintendent shall submit to the School Board the Booster Club’s contribution offer with a recommendation to accept or not accept. The School Board shall make the final decision. Once the School Board has accepted the Booster Club’s contribution, the contribution shall become the district’s property.



Gifts to the District



The School Board appreciates gifts from any education foundation, other entities, or individuals. All gifts must adhere to each of the following: 1. Be accepted by the Board or, if less than $500.00 in value, the Superintendent or designee. Individuals should obtain a pre-acceptance commitment before identifying the District, any school, or school program or activity as a beneficiary in any fundraising attempt, including without limitation, any Internet fundraising attempt. 2. Be given without a stated purpose or with a purpose deemed by the party with authority to accept the gift to be compatible with the Board’s educational objectives and policies. Be consistent with the District’s mandate to provide equal educational and extracurricular opportunities to all students in the District as provided in Board policy 7:10, Equal Educational Opportunities. State and federal laws require the District to provide equal treatment for members of both sexes to educational programing, extracurricular activities, and athletics. This includes the distribution of athletic benefits and opportunities. 3. Permit the District to maintain resource equity among its learning centers. 4. Be viewpoint neutral. The Superintendent or designee shall manage a process for the review and approval of donations involving the incorporation of messages into or placing messages upon school property. 5. Comply with all laws applicable to the District including, without limitation, the Americans with Disabilities Act, the Prevailing Wage Act, the Health/Life Safety Code for Public Schools, and all applicable procurement and bidding requirements. The District will provide equal treatment to all individuals and entities seeking to donate money or a gift. Upon acceptance, all gifts become the District’s property. The acceptance of a gift is not an endorsement by the Board, District, or school of any product, service, activity, or program. The method of recognition is determined by the party accepting the gift.



Parent Organizations



The School Board recognizes that parent organizations are an invaluable resource to the district schools and so supports their formation and vitality. While parent organizations shall have no administrative authority and cannot determine district policy, their suggestions and assistance are always welcome. Membership will be open and unrestricted. The building principal or a designee will serve as the advisor to parent organizations in his or her school and will serve as a resource person and provide information about school programs, resources, policies, problems, concerns, and emerging issues. Building staff will be encouraged to participate in the organizations. The school(s) and the parent organizations should work in harmony toward the following goals: 1. to involve parents and school personnel in a cooperative and sustained system of activities which will increase the educational opportunities of the children both in school and at home; 2. to improve school-home relationships by enabling parents and school personnel to: (a) define their relation- ship to each other; (b) define their roles as they pertain to the children served by the schools; and (c) identify family needs and resources, including those of the community, as well as school needs and resources; 3. to provide teachers and administrators with opinions and viewpoints that will lead to a better analysis of the needs of students and more relevant program planning; 4. to sustain parental interest and to develop the skills needed by school personnel to function effectively in a work- ing relationship with parents and other community members.



Highland CUSD No. 5 Concussion Policy



Post Concussion Return to Academics Guidelines A student’s best chance of full recovery from a concussion involves two critical components: cognitive rest and physical rest. Continued research has focused on the fact that cognitive rest is essential to the quick resolution of concussion symptoms. Cognitive stimulation includes: driving, video games, computers, text messaging, cell phone use, loud and/or bright environments, television, reading, and studying; these must be limited, and in most cases, completely avoided. Physical activity such as physical education, sports activities, and strength or cardiovascular conditioning must be regulated or avoided while recovering from a concussion.
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Points of Emphasis: • It is important to note that to recover from a concussion is a very individualized process. Caution must be taken not to compare with other concussions as they progress through the recovery process. The information below is provided to teachers, parents, and students as a guide to assist with concussion recovery. • It is recommended that students who are experiencing concussion-like symptoms be examined by their physicians. • For the academic protocol to be initiated, documentation from a physician must be provided to the school within a week. • It is important that once the student has returned to school that they report to the school nurse in order to monitor symptoms daily, and follow physician recommendations within the Return to Academics Guidelines. • The student will be granted adequate time to complete missed academic work based on the amount of time it takes to gain complete recovery. For every day the student is within Stages 1-3, they will be granted the same number of days to complete missed academic work. • The teacher has the option of assigning the student a grade of incomplete (I) for the quarter, final and/or semester grade. • As the student’s recovery progresses through Stages 1-3, teachers are encouraged to apply a “basic fundamentals” criteria within their subject matter. This process identifies essential academic work and requires the student to only make up this missed work. This aids the student’s recovery as it reduces the volume of work that the student is required to complete, thereby reducing the student’s stress level until they are medically cleared to resume to a full academic load. Four Stage Progression for Full Return to District 5 Academic Activity Stage 1: NO SCHOOL ATTENDANCE, EMPHASIZE COGNITIVE AND PHYSICAL REST • Characteristics o Severe symptoms at rest o Symptoms may include, but not limited to:  Headache, dizziness, nausea, and photosensitivity • No tests, quizzes, or homework. • Students may be sensitive to light and noise. • Students may complain of intense and continuous/frequent headaches. • Students may not be able to read for more than 10 minutes without an increase in symptoms. • Eliminate “screen time” on electronic devices, such as computers, iPads, and mobile phones. • Provide student with copies of class notes (teacher or student generated). In order to progress to Stage 2 (Return to School) students must have: • Decreased sensitivity to light or noise • Decreased intensity and frequency of headaches • Ability to complete light reading for 10 minutes without increased symptoms In order to continue academic modification, students who remain symptomatic for longer than one (1) week, must be evaluated by a physician.



Stage 2: Option for Modified Daily Class Schedule • 



Characteristics o Mild symptoms at rest, increasing with physical and mental activity.



Upon return to school, medical documentation must be provided for academic accommodations.



Accommodations May Include: • • • • • • • • 



In cooperation with guidance counselor and teachers, begin to create plan for possible modification and the gradual completion of missed tests, quizzes, and homework. Schedule reduction (partial days): For example: first day may be afternoon classes and the next morning classes; repeat as symptoms warrant. Option: Reduce weight of backpack or provide second set of textbooks, if possible, arranged by counselor. Option: Obtain a “five minute pass” to avoid noisy, crowded hallways between class periods. Wear sunglasses as needed. No tests, quizzes, or homework. Reduce “screen time” on electronic devices, such as computers, iPads, and mobile phones. Provide student with copies of class notes (teacher or student generated).
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• • 



Excuse from physical education classes and/or sports activities. Report any change in symptoms to the school nurse.



In order to progress to Stage 3 student must have • • • 



Attended his or her classes at least once. No increase in symptons. Overall symptoms continue to decrease.



Stage 3 Full Day of School • • • • • • • • • • 



Characteristics o Symptom-free at rest o Mild to moderate symptoms with mental and physical activity. In cooperation with guidance counselor and teachers, create plan for possible modification and the gradual completion of missed tests, quizzes, and homework. Limited tests/quizzes with gradual increase, as tolerated by student. Gradual increase in the use of electronic devices as symptoms permit. Provide student with copies of class notes (teacher or student generated), upon request. Option: Reduce weight of backpack or provide a second set of textbooks, if possible, arranged by counselor. Option: Obtain a “5 minute pass” in order to avoid noisy, crowded hallways between class periods. Excused from physical education classes and/or sports activities. Written work can replace physical activity. Report any change in symptoms to the school nurse. Athletes need to report any changes to the athletic trainer as well.



In order to progress to Stage 4 student must have • Symptom-free with mental and physical activity OR • Have physician clearance Note: IF the student is not able to progress past stage 3 after an extended period of time, where it is unlikely the student will be able to make up required work, school administration will discuss with the student and their parents, possible class withdrawal, class load modification, and/or Section 504 plan.



Stage 4: Return to Full Academic Load • • • • • • • • 



In cooperation with guidance counselor and teachers, create plan for possible modification and the gradual completion of missed tests, quizzes, and homework. Resume current academic responsibilities once symptoms have resolved completely as determined by the appropriate health care professional. Teacher has the discretion, and is encouraged, to apply “Basic Fundamentals” criteria for their subject matter. Students are not required to make up physical activities in PE class, but may be asked to complete written assignments. Gradual resumption of physical activity. Students will return to physical activity. Student will return to physical education classes and will spend a minimum of two (2) days with modified activity. Athletes will follow the return to play protocol under the direction of the athletic trainer.



Follow Up • Students are encouraged to meet with his or her counselor or specialist regularly to discuss progress, grades, status of make up work, and/or emotional concerns. • The student is encouraged to meet with the School Nurse to review any recurring symptoms.



Return to Play Guidelines: Highland CUSD 5



When a student-athlete has sustained a concussion, he or she must progress through the return to play protocol before resuming athletic and physical education activities. The student-athlete shall report to the athletic trainer all concussion signs and symptoms daily until no symptoms remain. The return to play protocol consists of six (6) stages, with minimum 24 hours asymptomatic in between each stage. The student-ath-
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lete will be under direct supervision by the athletic trainer during the entire process. The stages of the return to play guidelines are as follows: • • • • • • 



Stage 1: Rest Stage 2: Light aerobic exercise Stage 3: Sport-specific exercise Stage 4: Non-contact drills Stage 5: Full-contact practice Stage 6: Normal game play



Disability Accommodation



All school buildings at Highland Community Unit School District No. 5 are handicap accessible. Individuals with disabilities will be provided an opportunity to participate in all school-sponsored services, programs, or activities. Individuals with disabilities should notify the superintendent or building principal if they have a disability that will require special assistance or services and, if so, what services are required. This notification should occur as far in advance as possible of the school-sponsored function, program, or meeting.



Drug and Alcohol Intervention



Information regarding resources for drug and alcohol intervention is available through the school. Contact the building principal for information about these resources and he or she will direct you to the staff member who can best assist you.



Emergency Information



Upon registration, all students will be asked to have emergency information on file. This file provides us with the telephone numbers and names of persons to be contacted if the parent cannot be reached. It may be necessary for us to call if there is an unscheduled closing of school, an injury or illness has occurred, or the child is absent and the school has not been contacted. Be certain to let us know if any changes should be made in the file (i.e., sitter’s name and number, change in place of employment, etc.).



Emergency/Safety Procedures ALL VISITORS MUST CHECK IN AT THE BUILDING OFFICE BEFORE GOING TO CLASSROOM AREAS. HELP US KEEP YOUR CHILDREN SAFE. Required Drill Procedures and Conduct



Required drills will occur at times established by the building principal. Students are required to be silent and shall comply with the directives of school officials during emergency drills. There will be a minimum of three evacuation drills, a minimum of one severe weather (shelter-in-place) drill, a minimum of one law enforcement drill, and a minimum of one bus evacuation drill each school year. There may be other drills at the direction of the administration. Drills will not be preceded by a warning to the students.



CODE RED



CODE RED is a district-wide procedure that takes place in a crisis situation. During a CODE RED, student movement is stopped, and the building is secured. Everyone in the building will be made aware that a serious event has occurred or is about to occur, and how to act accordingly.



Student Safety/Security Plan Outside Entrances 1. Highland CUSD No. 5 buildings now have an electronic security system. This will restrict the use of entrances during the time between the start and end of classes. 2. This will also restrict the use of most entrances at an appropriate time after school, such as 3:30 p.m., taking into consideration seasonal needs such as outside athletic practices, etc. 3. No entrance will be secured in such a manner that free exit travel is prohibited.
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Badge System



1. In all buildings where students are present, a badge system will be put in place that will help identify staff, strangers, or visitors. 2. Signs will be posted at each door to notify guests that they are required to go directly to the office to sign in. If the guest will be visiting other parts of the building other than the office, they will be issued a badge. They will be asked to wear the badge in a location that is easily visible. 3. The building administrator will decide any exceptions to this provision such as delivery personnel in uniform, long term substitutes, visiting teachers or administrators from the system, or other personnel. Substitute cafeteria workers in uniform would likely be an exception.



Sign In - Sign Out



1. Students who need to be picked up from school by a parent are to wait in the office. The parent comes into the office and signs out his or her child on a list or form used by the building. Name, reason, date, and time are important. If the student will return to school, he or she will be required to sign in once again. 2. All guests will receive a badge and will be required to sign in, state the reason for their visit, who they will visit, date, and time. They will be required to sign out when they return their badge.



Notification 1. 2. 3. 4. 



All doors have signs that reflect the district procedures. Staff and students will be trained to send strangers to the office and to report any one without a badge. Signs will be placed on doors that will have limited access. All buildings may be under videotape surveillance at all times.



English Language Learners The district offers opportunities for resident English Learners to develop high levels of academic attainment in English and to meet the same academic content and student academic achievement standards that all children are expected to attain. 1. Assist all English Learners to achieve English proficiency, facilitate effective communication in English, and encourage their full participation in school activities and programs as well as promote participation by the parents/guardians of English Learners. 2. Appropriately identify students with limited English-speaking ability. 3. Comply with State law regarding the Transitional Bilingual Educational Program (TBE) or Transitional Program of Instruction (TPI), whichever is applicable. 4. Comply with any applicable State and federal requirements for the receipt of grant money for English Learners and programs to serve them. 5. Determine the appropriate instructional program and environment for English Learners. 6. Annually assess the English proficiency of English Learners and monitor their progress in order to determine their readiness for a mainstream classroom environment. 7. Include English Learners, to the extent required by State and federal law, in the District’s student assessment program to measure their achievement in reading/language arts and mathematics. 8. Provide information to the parents/guardians of English Learners about: (a) the reasons for their child’s identification, (b) their child’s level of English proficiency, (c) the method of instruction to be used, (d) how the program will meet their child’s needs, (e) specific exit requirements of the program, (f) how the program will meet their child’s individualized education program, if applicable, and (g) information on parent/guardian rights. Parents/guardians will be regularly apprised of their child’s progress and involvement will be encouraged. Parents/guardians of English Learners will be: (1) given an opportunity to provide input to the program, and (2) provided notification regarding their child’s placement in, and information about, the District’s English Language Learners programs.



Entrance Requirements



Age



School Admissions and Student Transfers To and From Non-District Schools



To be eligible for admission, a child must be 5 years old on or before September 1 of that school term. A child entering first grade must be 6 years of age on or before September 1 of that school term. Based upon an assessment of the child’s readiness, a child will be allowed to attend first grade if he or she attended a non-public preschool, continued his or her education at that school through kindergarten, was taught in kindergarten by an appropriately licensed teacher, and will be 6 years old on or before December 31. A child with exceptional needs who qualifies for special education services is eligible for admission at 3 years of age.
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Admission Procedure



All students must register for school each year on the dates and at the place designated by the Superintendent. Parents/guardians of students enrolling in the District for the first time must present: 1. A certified copy of the student’s birth certificate. If a birth certificate is not presented, the Superintendent or designee shall notify in writing the person enrolling the student that within 30 days he or she must provide a certified copy of the student’s birth certificate. A student will be enrolled without a birth certificate. When a certified copy of the birth certificate is presented, the school shall promptly make a copy for its records, place the copy in the student’s temporary record, and return the original to the person enrolling the child. If a person enrolling a student fails to provide a certified copy of the student’s birth certificate, the Superintendent or designee shall immediately notify the local law enforcement agency, and shall also notify the person enrolling the student in writing that, unless he or she complies within 10 days, the case will be referred to the local law enforcement authority for investigation. If compliance is not obtained within that 10-day period, the Superintendent or designee shall so refer the case. The Superintendent or designee shall immediately report to the local law enforcement authority any material received pursuant to this paragraph that appears inaccurate or suspicious in form or content. 2. Proof of residence, as required by Board policy 7:60, Residence. 3. Proof of disease immunization or detection and the required physical examination, as required by State law and Board policy 7:100, Health, Eye, and Dental Examinations; Immunizations; and Exclusion of Students. The individual enrolling a student shall be given the opportunity to voluntarily state whether the student has a parent or guardian who is a member of a branch of the U. S. Armed Forces and who is either deployed to active duty or expects to be deployed to active duty during the school year. Students who are children of active duty military personnel transferring will be allowed to enter: (a) the same grade level in which they studied at the school from which they transferred, if the transfer occurs during the District’s school year, or (b) the grade level following the last grade completed.



Homeless Children



Any homeless child shall be immediately admitted, even if the child or child’s parent/guardian is unable to produce records normally required for enrollment. Board policy 6:140, Education of Homeless Children, and its implementing administrative procedure, govern the enrollment of homeless children.



Student Transfers To and From Non-District Schools



A student may transfer into or out of the District according to State law and procedures developed by the Superintendent or designee. A student seeking to transfer into the District must serve the entire term of any suspension or expulsion, imposed for any reason by any public or private school, in this or any other state, before being admitted into the School District.



Foreign Students



The District accepts foreign exchange students with a J-1 visa and who reside within the District as participants in an exchange program sponsored by organizations screened by administration. Exchange students on a J-1 visa are not required to pay tuition. Privately sponsored exchange students on an F-1 visa may be enrolled if an adult resident of the District has temporary guardianship, and the student lives in the home of that guardian. Exchange students on an F-1 visa are required to pay tuition at the established District rate. F-1 visa student admission is limited to high schools, and attendance may not exceed 12 months. The Board may limit the number of exchange students admitted in any given year. Exchange students must comply with District immunization requirements. Once admitted, exchange students become subject to all District policies and regulations governing students.



Re-enrollment



Re-enrollment shall be denied to any individual 19 years of age or above who has dropped out of school and who could not earn sufficient credits during the normal school year(s) to graduate before his or her 21 birthday. However, at the Superintendent’s or designee’s discretion and depending on program availability, the individual may be enrolled in a graduation incentives program established under 105 ILCS 5/26-16 or an alternative learning opportunities program established under 105 ILCS 5/13B-1 (see 6:110, Programs for Students At Risk of Academic Failure and/or Dropping Out of School and Graduation Incentives Program). Before being denied re-enrollment, the District will offer the individual due process as required in cases of expulsion under policy 7:210, Expulsion Procedures. A person denied re-enrollment will be offered counseling and be directed to alternative educational programs, including adult education programs that lead to graduation or receipt of a GED diploma. This section does not apply to students eligible for special education under the Individuals with Disabilities Education Improvement Act or accommodation plans under the Rehabilitation Act, Section 504
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Equal Educational Opportunities Equal Opportunity and Sex Equity



Equal educational and extracurricular opportunities shall be available for all students without regard to color, race, nationality, religion, sex, sexual orientation, ancestry, age, physical or mental disability, gender identity, status as of being homeless, immigration status, order of protection status, actual or potential marital or parental status, including pregnancy. Further, the District will not knowingly enter into agreements with any entity or any individual that discriminates against students on the basis of sex or any other protected status, except that the District remains viewpoint neutral when granting access to school facilities under School Board policy 8:20, Community Use of School Facilities. Any student may file a discrimination grievance by using Board policy 2:260, Uniform Grievance Procedure.



Sex Equity



No student shall, based on sex, sexual orientation, or gender identity be denied equal access to programs, activities, services, or benefits or be limited in the exercise of any right, privilege, advantage, or denied equal access to educational and extracurricular programs and activities. Any student may file a sex equity complaint by using Board policy 2:260, Uniform Grievance Procedure. A student may appeal the Board’s resolution of the complaint to the Regional Superintendent (pursuant to 105 ILCS 5/3-10) and, thereafter, to the State Superintendent of Education (pursuant to 105 ILCS 5/2-3.8). Any student or parent/guardian with a sex equity or equal opportunity concern should contact: Derek Hacke at 618-654-2106.



Education of Children with Disabilities



The School District shall provide a free appropriate public education in the least restrictive environment and necessary related services to all children with disabilities enrolled in the District, as required by the Individuals With Disabilities Education Act (IDEA) and implementing provisions of the School Code, Section 504 of the Rehabilitation Act of 1973, and the Americans With Disabilities Act. The term “children with disabilities,” as used in this policy, means children between ages 3 and 21 (inclusive) for whom it is determined, through definitions and procedures described in the Illinois State Board of Education’s Special Education rules, that special education services are needed. It is the intent of the District to ensure that students who are disabled within the definition of Section 504 of the Rehabilitation Act of 1973 are identified, evaluated, and provided with appropriate educational services. Students may be disabled within the meaning of Section 504 of the Rehabilitation Act even though they do not require services pursuant to the IDEA. For students eligible for services under IDEA, the District shall follow procedures for identification, evaluation, placement, and delivery of services to children with disabilities provided in the Illinois State Board of Education’s Special Education rules. For those students who are not eligible for services under IDEA, but, because of disability as defined by Section 504 of the Rehabilitation Act of 1973, need or are believed to need special instruction or related services, the District shall establish and implement a system of procedural safeguards. The safeguards shall cover students’ identification, evaluation, and educational placement. This system shall include notice, an opportunity for the student’s parent(s)/guardian(s) to examine relevant records, an impartial hearing with opportunity for participation by the student’s parent(s)/guardian(s), representation by counsel, and a review procedure. The District may maintain membership in one or more cooperative associations of school districts that shall assist the District in fulfilling its obligations to the District’s disabled students. If necessary, students may also be placed in nonpublic special education programs or education facilities.



Education of Homeless Children



Each child of a homeless individual and each homeless youth has equal access to the same free, appropriate public education, as provided to other children and youths, including a public pre-school education. A homeless child is defined as provided in the McKinney Homeless Assistance Act and the Illinois Education for Homeless Children Act. The Superintendent or designee shall act as or appoint a Liaison for Homeless Children to coordinate this policy’s implementation. A homeless child may attend the District school that the child attended when permanently housed or in which the child was last enrolled. A homeless child living in any District school’s attendance area may attend that school. The Superintendent or designee shall review and revise rules or procedures that may act as barriers to the enrollment of homeless children and youths. In reviewing and revising such procedures, consideration shall be given to issues concerning transportation, immunization, residency, birth certificates, school records and other documentation, and guardianship. Transportation shall be provided in accordance with the McKinney Homeless Assistance Act and State law. The Superintendent or designee shall give
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special attention to ensuring the enrollment and attendance of homeless children and youths who are not currently attending school. If a child is denied enrollment or transportation under this policy, the Liaison for Homeless Children shall immediately refer the child or his or her parent/guardian to the ombudsperson appointed by the Regional Superintendent and provide the child or his or her parent/guardian with a written explanation for the denial. Whenever a child and his or her parent/guardian who initially share the housing of another person due to loss of housing, economic hardship, or a similar hardship continue to share the housing, the Liaison for Homeless Children shall, after the passage of 18 months and annually thereafter, conduct a review as to whether such hardship continues to exist in accordance with State law. For assistance, please contact: Derek Hacke 400 Broadway Highland, IL 62249 618-654-2106



Family Privacy Rights-Notification to Parents



The School Board has a policy concerning privacy and parental access to information. A complete copy of the policy 7:15, Student and Family Privacy Rights, is available upon your request from the administrative center or on the district web site at www.highlandcusd5.org. Please note that a student's parent(s)/guardian(s) may inspect certain documents and/or refuse to allow their child or ward to participate in certain activities. The school will not penalize any student whose parent(s)/guardian(s) exercises this option.



Field Trips - Parent Permission Slips



Parents will be required to sign a parent permit slip before students may participate in any activity planned off the school grounds. This includes all field trips whether it is a walking field trip to the park or uptown, or a field trip which requires buses. Field trips do not count against juniors or seniors for semester exam exemption or as an absence for any student. The school reserves the right to search all student luggage/bags before going on a field trip or at any time during the field trip to avoid transporting or student possession of illegal or dangerous materials, illegal substances, or unauthorized materials. Parents may decline to have their child participate in a school planned field trip. This request to not participate must be made in writing and sent to the building principal. Any trip that requires an overnight stay must be approved initially by the Board of Education.



Food in Classrooms



Food items brought in for classroom parties, birthday treats, kindergarten snack time, etc. must be pre-packaged and commercially prepared (store bought, bakery, or fast food). Homemade items will not be distributed in the classrooms per recommendation of the Madison County Health Department. We are focusing on wellness at Highland Community Schools. Please try to send in healthy snacks and treats and be aware of any allergies in your child’s classroom.



Harassment/Bullying/Hazing



Harassment of Students Prohibited Bullying, Intimidation, and Harassment Prohibited No person, including a District employee or agent, or student, shall harass, intimidate, or bully a student on the basis of actual or perceived: race; color; national origin; military status; unfavorable discharge status from military service; sex; sexual orientation; gender identity; gender-related identity or expression; ancestry; age; religion; physical or mental disability; order of protection status; status of being homeless; actual or potential marital or parental status, including pregnancy; association with a person or group with one or more of the aforementioned actual or perceived characteristics; or any other distinguishing char acteristic. The District will not tolerate harassing, intimidating conduct, or bullying whether verbal, physical, sexual or visual, that affects the tangible benefits of education, that unreasonably interferes with a student’s educational performance, or that creates an intimidating, hostile, or offensive educational environment. Examples of prohibited conduct include name-calling, using derogatory slurs, stalking, sexual violence, causing psychological harm, threatening or causing physical harm, threatened or actual destruction of property, or wearing or possessing items depicting or implying hatred or prejudice of one of the characteristics stated above.
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The District, including all staff members will not retaliate against any person who makes a report or files a complaint alleging sexual harassment or otherwise engages in an activity protected by Title IX. Students, families, and staff shall maintain their right to file a complaint with the district or external agencies such as the Office of Civil Rights if they feel they have been retaliated against for reporting discrimination or harassment. Contact information for the District person(s) designated to respond to such complaints as well as contact information for the Office of Civil Rights are included within this policy. The Superintendent, or designee, will notify students, families, employees, and other interested persons of the revised policies and procedures, including posting the revised policies and procedures on the District’s internet site, and publishing the revised policies and procedure in the District’s Student and Employee Handbooks. Sexual Harassment Prohibited Sexual harassment of students is prohibited. Any person, including a district employee or agent, or student, engages in sexual harassment whenever he or she makes sexual advances, requests sexual favors, and engages in other verbal or physical conduct including sexual violence, of a sexual or sex-based nature, imposed on the basis of sex, that: 1. Denies or limits the provision of educational aid, benefits, services, or treatment; or that makes such conduct a condi- tion of a student’s academic status; or 2. Has the purpose or effect of: a. Substantially interfering with a student’s educational environment; b. Creating an intimidating, hostile, or offensive educational environment; c. Depriving a student of educational aid, benefits, services, or treatment; or d. Making submission to or rejection of such conduct the basis for academic decisions affecting a student. The terms “intimidating,” “hostile,” and “offensive” include conduct that has the effect of humiliation, embarrassment, or discomfort. Examples of sexual harassment include touching, crude jokes or pictures, discussions of sexual experiences, teasing related to sexual characteristics, and spreading rumors related to a person’s alleged sexual activities. The term "sexual violence" includes a number of different acts. Examples of sexual violence include, but are not limited to, rape, sexual assault, sexual battery, sexual abuse, and sexual coercion. Making a Complaint; Enforcement Students are encouraged to report claims or incidences of bullying, harassment, sexual harassment, or any other prohibited conduct to the Nondiscrimination Coordinator, Building Principal, Assistant Building Principal, or a Complaint Manager. A student may choose to report to a person of the student’s same sex. Complaints will be kept confidential to the extent possible given the need to investigate. Students who make good faith complaints will not be disciplined. An allegation that a student was a victim of any prohibited conduct perpetrated by another student shall be referred to the Building Principal, Assistant Building Principal, or Dean of Students for appropriate action. Nondiscrimination Coordinator: Derek Hacke 400 Broadway, Highland, IL 62249 [email protected] 618-654-2106 ext. 1003



Complaint Managers: Tim Bair Julie Korte 400 Broadway, Highland, IL 62249 1800 Lindenthal, Highland, IL 62249 [email protected] [email protected] 618-654-2106 ext. 1007 618-654-2107 ext. 2005



Any District employee who is determined, after an investigation, to have engaged in conduct prohibited by this policy will be subject to disciplinary action up to and including discharge. Any District student who is determined, after an investigation, to have engaged in conduct prohibited by this policy will be subject to disciplinary action, including but not limited to, suspension and expulsion consistent with the discipline policy. Any person making a knowingly false accusation regarding prohibited conduct will likewise be subject to disciplinary action up to and including discharge, with regard to employees, or suspension and expulsion, with regard to students. The contact information for the Office for Civil Rights (OCR) is 800-421-3481 to report any educational discrimination on the basis of race, sex, disability, etc., request information on civil rights compliance programs, procedures for filing discrimination complaints, or access to civil rights regulatory and policy documents. The local number in Washington, D.C. is 202-453-6100.
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Health Services



Health Information



The primary goal of health services is to provide a healthy and safe environment in order to ensure an optimal learning environment for all students. This goal is achieved by compliance with state and local regulations, as well as District policies. The responsibility of the parent/guardian in achieving this goal will be to provide all grade level requirements and special health condition information to the school nurse. If a student becomes ill or injured during the school day and needs to go home, parents are notified. Parents must provide the school office with current phone numbers for home, work, cell, etc., as well as emergency contacts when they cannot be reached. It will be the discretion of the health office personnel if a parent is contacted. Phone calls are not made home on every student who enters the health office. • Students suspected of having a rash of an unknown origin will be sent home. The student will not be readmitted to school without a note from a health care provider, i.e., physician, physician assistant, or nurse practitioner, stating whether or not the rash is contagious and when the student is permitted to return to school. • Students with head lice or nits will be excluded from school until evidence of the lice and/or nits are gone from their heads. • Students who present with suspected pink eye will be sent home if there is evidence of tearing or purulent discharge. • Students with a fever of 100 degrees Fahrenheit or higher will be sent home; they must be fever-free for 24 hours (without the use of temperature reducing medications) before returning to school. • Students who present with vomiting and/or diarrhea will be sent home; they must be vomit and diarrhea free for 24 hours before returning to school.



Health, Eye, and Dental Examinations; Immunizations; and Exclusion of Students



Required Health Examinations and Immunizations A student’s parent(s)/guardian(s) shall present proof that the student received a health examination, with proof of the immunizations against, and screenings for, preventable communicable diseases, as required by the Illinois Department of Public Health, within one year prior to: 1. Entering kindergarten or the first grade; 2. Entering the sixth and ninth grades; and 3. Enrolling in an Illinois school, regardless of the student’s grade (including nursery school, special education, Head Start programs operated by elementary or secondary schools, and students transferring into Illinois from out-of-state or out-of-country). As required by State law: 1. Health examinations must be performed by a physician licensed to practice medicine in all of its branches, an advanced practice nurse who has a written collaborative agreement with a collaborating physician authorizing the advanced practice nurse to perform health examinations, or a physician assistant who has been delegated the performance of health examinations by a supervising physician. 2. A diabetes screening must be included as a required part of each health examination; diabetes testing is not required. 3. Before admission and in conjunction with required physical examinations, parents/guardians of children between the ages of one and seven years must provide a statement from a physician that their child was “risk- assessed” or screened for lead poisoning. 4. The Department of Public Health will provide all female students entering sixth grade and their parents/guardians information about the link between human papilloma virus (HPV) and cervical cancer and the availability of the (HPV) vaccine. Unless an exemption or extension applies, the failure to comply with the above requirements by October 15 of the current school year will result in the student’s exclusion from school until the required health forms are presented to the District. New students who register after October 15 of the current school year shall have 30 days following registration to comply with the health examination and immunization regulations. If a medical reason prevents a student from receiving a required immunization by October 15, the student must present, by October 15, an immunization schedule and a statement of the medical reasons causing the delay. The schedule and statement of medical reasons must be signed by the physician, advanced practice nurse, physician assistant, or local health department responsible for administering the immunizations. A student transferring from out-of-state who does not have the required proof of immunizations by October 15 may attend classes only if he or she has proof that an appointment for the required vaccinations is scheduled with a party authorized to submit proof of the required vaccinations. If the required proof of vaccination is not submitted within 30 days after the student is permitted to attend classes, the student may no longer attend classes until proof of the vaccinations is properly submitted.
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Eye Examination



Parents/guardians are encouraged to have their children undergo an eye examination whenever health examinations are required. Parents/guardians of students entering kindergarten or an Illinois school for the first time shall present proof before October 15 of the current school year that the student received an eye examination within one year prior to entry of kindergarten or the school. A physician licensed to practice medicine in all of its branches or a licensed optometrist must perform the required eye examination. If a student fails to present proof by October 15, the school may hold the student’s report card until the student presents proof: (1) of a completed eye examination, or (2) that an eye examination will take place within 60 days after October 15. The Superintendent or designee shall ensure that parents/guardians are notified of this eye examination requirement in compliance with the rules of the Department of Public Health. Schools shall not exclude a student from attending school due to failure to obtain an eye examination.



Dental Examination



All children in kindergarten and the second and sixth grades must present proof of having been examined by a licensed dentist before May 15 of the current school year in accordance with rules adopted by the Illinois Department of Public Health. If a child in the second or sixth grade fails to present proof by May 15, the school may hold the child’s report card until the child presents proof: (1) of a completed dental examination, or (2) that a dental examination will take place within 60 days after May 15. The Superintendent or designee shall ensure that parents/guardians are notified of this dental examination requirement at least 60 days before May 15 of each school year. Exemptions In accordance with rules adopted by the Illinois Department of Public Health, a student will be exempted from this policy’s requirements for: 1. Religious or medical grounds if the student’s parents/guardians present the IDPH's Certificate of Religious Exemption form to the Superintendent or designee. When a Certificate of Religious Exemption form is presented, the Superintendent or designee shall immediately inform the parents/guardians of exclusion procedures pursuant to Board policy 7:280, Communicable and Chronic Infectious Disease and State rules if there is an outbreak of one or more diseases from which the student is not protected. 2. Health examination or immunization requirements on medical grounds if a physician provides written verification; 3. Eye examination requirement if the student’s parents/guardians show an undue burden or lack of access to a physi- cian licensed to practice medicine in all of its branches who provides eye examinations or a licensed optometrist; or 4. Dental examination requirement if the student’s parents/guardians show an undue burden or a lack of access to a dentist.



Homeless Child



Any homeless child shall be immediately admitted, even if the child or child’s parent/guardian is unable to produce immunization and health records normally required for enrollment. School Board policy 6:140, Education of Homeless Children, governs the enrollment of homeless children.



Administering Medicines to Students



Students should not take medication during school hours or during school-related activities unless it is necessary for a student’s health and well-being. When a student’s licensed health care provider and parent/guardian believe that it is necessary for the student to take a medication during school hours or school-related activities, the parent/guardian must request that the school dispense the medication to the child and otherwise follow the district’s procedures on dispensing medication. No school district employee shall administer to any student, or supervise a student’s self-administration of, any prescription or non-prescription medication until a completed and signed “School Medication Authorization Form” is submitted by the student’s parent/guardian. No student shall possess or consume any prescription or non-prescription medication on school grounds or at a school-related function other than as provided for in this policy and its implementing procedures. Nothing in this policy shall prohibit any school employee from providing emergency assistance to students, including administering medication. Please notify the school nurse in your child’s building with any questions or concerns. The nursing staff will be happy to assist you in meeting the health requirements for your child and ensuring his or her health and safety throughout the school year.
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Highland Community Unit School District No. 5



School Medication Authorization Form A new form must be completed every school year.



Student's Name: ____________________________________________________ Grade: __________________________ Teacher: _______________________________________________ School: ______________________________________ TO BE COMPLETED BY THE STUDENT’S PHYSICIAN, physician assistant, or advanced practice RN. For students self-administering asthma inhalers, see section at bottom of page. For all other medications, complete section below. NAME OF MEDICATION: ________________________________________________________________________ 



DOSAGE: ______________________________________ TIME: ______________________________________







TREATMENT FOR: _____________________________________________________________________________ 







Yes 



No Must this medication be administered during the school day in order to allow the child to attend school?



Yes No Do you authorize this student to self-medicate? If yes, please complete the next statement. Yes No I certify that this student has been instructed in the use and self-administration of this medication. He or she understands the need for his or her medication and the necessity to report to school personnel any unusual side effects. He or she is capable of using this medication independently. Side effects to be noted: _______________________________________________________________________________________ 



Physician's printed name: __________________________________________________________________________







Physician's signature: _____________________________________________________________________________







Date: __________________ Phone: ___________________________ 



Fax: __________________________



Asthma Inhalers Parent(s)/Guardian(s) please attach prescription label here:







NOTE: Medicine needs to come in pharmacy-labeled bottle or original manufacturer packaging. 16



For only parents/guardians of students who need to carry asthma medication or an epinephrine auto-injector: I authorize the school district and its employees and agents, to allow my child or ward to carry and self-administer his or her asthma inhaler and/or use his or her epinephrine auto-injector: (1) while in school, (2) while at a school-sponsored activity, (3) while under the supervision of school personnel, or (4) before or after normal school activities, such as while in before-school or after-school care on school-operated property. Illinois law requires the school district to inform parent(s)/guardian(s) that it, and its employees and agents, incur no liability, except for willful and wanton conduct, as a result of any injury arising from a student’s self-administration of medication or epinephrine auto-injector (105 ILCS 5/22-30). If you agree please initial: Parent/Guardian For all parents/guardians: By signing below, I agree that I am primarily responsible for administering medication to my child. However, in the event that I am unable to do so or in the event of a medical emergency, I hereby authorize the school district and its employees and agents, in my behalf, to administer or to attempt to administer to my child (or to allow my child to self-administer pursuant to State law, while under the supervision of the employees and agents of the school district), lawfully prescribed medication in the manner described above. I give permission for the school nurse and the above physician to exchange information regarding my child's condition and treatment/medicine for the purpose of continuity of care. I acknowledge that it may be necessary for the administration of medications to my child to be performed by an individual other than a school nurse and specifically consent to such practices, and I agree to indemnify and hold harmless the school district and its employees and agents against any claims, except a claim based on willful and wanton conduct, arising out of the administration or the child’s self-administration of medication. Parent/Guardian printed name Address (if different from student’s above): Phone: Emergency Phone: Parent/Guardian signature Date
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Highland School District Foundation



The Highland School District Foundation, which was formed by the Business Education Alliance, is a foundation which will accept tax-free donations to the district. Please contact the district office at 654-2106, if you have questions about making donations to the district through the Highland School District Foundation.



Integrated Pest Management



Integrated Pest Management (IPM) is the practice of determining and implementing the most appropriate and least hazardous techniques for controlling pests. It controls pests by emphasizing prevention and by employing physical, cultural, biological, and only as a last resort, least hazardous chemical controls. IPM is the best approach to pest control. Every effort is made to help protect the health and safety of students and staff. Pesticide Application Notice The district maintains a registry of parents and guardians of students who have registered to receive written or telephone notification prior to the application of pesticides to school grounds. To be added to the list, please contact: Jeff Williams 400 Broadway Highland, IL 62249 618-654-4106 Notification will be given before application of the pesticide. Prior notice is not required if there is imminent threat to health or property.



Internet Safety/Computers



Each district computer and student-owned device with Internet access shall use the school server that has a filtering device that blocks entry to visual depictions that are: (1) obscene, (2) pornographic, or (3) harmful or inappropriate for students, as defined by the Children's Internet Protection Act and as determined by the superintendent or designee. The superintendent or designee shall enforce the use of such filtering devices. An administrator, supervisor, or other authorized person may disable the filter device for bona fide research or other lawful purpose, provided the person receives prior permission from the superintendent or system administrator. The superintendent or designee shall include measures in this policy's implementation plan to address the following: 1. limiting student access to inappropriate matter as well as restricting access to harmful materials; 2. student safety and security when using electronic communications; 3. limiting unauthorized access, including "hacking" and other unlawful activities; and 4. limiting unauthorized disclosure, use, and dissemination of personal identification information.



Know Your Schools



Highland Community Unit School District No. 5 publishes a newspaper at regular intervals during the school year called “Know Your Schools” (which is posted on the district website). The superintendent conveys a message in each publication, and principals, teachers, and other staff members contribute articles about curriculum and the various activities of the district. Parents are encouraged to read this publication to keep informed



Meal Program



Highland CUSD No. 5 offers breakfasts and lunches daily as part of the National School Lunch Program. You may apply for free or reduced priced meals online at heartlandapps.com (paper forms also available in any school office). We use a computerized debit system to account for student meals. The system operates on advance payments you make to your child’s account. The system will know the status of your child (full pay, free, or reduced) and will deduct the correct amount from the account. Students are identified by their ID number and picture so their status is kept confidential. Advance Payment Options PREPAID MEALS ONLY – Funds are designated for meals only. No snacks or a la carte food items may be purchased from this account balance. CASH ON ACCOUNT -- Funds are available to your child when purchasing meals and/or a la carte foods in the cafeteria. There are no limitations as to what may be purchased or how many purchases may be made.
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PREPAID MEALS AND CASH ON ACCOUNT -- This option ensures that your child receives a lunch but also allows him or her to purchase a la carte and snack foods. When making a payment for both, please state clearly how much money is for prepaid meals and how much is for “cash on account.” Payments are accepted online at myschoolbucks.com or with cash/check at any school office or cafeteria. Students may also bring cash for meals and a la carte items on a daily basis; however maximum benefits are achieved through the use of advance payment. NOTE: Breakfast and a la carte purchases on account can only be made if the student has sufficient funds in his or her account.



Non-public School Students, Including Parochial and Home-Schooled Students



Part-Time Attendance The District accepts nonpublic school students, including parochial and home-schooled students, who live within the District for part-time attendance in the District’s regular education program on a space-available basis. Requests for part-time attendance must be submitted to the Building Principal of the school in the school attendance area where the student resides. All requests for attendance in the following school year must be submitted before May 1. A student accepted for partial enrollment must comply with all discipline and attendance requirements established by the school. He or she may participate in any co-curricular activity associated with a District class in which he or she is enrolled. The parent(s)/guardian(s) of a student accepted for partial enrollment must pay all fees, pro-rated on the basis of a percentage of full-time fees. Transportation to and/or from school is provided on regular bus routes to or from a point on the route nearest or most easily accessible to the nonpublic school or student’s home. This transportation shall be on the same basis as the District provides transportation for its full-time students. Transportation on other than established bus routes is the responsibility of the parent(s)/guardian(s). Students with a Disability The District accepts for part-time attendance those children for whom it has been determined that special education services are needed, are enrolled in nonpublic schools, and otherwise qualify for enrollment in the District. Requests must be submitted by the student’s parent/guardian. Special educational services shall be provided to such students as soon as possible after identification, evaluation, and placement procedures provided by State law, but no later than the beginning of the next school semester following the completion of such procedures. Transportation for such students shall be provided only if required in the child’s individualized educational program on the basis of the child’s disabling condition or as the special education program location may require. Extracurricular Activities, Including Interscholastic Competition A nonpublic school student is eligible to participate in: (1) interscholastic competition, provided his or her participation adheres to the regulations established by any association in which the School District maintains a membership, and (2) non-athletic extracurricular activities, provided the student attends a District school for at least one-half of the regular school day, excluding lunch. A nonpublic student who participates in an extracurricular activity is subject to all policies, regulations, and rules that are applicable to other participants in the activity. Assignment When Enrolling Full-Time in a District School Grade placement by, and academic credits earned at, a nonpublic school will be accepted if the school has a Certificate of Nonpublic School Recognition from the Illinois State Board of Education, or, if outside Illinois, if the school is accredited by the state agency governing education. A student who, after receiving instruction in a non-recognized or non-accredited school, enrolls in the District will: (1) be assigned to a grade level according to academic proficiency, and/or (2) have academic credits recognized by the District if the student demonstrates appropriate academic proficiency to the school administration. Any portion of a student’s transcript relating to such instruction will not be considered for placement on the honor roll or computation in class rank. Notwithstanding the above, recognition of grade placement and academic credits awarded by a nonpublic school is at the sole discretion of the District. All school and class assignments will be made according to School Board policy 7:30, Student Assignment, as well as administrative procedures implementing this policy.
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Parent-Teacher Communication



Parent Information



The chain of communication parents should follow when contacting the school about their child is: • Step 1 Teacher • Step 2 Building Adminsitrator(s) • Step 3 Superintendent of Schools



Parent-Teacher Conferences



Parent-teacher conferences will be held in October. Please plan to attend. A special effort is made to avoid conflicts between buildings and grade levels. Achievement tests from the prior spring and the student’s report card will be discussed. Conferences are a time for the parent or guardian and teacher to reinforce their cooperation for the student’s benefit. Please come prepared with questions and concerns.



Parent Correspondence and Student Records



The law requires that schools are to provide copies of school correspondence or records upon the request of either parent of a student whose parents are divorced, unless a court order to the contrary is in effect. Items which are furnished by the school district to one parent must, upon request, be furnished by mail to the other parent. Items include the following: 1. reports or records which reflect the pupil’s academic progress 2. reports of the pupil’s emotional and physical health 3. notices of school-initiated parent-teacher conferences 4. notices of major school-sponsored events, such as open houses, which involve pupil/parent interaction 5. copies of the school calendar



Printed Material



The superintendent shall establish procedures for the distribution of student publications. Any material which is printed outside school supervision must be submitted to the principal for his or her approval three days before distribution to the students. The material may be distributed at an area designated by the principal. If approval is not given, an appeal may be made to the superintendent.



Printed Publication Photographs/Videotape



Pictures of Unnamed Students



Students may occasionally appear in photographs and videotapes taken by school staff members, other students, or other individuals authorized by the building principal. The school may use these pictures, without identifying the student, in various publications, including the school yearbook, school newspaper, and school web site. No consent or notice is needed or will be given before the school uses pictures of unnamed students taken while they are at school or a school-related activity.



Pictures of Named Students



Many times, however, the school will want to identify a student in a school picture. School officials want to acknowledge those students who participate in a school activity or deserve special recognition. In order for the school to publish a picture with a student identified by name, one of the student's parents or guardians must sign a consent form.



Pictures of Students Taken by Non-School Agencies



While the school limits access to school buildings by outside photographers, it has no control over news media or other entities that may publish a picture of a named student. School staff members will not, however, identify a student for an outside photographer.



Teacher Performance Assessment



Illinois has launched a new performance assessment initiative to insure pre-service teachers (student teachers) have the necessary knowledge, skills and dispositions to be effective educators before teaching licenses are issued. As part of this Teacher Performance Assessment, pre-service teachers must video their performances and the impact the instruction is having on student learning. Students and their voices must be recorded and student work samples scanned as evidence that learning is occurring. To protect their identity, students’ last names are not used on the recording or on any documents submitted to the team of evaluators of the teaching performances. Parents, who do not want their children recorded or their children’s work samples scanned, should contact the principal in writing annually stating so.
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Professional Personnel



As a parent or guardian of a student at a school receiving funds under Title I of the Elementary and Secondary Education Act, you have the right to know the professional qualifications of the teachers who instruct your child and the paraprofessionals, if any, who assist them. Federal law gives you the right to receive the following information about each of your child's classroom teachers and their paraprofessional assistants, if any: 1. Whether Illinois has licensed or qualified the teacher for the grades and subjects he or she teaches. 2. Whether the teacher is teaching under an emergency permit or other provisional status by which State licensing criteria have been waived. 3. The teacher's college major. 4. Whether the teacher has any advanced degrees and, if so, the subject of the degrees. 5. Whether any instructional assistants or similar paraprofessionals provide services to your child and, if they do, their qualifications. Federal law defines "highly qualified" teachers with reference to their certification or progress toward certification along with factors such as undergraduate major, college, or graduate degrees, and testing for subject matter and teaching skills. The law requires the district to notify parents/guardians of children in Title I schools if your child is assigned to a class being taught by, or has been taught for four or more consecutive weeks by a teacher who does not meet the federal law's definition of "highly qualified." If you have any questions concerning this notice, please contact the school office.



School Visitation Rights Act



School Conference and Activity Leave 1. An employer must grant an employee leave of up to a total of eight hours during any school year, and no more than four hours of which may be taken on any given day, to attend school conferences or classroom activities related to the employee’s child if the conference or classroom activities cannot be scheduled during nonwork h o u r s ; however, no leave may be taken by an employee of an employer that is subject to this Act unless the employee has exhausted all accrued vacation leave, personal leave, compensatory leave, and any other leave that may be granted to the employee except sick leave and disability leave. Before arranging attendance at the conference or activity, the employee shall provide the employer with a written request for leave at least seven days in advance of the time the employee is required to utilize the visitation right. In emergency situations, no more than 24 hours notice shall be required. The employee must consult with the employer to schedule the leave so as not to disrupt unduly the operations of the employer. 2. Nothing in this Act requires that the leave be paid. 3. For regularly scheduled, nonemergency visitations, schools shall make time available for visitation during both regular school hours and evening hours. For more information regarding the School Visitation Rights Act, please contact the building principal. Parents may obtain a visitation form for verification of the school visit from the building principal.



Sex Offender Information



State law prohibits a child sex offender from being present on school property or loitering within 500 feet of school property when persons under the age of 18 are present, unless the offender is: 1. A parent/guardian of a student attending the school and has notified the Building Principal of his or her presence at the school for the purpose of: (i) attending a conference at the school with school personnel to discuss the progress of his or her child academically or socially, (ii) participating in child review conferences in which evaluation and placement decisions may be made with respect to his or her child regarding special education services, or (iii) attending conferences to discuss other student issues concerning his or her child such as retention and promotion; or 2. He received permission to be present from the Board, Superintendent, or Superintendent’s designee. If permission is granted, the Superintendent or Board President shall provide the details of the offender’s upcoming visit to the Building Principal. In all cases, the Superintendent or designee who is a certified employee, shall supervise a child sex offender whenever the offender is in a child’s vicinity.
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What is Selective Service?



Selective Service



Selective Service is a government agency whose job is to provide untrained man-power for the Armed Forces if there’s a national emergency.



Who is required to register?



The law says that all 18-year-old men (including U.S. citizens living abroad and non-citizen immigrant males 18-25 residing in the U.S.) must register. The only young men exempt from registration are non-citizen males who are in the U.S. temporarily as tourists, diplomats and their family members or foreign exchange students; incarcerated or institutionalized men; men on active duty in the Armed Forces; and students at U.S. military academies.



Why don’t women have to register?



Our nation only registers men. This has always been the case. Selective Service law as it is presently written refers specifically to “male persons” in stating who must register and who could be subject to a draft. Therefore, Selective Service procedures do no apply to women. In order for women to be required to register with Selective Service, congress would have to change the wording of the law.



Speech Therapy The speech pathologist will conduct a speech and language screening to include: 1. all students in kindergarten 2. any student whose initial screening results indicated a developmental speech pattern. The student will be monitored through teacher and speech pathologist collaboration. If screening results reveal a need for further assessment, parents will be notified by the speech pathologist. If you have questions or concerns, please contact the speech pathologist in your child’s school.



Attendance Areas



Student/Classroom Assignment



The school district is divided into school attendance areas. The superintendent shall review the boundary lines annually and recommend any changes to the School Board. A map of the district showing current school attendance areas shall be maintained by the superintendent. Students living in a given school attendance area shall attend that school. The Board may grant an exception when the parent(s)/ guardian(s) demonstrate that the student could be better accommodated by the education program at another school, provided space is available. Students who are granted a transfer within the district shall be responsible for their own transportation.



Class Assignments



The building principal shall assign students to classes.



Attendance



Student Information



Attendance is a key factor in student achievement and success in education. Regular attendance is essential if a student is to make use of the educational opportunities the school offers. Regular attendance develops dependability and responsibility in the student and contributes to academic achievement. Parents, guardians, or those having legal custody or control of students are responsible for their children’s regular school attendance. Student absenteeism should be kept to the minimum; however, some absences are unavoidable and classified as excused absences. Absences shall be excused only for the following reasons: 1. personal illness (Written verification of illness from a physician licensed to practice medicine may be requested.) 2. bereavement/funeral 3. quarantine/homebound 4. family emergencies 5. observance of religious holidays 6. written requests approved in advance by an administrator (Removing students from school for vacation trips is discouraged.) All other absences shall be considered unexcused and interpreted as truancy. Students shall be given the opportunity to make up school work missed due to excused absence.
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Students will not be released from school at other than the regular dismissal times without prior written approval from the building principal or assistant principal. No student will be released from school to any person other than the custodial parent/ guardian without the written or oral permission of the custodial parent/guardian. Middle and high school students leaving school during school hours will need to sign out in the office prior to their departure. If the middle or high school student returns to school the same day, he or she is required to sign in at the office upon his or her return. All students must be in attendance for a half day in the afternoon or receive prior administrative approval for the absence in order to participate in a school-sponsored extracurricular activity. Emergency situations shall be given due consideration. A student at Highland High School must take seven classes to be considered a full-time student.



Biometric



The Superintendent or designee may recommend a student biometric information collection system solely for the purposes of identification and fraud prevention. Such recommendation shall be consistent with budget requirements and in compliance with State law. Biometric information means any information that is collected through an identification process for individuals based on their unique behavioral or physiological characteristics, including fingerprint, hand geometry, voice, or facial recognition or iris or retinal scans. Before collecting student biometric information, the District shall obtain written permission from the person having legal custody/parental responsibility or the student (if over the age of 18). Upon a student’s 18 birthday, the District shall obtain written permission from the student to collect student biometric information. Failure to provide written consent to collect biometric information shall not be the basis for refusal of any services otherwise available to a student. All collected biometric information shall be stored and transmitted in a manner that protects it from disclosure. Sale, lease, or other disclosure of biometric information to another person or entity is strictly prohibited. The District will discontinue use of a student’s biometric information and destroy all collected biometric information within 30 days after: (1) the student graduates or withdraws from the School District, or (2) the District receives a written request to discontinue use of biometric information from the person having legal custody/parental responsibility of the student or the student (if over the age of 18). Requests to discontinue using a student’s biometric information shall be forwarded to the Superintendent or designee. The Superintendent or designee shall develop procedures to implement this policy consistent with State and federal law.



Homework



Homework is any work assigned the student to be completed outside the classroom. It is the child's responsibility to complete the assignment. Teachers may give homework to students to aid in the student’s educational development. Homework should be an application or adaptation of previous classroom instruction experience and should not be assigned for disciplinary purposes. When students are absent, it is their responsibility to make up missed work. If students know in advance that they will miss class, they must check with their teachers to see if work is due before the absence. In the event of excused absences: for each day a student misses school, the student has the same number of school days to make up missed work. (This does not apply if the due date is assigned prior to the student's absence.



Insurance



The district is not legally responsible for medical expenses that result from accidents that occur during normal school activities. Student insurance is available through a district approved carrier for a nominal charge. Enrollment, premiums, and filing of claims are the responsibility of the parent/guardian/student. Details of the coverage and enrollment forms are available on the district website at www.highlandcusd5.org IMPORTANT REMINDER: The student accident insurance is a supplemental coverage. The student accident carrier will ONLY pay benefits after all other available health insurance carriers have paid benefits.



Use of Telephones



Students must get permission from their classroom teacher or the principal before using the school telephone. Students are encouraged to make arrangements with their parents before leaving home. It is also the student’s responsibility to get to school with the day’s supplies and assignments. Students who make a habit of calling their parents to bring items to school that the student should have brought in the first place may lose the privilege of using the telephone for that purpose. We realize that everyone can forget occasionally, but it should not become a habit.
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Student Promotion



The Board of Education adheres to the Illinois School Code's prohibition on promotion of a student to the next grade level based upon age or other social reasons not related to the academic performance of the student. A student shall meet district goals and objectives and perform at the expected grade level in order to qualify for promotion. Decisions to promote or retain students in any classes shall be based on the applicable factors outlined in the School Code, as further defined by the Board of Education. If a student has not qualified for promotion to the next grade level, the district shall provide the student with a remediation plan and accompanying services. These services may include a summer school program of at least ninety (90) hours; a parent-provided and funded tutoring program approved by the district during the following school year; or retention in grade. In addition, if the student's reading is one of the areas of concern, the district may provide an appropriate reading program.



Grades K-8



The decision to promote a student to the next grade level is based on successful completion of the curriculum, attendance, performance on standardized tests and other testing. A student will not be promoted based upon age or any other social reason not related to academic performance.



Student School Records



This notice contains a description of your and your student’s rights concerning school student records. A school student record is any writing or other recorded information concerning a student and by which a student may be identified individually that is maintained by a school or at its direction or by a school employee, regardless of how or where the information is stored, except for certain records kept in a staff member’s sole possession; records maintained by law enforcement officers working in the school; video and other electronic recordings that are created in part for law enforcement, security, or safety reasons or purposes; and electronic recordings made on school buses. The District maintains two types of school records for each student: permanent record and temporary record. The permanent record includes: 1. Basic identifying information, including the student’s name and address, birth date and place, gender, and the names and addresses of the student’s parent(s)/guardian(s) 2. Evidence required under the Missing Children's Records Act (325 ILCS 50/5(b)(1) 3. Academic transcripts, including grades, class rank, graduation date, grade level achieved, scores on college entrance examinations (except that a parent/guardian or eligible student may request, in writing, the removal from the academic transcript of any score received on college entrance examinations), the unique student identifier assigned and used by the Illinois State Board of Education’s Student Information System; as applicable, designation of the student's achievement of the State Seal of Biliteracy, awarded in accordance with the School Code Section 5/2-3.157 and as applicable, designation of the student's achievement of the State Commendation Toward Biliteracy. 4. Attendance record 5. Health record defined by the Illinois State Board of Education as “medical documentation necessary for enrollment and proof of dental examinations, as may be required under Section 27-8.1 of the School Code” 6. Record of release of permanent record information that includes each of the following: a. The nature and substance of the information released b. The name and signature of the official records custodian releasing such information c. The name and capacity of the requesting person and the purpose for the request d. The date of release e. A copy of any consent to a release 7. Scores received on all State assessment tests administered at the high school level (that is, grades 9 through 12) (105ILCS 5/2-3.64a-5) The permanent record may include: 1. Honors and awards received 2. Information concerning participation in school-sponsored activities or athletics, or offices held in school-sponsored organizations.
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All information not required to be kept in the student permanent record is kept in the student temporary record and must include: 1. Record of release of temporary record information that includes the same information as listed above for the record of release of permanent records 2. Scores received on the State assessment tests administered in the elementary grade levels (that is, kindergarten through grade 8) 3. Completed home language survey 4. Information regarding serious disciplinary infractions (that is, those involving drugs, weapons, or bodily harm to another) that resulted in expulsion, suspension, or the imposition of punishment or sanction 5. Any final finding report received from a Child Protective Service Unit provided to the school under the Abused and Neglected Child Reporting Act; no report other than what is required under Section 8.6 of that Act shall be placed in the student record 6. Health-related information, defined by the Illinois State Board of Education as “current documentation of a student's health information, not otherwise governed by the Mental Health and Developmental Disabilities Confidentiality Act or other privacy laws, which includes identifying information, health history, results of mandated testing and screenings, medication dispensation records and logs (e.g., glucose readings), long-term medications administered during school hours, and other health-related information that is relevant to school participation, e.g., nursing services plan, failed screenings, yearly sports physical exams, interim health histories for sports” 7. Accident report, defined by the Illinois State Board of Education as “documentation of any reportable student accident that results in an injury to a student, occurring on the way to or from school or on school grounds, at a school athletic event or when a student is participating in a school program or school-sponsored activity or on a school bus and that is severe enough to cause the student not to be in attendance for one-half day or more or requires medical treatment other than first aid. The accident report shall include identifying information, nature of injury, days lost, cause of injury, location of accident, medical treatment given to the student at the time of the accident, or whether the school nurse has referred the student for a medical evaluation, regardless of whether the parent, guardian or student (if 18 years or older) or an unaccompanied homeless youth … has followed through on that request.” 8. Any documentation of a student’s transfer, including records indicating the school or school district to which the student transferred 9. Completed course substitution form for any student who, when under the age of 18, is enrolled in vocational and technical course as a substitute for a high school or graduation requirement The temporary record may include: 1. Family background information 2. Intelligence test scores, group and individual 3. Aptitude test scores 4. Reports of psychological evaluations, including information on intelligence, personality and academic information obtained through test administration, observation, or interviews 5. Elementary and secondary achievement level test results 6. Participation in extracurricular activities, including any offices held in school-sponsored clubs or organizations 7. Honors and awards received 8. Teacher anecdotal records 9. Other disciplinary information 10. Special education records 11. Records associated with plans developed under section 504 of the Rehabilitation Act of 1973 12. Verified reports or information from non-educational persons, agencies, or organizations of clear relevance to the student’s education The Family Educational Rights and Privacy Act (FERPA) and the Illinois Student Records Act afford parents/guardians and students over 18 years of age (“eligible students”) certain rights with respect to the student’s school records. They are: 1. The right to inspect and copy the student’s education records within 15 school days of the day the District receives a request for access. The degree of access a student has to his or her records depends on the student’s age. Students less than 18 years of age have the right to inspect and copy only their permanent record. Students 18 years of age or older have access and copy rights to both permanent and temporary records. Parents/guardians or students should submit to the Building Principal (or appropriate school official) a written request that identifies the record(s) they wish to inspect. The Principal will make arrangements for access and notify the parent(s)/guardian(s) or student of the time and place where the records may be inspected. The District charges $.35 per page for copying but no one will be denied their right to copies of their records for inability to pay this cost. These rights are denied to any person against whom an order of protection has been entered concerning a student (105 ILCS 5/10-22.3c and 10/5a, and 750 ILCS 60/214(b)(15).
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2. The right to have one or more scores received on college entrance examinations removed from the student's academic transcript. Parents/guardians or eligible students may have one or more scores on college entrance exams deleted from their student's academic transcript. Students often take college entrance examinations multiple times to improve their results. Test publishers provide the results from each examination taken to the student's high school. Schools must include each of these scores on the student's transcript, which may result in the academic transcript having multiple scores from a single college entrance exam. A parent/guardian or eligible student may not want certain scores to be sent to postsecondary institutions to which the student applies. The District will remove scores on college entrance examinations upon the written request of the parent/guardian or eligible student stating the name of each college entrance examination that is the subject of the request and the dates of the scores that are to be removed. 3. The right to request the amendment of the student’s education records that the parent(s)/ guardian(s) or eligible student believes are inaccurate, irrelevant, or improper. Parents/guardians or eligible students may ask the District to amend a record that they believe is inaccurate, irrelevant, or improper. They should write the Building Principal or the Official Records Custodian, clearly identify the record they want changed, and specify the reason. If the District decides not to amend the record as requested by the parents/guardians or eligible student, the District will notify the parents/guardians or eligible student of the decision and advise him or her of their right to a hearing regarding the request for amendment. Additional information regarding the hearing procedures will be provided to the parent(s)/guardian(s) or eligible student when notified of the right to a hearing. 4. The right to permit disclosure of personally identifiable information contained in the student’s education records, except to the extent that the FERPA or Illinois School Student Records Act authorizes disclosure without consent. Disclosure without consent is permitted to school officials with legitimate educational or administrative interests. 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 law enforcement unit personnel); 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, auditor, medical consultant, or therapist); or any parent(s)/guardian(s) or student serving on an official committee, such as a disciplinary or grievance committee, or assisting another school official in performing his or her tasks. Individual board members do not have a right to see student records merely by virtue of their office unless they have a current demonstrable educational or administrative interest in the student and seeing his or her record(s) would be in furtherance of the interest. A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his or her professional responsibility. Upon request, the District discloses education records without consent to officials of another school district in which a student has enrolled or intends to enroll, as well as to any person as specifically required by State or federal law. Before information is released to these individuals, the parents/guardians will receive prior written notice of the nature and substance of the information, and an opportunity to inspect, copy, and challenge such records. When a challenge is made at the time the student’s records are being forwarded to another school to which the student is transferring, there is no right to challenge: (1) academic grades, or (2) references to expulsions or out-of-school suspensions. Disclosure is also permitted without consent to: any person for research, statistical reporting or planning, provided that no student or parent(s)/guardian(s) can be identified; any person named in a court order; appropriate persons if the knowledge of such information is necessary to protect the health or safety of the student or other persons; and juvenile authorities when necessary for the discharge of their official duties who request information before adjudication of the student. 5. The right to a copy of any school student record proposed to be destroyed or deleted. The permanent record is maintained for at least 60 years after the student transfers, graduates, or permanently withdraws. The temporary record is maintained for at least 5 years after the student transfers, graduates, or permanently withdraws. Temporary records that may be of assistance to a student with a disability who graduates or permanently withdraws, may, after 5 years, be transferred to the parent(s)/guardian(s) or to the student, if the student has succeeded to the rights of the parent(s)/guardian(s). Student temporary records are reviewed every 4 years or upon a student’s change in attendance centers, whichever occurs first. 6. The right to prohibit the release of directory information concerning the parent’s/ guardian’s child. Throughout the school year, the District may release directory information regarding students, limited to: Name Address Gender Grade level Birth date and place
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Parent(s)’/guardian(s)’ names, addresses, electronic mail addresses, and telephone numbers Photographs, videos, or digital images used for informational or news-related purposes (whether by a media outlet or by the school) of a student participating in school or school-sponsored activities, organizations, and athletics that have appeared in school publications, such as yearbooks, newspapers, or sporting or fine arts programs Academic awards, degrees, and honors Information in relation to school sponsored activities, organizations, and athletics Major field of study Period of attendance in school Any parent/guardian or eligible student may prohibit the release of any or all of the above information by delivering a written objection to the Building Principal within 30 days of the date of this notice. No directory information will be released within this time period, unless the parents/guardians or eligible student is specifically informed otherwise. No photograph highlighting individual faces is allowed for commercial purposes, including solicitation, advertising, promotion or fundraising without the prior, specific, dated and written consent of the parent or student, as applicable; and no image on a school security video recording shall be designated as directory information. 7. The right to request that military recruiters or institutions of higher learning not be granted access to your secondary school student’s name, address, and telephone numbers without your prior written consent. Federal law requires a secondary school to grant military recruiters and institutions of higher learning, upon their request, access to secondary school students’ names, addresses, and telephone numbers, unless the parents/guardians, or student who is 18 years of age or older, request that the information not be disclosed without prior written consent. If you wish to exercise this option, notify the Building Principal where your student is enrolled for further instructions. 8. The right contained in this statement: No person may condition the granting or withholding of any right, privilege or benefits or make as a condition of employment, credit, or insurance the securing by any individual of any information from a student’s temporary record which such individual may obtain through the exercise of any right secured under State law. 9. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the District to comply with the requirements of FERPA. The name and address of the Office that administers FERPA is: Family Policy Compliance Office U.S. Department of Education 400 Maryland Avenue, SW Washington DC 20202-4605



Teacher Qualifications



Parents/guardians may request information about the qualifications of their child’s teachers and paraprofessionals, including: 1. Whether the teacher has met State certification requirements; 2. Whether the teacher is teaching under an emergency permit or other provisional status by which State licensing criteria have been waived; 3. The teacher’s college major; 4. Whether the teacher has any advanced degrees and, if so, the subject of the degrees; and 5. Whether any instructional aides or paraprofessionals provide services to your child and, if so, their qualifications. If you would like to receive any of this information, please contact the administrative office.



Video Surveillance Technology



The school board authorizes the use of video cameras on district property to ensure the health, welfare, and safety of all staff, students, and visitors to district property, and to safeguard district facilities and equipment. The superintendent may use video cameras in locations as deemed appropriate.
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Visitors to and Conduct on School Property



The following definitions apply to this policy:



School property - District and school buildings, grounds, and parking areas; vehicles used for school purposes; and any location used for a School Board meeting, school athletic event, or other school-sponsored event. Visitor - Any person other than an enrolled student or District employee. All visitors to school property are required to report to the Building Principal’s office and receive permission to remain on school property. All visitors must sign a visitors’ log, show identification, and wear a visitor’s badge. When leaving the school, visitors must return their badge. On those occasions when large groups of parents and friends are invited onto school property, visitors are not required to sign in but must follow school officials’ instructions. Persons on school property without permission will be directed to leave and may be subject to criminal prosecution. Except as provided in the next paragraph, any person wishing to confer with a staff member should contact that staff member by telephone or email to make an appointment. Conferences with teachers are held, to the extent possible, outside school hours or during the teacher’s conference/preparation period. Requests to access a school building, facility, and/or educational program, or to interview personnel or a student for purposes of assessing the student’s special education needs, should be made at the appropriate building. Access shall be facilitated according to guidelines from the Superintendent or designee. The School District expects mutual respect, civility, and orderly conduct among all people on school property or at a school event. No person on school property or at a school event (including visitors, students, and employees) shall perform any of the following acts: 1. Strike, injure, threaten, harass, or intimidate a staff member, a Board member, sports official or coach, or any other person. 2. Behave in an unsportsmanlike manner, or use vulgar or obscene language. 3. Unless specifically permitted by State law, possess a weapon, any object that can reasonably be considered a weapon or looks like a weapon, or any dangerous device. 4. Damage or threaten to damage another’s property. 5. Damage or deface school property. 6. Violate any Illinois law, or town or county ordinance. 7. Smoke or otherwise use tobacco products. 8. Distribute, consume, use, possess, or be under the influence of an alcoholic beverage or illegal drug; be present when the person’s alcohol or illegal drug consumption is detectible, regardless of when and/or where the use occurred. 9. Use or possess medical cannabis. 10. Impede, delay, disrupt, or otherwise interfere with any school activity or function (including using cellular phones in a disruptive manner). 11. Enter upon any portion of school premises at any time for purposes other than those that are lawful and authorized by the Board. 12. Operate a motor vehicle: (a) in a risky manner, (b) in excess of 20 miles per hour, or (c) in violation of an authorized District employee’s directive. 13. Engage in any risky behavior, including roller-blading, roller-skating, or skateboarding. 14. Violate other District policies or regulations, or a directive from an authorized security officer or District employee. 15. Engage in any conduct that interferes with, disrupts, or adversely affects the District or a School function.



Enforcement



Any staff member may request identification from any person on school property; refusal to provide such information is a criminal act. The Building Principal or designee shall seek the immediate removal of any person who refuses to provide requested identification. Any person who engages in conduct prohibited by this policy may be ejected from school property. The person is also subject to being denied admission to school events or meetings for up to one calendar year.
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Procedures to Deny Future Admission to School Events or Meetings Before any person may be denied admission to school events or meetings as provided in this policy, the person has a right to a hearing before the Board. The Superintendent may refuse the person admission pending such hearing. The Superintendent or designee must provide the person with a hearing notice, delivered or sent by certified mail with return receipt requested, at least 10 days before the Board hearing date. The hearing notice must contain: 1. 2. 3. 4. 



The date, time, and place of the Board hearing; A description of the prohibited conduct; The proposed time period that admission to school events will be denied; and Instructions on how to waive a hearing.



Waiver of Student Fees



The school establishes fees and charges to fund certain school activities. Some students may be unable to pay these fees. Students will not be denied educational services or academic credit due to the inability of their parent or guardian to pay fees or certain charges. Students whose parent or guardian is unable to afford student fees may receive a fee waiver. A fee waiver does not exempt a student from charges for lost and damaged books, locks, materials, supplies, and/or equipment. A student is eligible for a fee waiver if at least one of the following prerequisites is met: 1. The student currently lives in a household that meets the free lunch or breakfast eligibility guidelines established by the federal government pursuant to the National School Lunch Act; or 2. The student or the student’s family is currently receiving aid under Article IV of the Illinois Public Aid Code (Aid to Families of Dependent Children). The superintendent will give additional consideration where one or more of the following factors are present: a. An illness in the family; b. Unusual expenses such as fire, flood, storm damage, etc.; c. Seasonal employment; d. Emergency situations; or e. When one or more of the parents/guardians are involved in a work stoppage. The administrative center will notify the parent/guardian promptly as to whether the fee waiver request has been granted or denied. Questions regarding the fee waiver application process should be addressed to the business manager.
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August 2016



Highland Primary Principal Letter



The Beginning of Excellence Dear Parent: The Highland Primary faculty and staff would like to welcome you to the “Beginning of Excellence.” This is the finest school system in this area. We are sure that you will, in the future, agree that this is a great place for your child to begin his or her academic experience and will want to contribute to its continued success. Parents are encouraged to join with our staff in making this the best school year ever for your child. We invite you to visit your school, talk to any of us, volunteer to help in the school, and generally get involved in your child’s education. Together, we can provide the best education possible for your child. When you come to visit, please check in at our office first to let us know you are here in order to insure our children’s safety. This booklet will not have all the answers you may need, which is why we always welcome any calls for questions or concerns you may have throughout the school year. It is hoped that the booklet will make this school year more productive and enjoyable. Please keep this booklet handy for reference throughout the school year. The primary school is an important part of the learning community. The teachers within the school building are members of a team whose goal is to assist children as they attempt to learn about academics, social skills, and right and wrong. As principal of Highland Primary, I need your cooperation and assistance as parents and guardians. You are vital members of our team. Together we can successfully guide and challenge our young children in one of the most exciting times of their lives, the beginning of their school careers. Sincerely,



Julie A. Korte Principal
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2016-2017 Faculty and Staff



Principal Mrs. Julie Korte Assistant Principal Mrs. Anne Hickey Secretaries Mrs. Kelly Frey Mrs. Mary Korte Nurse Mrs. Jae Kuberski Early Childhood Ms. Dana Bivens Mrs. Josie Carman Mrs. Connie Sparlin



PreK Mrs. Nicole Zuccarelli Kindergarten Mrs. Ann Albers Mrs. Kim Clasquin Mrs. Josie Elliott Mrs. Susan Mortland Mrs. Kristin Potthast Mrs. Patti Townsend Mrs. Linda Watts 



Grade One Mrs. Belinda Counts Mrs. Michelle Ficker Mrs. Cindy Geest Mrs. Terri Moss Mrs. Carol Smith Ms. Sara Wilkinson



Art Mrs. Jodi Venhaus



Grade Two Mrs. Leslie Chapman Ms. Katie Kellerstrass Mrs. Sheila Laird Mrs. Jill Sinnock Mrs. Jessica Warnecke Mrs. Jane Wessel



Reading Teachers Mrs. Kim Keeney Mrs. Donna Plocher



Physical Education Mr. Clinton Hamilton Speech Mrs. Renae Korte Mrs. Lisa Patrick Mrs. Karen Rust Music Mrs. Colleen Baker



Reading Recovery Ms. Taryn Hoppes Mrs. Denise Oliveira Ms. Carol Seiler



Special Education Mrs. Carrie Belford Mrs. Danette Daiber Mrs. Jackie Mollet Mrs. Suzanne Smithey Mrs. Staci Twardowski Librarian Mrs. Nancy Genteman Library Secretary Mrs. Gayle Gilomen Custodians Mr. Jim Foehrkalb (Head Custodian) Mr. Gary Frutiger Mr. Harold Gillison Mrs. Tammy Hammond



Time Schedule PreK School Hours 8:40 a.m. - 3:20 p.m. AM Class 8:40 - 11:10 a.m. (doors open at 8:35 a.m.) Office Hours 7:30 a.m. - 4:15 p.m. PM Class 12:50 - 3:20 p.m. (doors open at 12:45 p.m.)



Early Childhood AM Class 8:40 - 11:10 a.m. PM Class 12:50 - 3:20 p.m. 



Lunch and Recess Schedule: Breakfast is served from 8:15-8:35 a.m. (Students must be in classroom by 8:40 a.m.) First Bell 8:35 a.m. Tardy Bell & Instruction Begins 8:40 a.m. 1/2 Day Kindergarten Morning Recess Kindergarten 9:40 - 9:50 a.m. 8:40 – 11:10 a.m. M-F Lunch Recess . Kindergarten 10:50 - 11:20 a.m. 11:20 -11:45 a.m. Grades 1 and 2 11:30 - 11:55 a.m. 11:55 a.m. - 12:15 p.m. Afternoon Recess Kindergarten 1:25 - 1:40 p.m. Grade 1 1:40 - 1:55 p.m. Grade 2 1:55 - 2:05 p.m. Regular Dismissal 3:20 p.m. Early Dismissal 2:35 p.m. 1/2 Day Dismissal 11:45 a.m. In the event of changes in schedule, notes will be sent home to parents. 33



Absentee and Tardy Schedule



Regular Day 



Grade



Sign In 



Sign Out







Kdg-1st 8:40-10:35 a.m. 10:36 a.m.-1:20 p.m.



1:21-3:20 p.m.



8:40-10:39 a.m. 10:40 a.m.-1:24 p.m. 1:25-3:20 p.m.



2nd



12:51-3:20 p.m. absent



8:40-11:09 a.m. 11:10 a.m.-2:24 p.m. 2:25-3:20 p.m. absent half day full day



8:40-9:35 a.m. full day



9:36 a.m.-12:50 p.m. half day



Daily Schedules Start Lunch End Kdg 8:40 a.m. 11:00-11:45 a.m. 3:20 p.m. 1st-2nd 8:40 a.m. 11:30 a.m.-12:15 p.m. 3:20 p.m. 355 minutes daily, not including 45 minute lunch 



2:35 p.m. Dismissal 



Grade



Sign In 



Sign Out







Kdg-1st 8:40-9:50 a.m. 9:51 a.m.-12:35 p.m. 12:36-2:35 p.m.



8:40-10:39 a.m. 10:40 a.m.-1:24 p.m. 1:25-2:35 p.m.



2nd



8:40-11:09 a.m. 11:10 a.m.-2:24 p.m. 2:25-2:35 p.m. absent half day full day



8:40-8:50 a.m. 8:51-11:20 a.m. full day half day



11:21 a.m.-2:35 p.m. absent



Daily Schedules Start Lunch End Kdg 8:40 a.m. 11:00-11:45 a.m. 2:35 p.m. 1st-2nd 8:40 a.m. 11:30 a.m.-12:15 p.m. 2:35 p.m. 310 minutes daily, not including 45 minute lunch



11:45 a.m. Dismissal Grade



Kdg-1st 2nd



Sign In 



Sign Out



after 9:45 a.m. after 9:15 a.m. absent







before 10:40 a.m. before 11:10 a.m. absent



Daily Schedules Start Lunch End All 8:40 a.m. n/a 11:45 a.m. 185 minutes daily Students are counted full day absent or full day present on school improvement days (11:45 a.m. dismissals) must be present minimum of 150 minutes for credit. (120 minutes for K-1) 



Arriving at School



Attendance and Absenteeism



Due to increased school security, parents will no longer be allowed to walk their students to the gym. The east front doors will be open for student arrival at 8:00 a.m. Adults will not be allowed through these doors. All adults may enter through the center doors and go on to the office to sign in. Students who arrive before 8:40 a.m. are to go directly to the gym. These students will be released at 8:35 a.m. to go to their classroom and put away their things.



PreK and Early Childhood students must be walked into the building.



IMPORTANT REMINDER: NO CARS ARE TO DROP OFF STUDENTS FROM THE LEFT HAND LANE OF THE CIRCLE DRIVE. THERE WILL BE NO PARKING IN THE CIRCLE DRIVE FROM: 7:30 - 9:00 a.m. and again from 2:45- 3:45 p.m. If parents wish to visit the office, please park on the street or in the school parking lot. All students should be dropped off at the north or east side of the building.



34



Circle Drive Drop-Off



We seem to have some parents/guardians that are new to the circle drive drop-off procedures or...we might just need a reminder. :) 1. When using the circle drive, please have students ready to exit the vehicle as soon as it comes to a stop for the first time between the two front doors of the Primary. Do not wait until you arrive at the second set of doors to have your student exit. This creates a back-up of traffic on Lindenthal effecting buses and Highland Elementary traffic. Everyone must follow these rules to make it work. 2. The second lane of the circle drive is a passing lane. We need your help in keeping all of our students safe. I have seen a few “close calls” due to students exiting their vehicle on the driver’s side. This is very dangerous because the second lane is used for passing. Please make sure your children exit the car only on the passenger side. I know for some families that may mean moving a car seat over or having your student climb over a toddler, but that will be a small inconvenience to keep our boys and girls safe. 3. In order to keep our circle drive safe and efficient, it is not appropriate for parents to get out of their car to open the door for students. The supervisor on duty would be happy to help them out. If you have to leave the driver’s seat, then the circle drive drop-off is not an option. Please park in the lot by the playground or along the road and help your child exit the vehicle. 4. There is no parking in the circle drive from 7:30-9:00 a.m. and again from 2:45-3:45 p.m. If students are dropped off near the road, those students must use any and all appropriate CROSSWALKS. If they do not, they will be reported to the office. At the end of the school day, parents may pick up the children at various points around the complex. Please remember there is no parking or picking up in the circle drive after school. That is reserved for buses. The students must use all CROSSWALKS and are encouraged not to run on the street to get into cars. No cars are permitted on the playground or on the faculty lot where buses load. Only buses or cars marked “HANDICAPPED” will be permitted to park in the handicapped zone. Please note that the City of Highland and the Highland Police Department have indicated that no one should be parking on the street in a single line in the traffic lanes. Parking spaces are provided for parents on each side of the street, in the ball diamond area, and in the area to the east of the building. Kindergarten students are dismissed from the Kindergarten doors near the playground, first graders are dismissed at the front center doors or far east doors, and grade two students walk to the playground or meet on the lawn in front of the Highland Primary cafeteria. If students are walking home, they should gather their materials and quickly exit the building. They are to go immediately home. Students need to use crosswalks when crossing the street. PreK and early childhood students are not allowed to be picked up by anyone who is not of driving age. Instruct your child not to accept gifts from strangers and NEVER to accept a ride with a stranger. Call the school if someone other than the usual driver is going to pick up a child after school.



Attendance



Illinois law requires that whoever has custody or control of any child between six (by September 1) and seventeen years of age (unless the child has already graduated from high school) shall assure that the child attends school in the district in which he or she resides, during the entire time school is in session. Illinois law also requires that whoever has custody or control of a child who is enrolled in the school, regardless of the child’s age, shall assure that the child attends school during the entire time school is in session. There are certain exceptions to the attendance requirement for children who: attend private school, are physically or mentally unable to attend school (including a pregnant student suffering medical complications as certified by her physician), are lawfully and necessarily employed, are between the ages of 12 and 14 while in confirmation classes, have a religious reason requiring absence, or are 16 or older and employed and enrolled in a graduation incentive program.



Make-Up Work



Regular attendance is expected of all students and is a necessary factor in achieving success. Work missed can never be made up in a completely satisfactory manner because the value of class activities is missed forever. If a student’s absence is excused, he or she will be permitted to make up any missed work, including homework and tests. The student will be permitted the same number of days as he or she was absent to turn in the make-up work. The student or parent
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is responsible for obtaining assignments from his or her teachers. The office should be called before 9:15 a.m. to request homework. Pick-up times for homework are from 2:00-4:00 p.m. Students who are unexcused from school will not be allowed to make up missed work. If homework is requested in advance for a vacation, medical need, etc., teachers will try to provide as much homework as possible, but some assignments may be required to be made up when the student returns to school.



Parent Reporting of Student Absence



Parents MUST notify the school when their child is absent or the school will have to call the parents. Please call the school office before 9:15 a.m. at 654-2107. Before 7:30 a.m., please call 654-2107, press 1 and leave a message. In the event that home or school did not make phone contact, parents are requested to send a signed and dated note on the day the child returns to school explaining the reason for the absence, or the absence is considered unexcused. At the time of registration, the parent/guardian should provide the school with two or three telephone numbers to be used for the purpose of verifying a student’s absence. If it becomes necessary for the school to verify the student’s absence, a reasonable effort will be made by telephoning the one or two numbers within two hours after the first class in which the student is enrolled has begun. The requirements of this policy shall have been met if an attempt to call has been made whether or not there is any answer at such telephone number or numbers. Further, the requirements for the policy shall have been met if the said notification is given to a member of the household of the child’s parent, legal guardian, or other person having legal custody of the child, provided the member of the household is 10 years of age or older.



Release During School Hours



Teachers may not release students from school at other than the regular dismissal times without prior approval of the building principal. No student will be released from school to any person other than the custodial parent/guardian without the written or oral permission of the custodial parent/guardian. Parents wishing to take a child out of school before the end of the day must come to the office to sign the child out. A picture ID must be provided to the office staff. The office staff will call for the child from the classroom at that time. If parents go to the classroom to get their child, they will be sent to the office. When the student has an appointment with the doctor or dentist, please send a note to the teacher beforehand. If the child returns to school at any time during the day, please bring him or her to the office first before returning to the classroom.



Absences



There are two types of absences: excused and unexcused. Excused absences include: illness, observance of a religious holiday, death in the immediate family, family emergency, situations beyond the control of the student, circumstances that cause reasonable concern to the parent/guardian for the student’s safety or health, or other reason as approved by the principal. All other absences are considered unexcused. Pre-arranged excused absences must be approved by the principal. The school may require documentation explaining the reason for the student’s absence.



Truancy



Student attendance is critical to the learning process. Truancy is therefore a serious issue and will be dealt with in a serious manner by the school and district. Students who miss 5% or more of the prior 180 regular school days without valid cause (a recognized excuse) are considered chronic truants. Students who are chronic truants will be offered support services and resources aimed at correcting the truancy issue. If chronic truancy persists after support services and other resources are made available, the school, and district will take further action, including: * Referral to the truancy officer * Reporting to officials under the Juvenile Court Act * Referral to the State’s Attorney * Appropriate school behavior A parent or guardian who knowingly and willfully permits a child to be truant is in violation of State law.
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Tardiness



It is the student’s responsibility to be at school on time. Tardies will be marked on report cards. Students are permitted five unexcused tardies per semester without consequences. Upon the sixth one, students are referred to the principal. PARENTS MUST SIGN IN ANY TARDY STUDENTS. (The office must be able to account for all students. Our students are too young to be expected to sign themselves in.)



Vacations/Special Trips



Even though we discourage trips during the school year, we understand that occasionally it is necessary for an entire family to leave town during the school year for business reasons or other matters of importance. If a student is going to miss classes for three days or more for any reason other than illness or a death in the family, he or she should notify the office for an excused absence form to be completed and approved before the absence and make arrangements to make up missed work.



Behavior Plan



Behavior begins with “self.” A young boy or girl must be taught right from wrong and his or her reason for coming to school. Children must be taught to respect if they are to be respected. The child, too, is a member of the team and must be included in some decisions. We will try to establish a positive pattern of behavior. The boys and girls will know that they are responsible for their own actions. Highland Primary teaches children to be PeaceBuilders. The following rules shall apply, and failure to abide by the rules may result in consequences:



Cafeteria Rules 1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 11. 12. 13. 14. 



Students shall not save seats for other students. Students shall walk to lunch in a single file line and shall be orderly and quiet during lunch. Students shall not save places in line, cut in line, or otherwise cheat or intimidate their way into line for food service. Trays shall be stacked neatly after placing silverware in its proper container. No food shall leave the cafeteria. Loud talking, yelling, screaming, and other disruptions are prohibited. Students shall not throw food, milk cartons, or other items. Students shall not trade food. Students shall follow the instructions of the lunchroom aides and show proper respect toward all cafeteria personnel. Students shall remain seated while in the cafeteria except to return to the lunch line or return trays. Students shall immediately become silent when staff or presenters make announcements in the cafeteria. Students shall report spills and broken containers to cafeteria staff immediately. Students shall be dismissed from the cafeteria by the lunch room supervisor. Students will clean up their area, putting trash in appropriate containers. Misbehavior will result in disciplinary action according to the school’s disciplinary procedures.



General Rules 1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 11. 12. 



Hats and bandanas shall not be worn in the building. Any hat brought to school shall be removed before entering. Students shall not run, talk loudly, or yell in the hallways nor shall they push, shove, or hit others. Students shall not write on walls, desks, or deface or destroy school property. Chewing of gum is not permitted in the school building. Skateboards are not permitted at school. Water guns, play guns, and/or real guns are not permitted at school. No electronics of any kind are permitted without permission from the principal. Students shall follow directions the first time given. Students shall stay in assigned areas. Students shall follow all safety, bus, and playground rules. Students shall report accidents and problems to the teacher on duty. Students shall keep all areas of the building and school grounds clean and clear of litter.



Hallway Rules



All students will... 1. use care on the stairways. 2. walk in the building and stay to the right. 3. keep the hallways clear of objects.
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PeaceBuilder Principles: 1. 2. 3. 4. 5. 



Praise People Give Up Put Downs Seek Wise People Notice Hurts and Right Wrongs Help Others



In order to guarantee for your child, and all the students in our school, the excellent safety and learning climate they deserve, we will utilize the following behavior plan. We believe all students can be PeaceBuilders at school. Highland Primary has a school-wide behavior program that uses a leveled system for behavior management. Beginning each day all students will start in the middle of the chart on green, which is ready to learn. They may clip up or move their name up for good/exceptional behavior or move their name down for inappropriate behavior. The school wide consistency of this behavior program helps students track, and be accountable for their behavior during specialist classes such as PE, art and music as well as in the classroom. This plan also provides consistent terminology to use during recess. This plan allows students to turn their day around if they make a mistake. There are classroom, grade level and school wide incentives for students who move up on the chart.



Consequences for not Following the Building Rules... 1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 11. 12. 13. 14. 15. 



Parent/guardian notified Verbal discussion and warning, Withholding of privileges. Related Consequences Temporary removal from the classroom. Return of property or restitution for lost, stolen, or damaged property. Parent/guardian, principal or teacher, and student conference. In-school suspension After-school study provided the student’s parents have been notified and have agreed to furnish transportation home. Out-of-School Suspension and all school activities for up to 10 days. A suspended student is prohibited from being on school grounds. Seizure of contraband; confiscation and temporary retention of the personal property that was used to violate school rules. Suspension of bus riding privileges. Expulsion from school and all school activities for a definite time period not to exceed 2 calendar years. An expelled student is prohibited from being on school grounds. Transfer to an alternative program if the student is expelled or otherwise qualifies for transfer under State law. Notifying juvenile authorities or other law enforcement whenever the conduct involves criminal activity, such as, illegal drugs (controlled substances), “look-alikes,” alcohol or weapons or in other circumstances as authorized by the reciprocal reporting agreement between the District and local law enforcement agencies.



The above list of disciplinary measures is a range of options that will not always be applicable in every case. In some circumstances, it may not be possible to avoid suspending or expelling a student because behavioral interventions, other than a suspension or expulsion, will not be appropriate and available, and the only reasonable and practical way to resolve the threat and/or address the disruption is a suspension or expulsion. A student’s violation of the building rules may result in greater or lesser disciplinary consequences, depending upon the nature and severity of the violation to be decided by a building administrator. In addition, students who commit gross disobedience or misconduct as defined by Section VIII of Board Policy may be subject to consequences including, but not limited to, suspension and/or a recommendation for expulsion. For an explanation of what conduct amounts to gross disobedience or misconduct and of the district’s suspension and expulsion procedures, please refer to the behavior handbook (board policy) in the next section of this book on governing student behavior. This policy is also available by request from the district Administrative Center.



Restraint Team



Highland Primary has a team specifically trained in de-escalation and restraint. If a child is at risk of harming oneself or others, he or she may be physically restrained for the protection of all.
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Playground Rules



All students will... 1. not climb on the bars and sit on top. It prevents others from using them and may cause others to fall. 2. keep rocks, gravel, sand, dirt, sticks, tire chips, and snowballs on the ground. Throwing of any sharp or hard object is not allowed. 3. not jump off or run between the swings. 4. stay away from the Multi-Purpose and Highland Primary buildings. 5. not go outside of the fence unless you have the playground teacher’s permission or permission from an other school authority. 6. use jump ropes for jumping only — not around necks or waists. Jump ropes are to be carried to and from the playground. 7. not jump off the monkey bars. 8. walk on the rubber surface area. 9. not play tackle football or any other “physical contact” game. 10. use whiffle balls or tennis balls. Regulation baseballs and bats are not allowed for safety reasons. 11. not play “chase.” 12. not play fight. 13. report injuries to the teacher on duty.



Playground Safety



Recess and play-time should be super fun times for everyone if students remember to use good common sense and courtesy as they play with others. No set of rules can cover everything that might happen, but if students try to treat each other like PeaceBuilders, few rules will be necessary.



Positive Reinforcement



We encourage all students to follow the PeaceBuilder principles. These basic ideas are reinforced by verbal praise, praise notes, PeaceBuilder of the Week nominations, and The PeaceBuilder Picnic.



Restroom Rules



All students will... 1. not loiter, litter, or climb in the restroom. 2. flush the toilet. 3. wash hands and put the towels in the trash. 4. not waste toilet paper, soap, or towels. 5. not play in the washrooms or write on the walls.



Birthday Invitations



Birthdays are recognized as special events for the children. If the child would like to invite classmates to a birthday party, invitations may be distributed if the entire class or all children of the same gender are invited. If only a few are invited, invitations will not be able to be distributed at school.



Cafeteria



Cafeteria meals can be purchased each day including milk. Juice will only be offered in place of milk for a student who is allergic to milk. A doctor’s excuse must be kept on file in the school cafeteria at the cash register, stating the student is allergic to milk. Milk can be purchased by students bringing a lunch from home. Kindergarten, grade 1, and grade 2 students may prepay their lunches. All students will have a number to enter on a key pad that will be used as a credit ID number. Please refer to the general section of this handbook under “Meal Program” for payment options and free/reduced lunch information. Boys and girls are encouraged to use good manners while in the lunch room. They should eat as much of their lunch as possible. When they are finished, they will be dismissed one table at a time. When leaving, students should clean up the area around them, put their remains in the garbage cans, and return their trays to the dishwashing window. Students are then permitted to go quietly to the playground. They are to walk to the playground during nice weather. During inclement weather, they are to go back to their classroom and play quietly. Parents at Highland Primary are not allowed to eat lunch in the cafeteria with their child. We do not have the seating.
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Conferences



If parents need to talk to their child’s teacher, please make arrangements by note or by telephone. It is best to set a time when parents can sit down to discuss their child in privacy and without distractions. Conferences are usually arranged before school, after school, or on professional days. We encourage parents to ask for a conference when needed. Parents may receive assistance in setting up conferences by calling the school office.



Emergency Plans



Emergency Drill Procedures and Conduct



Safety drills will occur at times established by the administration. Students are required to be silent and shall comply with the directives of school officials during emergency drills. There will be a minimum of three evacuation drills, a minimum of one severe weather (shelter-in-place) drill, a minimum of one law enforcement drill, and a minimum of one bus evacuation drill each school year. There may be other drills at the direction of the administration. Drills will not be preceded by a warning to the students.



CODE RED Procedures



CODE RED is a crisis situation that requires the stopping of student movement. The general rule is to remain where you are and understand that classroom and entry/exit doors are being locked. If you are in the hallway or similar area, please report to the nearest supervised classroom. Roll is taken and reported to the office in CODE RED.



Earthquake Plan



1. If an earthquake occurs, the following should be done: 2. The classroom teacher or person in authority implements action: DROP — The students go under their desks and wait for teacher directions. Students should be kept away from glass. Art class can crawl under their tables also. 3. Students in PE should go immediately to the lower hallway. They should cover up as in a tornado drill. 4. After the initial shock wave has ended, implement action — LEAVE. Use fire drill procedure. All students will proceed to the four diamonds. Avoid all power lines. Do not light any fires. Once on the four diamonds, give first aid if necessary. 5. If it occurs while in the cafeteria, quickly evacuate the building. All students are to go out the north side of the building and quickly walk along the grass between the sidewalk near the building and the street sidewalk. DO NOT GO CLOSE TO THE BUILDING. They are to proceed to the four diamonds area. All cafeteria personnel are to also proceed to the four diamonds area. 6. If the earthquake occurs while students are on the four diamonds, keep all students away from the building, t r e e s , and exposed wires. NO RUNNING! The safest place is in the open.



Fire Evacuation Procedures



1. The signal will be the building fire alarm. 2. Leave room by the nearest exit as directed by your teacher. 3. Students are required to leave and then stay at least 50 feet from the building by reporting to the designated area. Teachers will call the group together and take roll. 4. Upon “all clear,” students will return to the same rooms by the same route they took exiting. 5. Students should remain calm and quiet to be able to hear any instructions.



Tornado Drill Procedures 1. 2. 3. 4. 5. 6. 7. 8. 9. 10. 



The signal for a disaster drill will be three blasts in quick succession by the air horn or intercom message. Move to area designated by your teacher. Teachers will open classroom windows and close doors as students exit. Teachers will also take roll as quickly as possible. Follow your teacher’s instructions. Students in restrooms will join the nearest class. Protect your face and head with your arms and hands. Stay away from glass. Students should remain calm and quiet to be able to hear any instructions. Upon the “all clear,” students will return to the same rooms by the same route they took exiting.
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Field Trips



Field trips are a privilege for students. Students must abide by all school policies during transportation and during field trip activities, and shall treat all field trip locations as though they are school grounds. Failure to abide by school rules and/or location rules during a field trip may subject the student to consequences. All students who wish to attend a field trip must receive written permission from a parent or guardian with authority to give permission. Students may be prohibited from attending field trips for any of the following reasons: 1. Failure to receive appropriate permission from parent/guardian or teacher; 2. Failure to complete appropriate coursework; 3. Behavioral or safety concerns; 4. Denial of permission from administration; 5. Other reasons as determined by the school. Chaperones are limited to parents or legal guardians. Chaperones should sign in at the office and receive a badge/sticker before proceeding to the classroom/bus. Parents serving as chaperones are not allowed to bring younger siblings on the trip.



Grading and Promotion



PreK and early childhood students receive progress reports at the nine week intervals. Kindergarten and Grade 1 students receive Standards Based Report Cards every nine weeks. Standards-based assessment and reporting measures how well an individual student is performing according to the state and district expectations for his or her grade level. Each subject has a specific list of standards-based items. The report card uses a 3-1 system to indicate performance levels on district standards. Traditional progress reports are given out to grade 2 students every nine weeks. They will receive letter grades as follows: A = 91.5-100



B = 81.5-91.4



C = 72.5-81.4



D = 66.5-72.4



F = 66.4 and below



School report cards are issued to students. For questions regarding grades, please contact the classroom teacher. The decision to promote a student to the next grade level is based on successful completion of the curriculum, attendance, performance on standardized tests, and other testing. A student will not be promoted based upon age or any other social reason not related to academic performance. Please sign and return all progress reports within one week.



Homework



Homework is used as a way for students to practice what they have learned in the classroom. The time requirements and the frequency of homework will vary depending on a student’s teacher, ability and grade level.



Library



Kindergarten, grade 1, and grade 2 students will be able to check out books from the school library. Second graders use the Highland Elementary library. Books are due back when the student’s class visits the library. No fines will be charged, but students must return their overdue items before they may check out anything else. You must pay for a lost book. If found later, money will be refunded. A fine may be charged if a library book is returned damaged. Students need to remember that the library is a resource to be used and enjoyed by everyone. Quiet and considerate behavior is expected at all times.



Lost and Found



The lost and found box is located in the office. Articles that have been found should be taken directly to the lost and found box. Be respectful of your property as well as that of others. Know when something is lost and start a search for it immediately.



Office Hours



The Highland Primary office is open Monday through Friday from 7:30 a.m. to 4:15 p.m. or at other hours by special appointment.
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Parking/Pick Up Locations



Visitors may park on the street or the east playground lot. There is NO PARKING allowed in the primary school’s circle drive between the times of 7:30 - 9:00 a.m. on any school day and again from 2:45 - 3:45 p.m. On 2:35 p.m. dismissal days, there is NO PARKING allowed in the circle drive between the times of 7:30 - 9:00 a.m. and again from 1:45 - 3:00 p.m. On 11: 45 a.m. dismissal days, there is NO PARKING allowed in the circle drive between the times of 7:30 - 9:00 a.m. and again from 10:45 a.m.-12:15 p.m. Vehicles are not allowed to be parked or located in the bus/staff parking lot or fire lanes. Vehicles in these locations may be ticketed and/or towed away by the police. Parents picking up students are prohibited from waiting in the bus load/unload zones or in the faculty parking lots. Please wait for students on sidewalks in front of the primary or elementary buildings (not between buildings or the lower parking lot).



Parties



Teachers will provide information regarding classroom parties in their classroom handbooks. For space and liability reasons, we cannot have younger siblings attend school parties. Party committee members and chaperones are limited to parents and legal guardians. Parties will be limited to committee members only. Teachers will provide the committee list.



Pictures



All students will have their pictures taken for the yearbook. Purchase of packs of pictures is optional. Payment is required on the day pictures are taken. Highland Primary also offers spring pictures. PLEASE INSPECT YOUR PICTURES IMMEDIATELY. IF YOU HAVE ANY QUESTIONS, YOU MUST CONTACT THE PHOTOGRAPHER WITHIN TWO WEEKS FROM THE DATE YOU RECEIVE YOUR PICTURES.



PILLARS: Volunteer Program



Parents and grandparents who are willing, can assist teachers in providing more individualized instruction in their classes. They can help children who are having difficulty during reading and children who have been absent to do make-up work. Anyone who has the time, even two hours a week, can help school personnel meet the personal learning needs of children by relieving them of some non-teaching duties and tasks. If you have any time you can give, pick up and complete the volunteer form. (If you know of a retired person who might be interested, ask for a form for him or her.) Be sure to check any tasks you prefer, and return it to the school office by early September. Call the school if you have questions. All school volunteers must complete the “Volunteer Information Form” and be approved by the school principal prior to assisting at the school. Forms are available in the school office. Some teachers utilize parent volunteers in the classroom. The individual teachers make this decision. Teachers who desire parent volunteers will notify parents. For school-wide volunteer opportunities, please contact the building principal. Volunteers are required to check in and out at the office and receive a visitor badge before going to their destination. Due to space and liability, we cannot have non-school age children accompany volunteers.



Playground



The playground is closed to the public during school hours. Parents and younger siblings are not permitted on the playground or in the fenced in area until dismissal. The playground is open for public use outside of school hours from dawn to dusk.



Prohibited Items



There are a few items that have continually caused disruptions to the learning environment that we feel students should keep at home. These items have ended up broken, stolen, or caused disputes between students. Toys or electronic devices of any kind are not to be brought to school. All types of personal electronic equipment (including, but not limited to: cell phone, smart phone, audio or video recording device, ipod, ipad, laptop computer, tablet computer or other similar electronic device) are also prohibited from being used at school. Please remember the school is not responsible for lost or stolen items.Students in violation of this procedure are subject to the following consequences:
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1. First offense – The device will be confiscated by school personnel. A verbal warning will be assigned. The stu- dent will receive the device back at the end of the day in the school office. 2. Second offense – The device will be confiscated. A detention will be assigned. The student’s parent/guardian will be notified and required to pick up the device in the school office. 3. Third offense – The device will be confiscated. A detention will be assigned. The student’s parent/guardian will be notified and required to pick up the device in the school office. Additionally, the student will be prohibited from bringing the device to school for the next 10 school days. If the student is found in possession of the device during this 10-day period, the student will be prohibited from bringing the device to school for the remainder of the school year. The student will also face consequences for insubordination. 4. Fourth and subsequent offense – The device will be confiscated. The student will be assigned a detention and will be prohibited from bringing the device to school for the remainder of the school year. The student’s parent/guardian will be notified and required to pick up the device in the school office. The student will also face consequences for insubordination.



Badge System



Safety/Security Plan



All adults entering the building between the hours of 8:00 a.m. - 3:20 p.m. should come to the office, sign in, and pick up a badge. When departing the building, they should return the badge to the office. Signs will be posted at each door to notify guests that they are required to go directly to the office to sign in. If the guest will be visiting other parts of the building other than the office, they will be issued a badge. They will be asked to wear the badge in a location that is easily visible. The building administrator will decide any exceptions to this provision such as: delivery personnel in uniform, long-term substitutes, visiting teachers or administrators from the system, or other personnel.



Notification



1. Doors will have signs that reflect district procedures. 2. Staff and students will be trained to send strangers to the office and to report anyone without a badge that they do not know. 3. Signs will be placed on doors that will have limited access.



Outside Entrances



Students may enter the building in the morning through the front east (PreK) doors. Students should arrive no earlier than 8:00 a.m. Once all students are in the building after the 8:40 a.m. tardy bell rings, the front east doors will be locked and the front center doors will be open for student sign-in and entrance through the office. The main entrance will be locked at 4:15 p.m. when the primary closes for the day.



Sign In - Sign Out



1. Students who need to be picked up from school by a parent are to wait in the office. The parent comes into the office, shows a picture ID, and signs out his or her student on a list or form used by the building. Name, reason, date, and time are important. If the student will return to school, he or she will be required to sign in once again. 2. All guests who receive a badge will be required to sign in, state the reason for their visit, who they are visiting, date, time, and will be required to sign out when they return their badge.
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School Supplies



Lists of supplies for each grade are distributed at the end of the school year and are provided in this handbook. Please check the list to make certain your child has these items. Some items on the list will have to be replenished during the school term as needed. Tennis shoes are needed for PE classes. Please be sure these shoes are not too big - for safety purposes. Remind the students that they are not to wear gym shoes outdoors.



PreK-AM



backpack No wheels (large enough to hold a pocket folder) change of clothes - Please label with child's name. 1 Crayola watercolor paint set (preferably 8 count) 2 plastic folders with pockets on the bottom 1 bottle of Elmer's white glue 1 box of quart storage bags 1 box of facial tissues 1 container of Clorox/Lysol antibacterial wipes 2 packages of baby wipes 2 rolls of paper towels



Kindergarten



*1 plastic folder with two pockets (no side pockets) 1 pink block eraser 24 count box of standard size Crayola crayons 8 count Crayola crayons 2 (4 oz.) bottles of white Elmer’s school glue (not “No Run” or Gels) 3 large glue sticks (.77 oz.) (2 for classroom, 1 for art) 10 yellow (#2) pencils, sharpened 1 box broad tipped large washable Crayola Classic Markers 1 Crayola watercolor paint set (single row) 1 pair Fiskars scissors *1 large box of facial tissues 1 box of baby wipes or a refill pack (Boys) 1 container of Clorox wipes (Girls) 1 large bath towel (no rest mats, please) *gym shoes (velcro or slip on) No black soles - unless non-marking *backpack or book bag (NO WHEELS) 1 box of Ziploc gallon bags - (Boys) 1 box of Ziploc sandwich bags (Girls) Please send these additional supplies after winter break because they will be running low: 10 yellow (#2) pencils, sharpened 1 large box of facial tissues 2 (4 oz.) bottles of white Elmer's school glue 2 large glue sticks (.77 oz.) 24 count box of standard size Crayola crayons (Some teachers may request additional items.) * Please label ALL items with the student's name.



PreK-PM



backpack No wheels (large enough to hold a pocket folder) change of clothes - Please label with child's name. 1 Crayola watercolor paint set (preferably 8 count) 2 plastic folders with pockets on the bottom 1 bottle of Elmer's white glue 1 roll of scotch tape 1 box of gallon storage bags 1 box of facial tissues 1 container of Clorox/Lysol antibacterial wipes 2 packages of baby wipes 2 rolls of paper towels



Early Childhood



backpack (large enough to hold a pocket folder, no wheels) 2 boxes of facial tissues change of clothes - PLEASE LABEL ALL CLOTHES. 2 containers of wet wipes 2 containers of Clorox/Lysol wipes 8 Elmer's glue sticks 1 box Ziploc gallon bags (AM class) 1 box Ziploc quart bags (PM class) 1 roll of paper towels
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Grade 1



20 (#2) yellow pencils, sharpened 1 box broad tipped large Crayola Classic Markers 1 pink block eraser 1 pkg. pencil top erasers (for Geest and Wilkinson) 3 PLASTIC 2-pocket folders with pockets across the bottom (1 green, the other 2 can be any color) 1 spiral notebook (80 sheets and wide-lined) 24 count box of standard size Crayola crayons (NO LARGER) 1 Crayola watercolor paint set 1 pair of Fiskars scissors 2 (4 oz.) bottles of Elmer's glue ( 1 for art) 6 large glue sticks (.77 oz.) 1 pkg. Post-It notes 4 black dry-erase markers 1 supply box (approximately 8" x 4 1/4") 2 large boxes of facial tissues 1 box of baby wipes or a refill pack 1 box of gallon freezer Ziploc bags (Boys) 1 box of sandwich Ziploc bags (Girls) gym shoes - No black soles unless non-marking backpack or book bag - used daily (WITHOUT WHEELS) Please send additional supplies after winter break because they will be running low: 10 (#2) pencils, sharpened 1 box of broad tipped large Crayola Classic Markers 24 count box of standard size Crayola crayons 4 large glue sticks (.77 oz.) 1 large box of facial tissues



Grade 2



6 (#2) pencils, sharpened 1 box of 24 (#2) Ticonderoga yellow pencils 1 pink eraser (separate from pencils) 2 packages of pencil top erasers 4 black dry-erase markers 2 boxes of 24 count Crayola crayons (NO LARGER) 2 red plastic folders - pockets across the bottom 2 folders of your choice - pockets across the bottom 2 composition books (cover is speckled) 1 package of wide-ruled loose-leaf paper 2 yellow highlighters 1 supply box (approximately 8” x 4 1/4”) 6 glue sticks 2 pair of Fiskars scissors - pointed ends (1 pair for Art) 2 large boxes of facial tissues 1 box of gallon Ziploc freezer bags 1 box of baby wipes 1 container of Clorox wipes 1 clean old sock for dry erase board gym shoes - non-marking soles backpack or book bag - used daily (without wheels) NO TRAPPER KEEPERS - These are too big for student desks.



Special Education



Special Education



Students in grade 2 will also need the following items: 10 (#2) yellow pencils 24 count box of standard size Crayola crayons 2 highlighters 1 package of colored pencils 1 package of colored markers 1 pencil box (to hold supplies) 4 pink block erasers 1 folder with pockets 6 glue sticks 1 pair of Fiskars scissors - pointed ends 2 large boxes of facial tissues 1 container of Clorox wipes 1 box gallon Ziploc bags



Students in kindergarten & grade 1 will also need the following items: 10 (#2) pencils 24 count box of standard size Crayola crayons 2 folders with pockets 1 spiral notebook (wide rule) 6 glue sticks 4 pink block erasers 1 pair of scissors 1 plastic pencil box 3 large boxes of facial tissues 1 box of quart Ziploc bags (Girls) 1 box of gallon Easy Glide Freezer Bags (Boys) 1 Clorox wipes
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Show and Tell (Animals)



Highland Primary students wishing to bring animals to school for show and tell are to follow the procedures below: 1. Secure permission from both the classroom teacher and the principal. 2. Parents, please hold the animals and keep them in control at all times. 3. Students are not to pet or touch the animals. They are to keep a safe distance.



Art



Specialists Classes



Students will have art once a week. As school starts, consult your child’s teacher to see when it is scheduled. Since students will be doing many different activities (painting, sculpting, printing, etc.), it is not wise for them to wear their best clothes on art day. As a parent, encourage your child to take art time seriously by taking his or her art work seriously. Art not only helps students develop their senses and an awareness of the world around them, but also helps develop problem solving skills, the ability to communicate, eye-hand coordination, and countless other skills they use in other subjects. Studies show that schools introducing art into their curriculum have marked improvements in math, reading, and science. Look carefully at the artwork your child brings home. Children in the spontaneous expressions of their artwork record their childhood. Their art is not waiting to mature and be refined, but rather stops time where the child is now. Ask your child about his work and you may find some very logical explanations about his expressions. Do not criticize student artwork, but encourage filling in spaces with details. Parents may want to save select pieces of artwork to capture this time in their child’s life.



Art Safety



We are asking that parents help us in our efforts to teach students to use tools responsibly and safely by going over these safety rules with your child: 1. Pencils and scissors (or any sharp object) 2. Carry scissors to and from class with blades closed in hand. 3. Pencils and scissors remain at the work area and are not carried throughout the room. 4. When passing tools to another student, lay them down on the table to be picked up. 5. No horseplay.



Music



Students in kindergarten, grade 1, and grade 2 have music twice a week. This program is to provide students with the opportunity to learn about, appreciate, and enjoy music and singing. The purposes of the program are met through a variety of activities including but not limited to: movement, instruments, dance, and singing. Be sure to ask your students what songs they are singing in music and what concepts they are learning.



Physical Education



Students will have PE twice each week. As school starts, consult your child’s teacher to see which days it is scheduled. Students will be doing many different activities which require clothes and shoes that are easy to move in. It would be very helpful if they would wear this type of apparel on days they have PE. While the weather is nice, the physical education classes enjoy being outside. However, once the classes are in the gym, they will need gym shoes. Gym shoes should be the non-marking type. Please refrain from purchasing black soled shoes. All gym shoes should fit properly. Shoes that are too big can be a safety hazard to our students. The students need to bring these shoes on the first day of school. Physical education provides students with many different activities. Areas of concentration include but are not limited to: locomotor and non-locomotor skills, manipulative skills, dance, and many cooperative learning activities. Students also discuss various muscles and body parts that are involved in the activity. Encourage your child to be physically active and, whenever possible, participate in these activities together. It will benefit you and your child. Any student who cannot participate in PE for a medical reason needs to have a physician’s note brought to the school nurse. Parent notes will be accepted for a student to be excused for one day from PE.



46



Standardized Testing



Students and parents/guardians should be aware that students in grades 1 and 2 will take the NWEA MAP tests three times annually. Kindergarten students will test with the NWEA MAP test in the winter and spring. Parents are encouraged to cooperate in preparing students for the standardized testing, because the quality of the education the school can provide is partially dependent upon the school’s ability to continue to prove its success based on data accountability. Parents can assist their students to achieve their best performance by doing the following: 1. Encourage students to work hard and study throughout the year; 2. Ensure students get a good night’s sleep the night before exams; 3. Ensure students eat well the morning of the exam, particularly ensuring they eat sufficient protein; 4. Remind and emphasize for students the importance of good performance on standardized testing; 5. Ensure students are on time and prepared for tests, with appropriate materials, including number 2 pencils; 6. Teach students the importance of honesty and ethics during the performance of these and other tests; 7. Encourage students to relax on testing day.



Student Appearance



Students are expected to wear clothing in a neat, clean, and well-fitting manner while on school property and/or in attendance at school sponsored activities. Students are to use discretion in their dress and are not permitted to wear apparel that causes a substantial disruption in the school environment. 1. Student dress (including accessories) may not advertise, promote, or picture alcoholic beverages, illegal drugs, drug paraphernalia, violent behavior, or other inappropriate images. 2. Student dress (including accessories) may not display lewd, vulgar, obscene, or offensive language or symbols, including gang symbols. 3. Hats, coats, bandanas, sweat bands, and sun glasses may not be worn in the building during the school day. 4. Hair styles, dress, and accessories that pose a safety hazard are not permitted (this includes chains or other items that could cause harm). 5. Clothing with holes, rips, tears, and clothing that is otherwise poorly fitting, showing skin and/or undergarments, may not be worn at school. Halter, one shoulder, tube, spaghetti string tops, or croptops are not permitted; bellies should not be seen. 6. The length of shorts or skirts must be appropriate for the school environment. Shorts and skirts are to be at least midthigh in length for standing, sitting, and bending. Bottoms that ride low are not permitted. 7. Appropriate footwear must be worn at all times. (This will include no heely shoes, or shoes without back straps) 8. If there is any doubt about dress and appearance, the building principal will make the final decision. 9. Students whose dress causes a substantial disruption of the orderly process of school functions or endangers the health or safety of the student, other students, staff, or others, may be subject to consequences. Faculty and staff will make every effort to be consistent in the manner in which they determine the appropriateness of student dress. If a teacher finds student dress to be a disruption in the classroom, the student will be sent to the office. Students will be asked to change or leave the school grounds if they are found in violation of the above guidelines. All dress code violations, even those classified as warnings, will be documented by the teacher or office staff. Multiple violations of the dress code guidelines will be considered insubordination pursuant to the student behavior policy and behavior consequences under the progressive behavioral system. The administration reserves the right, if necessary, to modify the dress code policies to include any items that affect the safety and/or security of the school, disrupts the learning environment, or are not conducive to a school setting.



Textbooks



We encourage students to take good care of textbooks. Textbooks that are damaged must be replaced. Keeping books in good condition holds down costs for the school and the parents. Please be sure the students return textbooks and library books when they are due. If books are not returned, it will be necessary to pay for replacements.
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Use of Telephone



The school will notify the home in case of an emergency. Students are not to request use of the school phone for such things as permission to visit a friend. Such arrangements must be worked out with parents before coming to school.



Video and Audio Monitoring Systems



A video and/or audio monitoring system may be in use on school buses, and a video monitoring system may be in use in public areas of the school building. These systems have been put in place to protect students, staff, visitors, and school property. If a behavior problem is captured on audiotape or videotape, these recordings may be used as the basis for imposing student behavior. If criminal actions are recorded, a copy of the tape may be provided to law enforcement personnel.



Weather



When the weather cools off in the fall and starts to warm up in the spring, it is always helpful for every student to have a jacket in his or her locker. With help from the parents, we may be able to teach the students what to wear when the temperatures outside are questionable. Highland Primary students go out for recess unless it is raining or less than a 25 degree windchill.



Withdrawing from Highland Primary



Students withdrawing from Highland Primary must first return all library books and textbooks, pay any debt owed, and clear with the office. Advance notice of the date of withdrawal would be very helpful. The secretary will provide the parent with a withdrawal slip to take to the child’s new school. When the child is enrolled in another school, that school will request the child’s records to be sent by mail.
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behavior INFORMATION
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Behavior of Students I. General Authority



Because the Board of Education is entrusted with protecting the safety, health, and welfare of the students, staff, and property of the School District, it may be necessary at times to provide consequences for students whose conduct affects the well being of the schools. In accordance with constitutional due process and statutory requirements, the Board of Education may suspend or expel students from school and from the school bus for acts of gross disobedience or misconduct and otherwise maintain behavior in the schools. Only the Board of Education may determine to expel a student from school or from the school bus. The superintendent, assistant superintendent, principal, and assistant principal may suspend students from school or the school bus for up to ten (10) school days. Suspensions or expulsions of students shall occur in compliance with procedural regulations to be promulgated and implemented by the administration of the district. Consequences measures other than suspension or expulsion shall be determined by the administration and established in general regulations governing student behavior.



II. Student Behavior The goals and objectives of this policy are to provide effective behavior practices that: (1) ensure the safety and dignity of students and staff; (2) maintain a positive, weapons-free, and drug-free learning environment; (3) keep school property and the property of others secure; (4) address the causes of a student’s misbehavior and provide opportunities for all individuals involved in an incident to participate in its resolution; and (5) teach students positive behavioral skills to become independent, self-disciplined citizens in the school community and society.



When and Where Conduct Rules Apply



A student is subject to behavioral consequences for engaging in prohibited student conduct, as described in the section with that name below, whenever the student’s conduct is reasonably related to school or school activities, including, but not limited to: 1. On, or within sight of, school grounds before, during, or after school hours or at any time; 2. Off school grounds at a school-sponsored activity or event, or any activity or event that bears a reasonable relationship to school; 3. Traveling to or from school or a school activity, function, or event; or 4. Anywhere, if the conduct interferes with, disrupts, or adversely affects the school environment, school operations, or an educational function, including, but not limited to, conduct that may reasonably be considered to: (a) be a threat or an attempted intimidation of a staff member; or (b) endanger the health or safety of students, staff, or school property.



Prohibited Student Conduct



The school administration is authorized to administer consequences to students for gross disobedience or misconduct, including but not limited to: 1. Using, possessing, distributing, purchasing, or selling tobacco or nicotine materials, including without limitation, electronic cigarettes. 2. Using, possessing, distributing, purchasing, or selling alcoholic beverages. Students who are under the influence of an alcoholic beverage are not permitted to attend school or school functions and are treated as though they had alcohol in their possession. 3. Using, possessing, distributing, purchasing, selling, or offering for sale: a. Any illegal drug or controlled substance, or cannabis (including medical cannabis, marijuana, and hashish). b. Any anabolic steroid unless it is being administered in accordance with a physician’s or licensed practitioner’s prescription. c. Any performance-enhancing substance on the Illinois High School Association’s most current banned substance list unless administered in accordance with a physician’s or licensed practitioner’s prescription. d. Any prescription drug when not prescribed for the student by a physician or licensed practitioner, or when used in a manner inconsistent with the prescription or prescribing physician’s or licensed practitioner’s instructions. The use or possession of medical cannabis, even by a student for whom medical cannabis has been prescribed, is prohibited. e. Any inhalant, regardless of whether it contains an illegal drug or controlled substance: (a) that a student believes is, or represents to be capable of, causing intoxication, hallucination, excitement, or dulling of the brain or nervous system; or (b) about which the student engaged in behavior that would lead a reasonable person to believe that the
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student intended the inhalant to cause intoxication, hallucination, excitement, or dulling of the brain or nervous system. The prohibition in this section does not apply to a student’s use of asthma or other legally prescribed inhalant medications. f. Any substance inhaled, injected, smoked, consumed, or otherwise ingested or absorbed with the intention of causing a physiological or psychological change in the body, including without limitation, pure caffeine in tablet or powdered form. g. “Look-alike” or counterfeit drugs, including a substance that is not prohibited by this policy, but one: (a) that a student believes to be, or represents to be, an illegal drug, controlled substance, or other substance that is prohibited by this policy; or (b) about which a student engaged in behavior that would lead a reasonable person to believe that the student expressly or impliedly represented to be an illegal drug, controlled substance, or other substance that is prohibited by this policy. h. Drug paraphernalia, including devices that are or can be used to: (a) ingest, inhale, or inject cannabis or controlled substances into the body; and (b) grow, process, store, or conceal cannabis or controlled substances. Students who are under the influence of any prohibited substance are not permitted to attend school or school functions and are treated as though they had the prohibited substance, as applicable, in their possession. 4. Using, possessing, controlling, or transferring a “weapon” as that term is defined in the Weapons section of this policy, or violating the Weapons section of this policy. 5. Using or possessing an electronic paging device. Using a cellular telephone, video recording device, personal digital assistant (PDA), or other electronic device in any manner that disrupts the educational environment or violates the rights of others, including using the device to take photographs in locker rooms or bathrooms, cheat, or otherwise violate student conduct rules. Prohibited conduct specifically includes, without limitation, creating, sending, sharing, viewing, receiving, or possessing an indecent visual depiction of oneself or another person through the use of a computer, electronic communication device, or cellular phone. Unless otherwise banned under this policy or by the Building Principal, all electronic devices must be kept powered-off and out-of-sight during the regular school day unless: (a) the supervising teacher grants permission; (b) use of the device is provided in a student’s individualized education program (IEP); (c) it is used during the student’s lunch period, or (d) it is needed in an emergency that threatens the safety of students, staff, or other individuals.  6. Using or possessing a laser pointer unless under a staff member’s direct supervision and in the context of instruction. 7. Disobeying rules of student conduct or directives from staff members or school officials. Examples of disobeying staff directives include refusing a District staff member’s request to stop, present school identification, or submit to a search. 8. Engaging in academic dishonesty, including cheating, intentionally plagiarizing, wrongfully giving or receiving help during an academic examination, altering report cards, and wrongfully obtaining test copies or scores. 9. Engaging in hazing or any kind of bullying or aggressive behavior that does physical or psychological harm to a staff person or another student, or urging other students to engage in such conduct. Prohibited conduct specifically includes, without limitation, any use of violence, intimidation, force, noise, coercion, threats, stalking, harassment, sexual harassment, public humiliation, theft, or destruction of property, retaliation, hazing, bullying, bullying using a school computer or a school computer network, or other comparable conduct. 10. Engaging in any sexual activity, including without limitation, offensive touching, sexual harassment, indecent exposure (including mooning), and sexual assault. This does not include the non-disruptive: (a) expression of gender or sexual orientation or preference, or (b) display of affection during non-instructional time. 11. Teen dating violence, as described in Board policy 7:185, Teen Dating Violence Prohibited.  12. Causing or attempting to cause damage to, or stealing or attempting to steal, school property or another person’s personal property. 13. Entering school property or a school facility without proper authorization. 14. In the absence of a reasonable belief that an emergency exists, calling emergency responders (such as calling 911); signaling or setting off alarms or signals indicating the presence of an emergency; or indicating the presence of a bomb or explosive device on school grounds, school bus, or at any school activity. 15. Being absent without a recognized excuse; State law and School Board policy regarding truancy control will be used with chronic and habitual truants. 16. Being involved with any public school fraternity, sorority, or secret society, by: (a) being a member; (b) promising to join; (c) pledging to become a member; or (d) soliciting any other person to join, promise to join, or be pledged to become a member. 17. Being involved in gangs or gang-related activities, including displaying gang symbols or paraphernalia. 18. Violating any criminal law, including but not limited to, assault, battery, arson, theft, gambling, eavesdropping, vandalism, and hazing.
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19. Making an explicit threat on an Internet website against a school employee, a student, or any school-related personnel



if the Internet website through which the threat was made is a site that was accessible within the school at the time the threat was made or was available to third parties who worked or studied within the school grounds at the time the threat was made, and the threat could be reasonably interpreted as threatening to the safety and security of the threatened individual because of his or her duties or employment status or status as a student inside the school. 20. Operating an unmanned aircraft system (UAS) or drone for any purpose on school grounds or at any school event unless granted permission by the Superintended or designee. 21. Engaging in any activity, on or off campus, that interferes with, disrupts, or adversely affects the school environment, school operations, or an educational function, including but not limited to, conduct that may reasonably be considered to: (a) be a threat or an attempted intimidation of a staff member; or (b) endanger the health or safety of students, staff, or school property. For purposes of this policy, the term “possession” includes having control, custody, or care, currently or in the past, of an object or substance, including situations in which the item is: (a) on the student’s person; (b) contained in another item belonging to, or under the control of, the student, such as in the student’s clothing, backpack, or automobile; (c) in a school’s student locker, desk, or other school property; or (d) at any location on school property or at a school-sponsored event. Efforts, including the use of positive interventions and supports, shall be made to deter students, while at school or a schoolrelated event, from engaging in aggressive behavior that may reasonably produce physical or psychological harm to someone else. The Superintendent or designee shall ensure that the parent/guardian of a student who engages in aggressive behavior is notified of the incident. The failure to provide such notification does not limit the Board’s authority to impose consequences, including suspension or expulsion, for such behavior. No behavioral consequence shall be taken against any student that is based totally or in part on the refusal of the student’s parent/ guardian to administer or consent to the administration of psychotropic or psychostimulant medication to the student.



Consequences



School officials shall limit the number and duration of expulsions and out-of-school suspensions to the greatest extent practicable, and, where practicable and reasonable, shall consider forms of non-exclusionary behavior before using out-of-school suspensions or expulsions. School personnel shall not advise or encourage students to drop out voluntarily due to behavioral or academic difficulties. Potential disciplinary measures include, without limitation, any of the following: 1. Notifying parent(s)/guardian(s). 2. Behavior conference. 3. Withholding of privileges. 4. Temporary removal from the classroom. 5. Return of property or restitution for lost, stolen, or damaged property. 6. In-school suspension. The Building Principal or designee shall ensure that the student is properly supervised. 7. After-school study provided the student’s parent/guardian has been notified. If transportation arrangements cannot be agreed upon, an alternative consequence must be used. The student must be supervised by the detaining teacher or the Building Principal or designee. 8. Community service with local public and nonprofit agencies that enhances community efforts to meet human, educational, environmental, or public safety needs. The District will not provide transportation. School administration shall use this option only as an alternative to another consequence, giving the student and/or parent/guardian the choice. 9. Seizure of contraband; confiscation and temporary retention of personal property that was used to violate this policy or school behavio rules. 10. Suspension of bus riding privileges in accordance with Board policy 7:220, Bus Conduct. 11. Out-of-school suspension from school and all school activities in accordance with Board policy 7:200, Suspension Procedures. A student who has been suspended may also be restricted from being on school grounds and at school activities. 12. Expulsion from school and all school activities for a definite time period not to exceed 2 calendar years in accordance with Board policy 7:210, Expulsion Procedures. A student who has been expelled may also be restricted from being on school grounds and at school activities. 13. Transfer to an alternative program if the student is expelled or otherwise qualifies for the transfer under State law. The transfer shall be in the manner provided in Article 13A or 13B of the School Code. 14. Notifying juvenile authorities or other law enforcement whenever the conduct involves criminal activity, including but not limited to, illegal drugs (controlled substances), “look-alikes,” alcohol, or weapons or in other circumstances as authorized by the reciprocal reporting agreement between the District and local law enforcement agencies.
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The above list of consequences is a range of options that will not always be applicable in every case. In some circumstances, it may not be possible to avoid suspending or expelling a student because behavioral interventions, other than a suspension and expulsion, will not be appropriate and available, and the only reasonable and practical way to resolve the threat and/or address the disruption is a suspension or expulsion.



Corporal Punishment



Corporal punishment is prohibited. Corporal punishment is defined as slapping, paddling, or prolonged maintenance of students in physically painful positions, or intentional infliction of bodily harm. Corporal punishment does not include reasonable force as needed to maintain safety for students, staff, or other persons, or for the purpose of self-defense or defense of property.



Weapons



A student who is determined to have brought one of the following objects to school, any school-sponsored activity or event, or any activity or event that bears a reasonable relationship to school shall be expelled for a period of at least one calendar year but not more than 2 calendar years: 1. A firearm, meaning any gun, rifle, shotgun, or weapon as defined by Section 921 of Title 18 of the United States Code (18 U.S.C. § 921), firearm as defined in Section 1.1 of the Firearm Owners Identification Card Act (430 ILCS 65/), or firearm as defined in Section 24-1 of the Criminal Code of 1961 (720 ILCS 5/24‑1). 2. A knife, brass knuckles, or other knuckle weapon regardless of its composition, a billy club, or any other object if used or attempted to be used to cause bodily harm, including “look alikes” of any firearm as defined above. The expulsion requirement under either paragraph 1 or 2 above may be modified by the Superintendent, and the Superintendent’s determination may be modified by the Board on a case-by-case basis. The Superintendent or designee may grant an exception to this policy, upon the prior request of an adult supervisor, for students in theatre, cooking, ROTC, martial arts, and similar programs, whether or not school-sponsored, provided the item is not equipped, nor intended, to do bodily harm.  This policy’s prohibitions concerning weapons apply regardless of whether: (1) a student is licensed to carry a concealed firearm, or (2) the Board permits visitors, who are licensed to carry a concealed firearm, to store a firearm in a locked vehicle in a school parking area.



Re-Engagement of Returning Students



The Superintendent or designee shall maintain a process to facilitate the re-engagement of students who are returning from an out-of-school suspension, expulsion, or an alternative school setting. The goal of re-engagement shall be to support the student’s ability to be successful in school following a period of exclusionary discipline and shall include the opportunity for students who have been suspended to complete or make up work for equivalent academic credit.



Required Notices



A school staff member shall immediately notify the office of the Building Principal in the event that he or she: (1) observes any person in possession of a firearm on or around school grounds; however, such action may be delayed if immediate notice would endanger students under his or her supervision, (2) observes or has reason to suspect that any person on school grounds is or was involved in a drug-related incident, or (3) observes a battery committed against any staff member. Upon receiving such a report, the Building Principal or designee shall immediately notify the local law enforcement agency, State Police, and any involved student’s parent/guardian. “School grounds” includes modes of transportation to school activities and any public way within 1000 feet of the school, as well as school property itself.



Delegation of Authority



Each teacher, and any other school personnel when students are under his or her charge, is authorized to impose any consequence, other than suspension, expulsion, corporal punishment, or in-school suspension, that is appropriate and in accordance with the policies and rules on student behavior. Teachers, other certificated [licensed] educational employees, and other persons providing a related service for or with respect to a student, may use reasonable force as needed to maintain safety for other students, school personnel, or other persons, or for the purpose of self-defense or defense of property. Teachers may temporarily remove students from a classroom for disruptive behavior. The Superintendent, Building Principal, Assistant Building Principal, or Dean of Students is authorized to impose the same consequences as teachers and may suspend students guilty of gross disobedience or misconduct from school (including all school functions) and from riding the school bus, up to 10 consecutive school days, provided the appropriate procedures are followed. The Board may suspend a student from riding the bus in excess of 10 school days for safety reasons. 
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III. Preventing Bullying, Hazing, Intimidation, and Harassment Bullying, intimidation, and harassment diminish a student’s ability to learn and a school’s ability to educate. Preventing students from engaging in these disruptive behaviors and providing all students equal access to a safe, non-hostile learning environment are important District goals. Bullying on the basis of actual or perceived race, color, national origin, military status, unfavorable discharge status from the military service, sex, sexual orientation, gender identity, gender-related identity or expression, ancestry, age, religion, physical or mental disability, order of protection status, status of being homeless, or actual or potential marital or parental status, including pregnancy, association with a person or group with one or more of the aforementioned actual or perceived characteristics, or any other distinguishing characteristic is prohibited in each of the following situations: 1. During any school-sponsored education program or activity. 2. While in school, on school property, on school buses or other school vehicles, at designated school bus stops waiting for the school bus, or at school-sponsored or school-sanctioned events or activities. 3. Through the transmission of information from a school computer, a school computer network, or other similar electronic school equipment. 4. Through the transmission of information from a computer that is accessed at a nonschool-related location, activity, function, or program or from the use of technology or an electronic device that is not owned, leased, or used by the School District or school if the bullying causes a substantial disruption to the educational process or orderly operation of a school. This paragraph (item #4) applies only when a school administrator or teacher receives a report that bullying through this means has occurred; it does not require staff members to monitor any nonschool-related activity, function, or program. Definitions from Section 27-23.7 of the School Code (105 ILCS 5/27-23.7) Bullying includes cyber-bullying and means any severe or pervasive physical or verbal act or conduct, including communications made in writing or electronically, directed toward a student or students that has or can be reasonably predicted to have the effect of one or more of the following: 1. Placing the student or students in reasonable fear of harm to the student’s or students’ person or property; 2. Causing a substantially detrimental effect on the student’s or students’ physical or mental health; 3. Substantially interfering with the student’s or students’ academic performance; or 4. Substantially interfering with the student’s or students’ ability to participate in or benefit from the services, activities, or privileges provided by a school. Cyber-bullying means bullying through the use of technology or any electronic communication, including without limitation any transfer of signs, signals, writing, images, sounds, data, or intelligence of any nature transmitted in whole or in part by a wire, radio, electromagnetic system, photo-electronic system, or photo-optical system, including without limitation electronic mail, Internet communications, instant messages, or facsimile communications. Cyber-bullying includes the creation of a webpage or weblog in which the creator assumes the identity of another person or the knowing impersonation of another person as the author of posted content or messages if the creation or impersonation creates any of the effects enumerated in the definition of bullying. Cyber-bullying also includes the distribution by electronic means of a communication to more than one person or the posting of material on an electronic medium that may be accessed by one or more persons if the distribution or posting creates any of the effects enumerated in the definition of bullying. Restorative measures means a continuum of school-based alternatives to exclusionary behavior, such as suspensions and expulsions, that: (i) are adapted to the particular needs of the school and community, (ii) contribute to maintaining school safety, (iii) protect the integrity of a positive and productive learning climate, (iv) teach students the personal and interpersonal skills they will need to be successful in school and society, (v) serve to build and restore relationships among students, families, schools, and communities, and (vi) reduce the likelihood of future disruption by balancing accountability with an understanding of students’ behavioral health needs in order to keep students in school. School personnel means persons employed by, on contract with, or who volunteer in a school district, including without limitation school and school district administrators, teachers, school guidance counselors, school social workers, school counselors, school psychologists, school nurses, cafeteria workers, custodians, bus drivers, school resource officers, and security guards.
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IV. Plagiarism Policy



At Highland High School, the word "plagiarize" is defined as using "anyone else's words or ideas without giving proper credit to the original source." The definition of plagiarism at Highland High School includes presenting someone else's work - words or ideas - as your own work. In addition, "paraphrasing, when the basic sentence structure, phraseology, and unique language remain the same, is also plagiarism. When in doubt about these matters, it is the student's responsibility to seek guidance from the instructor of the course" (Coates Library/Trinity University). Plagiarism occurs when a student takes credit for someone else's work. Plagiarism can occur in class work, homework, class assignments, papers, essays, reports, oral, and visual presentations, extra-credit assignments, research, and projects. To plagiarize someone else's work is to steal. If a student plagiarizes, whether intentionally or accidentally, the student may receive the maximum penalty: a zero on the individual assignment and a referral for academic dishonesty. To avoid the penalties of plagiarism, students must spend the time and effort necessary to carefully prepare their work, giving proper credit to all sources. Students are also encouraged to seek guidance from the course instructor. Please note that HHS instructors use turnitin.com, a comprehensive program that checks for plagiarism.



V. Behavioral Interventions for Students with Disabilities



MISCONDUCT BY STUDENTS WITH DISABILITIES



Behavioral Interventions Behavioral interventions shall be used with students with disabilities to promote and strengthen desirable behaviors and reduce identified inappropriate behaviors. The School Board will establish and maintain a committee to develop, implement, and monitor procedures on the use of behavioral interventions for children with disabilities. Behavior of Special Education Students The District shall comply with the Individuals With Disabilities Education Improvement Act of 2004 and the Illinois State Board of Education’s Special Education rules when consequences are necessary for special education students. No special education student shall be expelled if the student’s particular act of gross disobedience or misconduct is a manifestation of his or her disability. Parent-Teacher Advisory Committee As required by Public Act 87-1103 Highland CUSD No. 5 will maintain a parent-teacher advisory committee. This committee shall develop, in cooperation with Highland CUSD No. 5. Behavioral Intervention Committee and the Board of Education, policy guidelines on pupil behavior for students with disabilities. These guidelines will be furnished to the parents or guardians of each student with behavioral problems which interfere with learning. In addition, each district will inform its students of the contents of its policy on student behavior. Behavioral Intervention Consultant Teams Highland CUSD No. 5 will designate a behavioral intervention consultation team. At least one team member should have documented training in behavior analysis and behavioral intervention procedures with an emphasis on positive behavioral interventions. Competency in the following areas should be considered desirable for persons serving on behavioral intervention teams: A. basic concepts and principles of human learning B. methods of measuring human behavior including recording, displaying, and interpreting data on human behavior C. identification and explanation of behavior including behavioral assessment and functional analysis D. intervention alternatives, including ecological manipulations, positive programming, and direct interventions E. empirical and clinical methods for determining the effectiveness of behavioral interventions F. legal and ethical issues relating to behavioral programming Behavioral intervention consultants may be any appropriately trained certified staff member including, but not limited to, a resource specialist, school psychologist, social worker, supervisor, or teacher. The duties of the behavioral intervention consultants shall include, but are not limited to, assisting IEP teams in the development of behavioral intervention plans, consulting with teachers and other staff members on the proper use of behavioral interventions, supervising the implementation of intervention plan procedures, and ensuring that restricting behavioral interventions are implemented appropriately and in a humane fashion.
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Protection and Due Process Rights



Family Involvement Parents and/or guardians have the right and are encouraged to be involved actively in the development of any behavioral management plan unitizing restrictive procedures. Such involvement includes, but is not limited to, participation in the design, implementation, and evaluation of interventions. Parents and guardians will be provided with copies and/or explanations of the functional analysis conducted and the behavioral management plan developed for their child. Notification The student’s parent or guardian shall be informed fully of the rationale, procedures, and possible outcomes of a behavior management plan developed at an IEP meeting. In addition, the parents will be provided this information in writing. Documentation in the IEP All children have a right to a free and appropriate public education. For students receiving special education services, development of the IEP is the process for ensuring that a student is provided appropriate educational and related services. Because behavioral procedures represent powerful interventions designed to enhance the benefits a student derives from the educational setting, the use of behavioral procedures will be documented in the child’s IEP. It will be noted on the IEP that a behavioral management plan has been developed to address a specific behavior and a copy of the plan is to be attached to the IEP document. Under no circumstances shall a behavioral management plan be implemented without its inclusion in the child’s IEP. If a child’s Behavioral Modification Plan (BMP) needs to be modified, an IEP meeting must be reconvened in order to develop the behavior management plan. Appeal and Due Process Procedures All procedural safeguards, including rights to conflict resolution, mediation, and an impartial due process hearing, as required through the Individuals with Disabilities Education Act, Section 504 of the Rehabilitation Act of 1973, Americans With Disabilities Act, and the School Code, shall be applicable to the resolution of disputes involving behavioral intervention plans. If the parent or guardian disagrees with a proposed behavioral intervention or any aspect of the implementation of a restrictive intervention, the district should work with the parent to attempt resolution of the dispute. The parents or district may request a due process hearing as provided by Sections 226.605 and 226.615 of 23 Illinois Administrative Code, or according to the provision of Section 504 of the Rehabilitation Act of 1973. Districts shall ensure that parents are fully informed of their due process rights.



Staff Training and Professional Development



Highland CUSD No. 5 will provide ongoing professional training in the use of behavioral interventions. Since students with special needs are included in regular education classes, training efforts will be available to all teachers and staff. Training of school personnel who have the most contact with students who exhibit behavioral difficulties will be particularly emphasized. Continued competency in the areas of behavioral assessment and interventions requires ongoing professional development, and the provision of such training activities will be documented. Training activities offered through Highland CUSD No. 5 may include inservices given by external consultants, workshops conducted by district personnel, professional conferences, and university training. Highland CUSD No. 5 ensures that training activities are conducted by qualified individuals who have expertise in relevant areas of behavioral assessment and intervention.



Highland CUSD No. 5 Behavioral Intervention Review Committee



A minimum of three individuals who have training in the use of behavioral intervention, preferably one teacher and one school psychologist or social worker, and Highland CUSD No. 5 Director of Special Educaton will comprise this committee. This committee will meet quarterly. Their responsibilities will include the following: • review and monitor incidents involving the emergency use of restrictive behavioral interventions; • develop/review and monitor behavioral intervention involving the use of restrictive procedures; • inform staff of inservice opportunities in the area of behavioral interventions; • advise the district on issues arising from the use of restrictive behavioral interventions; and • identify qualified Behavior Intervention Consultants.



Report of Progress on Annual Goals



Student’s progress must be reported at least as often as the students in the regular classroom programs.
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Functional Behavioral Assessment



A Functional Behavioral Assessment will be completed to determine the need for a Behavioral Intervention Plan. If used in developing a Behavioral Intervention Plan, the Functional Behavioral Assessment must be reviewed at an IEP meeting and may be attached to the IEP.



Manifestation Determination



The manifestation determination must be made by an IEP team. After reviewing all relevant information, in terms of the behavior subject to disciplinary action, it is the responsibility of the IEP team to determine if the behavior was a manifestation of the student’s disability. Upon completion of the MDR meeting, the district must provide a copy of the MDR report and documentation of determination to the parent(s). A copy of the IEP, together with all documentation upon which it is based, shall be kept on file by the local district. 



VI. Student Appearance



Students’ dress and grooming must not disrupt the educational process, interfere with the maintenance of a positive teaching/ learning climate, or compromise reasonable standards of health, safety, and decency. The building principal is the final authority for judging the appropriateness of a student’s appearance at school. If a teacher or staff member finds a student’s dress to be a disruption in the classroom, or building, the student will be sent to the office. No hats/head gear or bandanas are allowed in the building without administrative approval. Sunglasses should not be worn in the building. Removable chains are considered a safety issue and not allowed at school. Students should remove all removable chains from clothing before coming to school. Students in violation of the dress code policy will be asked to change clothes at school. If further consequences are needed, students will be placed on our progressive behavior program. Faculty and staff will make every effort to be consistent in the manner in which they determine the appropriateness of student dress. If a teacher finds student dress to be a disruption in the classroom, the student will be sent to the office. Students will be asked to change or leave the school grounds if they are found in violation of the above guidelines. All dress code violations, even those classified as warnings, will be documented by the teacher or office staff. Multiple violations of the dress code guidelines will be considered insubordination pursuant to the student behavior policy and consequences under the progressive behavior system. It is important to recognize that school is a place of learning. The following items are NOT appropriate school attire: Backs/Bras/Bellies - Halter, one-shoulder, tube, crop or spaghetti string tops are not permitted; bellies, and bras should not be seen. No outfits that reveal breast/cleavage. Bottoms - Shorts and skirts are to be modest length for standing, sitting and bending. Bottoms that ride low are not permitted. When selecting your apparel, holes in inappropriate places will not be permitted. Underwear, backsides, and bellies are not to be visible during the school day. Any clothing that depicts drugs, alcohol, inappropriate or offensive language or pictures is unacceptable. The faculty and administration may judge other attire inappropriate at their discretion. You will be asked to change or leave the school grounds if you do not respect the rules indicated above. While Prom, homecoming, and semi-formal functions are considered special events, we remind you to be modest in the selection of a dress or outfit. The administration reserves the right, if necessary, to modify the dress code policies to include any items that affect the safety and/or security of the school, disrupts the learning environment or are not conducive to a school setting.



VII.Students Search and Seizure



In order to maintain order and security in the schools, school authorities are authorized to conduct reasonable searches of school property and equipment, as well as of students and their personal effects. “School authorities” includes school liaison police officers. School Property and Equipment as well as Personal Effects Left There by Students School authorities may inspect and search school property and equipment owned or controlled by the school (such as lockers, desks, and parking lots), as well as personal effects left there by a student, without notice to or the consent of the student. Students have no reasonable expectation of privacy in these places or areas or in their personal effects left there.
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The superintendent may request the assistance of law enforcement officials to conduct inspections and searches of lockers, desks, parking lots, and other school property and equipment for illegal drugs, weapons, or other illegal or dangerous substances or materials, including searches conducted through the use of specially trained dogs. Students School authorities may search a student and/or the student’s personal effects in the student’s possession (such as purses, wallets, knapsacks, book bags, lunch boxes, etc.) when there is a reasonable ground for suspecting that the search will produce evidence the particular student has violated or is violating either the law or the District’s student conduct rules. The search itself must be conducted in a manner that is reasonably related to its objectives and not excessively intrusive in light of the student’s age and sex, and the nature of the infraction. When feasible, the search should be conducted as follows: 1. Outside the view of others, including students, 2. In the presence of a school administrator or adult witness, and 3. By a certificated employee or liaison police officer of the same sex as the student. Immediately following a search, a written report shall be made by the school authority who conducted the search, and given to the Superintendent. Seizure of Property If a search produces evidence that the student has violated or is violating either the law or the District’s policies or rules, such evidence may be seized and impounded by school authorities, and disciplinary action may be taken. When appropriate, such evidence may be transferred to law enforcement authorities. Notification Regarding Student Accounts or Profiles on Social Networking Websites The Superintendent or designee shall notify students and their parents/guardians of each of the following in accordance with the Right to Privacy in the School Setting Act, 105 ILCS 75/: 1. School officials may not request or require a student or his or her parent/guardian to provide a password or other related account information to gain access to the student’s account or profile on a social networking website. School officials may conduct an investigation or require a student to cooperate in an investigation if there is specific information about activity on the student’s account on a social networking website that violates a school disciplinary rule or policy. In the course of an investigation, the student may be required to share the content that is reported in order to allow school officials to make a factual determination.



VIII. Nondiscrimination Clause



Highland CUSD No. 5 shall not discriminate on the basis of color, race, nationality, religion, sex, sexual orientation, ancestry, age, marital status, or physical or mental handicap. Any person in need of an accommodation due to a disability for the purpose of attending parent conferences, school programs, and school board meetings shall contact the building principal or superintendent to make specific requests. Highland CUSD No. 5 shall not segregate or stigmatize homeless students.



IX. 



Uniform Grievance Procedures 



A student, parent/guardian, employee, or community member should notify any District Complaint Manager if he or she believes that the School Board, its employees, or agents have violated his or her rights guaranteed by the State or federal Constitution, State or federal statute, or Board policy, or have a complaint regarding any one of the following: 1. Title II of the Americans with Disabilities Act 2. Title IX of the Education Amendments of 1972 3. Section 504 of the Rehabilitation Act of 1973 4. Title VI of the Civil Rights Act, 42 U.S.C. §2000d et seq. 5. Equal Employment Opportunities Act (Title VII of the Civil Rights Act), 42 U.S.C. §2000e et seq. 6. Sexual harassment (Illinois Human Rights Act, Title VII of the Civil Rights Act of 1964, and Title IX of the Education Amendments of 1972) 7. Bullying, 105 ILCS 5/27-23.7 8. Misuse of funds received for services to improve educational opportunities for educationally disadvantaged or deprived children 9. Curriculum, instructional materials, and/or programs 10. Victims’ Economic Security and Safety Act, 820 ILCS 180
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11. 12. 13. 14. 



Illinois Equal Pay Act of 2003, 820 ILCS 112 Provision of services to homeless students Illinois Whistleblower Act, 740 ILCS 174/. Misuse of genetic information (Illinois Genetic Information Privacy Act (GIPA), 410 ILCS 513/ and Titles I and II of the Genetic Information Nondiscrimination Act (GINA), 42 U.S.C. §2000ff et seq.) 15. Employee Credit Privacy Act, 820 ILCS 70/. The Complaint Manager will attempt to resolve complaints without resorting to this grievance procedure, and if a complaint is filed, to address the complaint promptly and equitably. The right of a person to prompt and equitable resolution of a complaint filed hereunder shall not be impaired by the person’s pursuit of other remedies. Use of this grievance procedure is not a prerequisite to the pursuit of other remedies and use of this grievance procedure does not extend any filing deadline related to the pursuit of other remedies. All deadlines under this procedure may be extended by the Complaint Manager as he or she deems appropriate. As used in this policy, “school business days” means days on which the District’s main office is open. Filing a Complaint A person (hereinafter Complainant) who wishes to avail him or herself of this grievance procedure may do so by filing a complaint with any District Complaint Manager. The Complainant shall not be required to file a complaint with a particular Complaint Manager and may request a Complaint Manager of the same gender. The Complaint Manager may request the Complainant to provide a written statement regarding the nature of the complaint or require a meeting with a student’s parent(s)/guardian(s). The Complaint Manager shall assist the Complainant as needed. Investigation The Complaint Manager will investigate the complaint or appoint a qualified person to undertake the investigation on his or her behalf. If the Complainant is a student under 18 years of age, the Complaint Manager will notify his or her parent(s)/ guardian(s) that they may attend any investigatory meetings in which their child is involved. The complaint and identity of the Complainant will not be disclosed except: (1) as required by law, this policy, or (2) as necessary to fully investigate the complaint, or (3) as authorized by the Complainant. The identity of any student witnesses will not be disclosed except: (1) as required by law or any collective bargaining agreement, or (2) as necessary to fully investigate the complaint, or (3) as authorized by the parent/guardian of the student witness, or by the student if the student is 18 years of age or older. Within 30 school business days of the date the complaint was filed, the Complaint Manager shall file a written report of his or her findings with the Superintendent. The Complaint Manager may request an extension of time. If a complaint of sexual harassment contains allegations involving the Superintendent, the written report shall be filed with the Board, which will make a decision in accordance with the following section of this policy. The Superintendent will keep the Board informed of all complaints. Decision and Appeal Within 5 school business days after receiving the Complaint Manager’s report, the Superintendent shall mail his or her written decision to the Complainant by U.S. mail, first class, as well as to the Complaint Manager. Within 10 school business days after receiving the Superintendent’s decision, the Complainant may appeal the decision to the Board by making a written request to the Complaint Manager. The Complaint Manager shall promptly forward all materials relative to the complaint and appeal to the Board. Within 30 school business days, the Board shall affirm, reverse, or amend the Superintendent’s decision or direct the Superintendent to gather additional information. Within 5 school business days of the Board’s decision, the Superintendent shall inform the Complainant of the Board’s action. This grievance procedure shall not be construed to create an independent right to a hearing before the Superintendent or Board. The failure to strictly follow the timelines in this grievance procedure shall not prejudice any party. Appointing Nondiscrimination Coordinator and Complaint Managers The Superintendent shall appoint a Nondiscrimination Coordinator to manage the District’s efforts to provide equal opportunity employment and educational opportunities and prohibit the harassment of employees, students, and others. The Superintendent shall appoint at least one Complaint Manager to administer the complaint process in this policy. If possible, the Superintendent will appoint 2 Complaint Managers, one of each gender. The District’s Nondiscrimination Coordinator may be appointed as one of the Complaint Managers.
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Nondiscrimination Coordinator: Derek Hacke 400 Broadway Highland, IL 62249 618-654-2106



Complaint Managers: Tim Bair Julie Korte 400 Broadway 1800 Lindenthal Highland, IL 62249 Highland, IL 62249 618-654-2106 618-654-2107



The District, including all staff members will not retaliate against any person who makes a report or files a complaint alleging sexual harassment or otherwise engages in an activity protected by Title IX. Students, families, and staff shall maintain their right to file a complaint with the District or external agencies such as the Office of Civil Rights if they feel they have been retaliated against for reporting sex discrimination or sexual harassment. The contact information for the Office for Civil Rights (OCR) is 800-421-3481 to report any educational discrimination on the basis of race, sex, disability, etc., request information on civil rights compliance programs, procedures for filing discrimination complaints, or access to civil rights regulatory and policy documents. The local number in Washington, D.C. is 202-453-6100.



X. Hazing Prohibited



Soliciting, encouraging, aiding, or engaging in hazing, no matter when or where it occurs, is prohibited. “Hazing” means any intentional, knowing, or reckless act directed against a student for the purpose of being initiated into, affiliating with, holding office in, or maintaining membership in any group, organization, club, or athletic team whose members are or include other students. Students engaging in hazing will be subject to one or more of the following behavior consequences: 1. Removal from the extracurricular activities, 2. Conference with parents/guardians, and/or 3. Referral to appropriate law enforcement agency. Students engaging in hazing that endangers the mental or physical health or safety of another person may also be subject to: 1. Suspension for up to 10 days, and/or 2. Expulsion for the remainder of the school term.
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RULES AND REGULATIONS “BEHAVIOR OF STUDENTS” A. 



I. General



Students committing acts of gross disobedience or misconduct as defined in Board Policy No. 7:190 may be placed on probation, detained during non-school hours, suspended in-school, suspended from school, suspended from riding the school bus, expelled from school, transferred to or placed in an alternative educational placement or school, or otherwise given consequences. Such behavior, however, shall not include: slapping, paddling, prolonged maintenance of students in physically painful positions, or the intentional infliction of bodily harm upon students. B. Suspension or expulsion shall include suspension from school and all school activities and a prohibition from being present on school grounds. C. Students eligible for special education and whose Individual Education Programs include a behavior management plan may only be subject to behavior pursuant to the provisions of that plan, except as may be required on an emergency basis and as otherwise provided in Section VI of these Rules and Regulations. D. At the discretion of the superintendent, or the Board of Education upon review, a student may be permitted to make up school work and examinations missed as a result of a suspension or an expulsion. E. Authorized personnel may place on probation, detain after school, suspend in-school, or otherwise given consequences a student. The superintendent, assistant superintendent, principal, and/or assistant principal are authorized to suspend a student from school or from riding the school bus. Teachers may remove disruptive students from the classroom. F. Prior to removing any student from the school or the school bus during the regular school day, the authorized administrator shall make reasonable efforts to notify the parents by telephone and take any other steps reasonably necessary to ensure the safety of the student being removed from school or the school bus. G. No student who is chronically or habitually truant shall be subject to consequences unless appropriate supportive services have first been provided to the student and have either failed to result in cessation of the chronic or habitual truancy or have been offered and refused.



II. Suspension/Expulsion Procedures Suspension Procedures In-School Suspension The Superintendent or designee is authorized to maintain an in-school suspension program. The program shall include, at a minimum, each of the following: 1. Before assigning a student to in-school suspension, the charges will be explained and the student will be given an opportunity to respond to the charges. 2. Students are supervised by licensed school personnel. 3. Students are given the opportunity to complete classroom work during the in-school suspension for equivalent academic credit. Out-of-School Suspension The Superintendent or designee shall implement suspension procedures that provide, at a minimum, for each of the following: 1. A conference during which the charges will be explained and the student will be given an opportunity to respond to the charges before he or she may be suspended. 2. A pre-suspension conference is not required, and the student can be immediately suspended when the student’s presence poses a continuing danger to persons or property or an ongoing threat of disruption to the educational process. In such cases, the notice and conference shall follow as soon as practicable. 3. An attempted phone call to the student’s parent(s)/guardian(s). 4. A written notice of the suspension to the parent(s)/guardian(s) and a the student, which shall: a. Provide notice to the parent(s)/guardian(s) of their child’s right to a review of the suspension; b. Include information about an opportunity to make up work missed during the suspension for equivalent academic credit; c. Detail the specific act of gross disobedience or misconduct resulting in the decision to suspend;
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d. Provide rationale or an explanation of how the chosen number of suspension days will address the threat or disruption posed by the student or his or her act of gross disobedience or misconduct; and e. Depending upon the length of the out-of-school suspension, include the following applicable information: i. For a suspension of 3 school days or less, an explanation that the student’s continuing presence in school would either pose: a) A threat to school safety, or b) A disruption to other students’ learning opportunities. ii. For a suspension of 4 or more school days, an explanation: a) That other appropriate and available behavioral and disciplinary interventions have been exhausted, b) As to whether school officials attempted other interventions or determined that no other interventions were available for the student, and c) That the student’s continuing presence in school would either: i) Pose a threat to the safety of other students, staff, or members of the school community, or ii) Substantially disrupt, impede, or interfere with the operation of the school. iii. For a suspension of 5 or more school days, the information listed in section 4.e.ii., above, along with documentation by the Superintendent or designee determining what, if any, appropriate and available support services will be provided to the student during the length of his or her suspension. 5. A summary of the notice, including the reason for the suspension and the suspension length, must be given to the Board by the Superintendent or designee. 6. Upon request of the parent(s)/guardian(s), a review of the suspension shall be conducted by the Board or a hearing officer appointed by the Board. At the review, the student’s parent(s)/guardian(s) may appear and discuss the suspension with the Board or its hearing officer and may be represented by counsel. Whenever there is evidence that mental illness may be the cause for the suspension, the Superintendent or designee shall invite a representative from the Department of Human Services to consult with the Board. After presentation of the evidence or receipt of the hearing officer’s report, the Board shall take such action as it finds appropriate. If the suspension is upheld, the Board’s written suspension decision shall specifically detail items (a) and (e) in number 4, above.



Expulsion Procedures



The Superintendent or designee shall implement expulsion procedures that provide, at a minimum, for the following:



1. Before a student may be expelled, the student and his or her parent(s)/guardian(s) shall be provided a written request to appear at a hearing to determine whether the student should be expelled. The request shall be sent by registered or certified mail, return receipt requested.  The request shall: a. Include the time, date, and place for the hearing. b. Briefly describe what will happen during the hearing. c. Detail the specific act of gross disobedience or misconduct resulting in the decision to recommend expulsion. d. List the student’s prior suspension(s). e. State that the School Code allows the School Board to expel a student for a definite period of time not to exceed 2 calendar years, as determined on a case-by-case basis. f. Ask that the student or parent(s)/guardian(s) or attorney inform the Superintendent or Board Attorney if the student will be represented by an attorney and, if so, the attorney’s name and contact information. 2. Unless the student and parent(s)/guardian(s) indicate that they do not want a hearing or fail to appear at the designated time and place, the hearing will proceed. It shall be conducted by the School Board or a hearing officer appointed by it.  If a hearing officer is appointed, he or she shall report to the Board the evidence presented at the hearing and the Board shall take such final action as it finds appropriate. Whenever there is evidence that mental illness may be the cause for the recommended expulsion, the Superintendent or designee shall invite a representative from the Dept. of Human Services to consult with the Board. 3. During the expulsion hearing, the Board or hearing officer shall hear evidence concerning whether the student is guilty of the gross disobedience or misconduct as charged. School officials must provide: (1) testimony of any other interventions attempted and exhausted or of their determination that no other appropriate and available interventions were available for the student, and (2) evidence of the threat or disruption posed by the student. The student and his or her parent(s)/ guardian(s) may be represented by counsel, offer evidence, present witnesses, cross-examine witnesses who testified, and otherwise present reasons why the student should not be expelled. After presentation of the evidence or receipt of the hearing officer’s report, the Board shall decide the issue of guilt and take such action as it finds appropriate. 4. If the Board acts to expel the student, its written expulsion decision shall: a. Detail the specific reason why removing the student from his or her learning environment is in the best interest of the school. b. Provide a rationale for the specific duration of the recommended expulsion.
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c. Document how school officials determined that all behavioral and consequence interventions have been exhausted by specifying which interventions were attempted or whether school officials determined that no other appropriate and available interventions existed for the student. d. Document how the student’s continuing presence in school would (1) pose a threat to the safety of other students, staff, or members of the school community, or (2) substantially disrupt, impede, or interfere with the operation of the school. 5. Upon expulsion, the District may refer the student to appropriate and available support services.



IV. Lesser Disciplinary Measures



A. Detention and in-school suspensions Detention, probation, in-school suspensions, removal from the classroom, or other consequences may be imposed for student disobedience or misconduct warranting lesser penalties. Student disobedience or misconduct warranting lesser behavior penalties than suspension or a recommendation for expulsion may be subject to other consequences, including, but not limited to, detention, probation, in-school suspensions, removal from the classroom, Individual/ Student Services (I.S.S.), Detention Hall, or Directed Study Room (D.S.R.). 1. Students shall be notified of the rules, as established by the local school, which will lead to imposition of lesser consequences if violated. If a student is to be detained after school for behavior reasons, school personnel will give the student 24-hour notice and will attempt to reach the parent and give the parent 24-hour notice of the detention. If there is mutual agreement (verbal or written) between the teacher and the parent, the 24-hour notice may be waived. 2. Students shall have no right of review by the Board of Education for the imposition of the lesser consequence of this section. B. Isolated Time Out and Physical Restraint This administrative procedure applies to all students. Isolated time out and physical restraint shall be used only as a means of maintaining behavior in schools (that is, as a means of maintaining a safe and orderly environment for learning) and only to the extent that they are necessary to preserve the safety of students and others. Neither isolated time out nor physical restraint shall be used in administering behavior to individual students, that is, as a form of punishment. The use of isolated time out and physical restraint by any staff member shall comply with the Illinois State Board of Education rules, Section 1.285, Requirements for the Use of Isolated Time Out and Physical Restraint. Isolated time out and physical restraint are defined as follows: “Isolated time out” means the confinement of a student in a time-out room or some other enclosure, whether within or outside the classroom, from which the student’s egress is restricted. 



“Physical restraint” means holding a student or otherwise restricting his or her movements. “Restraint” does not include momentary periods of physical restriction by direct person-to-person contact, without the aid of material or mechanical devices, accomplished with limited force and designed to: 1. prevent a student from completing an act that would result in potential physical harm to himself, herself, or another or damage to property; or 2. remove a disruptive student who is unwilling to leave the area voluntarily.



The following shall also apply: 1. The circumstances under which isolated time out or physical restraint will be applied are limited to maintain ing a safe and orderly learning environment. 2. The ISBE rules are adopted as the district’s written procedure to be followed by staff for the use of isolated time out or physical restraint. 3. The building principal is the school official who will be informed of incidents and maintain the documenta- tion required pursuant to Section 1.285 when isolated time out or physical restraint is used. 4. The building principal shall investigate and evaluate any incident that results in an injury that the affected student (or the responsible parent/guardian), staff member, or other individual identifies as serious. 5. The building principal shall compile a description of alternative strategies that will be implemented when determined advisable pursuant to Section 1.285 (f)(4). 6. The superintendent or designee shall compile an annual review of the use of isolated time out or physical restraint. The building principal shall report the following information to the superintendent in order to facilitate the report’s compilation: a. the number of incidents involving the use of these interventions; b. the location and duration of each incident;



63







c. identification of the staff members who were involved; d. any injuries or property damage that occurred; and e. the timeliness of parental notification and administrative review.



VI. Administrative Procedure-Misconduct By Students With Disabilities



A. Special Education Suspension Procedures 1. All suspension notices and suspension review procedures established by The School Code shall be followed when suspending a special education student. In addition, a special education student who is suspended from school shall receive educational services in accordance with the IDEA. 2. The first time a student is removed for more than 10 cumulative days during the school year, days after the decision to suspend a student is made, convene an IEP meeting to review and, if appropriate, modify the student’s behavior intervention plan, as necessary, to address the student’s behavior. If no behavior intervention plan is in place, the IEP team shall develop a plan for a functional behavioral assessment that must be used to develop a behavior intervention plan. 3. For all subsequent removals of the student that do not constitute a change in placement, the IEP team members must review the behavior intervention plan and its implementation. If any team member indicates that the plan may need to be modified, the IEP team must be convened to review the plan and revise it, if appropriate. 4. For all removals that exceed 10 cumulative days during one school year, the district must provide services to the student. School personnel, in conjunction with the student’s special education teacher, shall determine the services to be provided. Such services must be designed to enable the student to progress in the general curriculum and advance toward his or her IEP goals. B. Special Education Expulsion Procedures 1. The district shall promptly notify the student’s parent(s)/guardian(s) of the disobedience or misconduct and whether the student shall be recommended for expulsion. All procedural protections pertaining to notice provided under the district’s behavior policy shall apply to a notice of recommended expulsion in the case of a special education student. The parent(s)/guardian(s) shall also receive written notification that: a. An IEP conference shall be convened to determine whether the student’s act of gross disobedience or misconduct is a manifestation of his or her disability. The IEP meeting shall take place as soon as possible, but no later than 10 school days after the decision to provide consequences for the student is made. b. The student’s parent(s)/guardian(s) are requested to attend the IEP team meeting at the date, time, and location specified in the notice. 2. For purposes of such manifestation determination review, the IEP team shall include the members of the student’s IEP team and other qualified personnel including, but not limited to, the authorized administrator familiar with the act of misconduct. 3. In carrying out the manifestation determination review, the team shall consider, in terms of the behavior subject to the consequences, all relevant information including: a. evaluation and diagnostic results, including relevant information supplied by the parents; b. observations of the student; and c. the student’s IEP and placement. 4. The team may determine that the subject behavior was not a manifestation of the student’s disability only if it is determined that: a. the student’s IEP and placement were appropriate and special education, supplementary aids and services, and behavior intervention strategies were provided consistent with the student’s IEP and placement; b. the student’s disability did not impair the ability of the student to understand the impact and conse- quences of the behavior subject to the consequence; and c. the student’s disability did not impair the ability of the student to control the behavior subject to the consequence. 5. If, at the manifestation determination review conference, it is determined that the behavior of the student was a manifestation of his or her disability, the authorized administrator shall not continue with his or her recommendation for expulsion. 



The authorized administrator may request a review of the appropriateness of the educational placement of the student in accordance with the ISBE Special Education Rules and Regulations. During the period necessary to propose a new placement, the student will remain in his or her then-current placement unless: a. the student has not served a full 10 school day suspension imposed for the offense, in which case the student may be required to serve the remaining days of his or her suspension; or
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b. the parent(s)/guardian(s) and the District agree on an interim placement; or c. the District obtains an order from a court of competent jurisdiction or a State of Illinois hearing officer changing the then current placement or providing for other appropriate relief. 6. If, at the manifestation determination review conference, it is determined that the behavior of the student was not a manifestation of his or her disability, the authorized administrator may continue with his or her recommendation that the student be considered for expulsion by the School Board. The parent(s)/guardian(s) shall receive written notice that includes the following provisions: a. The parent(s)/guardian(s) are entitled to all rights provided under the IDEA and those set forth in the ISBE Special Education Rules and Regulations, as available to the parent(s)/guardian(s) from the district. A copy of the parent(s)/guardian(s) rights shall be included with the expulsion hearing notice. b. In addition to issues regularly determined at an expulsion hearing, the authorized administrator must present evidence that the manifestation determination review team met and concluded that the stu- dent’s misconduct was not a manifestation of his or her disability, which shall be duly noted by the School Board. c. The administration shall ensure that relevant special education and behavior records of the student are transmitted for consideration by the School Board. 7. If a special education student is expelled from school in accordance with the procedures set forth above, the district shall convene an IEP meeting to develop an educational program to deliver educational services to the student during such period of expulsion. C. Weapon and Drug Offenses In accordance with the above procedures, the district may take one or more of the following steps when a student with a disability carries a weapon to school or to a school function or knowingly possesses or uses illegal drugs or sells or solicits the sale of a controlled substance while at school or at a school-related function: 1. suspend the student from school for 10 school days or less. 2. convene an IEP conference to: (a) determine placement in an interim alternative educational setting for up to 45 calendar days, (b) review and, if appropriate, modify the student’s behavior intervention plan, as necessary, to address the student’s behavior, (if no behavior intervention plan is in place, the IEP team shall develop a plan for a functional behavioral assessment that must be used to develop a behavior inter- vention plan), and (c) conduct a manifestation determination review. The student may be placed in an interim alternative educational setting even if the behavior is a manifestation of the student’s disability. 3. The interim alternative educational setting must: a. enable the student to continue to progress in the general curriculum; b. enable the student to receive the services and modifications set forth in his or her IEP; and c. include services and modifications designed to address the misconduct to prevent it from recurring. 4. If the parent(s)/guardian(s) disagree with the alternative educational placement or with the district-proposed placement and initiate a due process hearing, the student must remain in the alternative educational setting during the authorized review proceedings, unless the parent(s)/guardian(s) and the district agree on another placement. D. Change of Placement if Maintenance of Current Placement Is Likely to Result in Injury In the event that maintenance of a student’s current placement is substantially likely to result in injury to the student or to others, the district may seek an order from a court of competent jurisdiction or a State of Illinois Due Process Hearing Officer to change the student’s placement to an appropriate interim alternative educational setting for one or more 45-day periods after convening an IEP meeting to: 1. conduct a manifestation determination review following procedures described under subheading “Special Education Expulsion Procedures,” paragraph numbers 3 and 4, and 2. determine a proposed interim alternative educational setting that meets the requirements under sub-heading “Weapon and Drug Offenses,” in paragraph number 3. The length of time a student with a disability is placed in an alternative educational setting must be the same amount of time that a student without a disability would be subject to the consequence. 



HCUSD No. 5 does not discriminate against any student/employee by reason of gender, sexual orientation, religion, race, age, creed, color, disability or national origin.
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