PARENT\STUDENT HANDBOOK
INTRODUCTION


This handbook is a guide to explain the policies of  Kilby Laboratory School.  The purpose of this handbook is to inform students and parents/guardians of their basic rights and responsibilities.  These rights and responsibilities in no way diminish the legal authority of school officials. The language of this student handbook is intended to comply with all state and federal guidelines that are presently in force or that may become law after the printing of this handbook.
EQUAL EDUCATION OPPORTUNITY STATEMENT


It is the policy of the Kilby Laboratory School and the University of North Alabama that no one will be excluded from participation, be denied benefits, or be discriminated against in any school program or activity based on sex, race, religion, belief, national origin, ethnic group, color, age or disability.

SAFE SCHOOLS HOTLINE – 1-888-SAV-KIDS 

This is an anonymous number for students, parents, or other individuals to use to report any suspicious or dangerous behavior in our schools.
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1.0 GENERAL INFORMATION
1.01        Kilby Laboratory School Calendar – 2011-2012
	8/9/11
	
	Teacher In-Service
	
	(No Students)
	
	

	8/10/11
	
	Teacher In-Service
	
	(No Students)
	
	

	8/11/11
	
	Teacher In-Service/Open House 5-6 PM
	
	(No Students)
	
	

	8/12/11
	
	Teacher In-Service
	
	(No Students)
	
	

	8/15/11
	
	First day of School for Students
	
	
	
	

	8/25/11
	
	PTO Meeting  Back to School Night
	
	Evening
	
	

	9/5/11
	
	Labor Day - Holiday
	
	(No School)
	
	

	10/6/11
	
	End of 1st 9 weeks
	
	38 days
	
	

	10/7/11
	
	Parent Teacher Conferences
	
	(No School)
	
	

	11/11/11
	
	Veteran's Day
	
	(No School)
	
	

	11/23-25/11
	
	Thanksgiving Holidays
	
	(No School)
	
	

	12/5/11
	
	Winter-Christmas Concert/PTO
	
	
	
	

	12/16/11
	
	End of 2nd 9 weeks
	
	46 days
	
	

	12/19-31/11
	
	Christmas Holidays
	
	(No School)
	
	

	1/2/12
	
	Students 1st Day of Class
	
	
	
	

	1/16/12
	
	Martin Luther King Jr. Holiday
	
	(No School)
	
	

	
	
	PTO Meeting
	
	
	
	

	2/17/12
	
	UNA Holiday (Weather Make-up)
	
	(No School)
	
	

	3/1/12
	
	PTO Meeting
	
	
	
	

	3/9/12
	
	End of 3rd 9 weeks
	
	48 days
	
	

	  3/26-30/12
	
	Spring Break
	
	(No School)
	
	

	4/6/12
	
	Good Friday Holiday (Weather Make-up)
	
	(No School)
	
	

	    4/9-20/12
	
	Alabama Reading and Math Testing
	
	
	
	

	5/24/12
	
	Last Day of School
	
	Fun Day
	
	

	5/24/12
	
	End of 4th 9 Weeks
	
	48 days
	
	

	5/25/12
	
	Teacher Work Day (Weather Make-up)
	
	No Students
	
	

	5/28/12
	
	Memorial Day
	
	(No School)
	
	

	5/29/12
	
	Teacher Work Day
	
	No Students
	
	

	
	
	
	
	
	
	

	
	
	If necessary we will use February 17, April 6, May 25 as weather make up days
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1.01      MISSION STATEMENT
Mission Statement

The mission of Kilby Laboratory School is to provide a safe, stimulating, and cooperative learning environment that promotes cognitive development with an emphasis on thinking, reasoning, and problem solving.  Kilby supports and respects students as individuals with unique intellectual, emotional, social, and physical developmental needs.  In addition, the school provides opportunities for the University of North Alabama faculty members and students to observe and participate in the active application of current, research-based educational practices.

Belief Statement
The Kilby Laboratory School community believes that students learn best when they:

· Have supportive teachers, administrators, parents, and community members sharing the responsibility of providing a physically and psychologically safe learning environment

· Have equal opportunities to participate in a curriculum that incorporates a variety of learning experiences that accommodate individual learning styles and cultural differences

· Are actively engaged in the learning process toward achieving high standards of excellence

· Create and use a variety of thinking and reasoning strategies in solving problems, making judgments, and becoming reflective learners
1.02      SCHOOL HOURS

The school day begins at 8 AM and students are dismissed at 2:50 PM.  The Kilby Laboratory School building will open each day at 7:30 am.  Prior to that time there is no supervision for students and they should not be left alone on the school grounds.  The morning duty teacher will not begin supervision until 7:30 am.  For safety reasons no student should arrive before 7:30 am.  Announcements are made daily at 7:55 in the gym.  Students will be Tardy at 8 AM.   Your child must be picked up by 3:05 PM or they will be sent to After School and charged the fee.  
END OF DAY PICK-UP PROCEDURES   
Children will remain behind the barriers until the pickup vehicle stops.  There are two vehicle lines for student pick up.  There should be no passing in either lane.  The right lane is for primary students and the left lane is for upper elementary students.  All children will enter the car on the passenger side only.   If the child is to leave the waiting area for a car parked in the lot, they must be escorted by an adult.  Parents waiting on Pine Street must sign a release form in order for their child to leave the waiting area.  Anyone who picks up your child must be listed on your child’s Student Information Card that you complete each year.

AFTER-SCHOOL PROGRAM   
After School will begin on August 15th.  The time is 2:50 – 5:30 PM and the cost is $5.00 per day.  Any student left at the front of school for pickup after 3:05 PM will be sent to After-school and the parent will be charged $5.00 daily.  Anyone who picks up your child must be listed on your child’s Student Information Card and must sign the child out in the After School area.

1.03      SCHOOL CLOSING

If it becomes necessary to close school during the day or before the students arrive in the morning due to inclement weather, the following guidelines will be in effect.  Kilby will close or be closed if UNA closes or is closed.  If opening school is delayed due to bad weather, Kilby will follow the delayed opening schedule for UNA.  Please listen to the radio or television for weather announcements pertaining to school closings and watch for a LionAlert.  There may be times when Kilby may or may not follow the UNA closings but parents will be made aware of this through the LionAlert.  Since parents are driving students to school they are advised to use their judgment about driving during inclement weather and assure safety for their child or children.

1.04      SCHOOL RECORDS

 All information regarding students and their families shall be collected, maintained, and disseminated under such safeguards as are necessary to comply with the Family Education Rights and Privacy Act of 1974.  Kilby Laboratory School shall require adherence to the provisions of the said Act.  The State Health Department will review student immunization records on a yearly basis.
 The parent/guardian of a student or a student that is age 18 or older who is or has been in attendance at Kilby Laboratory School shall be permitted to review education records pertaining to the student.  Non-custodial parents have the right to see their child’s school records.  The school will comply with the request for such review within a reasonable amount of time.   A parent/guardian may challenge information contained in the student’s permanent record.  The parent/guardian must sign when they have reviewed the record.
1.05      PUBLIC COMPLAINTS

 It is advised that parents adhere to the following chain of command of involving complaints about instruction, discipline, or learning materials is as follows:
· Teacher

· Director
· Dean
Any complaint about school personnel will be investigated by the administration before consideration of and/or action.

1.06      COMPLAINT PROCEDURE 
Purpose: 

             The Kilby recognizes that situations may arise in the operation of the schools which are of concern to students, parents or to the public. The Kilby strongly believes that all concerns should be resolved at the lowest possible level of decision-making by the individuals involved. Concerns are best dealt with in open communication by the individuals involved. Therefore, the purpose of these complaint procedures is to resolve, at the lowest possible level, and as expeditiously as possible, complaints of any person regarding any school matter.
Procedure:
1. Any student, parent or community member with a complaint or concern regarding a school matter is encouraged to first talk with the teacher, school official or employee involved as soon as possible. All efforts to solve an issue should first be handled through a conference or by a phone conversation. However, if the matter involves a support personnel employee such as a secretary, or custodian, the person should start the process with the employee's immediate supervisor or the director. Complaints by students will first try to be resolved by an administrator or counselor meeting with the student to discuss the matter. 
2. If the matter is not satisfactorily resolved, the complainant shall file a written complaint with the school official or employee involved within five working days. The school official or employee shall indicate the disposition of the complaint in writing within five working days, or shall indicate that additional time is necessary to dispose of the complaint. However, if the matter involves a support personnel employee, the written complaint should be filed with the employee's immediate supervisor or the director.

3. If the complainant feels that the matter is not satisfactorily resolved, the complainant shall file the complaint and the prior written disposition with the employee's immediate supervisor or the director within five working days. The supervisor or director will first contact the complainant by phone, to try to resolve the issue or shall meet with the complainant within five working days of receipt of the complaint and shall indicate the disposition in writing within five working days of the meeting, or shall indicate that additional time is necessary to dispose of the complaint.

4. If the complainant feels that the matter is not satisfactorily resolved, the complainant shall file the complaint and any prior dispositions with the Dean’s office. The Dean or his/her designee shall meet with the complainant within five working days of receipt of the complaint and shall indicate the disposition in writing within five working days of the meeting, or shall indicate that additional time is necessary to dispose of the complaint, unless the matter can be resolved by way of a phone conversation. 
1.07      PARENT INVOLVEMENT

The Kilby Laboratory School recognizes that parental involvement must be a priority if children are to learn and achieve academic success.  Parents and families should provide the primary educational environment for children.  It is important for parents to partner with Kilby Laboratory School employees throughout their children’s school careers.  The concept of parent involvement shall include programs, services, and/or activities on the school site, as well as contributions of parents outside the normal school setting.

1.08      UNANNOUNCED VISITS OF LAW ENFORCEMENT OFFICERS

The administration of Kilby Laboratory School shall allow members of the law enforcement community to make periodic and unannounced visits to Kilby Laboratory School for the purpose of detecting the presence of illegal drugs, weapons, or any other items dangerous to the students.
Any officer visiting Kilby Laboratory School shall go by the director’s office and let his/her presence be known.  The officers have approval to use canine units in the school building as they deem necessary or upon the request of the director.  The search and seizure laws and the parent/guardian notification rules will be observed by the director.

1.09      FIRE DRILLS, TORNADO DRILLS, LOCKDOWN, AND BOMB THREATS

 Kilby Laboratory School has developed a plan in case of emergencies such as fire, tornado, lockdown, or bomb threats.  The alarm signal and procedure for these emergencies shall be explained to all faculty, staff members, and students.  Drills will be held on a routine basis in order to provide sufficient practice in the event of an actual emergency.
1.10      VISITORS

 Visitors are welcome in our school, but they must be there for a school-related reason (conference, guest speaker, etc.).  ALL VISITORS MUST SIGN IN AT THE SCHOOL OFFICE.  Visits to the classrooms are not allowed during a teacher’s instructional time.  Student guests are not allowed to attend school with students. 
1.11      TOBACCO USE (PARENTS/GUARDIANS/VISITORS ON SCHOOL PROPERTY)

 Kilby Laboratory School, in compliance with a State Board of Education regulation as amended on May 11, 1995, and in order to protect the health and welfare of students, parents, and visitors on school property, adopts this policy to PROHIBIT THE USE OF TOBACCO PRODUCTS ON SCHOOL PROPERTY AT ANY TIME.  Visitors violating this policy will be asked to stop this violation.  If the violation continues, then the visitor will be asked by the director or security officer to leave the grounds.

1.12      FUND RAISING

 No items may be sold for personal gain or to benefit an organization not associated with the school.  All sales or fund-raising activities must be approved by the director.

1.13      WORTHLESS CHECKS POLICY

1. Worthless checks will not be written off against federal, state or local public funds.

2. A NSF (non-sufficient funds) fee, of up to the maximum allowable by state and federal law, will be charged to the check writer for all worthless checks.

3. A list of individuals who have submitted worthless checks shall be maintained in order to prevent the receipt of any further checks from those individuals.

1.14      WEATHER MAKE-UP

 Breaks/school holidays may be used for make-up days. 
1.15      PARENTS RIGHT TO KNOW (TEACHER QUALIFICATIONS – NOT HIGHLY-
             QUALIFIED STATUS)
 There are two ways to check for the qualifications of your child’s teacher(s):

1. Go to the link below from the Alabama State Department of Education and search for the teacher by first and last name.  The information on the teaching certificate will display at the bottom once you select the teacher.  DISCLAIMER – This page is kept up by the ALSDE and may or may not be current when you do your search.  http://tcert.alsde.edu/Portal/Public/Pages/SearchCerts.aspx
2. An optional form is provided for you if you would like to use this method to find out the qualifications of your child’s teacher.  You are not required to return this form.  (It is optional).
THIS OPTIONAL FORM IS PROVIDED FOR YOU IF YOU WOULD LIKE TO KNOW ABOUT THE QUALIFICATIONS OF YOUR CHILD’S TEACHER. 

YOU ARE NOT REQUIRED TO RETURN THIS FORM. (IT IS OPTIONAL)
Kilby Laboratory School

Parents’ Right-To-Know ● Request Teacher Qualifications

Title I, Part A, Section 1111(h) (6), No Child Let Behind Act of 2001, Public Law 107-110

I am requesting the professional qualifications of ____________________________________________

who teaches my child,  _________________________________  at  _____________________________

                                                               Child’s Name (Please Print)                                               School (Please Print)

My mailing address is __________________________________________________________________

                                                    Street (Please Print)                                          City                                            Zip

My telephone number is _________________________________________.

My name is ___________________________________________________.

                                         Name (Please Print)

__________________________________________________          _____________________________

                                              Signature                                                                                                       Date

This Section to be Completed by School

Date Form Received:   ____________________________  Received by:  __________________________

Teacher’s Name:  ___________________________________   Subject: ___________________________

Has the teacher met state qualifications and licensing criteria for the grade levels and subject areas in 
which he/she teaches?


 
 Yes


                No


Is the teacher teaching under emergency or other provisional status?








 Yes



 No


Undergraduate Degree     _____________________________________________
(University/College)

         Major Discipline     _____________________________________________

Graduate Degree
            _____________________________________________(University/College)

         Major Discipline     _____________________________________________  


Does a paraprofessional provide instructional services to the student?






      __________
 Yes

     __________ No

If yes, what are the qualifications of the paraprofessional?

High School Graduate
  
    
      (Year)

Undergraduate Degree      ___________________________________ (University/College)   
   

      Major/Discipline     ___________________________________

College/University Credit
  ______________  (Hours)

Major/Discipline            ___________________________________

________________________________________________________            ______________________

                       Signature of Person Completing Form                                    Date Returned to Parent
2.0 ENROLLMENT AND REGISTRATION
2.01      REGISTRATION

 
To enter Kilby Laboratory School you should contact the office.  The birth certificate and the Certificate of Immunization or Certificate of Exemption as required along with the social security card must be presented for enrollment.  Students must be five years old on or before September 2 to enter kindergarten; students must be six years old on or before September 2 to enter first grade.  However, pupils who are six years old after September 2 who have completed kindergarten in another state and who have been certified to attend first grade in that state, may be accepted in first grade.  (Note:  Child must live with parent or legal guardian).  The following proofs are required for initial enrollment in public schools:

· Certified birth certificate

· Certificate of Exemption or Certificate of Immunization (blue form IMM 50) against the following diseases:  Diptheria, Tetanus, Pertussis, Poliomyelitis, Measles (Rubella, Rubeola), Mumps/Whooping Cough, Varicella (chicken pox) (16-30-4) (REQUIRED FOR ENROLLMENT)                                                                                                     

Immunization certificates are available from the Lauderdale County  

Health Department, 4112 Chisholm Road, Florence, Alabama and    

from local physicians.

· Social security card or temporary school assigned number

· Grades K-12 will have two weeks to obtain immunization certificate from the date of notification

· 6th, 9th or 10th graders may be notified to renew their health certificate

· Children entering Pre-K programs are required to have a Certificate of Exemption or current Certificate of Immunization (Blue form-IMM 50) for enrollment. 

2.02      ADMISSION POLICY FOR HOMELESS, MIGRANTS, AND EL STUDENTS

 Pursuant to the requirements of the Elementary and Secondary Education Act as amended by the No Child Left Behind Act of 2001 and the McKinney-Vento Homeless Assistance Act, all homeless children, migrants, and English learners must have equal access to the same free appropriate public education, including public preschool education, provided other children and youth.  Such children will be provided the opportunity to meet the same challenging state content and state student performance standards to which all students are held without being stigmatized or isolated.  The enrollment of homeless, migrant, and limited English proficient children and youth shall not be denied or delayed due to any of the following barriers:  Lack of birth certificate; Lack of school records or transcripts; Lack of immunization or health records; Lack of proof of residency; Lack of transportation; and Unaccompanied, no guardian.


 Parents or guardians of homeless children and youth who are dissatisfied with the decision regarding school assignment are entitled to appeal the decision.  In the case that a dispute cannot be resolved, the parties involved will immediately notify the State Department of Education, Office of homeless Children and Youths, wherein the dispute will be resolved through its federal programs complaint procedure.

2.03      JURISDICTION OF THE SCHOOL

 
Students enrolled in the Kilby Laboratory School are subject to the policies of the Kilby Laboratory School and to the rules and regulations of the school.  This authority applies to all school-sponsored activities including but not necessarily limited to:

· regular school activities

· field trips

· activities during which appropriate school personnel have supervisory responsibility for students.
2.04      TRANSFERS FROM NON-ACCREDITED SCHOOLS/SCHOOL SETTINGS   

             (INCLUDING CHURCH SCHOOL WITH A HOME STUDY CURRICULUM)

 Any school/school setting not accredited by an accrediting agency recognized by the State Board of Education shall be considered a non-accredited school for the purpose of transfer of class/grade credit.  Core courses shall be defined as English, mathematics, science, and social studies.  
To determine grade placement for students enrolling from a non-accredited schools/school setting including home school in grades 2-8 the following guidelines shall be followed.

1. If the school director or his/her designee agree with the suggested grade placement based on records such as a nationally standardized test and transcript records, the student shall be placed.

2. In the event there are no records or if the records are inconclusive, then the director or his/her designee shall administer the school’s grade placement test.

3. The type/level of grade placement test will be based on the child’s age and grade level in question.  In the event the child does not pass the school system test, then he/she will be placed in the preceding grade. (For example, a child who takes a test for fourth grade placement and does not pass, he/she shall then be enrolled in the third grade).  
2.05      CUSTODY DISPUTES

Periodically there are parents who become involved in a custody dispute over their children.  School staff, including teachers, director, counselor, and others are asked by one parent to keep the other parent from coming to the school to see the child, from picking up the child after school, or from obtaining the child’s school records.


Under Alabama laws, both parents have equal rights and access to their children and to participate in their child’s education, unless there is a court order requiring something different.  It is the policy of the Kilby Laboratory School that both parents are entitled to come to their child’s school, to participate in their child’s education, and to exercise all rights which parents have with their children.


The staff at Kilby Laboratory School cannot honor any request by one parent to keep the other parent from the child unless they are provided with a certified copy of a court order.  The court order must clearly establish that the other parent is not allowed to have access to the child or is restricted or limited in some way in exercising parental rights over the child.
2.06     WITHDRAWING TO ENROLL IN ANOTHER SCHOOL

The custodial parent or legal guardian must request a withdrawal form from the office on the day the student plans to withdraw.  This form will be presented to the homeroom teacher and all other teachers for clearance.  The student should have this form if going to another school within the State of Alabama.  
3.0 ACADEMICS

3.01      PROMOTION/RETENTION
 Elementary Grades K-6:  The decision regarding the promotion or retention of a student in grades K-6 is made by the student’s teachers and director.  Students must master learning goals for grade level so that material presented at the next grade level will be possible for them to pass.  Mastery of grade level learning goals, ARMT+, and student grades will be criteria used for promotion and retention. 
1.
Kindergarten students may be retained upon consultation with parents, as

      
kindergarten is not mandatory.  However, once enrolled, students must 

comply with attendance policy and other Board policies.

2.   
Students in grades 1-3 must pass math and reading for promotion.  
3.
Students in grades 4-6 must pass math and reading for promotion.  In addition, one of the following must be passed:  language, social studies, or science.

3.02      PARENT/GUARDIAN CONFERENCES

Parent/Guardian conferences with teachers and staff members are encouraged.  Conferences with classroom teachers may be scheduled through the school office; however, they may not be scheduled during the time that the instructor has a teaching assignment.  

3.03      TEXTBOOKS/LIBRARY BOOKS


All students will be entitled to the use of free textbooks/library books. Student or parent/guardian assumes responsibility for returning these books at the end of the class term.  Payment for the loss or damage to textbooks will be required, and the student will not be issued a replacement book until textbook indebtedness is cleared.  

3.04      STATEWIDE TESTS

All students will participate in the statewide testing program.  Listed below are the tests slated for 2011-2012: 




      
      




  Days Needed


Test





Testing Period

 
    For Testing

Alabama Reading and Math Test (ARMT+)
April 9-20, 2012

      4 days    

NO STUDENT TRIPS WILL BE APPROVED DURING ANY STATE TESTING WEEK 
3.05      PUPIL SUPPORT TEAM (PST)

The PST is a direct result of the Response to Instruction (RtI) implementation and emphasizes scientific, research-based instruction and intervention.  The PST is a mandatory best-practices Pupil Support Team implemented at the school level to ensure the consistency and effectiveness of the school’s implementation of the RtI framework.  The PST ensures that screening data is used to select specific interventions that are appropriate and measurable to meet individual student intervention needs.  The team is composed of teachers, administrators, counselors, special education teachers, and other individuals as needed.  The team meets periodically to identify and monitor student intervention needs.  Intervention plans are implemented at the classroom and school level.
3.06     SPECIAL EDUCATION

There are limited special programs for exceptional children in Kilby Laboratory School.  Some areas of exceptionalities are served in the child’s home school or a centralized location within their home school system due to the low incidence figures of the exceptionality.  Each child’s most appropriate educational setting or least restrictive environment is determined by his/her Individual Education Planning (IEP) Committee.  The kinds of exceptionalities mandated as eligible for special education and related services that are offered at Kilby Laboratory School or the child’s home school are listed below:


Autistic



Orthopedically Impaired


Deaf-Blind



Other Health Impaired


Developmentally Delayed

Specific Learning Disabilities


Emotional Conflicted


Speech and Language Impaired


Hearing Impaired


Traumatic Brain Injury


Definitions of the above areas are available from the director.  There are well-defined criteria for each area of service and it should be noted that not all learning problems or academic and behavioral problems are due to disabilities.  The local school screening committees are responsible for seeing that alternatives are tried and the students are carefully screened prior to referrals for testing, unless obvious and immediate needs for services exist.

(Child Find) Currently, School Systems provide special education and related services to all children and youth with disabilities through the age of twenty-one (21).  Referrals are accepted for preschoolers (three through five years of age) at the home school.

3.07      GIFTED/ENRICHMENT PROGRAM


 Gifted students are those who perform at or who have demonstrated the potential to perform at high levels in academic or creative fields when compared to others of their age, experience, or environment.  These students require services not ordinarily provided by the regular school program.  Students possessing these abilities can be found in all populations, across all economic strata, and in all areas of human endeavor.  Teachers, counselors, administrators, parents or guardians, peers, self, or any other individuals with knowledge of the student’s abilities may refer a student.  Additionally, all second grade students will be observed as potential gifted referrals using a gifted behavior checklist.

 For each student referred, information is gathered in the areas of Aptitude, Characteristics and Performance.  The information is entered on a matrix where points are assigned according to established criteria.  The total number of points earned determines if the student qualifies for gifted services.


 To make a referral, contact the Gifted Specialist.  If you have any questions, please contact the school director or contact the Gifted Specialist.
3.08     504 SERVICES

Section 504 of the Rehabilitation Act of 1973 broadens the definition of a disabled individual.  The identification of students eligible for protection under Section 504 will be conducted at the building level.  The Section 504 Committee under the direction of the building administrator shall process referrals for students suspected of having a disability under this section.  

3.09     ACCEPTABLE USE/COPYRIGHT POLICY

Students and employees are provided with the opportunities to access a variety of information technologies.  The primary goal of the technology environment is to support the educational and instructional endeavors of the students and employees. Information technologies include all computers owned by the Kilby Laboratory School or UNA as well as hardware, software, data, communication networks, modems, telephone lines, etc. associated with these systems.  The systems range from multi-user systems to single-user terminals and personal computers, whether freestanding or connected to networks.  These guidelines apply to all students and employees and to all persons who may attempt to use a computer resource owned by the system.

All technology resources will be used in accordance with any and all school policies and procedures, as well as with local, state and federal laws and/or guidelines governing the usage of technology and its component parts.


The students of Kilby School have the privilege and opportunity to become involved in the age of information technology through the use of electronic mail and the Internet. Before a student will be allowed to use this means of communication, it will be necessary for parents and students to sign the permission slip and return it to the school office.



The reason for this agreement is to make sure that parents are aware that the opportunity to explore the Internet will allow children to explore thousands of libraries, databases, and bulletin boards while exchanging messages with Internet users throughout the world. Parent/guardians should know:

That some material accessible via the Internet may contain items that are illegal, defamatory, inaccurate or potentially offensive to some people.

That computers used to search for materials and books in the Kilby Library are directly connected to “Netscape” which allows students to access the Internet. (Without permission to use the Internet, students will not be able to use the UNACAT to search for books in the Kilby Library.)

That “filters” are installed on the computers to prevent access to undesirable materials, but are not guaranteed to screen all undesirable material.

That teachers will provide guidance and supervision for students’ work to make sure that the use of the Internet will be a positive educational experience.

As a parent you are responsible for setting and conveying that standards that your children will follow in reference to using media and information sources. Therefore, we respect each family’s right to decide whether or not to apply for access.

3.10 
KILBY INTERNET AND E-MAIL RULES

Students are responsible for good behavior on school computer networks just as they are in a classroom or school hallway. Communications on the network are often public in nature. General school rules for behavior and communications apply.

The network is provided for students to conduct research and communicate with others. Access to network services is given to students who agree to act in a considerate and responsible manner. Parent permission is required. Access is a privilege — not a right. Access entails responsibility.

Individual users of the University of North Alabama and Kilby computer networks are responsible for their behavior and communications over these networks. It is presumed that users will comply with school standards and will honor the agreements they have signed. It is also presumed that users will not misuse or damage the computers or software. Beyond the clarification of such standards, the school is not responsible for restricting, monitoring or controlling the communications of individuals utilizing the network.

Network administrators may review student files and communications to maintain system integrity and ensure that users are using the system responsibly. Users should not expect that files stored on district servers would always be private.

Within reason, freedom of speech and access to information will be honored. During school, teachers will guide students toward appropriate materials. Outside of school, parents/guardians bear the same responsibility for such guidance as they exercise with information sources such as television, telephones, movies, radio, and other potentially offensive.
The following are not permitted:

1.
View, send, or display obscene, profane, lewd, vulgar, rude, disrespectful, threatening, or inflammatory language, messages or pictures.

2.
Use obscene language.

3.
Harass, insult or attack others.

4.
Damage computers, computer software, or network.

5.
Violate copyright laws.

6.
Use another person’s password.

7.
Access other student’s work, folder, or tile.

8.
Waste limited resources intentionally.

9.
Use the network for commercial purposes.


10.
Post electronic chain letters or other useless information.

11.
Use the network for illegal actives, i.e. threats, instructions on how to perform an illegal act, child pornography, drug dealing, purchase of alcohol, gang activities, etc.

12.
Install software or down load unauthorized files, games, programs, or other electronic media.

13.
Reveal your own or anyone else’s phone number.

14.
Share with anyone else your password.

Violations may result in a loss of access as well as other disciplinary or legal action. Teachers will discuss this document with students to explain and/or clarify any questions pertaining to this agreement.

4.0 ATTENDANCE
4.01     COMPULSORY ATTENDANCE

Alabama law requires that each child between the ages of 6 and 17 attend school.  The higher standards set at the state level for graduation makes daily attendance in every class in every grade very important.  It is the responsibility of the parent/guardian to enroll their child and see that they attend school and obey all the rules and guidelines.
School is in session for 180 days. Parent\guardians are required to ensure that students under their care or custody attend school regularly. Students who do not meet the minimum number of days of attendance due to unexcused absences will receive an F/A (failure due to non-attendance).  Students failing because of attendance may appeal the decision in writing to an attendance review committee that will make the final decision on the appeal.
Students in grades K–8 are subject to being retained if they have accumulated 20 or more unexcused absences during the school year. Students in grades 9-12 may be denied credit for a semester if the number of unexcused absences in any given class exceeds 10.
State law requires that students under the compulsory age (4-5) or (17 & up) and are enrolled in the school system must abide by all attendance laws.  Failure to do so can result in possible dismissal or criminal charges against parent.  Parents will be notified before charges are filed and may have an opportunity to withdraw the student.  Students 17 and over may be dismissed and lose drivers license at any point above 10 consecutive unexcused absences or 15 cumulative days of unexcused absences.  (AL Code 16-28-40)
4.02     ABSENCES AND EXCUSES 
Upon returning from an absence a student must bring a written note from their parent/guardian to the school explaining their absence within three days for school officials to determine if the absence is excused.  School officials will decide if the absence is excused by following state and local board guidelines.  
A student shall be excused for absences from school for:  (1) illness, (2) legal quarantine, (3) emergency conditions as determined by the director, (4) inclement weather which would be dangerous, (5) death in the immediate family, (6) Court subpoena, and (7) prior permission of the director and consent of the parent or legal guardian.
An excused absence permits a student to make up missed work. However, excused absences based on parent-written notes may not exceed a total of eight days per semester. Any additional absences must be doctor or court verified for school officials to determine if the absence(s) should be excused.  Doctors’/Court Officials’ excuses must have original signatures from appropriate medical/legal personnel.  Stamped, scanned, Xeroxed, etc. signatures from doctors’ offices and/or court offices may not be accepted for the purpose of excusing an absence.  Notes from doctors’ offices and/or court officials may be verified at the director’s discretion if the number of these notes appears excessive or if the legitimacy of the note(s) is/are in question. The student must actually be seen at the doctors’ office.
The Interagency Committee on Youth Truancy Task Force recommendations known as the Early Warning Truancy Prevention Program timeline for reporting truancy shall define the truancy status of any student as follows:

a. A parent, guardian, or other person having charge of any child officially enrolled in Alabama public schools (K-12) shall explain in writing the cause of any and every absence of the child no later than three (3) school days following return to school if the absence is to be excused.  A failure to furnish such explanation shall be evidence of the child being truant each day he is absent.  The child shall also be deemed truant for any absence determined by the director to be unexcused based upon the State Department of Education’s current School Attendance Manual.  Seven unexcused absences within a school year constitute a student being truant for the purpose of filing a petition with the Court.  The Interagency Committee on Youth Truancy Task Force recommendations known as the Early Warning Truancy Prevention Program timeline for reporting truancy shall define the truancy status of any student as follows:


1.  FIRST TRUANCY/UNEXCUSED ABSENCE (WARNING)

      a.  Parent/guardian shall be notified by the school director or his/her designee 

                       that the student was truant and the date of the truancy.

      b.  Parent/guardian shall also be provided with a copy of Alabama’s 

           compulsory school attendance laws and advised of the penalties that can 

                       be applied and the procedures that shall be followed in the event that other 

                       unexcused absences occur.

2. NO EARLIER THAN THE FIFTH UNEXCUSED ABSENCE (CONFERENCE)

a.  The parent, guardian, or person having control of the child shall (1) attend   

a conference with the attendance officer and director or his/her designee 

and/or (2) participate in the early warning program provided by the 

juvenile court.

      b.  Attendance at one of these conferences shall be mandatory except where 

           
prior arrangements have been made or an emergency exists.

                  c.  Failure to appear at the school conference and/or to appear at the early   

                 
warning program shall result in the filing of a complaint/petition against 

                
the parent under Code of Alabama (1975), §16-28-12(c) (failure to 

                 
cooperate), or a truancy against the child, whichever is appropriate.

3. NO EARLIER THAN SEVENTH UNEXCUSED ABSENCE, BUT WITHIN TEN (10) SCHOOL DAYS (COURT)

a.  File complaint/petition against the child and/or parent/guardian, if appropriate.
4. CHILD UNDER PROBATION

            a.  The school attendance officer should be notified by the juvenile 

           
probation officer of all children in the school system under probation 

            
supervision by the juvenile court as consistent with state statute, Code of 

            
Alabama (1975), §12-15-100 and 105.

             b.  Where a child under probation is truant, the school attendance officer 

             
should immediately notify the juvenile probation officer. 

4.03     CHECK-INS/CHECK-OUTS

Any student that is late to school or needs to leave school early must be checked “in” or  “out” through the office.  The parent/guardian must notify the school office by phone, in person, or with a note.  School officials may call the student’s parent or guardian to confirm the note.  Permission requesting that the student leave early should be granted from the office before classes begin that day.  The nature of the check-in/check-out will determine whether the absence from class is excused.  Remember that you are considered absent from class if you miss a class because of a check-in or check-out. The same reasons listed for absences are used to determine if the reason for leaving campus or arriving late is excused or unexcused. Refer to your local school rules for detailed procedures.  Students cannot check-out during lunch period for the purpose of eating off campus.
Note:  The automated attendance system used in our schools will count a student absent that is not at school by 11:45 or checks out before this time.  

4.04     SCHOOL PARTICIPATION ABSENCES

Students who are away from school due to participation in school-sponsored activities shall be marked PRESENT and permitted to make up schoolwork missed.  The same rule for making up work applies here as to those who have been absent (excused).

4.05     STUDENT TRIPS (NOT SPONSORED BY THE SCHOOL)


The Kilby Laboratory School will consider a request from parent/guardian for educational release time for regularly enrolled students.  A letter must be submitted to the director one week prior to the release for approval.

4.06     MAKE-UP WORK


Students that have excused absences will be allowed two (2) school days for each one (1) day missed to do make-up work, up to a maximum of fifteen (15) school days.  If the work is not made up, zeros will be averaged into daily grades/test grades.  Prior knowledge of a test or project assigned before the absence will require the student to take the test or hand in the project the first day back in school.  Projects/tests assigned while a student is absent will be scheduled on a case-by-case basis.


If the absence is unexcused, no test or work can be made up and the student is subject to receiving zeros for the missed work.
4.07     TARDIES 

A student who is continually tardy to school is truant.  It is the responsibility of the parent/guardian to ensure that his/her child attends school at the proper time each day. Students who accumulate 8 unexcused tardies per semester will be required to attend Early Warning.  
4.08     TRUANCY

The parent or legal guardian is responsible for requiring their school-age child, enrolled in school, to attend school regularly.  The Kilby Laboratory School will not allow truancy or the habitual and unlawful absence from school.  When the student is a habitual truant, or because of irregular attendance or misconduct has become a menace to the best interest of the school which he is attending or should attend, and the parent, guardian or other person files a written statement in court stating that he is unable to control such child, the attendance officer must file a complaint in juvenile court against said student.  
5.0  STUDENT SERVICES

5.01     HEALTH SERVICES
Kilby Laboratory School consults with the UNA Health Center to provide health services for our schools.  In accordance with 16-29-1 Code of Alabama, 1975, Senate Joint Resolution 62, all students attending public school ages 11 through 14 will be screened annually for spinal deformities.  Parents/guardians will be notified in writing if a student requires further evaluation by a physician. 

Other screenings will include, but are not limited to, being checked for communicable diseases.  Students with potential problems indicated through these screenings are referred to parents/guardians in writing and may need further examination by their physician.

The State of Alabama Department of Education Health Assessment Record is required to be completed and returned to school at the beginning of each school year (see page 81).
Kilby Laboratory School authorizes that a written emergency action plan/ individual health care plan be developed with students identified as having a serious or life-threatening medical condition such as:

· Diabetes

· Severe asthma

· Severe cardiac disorders

· Anaphylactic shock (severe allergic reaction)

· Seizure disorder

· Hemophilia

· Other life-threatening conditions verified by a physician

Specific medical procedures that require independent nursing judgment or intervention that shall not be delegated to unlicensed personnel include but are not limited to:  (Alabama Board of Nursing Administrative Code Chapter 610-X-6, Standards of Nursing Practice)

· Catheterization, clean or sterile

· Administration of injectable medications, other than premeasured medication for allergic reactions

· Administration of rectal or vaginal medications

· Tracheotomy care, including sectioning

· Gastric tube insertion, replacement or feeding

· Ventilator care

· Other invasive procedures or techniques

· Sterile procedures

· Calculation of medication dosages other than measuring a prescribed amount of liquid medication or breaking a scored tablet

· Receipt of verbal or telephone orders from a licensed prescriber

5.02     MENINGOCOCCAL DISEASE AND VACCINE

What is meningococcal disease?

Meningococcal disease is a serious illness, caused by bacteria.  It is the leading cause of bacterial meningitis in children 2-18 years old in the United States.

How do you catch the disease?

The bacteria that cause meningococcal disease are very common.  The disease is most common in children and people with certain medical conditions that affect their immune system.  College freshman living in dormitories also have increased risk of getting the disease.  The disease is spread through exchange of respiratory droplets or saliva with an infected person including kissing, coughing, sneezing, and sharing drinking glasses and eating utensils.  In a few people, the bacteria overcome the body’s immune system and pass through the lining of the nose and throat into the blood stream where they cause meningitis.  Meningitis is a term that describes inflammation of the tissues surrounding the brain and spinal cord.

What are the symptoms of the disease?

· Fever

· Headache

· Stiff neck

· Red rash

· Drowsiness

· Nausea and vomiting

Meningococcal vaccine:  Who should get the vaccine and when?

MCV4, or the meningococcal vaccine, is recommended for all children 11-12 

years of age and for unvaccinated adolescents at high school entry (15 years of age).  High school seniors should also consider obtaining the vaccine prior to entering college, especially if they are planning on living in a dormitory.  Please consult your physician or local health department for more information.  

For more information on this and other vaccine recommendations, go to: www.adph.org/immunization.

5.03     MEDICATION PROCEDURE

All medications to be administered at school will be brought to the office and safeguarded in a double locked area as designated by the director. The parent/guardian must sign the Alabama State Department of Education School Medication Prescriber/Parent Authorization form (Revised 09/11/07) granting permission for the child to receive medication at school. The Alabama State Department of Education School Medication Prescriber/Parent Authorization form must be used for all medication administered in the school setting including over-the-counter (OTC) medications. Parents are encouraged to schedule medication administration before and after school hours.

· The parent/guardian or a designated responsible adult shall deliver all medication to be administered during the school day to the school nurse or personnel designated by the school nurse. Medications should never be brought to school by the student or be on the student’s person unless they are emergency medications and the proper forms have been completed. This is to ensure the health and safety of all students.

· The parent/guardian must provide the school with medication that is in a correctly labeled prescription bottle/container.

· The parent/guardian must provide the school with a completed Alabama State Department of Education School Medication Prescriber/Parent Authorization form each school year and anytime medication orders are changed.

· The physician shall provide a list of side effects for prescription medications and over-the-counter medications.

· The parent/guardian shall pick up student’s medications at the end of the school year. Medications left at school at the end of the school year will be destroyed by school personnel if not picked up by a parent within 14 days. 

· Expired medications will need to be picked up as soon as possible or will be disposed of by school personnel.

· The parent/guardian shall give the first dose of a new medication at home in case of a possible allergic reaction.

· Over-the-counter medications administered according to manufacturer’s recommendations will require completion of the Alabama State Department of Education School Medication Prescriber/Parent Authorization form signed by the parent/guardian. All over-the-counter medications must be provided by the parent/guardian in the original sealed container identifying the medication name, dosage, and manufacturer’s labeling. 

· Over-the-counter medication prescribed in excess of the manufacturer’s recommended dosage will require completion of the Alabama State Department of Education School Medication Prescriber/Parent Authorization form signed by the parent/guardian and physician.
· No aspirin or aspirin (salicylate) containing medications will be given to children or teenagers under the age of 18 years of age, unless prescribed by a physician. Research has established a link between Reye’s Syndrome and the use of aspirin and other aspirin (salicylate) containing medications, over-the-counter products, and topical use products. Reye’s Syndrome is a deadly disease, strikes swiftly and can attack any child, or teen without warning. All body organs are affected, with the liver and brain suffering most seriously.

· Natural remedies, herbs, and nutritional supplements may not be administered by school personnel without an explicit order of an authorized prescriber, parent authorization, verification that the product is safe to administer to children in the prescribed dosage and reasonable information regarding therapeutic and untoward effects (SDE Medication Curriculum, 2007 and Schwab & Gelfman, 2001).

· Student self-administration of medication for a documented chronic health condition will be authorized if conducted in compliance with the State Department of Education, and the Alabama Board of Nursing guidelines. Student self-administration of medication will be determined on an individual basis.

· No Zicam Cold Remedy Nasal Gel, Zicam Cold Remedy Nasal Swabs, and Zicam Cold Remedy Swabs (Kid Size) will be given to children. The FDA notified consumers and healthcare professionals to discontinue the use of these three over-the-counter products because they are associated with the loss of sense of smell that may be long-lasting or permanent. 

5.04     COMMUNICABLE DISEASES 

Kilby Laboratory School will work cooperatively with local and state health agencies to enforce and comply with applicable health codes for the prevention, control, and containment of communicable diseases in schools.  The director will be required to report notifiable communicable diseases /conditions to the local health department within the specified time frame.  A student diagnosed with a communicable disease must be cleared by a physician, nurse practitioner, the public health department, or the school nurse with a statement of clearance to the school director.  

Students exhibiting vomiting, diarrhea, or fever greater than 100 degrees Fahrenheit, should not attend school until they have been symptom free for 24 hours.

When the immunization certificate (IMM-50) expires, the student will have two weeks to present an updated certificate.  If an updated certificate is not presented within two weeks, the student will not be allowed to attend school.  The State Health Department conducts an annual immunization survey of all public schools.  The schools that are selected to participate in the on-site audit will provide local health department officials access to the requested immunization records.

Head Lice-Students exhibiting symptoms of live lice infestation or eggs will not be allowed to stay in school until the problem is eliminated.  Treatment will be verified by designated personnel before re-entry to the classroom.  Elementary students who are absent from school due to head lice will receive excused absences for the first eight (8) absences during the school year.  All elementary lice-related absences after the first eight (8) will be marked unexcused.  If eleven (11) lice-related absences are accumulated, the student and parent(s)/guardian(s) will be required to attend an Early Warning Program.  If problems persist, charges may be filed against parent(s)/guardian(s) for neglect of parental responsibilities.  Junior high and high school lice absences will be handled on an individual basis.

HUMAN IMMUNODEFICIENCY VIRUS (HIV) AND ACQUIRED IMMUNE DEFICIENCY SYNDROME (AIDS) - The Board recognizes the public concern and interest in dealing with incidents of HIV and AIDS.  The U.S. Centers for Disease Control and the Surgeon General have reported that HIV is not transmitted by casual social contact.  It is the policy of the board to treat these disorders with the same care and concern as any other health problem that impacts the school setting. The mere presence of the HIV infection shall not in itself be sufficient reason to remove a student from the school setting.  A student with HIV infection has the same right to attend school and receive services as any other student and will be subject to the same rules and policies.

School authorities will determine the educational placement of a student known to be infected with HIV on a case-by-case basis by following established policies and procedures for students with chronic health problems or students with disabilities.

CONFIDENTIALITY - The Kilby Laboratory School recognizes the legal and moral right to privacy. School personnel who are privileged with any medical information pertaining to students or staff members are required to treat such information as confidential.  Disciplinary action may be initiated against personnel who recklessly or needlessly violate this policy on confidentiality.

STAFF DEVELOPMENT - All school staff members will participate in a planned HIV education program that conveys factual and current information; provides guidance on infection control procedures; school policies concerning HIV; and includes annual review sessions.  Certain employees will also receive additional specialized training as appropriate to their positions and responsibilities.
Employees will receive an annual training on blood-borne pathogens.
HIV AND ATHLETICS - Participation in physical education classes, athletic programs, competitive sports, and recess is not conditional on a person’s HIV status.  School authorities will make reasonable accommodations to allow students living with HIV infection to participate in school-sponsored physical activities.
Employees must consistently adhere to infection control guidelines in locker rooms and all play and athletic settings.  Official rulebooks will reflect these guidelines.  
HIV PREVENTION EDUCATION - The goals of HIV prevention education are to promote healthful living and discourage the behaviors that put people at risk of acquiring HIV.  The educational program will include:
· Curriculum taught 5th – 12th grades

· Use methods demonstrated by sound research to be effective

· Be consistent with community standards

· Follow content guidelines prepared by the Centers for Disease Control and Prevention (CDC) and State Department of Education Health Education Course of Study

· Be appropriate to students’ developmental levels, behaviors, and cultural backgrounds

· Build knowledge and skills from year to year

· Stress the benefits of abstinence from sexual activity, alcohol, and other drug use

· Include accurate information on reducing risk of HIV infection

· Include means for evaluation

· Be an integral part of a coordinated school health program

· Be taught by well-prepared instructors with adequate support

· Include a parent component

Parents and guardians will have opportunities to preview all HIV prevention curricula and materials.  School staff members shall assist parents or guardians who ask for help in discussing HIV infection with their children.

RELATED SERVICES - Students will have access to voluntary, confidential, age and developmentally appropriate counseling about matters related to HIV infection.  School administrators will maintain confidential linkage and referral mechanisms to facilitate voluntary student access to appropriate HIV counseling and testing programs and to other HIV-related services as needed.  Public information about resources in the community will be kept available for voluntary student use.
GENERAL PROVISIONS - On an annual basis, a student handbook will be given to notify students, their family members, and school personnel about current policies concerning HIV infection.  
5.05     LIMITED PHYSICAL ACTIVITY
The parent/guardian of any student who has a medical condition that limits physical activity must notify the director or a teacher in writing immediately upon knowledge of the condition.  A physician’s statement shall be required stating the pupil’s medical condition and activities in which the pupil may not participate along with how long the student is to be limited.

5.06     REPORTING ABUSE/NEGLECT

Any employee Kilby Laboratory School/UNA having knowledge of known or suspected child abuse/neglect shall immediately report the facts as known, either in person or by telephone, to the Department of Human Resources or the Lauderdale County Sheriff’s Department.  Employees making a report of suspected abuse/neglect shall be immune from any liability according to the Code of Alabama (Code 26-14-1, 26-14-13). 
5.07     ACCIDENTS

In the event of an accident on school grounds involving a student, the parent/guardian will be notified if injuries require medical treatment.  If immediate treatment is necessary, the educational employees serve under Alabama Law 87-390 which states “When---public education employees gratuitously and in good faith, render first aid or emergency care at the scene of an accident, casualty or disaster to a person injured therein, he/she shall not be liable for any child’s damages as a result of his/her acts or omissions---.”
5.08      INSURANCE FOR STUDENTS
An Insurance program provided by the state is the “ALL Kids” program. ALL Kids is the Children's Health Insurance Program offered by the Alabama Department of Public Health for uninsured children under age 19. ALL Kids helps families who make too much money to qualify for Medicaid and cannot afford private health insurance.  (Family size and income determine eligibility under ALL Kids.) Applications are available at any county health department or Department of Human Resources office, as well as most hospitals. You can also apply online at www.adph.org/allkids or call 1-888-373-KIDS to have an application mailed to you. 
5.09     GUIDANCE AND COUNSELING SERVICES

Guidance services are provided to all students grades K-6.  The counselor may assist students in making short- and long-term decisions regarding educational and vocational opportunities as well as assist students in developing self-understanding.  The counselor will also work directly with parents/guardians, teachers, and the community and the counselor is available to help with personal problems and these conversations will be confidential.
5.10     SCHOOL LUNCH PROGRAM
The Kilby Laboratory School participates in the National School Lunch Program.  Nutritious meals are served every school day and the price of the meal includes one carton of milk.  Extra milk may be purchased. (Price for milk may fluctuate during the school year.)  Lunch costs are as follows:



Students 

$2.25
$405 for the year/$45 for 9 mos. Aug-April



Visitors/parents
$3.00   Pay in cafeteria on the day eating.



Employees

$2.75   Teachers may pay ahead or daily
UNA Parents may do a Payroll Ded. Form in August for their child’s expense

NOTE:  Prices are subject to change.

Some students may qualify for a reduced-price lunch and other students may qualify for a free lunch.  To qualify for free or reduced-price meals, parents/guardians must meet the financial guidelines and complete the appropriate forms.  These forms are available and they are to be completed at the beginning of each school year.  The parent/guardian will receive notification of eligibility or non-eligibility.  

ALL PARENTS/GUARDIANS ARE ENCOURAGED TO APPLY FOR FREE OR REDUCED LUNCHES IF THEY BECOME UNEMPLOYED.
Due to federal regulations no commercial foods (i.e McDonalds, Sonic, etc.)  can be permitted in the lunch-room during the lunch period.  If students have any food allergies, a Doctor’s note must be supplied to substitute other food or drink.  Students cannot share food because of food allergies and germs.
5.11     CHARGED MEALS POLICY
1. Meals may be charged for a maximum of 3 days.

2. Students must make arrangements with the administration prior to entering the cafeteria after the maximum number of meals has been charged.

3. All charges must be fully cleared at the end of each semester.

4. Unpaid meal charges will not be written off against federal, state, or local public funds.

5.12     WELLNESS GUIDELINES
Kilby Laboratory School, in compliance with Federal Law 108-265 and State Board of Education guidelines, will continue to implement a Wellness Policy this school year.  Achieving the desired results will require the cooperation of parents, students, school personnel and community supporters.  The policy will encourage more student activity and better eating habits.  Some of the changes are as follows:

· Elementary students will be limited to non-carbonated drinks of 8 ounces or less, baked chips and other approved snacks.

· Students on field trips will be exempt from the nutrition guidelines in the `policy.

· Elementary birthday parties will be limited by the school and will have restrictions on the kind of beverages and snacks that can be served.

· Fund raisers outside the school are exempt from the nutrition guidelines, but cannot be done at a time that would interfere with the lunch program.

· Candy, carbonated drinks, foods high in saturated fat, or foods that have sugar as the first ingredient cannot be used as a fundraiser or as a reward during the school day.

· Parents may send snacks from home but the food must be nutritional and in a non-commercial container or wrapped in foil.  Students cannot share food brought from home with other students because of the numerous food allergies.

· Students cannot bring food items from home to sell to other students.

6.0 EXTRA-CURRICULAR ACTIVITIES

6.01     ORGANIZATIONS
1. All school-sponsored organizations and clubs shall be under the direct control of the director.

2. All school clubs must be sponsored by a member of the faculty approved by the director.

3. All clubs must have a constitution approved by the appropriate school official on file in the office of the director.  Only students will be eligible for membership in the clubs.

4. All meetings must be approved by the director, and attended by the school sponsor.

5. All club funds shall be collected and disbursed in accordance with the regulations set by UNA.  

6. Authorization to conduct club activities may be denied when conduct by its members is contrary to the welfare of the students or the school. 
7.0 BEHAVIORAL EXPECTATIONS (Code of Conduct)

7.01     PARENT/GUARDIAN RESPONSIBILITIES (BEHAVIOR)

Not only are parents/guardians obligated to enroll their child in school, but they are also obligated to see that their child obeys behavior rules and guidelines set by school policies.  Parents/Guardians failing to assure proper behavior are subject to attending an Early Warning Program (through Lauderdale County Judicial System), fines and/or imprisonment under state law (Act #94-782).   Refer to “School Conduct Intervention Program,” page 73, for further clarification.

7.02     DEADLY WEAPONS/GUN-FREE SCHOOLS (FOR STUDENTS)


The possession and/or use of a weapon or firearm of any kind at anytime and at any place on school property is a violation.  Possession of these weapons, firearms, or instruments is prohibited in automobiles on school property, and at any school-sponsored and/or school-related trip or activity away from the school premises.  The director will automatically suspend up to 10 days (pending hearing) any student found in possession of a deadly weapon.  In addition to firearms, “deadly” weapons may include anything that could be used for the purpose of inflicting death or serious physical injury.  

Any student that violates this policy by having in their possession a firearm will be expelled from school for a period of not less than one year (365 days) and will be referred immediately to the local law enforcement agency.  Any student violating this policy by possessing some weapon other than a firearm shall be subject to a Class III Violation of the student discipline code contained within this handbook and the sanctions for such Class III Violation. Students who are expelled for violation of this policy shall not be allowed to attend regular school classes.  


Discipline of students with disabilities who violate this policy shall be determined on a case-by-case basis in accordance with the requirements of the Individuals with Disabilities Education Act (IDEA) and Section 504 of the Rehabilitation Act (Alabama Code 16-1-24.3).


Any student found guilty of violating this policy and expelled will not be considered for re-admission without psychiatric or psychological counseling paid for by the parents or guardians and an accompanying report in writing to the director that the person does not represent a threat to the safety or security of any student or employee of the school.


The director will suspend the student up to 10 days and notify the parent or guardian of the student by telephone.  If the parent or guardian cannot be reached by phone, the director shall notify them of the actions taken by sending a letter within 24 hours.  The director will notify the parent of the time and place for a due-process hearing for the student.

All students (K-12) found in the possession of fireworks of any description or of a pocket knife will be dealt with on a case-by-case basis, and may be subject to discipline from the Class II Sanctions.  (Note:  Pocket knives used in a threatening manner on school property could result in a hearing or expulsion).
7.03     DISCHARGING FIREARMS INTO SCHOOL BUS/BUILDINGS

No person shall shoot or discharge a firearm into an occupied or unoccupied school bus or school building.  A person that does so is guilty of a Class B felony if the bus/building is occupied or a Class C felony if unoccupied.

7.04     ALCOHOL

The school director or authorized official of the school shall automatically suspend any student up to 10 days (pending a hearing) found in possession of, in the act of using, appearing under the influence, giving, or selling alcohol.  Proper law enforcement authorities will be notified. Students in grades K-6 will be dealt with on a case-by-case basis.

7.05     DRUGS

The possession or use of controlled/scheduled drugs is prohibited at school, on school grounds, on school buses, and/or at any school-sponsored event, during or after regular school hours. Violation of this policy is a Class III violation subject to Class III sanctions that includes suspension and/or expulsion for one academic year.  Students in grades K-6 will be dealt with on a case-by-case basis.

The school directorl or authorized official of the school shall automatically suspend any student up to10 days (pending a hearing) found in possession of, act of using, appearing under the influence, giving, or selling marijuana or drugs, that includes stimulants, depressants, hallucinogens or opiates.

The director shall immediately notify the parents or guardians of the student by phone.  Care shall be given to afford due process to all students.  The Superintendent or designee will notify the parent of the time and place for a due-process hearing for the student.  The proper law enforcement agency will be notified.

7.06     PRESCRIPTION DRUGS

Prescription drugs that must be administered during school hours will be administered by a designated staff member following the school guidelines and a physician’s schedule.  Prescription drugs used, sold, or given to another student is a violation of the drug policy and is subject to Class III Sanctions that includes suspension/expulsion.

Students found in possession/use of his/her own prescription medication or possession/use of common over-the-counter drugs will be dealt with by the director on a case-by-case basis that takes into consideration the intended use.  Parents will be notified of the violation and discipline.

7.07     DRUG DEALING

A person who unlawfully sells, furnishes, or gives a controlled/scheduled substance to a minor may be liable for injury or damage or both suffered by a third person caused by or resulting from the use of the controlled substance by the minor, if the sale, furnishing, or giving of the controlled substance is the proximate cause of the injury or damage.  (Alabama Law, Act 94-783)

Any students selling, supplying, or furnishing controlled/scheduled drugs or alcohol to any other student will be subject to Class III Sanctions that includes being expelled indefinitely.
7.08     CRIMINAL CHARGES

If it has been determined that a student has violated  policy and criminal charges have been filed as a result by school officials against the student arising from the conduct on which the violation the student to will not readmit regular classes until the criminal charges are disposed.  This applies even if the student has satisfied all other requirements.  
This also applies to petitions alleging conduct which would constitute a crime that is filed in Juvenile court against younger students, Code of Alabama 1975, 16-1-24.1( c).

7.09     TOBACCO USE (CUMULATIVE FROM YEAR TO YEAR)
Student use or possession of tobacco products or paraphernalia is prohibited on all school properties.  No tobacco use will be allowed by ANYONE on any school property at ANY TIME.  

Consequences for violation of the tobacco policy:

First Offense:

One-day Detention 


Second Offense:
One-day Out-of-School Suspension 


Third Offense:

Two-days Out-of-School Suspension 


Fourth Offense:
Three-days Out-of-School Suspension 


Additional Offenses:
Alternative School (10 days each offense)

Any person who sells, barters, exchanges or gives to any minor any cigarettes, cigarette tobacco or cigarette paper, or any substitute for either of them shall, on conviction, be fined not less than $10.00 nor more than $50.00 and may also be imprisoned in the county jail or sentenced to hard labor for the count for not more than 30 days.  (13A-12-3) 

7.10     VANDALISM

Parents/Guardians having care or control of a minor child under the age of 18 years are financially liable for all damages proximately caused by the injury to or destruction of any property by the malicious, willful, or intentional acts of the minor.  Students that are found to have “vandalized” school property will be dealt with using class two or class three sanctions. Marking on the walls in restrooms, or on desks or walls or on a roof of any school building is considered vandalism and may be referred to law enforcement agencies for retribution. Vandalizing school property is not considered a practical joke and will not be tolerated.  
7.11     CORPORAL PUNISHMENT

Corporal punishment will not be used at Kilby Laboratory School by any personnel.
7.12     DETENTION
Detention may be used for behavioral problems and for violating school rules/Board policies.  Students assigned to detention will be allowed to do their regular schoolwork and receive credit.  Detention is located in the school office..  

7.13      SUSPENSION

Students charged with continued misconduct in school or whose conduct jeopardizes the proper functioning of the school program may be suspended.  The director are authorized to suspend a student for a period of time not exceeding ten (10) continuous scholastic days.  The director shall promptly notify parents or guardians

A suspended student will not be eligible to be present on school property, to attend on-campus/off-campus activities, to participate in any school-sponsored activities until the suspension is properly cleared.

7.14     EXPULSION

A student may be expelled from school if an offense is serious enough.  A student who is expelled shall no longer be registered as a student inKilby Laboratory School. As in suspension, an expelled student loses all rights to participate in school activities or be present on campus during the expulsion period.  Students with an IEP will be dealt with on a case-by-case basis. 
7.15     DUE PROCESS

Students accused of breaking school rules have the right to know what rule has been violated and the evidence against them.  Students will have the opportunity to challenge the charges and testimony given, and are permitted to present information on his\her own behalf. The concept of due process stipulates that all rules will be equally enforced and that all will be treated fairly.  Parents/Guardians will be notified of any decision involving alternative school, suspension, expulsion, or other major rule violations.

Remember…

…Be where you are supposed to be,

…Doing what you are supposed to be doing,

…When you are supposed to be doing it. 

7.16    PHYSICAL RESTRAINT
1. Students that try to injure themselves, employees, or anyone else, may be restrained by reasonable physical force by school employees.

2. Students injuring other students at school are subject to discipline at school and to damages under civil law and penalties under criminal law.

3. Law enforcement agencies may be called to assist school officials with unruly or un-cooperative students. Parent\guardians will be contacted if the student is removed from campus by a law enforcement agency. 
7.17     SEXUAL HARASSMENT/MISCONDUCT

Sexual harassment is defined to include unwelcome sexual advances, request for sexual favors, and other verbal or physical conduct of a sexual nature,  particularly when the advances, request, or conduct have the effect of interfering with performance of school-related activities or creating an intimidating, hostile, or otherwise offensive environment in or about the school.  A student who believes he or she has been or is being subjected to any form of sexual harassment/misconduct shall immediately report the matter to a school official.  If the complaint is received by someone other than the school director, the director should be promptly notified by the person receiving the complaint.  The director shall start an immediate investigation. All allegations of sexual harassment/misconduct will be investigated and appropriate action will be taken against those who engage in sexual harassment/ misconduct.  Students found guilty of inappropriate behavior may be suspended for up to 10 days. In severe cases the student will be referred to the dean for possible expulsion.
7.18     ANTI-HARASSMENT: VERBAL/WRITTEN THREATS/BULLYING
Student harassment/bullying is an area of continuing concern at Kilby Laboratory School.  The schoolis committed to providing a safe and secure environment for learning for all students.  All verbal/written threats/bullying/ harassment will be taken seriously and disciplinary action taken.  This is a Class II Violation and Class II Sanctions will be applied.  Students should report harassment to the teacher, counselor or director immediately.
I. Harassment, Violence, and Threats of Violence Prohibited

Kilby Laboratory School is committed to providing a safe and supportive learning environment in which all members of the school community are treated with respect.  Harassment, violence, and threats of violence are prohibited and constitute unacceptable behavior that will not be tolerated.  

It is hereby the policy of  Kilby Laboratory School to oppose and prohibit without qualification, unlawful harassment/bullying based on real or perceived race, color, religion, national origin, gender, or disability. 
No student shall engage in or be subjected to harassment, violence, threats of violence, or intimidation by any other student that is the result of any of the characteristics that have been identified in this policy.  Students who violate this policy will be subject to disciplinary sanctions. 

II. Definitions

     The term harassment as used in this policy means a continuous pattern of intentional behavior that takes place on school property, on a school bus, or at a school-sponsored function including, but not limited to, written, electronic, verbal, or physical acts that are reasonably perceived as being motivated by any characteristic of a student, or by the association of a student with an individual who has a particular characteristic, if the characteristic falls into one of the categories of personal characteristics set forth in the section below.  To constitute harassment, a pattern of behavior may do any of the following: 

· Place a student in a reasonable fear of harm to his or her person or damage to his or her property.

· Have the effect of substantially interfering with the educational performance, opportunities, or benefits of student. 

· Have the effect of substantially disrupting or interfering with the orderly operation of the school.

· Have the effect of creating a hostile environment in the school, on school property, on a school bus, or at a school-sponsored function.

· Have the effect of being sufficiently severe, persistent, or pervasive enough to create an intimidating, threatening, or abusive educational environment for a student. 

The term violence as used in this policy means the infliction of physical force by a student with the intent to cause injury to another student or damage to the property of another student.

The term threat of violence as used in this policy means an expression of intention to inflict injury or damage that is made by a student and directed to another student.

The term intimidation as used in this policy means a threat or other action that is intended to cause fear or apprehension in a student, especially for the purpose of coercing or deterring the student from participating  in or taking advantage of any school program, benefit, activity, or opportunity for which the student is or would be eligible. 

The term student as used in this policy means a student who is enrolled in Kilby Laboratory School. 

III. Description of Behavior Expected of Students.

Students are expected to treat other students with courtesy, respect, and dignity and to comply with the Student Code of Conduct.  Students are expected and required to comply with requirements of law, policy, regulation and rules prohibiting harassment, violence, or intimidation; to refrain from inflicting or threatening to inflict violence, injury, or damage to the person or property of another student; and to refrain from placing another student in fear of being subjected to violence, injury, or damage when such actions or threats are reasonably perceived as being motivated by any personal characteristic of the student that is identified in the policy. 
Violence, threats of violence, harassment, and intimidation are prohibited and will be subject to disciplinary consequences and sanctions if the perpetrator of such action is found to have based the prohibited action on one or more of the following personal characteristics of the victim of such conduct:

· Student’s Race

· Student’s Sex

· Student’s Religion

· Student’s National Origin

· Student’s Disability

IV. Consequences for Violations

All violations of this policy will be taken seriously and disciplinary action taken.  This is, at minimum, a Class II Violation and at, a minimum, Class II Sanctions will be applied. 

V. Reporting, Investigation, and Complaint Resolution Procedures

Victims or witnesses to harassment/bullying should report to a teacher, counselor or director immediately.  
Upon receipt of the complaint, the director will determine if the complaint alleges a serious violation of this policy.  If the director determines that the complaint alleges a serious violation, the director will undertake an investigation of the complaint.  The investigation will entail the gathering of relevant facts and evidence and will be conducted in a reasonably prompt time period taking into account the circumstances of the complaint.  If the investigation establishes a violation, appropriate disciplinary sanctions will be imposed on the offending student(s).  Other measures that are reasonably calculated to prevent a recurrence of the violation (s) may also be imposed by the director. 
Acts of reprisal or retaliation against any student who has reported a violation of this policy or sought relief provided by this policy are prohibited, and are themselves a violation of this policy.  Any confirmed acts of reprisal or retaliation will be subject to disciplinary sanctions that may include any sanction, penalty, or consequence that is available to school officials under the Student Code of Conduct.  A student who personally or through his/her parents deliberately, recklessly, and falsely accuses another student of a violation of this policy will be subject to disciplinary sanctions as outlined in this Student Conduct Intervention handbook.  

The complaint form developed to report violations of this policy will include a provision for reporting a threat of suicide by a student.  If a threat of suicide is reported, the director will inform the student’s parent/guardian of the report. 

VI. Promulgation of Policy and Related Procedures, Rules, and Forms

This policy and any procedures, rules, and forms developed and approved to implement this policy will be published, disseminated, and made available to student, parents and legal guardians, and employees by such means and methods as are customarily used for such purposes, including publication on the  website.  This policy also applies to students’ participation in school-sponsored functions. 

7.19     DRESS CODE
The director has the responsibility to maintain an appropriate atmosphere conducive to learning.  Therefore, the responsibility for appropriate dress and grooming rests with the parents/guardians.  Parents/Guardians and students should keep in mind that the reputation of the home, school, and community is reflected in dress, grooming, and behavior of students.  Students’ dress and grooming shall be appropriate to the classroom.  Wearing apparel shall be such that it does not disrupt the classroom atmosphere, become unusually distracting, or violate health and safety rules of the school.  These minimum standards shall apply to all students in Kilby Laboratory School:

1.  Students must be neatly dressed; shoes or sandals worn, no flip-flops for K-2 students & no “heelys for any student.

2.  Students shall not wear midriff shirts, tube tops, spandex, mesh, or fishnet garments, nor backless or strapless tops, or tank tops or halter tops.
3.  Shorts shall be permitted when the length is at least one (1) inch below mid-thigh and not so tight that they would be considered disruptive.  No bicycle shorts, lace-inserted shorts, cut-offs that are not hemmed, or garments with holes above the knee will be allowed.
4.  Skirts or dresses must be at least one (1) inch below mid-thigh.
5.  Students shall not wear sunglasses inside the school building.
6.  The wearing of clothing advertising alcohol, tobacco, drugs, or suggestive words or pictures or symbols of violence or death, shall be prohibited.
7.  Students shall not wear anything on their heads in the school building (bandannas, caps, hats, etc.)
8.  Pants or shorts with anything written across the seat will not be allowed.
9.  Pants must be worn at waistline.  NO LOW-RIDE SAGGING PANTS.

The director will be the judge as to whether or not such apparel is unacceptable.
7.20     ARTICLES NOT ALLOWED AT SCHOOL

Students are not permitted to bring articles which are not needed for their regular class work.  This includes, but is not limited to,  materials which could be valuable, disruptive, disturbing, or dangerous such as:  radios, jam boxes, tape and CD players, MP3 players/other electronic musical devices, earphones, CD’s, skate boards, cards, pepper spray, laser pointers, etc.
7.21     PETS AND SERVICE ANIMALS

We are dedicated to protecting the health and well-being of our students and employees. Some are highly allergic to certain animals. Animals can also spread disease or behave in dangerous or unpredictable ways that can cause injury to persons with whom they come in contact.  Therefore, pets are not allowed on campus at anytime; this includes all extra-curricular events, without the written permission from the director. 

Trained service animals are not considered pets, and visitors with them are allowed and welcomed in our schools and at extra-curricular events as long as the service animal is under the control of his handler. 

7.22     CELL PHONE, ELECTRONIC PAGERS, BEEPERS, AND OTHER    

            COMMUNICATION DEVICES (Revised 07/24/09)

The Kilby Laboratory School, in compliance with state law, will allow students the PRIVILEGE to carry cell phones/pagers in school, on field trips, and other school activities with the following guidelines:

· Cell phones should be off and not visible or in use during class unless directed by the teacher for an instructional activity. Elementary students that violate this policy will be dealt with on a case-by-case basis. The school will not be responsible for any lost, damaged, or stolen electronic devices brought to school.

Students making calls, receiving calls, texting, recording, taking pictures, and/or Internet use, will be subject to the following discipline:
Consequences: 


Indirect Usage:

1st Offense:  


Class I Sanctions

Subsequent offenses: 
Class II Sanctions, including taking up the phone and requiring a parent to pick up the phone. 

Direct Usage:

1st and 2nd Offense: 
Class II Sanctions including taking up the phone and requiring a parent to pick up the phone and meet with the director. 

In addition to the above policy, students caught using a cell phone for academic dishonesty, inappropriate language, harassment, civil disobedience or taking unauthorized pictures or video will automatically be subject to one or more of the following:  out-of-school suspension, referral to local law enforcement agency, referral to DHR, or meet with the Dean.
7.23      CELL PHONE/DIGITAL DEVICE IN A TESTING SETTING BY STUDENTS (State 
             Department of Education Policy)
 The possession of digital devices (including, but not limited to cell phones, MP3 players, cameras, mobile entertainment, social connections, navigation devices, or other telecommunication devices) is strictly prohibited in the testing setting. School Personnel will collect such devices before students can enter the testing room. 

If a device is in the possession of a student in the testing setting, testing for the student will cease, the device will be confiscated, the student will be dismissed from testing, and the student’s test will be invalidated. Additional disciplinary action may also be taken by the local school. 

7.24     CELLPHONE/DIGITAL DEVICE IN A TESTING SETTING BY SCHOOL   

            PERSONNEL (State Department of Education Policy)
School Personnel involved in administration of state testing may not use digital devices (including, but not limited to telephones, cell phones, MP3 players, cameras, mobile entertainment, social connections, navigation devices, or other telecommunication devices) during test administration. 
Violations may result in disciplinary action/certification revocation.  Additional disciplinary action may be taken by the School Board. 
7.25     SEARCH AND SEIZURE

Desks, although loaned to the student for the student’s convenience, are school property.  The director, or designee shall inspect desks belonging to this school for reasonable causes, i.e., if it is believed that prohibited articles are kept therein.  The school respects the civil rights of each person in the school and will uphold these rights.  At the same time, the school property is not to be regarded as a sanctuary from enforcement of the law.  Thus, the school is charged with maintenance of such property items and authorizes inspection for any maintenance-related reasons.  A witness from the professional staff shall be present during the inspection and search of said property.

7.26     STUDENT SEARCH

The director has the right and duty to conduct a reasonable search of a person and\or personal property, when the administrator has received information that the student may have on his\her person any thing that is not allowed on school grounds such as drugs or weapons or an item that does not belong to the student.  Any search of a student’s person shall be done privately the director.  At least one witness who is a certified professional shall be present throughout the search.  A record of the search shall be made.

7.27    INTERVIEW OF STUDENTS BY LAW ENFORCEMENT OR OTHER STATE OR 
           COUNTY AGENCY
1. A student enrolled in Kilby Laboratory School may be interrogated or interviewed by a law enforcement official in the presence of the director, and every reasonable effort shall be made to have a parent or guardian present.

2. All interrogations, interviews shall be conducted in private.

3. Department of Human Resources’ investigators may talk to students in the director’s office without the presence of a school official.

4. No parent will be allowed to interrogate or interview someone else’s child involved in a school matter on school property.

7.28   STUDENTS LEAVING SCHOOL GROUNDS    
          Once students are on a school campus they are under the authority of school officials and must obey all school rules and procedures. Students may be permitted to leave the school grounds provided parental/ guardian permission is presented to and approved by the school director.  Any student violating this policy shall be subject to disciplinary action. 
7.29    TRESPASSING

A suspended or expelled student will not be eligible to be present on school property, to attend on-campus or off-campus activities, or to participate in any school-sponsored activities. Students or adults considered to be trespassing are subject to disciplinary action or arrest.

7.30     POSITIVE BEHAVIORAL INTERVENTIONS AND SUPPORTS (PBIS)

Our school participates in the Positive Behavioral Interventions and  Supports program.  Through this program we strive to promote positive behavior by stressing four basic principles; A. Be Respectful, B. Be Responsible, C. Be Resourceful, and D. Be of Good Character.  Research has shown that when these four principles are viewed as important, both at home and at school, the student has a greater chance of academic success.  

7.31     CODE OF CONDUCT (SCHOOL CONDUCT INTERVENTION PROGRAM)

Students are subject to the rules during the school day, while attending any school-related event or activity, while being transported to and from a school-related activity by the Board or a Board representative, and at any time students are present on school properties.  No student shall have the right to interfere with the education process of other students.  There can be no effective teaching in the classroom without proper discipline.  Good discipline is the hallmark of an efficiently operated school.  The public expects it, the parents/guardians want it, and the students are entitled to it.  Students can have freedom and still be well-disciplined.

State law requires school boards to adopt and furnish to personnel, students and parents/guardians a code of student conduct.  A copy of the School Conduct Intervention Program follows:
SAFE SCHOOLS HOTLINE – 1-888-SAV-KIDS 

SCHOOL CONDUCT INTERVENTION PROGRAM

PARENTAL NOTIFICATION

Dear Parents/Guardians:


During the special legislative session of 1994, the Alabama Legislature amended Act 93-672 as codified in Alabama Code 16-28-12.  This legislation has important implications for parents, mainly to provide a safe, secure school environment for your children.  This letter is to inform you of the statutory requirements of Alabama Code 16-28-12 and the procedures to be followed.


Parental responsibilities in Alabama Code 16-28-12 are as follows:

· To enroll children between the ages of  6 and 17 in school (public school,

      private school, church school, or be instructed by a private tutor).

· To require any child enrolled to regularly attend school or to be regularly instructed by a tutor.

· To compel the child to properly conduct himself or herself as a pupil.

Parents should be aware that:

· Inappropriate student conduct or behavior may result in suspension from school.
· The code of conduct and related behavior and discipline policies that define proper conduct.
· Out-of-school suspensions shall be reported to the Dean.
· Parents, guardians, or other persons having control or custody of the student are subject to prosecution of violations of this law.
· The Early Warning Truancy Prevention Program and the School Conduct Intervention Program shall be followed to implement this legislation (copy attached).  Read these procedures carefully.

In an effort to assure that parents are informed of their school-related responsibilities, the State Board of Education has mandated that you receive notification which addresses civil liabilities and criminal penalties for violence or other misbehavior by students on school property or against school employees.  This information is provided to advise you of these school-related civil liabilities and criminal penalties.  You are encouraged to read this document carefully and retain it for future reference.


Although most students are regular in attendance and conduct themselves properly, we have a responsibility to make every effort to protect all children.  Therefore, we are taking this opportunity to 
notify all parents of the requirements of this legislation and the procedures to be followed in the event violations occur.  You are encouraged to read the enclosed documents carefully.  Please sign the acknowledgment statement (copy enclosed) to document your receipt of this information and return it to school.



Attachments:  
Parental Notification of the Early Warning Truancy Prevention Program and School  Conduct Intervention Program



It’s the Law!



Code of Student Conduct - Violations/Sanctions



Acknowledgment Statement

PARENTAL NOTIFICATION
EARLY WARNING TRUANCY PREVENTION PROGRAM

I.  ATTENDANCE

The Alabama Compulsory School Attendance law (Section 16-28-3) requires children between the ages of 7-17 to enroll and attend school.  Additionally, Section 16-28-12 of the Code of Alabama, as amended May 17, 1993, requires that any parent/guardian who enrolls a student in school be responsible for the child’s regular attendance and proper conduct.  Parents and/or guardians must provide to the child’s teacher an explanation of each absence within three days after the child returns to school.  If the parent or guardian fails to provide this information to the teacher, each child’s absence will be recorded as unexcused or truant.  Except in emergency situations, out-of- town trips must have the director’s approval prior to taking the trip, if absence is to be coded excused.

Please be advised of the attendance requirements as set forth in the Early Warning Truancy Prevention Program.  The program was recommended by the State Department of Education and the Administrative Office of the Courts and has been approved the Juvenile Court.  Pursuant to Section 16-28-12 of the Code of Alabama, all students, grades K-6, are subject to the provisions of this program.

1.  FIRST TRUANCY/UNEXCUSED ABSENCE (WARNING)

      a.  Parent/guardian shall be notified by the school director or his/her designee 

                       that the student was truant and the date of the truancy.

      b.  Parent/guardian shall also be provided with a copy of Alabama’s 

           compulsory school attendance laws and advised of the penalties that can 

                       be applied and the procedures that shall be followed in the event that other 

                       unexcused absences occur.

2. NO EARLIER THAN THE FIFTH UNEXCUSED ABSENCE (CONFERENCE)

a. The parent, guardian, or person having control of the child shall (1) attend   

a conference with the attendance officer and director or his/her designee 

b. and/or (2) participate in the early warning program provided by the 

juvenile court.

c. Attendance at one of these conferences shall be mandatory except where 

prior arrangements have been made or an emergency exists.

d. Failure to appear at the school conference and/or to appear at the early   

warning program shall result in the filing of a complaint/petition against 
the parent under Code of Alabama (1975), §16-28-12(c) (failure to 

cooperate), or a truancy against the child, whichever is appropriate.

3. NO EARLIER THAN SEVENTH UNEXCUSED ABSENCE, BUT WITHIN TEN (10) SCHOOL DAYS (COURT)

File complaint/petition against the child and/or parent/guardian, if appropriate.
4. CHILD UNDER PROBATION

a.  The school attendance officer should be notified by the juvenile 

     probation officer of all children in the school system under probation 

     supervision by the juvenile court as consistent with state statute, Code of 

     Alabama (1975), §12-15-100 and 105.

SCHOOL CONDUCT INTERVENTION PROGRAM

II.  CONDUCT

The following procedures shall be followed for out-of-school suspensions:

FIRST SUSPENSION:

· The parent, guardian, or person having control or custody of the child shall be notified in writing of the suspension.
· The Superintendent of Education shall be notified of the suspension.
· The District Attorney shall be notified of the suspension.
· The parent, guardian, or person having control or custody of the child may be required to attend a school conference.
· The parent, guardian, or person having control or custody of the child shall be warned of possible court action.
· Charges may be filed against the parent, guardian or person having control or custody of the child.
       SECOND SUSPENSION:

· The parent, guardian, or person having control or custody of the child shall be notified in writing of the suspension.
· The parent, guardian, or person having control or custody of the child shall attend a school conference.
· The Superintendent of Education shall be notified of the suspension.
· The District Attorney shall be notified of the suspension.
· The parent, guardian, or person having control or custody of the child shall be warned of possible court action.
· Charges may be filed against the parent, guardian or person having control or custody of the child.
     THIRD SUSPENSION:

· The parent, guardian, or person having control or custody of the child shall be notified in writing of the suspension.
· The child and the parent, guardian, or person having control or custody of the child shall attend the School Conduct Intervention Program provided by the Juvenile Court.  This program is designed to assist parents by informing them of the provisions of the law and identifying resources.

· The Superintendent of Education shall be notified of the suspension.

· The District Attorney shall be notified of the suspension.

· Charges may be filed against the parent, guardian, or person having control or custody of the child.

      FOURTH SUSPENSION:

· The parent, guardian, or person having control or custody of the child shall be notified in writing of the suspension.

· The Superintendent of Education shall be notified of the suspension.

· The District Attorney shall be notified of the suspension and provided information relative to this and previous suspensions.

· If warranted, charges will be filed.

Generally, the fourth suspension shall result in charges being brought against the parent, guardian, or other person having control or custody of the child.  Special situations may result in legal proceedings being instituted prior to the fourth suspension.

IT’S THE LAW!

Parental Notification of Civil Liabilities and Criminal Penalties

The following laws relate to civil liabilities and criminal penalties for violence or other misbehavior by students on school property or against school employees. A synopsis of each ACT is printed below.  The ACTS are available in the director’s office and may be reviewed by parents/guardians and/or students upon request.


ACTS:

ACT 94-782 - ATTENDANCE AND CONDUCT

Each parent/guardian having control or custody of a child required to attend school who fails to require the child to regularly attend school and compel the child to properly conduct himself/herself as a pupil in accordance with the written policy on school behavior shall be guilty of a misdemeanor (may be fined up to $100 and may be sentenced to hard labor for up to 90 days).

ACT 94-783 - CIVIL LIABILITY/DRUG DEALING

Provides that a person who unlawfully sells, furnishes, or gives a controlled substance as defined in Section 20-2-2, Code of Alabama - 1975, to a minor may be liable for injury or damage or both suffered by a third person caused by or resulting from the use of the controlled substance by the minor.

ACT 94-784 - ESTABLISHMENT OF SCHOOL DISCIPLINE PLANS 

INCLUDING:

DRUGS/ALCOHOL/WEAPONS AND ASSAULT

Provides for automatic suspension of students violating drug, alcohol, weapons, and assault policies - students will be readmitted based on local Board approval.  The director is required to notify appropriate law enforcement officials when any person violates the policies concerning drugs, alcohol, weapons, or assaults.

ACT 94-794 - ASSAULT ON TEACHERS OR OTHER EMPLOYEES

Changes assault on education employees from a Class A misdemeanor to a Class C felony.

ACT 94-817 - WEAPONS IN SCHOOLS

Forbids the possession of a deadly weapon on public school premises and makes violations a Class C felony if the violator has intent to do bodily harm.

ACT 94-819 - LIABILITY FOR VANDALISM

Increases from $500 to $1000 the Liability Limitations of parents/guardians for students who willfully damage school property. 

ACT 94-820 - DROPOUT/POSSESSION OF PISTOL/DRIVER’S LICENSE

The Department of Public Safety shall deny a driver’s license or learner’s permit to any person under 19 who has not received a diploma or certificate of graduation.  Exceptions are those students who are enrolled in a GED or a secondary school, participating in a job-training program, gainfully employed, a parent of a minor or unborn child, and the sole source of transportation for a parent(s)/guardian(s).  Denies or suspends a driver’s license for 180 days to persons over 14 convicted for a crime involving a pistol on school premises or school transportation.
CLASSIFICATION OF VIOLATIONS AND SANCTIONS
CODE OF STUDENT CONDUCT

The policies and procedures form the Code of Student Conduct and are based on the following responsibilities, rights, violations, and sanctions.

Student Responsibilities Are:

To abide by laws and individual school rules and policies regarding attendance.

To be punctual and regular in attendance.

To promptly request and complete make-up assignments for excused absences or tardies.

Student Rights Are:

To be informed of the individual school rules and policies regarding school attendance, including

policies, and rules regarding absences, tardies, truancies and related programs, checkouts, make–up work and school-sponsored activities.

To be provided with make-up assignments for excused absences or tardies.

RESPECT FOR PERSON, PRIVACY, AND PROPERTY

Student Responsibilities Are:

To abide by laws and individual school rules and policies regarding respect for person, privacy, and property.

To respect the recognized privacy rights of others.

To attend school and related activities without bringing items prohibited by law or which detract from the educational process.

To respect the property rights of those at school and the general public.

Student Rights Are:

To be informed of laws and individual school rules and policies regarding respect for person, privacy, and property.

To retain privacy of personal possessions on his/her person, in lockers, or in vehicles,

unless school personnel have reasonable suspicion to believe the student possesses any

item which is prohibited by law.
KNOWLEDGE AND OBSERVATION OF RULES OF CONDUCT

Student Responsibilities Are:

To abide by laws and individual school rules and policies regarding rules of conduct.

To document receipt of the code of student conduct with his/her signature.

Student Rights Are:

To be informed of laws and individual school rules and policies regarding rules of conduct.

THE RIGHT TO LEARN

Student Responsibilities Are:

To abide by laws and individual school rules and policies regarding the right to learn.

To take advantage of appropriate opportunities provided for learning.

To avoid hindering the teaching process.

To seek assistance, if needed, to aid learning.

To obey rules regarding attendance, conduct, free speech, student publications, assembly, 

privacy, and participation in school programs and activities.

Student Rights Are:
To be informed of laws and  individual school rules and policies regarding the right to learn.

To be provided a safe school environment free of illegal drugs, alcohol, or weapons.

To be provided appropriate instructors, instructions, materials, and equipment to take

advantage of the opportunity to learn.

To be provided with the opportunity to express concerns regarding the operation of the

school.


FREE SPEECH

Student Responsibilities Are:

To abide by laws and individual school rules and policies regarding free speech.

To be courteous of the views of others.

Student Rights Are:

To be informed of laws and individual school rules and policies regarding free speech.

To express disagreement in a constructive manner, taking into account the rights of 

others, consistent with the established education process.

STUDENT PUBLICATIONS

Student Responsibilities Are:

To abide by laws and individual school rules and policies regarding student publications.

To communicate in a respectful manner consistent with good education practices.

To seek accurate and complete information on the topics approved for publication.

To observe the accepted rules for responsible journalism under the guidance of faculty

members.

Student Rights Are:

To be informed individual school rules and policies regarding student publications.

To participate, as part of the educational process, in the development and/or distribution

of student or school publications consistent with that educational process.

ASSEMBLY

Student Responsibilities Are:

To abide by laws and individual rules and policies in regard to assembly.

To participate in a lawful manner for a lawful purpose with prior approval by local

school officials.

PARTICIPATION IN SCHOOL PROGRAMS AND ACTIVITIES

Student Responsibilities Are:

To abide by laws and individual school rules and policies regarding school programs and activities.

To develop or participate in student programs and activities consistent with local Board

of Education and individual school policies.

To seek office in any student organization.

CLASSIFICATION OF VIOLATIONS AND SANCTIONS

It is fundamental that an orderly school have clearly defined behaviors to which students must conform.  Non-conformity to these behaviors becomes violations of the code of student conduct.  Violations are grouped into three classes (Class I, Class II, Class III) which range from the least to the most serious.  Appropriate school personnel shall investigate, verify, and take the necessary action to resolve student misconduct.  After determining a violation and the classification of the violation, the director or designee should implement the appropriate sanction.  Violations apply to student conduct on a school campus, at school-related events, or while being transported to or from school or school-related events.

Below is a listing of each class of violations and possible sanctions.  As the violations increase in seriousness, the severity of the possible sanctions increases.  Director and/or his/her designee will define the conduct necessary to establish a violation.  Definitions of violations should be based on the Code of Alabama 13A (Criminal Code), 28-3-1 (Alcoholic Beverages), and 20-2-2 (Controlled Substances) (1975). 

Class I Violations

1.01
Distraction of other students

1.02
Intimidation of a student

1.03
Unauthorized organizations

1.04
Tardiness

1.05
Non-direct use of profane language or obscene manifestation (See 2.08)
1.06
Non-conformity to dress code

1.07
Disruption on a school bus
1.08
Inappropriate public display of affection

1.09
Unauthorized absence from class or school for part of a day

1.10
Refusal to complete class assignments

1.11      Failure to follow appropriate directives from a school employee
1.12
Unauthorized use of school or personal property
1.13
Littering of school property
1.14
Any other violation which the director may deem reasonable to fall within
this category after investigation and consideration of extenuating circumstances.

Class I Sanctions

1.
Conference with the student 
2.
Verbal reprimand


3.
Withdrawal of privilege(s)

4.
Parent/Guardian conference(s)

5.
Temporary removal from class

6.
Detention

Class II Violations

2.01
Refusal to follow appropriate directive from a school employee

2.02
Vandalism/property damage

2.03
Theft of property

2.04
Gambling

2.05
Possession of stolen property with the knowledge that it is stolen
2.06
Threats/extortion
2.07
Trespassing
2.08
Direct use of profane language or obscene manifestation (verbal, written,


gesture directed toward another person) (See 1.05)

2.09
Repeated direct or non-direct use of profane language or obscene manifestations
2.10
Unauthorized absence from school for a day or more
2.11
Written or verbal proposition to engage in sexual acts
2.12       Touching of another person

2.13       Possession of and/or use of matches or lighters

2.14       Possession of and/or use of electronic pager or unauthorized communications 


 device

2.15       Dishonesty and cheating

2.16       Providing false information to a school employee

2.17       Any other violation which the director may deem reasonable to fall within this

 category after investigation and consideration of extenuating circumstances

Class II Sanctions

1.        Temporary removal from class

2.        Detention
3.        Alternative education program
4.        Out-of-school suspension

5.        Referral to outside agency

6.        Expulsion
Class III Violations

3.01
Arson

3.02
Robbery

3.03
Theft of Property 
3.04
Burglary of school property

3.05
Criminal mischief

3.06
Bomb threat

3.07
Sexual offense

3.08
Fighting

3.09
Inciting of participating in major student disorder
3.10      Unjustified activation of fire alarm system or fire extinguisher

3.11      Assault on another person (student, teacher, staff member, visitor, etc.)
3.12      Possession of a weapon
3.13      Preparing, possession, and/or igniting explosive device
3.14      Possession, sale, and/or use of a tobacco product
3.15      Unlawful sale, purchase, furnishing or giving, or possession of illegal drug or    
            drug paraphernalia or alcoholic beverage

3.16     Accessing or changing information in school computers to endanger or cause 


harm to another individual

3.17     Any other offense which the director may deem reasonable to fall within this

           category after investigation and consideration of extenuating circumstances

3.18     Crimes as defined under the laws of the city, state of Alabama, or United States

Class III Sanctions

1.       Out-of-school suspension

2.       Alternative education program
3.       Referral to outside agency, including the criminal justice system
4.       Expulsion
5.       Restitution of property and damages where appropriate
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