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GENERAL SCHOOL INFORMATION

This handbook is a summary of the school’s rules and expectations, and is not a comprehensive statement of school procedures.  The Board of Education does not intend to limit its ability nor the ability of its administrators or faculty to respond to situations which are not specifically addressed herein.  The Board’s comprehensive policy manual is available for public inspection through the District’s website www.steeleville138.org or at the Unit District School office, located at: 

Steeleville Unit District Office

609 South Sparta Street

Steeleville, IL  62288

The School Board governs the school district and is elected by the community.  Current School Board members are:

Mr. Bruce Guebert, President 

Mr. Richard Tretter, Vice-President

Mr. Harry Rahlfs, Secretary

Mr. Tony Esker, Member

Mr. Barry Guebert, Member

Mr. John Hostert, Member

Mr. Brian Smith, Member
The School Board has hired the following administrative staff to operate the school:

Stephanie Mulholland, Elementary Principal & Superintendent - smulholl@steeleville138.org
Matt Todd, Athletic Director – mtodd@steeleville138.org
CHAIN OF COMMAND

This handbook is to be used as a guide.  Not every situation can be covered.  Differences will occur and will be handled on an individual basis.  However, please follow the chain of command by first talking to the teacher before talking to the administration and/or member of the Board of Education. 

1st Contact for resolution – Teacher

2nd Contact if problem is not resolved – Principal – Miss Stephanie Mulholland
3rd Contact if problem is not resolved – Superintendent – Miss Stephanie Mulholland

If the Superintendent is unable to resolve the issue you may request to be put on the next Board of Education Agenda.
 ADMINISTRATION

Superintendent & Elementary Principal – Miss Stephanie Mulholland (smulholl@steeleville138.org) 
Elementary School Athletic Director – Mr. Matt Todd

(mtodd@steeleville138.org)

ELEMENTARY SCHOOL FACULTY 

	Teacher
	Position
	E-mail 

	Tiffany Park
	Kindergarten
	tfritsche@steeleville138.org

	Melissa Willis
	1st Grade
	mwillis@steeleville138.org 

	Jamie Petrowske
	1st Grade
	jpetrowske@steeleville138.org

	Carol Mayer
	2nd Grade
	cmayer@steeleville138.org

	Kristin Wedemeyer
	2nd Grade
	kwedemey@steeleville138.org

	Katrina Niemeyer
	3rd Grade
	kniemeyer@steeleville138.org 

	Julie Sutton
	3rd Grade
	jcsutton@steeleville138.org 

	Shannon Wildermuth
	4th Grade
	sgriz@steeleville138.org

	Lucas Quast
	Jr. High Science
	lquast@steeleville138.org 

	Sheila Grafton
	Jr. High Math
	sgrafton@steeleville138.org

	Stephanie Rubach
	Jr. High Language Arts
	srubach@steeleville138.org

	Cheryl Kuhlman
	Jr. High Language Arts
	kuhlmanc@steeleville138.org 

	Jim Heinzmann
	Jr. High Soc. Studies
	jheinzmn@steeleville138.org

	Shawn Liefer
	Title I
	sliefer@steeleville138.org

	Matthew Todd
	K-8 Physical Education
	mtodd@steeleville138.org 

	Rebecca Swope
	K-8 Music
	bswope@steeleville138.org 

	Christine Fifer
	6-8 Art
	cfifer@steeleville138.org 

	Andrea Reiss
	Special Education
	abauer@steeleville138.org

	Tessa Menefee
	Special Education
	tmenefee@steeleville138.org

	Mike Richie
	Speech
	mrichie@steeleville138.org

	Valerie Bohnert
	Media
	vbohnert@steeleville138.org


SUPPORT STAFF


Deb Uchtman, Secretary


    Nancy Hamilton, Cook

Gayla Bradley, Teachers’ Aide

    Therashia Ernsting, Cook
Amy Asher, Teachers’ Aide    
                Nancy Stowers, Nighttime Custodian

Bart Tuetkin, Daytime Custodian

    Carol Hartmann, Nighttime Custodian
GENERAL INFORMATION
STUDENT ADMISSIONS POLICY
Students entering kindergarten must attain the age of five years before September 1, 2010.  Parents and guardians are encouraged to consider their child's maturity and readiness more than age when deciding the year of entry into school.  Remember that children are not required to enter school until they are seven.  Students determined to have special needs are considered for admission into special programs at the age of three.
EQUAL OPPORTUNITY AND SEX EQUITY
Equal educational and extracurricular opportunities are available to all students without regard to race, color, nationality, sex, sexual orientation, gender identity, ancestry, age, religious beliefs, physical or mental disability, status as homeless, or actual or potential marital or parental status, including pregnancy.

No student shall, based on sex or sexual orientation, be denied equal access to programs, activities, services, or benefits or be limited in the exercise of any right, privilege, advantage, or denied equal access to educational and extracurricular programs and activities.

Any student or parent/guardian with a sex equity or equal opportunity concern should contact:  Stephanie Mulholland, Elementary School Principal.

ACCOMMODATING INDIVIDUALS WITH DISABILITIES
Individuals with disabilities will be provided an opportunity to participate in all school-sponsored services, programs, or activities. Individuals with disabilities should notify the superintendent or building principal if they have a disability that will require special assistance or services and, if so, what services are required.  This notification should occur as far in advance as possible of the school-sponsored function, program, or meeting. 

EDUCATION OF CHILDREN WITH DISABILITIES

It is the intent of the district to ensure that students who are disabled within the definition of Section 504 of the Rehabilitation Act of 1973 or the Individuals with Disabilities Education Act are identified, evaluated and provided with appropriate educational services.  

The School provides a free appropriate public education in the least restrictive environment and necessary related services to all children with disabilities enrolled in the school. The term “children with disabilities” means children between ages 3 and the day before their 22nd birthday for whom it is determined that special education services are needed.  It is the intent of the school to ensure that students with disabilities are identified, evaluated, and provided with appropriate educational services.

DISCIPLINE OF STUDENTS WITH DISABILITIES
The school will comply with the Individuals with Disabilities Education Act (IDEA) when disciplining students. Behavioral interventions will be used with students with disabilities to promote and strengthen desirable behaviors and reduce identified inappropriate behaviors. No special education student shall be expelled if the student’s particular act of gross disobedience or misconduct is a manifestation of his or her disability as determined through a manifestation hearing. Any special education student whose gross disobedience or misconduct is not a manifestation of his or her disability may be expelled pursuant to the expulsion procedures.

FINES, FEES AND CHARGES; WAIVER OF STUDENT FEES
The school establishes fees and charges to fund certain school activities.  Some students may be unable to pay these fees.  Students will not be denied educational services or academic credit due to the inability of their parent or guardian to pay fees or certain charges. Students whose parent or guardian is unable to afford student fees may receive a fee waiver.  A fee waiver does not exempt a student from charges for lost and damaged books, locks, materials, supplies, and/or equipment.

Applications for fee waivers may be submitted by a parent or guardian of a student who has been assessed a fee.  As student is eligible for a fee waiver if at least one of the following prerequisites is met:

1. The student currently lives in a household that meets the free lunch or breakfast eligibility guidelines established by the federal government pursuant to the National School Lunch Act; or

2. The student or the student’s family is currently receiving aid under Article IV of the Illinois Public Aid Code (Aid to Families of Dependent Children).

The Superintendent will give additional consideration where one or more of the following factors are present:

· An illness in the family;

· Unusual expenses such as fire, flood, storm damage, etc.;

· Seasonal employment;

· Emergency situations; or

· When one or more of the parents/guardians are involved in a work stoppage.

REQUIREMENTS FOR PROMOTION
Primary Grades - Kindergarten, First and Second

Kindergarten promotion or retention is based on a determination of academic, social, and emotional maturity as it relates to academic readiness required to succeed in first grade.  First or second grade students receiving quarter grades that average F in reading and mathematics will not be promoted to the next higher grade.

Intermediate Grades – Third and Fourth

Intermediate students receiving quarter grades that average F in two or more major subjects or the equivalent will not be promoted.  Major subjects are reading, mathematics, language and spelling. Two minor subjects are equal to one major subject.  Minor subjects are art, P.E., music, science, and social studies.

Junior High Grades – Fifth, Sixth, Seventh and Eighth

Junior high students receiving quarter grades that average F in two or more of the following subjects or the equivalent will not be promoted to the next grade.  Major subjects are literature, English, mathematics, science and social studies.  Two minor subjects are equal to one major subject.  Minor subjects are P. E., music and art.

EVALUATION OF STUDENTS

An official grade report will be issued to parents four times each year.  In addition, "Deficiency Reports" will be mailed to parents of students who are not currently achieving at expected levels or are currently earning a grade of D or lower as deemed necessary throughout the quarter.  Incomplete grades must be completed within a reasonable time or the grade will be an F.  Teachers are to make sure students finish work necessary to replace incomplete grades.  The following grading system is used:

	Letter Grade
	%Grade
	Point Range
	Grade Point

	A
	94-100
	3.6 – 4.0
	4 points

	B
	87 – 93
	2.6 – 3.5
	3 points

	C
	77 – 86
	1.6 – 2.5
	2 points

	D
	70 – 76
	0.6 – 1.5
	1 points

	F
	0 – 69
	0.0 – 0.5
	0 point

	
	
	
	


+’s and -’s will not be recorded for grading periods
HONOR ROLL

A nine weeks, or quarter honor roll, is made up of those students whose report card grades for that period average:



High Honor
-
3.75 to 4.0




Honor

-
3.25 to 3.74

Physical education, band, and art classes are not used in figuring the honor roll.  Students that have maintained a 3.75 G.P.A. over 4 quarters will receive an academic letter.  

RETENTION IN GRADE

Students who have been retained in a grade may change that status by successfully completing a summer school program approved by the Elementary principal.  Prior to beginning a summer school program, students will be required to complete testing to determine placement and then will be required to complete course content. At the discretion of the administrator, students who fail two or three major subjects may be eligible for promotion through summer school.  Students who fail four or more major subjects are not eligible for promotion through summer school.

THE SCHOOL AND STUDENT – START OF THE SCHOOL YEAR
REGISTRATION

By tending to matters of registration in advance of the first day of school, students are able to begin the school year more efficiently.  At the time of registration, book rentals and student fees are paid and students receive their class assignments, school handbook, athletic code, and any other information deemed necessary.  Students will also receive school issued textbooks.  

TEXTBOOK RENTAL AND STUDENT FEES

Books or other materials are provided in part through a user fee system.  These charges are due and payable at registration. Students are responsible for their books regardless of circumstances.  Existing damage or excessive wear will be mutually agreed upon by the student and the teacher at the time the book is issued.  The teacher will document these conditions on forms provided by the school office.  When school closes or when students are no longer enrolled in the Elementary School, they must return their books and materials in a reasonably similar condition.  

Fee refunds will be given during the first semester equal to one half the rental fee, but during the second semester no refunds will be given.  Some classes and activities may have additional costs during the school year.  

The student must pay for lost, damaged or destroyed books and materials as follows:

Lost during the first year of use
-
100% of replacement cost


Lost during the second year of use
-
90% of replacement cost


Lost during the third year of use
-
80% of replacement cost


Lost during the fourth year or more of use - 
70% of replacement cost 

SCHOOL BREAKFAST AND LUNCH PROGRAM
Breakfast is served every school day from 7:45 a.m. to 8:10 a.m.  Lunch is served every school day from 11:00 a.m. to 12:30 p.m., except when there is an 11:30 a.m. or earlier dismissal.  

A student may purchase breakfast for $1.50.  

A student may bring a sack lunch from home or may purchase a school lunch for $1.90 (grades K-4), or $2.05 (grades 5-8).  Lunch envelopes will be sent home weekly with the amount due for meal charges incurred during the week.
Free or reduced price meals are available for qualifying students.  For an application, contact the building principal or secretary.
SCHOOL LOCKERS

Each student is issued a locker on the first day of the school year.  This locker will be used for the storage of material which is applicable to classroom work.  The school will hold students responsible for all materials issued to them.  The school is not responsible for items missing from lockers.  Students should not put their belongings in anyone else’s locker.  Locker inspections are held from time to time and students are responsible for unauthorized items which are discovered in lockers assigned to them.  Any school official may conduct searches.  Students are not to write, mark, or in any manner deface a locker.  Fees will be assessed for any damage done to lockers or for lockers that require excessive cleaning by school personnel.  

PHYSICAL EDUCATION LOCKERS AND CLOTHES

Students are also assigned lockers in which to put their clothes and belongings during gym period.  Only items applicable to physical education should be stored in these lockers.  Students in grades 6-8 are assigned lockers in the locker rooms in which to keep their P.E. clothes.  A combination lock is issued to each student to use on the P.E. locker.  Students are discouraged from using their own locks.  When special permission is given to use a personal lock, a key or combination must be given to the P.E. teacher.  Lockers must always be kept locked when the student leaves the locker room.  Lost or damaged locks cost $5.00.  The school is not responsible for any item missing from a locker.  Students in grades 6-8 are required to purchase the appropriate gym uniform (uniforms may be ordered through the office) and are required to change clothes for participation in physical education class.  Failure to bring appropriate clothes may result in a grade deduction.

SAFETY AND SECURITY SEARCHES

School authorities may search lockers, desks, parking lots, and other school property and equipment owned or controlled by the school.  This includes personal effects left in those areas by students.  This search may be done without notice or consent by the students.  The school may seek the assistance of law enforcement authorities, including the use of trained dogs, for the purpose of conducting searches of such areas for illegal drugs, weapons or other illegal or dangerous substances or materials.

STUDENT INSURANCE

In order to provide some protection for students, the district has made arrangements with a reputable agency to offer a student accident insurance plan for school time coverage.  For further details about contacting the insurance provider contact the Elementary School secretary.

Students must report all injuries immediately to the teacher, coach or person in charge. The person in charge must then fill out an accident report, which will be kept on file in the office.  
PHYSICAL EXAMINATIONS 

A physical examination must be completed and signed by a licensed health care provider for all kindergarten students, all sixth grade students, and all other all students entering the Elementary School for the first time.
IMMUNIZATIONS
All students must have the necessary immunizations by September 1 of each school year.  Failure to comply with the above requirement may result in the student’s exclusion from school until the required health forms are presented to the school, subject to certain exceptions.  Records of these immunizations properly signed by a health care provider must be placed on file when a student enters this school.  Students entering fifth grade (effective school year 1997-98) must show evidence of the three doses of the Hepatitis B vaccine. Additional information is available by contacting the Randolph-Monroe Bi-County Health Department (826-5007).  New students who register mid-term shall have 30 days following registration to comply with the physical examination and immunization regulations.
HEAD LICE

The school will observe recommendations of the Illinois Department of Public Health regarding head lice.

1.
Parents are required to notify the school if they suspect their child has head lice. 

2.
Infested students will be sent home following notification of the parent or guardian.

3.
The school will provide instructions to parent or guardian regarding appropriate treatment for the infestation.

4.
A student excluded because of head lice will be permitted to return to school only when the parent or guardian brings the student to school to be checked by school personnel and the child is determined to be free of the head lice and eggs (nits).  Infested children are prohibited from riding the bus to school to be checked for head lice.

STUDENT RECORDS

Student records are classified as permanent and temporary records.  Permanent records must be kept 60 years and temporary records may be destroyed after 5 years.

Upon written request to the administrator, who is in charge of the office in which the said records are kept, all records on a student shall be open to that student’s parent(s) or guardian(s).  Either natural parent may request a copy of the student’s records.  Such records shall also be open to the student with the consent of one parent or guardian.  Consent is not required for any student above the age of 14.  

State and Federal law gives parents and eligible students certain rights with respect to their student records.  These rights are:
1.
The right to inspect and copy the student’s education records within 15 school days of the 
day the school receives a request for access. There may be a small charge for copies, not 
to exceed $.35 per page. This fee will be waived for those unable to afford such cost.  
The administrator may insist that appropriately trained professional personnel be present 
to provide assistance necessary to enable the student and/or parent(s) or guardian(s) to 
understand the material in certain records.

2.
The right to request the amendment of the portion of the student’s education record that the parent/guardian or eligible student believes is inaccurate, misleading, irrelevant, or improper.
3.
The right to permit disclosure of personally identifiable information contained in the student’s education records, except in certain circumstances.  Disclosure is permitted without consent in the case of directory information and to school officials with legitimate educational or administrative interests.  Disclosure is also permitted without consent to: any person for research, statistical reporting or planning, provided that no student or parent/guardian can be identified; any person named in a court order; appropriate persons if the knowledge of such information is necessary to protect the health or safety of the student or other persons; juvenile authorities when necessary for the discharge of their official duties who request information before adjudication of the student; and in other cases permitted by law.

4.
The right to complain to the U.S. Department of Education if the school or district fails to comply with the above.  Federal officials can be contacted at:



Family Policy Compliance Office



U.S. Department of Education



400 Maryland Avenue. SW



Washington, D.C. 20202-4605
PERMANENT RECORDS

Permanent record information shall include such things as student’s and parents’ names and addresses, date and place of birth, gender, and academic transcript (including grades, class rank, graduation date, grade level achieved, scores on state academic tests, health record, attendance record, accident reports, and a record of release of permanent record information). It may also consist of honors and awards received and information concerning participation in school-sponsored activities, athletics, or offices held in such school sponsored organizations.
Permanent records are kept for no less than sixty years.  If records are to be destroyed, the notice will be published in the local newspaper no less than two weeks before the destruction date.

TEMPORARY RECORDS
This record may include family background information, intelligence test scores, reports of psychological evaluations, elementary achievement level test results, teacher anecdotal records and disciplinary information.  Also included shall be special education files concerning multi-disciplinary staffing on which placement or non-placement was based and all records or tape recordings related to special education placement hearings and appeals.  Also, there may be any verified reports of information from non-educational persons, agencies, or organizations along with other verified information of clear relevance to the education of the student and a record of release of temporary record information.

Temporary records are kept for no less than five years.  If records are to be destroyed, the notice will be published in the local newspaper no less than two weeks before the destruction date.
DIRECTORY INFORMATION

The school and district routinely disclose “directory” type information without consent.  Directory information is limited to: name, address, gender, grade level, birth date and place, parents’ names and address; academic awards, degrees and honors; information in relation to school-sponsored activities, organizations, and athletics; major field of study; and period of attendance at the school. Any parent/guardian or eligible student (student 18 or older) may prohibit the release of directory information by delivering a written request to the building principal.
STUDENT SUPERVISION AND BUILDING SECURITY

AFTER SCHOOL HOURS

Students should arrive at school between 7:45 a.m. and 8:15 a.m.  Students are not to remain in the building after dismissal unless a club/activity sponsor or coach directly supervises them.  Support personnel (custodians, secretaries, etc.) have the authority to discipline a student and/or ask a student to leave if he/she is unsupervised. 

TRESPASSING ON SCHOOL PROPERTY

Any visitor who comes upon Steeleville Elementary School District #138 property during school hours must check in at the Elementary School office and receive permission to be on campus.  Permission will generally be denied to those people who have no educational basis for being on school property.  Students who have been suspended or expelled are not permitted to return to SHS property or any activity during the term of their suspension/expulsion and may be charged with trespassing if they do.

VISITORS

All visitors, including parents and siblings, are required to enter through the cafeteria door (north side of building) and proceed immediately to the main office. Visitors should identify themselves and inform office personnel of their reason for being at school.  Parents are always welcome and are encouraged to become familiar with the school, their child’s teachers and the administrators.  Parents are requested to make an appointment for such visits for the convenience of everyone.
Visitors must sign in, identifying their name, the date and time of arrival, and the classroom or location they are visiting.  Approved visitors must take a tag identifying themselves as a guest and place the tag to their outer clothing in a clearly visible location.  Visitors are required to proceed immediately to their location in a quiet manner.  All visitors must return to the main office and sign out before leaving the school.

Visitors are expected to abide by all school rules during their time on school property.   A visitor who fails to conduct himself or herself in a manner that is appropriate will be asked to leave and may be subject to criminal penalties for trespass and/or disruptive behavior.

VOLUNTEERS
All school volunteers must complete the “Volunteer Information Form” and be approved by the school principal prior to assisting at the school. Forms are available in the school office. Some teachers utilize parent volunteers in the classroom. The individual teachers make this decision. Teachers who desire parent volunteers will notify parents.  For school-wide volunteer opportunities, please contact the building principal.  

Volunteers are required to check in and out at the main office and receive a visitor badge before going to their destination.

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

SEARCH AND SEIZURE
To maintain order, safety, and security in the schools, school authorities are authorized to conduct reasonable searches of school property and equipment, as well as of students and their personal effects.  “School authorities” includes school liaison police officers.
School Property and Equipment as well as Personal Effects Left There by Students

School authorities may inspect and search school property and equipment owned or controlled by the school (such as, lockers, desks, and parking lots), as well as personal effects left there by a student, without notice to or the consent of the student.  Students have no reasonable expectation of privacy in these places or areas or in their personal effects left there.

The building principal may request the assistance of law enforcement officials to conduct inspections and searches of lockers, desks, parking lots, and other school property and equipment for illegal drugs, weapons, or other illegal or dangerous substances or materials, including searches conducted through the use of specially trained dogs.
Students

School authorities may search a student and/or the student’s personal effects in the student’s possession (such as purses, wallets, knapsacks, book bags, lunch boxes, etc.) when there is a reasonable ground for suspecting that the search will produce evidence the particular student has violated or is violating either the law or the school or district’s student rules and policies.  The search will be conducted in a manner that is reasonably related to its objective of the search and not excessively intrusive in light of the student’s age and sex, and the nature of the infraction.

Seizure of Property

If a search produces evidence that the student has violated or is violating either the law or the school or district’s policies or rules, evidence may be seized and impounded by school authorities, and disciplinary action may be taken.  When appropriate, evidence may be transferred to law enforcement authorities.
SAFETY DRILL PROCEDURES AND CONDUCT
Students are required to be silent and shall comply with the directives of school officials during emergency drills.  There will be a minimum of three (3) evacuation drills, a minimum of one (1) severe weather (shelter-in-place) drill, a minimum of one (1) law enforcement drill, and a minimum of one (1) bus evacuation drill each school year.  There may be other drills at the direction of the administration.  Drills will not be preceded by a warning to the students.

CARE OF SCHOOL PROPERTY

Anyone who breaks or damages any school property is expected to bear the replacement cost.  Students who mark on walls, lockers, and outer building surfaces will face disciplinary action.

CAFETERIA

The school cafeteria is maintained as a vital part of the health program of the school.  To encourage good nutrition, a well-balanced lunch is offered at a reasonable price.  The lunchroom management and your fellow students will appreciate your cooperation in:

· Approaching the lunchroom in an orderly manner

· No cutting in line or “holding” a place in line for someone else

· Depositing all lunch litter in wastebaskets before placing trays in the window

· Leaving the table and floor around your place in a clean condition for others

Students may bring sack lunches and must eat these in the cafeteria at lunch tables.  Students may not have commercially prepared food delivered by anyone without the permission of the Principal.
BIRTHDAYS
Celebrating a birthday is important to each child.  If you would like to send a treat to school in honor of your child’s birthday, please send enough for everyone in his/her class and let the classroom teacher know in advance.
EMERGENCY SCHOOL CLOSINGS 

In cases of bad weather and other local emergencies, please listen to any local radio or television station to be advised of school closings or early dismissals.  School closings for any reason will be announced as soon as possible.  If bad weather or other emergency occurs during the day, please listen to local media stations for possible early dismissal information.  Parents entered into our School Reach Telephone Alert System will also be notified via phone.
For your child’s safety, make certain your child knows ahead of time where to go in case of an early dismissal.
ANIMALS ON SCHOOL PROPERTY

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

THE LIBRARY

The students and faculty of Steeleville Elementary School have access to many periodicals and books, both containing informative and entertaining reading material.  Library rules are as follows: 

1. The librarian, teacher or librarian assistant will sign out materials or renew materials signed out.  Never remove materials from the library without having them checked out properly.

2. All library materials are to be returned on or before the date due.

3. The borrower is responsible for materials signed out to him/her regardless of circumstance.  The borrower will be charged the replacement cost for lost items.

4. Please return all materials used to the proper place before you leave the library.
5. Reference materials must remain in the library unless checked out by a teacher.

6. The library is not a place to visit.  Library privileges will be denied to students who do not use the library properly.

STUDENT CONDUCT AND DISCIPLINE CODE

STUDENT RECOGNITION OF STAFF

Students must acknowledge faculty and adult staff as being in authority at school and address them in an appropriate manner.

DISCIPLINING OF STUDENTS

In all matters relating to the discipline of students, teachers and other certified employees stand in the relation of parents and guardians to the pupils.  This relationship shall extend to all activities connected with the school program, and may be exercised at any time for the safety and supervision of the pupils.  

DETENTION POLICY

After school detentions may be used with students as a corrective disciplinary measure. Parents/guardians will be notified by the school at least 24 hours before the detention is to be served.  The student's family is responsible for the student’s transportation home after serving a detention.  After receiving five detentions during the school year, the student will commence serving probation of five days beginning the day of the incident.  After seven detentions, the students will commence serving probation of ten days.  After ten detentions, the student will commence serving probation of one month and will be subject to an in-school suspension.  Subsequent detentions will result in more severe punishments to the extent that the student may serve a Saturday detention or be expelled. Five or more detentions in one semester may result in student being denied class trip privileges and attendance at or participation in other extra-curricular activities during that semester.

PROBATION POLICY

A student placed on probation will be excluded from all extracurricular school activities for the duration of the probation.  This includes field trips, athletic events, and other school related contests or activities.

SUSPENSION POLICY
Before a suspension is formally issued, an administrator will conduct a hearing with the student providing an opportunity for both sides of the issue to be heard. While suspended, students are barred from all academic and social school interaction.  Suspensions may be served in-school or out-of-school as determined by the building administrator.  The provisions of probation are in effect on the days of the suspension.  Parents will be notified as soon as practical with statement of reasons for suspension and their right to a review.  
RULES AND REGULATIONS

These rules and regulations shall cover student infractions that occur during the school day or at school-sponsored activities at all times whether in school, on buses, at home and away athletic events, on a field trip, or at any place where students are under school supervision or representatives of Steeleville Elementary School.  Furthermore, any student misbehavior or action at or away from school, which has direct and immediate effect either on school discipline or on the general safety and welfare of students and staff, will be subject to disciplinary action.  Student violations shall be classified into three (3) separate categories with disciplinary action determined by the seriousness of the offense.  The categories shall be classified as follows:

CLASSIFICATION #1
Students committing this type of violation may be subject to immediate suspension and/or expulsion.  This type of misconduct is considered the most flagrant and carries the severest penalty.  Infractions of this type of behavior shall include the following:

1. Actions considered to be life threatening.

2. Physical assault upon a district employee.

3. Using, possessing, distributing, purchasing, or selling tobacco materials.

4. Using, possessing, distributing, purchasing, or selling alcoholic beverages.

5. Using, possessing, distributing, purchasing, or selling:

· Any illegal drug, controlled substance, or cannabis (including marijuana and hashish)

· Any anabolic steroid or performance-enhancing substance not administered under a physician’s care and supervision.

· Any prescription drug when not prescribed for the student by a licensed health care provider or when not used in the manner prescribed.

· Any inhalant, regardless of whether it contains an illegal drug or controlled substance: (a) that a student believes is, or represents to be capable of, causing intoxication, hallucination, excitement, or dulling of the brain or nervous system; or (b) about which the student engaged in behavior that would lead a reasonable person to believe that the student intended the inhalant to cause intoxication, hallucination, excitement, or dulling of the brain or nervous system.

· “Look-alike” or counterfeit drugs, including a substance not containing an illegal drug or controlled substance, but one: (a) that a student believes to be, or represents to be, an illegal drug or controlled substance; or (b) about which a student engaged in behavior that would lead a reasonable person to believe that the student expressly or impliedly represented to be an illegal drug or controlled substance.

· Drug paraphernalia, including devices that are or can be used to: (a) ingest, inhale, or inject cannabis or controlled substances into the body; and (b) grow, process, store, or conceal cannabis or controlled substances.



Students who are under the influence of any prohibited substance are not 



permitted to attend school or school functions and are treated as though they have 


the prohibited substance, as applicable, in their possession.

6. Setting off a false fire or disaster alarm.

7. Theft over $300.00.

8. Using, possessing, controlling or transferring a firearm or “look alike,” knife, brass knuckles or other knuckle weapon regardless of its composition, a billy club, or any other object if used or attempted to be used to cause bodily harm.

9. Using a cellular telephone, video recording device, personal digital assistant (PDA), or similar electronic device in any manner that disrupts the educational environment or violates the rights of others.

10. Sending, receiving or possessing sexually explicit or otherwise inappropriate pictures or images, commonly known as “sexting.”

Note:  All Classification #1 violations may be reported to the Steeleville Police Department.

CLASSIFICATION #2

Students committing this type of violation may be subject to immediate suspension and/or expulsion.  Disciplinary action for this type of misconduct may be less severe than that imposed under Classification No. 1.  This type of behavior shall include the following:

1. Fighting or deliberately causing injury to another person.

2. Intentional damage to school property or to the personal property of a district employee.  (Restitution will be required)

3. Gross insubordination.

4. Causing or attempting to cause damage to, stealing, or attempting to steal, school property or another person’s personal property.  Possession of stolen property.

5. Unauthorized use of school computer facilities, equipment, software, and violations of copyright laws and license agreements.  Violations will be referred to appropriate law enforcement agencies.

6. Vandalism.

7. Gross disrespect directed at a district employee.  (This generally includes profanity directed toward a district employee.)

8. Being involved in a gang or engaging in gang-like activities, including displaying gang symbols or paraphernalia.

9. Engaging in any activity, on or off campus, that interferes with, disrupts, or adversely affects the school environment, school operations, or an educational function, including but not limited to, conduct that may reasonably be considered to: (a) be a threat or an attempted intimidation of a staff member; or (b) endanger the health or safety of students, staff, or school property.

CLASSIFICATION #3
Students committing this type of violation may be subject to disciplinary action ranging from a verbal reprimand to expulsion from school.  Continued infractions of this classification will have a cumulative effect in terms of disciplinary action.  The following are examples of types of Classification No. 3 violations:

1. Class and/or school truancy.

2. Excessive tardiness.

3. Use, distribution, or the display of profane, obscene, inflammatory, or intimidating language, symbols, or gestures.  This includes language which may be reasonably viewed as offensive to segments of the student population or which may reasonably be viewed as having the potential to create a disruption of the learning environment.

4. Sexual harassment.

5. Bullying, hazing or any kind of aggressive behavior or encouraging other students to engage in such behavior.

6. Unauthorized use of school property.

7. Posting of signs and other materials without administrative approval.

8. Disrespect to a district employee.  Disobeying rules of student conduct or directives from staff members or school officials.

9. Engaging in academic dishonesty, including cheating, intentionally plagiarizing, wrongfully giving or receiving help during an academic examination, and wrongfully obtaining test copies or scores.

10. Forgery.

11. Gambling.
12. Misconduct on campus, at school-sponsored activities, or as a school bus passenger.

13. Violation of those disciplinary rules and regulations contained in the student handbook, but not specifically addressed in classification 1, 2, and 3.

14. Unauthorized presence on school campus or at school-sponsored activities while on suspension or expulsion.

15. Disregard of electronic equipment policy.

16. Disregard of the ban on wearing of any headgear on school days, between the hours of 7:00am and 3:30 pm in any school building.

17. Students who are out of their assigned area.

18. Possession of a cigarette lighter or matches.

19. Insubordination.

20. Inciting others to fight.

For purposes of these rules(classification 1, 2 & 3), the term “possession” includes having control, custody, or care, currently or in the past, of an object or substance, including situations in which the item is: (a) on the student’s person; (b) contained in another item belonging to, or under the control of, the student, such as in the student’s clothing, backpack, or automobile; (c) in a student’s school locker, desk, or other property; (d) at any location on school property or at a school-sponsored event; or (e) in the case of drugs and alcohol, substances ingested by the person.

The grounds for disciplinary action also apply whenever the student’s conduct is reasonably related to school or school activities, including but not limited to:

1. On, or within sight of, school grounds before, during, or after school hours or at any time;

2. Off school grounds at a school-sponsored activity or event, or any activity or event that bears a reasonable relationship to school;

3. Traveling to or from school or a school activity, function, or event; or

4. Anywhere, if the conduct interferes with, disrupts, or adversely affects the school environment, school operations, or an educational function, including but not limited to, conduct that may reasonably be considered to: (a) be a threat or an attempted intimidation of a staff member; or (b) endanger the health or safety of students, staff, or school property.
CORPORAL PUNISHMENT
Corporal punishment is illegal and will not be used.  Corporal punishment is defined as slapping, paddling, or prolonged maintenance of students in physically painful positions, or intentional infliction of bodily harm.  Corporal punishment does not include reasonable force as needed to maintain safety for students, staff, or other persons, or for the purpose of self-defense or defense of property.

FIREARMS, KNIVES, BRASS KNUCKLES & OTHER OBJECTS USED OR ATTEMPTED TO BE USED TO CAUSE HARM
A student who is determined to have brought one of the following objects to school, any school-sponsored activity or event, or any activity or event that bears a reasonable relationship to school shall be expelled for a period of not less than one year:

(1) A firearm. For the purposes of this Section, “firearm” means any gun, rifle, shotgun, weapon as defined by Section 921 of Title 18 of the Unites States Code, firearm as defined in Section 1.1 of the Firearm Owners Identification Card Act, or firearm as defined in Section 24-1 of the Criminal Code of 1961. The expulsion period may be modified by the superintendent, and the superintendent's determination may be modified by the Board on a case-by-case basis. 

(2) A knife, brass knuckles or other knuckle weapon regardless of its composition, a billy club, or any other object if used or attempted to be used to cause bodily harm, including “look alikes” of any firearm as defined above.  The expulsion requirement may be modified by the superintendent, and the superintendent's determination may be modified by the Board on a case-by-case basis. 

GANG & GANG ACTIVITY
“Gang” is defined as any group, club or organization of two or more persons whose purposes include the commission of illegal acts. No student on or about school property or at any school activity or whenever the student’s conduct is reasonably related to a school activity, shall: (1) wear, possess, use, distribute, display, or sell any clothing, jewelry, paraphernalia or other items which reasonably could be regarded as gang symbols; commit any act or omission, or use either verbal or non-verbal gestures, or handshakes showing membership or affiliation in a gang; or (2) use any speech or commit any act or omission in furtherance of the interest of any gang or gang activity, including, but not limited to, soliciting others for membership in any gangs; (3) request any person to pay protection or otherwise intimidate, harass or threaten any person; (4) commit any other illegal act or other violation of district policies; (5) or incite other students to act with physical violence upon any other person.

ADMINISTRATIVE REGULATIONS FOR STUDENT CONDUCT
Disciplinary action needs to be consistent and appropriate relative to the three (3) different classifications of student violations.  The penalties recommended for each classification of violation shall be considered minimum and in no way implies that more severe action cannot be taken.  (Each disciplinary action will be handled appropriately at the discretion of the administration.)  The following procedures are recommended as a guide in determining the appropriate disciplinary action for each classification of student violation:

ADMINISTRATIVE DISCIPLINARY ACTIONS

Classification #1 Violations


First Offense     – Up to a ten-day external suspension and/or recommendation for 



                 expulsion, depending on the circumstances.


Second Offense – Up to a ten-day external suspension with recommendation for 




     expulsion.
Classification #2 Violations

First Offense     – Up to a two to ten day internal/external suspension and/or 



      recommendation for expulsion, depending on the circumstances.

Second Offense – Up to a five to ten day internal/external suspension and/or 



      recommendation for expulsion, depending on the circumstances.

Third Offense    - Up to a seven to ten day internal/external suspension and/or 



     recommendation for expulsion, depending on the circumstances.

Classification #3 Violations

First Offense
 - Verbal reprimand to five days internal/external suspension.  Repeated   

                            Violations:  One to five days’ internal/external suspensions that could                 

    include recommendations for expulsion.  All external suspensions shall   

    be recorded and treated as unexcused absences by the teacher.
STANDARDS OF CONDUCT

TOBACCO

Students are prohibited from possessing tobacco in any form while under school authority.  In addition to the regular school day, students are prohibited from possessing tobacco products at all extracurricular activities and school-sponsored events.  As with any other behavior which would impact the administration of the school’s educational process, the use of tobacco will not be permitted in areas adjacent to school property before or after school.

In addition to disciplinary consequences assigned, all tobacco products and related items (lighters, matches, etc.) will be confiscated and will not be returned.

* Athletes will also be disciplined under the guidelines of the athletic code.

ALCOHOLIC BEVERAGES

The possession, use, distribution, purchase or sale of any alcoholic beverage is prohibited in school buildings, on school buses, and on all other school property at all times.  This extends to all school-sponsored and related activities as well as field, athletic, and music trips, whether held at home or away, before or after school, evenings, or weekends.  Furthermore, students shall not be permitted to attend or to remain in school while under the influence of prohibited substances or alcohol.

* Athletes will also be disciplined under the guidelines of the athletic code.

DRUGS AND/OR CONTROLLED SUBSTANCES

The illicit use, possession or distribution of drugs or look-alike drugs and drug paraphernalia is not permitted on school buses, in school buildings or on school grounds at any time.  This policy extends to all school sponsored or related activities on or off our school campus.  Students attending school under the influence of such illegal drugs “will be treated in the same manner as though they had drugs in their possession.”  Students found “in possession” of illegal drugs will be suspended from classes.  Their parents will be notified.  Appropriate legal authorities will be asked to assist school authorities in an investigation of the circumstances.  Appropriate penalties will be assessed by the administration including a possible recommendation for the school board to expel the student.

* Athletes will also be disciplined under the guidelines of the athletic code.
FIGHTING

Fighting, violence, and intimidation will be dealt with severely.  Fighting is not acceptable behavior and the consequences may include detentions, probation, suspension, expulsion, or arrest by the civil authorities.

ABUSIVE LANGUAGE AND DISRESPECT

The use of profanity and obscenity or abusive language at any time, while in, or near, school or on a school activity, will not be permitted.  Verbal abuse, disrespect, profanity, or general gross disobedience may result in detentions, removal from class, probation, suspension or even expulsion.

BULLYING, INTIMIDATION AND (SEXUAL) HARRASSMENT
Bullying, intimidation, and (sexual) harassment are not acceptable in any form and will not be tolerated at school or any school-related activity.  The school will protect students against retaliation for reporting incidents of bullying, intimidation, or (sexual) harassment, and will take disciplinary action against any student who participates in such conduct.

No person shall harass, intimidate or bully another based upon a race, color, nationality, sex, sexual orientation, ancestry, age, religion, creed, physical or mental disability, gender identity, order of protection status, status as homeless, or actual or potential marital or parental status, including pregnancy, or other protected group status.  The school and district will not tolerate harassing, intimidating conduct, or bullying whether verbal, physical, or visual, that affects the tangible benefits of education, that unreasonably interferes with a student’s educational performance, or that creates an intimidating, hostile, or offensive educational environment.
Examples of prohibited conduct include name-calling, using derogatory slurs, causing psychological harm, threatening or causing physical harm, or wearing or possessing items depicting or implying hatred or prejudice of one of the characteristics stated above.  Examples of sexual harassment include touching, crude jokes or pictures, discussions of sexual experiences, teasing related to sexual characteristics, and spreading rumors related to a person’s alleged sexual activities.
Students who believe they are victims of bullying, intimidation or harassment or have witnessed such activities are encouraged to discuss the matter with the building administrator.  Students may choose to report to a person of the student’s same sex.  Complaints will be kept confidential to the extent possible given the need to investigate.  Students who make good faith complaints will not be disciplined.
Any student who is determined, after an investigation, to have engaged in bullying, intimidation or harassment will be subject to disciplinary consequences as provided in this handbook, including but not limited to, suspension and expulsion consistent with the school and district’s discipline policy. Parents of students who have engaged in the above behavior will be notified.  Any student making a knowingly false accusation regarding harassment may also be subject to disciplinary consequences.

INITIATION

Initiation of any type is not permitted.  Proper law enforcement officials shall be contacted if school officials become aware of students being initiated or harassed away from school.

a. Making verbal or physical threats to other students on school premises carries a 

    penalty of at least one detention.  Additional offenses will carry more severe   

    penalties.

b. Offenses that seriously threaten or endanger the well being of students will  

    carry the penalty of a five-day suspension for the first offense, a ten-day  

    suspension for the second offense and additional offenses may result in  

    expulsion.  Criminal prosecution may privately occur.

DISRUPTIONS

All students should be attending Steeleville Elementary School for the sole purpose of obtaining the best possible education that is available.  Disruptions will not be tolerated.  When disruptions occur, the educational process is hindered.  Several guidelines to follow are:

1. Individual teachers are to make known their rules and regulations for each  

class or supervised activity.  Students should be aware of and follow each teacher’s set of rules.

2.   Teachers may contact parents at any time a student is causing disruptions.

3.   When a student becomes uncontrollable in the classroom, he/she may be sent  

       to the office.

4.   Penalties will be assessed on an individual basis.

a. Detentions - Detentions may be before school, noon, or after school.   

      Several detentions may lead to referrals, suspensions, or Saturday   

      detentions.


b. Behavior Tracking Form (BTF) sent home.

c. Probation, suspension if behavior continues.

d. Special penalties as deemed necessary by administration.
e.  These penalties do not have to follow this particular order; it depends 
     on each individual situation.

DRESS STANDARD

Students are expected to dress in a manner that assures safety, promotes health, avoids damage to property, avoids disruption of good conduct, and maintains high educational standards. If appropriate clothing is available at school, the student will be required to change into the appropriate clothing.  The school, however, reserves the right to ask students to return home and change clothing if their attire is unsuitable or is worn to create attention which may result in disruption of the educational process.  The following guidelines may be amended at any time at the discretion of the principal.  The following items are inappropriate for all students:

· clothing which shows a bare midriff

· undergarments should not be visible when sitting or standing

· shorts higher than the pinky finger while arms and hands are resting along sides are considered an inappropriate length
· any type of clothing which advertises beer, liquor, tobacco products, unacceptable language or any sort of suggestive material including TV programs

· hats, kerchiefs, or other head coverings are not to be worn by boys or girls  

· handkerchiefs hanging out of pockets, jeans not pulled up properly, or anything that may suggest a gang symbol will not be permitted. Refusal to correct this may result in suspensions or more severe punishment. 

· coats are not to be worn in school during school hours

· pants must be worn around the waist, NOT hips or lower

Students who violate this Dress Code will be required to change their attire immediately.  Students will remain in the office until suitable clothing is received.  Interpretation of the Dress Code will be the responsibility of the Building Administrator(s).  These rules apply to all student activities under the direction of the school.

FOOD AND DRINK

Students should not use soda or candy in the school except in the cafeteria.  Gum chewing is only allowed when special permission is granted by school personnel.

DISPLAY OF AFFECTION

Excessive display of affection is in poor taste.  Students who continually engage in inappropriate physical contact will be referred to the office, a letter will be sent home, and a parent conference may be scheduled.  If inappropriate contact continues disciplinary action will be taken.

ELECTRONIC EQUIPMENT

Electronic paging devices, cellular telephones, radios, sound equipment, iPods, cameras, etc., are allowed in the school, but must be checked in with the homeroom teacher every morning that such items are brought to school.  The electronic equipment will be stored in a locked locker during the school day in the student’s homeroom.  At the end of each school day, the homeroom teacher will allow students to retrieve their electronic equipment.  Failure to comply with this rule will result in confiscation of the electronic item.  Regardless of cost or inconvenience to the student or parent, any electronic equipment may be held for an extended period of time if this rule is flagrantly violated.  Multiple or flagrant violations will result in further consequences.

COMPUTER/INTERNET
Students are to sign an Internet agreement.  Failure to comply with the Internet agreement will result in two-month probation from Internet use for the first offense and one-year probation for the second offense.  These may be carried over from one year to the next.  
BUS CONDUCT

While the law requires the school district to furnish transportation, it does not relieve parents of students from the responsibility of supervision until such time as the child boards the bus in the morning and after the child leaves the bus at the end of the school day.

Once a child boards the bus and only at that time does he or she become the responsibility of the school district.  Such responsibility shall end when the child is delivered to the regular bus stop at the close of the school day.

In view of the fact that a bus is an extension of the classroom, the Board shall require children to conduct themselves on the bus in a manner consistent with established standards for classroom behavior.

In extreme cases, the bus driver has the authority to refuse to allow a student to ride until school officials, along with the bus driver or the bus contractor, have met with the parents and resolved the situation.  Drivers are to notify the building administrator of the incident that evening so parents can be notified.  Video and audio cameras may be active on busses to record student conduct and may be used for the purposes of investigation into misconduct or accidents on the bus.

General Bus Regulations:

1. Obey your driver and treat him or her with respect.

2. Treat your fellow riders with respect and kindness.

3. Remain seated at all times.  DO NOT move from your seat without permission.

4. No yelling or other loud, distracting behavior is allowed.

5. Silence is required at all railroad crossings.

6. Keep your hands to yourself.

7. Put all litter in waste cans.

8. Absolutely no beverages on the bus.

9. With regard to food, ask your driver about his or her policy.

10. Keep head, hands and all other objects inside the bus.

11. Foul language will not be tolerated.

Route Students:

1. Be at your appointed bus stop on time.  Your driver cannot wait on you.

2. If you are picked up on the left side of the road, you MUST wait for your driver to signal you to cross.  The same applies when you are being dropped off – stand behind the crossing arm and wait for your driver’s signal.  Unsafe crossing practices will not be tolerated!

3. If you wish for a friend to ride home on the bus with you, then you must have a note giving permission that has been signed by someone in the office.  There will be no exceptions to this rule.

If, at the discretion of the driver, a child does not conduct himself according to the established rules, the following discipline guidelines will be enforced:


First Offense 

A School Bus Incident Report will be filed by the driver with an administrator on the day of the incident.  Parents will be notified of the incident and receive a copy of the report.


Second Offense
Another School Bus Incident Report will be filed with an administrator.  A conference with the parents, driver and or bus contractor and building administrator will be held.  Penalties for the misconduct will be discussed and administered at these conferences.


Third Offense 

A report will again be filed with an administrator.  The student’s privilege to ride the bus may be revoked for ten (10) days.  Parents will be notified of each penalty and incident. 


Fourth Offense 
The student’s bus conduct may be brought before the School Board.  A decision may be made to revoke the student’s bus privilege for the rest of the school year and even perhaps into the following year.  In each case the parents will be required to assume the responsibility of providing transportation to and from school daily.

Depending on the situation, the above-mentioned offenses may be combined and the privileges to ride the bus may be revoked on the first offense.

NOTE: If a student’s privilege of riding to and from school is revoked, he or she will not be 

             allowed to ride the bus to extra-curricular activities during that time.

ATTENDANCE

Illinois law requires that whoever has custody or control of any child between seven and seventeen years of age (unless the child has already graduated from high school) shall assure that the child attends school in the district in which he or she resides, during the entire time school is in session. Illinois law also requires that whoever has custody or control of a child who is enrolled in the school, regardless of the child’s age, shall assure that the child attends school during the entire time school is in session. Children may be excused if they have an alternative education plan approved by the administration and Regional Superintendent.  
The educational program is built on the premise that regular attendance is vital to a student’s success in school.  Seeing that a student maintains regular attendance requires a cooperative effort by the student, parent(s) or guardian(s), and school personnel.  The student who is frequently absent misses social interactions, class instruction, and discussion, even though written work is made up.  The classroom interaction between teachers and students can never be fully recovered nor replicated for a student who is not present.

RIGHT TRACK TRUANCY PROGRAM

The Right Track program was developed in cooperation with our local school districts, the Local Police Departments, Randolph County Sheriff’s Department, and the Illinois Attorney General Office.

Misson Statement: The purpose of Right Track is to increase attendance through education, intervention, and a positive learning environment.  In collaboration with our partners, we will foster responsibility in our schools, communities, and families to ensure the health and well being of each child.

Attendance Regulations - When a student must be absent or late to school without prior approval, parents should contact the Elementary School office between 7:30 – 9:30 a.m. on the day the student is absent.  The telephone number is 618-965-3469.  The Elementary School office will be open from 7:30 a.m. to 3:30 p.m. daily.  If a student does not arrive at school, we are legally required to try to contact a parent or guardian. 

A student shall have 1 day for each day absent to complete the make-up work.  It is the student’s responsibility to get from the teacher work missed while absent and complete the assigned work on time.  
** It should be expected that if the school is not informed as to the reasons for an absence, it will be unexcused and the student will not be allowed to receive credit for school work missed.

ABSENCES
There are two types of absences: excused and unexcused. Students may not attend night activities if they are not in attendance at school during the day.

Excused absences include: illness, observance of a religious holiday, death in the immediate family, family emergency, situations beyond the control of the student, circumstances that cause reasonable concern to the parent/guardian for the student’s safety or health, or other reason as approved by the principal.  All other absences are considered unexcused.  Pre-arranged excused absences must be approved by the principal.  When a parent calls the school to report an absence it does not automatically make the absence excused. The school may require documentation explaining the reason for the student’s absence. 

Unexcused absences include, but are not limited to:  shopping trips, hair appointments, working, truancy (skipping school), etc.  Each situation will be determined by the administration on an individual basis.  A student receiving an unexcused absence is not allowed to make up any class work  missed and will receive zeros on work completed in each class missed during the unexcused absence.
ANTICIPATED ABSENCE

An anticipated absence is an excused absence provided the administration approves the absence.  Arrangements for this type of absence must be made by the parent or guardian of the student with the administration AT LEAST FIVE DAYS prior to the anticipated absence.  If the request is approved, the student will be issued an anticipated absence slip which must be submitted to each of his/her teachers AT LEAST THREE DAYS PRIOR to his/her departure.  Any teacher who feels that the absence will have an adverse effect upon the success of the student in his/her class will be required to note this fact on the student’s anticipated absence slip.  A copy of this will then be made and sent to the parent or guardian so that he/she will be aware of the situation.  Homework given to the student that would be missed during the absence must be returned to the teacher on the day the student returns to school. DEER HUNTING:  One excused absence is allowed each school year for deer hunting.  The student’s deer permit must be brought to school and copied at least three days prior to the season.  
EMERGENCY ABSENCE

Students who become ill at school or are involved in an emergency at school should report to the school secretary.  In such situations, students will not be allowed to leave unless the appropriate guardian can be contacted.  Students should never leave without signing out in the office.

MAKE-UP POLICIES

1. Excused Absences – Students are allowed to make up the work, but are expected to    initiate contact with the teacher and to follow through with the make-up work

2. Truancy Absences – No make up privileges

3. Unexcused Absences – No make up privileges

4. External Suspension – No make up privileges

5. Internal Suspension – Students are required to work on assignments during the suspension.  Credit can be earned for assignments if they are completed and returned   to the appropriate teacher by the due date.
CONSEQUENCES OF EXCESSIVE ABSENCES

As outlined in the Right Track Truancy program the following consequences apply to absences:

· When a student has been absent five days in a given semester, there will be a letter sent to the parent expressing concern that there might be a potential problem that exists with the students’ absences.

· When a student has been absent seven days in a given semester, the administration will discuss potential problems that might exist with student and/or parents.

· When a student is absent beyond 10 days and it is not verified by a doctor or dentist, (other than funerals or religious reasons) he/she will be considered unexcused with a “0” being recorded in the grade book for classes missed.  The police will then deliver a letter of referral to the parents for the Right Track Truancy Program.

TARDINESS

If a student arrives at school after 8:15 a.m., he/she must come to the office and sign in prior to entering class.  If the student has a note explaining the reason for being late, the tardiness will be excused.  Oversleeping, missing the bus, etc. are NOT excused tardies.  Penalties for excessive tardies will be given at the discretion of the administrator with possible referral to the Right Track Truancy Program.
EXTRA-CURRICULAR ACTIVITIES

It is expected that all members of all extra-curricular activities be good citizens about school and in the community.  While the opportunity for participation in extra-curricular activities is a vital part of the students’ educational experience, such participation is a privilege that carries with it responsibilities to the school, to the activity, to the community, and to the students themselves.  Any violation of the rules in this handbook or in the SJHS Athletic Code by any student who is a participant in any extracurricular activity shall be subject to the logical consequences up to and including the denial of these privileges.

DANCES 
Attendance at school-sponsored dances is a privilege.  Only students who attend the school may attend school-sponsored dances, unless the principal or designee approves a student’s guest in advance of the event.  All school rules, including the school’s discipline code and dress code are in effect during school-sponsored dances.  Students who violate the school’s discipline code will be required to leave the dance immediately and the student’s parent/guardian will be contacted. The school may also impose other discipline as outlined in the school’s discipline code.

FIELD TRIPS

Field trips are a privilege for students.  Students must abide by all school policies during transportation and during field-trip activities, and shall treat all field trip locations as though they are school grounds.  Failure to abide by school rules and/or location rules during a field trip may subject the student to discipline.
All students who wish to attend a field trip must receive written permission from a parent or guardian with authority to give permission.  Students may be prohibited from attending field trips for any of the following reasons:

· Failure to receive appropriate permission from parent/guardian or teacher;

· Failure to complete appropriate coursework;

· Behavioral or safety concerns;

· Denial of permission from administration; 

· Other reasons as determined by the school.

A student receiving any length of suspension during the first semester may not be allowed to participate in class trips/special activities during the first semester.  A student receiving any length of suspension during the second semester may not be allowed to participate in class trips/special activities during the second semester. Such decisions will be made at the discretion of the administrator on a case-by-case basis.
ATHLETIC ELIGIBILITY

The Athletic Code applies to all students who want to participate in athletics. Athletics includes competitive sports, extracurricular activities, and cheerleading.  This code applies in addition to other rules and regulations concerning student conduct and imposes additional requirements on student athletes.

Participation in athletics is a privilege. Those who participate in athletics have a responsibility to favorably represent the school and community. Student athletes are expected to conduct themselves both in and out of school in a manner appropriate to their responsibilities as representatives of the school and district. If a student fails to comply with the terms of this code, the privilege to participate in athletics may be lost in accordance with the terms of this Athletic Code.  Any student serving either an internal or external suspension can not practice or play in a game during the suspension.
The Southern Illinois Junior High School Athletic Association (SIJHSAA) sets all eligibility requirements concerning athletics. Weekly grade checks must show a student currently passing four or more major subjects.  The results from this check will be used until grades are checked again in one week. A student must have passed four or more major subjects the preceding quarter to be eligible to participate in any sport.  
REQUIREMENTS FOR ATHLETIC PARTICIPATION
 An athlete must have the following fully executed documents on file at the school office before the athlete's first participation in any activity:


1.  A current physical examination (dated within the last 12 months) report completed by 

     a physician licensed in Illinois to practice medicine in all its branches which finds the 

     athlete is physically able to participate; and

2.  Proof the athlete is covered by medical insurance; and 


3.  A receipt showing the athlete and his/her parents received a copy of the Athletic Code, 
     understand the terms of the Athletic Code and agree to abide by its terms and  

                 conditions.
The Athletic Conduct Code is available in the office.

Students who wish to attend or participate in any athletic contest or organizational function must be in school at least half day on the day of the contest or function.  Exceptions may be made by the principal: 1) for a medical absence pre-arranged with the office or 2) for a death in the athlete's family.
LETTER REQUIREMENTS
Participants must be on the team the entire season. If they have been removed from the team or quit, they forfeit the eligibility to letter. Athletes may be disqualified from participation on a team because of serious violations of school rules, team rules, or academic eligibility. Letters may be earned at the varsity level only.
Baseball     -   
Must play in 1/3 of the varsity games
Basketball -
Must play in 1/3 of the varsity games

Softball      - 
Must play in 1/3 of the varsity games         
Volleyball - 
Must play in 1/3 of the varsity matches

Cheerleading -
Must cheer at all varsity games

UNIFORMS 

Students are responsible for uniforms and equipment issued to them.  Equipment and uniforms are to be cleaned before being returned at the end of the season.

CHEERLEADER GUIDELINES 

Generally, ten cheerleaders will be selected from the 6th, 7th, & 8th grades.  Adult judges will select the cheerleading squad at tryouts near the end of each school year.
OTHER STUDENT INFORMATION

STUDENT RECORDS AND TRANSCRIPTS

The administration and school secretary coordinate grade reporting, record maintenance, and release of student information.

The secretary is the person to see regarding all matters requiring an official report of the student’s grades.  Official transcripts are sent directly to colleges or to employers.  Unofficial transcripts are given to students who indicate a specific need.  

MEDICATION ADMINISTRATION

Taking medication during school hours or during school-related activities is prohibited unless it is necessary for a student’s health and well-being.  When a student’s licensed health care provider and parent/guardian believe that it is necessary for the student to take a medication during school hours or school-related activities, the parent/guardian must request that the school dispense the medication to the child by completing a “Student Medical Authorization Form.”  Medication must be brought to the school in a container appropriately labeled by the pharmacy or physician.  The student must bring the mediation to the office immediately after arriving to school.
No school or district employee is allowed to administer to any student or supervise a student’s self-administration of any prescription or non-prescription medication until a completed and signed School Medication Authorization Form is submitted by the student’s parent/guardian.  No student is allowed to possess or consume any prescription or non-prescription medication on school grounds or at a school-related function other than as provided for in this procedure.

A student may possess an epinephrine auto-injector (EpiPen®) and/or an asthma inhaler prescribed for immediate use at the student’s discretion, provided the student’s parent/guardian has completed and signed an Authorization for Student Self-Medication Form.  The school and district shall incur no liability, except for willful and wanton conduct, as a result of any injury arising from a student’s self-administration of medication or epinephrine auto-injector or the storage of any medication by school personnel.  A student’s parent/guardian must agree to indemnify and hold harmless the school district and its employees and agents, against any claims, except a claim based on willful and wanton conduct, arising out of a student’s self-administration of an epinephrine auto-injector and/or asthma inhaler, or the storage of any medication by school personnel.

LOST AND FOUND

Articles and textbooks that have been found should be turned in to the main office.  Each year a surprising variety of personal belongings remain unclaimed.  A student who loses a textbook or other article should check frequently with the office.
TELEPHONE MESSAGES AND STUDENT USE OF PHONE

Every effort is made at Steeleville Elementary School to avoid disturbing classes unless it is absolutely necessary.  The delivery of a message for a student disturbs the class for the teacher and the students present.  Requests for such message delivery should be made only in emergencies.  The caller may be asked to describe the emergency, especially in cases involving someone other than the student’s legal guardian.  Routine messages will be delivered to the students in between classes.

Students may use the telephone in the office for emergencies only.  THEY MUST SECURE PERMISSION AND STATE REASON FOR TELEPHONE USE.  The office will call home if the student becomes ill.
CHANGE OF ADDRESS AND/OR TELEPHONE

It is very important that proper records are maintained at all times.  The school wants to be able to get in touch with parents rapidly if it should be necessary to do so.  The school asks that students and/or parents notify the office immediately regarding any change in address or telephone number.

CONTACTING TEACHERS AT SCHOOL

It is evident that teachers cannot leave their classroom during class periods to answer the telephone or to conduct personal conferences.  If parents would like to speak with a teacher, the office secretary can make arrangements or connect them to the teacher’s voice mail.  

CHEATING AND ACADEMIC DISHONESTY

Academic dishonesty by a student degrades the student’s character and reputation and impedes the teaching-learning process.  Any action intended to obtain credit for work that is not one’s own is considered academic dishonesty or cheating.  The action may include, but is not limited to, the following:

1. Submitting another student’s work as one’s own.

2. Obtaining or accepting a copy of tests or scoring devices.

3. Giving or obtaining test questions or answers from a member of an earlier class.

4. Copying from another student’s test or computer file, or allowing another student to copy during a test or computer program.

5. Using materials that are not permitted during a test.

6. Plagiarizing (presenting material as one’s own original work when, in fact, the material is copied from a publishing source without adequate documentation).

7. Copying, or having someone other than the student to prepare the student’s homework, paper, project, laboratory report, computer program, or take-home test for which credit is given.

8. Permitting another student to copy, or writing another student’s homework, project, report, paper, computer program, or take-home test.

9. Accessing restricted computer files without teacher authorization.

10. Copying materials, including computer software, in violation of the copyright law.

Those who are involved in cheating or academic dishonesty are subject to penalties, including one or more of the following:

1. A note will be sent home to parents or a conference may be scheduled.

2. An “F” or zero will be given for the assignment.

3. The publicity of an apology sent to the person and/or institution against whom the offense occurred.

4. Legal consequences such as with violation of copyright laws.

PLAGIARISM

It is the aim of the Steeleville Elementary School to provide a sound educational program and to encourage independence and maturity in student’s work.  Plagiarism shows a lack of these two qualities.  Plagiarism is literally theft: representing someone else’s work as one’s own; copying someone else’s words and/or ideas into a report or essay without giving credit to the originator; or even having someone write the report or essay.

If the plagiarism can be proven, i.e., if the source of the quoted (but not documented) material is located and if comparison of the material with the student’s paper substantiates the teacher’s allegations, then the following sequence will be considered:

1. For the first offense, the student will receive an “F” or zero on the report or essay.

A conference with the student and parent may be scheduled.

2. For the second and subsequent offenses, the student may receive a grade reduction for the course.

PARENTAL RIGHT NOTIFICATIONS

TEACHER QUALIFICATIONS

Parents/guardians may request information about the qualifications of their child’s teachers and paraprofessionals, including:
· Whether the teacher has met State certification requirements;
· Whether the teacher is teaching under an emergency permit or other provisional status by which State licensing criteria have been waived;
· The teacher’s college major;
· Whether the teacher has any advanced degrees and, if so, the subject of the degrees; and
· Whether any instructional aides or paraprofessionals provide services to your child and, if so, their qualifications.
If you would like to receive any of this information, please contact the school office.
STANDARDIZED TESTING
Students and parents/guardians should be aware that students in grades 3-8 will take standardized tests each year during the first two weeks of March.  Parents are encouraged to cooperate in preparing students for the standardized testing, because the quality of the education the school can provide is partially dependent upon the school’s ability to continue to prove its success in the state’s standardized tests.  Parents can assist their students to achieve their best performance by doing the following:

1.
Encourage students to work hard and study throughout the year;


2.
Ensure students get a good night’s sleep the night before exams;


3.
Ensure students eat well the morning of the exam, particularly ensuring 



they eat sufficient protein; 


4.
Remind and emphasize for students the importance of good performance 



on standardized testing;


5.
Ensure students are on time and prepared for tests, with appropriate 



materials, including number 2 pencils; 


6.
Teach students the importance of honesty and ethics during the 




performance of these and other tests;


7.
Encourage students to relax on testing day.

HOMELESS CHILD’S RIGHT TO EDUCATION

When a child loses permanent housing and becomes a homeless person as defined in law, or when a homeless child changes his or her temporary living arrangements, the parent or guardian of the homeless child has the option of either:

        
(1) continuing the child's education in the school of origin for as long as the child remains homeless or, if the child becomes permanently housed, until the end of the academic year during which the housing is acquired; or

        
(2) enrolling the child in any school that non-homeless students who live in the attendance area in which the child or youth is actually living are eligible to attend.


SEX EDUCATION INSTRUCTION
Students will not be required to take or participate in any class or course in comprehensive sex education if his or her parent or guardian submits a written objection.  The parent or guardian’s decision will not be the reason for any student discipline, including suspension or expulsion.  Nothing in this Section prohibits instruction in sanitation, hygiene or traditional courses in biology. 
Parents or guardians may examine the instructional materials to be used in any district sex education class or course.
SCHOOL VISITATION RIGHTS
The School Visitation Rights Act permits employed parents/guardians, who are unable to meet with educators because of a work conflict, the right to time off from work under certain conditions to attend necessary school functions such as parent-teacher conferences.  Letters verifying participation in this program are available from the school office upon request.
MANDATED REPORTERS
All school personnel, including teachers and administrators, are required by law to immediately report any and all suspected cases of child abuse or neglect to the Illinois Department of Children and Family Services. 
SEX OFFENDER & VIOLENT OFFENDER COMMUNITY NOTIFICATION LAWS
State law requires that all school districts provide parents/guardians with information about sex offenders and violent offenders against youth.
You may find the Illinois Sex Offender Registry on the Illinois State Police’s website at:

http://www.isp.state.il.us/sor/. 

You may find the Illinois Statewide Child Murderer and Violent Offender against Youth Registry on the Illinois State Police’s website at:

http://www.isp.state.il.us/cmvo/.
ENGLISH LANGUAGE LEARNERS

The school offers opportunities for English Language Learners to develop high levels of academic attainment in English and to meet the same academic content and student academic achievement standards that all children are expected to attain.
Parents/guardians of English Language Learners will be:  (1) given an opportunity to provide input to the program, and (2) provided notification regarding their child’s placement in, and information about, the District’s English Language Learners programs.
REQUEST TO ACCESS CLASSROOM OR PERSONNEL FOR SPECIAL EDUCATION EVALUATION OR OBSERVATION

The parent/guardian of a student receiving special education services, or being evaluated for eligibility, is afforded reasonable access to educational facilities, personnel, classrooms, and buildings.  This same right of access is afforded to an independent educational evaluator or a qualified professional retained by or on behalf of a parent or child. For further information, please contact the school principal.
NOTICE OF THE USE OF PESTICIDES

Public Act 91-0525 requires schools to provide notification of pesticide application and management procedures.  Please be advised that interior pesticide applications are regularly scheduled for the third Friday of each month.  Interior applications are conducted in areas where a need has been identified.  Occasional outdoor applications of pesticides are also made.
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