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MISSION STATEMENT
It is the mission of the New Buffalo Area Schools to provide each student the opportunity through a positive educational process to develop his/her potential to the maximum level.  Each student is expected to be able to effectively communicate both orally and in written form, to compute, and to understand the scientific world and the environment.  Students are also expected to set personal goals and develop the ability and attitude to achieve those goals.

Revised 11/20/89
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STATEMENT OF PHILOSOPHY
The Board of Education believes that the purpose of education in the schools of this District is to facilitate the development of the potential of each child to the fullest.  The school staff seeks to recognize individual differences and to engender achievement and progress, not only in basic skills, but in the ability to think independently and critically.

The school staff is concerned with helping young people  understand what the American way of life means; to believe in it and to act democratically in their relationships with others and to this end requires each day start with the Pledge of Allegiance and promotes the displaying of patriotism throughout our schools; to develop in themselves attitudes of respect and helpfulness toward others; to want and to be able to perform well some portion of the work of the world and to acquire knowledge and skills necessary to do this with satisfaction to themselves and society; to understand and use effective methods in framing the questions and tackling the problems they encounter in their lives to the end that they may function politically, economically, and socially in a democratic society.

This statement shall be augmented and implemented by statements of philosophy and purposes which have been cooperatively developed at the elementary, middle school, and high school levels in this District.
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SCHOOL IMPROVEMENT
The Board of Education supports the concept of school improvement as established by the State Board of Education and will seek to create and/or maintain effective schools as defined by State guidelines.

In addition to adopting a Mission Statement and Educational Philosophy for the District, the Board shall create, as needed, policies which support the School Improvement Process.

The Superintendent shall establish administrative guidelines which will ensure that the following objectives can be achieved:

A.
School Improvement plans which are developed and implemented by school‑based teams work collaboratively so that both building level and District level goals for students can be identified and correlated, and then achieved through effective planning, problem‑solving, and assessment. Each such team is to include professional and support staff, students (6-12), parents, and representatives of the community.

B.
A District‑wide, school‑improvement plan which provides for building‑level decision‑making.  Each school's improvement plan is to include a mission statement; goals based on academic outcomes; curriculum aligned to the goals; evaluation procedures; staff development; use of community resources and volunteers; decision-making processes; the role of adult and community education, libraries, and community colleges; and other matters as determined by the Superintendent.

C.
Periodic review and approval by the Superintendent and the Board of each school's modification and improvement of its program based on the school's assessment of student accomplishment of performance objectives and program goals.

Collaboration at both the building and District levels with parents, relevant institutions and group, especially those in 

the community, who can support and facilitate school improvement in the District.

All schools shall comply with P.A. 25 reporting requirements, Education YES and ESEA/NCLB requirements, including, but not limited to, individual school achievement and disaggregated achievement by subgroups which allows comparison to both district and state achievement standards. 
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Upon approval of a school's initial plan and its late revisions, the Board and Superintendent shall fully support, to the extent that resources allow, the school's educational improvement program.

This improvement program shall include co‑curricular activities and extra-curricular activities.

M.C.L.A. 380.1204(a), 380.1277

Re-adopted 5/17/99

Adopted 9/17/90

Revised 8/94

Revised 2/3/03
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The District has established a school improvement process which will function under the leadership of the District School Improvement Team.  The Team will consist of, but is not limited to, the:

A.
Superintendent  and/or designee,

B.
The principal and two (2) teachers from the elementary school;

C.
The principal and two (2) staff members from each secondary school.

In addition, there will be a School Improvement Team at each building under the leadership of the School Improvement Chairperson that shall meet all state and NCA standards.

The purpose of the School Improvement Teams is to ensure that the District’s Mission is being achieved by focusing on the building objectives to meet NCLB, Education Yes! and NCA Guidelines.
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Superintendent Succession Planning and Recruitment

The Board is committed to maintain a state of readiness for the eventuality of a planned or unplanned change of the District’s executive leadership.  To that end, it is the policy of the Board of Education to establish and maintain a succession plan to ensure the orderly transition of leadership and the achievement of the District’s mission and goals.
In addition, it is the policy of this Board to assess the future leadership needs of the organization periodically.  This will help to ensure continuity of leadership by the selection of a qualified and capable leader who is a good fit for the District’s culture as reflected by its mission, vision, goals, and objectives.

When a vacancy in the Superintendency occurs, the Board shall recruit aggressively on its own, or hire the Michigan Association of School Boards or other consultant, in an effort to fill the position with the most capable person available.  The Board shall consider only those candidates who meet both state and local qualifications and who display the ability to carry out the duties of the Superintendent successfully.

The Board shall solicit applications from qualified members of the staff and may list the vacancy with placement offices at selected educational institutions in Michigan and in neighboring states.

Applications for the Superintendency shall be screened and those candidates who appear to be most promising shall be interviewed.

MASB Rec
Legal Ref:  MCL 380.1246

Adopted 8/18/08
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EDUCATIONAL OUTCOME GOALS
As a base against which to assess school needs and set objectives for the educational program, the Board of Education, sets the following goals, following consultation with administrative and teaching staff members, students, parents, and other residents of this District.  Every student in this District should:

A.
acquire basic skills in obtaining information, solving problems, thinking critically, and communicating effectively;

B.
acquire a stock of basic information concerning the principles of the physical, biological, and social sciences; the historical record of human achievements and failures; and current social issues;

C.
become an effective and responsible contributor to the decision‑making processes of the political and other institutions of the community, state, country, and world;

D.
acquire the knowledge, skills, and understanding that permit him/her to play a satisfying and responsible role as both producer and consumer;

E.
acquire job entry level skills and to acquire knowledge necessary for further education;

F.
demonstrate an understanding of others, including but not limited to those with social and cultural characteristics different from his/her own and of those with mental or physical disabilities and the ability to engage in responsible personal and/or support relationships with those who are different from one's social or ethnic groups;

G.
acquire the capacities for participating in a satisfying and responsible family life;

H.
acquire the knowledge, habits, and attitudes that promote personal and public health, both physical and mental;

 
I.
acquire the ability and the desire to express himself/herself creatively in one (1) or more of the arts and to appreciate the aesthetic expressions of other people;

J.
acquire an understanding of ethical principles and values and the ability to apply them to his/her own life;

Re-adopted 5/17/99
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K.
develop an understanding of his/her own worth, abilities, potentialities, and limitations;

L.
learn to enjoy the process of learning and to acquire the skills necessary for a lifetime of continuous learning and adaptation to change; and,

M.
 acquire the ability to use a variety of technology tools to enhance their learning and develop further capacity for continued learning.

M.C.L.A. 380.1173, 380.1174, 37.1402(b)

Revised 9/17/90

Re-adopted 5/17/99
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OF EDUCATIONAL OUTCOMES
The following characteristics should be true of the District’s education outcome statements which will guide the outcomes-based curriculum.

A.
Each outcome should be concise and understandable to staff, students, parents and the community.

B.
Each outcome should encompass previous learnings and require the student to integrate and then apply certain knowledge, skills and attitudes in order to demonstrate achievement of the outcome.

C.
Each outcome should constitute learning that is:

1.
durable – will be useful to the student for a considerable period of his/her lifetime;

2.
significant – will have a major effect upon how the student will function;

3.
transferable – will be useful in meeting needs in other educational programs, the world of work and/or the student’s personal life.

D.
Each outcome should be feasible for the staff and students to accomplish.

E.
Each outcome should be measurable on a cumulative basis and at different stages of the student’s career.

F.
Each outcome should be accompanied by both the criteria by which the learning will be judged and the standards of quality which will apply.

App. 1/28/94
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EDUCATIONAL PROCESS GOALS
In order to achieve the educational goals for students, the Board of Education will establish policies which will authorize and encourage:

A.
instruction which bears a meaningful relationship to the present and future needs and/or interests of students;

B.
specialized and individualized kinds of educational experiences to meet the needs of each student;

C.
opportunities for professional staff members and students to make recommendations concerning the operation of the schools;

D.
an environment in which interaction among individual students and groups of students helps them learn how and when competition and cooperation are appropriate and productive in accomplishing goals;

E.
resources for education, used with maximum efficiency;

F.
a professional staff with the knowledge, skills, and attitudes necessary for students to achieve the goals of the District;

H.
constructive cooperation with parents and community groups.

Re-adopted5/17/99
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CURRICULUM DEVELOPMENT
The Board of Education recognizes its responsibility for the quality of the educational program of the schools.  To this end, the curriculum shall be developed, evaluated, and adopted on a continuing basis and in accordance with a plan for curriculum growth established by the Superintendent.

For purposes of this policy, curriculum shall be defined as the courses of study, subjects, classes, and organized activities provided by the school.

The Board directs that the curriculum of this District will:

A.
provide instruction in courses required by statute and State Department of Education regulations;

B.
be consistent with the District's philosophy and goals and result in their achievement;

C.
incorporate State‑recommended performance standards for students as the basis for determining how well each student is achieving the academic outcomes for each area of the core curriculum;

D.
develop individual talents and interests and serve diverse learning styles to motivate student achievement;

E.
provide a strategy for continuous and cumulative learning through effective articulation at all levels, particularly of those skills identified as essential;

F.
provide necessary educational programs and services for all disabled students pursuant to Federal and State laws;

G.
provide compensatory education programs pursuant to Federal and State laws;

H.
provide career awareness and vocational education  pursuant to law and regulations;

I.
be based on equal educational opportunity;
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J.
provide appropriate educational opportunities for gifted and talented students;

K.
ensure, to the extent feasible, that special learning needs of students are provided for in the context of the regular program or classroom and provide for effective coordination with programs or agencies that are needed to meet those needs that cannot be dealt with in the regular program or classroom;

L.
provides for multi‑cultural education by including, at each level, courses or units which help students understand the culture and contributions of various ethnic groups comprising American society, including, but not limited to Euro-Americans, African‑Americans, Asian‑Americans, Hispanic‑Americans, and Native‑Americans.

As educational leader of the District, the Superintendent and/or designee shall be responsible to the Board for the development and evaluation of curriculum and preparation of courses of study.  S/He shall establish procedures for curriculum development and evaluation which ensure the effective participation of:

A.
professional staff members;

B.
students;

C.
parents;

D.
community members;

E.
members of the Board;

F.
the utilization of all available resources, as appropriate.

The Superintendent shall conduct such innovative programs as are deemed to be necessary to the continuing growth of the instructional program.

The Superintendent shall report to the Board each experimental program along with its objectives, evaluative criteria, and costs periodically.

Each such program must be approved by the Board before it may be instituted.

The Board encourages, where it is feasible and in the best interest of the students, participation in State‑initiated, experimental programs of educational research.
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The Board directs the Superintendent to pursue actively State and Federal aid in support of activities in this District.

Technology:

The Board supports the use of computers and related technology to enhance classroom instruction.  The use of computers and related technology should significantly increase the opportunity for the expansion of student reasoning and thinking ability, the improvement of the management and delivery of instruction to all students and other uses in support of the Board approved curriculum.

Resources:

The administration is encouraged to utilize any available resource in the development of a comprehensive curriculum.

Distance Learning:

The administration is encouraged to explore the possibilities of various “distance learning” instructional tools to enhance the curricular offerings of the District including, but not limited to:  teleconferencing, web-based instruction, satellite transmissions, and interactive CD-ROMs.  Any such distance learning efforts will be appropriately piloted before being incorporated into the curriculum on a regular basis.  

Personnel:

The Board encourages the use of District personnel, as well as resource personnel from outside the District, in the development of comprehensive curriculum and related materials.

Materials:

The Board recommends that the administration utilize and develop materials which will aid in the development of curriculum to be approved by the Board for use in the District.

Planning:

The Board advocates a policy of continuous curriculum study which may include participation in the county-wide curriculum adoption and curriculum development.  The Superintendent is encouraged to utilize resource personnel in a manner consistent with Board policies.  The Superintendent is also encouraged to use District patrons and students in a manner consistent with these policies.

The Superintendent shall have the responsibility to organize the certified staff in appropriate committees to plan, study, modify, change or develop a district-wide curriculum.

Research:

The use of research findings of other agencies, departments, colleges and universities is encouraged by the Board.
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Federal Compliance:

To comply with the provisions of the No Child Left Behind Act, the Superintendent will, in writing, inform the professional staff of the federal requirements concerning sex education and the prohibitions and restrictions concerning distribution of contraceptives or materials that encourage sexual activities.  The District will comply with federal guidelines concerning age appropriate sex education.

The Superintendent will ensure that any programs for limited English proficient students have a primary goal of mainstreaming those students into the regular classrooms, and that those programs emphasize English language instruction.

The Superintendent shall make progress reports to the Board periodically.

M.C.L.A. 380.1282

LEGAL REF:  20 USCA 7906 (NCLB); MCL 380.1282.

Revised 9/17/90

Revised 8/94

Revised5/17/99

Revised 2/3/03
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The District’s curriculum development will be managed through the leadership of part-time chairpersons selected from among the professional staff for the subject matter areas and the Director of Curriculum and Instruction.  Each coordinator working with the Director of Curriculum and Instruction will establish curriculum committees, as appropriate, to assist in the development , revision and evaluation of the District’s program.

Each committee may be called upon to assist and advise the chairman on such matters as curriculum content, methods of instruction and assessment, classroom organization, in-service teacher training, and/or the philosophy and educational goals of the District.

Each chairperson shall ensure that all plans for either a new program or a revision in program is discussed with appropriate building-level School Improvement Teams throughout all stages of planning.  

Upon approval of the principal and the superintendent, all new or revised programs and/or curriculum guides will be forwarded to the Board of Education for final approval..

Guidelines:

In developing or redesigning a learning program, a committee should use the following questions as planning guidelines to prepare each component designated by the Board in its curriculum policy:

Component #1 – Intended Program Outcomes 

What are the expected results of this program? And/or,

What will students be able to accomplish as a result of properly completing this program? And/or,

What kinds of “products” or performances will a student be able to produce or what kinds of situations will a student be able to effectively deal with through integration and application of the knowledge, attitudes and skills this program should develop?

Component #2 – Intended Learnings 

What are the skills needed to accomplish the program outcome?

How will the skills be sequenced?

What will be the means for initial assessment of each skill?  

What concepts and cause/effect principles must a student be able to use in order to accomplish the intended program outcomes?  

Component #3 – Learning Activities

What activities are needed for the student to (form) (extend) his/her understanding of the concepts.

What will be done to provide evidence that the student has developed the necessary level of understanding?

What are the contingencies when a student fails to accomplish the intended learning(s)?

How will the components of the program be sequenced?

Component #4 – Methods of Instruction

What particular instructional strategies are needed for students to develop each type of learning and then make appropriate applications?

What kind of assistance will be provided either through the program or through staff development?

Component #5 – Materials and Resources

What will be used to provide students with the information needed to develop the knowledge, attitudes and skills?

Will texts and other selected materials/resources be analyzed to ensure they contain the appropriate information for these particular learnings?

Do the materials/resources meet the selection criteria for texts and other learning resources established in the District’s administrative guidelines #2510 and #2520?

Component #6 – Evaluation

See guidelines for Program Evaluation in AG 2605.
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A.
Guidelines for Revising a Course of Study

1.
Curriculum Committee

The Curriculum Committee will be a standing committee.  The people on this committee may change from time to time.

a.
Composition

1)
Superintendent of Schools  or designee

2)
Chairperson of Department or grade level

3)
Principal

4)
teachers from each school (or grade level or subject area)

5)
representatives from Special Education Department

6)
others

b.
Purpose

1)
continually evaluate selected areas of the District’s curriculum

2)
establish priority areas for revision

3)
establish working committees in the selected areas

4)
maintain liaison with working committees to determine progress and assisting with possible problems

5)
determine how best to implement a newly-developed or revised course of study including faculty orientation

6)
develop or advise on in-service programs and seminars needed to strengthen and enrich the District’s program

7)
establish procedures for effective evaluation of courses of study

PROGRAM EVALUATION CHECKLIST

When evaluating District programs, use the following questions to obtain evidence about their effectiveness:

A.
RESULTS

1.
How proficiently are the participating students learning to perform the tasks in each component of the program?

2.
How well are the participating students achieving each of the parts of the INTENDED LEARNING OUTCOME as demonstrated by their performance on the APPLICATION OF LEARNING TASKS?

3.
   What specific side effects (negative consequences) are realized for the participating students?(for other students?(for teachers?(for the school/district?(etc.

4.
How well does the program comply with local, state and federal regulations, guidelines, policies, constraints, etc.

B.
ATTITUDES

1.
To what extent do those who are directly involved in the program think it is a good program and want to continue being involved in it?

2.
To what extent do those not directly involved in the program think it is a good program and should be continued?

C.
PROGRAM OPERATION

1.
How well is the organization and the scheduling of the program working to provide the participating students the opportunity to achieve program goals?

2.
How well is the staff able to fulfill the roles and responsibilities needed to develop and implement the program?

3.
How well are the procedures being used to produce an effective plan for learning to achieve the Intended Learning Outcomes of the program?

4.
How well are the instructional procedures being used to facilitate the students’ achievement of the program goals?

5.
How adequate, appropriate and available are the instructional resources needed to effectively implement the program?

6.
How well is the information about the program and its participating students being communicated among those who need the information?(want it, and/or should have it?

Introduction of New and Revised Courses of Study and Curriculum Guides:

All new or revised courses of study and/or curriculum guides will be forwarded to the Board of Education for final approval.  Members of the Curriculum Committee will determine the methods for the introduction of such courses of study.

In planning for the introduction of a course of study, consideration should be given to:

A.
the use of pilot programs ;

B.
the use of in-service programs;

C.
the utilization of commercial and professional consultants;

D.
the use of special personnel in related areas;

E.
the use of evaluative criteria for a critical analysis.

Supervision of Courses of Study:

The primary responsibility for the supervision of instruction rests with the individual building principal in accordance with adopted policies of the Board and the administrative guidelines established to implement said policies.  The Curriculum Committee and special subject teachers shall be available at the request of the principal to assist in this area.  The supervisory personnel will work with all the teachers involved during three (3) or four (4) years of use and make suggestions to the Committee regarding revisions found to be desirable.

PRIVATE 
GUIDELINES – 2210 Ctc  \l 1 "GUIDELINES – 2210 C"
ASSESSING THE DISTRICT’S LEARNING PROGRAMS

There is a continuing need to assess the courses of study and other programs that comprise the learning plan for the District.  Knowing the strengths and weaknesses of a learning program is the first step in producing a quality revision or update.

Prior to a working committee undertaking the revision of a course of study or any other learning program offered by the District, the committee should answer the questions in Guideline 2210A to conduct an analysis of each of the components that should comprise any effective program or course.  These components are:

A.
Intended Program  Outcomes

B.
Intended Learnings

C.
Learning Activities

D.
Methods of Instruction

E.
Materials and Resources

F.
Evaluation

If the assessment is conducted properly, it should yield valuable information about both the strengths and weaknesses of the program.  This information can then serve as a guide to the revision process along with other guidelines provided in AG 2210 and AG 2605.

App 11/91
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Why Needed:

To communicate to all concerned what a student should be able to integrate and apply as a result of completing the program.



There is a description of each outcome behavior and one or more activities which make 



 it possible for students to demonstrate that they have accomplished the program’s                                          intended learnings and can integrate and apply them adequately.



There is a statement of rationale explaining why it is important (how the learning will



 be useful) for students to accomplish the outcome(s).



The criteria by which each outcome behavior is to be judged are stated.



The program provides an appropriate means for communicating the outcomes to the                                       students and their parents.

Notes and Comments:

PRIVATE 
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Why Needed:

To identify all of the new knowledge, attitudes and skills a student must acquire as well as those that must be reinforced or extended in order for him/her to accomplish the expected outcomes.



All of the understandings (knowledge), attitudes and skills necessary to properly



demonstrate the Learning Outcomes (behaviors) are identified for development,                                              extension or application.



Each is described in terms of demonstratable behaviors.

Knowledge



Each understanding is identified as knowledge of a fact, a concept or a cause-effect                                         principle.



The facts, concept and principles are properly sequenced both in terms of when                                               developed, extended or reinforced and their importance for development of other                                            knowledge and/or skills.

Attitudes



Each attitude is described as a demonstratable behavior which indicates a willingness 



to take an action(s) toward a referent e.g. practice (action) the piano (referent), eat 



(action)
spinach (referent), listen (action) to the opera (referent).



Each attitude is placed in its proper place in the learning sequence with regard to its                                      influences on either knowledge/skill development or application of learning.

Skills



Each skill is described as a series of actions which produce a result that can be 



improved through proper practice.



There is one/more criteria with standards by which to judge three aspects of skill     



 learning – result, performance and attitude toward performing the actions.



Each skill is properly sequenced in terms of its basis for developing other skills and for                                   accomplishing the intended learning outcomes of the course.

Organization



Knowledge, attitudes and skills are correlated to one or more outcomes and organized                                   into units of learning which reflect the proper sequencing.



Proper application of the unit learnings will make it possible for a student to 



adequately accomplish the Learning Outcomes of the course or program.



Concepts, principles, attitudes and skills which transcend several courses of study or   



entire programs (e.g. communication, study habits, human relations) are incorporated                                   appropriately for reinforcement and practice in application.

Notes and Comments:

PRIVATE 
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Why Needed:

To describe the thinking and other learning processes that students need to use in order to acquire the intended learnings in the program.



Each unit of learning provides the learning activities needed for the student to develop                                   the knowledge, attitude and skill objectives comprising the unit.



Pre and post assessment activities are provided which make it possible for the teacher                                    and the students to determine how well the student has learned the knowledge, attitude                                   or skill relative to established standards.

(continued)  FORM 2210



For each type of learning – fact, concept, principle, attitude and skill – activities are                                       sequenced properly in terms of which are pre-requisite to development of the next                                           learning.



For each type of learning, activities are rotated properly between data-gathering,                                           organizing/processing the data, synthesizing the processed data and expressing the                                           learnings.



Within each learning sequence and/or rotation, activities provide opportunities for                                         students to use more than one learning mode (reading, listening, observing, 



performing,  illustrating, etc.) to acquire information, organize/process data and 



express (apply) the learning.



For each unit of learning, there are appropriate contingency activities for use when                                        students do not achieve the knowledge and/or attitude and/or skill objectives and                                            extension activities for students who have already acquired the learnings.

Notes and Comments:

PRIVATE 
COMPONENT #4 – METHODS OF INSTRUCTIONtc  \l 1 "COMPONENT #4 – METHODS OF INSTRUCTION"
Why Needed:

To provide teachers with guidance and support by describing strategies and techniques which correlate to the thinking and learning strategies that students need to use to acquire the intended learnings.



There is a description of (or reference to) one or more recommended strategies or                                           techniques which have proved to be successful in helping students learn and apply:





factual information





concepts





cause/effect principles





attitudes





skills



Each is applicable to the particular program for some or all of the students who will                                       participate.

(continued)  FORM 2210



Procedures are described (or referenced) which provide for a variety of effective 



means to organize and manage student  learning including:





individualized learning





pair/group learning





total class learning



Opportunities are provided for instructors to cooperate in the





planning





conducting





assessing



of learning activities and units.

Notes and Comments:

PRIVATE 
COMPONENT #5 – MATERIALS AND RESOURCEStc  \l 1 "COMPONENT #5 – MATERIALS AND RESOURCES"
Why Needed:

To ensure that teachers are aware of the availability and location of books, machines, references and people that provide the instructional support to the teacher’s efforts.



Materials which contain all of the information students will need to gather in each unit 



of learning are identified and readily available.



Materials containing needed information are available to students in more than one



 medium (print, graphic, audio, etc.).



Information needed for knowledge and attitude development can be obtained by 



student through:




  direct experience with reality (observation, experiment, field trip, etc.)




  representations of reality (films, pictures, models, diagrams, etc.)




  symbols of reality (lectures, books, tapes, etc.)

(continued)  FORM 2210



Information needed for the development of skill in using strategies or procedures can



 be obtained by students through:




  observation with real-life demonstration of the skill by a teacher, a student or                                          other resource person




  reviewing of visual materials containing demonstration of the skill




  reading or listening to a description of the skill



Equipment needed to present information or help students organize, process and apply 



is available and in proper working condition.

Notes and Comments:
PRIVATE 
COMPONENT #6 – ASSESSMENTtc  \l 1 "COMPONENT #6 – ASSESSMENT"
Why Needed:

To ensure that all involved have a clear, valid and reliable picture of what each student has actually achieved relative to expectations.



Assessment (includes testing) activities are provided for:




  each Learning Outcome described in Component #1




  each unit of learning




  each knowledge objective




  each attitude objective




  each skill objective


Each assessment activity provides (or references) the criteria which are to be assessed.



Each assessment activity provides (or references) the standards which will differentiate                                        excellent, acceptable and unacceptable levels of learning.



Each assessment activity provides a measurement that is

(continued)  FORM 2210




  reliable (measures the same thing for all students)




  valid (measures what is intended)



Each assessment activity calls for a comparison between the standard and the                                                        measurement for each student.



Final evaluation (grading) of student achievement requires instructors to identify each of                                     the factors being evaluated and the relative importance of each in terms of the Learning                                       Outcomes of the course or program.



There is a means for communicating the results of the assessment to students, parents                                            and administrators whereby each gains an appropriate understanding of what was                                              accomplished (learned) relative to expectations.

Notes and Comments:
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ADOPTION OF COURSES OF STUDY
The Board of Education shall provide a comprehensive instructional program to serve the educational needs of the students of this District. In furtherance of this goal and pursuant to law, the Board shall periodically adopt courses of study.

No course study shall be taught in the schools of this District unless it has been adopted by the Board of Education.  The Board shall determine which units of the instructional program constitute courses of study and are thereby subject to the adoption procedures of the Board.

The Superintendent shall recommend to the Board such courses of study as are deemed to be in the best interests of the students by December 1 of each year.  The Superintendent's recommendation shall include the following information about each course of study:

A.
its applicability to students and an enumeration of those groups of students to be affected by it

B.
the intended learning outcome(s), defined in terms of how the learning is applied

C.
its scope and sequence and a statement of the rationale used to determine the amount and type of instructional time needed to accomplish the objectives at each level

D.
its justification in terms of the goals of this District, especially when it is proposed to take the place of an existing course of study

E.
its instructional methods and learning strategy including the manner in which the learning of democratic principles and ethics is provided for, if appropriate to the content of the course

F.
the resources that its implementation will require, including instructional materials, equipment, specially‑trained personnel, etc.

G.
the plan for its continuous assessment which includes criteria and standards

H.
its developmental and operational history as well as data on results, where available

               I. 
evidence that it has been deemed best practice

BOARD OF EDUCATION
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The learning that results from each course of study should be durable, significant, and transferable and require a high level of student achievement of clearly‑defined, cumulative performance objectives.

The plan for student assessment for each course of study should include the criteria and standards that will be used to determine when students may need to participate in remedial, supplemental, or accelerated activities in order to ensure that each student has been provided the opportunity to achieve at his/her optimum level.

Each course of study is intended to provide a basic framework for instruction and learning.  Within this framework, each teacher shall use the course of study in a manner best designed to meet the needs of the students for whom s/he is responsible.  Any deviation from its content must be approved in accordance with the Superintendent's administrative guidelines.

The Superintendent shall develop administrative guidelines which provide for the development of individual learning plans that contain pre and post assessment activities as well as instructional activities for implementing each course of study.  Such plans should also provide for proper record-keeping and periodic reporting of student performance.

In keeping with the Board's commitment to the school improvement process, such guidelines shall also provide for the appropriate participation of staff, parents, students, and relevant community members in the review of the District's courses of study.

The Superintendent shall maintain a current list of all courses of study offered by this District and shall provide each member of the Board with a current list of all courses of study.

M.C.L.A. 380.1277, 380.1278, 380.1282, 388.1621

Revised 9/17/90

Revised5/17/99

PRIVATE 
GUIDELINES – 2220tc  \l 1 "GUIDELINES – 2220"
PREPARATION FOR THE WORLD OF WORK

One of the desired educational outcomes of the District is for students to have the prerequisite knowledge, attitude and skills with which to enter the world of work at some later time in their lives.  Board Policy 2220 directs that the administration and staff include as a learning outcome for each course of study that students can demonstrate both willingness and ability to be punctual, to be present regularly at the learning site, to participate in the learning activities and to complete assignments on time and as directed.

For students to develop these basic “workplace behaviors,” teachers will need to emphasize their importance as they conduct learning activities.  Such reminders can be part of directions, assignments, learning reviews and feedback sessions on how well students functioned during activities.

As with other types of learning, one of the most effective strategies for helping students realize the importance of these “workplace behaviors” is for staff to model the behaviors that will be expected of the students.

These attitudes and behaviors are to be made a part of the student’s final grade in a course after principals and teachers determine the best method for grading such learnings and their weight relative to academic content of each program.  It should be made clear to students at the beginning of each course and prior to the end of each marking period that the “workplace behaviors” will be part of the grade for the course.

The District has prepared a form (2220 F1) which provides a list of workplace competencies that business and industry considers of primary importance.  Surveys of employers indicate they are more interested in young people reflecting these behaviors than in technical knowledge and skills which can be developed by the employer.  The form can be used, initially, to help staff formulate learning objectives for the courses of study which will produce the desired outcome.  Additionally, the form facilitates the grading of each behavior.  Form 2220 F2 has been designed for students to use to help them develop and maintain an awareness of these competencies and to assist teachers and counselors in their discussions with and evaluations of students.

Since the development of good work habits takes time, effort and continued reinforcement, such learning should start at the elementary level and build with increasing emphasis through the high school programs.  The relative grading weight for these behaviors should also increase commensurately.

App. 1/28/94

PRIVATE 
FORM 2220 F1tc  \l 3 "FORM 2220 F1"
PRIVATE 
CHARACTERISTICS OF A HIGH QUALITY WORK ETHICtc  \l 2 "CHARACTERISTICS OF A HIGH QUALITY WORK ETHIC"
STUDENT EVALUATION FORM

Although success in any job will require you to use specialized knowledge and skills associated with the job responsibility, there are certain foundation skills and attitudes that apply to any job and indicate to your employer whether or not you will be a productive employee.

PRIVATE 
RATINGtc  \l 3 "RATING"
B        A

PRIVATE 
EXPECTED LEARNING OUTCOMEtc  \l 4 "EXPECTED LEARNING OUTCOME"
___  1.  be present at the learning site at the designated time

___  2.  be ready for assigned tasks by being mentally alert and focused on the task

___  3.  be ready for assigned tasks through organization of necessary materials and supplies

___  4.  carry out oral and written directions and obtain clarification when uncertain about what is

             expected

___  5.  manage learning time so that tasks are completed on time

___  6.  work cooperatively with others regardless of ability, gender, racial or ethnic background

___  7.  stay on focus of the assigned task and not disrupt the work of others

___  8.  review task results to determine whether or not quality expectations have been met and

             make the effort, within time constraints to improve the results

___  9.  seek feedback from teachers and other students on how to improve the quality of task results

___ 10.  help maintain a safe and productive environment in which to work

RATING SCALE

Behavior = frequency with which the student demonstrates the work ethic

Attitude =  frequency with which the student demonstrates the work ethic without being asked or

                    told to do so

0 = Never        1 = Rarely
        2 – Sometimes
3 = Frequently        4 = Consistently

Reproduced with permission of NEOLA/Institute for Curriculum and Instruction.
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MANDATORY COURSES
In compliance with the Michigan School Code, the Board of Education directs the Superintendent to prepare, implement, and supervise courses of instruction in the following areas:

A.
the Constitution of the United States and Michigan, and in the history and present form of government of the United States, and Michigan and its political subdivisions

B.
the principal modes by which communicable disease is spread, the best methods for the restriction and prevention of these diseases and sex education with an abstinence based curriculum.

C.
instruction in physiology and hygiene with special emphasis on drug abuse

D.
the courses of study necessary to qualify for State Aid for education

The Superintendent shall prepare appropriate guidelines relative to the planning, teaching, and evaluation of these courses.

M.C.L.A. 380.1166, 1169, 1170, 1171

Revised5/17/99
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CURRICULUM GUIDES
A guide may be prepared for each approved course of study or any other program in order to direct and assist the professional staff toward the attainment of course and/or District goals.  In courses covered by Department of Education benchmarks, these will be used in lieu of guides.

As appropriate to the course of study, each guide shall contain:

A.
the intended learning outcome(s);

B.
knowledge skills, attitudes, and values needed to achieve those outcomes;

C.
learning activities needed to achieve the outcome;

D.
evaluation criteria, standards, and methods which will confirm the extent to which learning outcomes have been achieved;

E.
a list of supplemental materials for the guidance of teachers.

Each curriculum guide is intended to provide a basic framework for instruction and learning.  Within this framework, each teacher shall use the curriculum guide in a manner best designed to meet the needs of the students for whom s/he is responsible.

The Superintendent shall be responsible for the preparation of curriculum guides and shall develop a plan for such preparation which may include:

A.
the participation of appropriate staff members and resource personnel;

B.
the participation of members of the community;

C.
continuing research in instructional methods, materials, and activities;

D.
systematic review of all curriculum guides to ensure their continuing usefulness in achieving District goals;

F.
a system of administrative review to ensure that curriculum guides are being followed by teaching staff members desired by the Board.
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All new curriculum guides and revisions of existing guides shall be submitted to the Board for approval before they are implemented.

Whenever new curriculum guides are developed or existing guides revised, copies of these additions or changes must be made available to the Board for review.  The Board retains the right to reject any additions, changes, and deletions.

Copies of all current curriculum guides shall be kept on file in the office of the Superintendent.

It shall be assumed that only those courses of study represented by curriculum guides on file constitute courses of study officially adopted by this Board.

M.C.L.A. 380.1282

Revised5/17/99

PRIVATE 
GUIDELINES - 2230tc  \l 1 "GUIDELINES - 2230"
PRIVATE 
CURRICULUM GUIDEStc  \l 1 "CURRICULUM GUIDES"
The guides developed as an outcome of curriculum committees should incorporate the following features:

A.
The General Purpose and Outcome of the Course:  These should be broadly stated and should include the purposes and expected learning outcomes of the course.

B.
The Learning Goals of the Course:  These are the particular behaviors the students should demonstrate when the purpose of each unit or section of the curriculum is being achieved at the desired level of performance.

C.
Content/Concept:  The content should be organized in ways that will provide for applied learning of the concepts involved in the learning outcomes.

D.
Methodology:  The guide should include learning activities that ensure the students can achieve the outcomes of the curriculum.  Suggested teaching strategies should relate directly to helping students participate properly in learning and applying the important concepts contained in the content.  It also should indicate the resources necessary for the learning activities to function as intended.

E.
Physical Appearance of the Guide:  The cover of the guide shall be printed wherever possible.  On it should appear the (School District emblem) (some symbol or drawing representing the discipline).  A written preface should introduce the guide and clearly state the purpose and rationale for the program.  A list of the committee members should also be included as well as the date of publication.

BOARD OF EDUCATION

                                                   PROGRAM

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  2231/page 1 of 1


CORE CURRICULUM
In order to comply with State law, the Board shall adopt a core curriculum which is to be based on the Michigan Curriculum Framework developed by the State Board of Education.  The Superintendent shall prepare administrative guidelines which will provide for a description of the courses  that will comprise the core curriculum as well as the sequence, in grade clusters, in which such courses will be taught.

Should the core curriculum vary from the State model, the description of the core curriculum is to be accompanied by an explanation of the District's variations from the model and shall verify that no attitudes, beliefs, or value systems are included in the curriculum that are not essential in the legal, economic, and social structure of our society and to the personal and social responsibility of citizens of our society.

The Superintendent's guidelines shall also provide for an explanation of the means by which the core curriculum will be implemented and evaluated based on defined student outcomes and the K‑12 Program Standards of Quality established by the State Board of Education.

The Superintendent shall establish administrative guidelines which will assure each student a fair opportunity to achieve the academic outcomes established for the core curriculum.  Such guidelines should ensure that instruction in each area of the core curriculum focuses on the learning processes students need to use to achieve the academic outcomes and should provide procedures for special assistance to students who are not achieving the outcomes.

M.C.L.A. 380.1204(a), 380.1278

Adopted 9/17/90

Revised 8/94






GUIDELINES – 2240 








    
CONTROVERSIAL ISSUES IN THE CLASSROOM

The following guidelines are designed to assist teachers in the instruction of controversial issues, defined in Policy 2240, in the classroom:

A.
Before introducing a controversial issue, teachers should consider:

1.
the chronological and emotional maturity of the students;

2.
the appropriateness and timeliness of the issue as it relates to the course and the students;

3.
the extent to which they can successfully handle the issue from a personal standpoint;

4.
the amount of time needed and available to examine the issue fairly.

B.
When discussing a controversial issue, the teacher may express his/her own personal position, as long as s/he makes it clear that it is only his/her opinion.  The teacher must not, however, bring about a single conclusion to which all students must subscribe.

C.
The teacher should encourage student views on issues as long as the expression of those views is not derogatory, malicious or abusive toward other student views or toward a particular group.

D.
Teachers should help students use a critical thinking process such as the following to examine different sides of an issue:

For each stated position:

1.
What is the person (group) saying?

2.
What evidence is there that what is being said is true?

3.
What is said that would lead you to think the position is valid?

4.
What are the strengths and weaknesses of this position?

5.
What do you think would happen if this point of view was accepted and was put into practice?

             For reaching conclusions:

1.
 On balance, what do you think is the most reasoned statement?  The most valid position?

2.
 What is there in the statements that supports your conclusion?  What other things, beside what is  being said, leads you to your conclusion?
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INNOVATIVE PROGRAMS
The Board of Education wishes to promote the continued improvement of the instructional and curricular program of the schools through all appropriate means.  The Board will encourage members of the school staff and of the student body who wish to pursue a promising program for school improvement.

An innovative program design shall address the steps below when appropriate to the project:

A.
rationale

B.
specific objectives

C.
supportive research

D.
budgeting

E.
in‑service requirements

F.
evaluative techniques

G.
plans for broader implementation

H.
methods for evaluation

Each innovative program shall be consistent with the District's objectives and long range plans.  Programs designed for disabled students must comply with Federal and State guidelines.

M.C.L.A. 380.1282

PRIVATE 
GUIDELINES– 2250 tc  \l 1 "GUIDELINES– 2250 "
INNOVATIVE PROJECTS

Any professional staff member may submit a proposal for an innovative program.

When a proposal is presented, it should be forwarded to the principal.

Each proposal should contain a clear, adequate statement on each of the following:

A.
Need:  including importance relative to District/school goals.

B.
Expected Result:  including a description of how students, staff or the District will be different as a result of the project.

C.
Time Requirements:  including any suggestions on how requirements can be met.

D.
Personnel Requirements:  including types, qualifications, costs and possible availability.

E.
Facilities/Equipment Requirements:  including type, costs and possible availability.

F.
Strategies/Methodologies:  including evidence of effectiveness in other settings.

G.
Schedules:  including suggestions for ameliorating any descriptions to current programs and schedules.

H.
Evaluation:  including what criteria and standards will be used to judge success or worthiness of the project.

I.
Follow-up:  including what could or should happen if the project results do or do not meet expectations.

After all of the above has been completed and the written approval or denial forwarded to the Superintendent, s/he shall review the proposal with relevant parties.  If appropriate, a presentation to the Board may be arranged.

If approval is forthcoming and the project is implemented, a written evaluation by the professional staff involved will be prepared at a stage mutually agreed upon.

PRIVATE 
GUIDELINES – 2250tc  \l 1 "GUIDELINES – 2250"
GUIDELINES FOR PLANNING A PROJECT (JOB, TASK, ACTIVITY)

Step One:  Envision the End-Product (Result)

Prior to deciding what should be done, it is essential to clarify what the desired results of the project (job, task, activity) should be.  Without a clearly defined “end,”  the “means” are not only harder to determine, but are also difficult to justify.

Strategy:

A.
What to do:



Define all the important features or elements of the end-product.

B.
Questions to ask:

1.
What should _____________look like after all the work is done and the project (job, task, activity) is finished?

2.
What should be its specific features or characteristics?  (Describe each in detail.)

3.
What would I not want to find is true of the end result?

4.
What should not be true in the situation that will exist after the project (job, task, activity) has been completed?

5.
What would the end-product be like if it is just minimally acceptable?

6.
What makes this end-product important?  What might happen if the end-product does not meet expectations?

C.
Confirmation:



Review the desired end-product and confirm the description is :

1.
clear – each element is comprehensible to relevant others;

2.
complete – all elements have been described;

3.
accurate – all details are correct;

4.
justified – each element is essential to achieving the desired end-product.

Step Two:  Develop a General Outline of the Plan

It is usually more efficient and effective to “sketch out” all of the tasks or steps before developing the details of each.  It helps to avoid both gaps and getting too focused on a particular part of the plan before its diversions are clear.

Strategy:

A.
What to do:

Determine that necessary resources are available and then identify and list each step or task  necessary to produce the end-product.

B.
Questions to ask:

1.
Are the resources (time, money, people, equipment, etc.) necessary to produce the desired end-product, available when and in the amount needed?(.If not, what changes will have to be made in the end-product?

2.
What needs to be done first?(.What is the first task?

3.
Why should ________________  be the first task (step)?

4.
What does the result of that task (step) have to be in order to move on to the next task (step)?

5.
What should be the next task (step)?

6.
Why does that need to be done next?

7.
If that task (step) is done properly, what should the result be?

8.
Recycle questions 5, 6 and 7 until sequence is complete.

C.
Confirmation:

Review the list of tasks (steps) and the description of the end-product.  Ask, “Is there any part of the end-product that would be missing, incomplete or unacceptable if just these listed tasks (steps) were taken?”

Step Three:  Develop the Plan for Each Task (Step)

The heart of a plan is the details associated with each major task (step).  The more complete the details (written or thought), the more likely it is the desired end-product will be achieved.

Strategy:

A.
What to do?


Create a written description of how each major task (step) outlined in Step Two will be done.

B.
Questions:

1.
Who will do this task?

2.
Where will it be done?

3.
When does it have to be done?(.How long should it take?

4.
What resources (materials, tools, supplies, etc.) are needed?(.When will they be needed?

5.
What specifically is involved in performing this task?

6.
What policies or guidelines have to be adhered to?(.What conditions have to be met?

7.
What could go wrong?  (List possibilities.)

8.
What can be done to deal with the problem and still achieve the desired result?

9.
Recycle 1 – 8 for each major task listed in the outline.

C.
Confirmation:



Review each detailed task and confirm that:

1.
the knowledge/skills needed to perform the task are available;

2.
all needed resources have been identified and are available;
3.
the funds necessary to procure the resources are located;

4.
enough time has been allocated to perform the task well enough to produce the results needed for that phase of the plan;

5.
probable “roadblocks” have been identified and a workable contingency procedure developed to eliminate or “get around” each one.

Step Four:

Rating the quality of the plan prior to its approval and implementation will help to ensure a stronger plan and thus increase the likelihood that the plan will produce the desired end-product.

Strategy:

A.
What to do:

It is not necessary always to have each element of the plan written out, but each should have been considered and decided upon.

B.
Use the following rating scale to review the components of the plan and rate their quality.





RATING SCALE

0
Not present (end result will not occur)

1
Present but very inadequate (poor, that is, end result not acceptable)

2
Present but minimally adequate (fair, that is, end result probably only minimally acceptable)

3
Present and adequate (good, that is, end result probably produced at the desired or close-to-desired level of quality)

4
Present and of high quality (excellent, that is, end result likely to be at the desired level of quality)

Criterion #1:  The proposed tasks (steps) are in a logical order.  The sequence can be justified because it is efficient or economical and can produce the Desired End-Product.



0
1
2
3
4

Criterion #2:  The expected result of each task is clearly described.  Each task result is necessary in order for the next task to be successful and to help achieve the Desired End-Product.



0
1
2
3
4

Criterion #3:  All needed resources (people, time, materials, tools, supplies, etc.) have been identified and confirmed available and of needed quality.  Each can be justified as essential for each task to produce its intended result.



0
1
2
3
4

Criterion #4:  The costs have been clearly defined.  Each represents the minimum needed to produce the Desired End-Product.



0
1
2
3
4

Criterion #5:  The places where the planned actions will occur have been specified and confirmed to be available and in proper condition.  Each can be justified as appropriate.


0
1
2
3
4

Criterion #6:  Contingency plans have been made to deal with difficulties that are likely to be encountered in producing the Desired End-Product.



0
1
2
3
4

Criterion #7:  When the plan is put into action, it will create as few negative side effects as possible for those who will be involved in or affected by project.



0
1
2
3
4

Step Five:  Obtain Approval of the Plan

It is essential for both implementing the plan and obtaining the necessary support that the plan is both understood and agreed to by all parties who have responsibilities associated with the management of the project.

Strategy:

A.
Reaffirm the commitment to the desired end-product and its benefits before reviewing the plan.

B.
Present the general outline accompanied by a schedule of completion for each of the listed tasks.

C.
Provide details of the plan to the extent desired by those who must approve.  Be sure to include the contingency plans designed for the anticipated “roadblocks.”

D.
Obtain a commitment to a list of support actions that management needs to provide for if the project is to be successful.

E.
If the project plan is complicated enough to require an additional plan to make sure it starts off properly (a plan to implement the plan), submit this plan for review and approval after developing it through the use of Steps 1 – 4 above.

Step Six:  Implement the Plan

If Steps 1 – 5 have been successful, the plan should work effectively to accomplish the desired end-product.  It will be essential, however, to monitor its implementation on a regular basis to:

A.
assess the results of tasks as they are being completed;

B.
determine what may be causing any inadequacies in those results (e.g. inadequate or improper actions, outside influences, etc.);

C.
make any necessary adjustments in the actions, resources, etc. through the use of Steps 3, 4 and 5 above;

D.
reinforce those actions and influences that are contributing to the accomplishment of the desired end-product.

App. 3/91

PRIVATE 
FORM 2250 F1tc  \l 1 "FORM 2250 F1"
PRIVATE 
EVALUATION OF A PLANtc  \l 2 "EVALUATION OF A PLAN"
This evaluation form is designed to provide a planner with a means to assess the potential effectiveness of a plan by confirming that all of the characteristics essential to a complete plan are present and adequate.  If any of the characteristics are missing, it is likely that serious problems will develop during implementation.

Use the following rating scale to review the eight characteristics of an effective plan and rate the quality of the plan being developed.

PRIVATE 
RATING SCALEtc  \l 2 "RATING SCALE"
0 = 
not present (end result will probably not occur)

1 = 
present but very inadequate (poor – end result will probably not be acceptable)

2 = 
present but minimally adequate (fair – end result will probably be only minimally acceptable)

3 = 
present and adequate (good – end result will probably be at the desired or close-to desired level of quality)

4 = 
present and of high quality (excellent – end result is likely to be at the desired level of quality)

If after assessment, certain elements are missing or not of as high quality as they should be, AG 2252 may be useful in strengthening those elements.

PRIVATE 
CHARACTERISTICS OF AN EFFECTIVE PLANtc  \l 2 "CHARACTERISTICS OF AN EFFECTIVE PLAN"
PRIVATE 
Characteristic #1tc  \l 3 "Characteristic #1"
The desired end-result is clearly described and is (or can be) justified in terms of its importance or significance.


0            1            2               3               4

Characteristic #2

The proposed tasks (steps) are in a logical order that can be justified as an efficient way to produce the Desired End-Result.


0           1            2                3                4

PRIVATE 
Characteristic #3tc  \l 3 "Characteristic #3"
The needed result of each task (step) is described and can be confirmed as essential for subsequent tasks (steps) to be successful.


0            1             2            3             4

Characteristic #4

All needed resources (people, time, materials, etc.) have been identified, confirmed available when needed and will be of needed quality.  Each resource can be justified as essential for producing the desired end-result.

0            1            2             3             4

Characteristic #5

The costs have been clearly defined.  Each represents the minimum level needed to produce the desired end-result.


0            1            2             3             4

Characteristic #6

The places where the planned actions will occur have been specified, confirmed to be available and in proper condition and justified as appropriate.

0            1            2             3             4

Characteristic #7

Contingency plans have been made to deal with anticipated difficulties that could seriously interfere with achieving the desired end-result.


0            1            2             3             4

Characteristic #8

The plan has been thought through in such a way that, when put into action, it will create as few negative side effects  as possible for those who will be involved in or affected by the actions taken or the end-result.


0            1            2             3             4
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PRIVATE 
GRADUATION REQUIREMENTStc  \l 2 "GRADUATION REQUIREMENTS"
Regular Diploma:  Normally, a student will complete graduation requirements in four years.  In order to receive a diploma and graduate, a student must earn the total number of minimum credits and complete all required classes.

Credits required to graduate is 30.

Specific requirements for graduation:  New Buffalo High School is a career pathways high school and has two pathways for students to follow that will lead to the next level of education.  The pathways are technical and professional.  The technical pathway will lead students to a junior college, vocational school or the workplace.  The  professional pathway is designed to lead students to a junior college or four year college or university.

The career pathways are:   Arts & Communication;  Business, Management, Marketing and Technology; Engineering/Manufacturing & Industrial Technology; Health Sciences; Human Services; and Natural Resources & Agriscience.  Additional information for each pathway can be obtained at the Guidance Office.

Specific course requirements are:

LANGUAGE ARTS                     TECHNICAL                                             PROFESSIONAL

                                                      PATHWAY                                                   PATHWAY

                                                       (4 credits)                                                       (5 credits)

                                                      English I                                                    English I

                                                      English II                                                   English II

                                                      American Lit & Comp                               Amer Lit/ & Classics

                                                      Senior Projects                                           British Lit/Composition

                                                                                                                         World Lit or College Writing

Communications (Speech) will be incorporated into the Language Arts classes.  All seniors will do Senior Projects.  It will count as an English credit on the Technical Pathway.  It is an additional requirement on the Professional Pathway.

MATH                                           TECHNICAL                                           PROFESSIONAL

                                                       PATHWAY                                                  PATHWAY

                                                         (4 credits)                                                     (5 credits)

                                                       Algebra A/B                                                Algebra I

                                                       Informal Geometry                                      Algebra II

                                                       Discrete Math or App Math I                      Formal Geometry

                                                       Applied Math II                                          Alg III or Discrete Math

                                                                                                                           Trigonometry

                                                                                                                           Calculus Elective
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SCIENCE                                       TECHNICAL                                        PROFESSIONAL

                                                        PATHWAY                                               PATHWAY

                                                         (4 credits)                                                   (4 credits)              

                                                        Intro to Biology                                            Biology

                                                        Intro to Physical Science                              Physical Science

                                                        Earth Science I                                             Chemistry

                                                        Earth Science II                                            Physics or AP Biology

SOCIAL STUDIES                         TECHNICAL/PROFESSIONAL

                                                                    PATHWAY

                                                                    (4.5 credits)

                                                          U.S. History

                                                          Civics (State & Local Government) (.5 credit) 

                                                          World Studies

                                                          Economics

                                                          Government and Sr. Projects are offered on alternating days (seniors only)

                    Electives:                      Psychology/Sociology   (These classes will be offered on alternating years.)

                                                         Street Law

                                                         Humanities

OTHER REQUIRED CLASSES:  (1 credit each)

Health

Physical Education (may receive physical education credit by completing two sport seasons or a minimum of two                                   years of band)

Business Management Marketing Technology (computer class)

Senior Project - (Components include:  paper project, presentation, portfolio, and 20 hours of community or                                      school service.)
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RECOMMENDED ELECTIVE COURSES:

*Students in both pathways must take elective classes from the Fine/Performing Arts and/or Foreign Language to meet the requirements of Education Yes.

          FINE/PERFORMING ARTS                                                   FOREIGN LANGUAGE

          Art                                                                                            Spanish

          Band                                                                                         French (if enrollment allows)

          Drama

          Vocal Music

          Dance

































CAREER TECHNICAL EDUCATION:

*Students in the Technical Pathway are required to take a Career Technical Education course in their junior or senior year.  Prerequisite conditions must be met.  Some courses are offered on campus.  Many are offered at other sites around the county.  A complete list of CTE courses is available from the Guidance Office.               


BOARD OF EDUCATION

                                                   PROGRAM

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  2260/page 1 of 2


ACCESS TO EQUAL EDUCATIONAL OPPORTUNITY
The Board of Education declares it to be the policy of this District to provide an equal opportunity for all students to achieve their maximum potential through the curriculum offered in this District regardless of race, color, creed, disability, religion, gender, ancestry, age, national origin, place of residence within the boundaries of the District, or social or economic background.

In order to achieve the aforesaid goal, the Board directs the Superintendent or his/her designee to:

A.
Curricula Content ‑ review current and proposed curriculum guides and textbooks to detect any bias based upon race, gender, religion, national origin, ancestry, or culture; ascertaining whether or not supplemental materials, singly or taken as a whole, fairly depict the contribution of both genders, various races, ethnic groups, etc. toward the development of human society.

B.
Staff Training ‑ develop an ongoing program of in‑service training for school personnel designed to identify and solve problems of racial, sexual, religious, national, or cultural bias in all aspects of the school program.

C.
Student Access ‑ review current and proposed programs, activities, and practices to ensure that all students have equal access thereto and are not segregated on the basis of race, color, creed, gender, or national origin in any duty, work, play, classroom, or school practice, except as may be permitted under State regulations.

D.
District Support ‑ ensure that like aspects of the District program receive like support as to staff size and compensation, purchase and maintenance of facilities and equipment, access to such facilities and equipment, and related matters.

E.
Student Evaluation ‑ ensure that tests, procedures, or guidance and counseling materials, which are designed to evaluate student progress, rate aptitudes, analyze personality, or in any manner  establish or tend to establish a category by which a student may be judged, are not differentiated or stereotyped on the basis of race, color, creed, gender, or national origin.

Re-adopted 5/17/99
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The Superintendent shall appoint a compliance officer whose responsibility it will be to ensure that Federal and State regulations are complied with and that any complaints are dealt with promptly in accordance with law.  S/He shall also ensure that proper notice of nondiscrimination for Title II, Title VI, and VII of the Civil Rights Act of 1964, Title IX of the Education Amendment Act of 1972, Section 504 of the Rehabilitation Act of 1973, and the Age Act is provided to students, their parents, staff members, and the general public.

The Superintendent shall attempt annually to identify children with disabilities, ages 0‑25, who reside in the District but do not receive public education.  In addition, s/he shall establish procedures to identify students with limited English proficiency and to assess their ability to participate in District programs.

M.C.L.A. 380.1146,

Fourteenth Amendment, U.S. Constitution

20 U.S.C. Section 1681, Title IX of Education Amendments Act

20 U.S.C. Section 1701 et seq., Equal Educational Opportunities Act of 1974

29 U.S.C. Section 794, Rehabilitation Act of 1973

42 U.S.C. Section 2000 et seq., Civil Rights Act of 1964

42 U.S.C. 12101 et seq., The Americans with Disabilities Act of 1990

Revised 3/4/96

Re-adopted5/17/99
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ACCESS TO EQUAL EDUCATIONAL OPPORTUNITY

These guidelines shall be used to ensure that the Board’s policy on nondiscrimination (2260) is implemented properly and in compliance with Federal and State laws and regulations, particularly Part 104 of Section 504 of the Rehabilitation Act of 1973 (34 CFR).  A copy of Part 104 is provided as AG 2260A.

Notice of the Board’s policy on nondiscrimination in educational practices shall be posted throughout the District, published in any District statement regarding the availability of educational services, and in all student handbooks.

Children who have been diagnosed as having a disability and who, through a multi-factored evaluation, qualify for categorical services under IDEA will be served under the existing State Special Education regulations.  Section 504 protects all students with a mental or physical impairment which is defined as follows:

A.
substantially limits one (1) or more major life activities, or

B.
has a record of such an impairment, or

C.
is regarded as having such an impairment.

Students may qualify for accommodation under Section 504 who do not qualify for services under IDEA.

The District will identify, evaluate and provide an appropriate education for students who qualify under Section 504.

FACILITIES

The educational program of this District shall be accessible to all students.  All programs need to be designed and scheduled so the location or nature of the facility or area will not deny an otherwise qualified student with a disability the opportunity to participate in the academic or other school program on the same basis as a non-disabled student.

Service animals for students who require this type of assistance shall be permitted access to all facilities, programs and events of the District.  The student, staff or guest must provide evidence of the animal’s certification for that purpose.  If the animal is still in training, proof of liability insurance must be provided.

PROGRAM

The educational program includes the academic and non-academic setting.  Each qualified student with a disability shall be educated with the non-disabled student to the maximum extent appropriate.  In the non-academic setting, the student with a disability shall participate with the non-disabled students to the maximum extent appropriate to the needs of the student with a disability.

PRIVATE 
REFERRALtc  \l 1 "REFERRAL"
If the parent or other referring person and the Coordinator of Special Education have reason to believe that the student needs special accommodations or related services in order to be provided access to the District’s programs, the teacher shall notify the parent.  If the referring person and the coordinator suspect that the student is eligible for services through IDEA, the procedures for identification, evaluation and placement must be followed.  If the IDEA evaluation team determines the child is ineligible under IDEA, the team shall determine the student’s eligibility for special accommodations or related services under Section 504.  If s/he is eligible, a student accommodation plan shall be developed.

If the referring person has no reason to believe that the student may qualify under IDEA, the student shall still be evaluated in accordance with the Section 504 evaluation procedures (2260A).

PRIVATE 
EVALUATION/PLACEMENTtc  \l 1 "EVALUATION/PLACEMENT"
Prior to evaluation, the Coordinator of Special Education shall notify the parent and obtain verbal and/or written consent of the parent.

At the time of notification of the parent to obtain consent for the evaluation, the Coordinator of Special Education shall provide the parent an explanation of the rights of the parent and the student under 504 (see 2260 F1).

The Section 504 evaluation is to be tailored to the suspected or known disability and how that disability impacts on the student’s ability to function in the school setting.  A full multi-factored evaluation may not be required, but the evaluation shall draw upon information from a variety of sources including those who have detailed knowledge about the student and his/her condition.  Each person providing evaluative information shall assure that the information is documented.

The Coordinator of Special Education shall schedule a meeting of the group of persons knowledgeable about the student which shall review the evaluation data and determine if the student has a disability within the meaning of Section 504 (see page 1 of Guidelines 2260).

The parents will be notified of the meeting and be invited to attend the meeting.

If the team determines that the student qualifies under 504, it will determine what reasonable accommodation or related services the student may need and develop a 504 student accommodation plan (see 2260 F3).

Parents are to be invited to participate in the development of the plan.

If the 504 team determines that the student does not qualify under 504, it shall document the decision, provide the basis of the decision, and state that the student may be served appropriately in the regular education setting without related services or special interventions.  Following  the 504 team meeting, the parent is to be notified of the team’s decision.

INSTRUCTION

Because of the least restrictive environment requirements, the principal should review all of AG 2260A and then work with the teacher(s) involved to make sure s/he (each):

A.
recognizes the requirements of the law and the relationship between the evaluation of the student and his/her instruction;

B.
has made appropriate accommodation in the instructional program and/or classroom environment as provided in the student’s 504 accommodation plan.  Such accommodations could include but are not limited to:

1.
preparation of alternate lesson plans;

2.
modification of schedules;

3.
rearrangement of the students;

4.
reorganization of the classroom;

 5.        guidance of the student on appropriate behaviors;

6.
frequency and type of communication with parents;

7.
alternate methods of instruction;

8.
alternate methods of assessment;

C.
is familiar with and follows the student’s 504 accommodation plan.

PRIVATE 
EVALUATION/CHANGE IN PLACEMENTtc  \l 1 "EVALUATION/CHANGE IN PLACEMENT"
Within one (1) school year following implementation of a student accommodation plan, the student’s 504 team is to review the student’s progress and determine if further intervention or a modification in the plan is needed.

DISCIPLINE

The disciplinary process described in Policy 2461 should be used in all situations in which a student with a 504 disability may be subject to suspension, expulsion or exclusion.  Since expulsion or cumulative forms of suspension may constitute a change in placement, the evaluation procedures in AG 2260A must be followed.

DRUG RELATED CIRCUMSTANCES

If a principal suspects or has knowledge that drugs or alcohol may be creating a disabling condition for a student, s/he must arrange for an evaluation, with consent of the parents and at no cost to the student.  If the evaluation verifies the existence of the disabling condition, the student shall be considered disabled under Section 504 and dealt with accordingly.

If a student, disabled only under Section 504, is caught with drugs at school, s/he may be disciplined in accordance with AG 5610.  The disciplinary procedures required for IDEA students do not apply.

COMPLAINTS

All complaints should be handled in accordance with the procedure described in AG 2260B.  Section 504 does not establish timelines for submission of a hearing request nor does it define “impartial hearing” or require that the selection of the hearing officer be mutually agreed upon by the District and the parents.  The impartial hearing officer should be someone who is not employed by or under contract to this District in any capacity.

App 11/91
Rev 1/28/94
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GRIEVANCE PROCEDURES FOR

TITLE VI, IX AND SECTION 504

Section I

If any person believes that the New Buffalo Area School District or any of the District’s staff has inadequately applied the principles and/or regulations of (1) Title VI of the Civil Rights Act of 1964, (2) Title IX of the Education Amendment Act of 1972, and (3) Section 504 of the Rehabilitation Act of 1973, s/he may bring forward a complaint, which shall be referred to as a grievance, to the District’s Civil Rights Coordinator,

Director of Curriculum and Instruction

New Buffalo Area Schools

1112 E. Clay Street

New Buffalo, MI  49117

Section II

The person who believes s/he has a valid basis for grievance shall discuss the grievance informally and on a verbal basis with the local Civil Rights Coordinator, who shall in turn investigate the complaint and reply with an answer to the complainant.  S/He may initiate formal procedures according to the following steps:

         Step I

A written statement of the grievance signed by the complainant shall be submitted to the local Civil Rights Coordinator within five (5) business days of receipt of answers to the informal complaint.  The Coordinator shall further investigate the matters of grievance and reply in writing to the complainant within five (5) business days.

       Step 2

If the complainant wishes to appeal the decision of the local Civil Rights Coordinator, s/he may submit a signed statement of appeal to the Superintendent of Schools within five (5) business days after receipt of the coordinator’s response.  The Superintendent shall meet with all parties involved, formulate a conclusion, and respond in writing to the complainant within ten (10) business days.

       Step 3

If the complainant remains unsatisfied, s/he may appeal through a signed written statement to the Board of Education within five (5) business days of his/her receipt of the Superintendent’s response in step two. In an attempt to resolve the grievance, the Board of Education shall meet with the concerned parties and their representative within forty (40) days of the receipt of such an appeal.  A copy of the Board’s disposition of the appeal shall be sent to each concerned party within ten (10) business days of this meeting.

        Step 4

If at this point the grievance has not been satisfactorily settled, further appeal may be made to the Office for Civil Rights, Department of Education, Washington, D.C.  20201.

Inquiries concerning the nondiscriminatory policy may be directed to Director, Office of Civil Rights, Department of Education, Washington, D.C.  20201.

The local coordinator, on request, will provide a copy of the District’s grievance procedure and investigate all complaints in accordance with this procedure.

A copy of each of the Acts and the Regulations on which this notice is based, may be found in the Civil Rights Coordinator’s office.

PRIVATE 
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INDIVIDUALS WITH DISABILITIES EDUCATION ACT AND 

SECTION 504 COMPARISON
	COMPONENT
	IDEA
	SECTION 504



	General Purpose
	Federal funding statue whose purpose is to provide financial aid to states in their efforts to ensure adequate and appropriate services for disabled children.
	A broad civil rights law which protects the rights of individuals with handicaps in programs and activities that receive Federal financial assistance from the U.S. Department of Education

	Who is protected?
	All school aged children who fall within one or more specific categories of qualifying conditions.
	All school aged children who meet the definition of a  qualified  handicapped person, i.e., (1) has or (2) has had a physical or mental impairment which substantially limits a major life activity.

	Responsibility to provide a free, appropriate public education (FAPE)
	Both laws require the provision of a free, appropriate public education to eligible students covered under them including individually designed instruction.  The Individual Education Program (IEP) of IDEA will suffice for a Section 504 written plan.

Requires a written IEP document with specific content and a required number of specific participants at the IEP meeting.

Appropriate education means a program designed to provide educational benefit.  Related services are provided if required for the student to benefit from the specially designed instruction.

Requires informed consent before an initial evaluation is conducted.

A re-evaluation is not required before a significant change in placement.  However, a review of the current evaluation data, including progress monitoring, is strongly recommended.
	Does not require a written IEP document but does require a plan.  It is recommended that the district document that a group of persons knowledgeable about the student convened and specified the agreed upon services.

Appropriate means an education comparable to the education provided to non-handicapped students, requiring that reasonable accommodations be made.  Related services, independent of any special education services as defined under IDEA, may be the reasonable accommodation.

Does not require consent, only notice.  Informed consent is recommended.

No provision for independent evaluations at district expense.  District should consider any such evaluations presented.

	Placement  Procedures:
	Both laws require schools to draw upon information from a variety of sources, assure that all information is documented and considered, ensured that the eligibility decision is made by a group of persons knowledgeable about the child and the meaning of the evaluation data and placement options, ensure that the student is educated with their non-handicapped peers to the maximum extent appropriate.

An IEP review meeting is required before any change in placement.
	A meeting is not required for any change in placement.

	Grievance Procedures
	Does not require grievance procedure, not a compliance officer.
	Requires districts with more than 15 employees to (1) designate on employee to be responsible for assuring district compliance with Section 504 and (2) provide a grievance procedure for parents, students and employees.

	Special Education vs. Regular Education
	A student is only eligible to receive IDEA services if the Multidisciplinary team determines that the student is disabled under one or more of the specially designed instruction to benefit from education.
	A student is eligible so long as they meet the definition of a qualified handicapped person, i.e., (1) has or (2) has had a physical or mental impairment which substantially limits a major life activity or (3) is regarded as handicapped by others.  It is not required that the handicap adversely affect educational performance or that the student need special education to be protected.

	Funding
	Provides additional funding for eligible students.
	Does not provide additional funds, IDEA funds may not be used to serve  children found eligible only under Section 504.

	Accessibility
	Requires that modifications must be made if necessary to provide a free, appropriate public education.
	Has regulations regarding building and program accessibility, requiring that reasonable accommodations be made.

	Procedural Safeguards
	Both require notice to parent or guardian with respect to identification, evaluation and/or placement.  IDEA procedures will suffice.  

Requires written notice.

Delineates required components of written notice.

Requires written notice prior to any change in placement.
	Does not require written notice but it is suggested to do so.

Written notice not required but suggested.

Requires notice only before a significant change in placement.

	Evaluations
	A full comprehensive evaluation is required assessing all areas related to the suspected disability.  The child is evaluated by a Multidisciplinary team or group.
	Evaluated draws on information from a variety of sources in the area of concern; decisions made by a group knowledgeable about the student, evaluation data and placement options.



	Due Process
	Both statues require districts to provide impartial due process hearings for parents or guardians who disagree with the identification, evaluation or placement of a student.

Delineates specific requirements.
	Requires that the parent have an opportunity to participate and be represented by counsel.  Other details are left to the discretion of the local school district.  Policy statements should clarify specific details.



	Exhaustion
	Requires the parent or guardian to pursue administrative hearing before seeking redress in the courts.
	Administrative hearings not required prior to OCR involvement or court action; compensatory damages possible.

	Enforcement
	Enforced by the U.S. Office of Special Education Programs.  Compliance is monitored by the State Department of Education and the Office of Special Education Programs.

The State Department of Education resolves complaints.
	Enforced by the U.S. Office of Civil Rights.

State Department of Education has not monitoring, complaint resolution or funding involvement.
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NOTIFICATION OF PARENT/STUDENT RIGHTStc  \l 4 "NOTIFICATION OF PARENT/STUDENT RIGHTS"
IN IDENTIFICATION, EVALUATION AND PLACEMENT
The following is a description of the rights granted by Section 504 of the Rehabilitation Act of 1973 to students with disabilities.  The intent of this federal law  is to keep you fully informed concerning decisions about your child and to inform you of your rights, if you disagree with any of the decisions made by the school district.

You have the right to:

A.
have your child take part in and receive benefits from public education programs without discrimination because of his/her disabling condition;

B.
have the school district advise you of your rights under federal law;

C.
receive notice with respect to identification, evaluation or placement of your child;

D.
have your child receive a free appropriate public education – this includes the right to be education with nondisabled students to the maximum extent appropriate.  It also includes the right to have the school district make reasonable accommodations to allow your child an equal opportunity to participate in school and school related activities;

E.
have your child educated in facilities and receive services comparable to those provided nondisabled students;

F.
have your child receive special education and related services if s/he is found to be eligible under the Education of the Handicapped Act (PL 94-142) or Section 504 of the Rehabilitation Act;

G.
have evaluation, educational and placement decision made based upon a variety of information sources and by persons who know the child, the evaluation data and placement options;

H.
have transportation provided to and from an alternative placement setting at no greater cost to you that would be incurred if the student were placed in a program operate by this district;

I.
have your child be given an equal opportunity to participate in co-curricular and extra-curricular activities offered by the district;

J.
examine all relevant records relating to decisions regarding your child’s identification, evaluation, education program and placement;

K.
obtain copies of educational records at a reasonable cost unless the fee would effectively deny you access to the records;

L.
a response from the school district to reasonable requests for explanations and interpretations of your child’s records;

M.
request amendment of your child’s educational records if there is reasonable cause to believe that they are inaccurate, misleading or otherwise in violation of the privacy rights of your child.  If the school district refuses this request for amendment, it shall notify you within a reasonable time and advise you of the right to a hearing;

N.
request mediation or an impartial due-process hearing related to decisions or actions regarding your child’s identification, evaluation, educational program or placement.  You and your child may take part in the hearing and have an attorney represent you.  Hearing requests must be made to the _____________________________;

O.
ask for payment of reasonable attorney fees if you are successful on your claim;

P.
file a local grievance.

The person in this district who is responsible for assuring that the district complies with Section 504 is:

PRIVATE 
Special Education Directortc  \l 1 "Jacque Spolyar"
PRIVATE 
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PRIVATE 
TITLE VI, IX, 504 GRIEVANCE FORMtc  \l 4 "TITLE VI, IX, 504 GRIEVANCE FORM"
Building 


   Date 


  Time  



Step 1:  Statement of Grievance 









          Signed – Grievant

Reported to: 




             Principal or Supervisor

Disposition 










             Signed




Date

Grievance Satisfactorily Settled:
Yes 

  No 


If not, referred to Superintendent or Coordinator of Title IX

            Signed



Date

(continued) FORM 2260 F2 

Step 2 – Disposition 










Grievance Satisfactorily Settled:

Yes 

  No 


If not, referred to the Board of Education
          Signed



       Date

Step 3 – Disposition 










Grievance Satisfactorily Settled:

Yes 

   No 


Step 4 – Appealed to: 









          Signed



        Date

PRIVATE 
FORM 2260 F3tc  \l 1 "FORM 2260 F3"
PRIVATE 
SECTION 504 EVALUATION SUMMARY/STUDENT ACCOMMODATION PLANtc  \l 4 "SECTION 504 EVALUATION SUMMARY/STUDENT ACCOMMODATION PLAN"
PRIVATE 


tc  \l 1 ""
Name 

Birthdate

Date of Meeting



Grade
School


Requestor




Student does or does not have a disability as defined by Section 504

Description of Disability

Participants in the meeting (Name or position or relationship to student)

PRIVATE 
RECOMMENDED ACCOMMODATIONtc  \l 1 "RECOMMENDED ACCOMMODATION"
Access to facility of program 









Educational restructuring or modification









Equipment or materials










Other









Person responsible for first year follow-up
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PRIVATE 
ACCESSIBILITY CHECKLISTtc  \l 3 "ACCESSIBILITY CHECKLIST"
The following are to be checked to ensure they are in compliance with the accessibility needs of the disabled:

( )  All entrances and parking areas are properly delineated for access by the disabled.

( )  Adequate parking spaces are allocated for the disabled.

( )  Appropriate parking areas are provided for vans transporting the disabled.

( )  Parking for the disabled is located by the nearest accessible entrance.

( )  Parking area has an adjacent accessible aisle.

( )  No curbing interferes with access by the disabled.

( )  Entry doors have an opening force of no greater than five (5) pounds and are equipped with lever-style or U-shaped door handles.

( )  Accessible aisles are available throughout the facility.

( )  Water fountains and telephones are accessible to individuals with wheel-chairs.

( )  Indoor ramps are equipped with sufficient non-skid material.

( )  Adequate lavatory facilities are available to the disabled with accessible door latches, sinks, soap and towel dispensers, handrails, toilets and no unexposed piping under sinks.

( )  Aisles with adequate tables and/or work stations in classrooms and laboratories are accessible to disabled.

( )  Libraries/media centers have racks, tables, carrels, service counters accessible to the disabled.

( )  Aisles in auditoriums are equipped with non-skid material.

( )  A visual alarm system is operational for the hearing impaired.

PRIVATE 
FORM 2260 F5tc  \l 2 "FORM 2260 F5"
PRIVATE 
NOTICE OF NONDISCRIMINATION AND GRIEVANCE PROCEDURES FORtc  \l 1 "NOTICE OF NONDISCRIMINATION AND GRIEVANCE PROCEDURES FOR"
TITLE VI, TITLE IX, SECTION 504, AGE ACT AND ADA

PRIVATE 
Nondiscriminationtc  \l 4 "Nondiscrimination"
The Board of Education declares it to be the policy of this District to provide an equal opportunity for all students, regardless of race, color, creed, age, disability, religion, gender, ancestry, national origin, place of residence within the boundaries of the District and social/economic background to learn through the curriculum offered in this District.

Complaint Procedure

Section I

If any person believes that the ______________________________School District or any of the District’s staff has inadequately applied the principles and/or regulations of (1) Title II, Title VI and Title VII of the Civil Rights Act of 1964, (2) Title IX of the Education Amendment Act of 1972, (3) Section 504 of the Rehabilitation Act of 1973, (4) The Age Act, and (5) The Americans with Disabilities Act, s/he may bring forward a complaint, which shall be referred to as a grievance, to the District’s Civil Rights Coordinator.

Section II

The person who believes s/he has a valid basis for grievance shall discuss the grievance informally and on a verbal basis with the District’s Civil Rights Coordinator, who shall in turn investigate the complaint and reply with an answer to the complainant.  S/He may initiate formal procedures according to the following steps:

Step I

A written statement of the grievance signed by the complainant shall be submitted to the District’s Civil Rights Coordinator within five (5) business days of receipt of answers to the informal complaint.  The Coordinator shall further investigate the matters of grievance and reply in writing to the complainant with five (5) business days.

PRIVATE 
Step 2tc  \l 1 "Step 2"
If the complainant wishes to appeal the decision of the District’s Civil Rights Coordinator, s/he may submit a signed statement of appeal to the Superintendent of Schools within five (5) business days after receipt of the Coordinator’s response.  The Superintendent shall meet with all parties involved, formulate a conclusion and respond in writing to the complainant within ten (10) business days.

PRIVATE 
FORM 2260 F5tc  \l 1 "FORM 2260 F5"
PRIVATE 


tc  \l 1 ""
PRIVATE 
Step 3tc  \l 1 "Step 3"
If the complainant remains unsatisfied, s/he may appeal through a signed written statement to the Board of Education within five (5) business days of his/her receipt of the Superintendent’s response in step two.  In an attempt to resolve the grievance, the Board of Education shall meet with the concerned parties and their representative within twenty (20) business days of the receipt of such an appeal.  A copy of the Board’s disposition of the appeal shall be sent to each concerned party within ten (10) business days of this meeting.

Step 4

If, at this point, the grievance has not been satisfactorily settled, further appeal may be made to the U.S. Department of Education, Office of Civil Rights, 600 Superior Avenue, Rom 750, Cleveland, Ohio 44114.

Inquiries concerning the nondiscriminatory policy may be directed to Director, Office for Civil Rights, Department of Education, Washington, D.C.  20201.

The District’s Coordinator, on request, will provide a copy of the District’s grievance procedure and investigate all complaints in accordance with this procedure.

A copy of each of the Acts and the regulations on which this notice is based, may be found in the District Coordinator’s office.
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It is necessary that the District confirms it has completed the following procedures each year in order to be in compliance with Federal law related to disabled persons.

__ Provide written assurance of non-discrimination whenever the District receives Federal money (Refer to      Policies 2260, 3122, 4122)

__ Designate a District employee to coordinate compliance with Section 504 (Refer to AG 2260A)

__ Provide grievance procedures to resolve complaints of discrimination (Refer to AG 2260B)

__ Provide notice to students, parents, employees, unions and professional organizations of non-                        discrimination in admission or access to, or treatment or employment in, District programs or activities.      Notice must specify the compliance officer.

__  Include notice of non-discrimination with the name and location of the compliance officer in all student       handbooks (Refer to AG 2260A/B)

__  Annually identify and locate all Section 504 qualified disabled children in the District’s geographic area       who are not receiving a public education

__  Annually notify disabled students and their parents of the District’s responsibilities under Section 504         (Refer to AG 2260C)

__  Provide parents with the following procedural safeguards:

        __  Notice of their rights (Refer to AG 2260C)

        __  An opportunity to review relevant records (Refer to AG 8330)

        __  An impartial hearing following due process

        __  Notice of the right to request a hearing regarding the identification, evaluation or educational                       placement of their disabled child.  No change in placement can occur if parents have filed a request               for a hearing and the proceedings have not been completed.
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TITLE I SERVICES
The Board of Education elects to augment the educational program of educationally disadvantaged students by the use of Federal funds and in accordance with Title I of the Amendments to the Elementary and Secondary School Improvement Act of 1965 and 2001.  The requirements of the No Child Left Behind Act shall be followed and rules and regulations promulgated to ensure that the District is in compliance.

The Superintendent shall prepare and present to the State Department of Education a plan for the delivery of services which meets the requirements of the law, including those described below.  The plan shall be developed by appropriate staff members and parents of students who will be served by the plan.

A.
Assessment

The District shall annually assess the educational needs of eligible children, as determined by Federal and State criteria.  Such assessment shall include performance measures mandated by the Department of Education as well as those determined by the District professional staff, that will assist in the diagnosis, teaching, and learning of the participating students.

In order to fully meet the federal guidelines established for Title I programs, the administration shall:  

                 A.  Provide timely notification to parents/guardians about their child’s Title I

                      selection, instructional objectives, progress reports, achievement

                      levels on state academic assessments as soon as possible after

   

     the test is taken, and parental/guardian recommendations; establish dates



     and sites for parent/guardian-teacher conferences; help promote



     parental/guardian participation in school activities; consult with



     parents/guardian about how the District can work with parents/guardian to



     achieve Title I program objectives; and solicit parent’s/guardian’s



     suggestions in the planning, development, and operation of the program.

B.  Scope

Each school shall determine whether the funds will be used to upgrade the educational program of an entire school and/or to establish or improve programs that provide services only for eligible students in greatest need of assistance. The program, for an entire school and/or a Targeted Assistance School shall include the components required by law as well as those agreed upon by participating staff and parents.
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C.
Participation

The Title I program shall be developed and evaluated in consultation with parents and professional staff members involved in its implementation.  Appropriate training will be provided to staff members who provide Title I services.  Parent participation shall be in accord with Board policy 2261.01 and shall meet the requirements of Section 1118 of the  Act.

Each school served by a Title I program shall schedule an annual meeting at a convenient time for the purpose of providing parents/guardians of Title I students an opportunity to participate in the design and implementation of the Title I program and to provide information concerning the right of parents/guardians to be involved.  All parents/guardians of Title I students shall be invited to this meeting.

The Board strongly encourages parental/guardian involvement in the District’s Title I program.  The Board shall design a program that will encourage parental/guardian participation that may include, but not be limited to, the following activities:  providing parents/guardians with access to meeting space and materials; providing parents/guardians with information concerning current Title I law, regulations, and instructional program; and training programs to instruct parents/guardians how to become involved in their child’s Title I program.
In order to fully meet the federal guidelines established for Title I programs, the Board shall:  provide timely notification to parents/guardians about their child’s Title I selection, instructional objective, progress reports, and parental/guardian recommendations; establish dates and sites for parent/guardian-teacher conferences; help parents/guardians promote a child’s education at home by providing suggestions, educational materials, and training programs; help promote parental/guardian participation in school activities; designating parent/guardian coordinators in the District; and establish parent/guardian advisory councils in order to consult with parents/guardians about how the District can work with parents/guardians to achieve Title I program objectives, and solicit parent’s/guardians suggestions in the planning, development, and operation of the program.
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D.
Comparability of Services

Title I funds will be used only to augment, not to replace, State and local funds.  The Superintendent shall use State and local funds to provide educational services in schools receiving Title I assistance that, taken as a whole, are at least comparable to services being provided in schools that are not receiving Title I assistance. The determination of the comparability of services may exclude, in accordance with Federal regulations, State and local funds spent on compensatory education programs, bilingual education programs, and programs for educationally‑disabled students.

The determination of comparability will not take into account unpredictable changes in student enrollments or personnel assignments.

In order to achieve comparability of services, the Superintendent shall assign teachers, administrators, and auxiliary personnel and provide curriculum materials and instructional supplies in such a manner as to ensure equivalence throughout the District.

E.
Professional Development

The Superintendent shall develop administrative guidelines whereby members of the professional staff participate in the design and implementation of staff development activities that meet the requirements of Section 1119 of the Act and:

1.
involve parents in the training, when appropriate;

2.
combine and consolidate other available Federal and District funds;

3.
foster cooperative training with institutions of higher learning and other educational organizations including other school districts;

4.
allocate part of the staff development to the following types of strategies:

 



a.
performance‑based student assessment

b.
use of technology
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c.
working effectively with parents

d.
early childhood education

e.
meeting children's special needs

f.
fostering gender‑equitable education

5.
provide opportunities for paraprofessionals to work toward certification to become highly qualified.

F.
Simultaneous Services

In accordance with law, a school offering Title I services may also serve other students with similar needs.

LEGAL REF:  20 USCA 6316, 20 USCA 6318 (No Child Left Behind Act)

A.C. Rule 388.221 et seq.

20 U.S.C. 2701 et seq., Elementary and Secondary Education Act of 1965

Elementary and Secondary Education Act of 1965

34 C.F.R. Part 200, et seq.

20 USCA 6316,20 USCA 6318 (No Child Left Behind)

Revised 8/94

Revised 8/21/95

Re-adopted5/17/99

Re-adopted 5/17/99

Re-adopted 5/17/99

Revised 2/3/03

GUIDELINES -  2261
TITLE I – INCIDENTAL INCLUSION

The District shall maintain a Title I program that is designed to meet the special instructional needs of Title I children.  In implementing the program, staff should ensure that the inclusion of non-Title I children does not:
A.
decrease the amount, duration or quality of the Title I services for Title I children;

B.
increase the cost of providing the Title I services;

C.
result in the exclusion of children who would otherwise receive Title I services.

Title I instructors and classroom teachers should also align the Title I program closely with the regular program of instruction to reduce any isolation of Title I children from their peers.

The Federal regulations on incidental inclusion allow for:

A.
an opportunity for non-Title I students to participate in reteach/retesting activities with Title I students;

B.
an opportunity for team-teaching, cooperative learning and peer tutoring;

C.
the “in-class” tutor to answer occasional questions from non-Title I students;

D.
the non-Title I student who is having difficulty with a concept to be a part of a Title I group that is studying that concept;

E.
a transition period for those students who are no longer eligible to participate in Title I;

F.
Title I teaching assistants to participate in special projects and extended learning activities within the classroom setting.

Incidental inclusion, however, does not allow for:

A.
a “revolving door” where teachers dump children because of behavior problems;

B.
a place for “homework catch-up” for students who have been absent from school.

Incidental inclusion in the Title I program supports the District’s philosophy that all students can learn, given time and opportunity.  All decisions with regard to “inclusion” are to be made with the consideration for what is most desirable for Title I students and their success in the classroom.

Any utilization of incidental inclusion in the instructional process must comply with stated regulations.  Failure to comply can result in loss of the privilege to use inclusion and may result in an audit pay-back from the General Fund.

App 10/93
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To receive funds under Title 1, Part A, an LEA must submit a plan that:

A.
is coordinated with other programs and other appropriate Acts;

B.
is approved by the SEA;

C.
may be part of a consolidated application.

Each plan must:

A.
be developed in consultation with teachers, pupil services personnel and parents;

B.
meet State standards;

C.
include professional development activities consistent with Sec. 1119;

D.
reflect shared responsibility of schools, teachers and the LEA in making decisions about participating schools;

E.
be filed according to SEA schedule;

F.
receive provisional approval by SEA in one (1) year;

G.
receive final approval within two (2) years;

H.
periodically be reviewed and revised, as necessary, but otherwise will remain in effect for the duration of the LEA’s participation under Title 1, Part A.

Each plan must include descriptions of:

A.
any high quality assessments the LEA and school wil use in addition to those in the State Plan to:

1.
determine the success of children;

2.
provide information to teachers, parents and students on progress;

3.
assist in diagnosis, teaching and learning;

4.
determine what program revisions are needed to meet the State’s performance standards;

B.
any other assessment indicators the LEA chooses to use;

C.
the strategy that will be used to provide professional development for teachers, the pupil service personnel, administrators, parents and other staff (consistent with Sec. 1119);

D.
the coordination and integration of services with other educational services, such as Even Start, Head Start, Vocational Ed and School-to-Work;

E.
the coordination and integration with programs to eliminate duplication, reduce fragmentation and increase effectiveness for LEP, disabled, migrant, N or D, homeless or immigrant children;

F.
the poverty criteria that will be used to select school attendance areas;

G.
how teachers, parents, administrators and pupil services personnel in targeted assistance schools will identify the eligible children most in need of services;

H.
the nature of schoolwide programs and programs in targeted assistance schools;

I.
the nature of services to N or D and homeless children;

J.
how eligible migrant and formerly migrant children will be selected on the same basis as others;

K.
how Title 1 dollars will support preschool programs, particularly Head Start or Even Start programs.

The LEA plan must also incorporate – the written parent involvement policy developed under Sec. 1118.

The LEA plan must include assurances that it will:

A.
inform eligible schools and parents of schoolwide project authority;

(continued) FORM 2261 F1

B.
provide technical assistance and support to schoolwide programs;

C.
work in consultation with schools in developing and implementing schools’ plans so there is adequate yearly progress;

D.
fulfill the school improvement responsibilities of all LEA’s (pursuant to Sec. 1116);

E.
to the extent feasible, as decided by the LEA, coordinate and collaborate with other agencies that provide services to children, youth and families, including health and social services;

F.
provide services to eligible private school students and timely, meaningful consultation with private school officials regarding such services (pursuant to sec. 1220);

G.
consider model programs and research that says services may be more effective in earlier grades;

H.
ensure preschool programs comply with Head Start performance standards.
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In accordance with the requirement of the No Child Left Behind Act, the New Buffalo Area Schools’ Board of Education encourages parent/guardian participation in Title I programs.  Parents/guardians must be offered substantial and meaningful opportunities to participate in the education of their children.

The Board directs that the following actions be implemented to insure compliance with federal law:

(
The involvement of parents/guardians in the planning, implementation and evaluation, and improvement of Title I programs/services through participation on building School Improvement Teams;

(
Invitations to parents/guardians to attend at least an annual meeting, with additional meeting opportunities being available as needed, designed to provide Title I information and program services, and to solicit parent/guardians’ suggestions on program development, planning, evaluation and operation;

(
Assistance to parents/guardians in understanding Title I, including the providing of information in a language understandable to the parent/guardian if practicable;

(
Parent/guardian notification of Title I student selection and criteria for selection;

(
Information regarding child’s achievement and progress;

(
A provision for input by Title I staff at regularly scheduled parent/guardian teacher conferences and any additional communication as requested by the Title I staff or parent/guardian;

(
Opportunities to enhance parent/guardians’ capacity to work with children in the home on school related work;

(
Professional development opportunities for teachers and staff to enhance their understanding of effective parent/guardian involvement strategies;

(
Ongoing communication between school and parent/guardian;

(
Other appropriate activities (i.e., Family Math Nights, parenting/guardian sessions, science, theatre, etc.).

Written Plans/Policies:

The New Buffalo Area School District, as a recipient of Title I funds, hereby adopts the following policy statement regarding the development of a District wide plan for parental/guardian involvement in the development of a Title I plan, and directs the administration to:

(
Involve parents/guardians in the development of the plan;

(
Develop a plan that provides for the involvement of parents/guardians in the Title I activities of the school;

(
Provide the necessary technical, research, staff and administrative support to schools in the planning and implementing of effective parental/guardian involvement activities to improve student academic achievement and school performance;

(
Integrate and coordinate the plans/policies for parental/guardian involvement in Title I programs with parental/guardian involvement in other programs, including but not limited to Head Start;

(
Review and evaluate the District’s plan annually and to share the results of that review and evaluation with the Board
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(
To assure that the policy/plan contains a compact that outlines how parents/guardians, the school staff and students will share the responsibility of improved student achievement; and,

(
To distribute the District plan to parents/guardians of participating children and to the local community.
Migrant Education Program (MEP) Parent/Guardian Involvement:

Parents/guardians of students in the MEP will be involved in, and regularly consulted, about the development, implementation, operation and evaluation of the program.

Limited English Proficiency (LEP) Parent/Guardian Involvement:

In accordance with federal law, parents/guardians of LEP students will be provided notice regarding their child’s placement in and information about the District’s LEP program.  Parents/guardians will be notified about their rights regarding program content and participation including the right to choose among programs if alternatives are available.  The notice must also include an explanation of the value of the program in terms of academic development, mastery of English, and the achievement of promotion and graduation standards.  The notice will also include an explanation of the right to remove the child from an LEP program and to place the child in the regular program.  The notice must be in a format that families can comprehend and, if possible, in a language that is understood by the family.

Approved: 2/3/03

LEGAL REF:  20 USCA§6318 (No Child Left Behind Act) 
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RELIGION IN THE SCHOOLS
The Board of Education believes that an understanding of religions and their effects on civilization is essential to the thorough education of young people and to their appreciation of a pluralistic society.  To that end, curriculum may include as appropriate to the various ages and attainments of the students, instruction about the religions of the world.

The Board acknowledges the degree to which a religious consciousness has permeated the arts, literature, music, and issues of morality.  The instructional and resource materials approved for use in the District schools frequently contain religious references or concern moral issues that have traditionally been the focus of religious concern.  That such materials may be religious in nature shall not, by itself, bar their use by the District.  The Board directs that professional staff members employing such materials be neutral in their approach and avoid using them to advance or inhibit religion in any way.

The Board recognizes that religious traditions vary in their perceptions and doctrines regarding the natural world and its processes.  The curriculum is chosen for its place in the education of the District's students,  not for its conformity to religious principles.  Students should receive unbiased instruction in the schools, so they may privately accept or reject the knowledge thus gained, in accordance with their own religious tenets.

Accordingly, students may be exempted from attendance in a required course of study on the grounds that the instruction therein interferes with the free exercise of his/her religion.

The Superintendent shall prepare administrative guidelines regarding observances and activities which have religious overtones.  Such guidelines are to be in compliance with State laws and First Amendment rights.

Recognition of Religious Beliefs and Customs:

Employees of the District shall neither promote nor disparage any religious belief or non-belief.  The Board encourages all students and staff members to appreciate and to be tolerant of each other’s religious views.  The Board shall utilize its authority to foster understanding and mutual respect among students and parents/guardians, whether it involves race, culture, economic background or religious belief.  Students and staff members may be excused from participating in practices that are contrary to their religious beliefs unless there are clear issues and overriding concerns that would prevent it.

The Board, through its instructional program, shall attempt to advance all students’ knowledge and appreciation of the role that religious heritage has played in the social, cultural and historical development of civilization.
Federal Requirements:

As required by the No Child Left Behind Act, the Superintendent will, by October 1 of each year, certify in writing to the state that students of the District are not prevented by policy or rule from participating in constitutionally protected prayer.  The Superintendent will ensure that the staff, parents/guardians, and students are made aware of the parameters of acceptable religious speech and actions.  
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Observance of Religious Holidays:

The practice of the District shall be as follows:

The several holidays throughout the year that have a religious and secular basis may be observed in the public schools.

The historical and contemporary values and the origin of religious holidays may be explained in an unbiased and objective manner without sectarian indoctrination.

Music, art, literature and drama having a religious theme or basis are permitted as part of the curriculum for school-sponsored activities and programs if presented in a prudent and objective manner and as a traditional part of the cultural and religious heritage of the particular holiday.

The use of religious symbols such as a cross, Menorah, crescent, Star of David, crèche, symbol of Native America or other symbols that are a part of a religious holiday is permitted as a teaching aid or resource provided such symbols are displayed as an example of the cultural and religious heritage of the holiday and are temporary in nature.

The District’s calendar, through the collective bargaining process, may be prepared so as to minimize conflicts with religious holidays of all faiths.

Religion in the Curriculum:

It is essential that teaching about – and not of – religion be conducted in a factual, objective and respectful manner.  Therefore, the practice of the District shall be as follows:

The Board supports the inclusion of religious literature, music, drama and the arts in the curriculum and in school activities provided that it is intrinsic to the learning experience in the various fields of study and is presented objectively.

The emphasis on religious themes in the arts, literature and history should be only as extensive as necessary for a balanced thorough study of these areas.  Such studies should never foster any particular religious tenets or demean any religious beliefs.

Student-initiated expressions to questions or assignments, which reflect their beliefs or non-beliefs about a religious theme, shall be accommodated.  Students are free to express religious belief or non-belief in composition, art forms, music, and speech.

Dissemination of Religious Materials:

Materials that have a religious content may be made available to students during non-instructional time.  The District shall impose content neutral, time, place, and manner restrictions on the dissemination of religious materials to ensure that students are aware that the materials are not being endorsed or sponsored by the District.
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Dedications and Commencement:

Traditions are a cherished part of the community life and the District expresses an interest in maintaining those traditions, which have had significance to the community.  While recognizing the significance of traditions, the Board recognizes that its dedication ceremonies and commencement exercises must be secular in nature.  Inspirational addresses, which do not promote religion, may be permitted at such ceremonies..

School Ceremonies and Observances:

Because the baccalaureate service is traditionally religious in nature, it, if held, shall be sponsored by agencies separate from the District.  School initiated invocations and benediction, inherent in commencement (graduation) ceremonies, are not allowed under current law.

Federally Required Guidelines:

Students have the following rights pursuant to federal law:

(
To engage in private, non-disruptive activity such as prayer or bible reading while at school;

(
Participating in before or after school events that have a religious content;

(
To study about religion when appropriate to the curriculum;

(
To produce written expressions of religious beliefs in homework, art work, and other assignments;

(
To distribute in a non-disruptive manner, subject to reasonable restrictions as to time, place, and manner, religious literature;

(
To be excused for religious reasons from participation in school programs or activities;

(
To be granted release time to attend religious events;

(
To wear clothing that includes a non-disruptive religious theme or message;

(
To be given access to school media to announce religious events in the same manner as other organizations;

(
To be granted access to school facilities for religious activities in the same manner as other organizations.

M. C. L. A. 380.1174, 380.1282

U.S. Constitutional Amendment 1

Re-adopted5/17/99

Revised: 2/3/03
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HOMEWORK
The Board of Education acknowledges the educational validity of out‑of‑school assignments as adjuncts to and extensions of the instructional program of the schools.

"Homework" shall refer to those assignments to be prepared outside of the school by the student or independently while in attendance at school.

The Superintendent shall develop administrative guidelines for the assignment of homework according to these guidelines:

A.
Homework should be a properly planned part of the curriculum to extend and reinforce the learning experience of the school.

B.
Homework should help students learn by providing practice in the mastery of skills, experience in data gathering, and integration of knowledge, and an opportunity to remediate learning problems.

C.
Homework should help develop the student's sense of responsibility by providing an opportunity for the exercise of independent work and judgment.

D.
The number, frequency, and degree of difficulty of homework assignments should be based on the ability and needs of the student and take into account other activities which make a legitimate claim on the student's time.

E.
As a valid educational tool, homework should be assigned with clear direction and its product carefully evaluated.

F.
The schools should recognize the role of parents by suggesting ways in which parents can assist the school in helping a student carry out assigned responsibilities.

G.
Homework should always serve a valid learning purpose; it should never be used as a punitive measure.

Re-adopted5/17/99

PRIVATE 
GUIDELINES - 2330tc  \l 2 "GUIDELINES - 2330"
PRIVATE 
HOMEWORKtc  \l 1 "HOMEWORK"
The following guidelines have been developed to assist principals in working with staff to establish appropriate homework assignments:

A.
All homework assignments should have a specific purpose related to the learning objectives of a program or course.

B.
Homework assignments should be appropriate to the grade level and the abilities of the students involved.

C.
Assignments should involve application of knowledge, reinforcement of communication, research and other skills, and should provide experiences which strengthen attitudes and allow for creativity.

D.
Punishment assignments should never be given.

E.
The purpose of homework, in terms of the goals of a program, should be clear to the student when assigned, the work corrected when returned, and both the strengths and weaknesses of his/her work communicated in ways which provide for improved performance.

F.
As part of the process of using homework as a learning tool, students should be involved in learning how to critique their own and each others’ work based on clearly-defined criteria related to the particular program or course of study.

G.
The time limits for the completion of homework should:

1.
be reasonable and consistent with the nature of the assignments given;

2.
provide for interim appraisal of progress where assignments involve blocks of time;

        3.     include a reasonable time for make-up of missed homework  

                assignment and/or improvements based on teacher comments; and,

       
      4.    be reviewed annually and included in handbooks.

H.
Parents should be made aware of the District’s homework guidelines as well as the way each of their child’s teachers will be using homework as a learning activity.
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FIELD TRIPS
The Board of Education recognizes that field trips, when used for teaching and learning integral to the curriculum, are an educationally sound and important ingredient in the instructional program of the schools.  Properly planned and executed field trips should:

A.
supplement and enrich classroom procedures by providing learning experiences in an environment outside the schools;

B.
arouse new interest among students;

C.
help students relate school experiences to the reality of the world outside of school;

D.
bring the resources of the community ‑ natural, artistic, industrial, commercial, governmental, educational ‑ within the student's learning experience;

E.
afford students the opportunity to study real things and real processes in their actual environment.

For purposes of this policy, a field trip can be defined as any journey by a group of students away from District premises which is under the supervision of a professional staff member and an integral part of the curriculum.

Other District‑sponsored trips shall be defined as any planned, student travel activity which is approved as part of the District's total educational program.

The Board shall approve those field trips which are planned to keep students out of the District overnight or longer.

The Superintendent shall approve all other field trips.

Students may be charged reasonable fees for field trips, but no student shall be denied participation for financial inability, nor shall nonparticipation be penalized academically.

Students on field trips remain under the supervision of this Board and are subject to its administrative guidelines.

The Board does not endorse, support, or assume liability in any way for any staff member, volunteer, or parent of the District who takes students on trips not approved by the Board or Superintendent.  No staff member may solicit students of this District for such trips within the facilities or on the school grounds of the District without Board permission.  Permission to solicit neither grants nor implies approval of the trip.  Such approval must be obtained in accordance with the District's Administrative Guidelines of Extended Trips.
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Field trips and excursions are encouraged when a reasonable educational objective can be established.  All trips to foreign countries and overnight trips are to be approved in advance by the Board.  The Superintendent shall provide the Board with a recommendation concerning any overnight or foreign trip.  The recommendation shall take into account any foreign travel warnings or cautions of the U.S. Department of State.  In addition, before making any recommendation, the Superintendent shall seek advice concerning overnight or foreign travel from the District’s legal counsel and insurance carrier.  The Superintendent shall develop rules and regulations regarding educational  field trips.tc  \l 1 "Field trips and excursions are encouraged when a reasonable educational objective can be established.  All trips to foreign countries and overnight trips are to be approved in advance by the Board.  The Superintendent shall provide the Board with a recommendation concerning any overnight or foreign trip.  The recommendation shall take into account any foreign travel warnings or cautions of the U.S. Department of State.  In addition, before making any recommendation, the Superintendent shall seek advice concerning overnight or foreign travel from the District’s legal counsel and insurance carrier.  The Superintendent shall develop rules and regulations regarding educational  field trips."
The Superintendent shall prepare procedures for the operation of a field trip which shall ensure that:

A.
the safety and well‑being of students shall be protected at all times;

B.
parental permission is sought and obtained before any student may be removed from school for a field trip;

C.
each field trip is properly planned, integrated with the curriculum and followed up by appropriate activities which enhance its usefulness;

D.
the effectiveness of field trip activities is judged in terms of demonstrated learning outcomes;

E.
each field trip is monitored and should be continually evaluated;

F.
student behavior while on field trips complies with the Student Code of Conduct;

G.
emergency medical treatment is authorized when a field trip involves long distance travel.

H.
The NBAS is an alcohol free/tobacco free zone and all field trips are considered an extension of the classroom; therefore, all chaperones must refrain from the use of alcohol while on school trips.  In addition, tobacco use in the presence of students is not permitted.

Teachers are permitted to make on‑site alterations to a trip itinerary.

A teacher shall not change a planned itinerary while the trip is in progress, except where the health, safety, or welfare of the students in his/her charge is imperiled or where changes or substitutions beyond his/her control have frustrated the purpose of the trip.

In any instance in which the itinerary of the field trip is altered, the teacher in charge shall notify the administrative superior  immediately  by cell phone or upon return.

M.C.L.A. 380.1282, 380.1331

Revised 5/17/99

Revised 12/17/01
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FIELD TRIP GUIDELINES

Field trips as defined in Board policy must be related to a course of study and, therefore, are a required part of instruction.  If the trip cannot be directly related to a course of study, it should be considered a co-curricular or extra-curricular activity.  The following guidelines have been provided to help ensure the effectiveness of all field trips.

General Procedures:

A.
All requests shall be submitted to the principal on the Field Trip Request Form (2340 F1) in advance of the scheduled trip with the names of all staff members and chaperones who will accompany the students after checking with the transportation department as to availability.

B.
Upon approval of a trip, the principal shall forward a copy of the pre-trip proposal to the Superintendent.

C.
Parental Consent Forms must be returned to the administration before the trip.  A blanket authorization may be obtained for trips that will consist of a series of trips during the school year.  If the student will be unsupervised during certain portions of the trip, Form 2340 F2A must be signed and returned prior to the trip.  No student will be allowed to participate if the parental consent form is not received prior to the trip.

D.
The list of participating students must be posted in the faculty room, the main office, and each teacher’s mail box  (middle school and high school) two (2) days prior to the trip.

E.
A complete list of all students, alphabetized according to grades and with their phone numbers, shall be submitted to the administration prior to the scheduled trip.

F.
A pre-trip report must be submitted to the administration along with the trip request.  The pre-trip report will describe the learning objectives to be achieved along with an explanation of how these objectives relate to the content objectives of the course of study.

G.
The pre-trip report will also state how any finances connected with the trip will be handled.

H.
Upon returning from the trip, the Field Trip Report Form will be filled out within ten (10) school days after the trip and submitted to the administration.

I.
Field trips may be denied for any one of the following reasons:

1.
failure to satisfactorily comply with paragraphs above;

2.
excessive cost;

3.
the students involved have generally been involved in other field trips or school activities that have kept them out of class in the weeks preceding or following the scheduled trip; and

4.
excessive number of students taking trips on that particular day.

J.
Field trips will not be approved during exam weeks.

K.
Problems with the field trip should be brought to the attention of the administration immediately upon return.

Chaperones:

A.
For every field trip there will be at least one (1) teacher and one (1) chaperone for every ten (10) students.

B.
Prior to arrival at the destination, the chaperones should make students aware of:

1.
  how they are to conduct themselves;

2.
  what time the bus will leave for the return trip;

3.
  where the bus will be located for the departure;

4.
   any specific information that the students should know with                   reference to the area being visited.

C.
Chaperones are at no time to leave any student or students ON THEIR OWN during the course of the field trip unless specified in the itinerary.

D. At least one (1) chaperone is to remain at the school after the return trip until all students have been picked up.

E. Activity sponsors and chaperones should spread out on the bus to ensure appropriate behavior.

F. If it is necessary to get up and correct a student, the chaperone and/or activity sponsor should ask the driver to pull off the road when they can safely do so.  Unless  immediate action is necessary to protect a student, no rider should move around while the bus is in motion.

G. Additional duties may be assigned by the activity sponsor or administration.

Preparation for Field Trips:

A.
Teacher Preparation

1.
Arrange through administration for consent to make trip prior to parental consent.

2.
Make preliminary survey with listing of situations and points of interest, etc.

3.
Estimate length of time involved (round trip schedule).

4.
Decide if entire class or select group should go.

5.
Make arrangements with school authorities and with authorities at the place of destination.

6.
Plan transportation route, in detail, and arrange financing with administration if necessary.

B.
Student Preparation

1.
Make clear to students the purpose or purposes of the trip.

2.
Arouse student interest in the project by class talk, photograph, bulletin board, etc.

3.
Discuss in class the problems that the trip can solve.

4.
Develop backgrounds by consulting reference materials.

5.
Work out with students the points to observe during the trip.

6.
Set up with students standards of behavior and safety.

7.
Distribute any material students can use during the trip.

Conduct of Field Trips

A.
Follow Through of Presentation

1.
Group discussions in classroom may include:

a.
critical evaluation of the place visited;

b.
supplementing and correcting incomplete or hazy understanding;

c.
introduction of new problems.

2.
Creative projects may include:

a.
drawings, poems, stories, construction, bulletin boards, diaries, etc., based on trips;

b.
writing letters of thanks to guides, management, etc.

             3.       Tests may be given to determine:

a.
information gained;

b.
attitudes formed;

c.
generalizations made.

                  4.       Reports from students may include:

a.
general reports – the overall subject;

b.
special features, previously assigned, reported by students.

Revised 1/28/94
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DISTRICT-SPONSORED TRIPS

(Co-curricular and Extra-curricular)

These trips include athletic trips and are considered part of the total educational program of the District but not part of a course of study.  The following general procedures are to be followed for all such trips.


A.    All requests shall be submitted to the principal on the Trip Request Form (2340 F4) in advance of the    scheduled trip with the names of all staff members and/or chaperones who will accompany the students.

B.    The description of how any finances connected with the trip will be handled must be attached to the trip request form.

C.      Upon approval of a trip, the principal shall forward a copy of the pre-trip proposal to the Superintendent.

D.     Parental Consent Forms must be returned to the administration no later than the day of the trip.  No student will be allowed to go on the trip unless this form is returned to the administration with the parent’s signature.  A blanket authorization may be obtained for trips that will consist of a series of trips during the school year.  If the student will be unsupervised during certain portions of the trip, Form 2340 F2A must be signed and returned prior to the trip.  No student will be allowed to participate if the parental consent form is not received prior to the trip.

E.       For every trip there must be a ratio of teachers and chaperones to students as determined by the principal.  (Minimum of 1:10.)

F.       The list of participating students should be provided to the principal’s office prior to the trip.

Approved 1/28/94
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OVERNIGHT TRIPS (District-Sponsored)

In compliance with Board Policy 2340, Field and Other District-Sponsored Trips, the following guidelines are to be followed whenever a staff member seeks Board approval for a trip on which the students will be away from home for one (1) or more nights.  The Superintendent will not recommend approval by the Board unless a plan based on answers to the questions on the Proposal Form for Overnight/Extended Student Trip has been prepared and approved by the principal(s) of the school(s) which the students attend.

All such requests are to be submitted to the Superintendent ten (10) days prior to Board meeting prior to the requested trip date.  The professional staff member who will be in charge of the trip is responsible for preparing the proposal, reviewing it with the relevant principals, and obtaining approval of the Board.

The proposal will be reviewed by the Superintendent and submitted to the Board with his/her recommendation for or against approval.

Once approved, the professional staff member in charge will be responsible for conducting the trip as planned.  If changes in the plan are necessary, such changes are to be submitted to the principal(s) for approval and/or for subsequent approval by Superintendent or Board.

Prior to the start of an approved trip, the staff member in charge must assure the principal that parent permission slips have been signed and are on file and copies of the Emergency Medical Authorization forms are in the possession of the staff member in charge.
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PROPOSAL FORM FOR OVERNIGHT/EXTENDED STUDENT TRIPS (2340-F1)

Name of Trip: 












Proposed Departure Date: 



        Return Date: 





Staff Member Proposer: 





  Position:




Date by which response is needed so that trip commitments can be made: 





Date of Proposal: 





A.
Purpose

1.
What is the major place to be visited or event to be attended?

2.
How is the proposed visit or event related to the educational program of the District?

3.
In what ways will the students benefit?

4.
In what other ways will the District benefit?

5.
How will the trip be evaluated to determine the extent to which these benefits were realized?

B.
Students and Staff

1.
Which students, in terms of grade, class or organization will be going?
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2.
How many students will be going?

3.
How many students, if any, are currently experiencing academic problems?

4.
What staff member will be in charge?

5.
What previous experience has the staff member had in conducting overnight or extended field trips?

6.
What other staff members will be going?

7.
How many chaperones, in addition to staff members, will be going?

8.
What are their names and affiliations with the students?  (Chaperones will be selected by the sponsoring staff member and approved by the building administrator.)

C.
School Time

1.
How many school days will be missed?

2.
How will teachers be advised in advance that the students will be out of school?

3.
How will the missed work be made up?

4.
What special assistance will be provided students with academic problems?

PRIVATE 
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D.
Itinerary

1.
What is the destination?

2.
What will be the mode of transportation?

3.
Where will the group be housed and fed?

4.
What, if any, enroute or supplementary activities are planned?

5.
What arrangements have been made for dealing with emergency situations?

E.
 Finances

             1.
What is the estimated total cost and cost per student?

2.
What is the source of funds?

3.
How will the funds be collected and safeguarded?

             4.      How will any shortfall be made up or excess funds be used?

             5.     If the students or students’ parents are to pay all or part of the cost,  

                     what provision has been made for those who are financially unable to                      make such a payment?

F.
Communications

1.
What will be the communication to parents prior to the trip?  During the trip?  After the trip?

2.
What telephone numbers can the District use to reach group at the destination location and at the place where the group will be housed?

3.
What information will be provided to the media and the community?

PRIVATE 
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NON-DISTRICT SPONSORED TRIPS

Any staff member who wishes to take one or more students of the District on any type of trip which would not normally be considered a field trip or school related trip as defined in Policy 2340, must obtain permission from the Superintendent prior to initiating any discussion of the trip with the student or his/her parents.

Permission to solicit may or may not be granted, depending upon the purpose and nature of the trip and the willingness of the staff member to comply with the conditions set forth for such solicitation.  As indicated in Policy 2340, permission to solicit does not imply sponsorship by the District.  Such sponsorship shall be granted in accordance with AG 2340E.

Should a staff member take any student of the District on a trip that is not sponsored by the Board, s/he assumes all liability for the welfare of the student.  Under no circumstances may the staff member use the name or good offices of the District in any manner which would associate it with the trip or any person or group involved in the trip.

Approved 11/91
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BUS DRIVING OVERNIGHT PAYMENT

A.
Driver will receive hourly rate (equal to regular run) for the time spent driving to and from an activity. Driving time will include the time necessary to pre/post inspect the bus.

B.
Layover time will be received during the time the activity is in progress (after delivery of students to the activity and before students are picked up) and the driver is waiting at the activity.

C.
Reimbursement will be made for room, meals and additional costs relevant to the activity (parking fees, entrance fees, tolls, emergencies, phone call to supervisor or administration, etc.)

D.
Traffic tickets and other similar costs are the driver’s responsibility.

E.
Classroom (computer class, home economics class, etc.) transportation costs are reimbursed by the School District.

F.
Reimbursement will only be made upon TURNING IN RECEIPTS with a Travel Expense Report.

G.
Drivers may make special financial arrangements with an organization as long as contractual obligations are met.

Approved 5/15/91
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FIELD TRIP PLANNING FORMtc  \l 2 "FIELD TRIP PLANNING FORM"
The field trip planning form and completed bus requisition should be submitted at least one month prior to

the trip.

Destination 





Date of Trip




Class taking trip 





No. of Pupils



Teacher(s)





Approx. length of trip 

hours

From


a.m./p.m.
to

a.m./p.m.

Reason for trip 












What arrangements must be made to take trip?  (Costs, lunch, reservations, times, days open, etc.) 
State specific goals and objectives planned to be met by taking this trip:





What device will be used to measure whether or not goals have been reached?  If developed, attach copy:
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PARENT CONSENT FOR TRIPtc  \l 2 "PARENT CONSENT FOR TRIP"
I, 







 (Parent’s Name), permit my child,









, to participate in the trip to

I understand that this trip is part of the District’s educational program and provides a learning experience of educational value to my child.

Parent






Date
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PARENT CONSENT FOR PARTIALLY UNSUPERVISED TRIPtc  \l 2 "PARENT CONSENT FOR PARTIALLY UNSUPERVISED TRIP"
I, 







 (Parent’s Name), permit my child,









, to participate in the trip to













.
I understand that this trip is part of the District’s educational program and provides a learning experience of educational value to my child.  I further understand that the following activities associated with this trip are such that my child cannot be supervised by school staff during certain segments of the trip:

In light of the above, I hereby give consent to my child’s participation in the trip and in the unsupervised activities.

Parent

Date
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Type of Trip 












Proposed Departure Date 




 Return Date 





Proposer 






 Position 





Date by which response is needed 



 Proposal Date 





A.
Purpose

1.
What is the major place to be visited or event to be attended?

2.
How is the trip related to the educational program of the District?

3.
In what ways will the students benefit?

4.
In what ways will the District benefit?

5.
How will the trip be evaluated to determine the extent to which these benefits were realized?

B.
Students and Staff

1.
Which students (grade, class or organization) will be going?

2.
How many students in total?

3.
How many students are currently experiencing academic problems?

4.
Which staff member will be in charge?

(continued) FORM 2340 F5

5.
What previous experience has the staff member had in conducting overnight or extended field trips?

6.
What other staff members will be going?

7.
How many chaperones, in addition to staff members, will be going?

8.
What are their names and affiliations with the students?

9.
How many school days will be missed?

10.
How will teachers be advised in advance that the students will be out of school?

C.
School Work

1.
How will missed work be made up?

2.
What special assistance will be provided students with academic problems?

D.
Itinerary

1.
What is the destination?

2.
What will be the mode of transportation?  What liability insurance does the carrier have?

3.
Where will the group be housed and fed?

(continued) FORM 2340 F5

4.
What enroute or supplementary activities are planned?

5.
What arrangements have been made for dealing with emergency situations?

6.
If tour guides are involved, what liability insurance do they carry?

E.
Finances

1.
What is the estimated total cost and cost per student?

2.
What is the source of funds?

3.
How will the funds be collected and safeguarded?

4.
How will any shortfall be made up or excess funds used?

5.
What provision has been made for students who are financially unable to pay any necessary costs?

F.
Communications

1.
How will you communicate to parents prior to, during and after the trip?

2.
List telephone numbers at destination and where group will be housed.

3.
What information will be provided to the media and the community?

PRIVATE 
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RESPONSIBILITY CONTRACT FOR OVERNIGHT TRIPStc  \l 2 "RESPONSIBILITY CONTRACT FOR OVERNIGHT TRIPS"
It is a privilege  for you to participate in the District-sponsored trip to 



.

Because this trip is part of the District’s educational program, it is imperative that you adhere to the Code of Conduct for overnight trips as well as the applicable provisions of the general Code of Conduct.  You must remember that from the time of departure to your arrival home, you are the responsibility of the District.

I agree to:

1.
refrain at all times from the consumption of alcoholic beverages and/or drugs unless said drugs are prescribed by a physician and dispensed by the school nurse.

2.
sleep in my assigned room and not entertain members of the opposite sex in my room, unless my room door is fully opened, and an adult chaperone is notified.

3.
keep my assigned chaperone advised of my whereabouts at all times.

4.
attend all mandatory activities and meal functions.

5.
adhere to all established curfews.

6.
conduct myself in such a manner as to bring pride to myself, my family, my school and my community.

7.
adhere to any established dress code.

8.
comply, throughout the trip, with any and all instructions directed to me and/or the group by a chaperone or staff member.

If a problem arises that is serious enough in nature to warrant the below-named student’s removal from the travel group, we (the student and parent/guardian) agree to bear any additional costs to return the student home.  NOTE:  This removal decision will be made by the accompanying professional staff member after a student has been provided the opportunity to respond to any allegations.  The student may also be subjected to discipline upon return home in accordance with general District policies.

Student






Date

Parent






Date

BOARD OF EDUCATION

                                                   PROGRAM

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  2370/page 1 of 1

EDUCATIONAL OPTIONS
The Board of Education recognizes the need to provide alternative means by which students achieve the goals of the District.

An optional plan to meet the recognized educational needs of a student shall be approved by the Superintendent.  The Superintendent shall prepare a plan of educational options for use in meeting special needs.

Such options may include, but not be limited to, tutorial programs, independent study, correspondence courses, educational travel, mentorship programs, summer school, early college entrance, dual enrollment, distance learning, co-op, etc.

Credit may be granted to the student upon complete evaluation of the program.

The credit shall be placed on the student's transcript.  The amount of credit counting toward graduation shall comply with the District graduation requirements.

For any twelfth (12th) grade student who wishes to take one (1) or more courses not offered by the District at a post secondary institution, the Board shall pay that portion of the tuition and fees stipulated by statute providing s/he satisfies the necessary conditions set forth in the administrative guidelines.

The Superintendent shall establish administrative guidelines whereby  each educational option is properly analyzed, planned, and implemented and complies with all applicable requirements of the State.

M.C.L.A. 388.1621(b)

Revised 8/92

Re-adopted5/17/99

FORM 2370 F1
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Educational Options are designed to meet the special needs of students not available in the regular curriculum or not possible in the school day.

Student Name 





Grade 






Address 













City 





State 

Zip 




The Educational Option being applied for:

Department/Subject Area: 











Amount of Credit: 












Completion Date: 












For each Education Option, an educational plan must be attached to this agreement form and approved prior to pupil participation.  Each educational plan must include (1) Instructional objectives, (2) an outline of major instructional activities, (3) materials to be used, (4) learning environment, (5) the amount of credit to be given upon satisfactory completion of requirements, and (6) how student performance will be evaluated and by whom.
PRIVATE 
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APPROVED:

Student Applicant

Parent or Guardian





Principal

Supervising Teacher





Assistant Superintendent-Instruction
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INDEPENDENT STUDY
The Board of Education recognizes that a course of independent study for a properly qualified student may help that student develop judgment and self-reliance; draw upon community resources as well as school resources for his/her educational program; include a greater variety of learning experiences within educational programs; identify and explore an area of particular interest; and set personal learning goals and work with appropriate staff toward achieving them.

The Superintendent shall prepare appropriate guidelines for implementing such programs including criteria for approval, guidelines for staff to plan and supervise such study programs, and determination of the amount of credit to be awarded.

Re-adopted5/17/99
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EDUCATIONAL OPTIONS – INDEPENDENT STUDY

Independent study is one (1) of several educational options available to staff to better meet the needs of students.  Its purposes are:

A.
to broaden curriculum content whereby the regular school program limits student growth and learning;

B.
to provide students with an opportunity to make decisions (to select from a series of options) about their activities in school;

C.
to place students in a more active role in the learning process;

D.
to provide learning experiences tailored to individual interests, talents and needs.

LEVELS OF INDEPENDENT STUDY

Obviously, students vary in the amount of skills, self-discipline, responsibility and interests they possess.  As a result, three (3) levels or plans have been developed to provide students in grades eleven and twelve with opportunities for independent study:

Level I:  The selection and the study is largely teacher directed.  Frequent review and discussion with the teacher is required.  Subject matter is closely related to class instruction.  The project is limited to eighteen (18) weeks unless extended by the building administrator.

Level II:  The selection and the study is more student directed.  The students must confer with the teacher once each week.  The project is limited to eighteen (18) weeks unless extended by the building administrator.

Level III:  The student is responsible for selecting the areas and directing his/her own learning.  S/He reports to his/her teacher by appointment weekly.  Projects may range far afield from regular course content.  These projects are limited to eighteen (18)  weeks unless extended by the building administrator.

Projects may be interdisciplinary in nature.  Opportunities to work or study in other areas (laboratories, shops, etc.) or off campus may be arranged through the principal.

A student (group of students) who desires to participate in independent study may do so in any course.  The criteria for approval:

A.
expressed interest in undertaking the work;

B.
ability to identify goals or purposes;

C.
ability to manage time and resources;

D.
achievement in current course work.

Students who fail to maintain self-discipline and accomplishment both in course work and the independent study will be discontinued.

A completed independent study project may take many forms, such as a term paper, an essay, a script, a film, a T.V. tape, PowerPoint, an oral tape recording, etc.  The final report should include:

A.
a log showing how time was utilized;

B.
a bibliography of materials used – print and non-print;

C.
an evaluation of the project.
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The contract-application for independent study will be filed with the student, teacher, librarian, guidance counselor and coordinator of subject area.  When a student has initiated and successfully completed an independent study project, it is to be noted in the student’s permanent record and transcript.

Role of Teacher:

As in all learning, the role of the teacher in independent study is crucial.  Specifically, the teacher must:

A.
provide instruction to all students in the skills necessary for independent study such as note taking, bibliography construction, listening, library usage, etc.;

B.
assist students in defining the purpose and intended outcomes of their projects and in selecting methods which best ensure the purposes and outcomes are achieved;

C.
meet with students involved on a regular basis to counsel, review progress, and to provide critique.  Such critique should specify:

1.
what is being accomplished as intended;

2.
what isn’t, and why;

3.
how the student should function differently in order to accomplish desired results.

      D. other alternatives as determined by the teacher and principal and                            communicated in advance to the student.

Independent study shall be evaluated on the basis of how well the goals of the program are being accomplished and how well each student is achieving the expected results of his/her individual project.  Assessment shall provide evidence of:

A.
increased application of knowledge;

B.
acquisition and application of needed skills and techniques;

C.
formation of attitudes needed for self-directed learning.

Teacher-student conferences throughout an independent study project can serve an evaluative function.  Each should be recorded indicating dates, times and results.  A final conference involving the student, teacher and counselor is necessary.
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DUAL ENROLLMENT

Any high school senior who needs five (5) or fewer credits to graduate and is currently enrolled in District courses to receive those credits and sophomore students who have passed the MEAP, may enroll in a post-secondary, public or private, degree-granting institution.

The District shall pay the statutory proportion of tuition and fees for any course in which s/he enrolls providing:

A.
the course is not offered by the District;

B.
the student is enrolled at the institution either in day or evening classes during the regular school year.

The principal shall be responsible and should request interested students to discuss possible course selections with their counselors in order to guide students to select those courses that can enhance the possibility of their attending a post-secondary institution after they graduate.

Both student and  parents should be advised that the District shall assume no responsibility for any transportation associated with attendance at an institution nor for the discipline, safety or welfare of students during the time they are off District premises attending post-secondary classes.

The student or his/her parents shall be responsible for submitting a receipt from the institution for the tuition and other charges they have paid for District reimbursement.

Approved 1/28/94 
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PRIVATE 
NOTIFICATION OF ELIGIBILITY FOR DUAL ENROLLMENTtc  \l 2 "NOTIFICATION OF ELIGIBILITY FOR DUAL ENROLLMENT"
TO




(Post Secondary Institution)

FROM






(Principal)

PRIVATE 
RE:  Student Eligibility for Enrollmenttc  \l 3 "RE\:  Student Eligibility for Enrollment"
This is to notify you that 






, a student at 







 High School, has the necessary number of credits to enroll under the 

Dual Enrollment Program.  S/He shall be enrolled at the high school this school year while participating in 

courses at the 










.
Please contact 





at the high school 



(telephone) regarding any information needed to enroll this student.  Send tuition charges and fees to 

Principal








Date
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GUIDANCE AND COUNSELING
The Board of Education requires that a planned program of guidance and counseling be an integral part of the educational program of the District.  Such a program should:

A.
assist students in achieving their optimum growth;

B.
enable students to draw the greatest benefit from the offerings of the instructional program of the schools;

C.
aid students in identifying options and making choices in vocational and academic educational planning;

D.
assist students in career awareness and planning;

E.
help integrate all the student's experience so that s/he can better relate school activity to life outside the school;

F.
help students learn to make their own decisions and solve problems independently.

A program of guidance and/or counseling shall be offered to all students in grades kindergarten through twelve (12) and shall:

A.
be limited to the services of a professional staff of fully certificated guidance personnel;

B.
include the services of professional guidance personnel and other designated faculty and staff members who provide employment counseling and placement services to students who do not intend to enroll in an institution of higher learning after graduation or desire employment in conjunction with their continued education.

The Superintendent is directed to implement the counseling and guidance program which carries out these purposes and:

A.
involves appropriate staff members at every level;

B.
honors the individuality of each student;

C.
is integrated with the total educational program;
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D.
is coordinated with available resources of the community;

E.
cooperates with parents and recognizes their concern and ideas for the development of their children;

F.
provides means for such sharing of information among such appropriate staff members as may be in the best interests of the student;

G.
provides an appropriate amount of time and effort to students sixteen (16) to nineteen (19) years of age who do not intend to enroll in an institution of higher education after graduating from high school or who require or desire employment in connection with their continued education;

H.
establishes a referral system which utilizes all the aid the schools and community offer, guards the privacy of the student, and monitors the effectiveness of such referrals.

M.C.L.A. 380.1233A, 380.1172

Re-adopted5/17/99

GUIDELINES - 2411
GUIDANCE AND COUNSELING

Both of these functions play a significant role in the operation of the District and in the lives of the students.  These guidelines are designed to ensure proper balance between two important and seemingly conflicting needs of a school. 

The first is the need for each student to feel there is someone who cares about him/her and to whom s/he can go to talk about a problem or concern.  The second need is to protect the student and possibly the parents and also the staff member.  That is, protect the student from the consequences of advice given by or action taken by a member of the staff or outside resource person who does not have the proper qualification to counsel in the given situation and the staff member from consequences arising out of noncompliance with Federal and State laws regarding parental/student rights and confidentiality.

The purpose of the guidance service is to help students:

A.
select and participate in academic and other school activities that will best ensure achievement of defined educational and personal goals that are commensurate with their abilities;

B.
identify, analyze and make contact with those agencies and institutions that can provide follow-on programs or services related to the student’s goals and plans for the future.

The purpose of the counseling service is to help students:

A.
resolve problems and overcome obstacles that are preventing them from achieving their educational and personal goals;

B.
maintain productive relationships with other students, staff members, parents, other adults and/or organizations and institutions in their community.

Staff Responsibility:

Since both of these services depend for their effectiveness on close interpersonal interaction with students, no staff member other than endorsed counselors, school psychologists, school social workers, or registered nurses are to conduct programs or activities that are not curriculum related in which confidentiality of information is involved or shared.  Other members of the professional staff as well as those on the support staff should be as helpful and caring to the students as possible and when they become aware that a student needs either guidance or counseling help, take whatever steps are necessary to ensure the student has made productive contact with members of the guidance and counseling staff.

All members of a school’s professional staff are encouraged to be “good listeners.”  

A.
be sensitive to signs the student has something s/he needs to talk about;

B.
listen to and try to understand what the student is saying and let the student know s/he is being listened to;

C.
do not interrupt with judgmental statements, imposed statements about how the student feels, or advice;

D.
do not repeat to others what the student has said without the student’s permission unless required to do so to protect the health and/or safety of the student and/or others.

Very frequently, a caring listener is all the student needs.

Confidentiality:

There are laws regarding confidentiality of information, whether it be part of a student’s record or of a communication with a student.  AG 8330 and AG 8330A describe in detail the requirements concerning information in student school records.

With regard to confidentiality of communications, parents have an expectation of privacy with regard to their family relationships, which may be superseded, however, in certain situations where the rights of a minor student would prevail.  Upon receiving confidential information regarding a student or his/her family’s personal relationship, the staff member should consult with the building principal regarding disclosure.  This will be important not only in situations such as group counseling sessions, health classes, crisis intervention activities, but also in ad hoc situations when a student shares such information with the staff member.

In determining whether or not to disclose the information, the principal must consider:

A.
the student’s need to maintain confidentiality in order to obtain and benefit from assistance balanced against the parents’ rights to the care, custody and control of their child;

B.
if there is a compelling need involving the immediate health, safety or welfare of the student or others.

In balancing these concerns, the principal must also consider:

A.
the nature of the relationship between the student and his/her parents;

B.
potential benefits and risks of maintaining confidentiality versus disclosure;

C.
the best interests of the student.

Psychological/Counseling Materials:

Any materials that a member of the guidance and counseling staff wishes to use with students, on either an individual or group basis, which have not been approved previously by the District are to be reviewed in accordance with the procedure described in AG 2520 and a completed copy of 2520 F1 filed in the principal’s office.

Referrals to Outside Agencies:

The District shall maintain, at each principal’s office, a list of outside resource people and organizations.

Rather than recommend a single resource, staff members are advised to review the alternatives with the student and his/her parents and let them decide.

Approved 3/91

PRIVATE 
FORM 2411 F1tc  \l 1 "FORM 2411 F1"
PRIVATE 
INFORMED CONSENT FOR GROUP COUNSELINGtc  \l 4 "INFORMED CONSENT FOR GROUP COUNSELING"
Thank you for considering group counseling as a support option for your child.  With your consent, your child will be participating in group counseling sessions with other students under the direction of 



. 

If you should have questions or concerns about these counseling sessions, please feel free to contact 







.
I understand that the information obtained and discussed through group counseling is to be confidential within the

Group and the participants are advised not to share any of the information with others outside the group.

By signing this form, you provide informed consent for your child to participate in group counseling.

Parent 







Date 
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COMPREHENSIVE SCHOOL HEALTH EDUCATION
The Board of Education, in compliance with State law, has adopted a comprehensive program of health education, known as the Michigan Model for Comprehensive School Health Education for grades K through 12 which will prepare students to maintain good health and enable them to adapt to changing health problems of our society.

The Board recognizes that this program, like others the District offers, may contain content and/or activities that some parents find objectionable.  If after careful, personal review of the program lessons and materials, a parent files a complaint in accordance with Board policy 9130 regarding either content or activities that conflict with his/her religious beliefs or value system, the school will honor a written request for his/her child to be excused from particular classes for specified reasons.  The student, however, will not be excused from participating in the course and will be provided alternative learning activities during times of parent requested absences.

The Superintendent shall prepare administrative guidelines that will ensure:

A.
the health education program includes appropriate learning experiences related to such topics as use, abuse, and effects of drugs, alcohol, and tobacco; mental, physical, and dental health; disease prevention and control; accident prevention; and related health and safety topics;

B.
periodic evaluation of student understanding;

C.
continual analysis of the effectiveness of the programs and the accuracy, completeness, and relevancy of the information and instructional procedures.

In implementing these programs, the Superintendent may use whatever District and outside resources, including Department of Education guidelines and consultants, s/he deems appropriate.

M.C.L.A. 388.381 et seq., 380.1170, 380.1506/1507

A.C. Rule 388.271 et seq.

Revised 9/17/90

Re-adopted5/17/99

GUIDELINES - 2413
COMPREHENSIVE SCHOOL HEALTH PROGRAM

These guidelines have been established to facilitate implementation of the Michigan Model for Comprehensive School Health Program.

A Confirmation Checklist has been developed which is based on the Michigan Department of Education’s recommendations and is designed to ensure that the program is implemented properly and minimizes concern by parents or other interested parties.

Each principal should use the Checklist in working with the school staff at the beginning of each school year.  Once the program has been started, a copy of the completed confirmation should be sent to the Superintendent’s Office by no later than the first Monday in October and/or February and the original should be maintained in the school office.

Any parent who wishes to exercise the option to have his/her child not participate in a particular class should be allowed to do so, but the principal or teacher should attempt to meet with the parent to discuss the nature of his/her concern and to reach a mutually satisfactory arrangement.

In the event of a complaint about the health program, the person or party should be made aware of the Board’s complaint procedure described in Policy 9130.    Any such complaint is most likely to concern the program itself or its implementation rather than the particular person teaching the program.  Therefore, as the policy indicates, the complaint is to be handled by the school’s principal and not by a teacher.  Be sure the complainant receives a copy of the procedure either through the mail or by coming to the office.  Complaints that originate at the central office are to be handled in the same manner.

The principal is to make sure the materials are available and that any complaint is focused on a particular topic or type of activity rather than on general reactions.

CONFIRMATION CHECKLIST

DISTRICT HEALTH PROGRAM

In order to assure proper implementation of this educational program, please confirm that each of the following actions have been taken in a timely and appropriate manner.  If an action does not apply to a particular school or aspect of the program, please mark it NA rather than leave it blank.

( )
The program that will be offered in the school this year has been reviewed by

a Board-designated advisory committee and approved by the Board.

( )
Each of the teachers who will be teaching the program have satisfactorily completed an in-service program approved by the Superintendent.

( )
The principal has reviewed the program and materials that will be used in his/her school, as well as any recommendations from the Michigan Department
of Education and is knowledgeable about both the content and the suggested


instructional strategies.

( )
The principal has either sufficient knowledge or ready access to appropriate resource people such as the ISD Michigan Model Coordinator to answer questions about the program.

( )
The principal has worked closely with the school’s PTO to arrange for orientations to the program and for a parent survey to identify those parents
who support the program as well as those who have concerns.

( )
The principal has reviewed the plans of each staff member who will be teaching one or more units of the program to confirm that the lesson content,
methodologies, and time allocation are in accordance with the District’s

guidelines for courses of study and course guides.

None of the plans contain activities that are designed for students to reveal
or discuss personal or family matters such as religious practices, intro-family 
relationships,  moral, ethical, sexual, political, social attitudes/practices, income/economic values, or any other areas that invade personal or family


privacy.

( )
Each parent has received the following:

( )  a copy of the parent manual for that portion of the                     program  that will be used with his/her child that year.
( )  written notification of the program which includes            an invitation to review any or all aspects of the               program that will be used with his/her child.

( )
If a parent requested his/her child to be excused from particular classes, the District’s 
Form 2413 F1 was completed and is on file in the school office and copies were sent


to the appropriate staff members. 

( )
Each teacher who has students who will be excused from a particular lesson has prepared, for those students, plans for alternative learning activities directly related  to this or another approved course of study that are not “busy-work”


assignments.


Signature

PRIVATE 
FORM 2413 F1tc  \l 1 "FORM 2413 F1"
Dear Parents:

The New Buffalo Board of Education has established a program of instruction in health education which included HIV/AIDS and other serious communicable disease prevention education and sexuality education.

According to the State School Aid Act for FY 94, you have the right to review the materials and curriculum content to be used in health education and HIV and other serious communicable disease prevention education, as well as sex education.  The Board of Education, in compliance with the statute, has made the materials and curriculum guides available for your review.  If you wish to review the materials or curriculum content, please contact the high school principal’s office at 469-6001 to arrange a time for your review.

This statute allows you to excuse your child from participation in health education which includes sex education and/or HIV and other serious communicable disease instruction if you choose.  If you wish to exercise your right to excuse  your child from instruction without penalty, please send written notice to my office by Thursday, May 8.  The class begins Monday, May 12.

Sincerely,

PRIVATE 
FORM 2413/2414 F2tc  \l 1 "FORM 2413/2414 F2"
PRIVATE 
CONFIRMATION CHECKLISTtc  \l 4 "CONFIRMATION CHECKLIST"
CRITICAL HEALTH AND REPRODUCTIVE HEALTH AND FAMILY PLANNING PROGRAMS
_____2413 CRITICAL HEALTH

______2414 REPRODUCTIVE HEALTH

In order to assure proper implementation of this educational program, please confirm that each of the following actions has been taken in a timely and appropriate manner.  If an action does not apply to a particular school or aspect of the program, please mark it NA rather than leave it blank.

_______ The program that will be offered this school year has been reviewed by a Board


designated advisory committee and approved by the Board.

_______ Each of the teachers who will be teaching the program are certified under Public Act 226


( ) and have satisfactorily completed the additional in-service


     program approved by the Superintendent.

_______ The principal has reviewed the program and materials that will be used in his/her school, as


well as the current guidelines from the Michigan Department of Education and

is knowledgeable about both the content and the suggested instructional strategies.

_______ The principal has sufficient knowledge to answer questions about the program such as those 


contained in Appendix C of the State Department’s guidelines (a copy is provided 


with these guidelines).

_______ The principal has worked closely with the school’s PTO to arrange for orientations to the


program and to conduct a parent survey to identify those parents who support


as well as those who have concerns.

_______ The principal has reviewed the plans of each staff member who will be teaching one or more units


of the program to confirm that the lesson content, methodologies and time 

allocation are in accordance with recommended State Guidelines.  None of the plans contain activities which require a student to reveal personal or family matters such as religious practices; intro-family relationships; moral, ethical, sexual, political and social attitudes and practices; income or economic values; or any other information that invades personal or family privacy.

(continued) FORM 2413/2414 F2

_______ Each parent has received the following:


___ written notification of the program and an invitation to review any


       or all aspects of the program that will be used with his/her child


___ written notification of the dates and time periods when his/her child


       will be exposed to materials or activities relating to sex education


       and AIDS as well as any other portions of the program identified 


        by the parent.


____ a second notification if the first one was a blanket notification


         prior to the start of any unit dealing with sex education or AIDS

________ Copies of all 2414 F1 forms have been provided to appropriate teachers and the originals are on 


file in the school office.

________ Each teacher who has students who will be excused from a particular lesson has prepared, for


those students, plans for alternative learning activities directly related to this


or another approved course of study.

Principal


Date

PRIVATE 
FORM 2413/2414 F3tc  \l 1 "FORM 2413/2414 F3"
PARENT NOTIFICATION OF PUBLIC HEARINGS ON REVISIONS TO THE PROGRAM ON REPRODUCTIVE HEALTH AND FAMILY PLANNING
The Board of Education shall hold ____ public hearings (two required) on the proposed revisions to the District’s program on Reproductive Health and Family Planning.  The first hearing shall take place at

______________________________________________ on _____________________ at __________p.m.

The second hearing shall take place at ____________________________________________________ on ________________________________________ at _____________ p.m.

Parents and other members of the community are encouraged to attend these hearings in order to be informed about the revisions that will be made to the program.  Public participation will be scheduled as a part of each hearing.
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REPRODUCTIVE HEALTH AND FAMILY PLANNING
The Board of Education believes that provision should be made for students to receive instruction in reproductive health and family planning.  "Reproductive Health" shall be defined as that state of an individual's well‑being which involves the reproductive system and its physiological, psychological, and endocrinological functions.

In addition, students are to be provided instruction in the recognition, prevention, and treatment of noncasual‑contact communicable diseases such as venereal diseases, HBV, and HIV; and the use of abstinence from sex as a responsible method for restriction and prevention of noncasual‑contact communicable disease and as a positive life‑style for unmarried young people.

The Board accepts as policy the guidelines entitled "Sex Education Guidelines including Reproductive Health and Family Planning" established by the Michigan Department of Education.  A copy shall be available for inspection in the principal's office.

A citizens advisory committee shall be established, in accordance with Board policy 9140, in order to ensure the effective participation of parents and community groups in the design and implementation of this program area.

Teacher consultants to the District will meet preparatory criteria established by the State guidelines before participating in sex education instructional activities.

The District shall notify the parents, in advance of the instruction and about the content of the instruction, give the parents an opportunity, prior to instruction, to review the materials to be used (other than tests), as well as the opportunity to observe the instruction, and advise the parents of their right to have their child excused from the instruction.

 M.C.L.A. 340.1501 et. seq.

A.C. R388.273 et. seq.

Revised 9/17/90

Revised 2/24/94

Revised 8/94

Revised5/17/99

GUIDELINES – 2414A
REPRODUCTIVE HEALTH AND FAMILY PLANNING

These guidelines have been developed to assist staff in implementing the District’s program for sex education and AIDS education.  The term sex education will include instruction related to reproductive health and family planning, human sexuality, emotional, physical, psychological, hygienic, economic and social aspects of family life, venereal diseases, and non casual-contact communicable diseases such as AIDS.

A Confirmation Checklist has been prepared which is based on the Michigan Department of Education’s sex education guidelines and is designed to ensure that the program is implemented properly and minimizes concern by parents or other interested parties.

Each principal should use the Checklist in working with the school staff at the beginning of each school year.  Once the program has been started, a copy of the completed confirmation should be sent to the Superintendent’s Office by no later than the first Monday in October and/or February and the original should be maintained in the school office.

In the event of a complaint about the program, the person or party should be made aware of the Board’s complaint procedure described in Policy 9130.  This policy is available at both the Superintendent’s Office and the office of each school.  Any such complaint is most likely to concern the program itself or its implementation rather than the particular person teaching the program.  Therefore, as the policy indicates, the complaint is to be handled by the school’s principal and not by a teacher.  Be sure the complainant receives a copy of the procedure either through the mail or by coming to the office.  Complaints that originate at the central office are to be handled in the same manner.

Although the law allows a student to be excused from classes but not the course, no student is to be excused from a lesson or activity in either program unless and until the parent has come to the school, reviewed the program lessons and materials and filed a complaint in accordance with Policy 9130.  The principal is to make sure the materials are available and that any complaint is focused on a particular topic or type of activity rather than on general reactions.

CONFIRMATION CHECKLIST

REPRODUCTIVE HEALTH AND FAMILY PLANNING PROGRAM

In order to assure proper implementation of this educational program, please confirm that each of the following actions have been taken in a timely and appropriate manner.  If an action does not apply to a particular school or aspect of the program, please mark it NA rather than leave it blank.

( )
The program that will be offered in the school this year has been reviewed by a Board-designated advisory committee and approved by the Board.

( )
Each of the teachers who will be teaching the program are certified under Public Act 226
and have satisfactorily completed the additional             in-service program approved by the                                    Superintendent.

( )
The principal has reviewed the program and materials that will be used  in his/her school, as well as the current guidelines from the Michigan
 Department of Education, and is knowledgeable about both the content and


the suggested instructional strategies.

( )
The principal has sufficient knowledge to answer questions about the program such as those contained in Appendix C of the Department’s guidelines (a copy is provided with these guidelines).  These questions are District decisions.

( )
The principal has worked closely with the school’s PTO to arrange for orientations 


to the program and to conduct a parent survey to identify those parents who support the program as well as those who have concerns.

( )
The principal has reviewed the plans of each staff member who will be teaching one or more units of the program to confirm that the lesson content, methodologies  and time allocation are in accordance with recommended State Guidelines.  None of the plans contain activities which require a student to reveal personal or family matters such as religious practices; intro-family relationships; moral, ethical, sexual, political and social attitudes and practices; income or economic values; or any other areas which seek information that invades personal or family privacy.
( )
Each parent has received the following:


( )  written notification of the program which includes an


      invitation to review any or all aspects of the program


      that will be used with his/her child


( )  written notification of the dates and time periods when


       his/her child will be exposed to materials or activities


       relating to sex education and AIDS as well as any other 


       portions of the program identified by the parent


( )  a second notification, the first one was a blanket


      notification, prior to the start of any unit dealing


      with sex education or AIDS

( )
If a parent request his/her child to be excused from particular classes, the District’s Form 2414 F1 was completed and is on file in the school office
and copies were sent to the appropriate staff members.

( )
Copies of all 2414 F1 forms have been provided to appropriate teachers and the original is on file in the school office.

( )
Each teacher who has students who will be excused from a particular lesson has prepared, for those students, plans for alternative learning activities directly related to this or another approved course of study that are not “busy work” assignments.


Signature

GUIDELINES 2414B

COMMON QUESTIONS LOCAL SCHOOL DISTRICT ADMINISTRATORS MAY 

WISH TO ADDRESS CONCERNING SEX EDUCATION POLICIES, 

PROCEDURES AND PRACTICES WITHIN THE DISTRICT

A.
How will community values such as honesty, responsibility and respect be incorporated into the sex education curriculum?

B.
How will the curriculum promote the values of commitment, marriage and family while recognizing and respecting the diversity of families in American society today?

C.
What are the most appropriate and acceptable ways to present the wide range of options in human sexual behavior to students?

D.
What is the best way to promote abstinence for adolescents, while recognizing their need for information about ways to reduce the risk of pregnancy and sexually transmissible diseases?

E.
What will be the policy on “display” of birth control devices?  May a teacher bring them to class?  Can the students touch them, pass them around and return them to the teacher?

F.
In what context may a discussion of abortion take place?  Does its inclusion in a textbook (even if not discussed in class) constitute “instruction”?

G.
How will student representation on the local advisory board be handled particularly when reviewing possible materials for inclusion in the program?

H.
Under the revised guidelines, who will have the responsibility within the District for assuring that teachers of the sex education program stay “qualified”?

I.
Which teachers must be qualified under the P.A. 226 guidelines?  Which need not be qualified?

J.
How should outside resource speakers be used in the program and what is the responsibility of the District and the classroom teacher for the resource person’s presentation?

K.
What responsibility or restrictions will the local school district assume in terms of referring students to a resource outside the school system for follow-up health concerns/problems (i.e., a health department clinic)?

L.
How will the District notify parents of sex education classes?  When will the notification take place?  How will the District assure parent opportunity to review materials and content?

GUIDELINES – 2414C

NEW BUFFALO AREA SCHOOLS

PARENT NOTIFICATION OF THE HEALTH EDUCATION PROGRAM AND THE PROGRAM ON REPRODUCTIVE HEALTH AND FAMILY PLANNING

The Board of Education has adopted a comprehensive Health Education Program which includes education on human sexuality and venereal and other non-casual contact communicable diseases such as AIDS.  It is designed to provide an appropriate means for students to acquire the knowledge, skills and attitudes necessary to maintain good health.

In compliance with State law and with its desire to maintain effective communication with parents and the community, the Board has made arrangements for the program and instructional materials to be available for review by any parent or interested member of the community.  If you wish to review any or all of this program, please contact the principal of your child’s school.  After reviewing the program, if you wish to discuss it, please contact the principal or the school office.

Your child is required to participate in this course, but the law allows you the right to have your child excused from participating in classes which include instruction in sex education, if requested in writing and signed by the parent.  In addition, the Board’s policy is to honor parents’ written requests that their child be excused from certain classes in any course.  We encourage you to personally review the program lessons and materials and specify, in writing, the particular activities to which you may object.

Sincerely,

Superintendent
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TUTORING FOR CREDIT
It is the policy of this Board of Education to grant credit for tutoring provided that regulations of this Board and State requirements are met in full.  Tutoring for credit shall be limited to those students whose special needs cannot be met under Policy 2370, Educational Options.

The Superintendent shall be responsible for preparing regulations to implement this policy.

Re-adopted5/17/99
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SURVEYS, ANALYSES, EVALUATIONS
The Board of Education respects the privacy rights of parents and their children.  No student shall be required, without prior written consent of the student, if an adult, or his/her parents, to participate in any survey, analysis, or evaluation associated with a school program or the District's curriculum in which the primary purpose is to reveal information concerning:

A.
the student's or parents' political affiliation(s);

B.
mental or physical problems potentially embarrassing to the student or his/her family;

C.
sex behavior or attitudes;

D.
illegal, anti‑social, self‑incriminating or demeaning behavior;

E.
critical appraisals of other individuals with whom respondents have close, family relationships;

F.
legally‑recognized privileged and analogous relationships, such as those with lawyers, physicians, and ministers;

G.
income other than that required by law to determine eligibility for participation in a program or for receiving financial assistance under such a program.

The Superintendent shall ensure that procedures are established whereby parents may inspect any materials used in conjunction with any such survey, analysis, or evaluation.

20 USC 1232(a)(b)

Adopted 2/20/95

Re-adopted5/17/99

FORM 2416 F1

WRITTEN CONSENT FOR STUDENT SUBMISSION TO A SURVEY, PERSONAL ANALYSIS OR EVALUATION
NAME OF STUDENT 










ADDRESS 












GRADE/SCHOOL YEAR 










PARENT(S)  NAME










PARENT(S) ADDRESS 










The enclosed     ( ) Survey     ( ) Personal Analysis     ( ) Evaluation, not directly related to academic instruction, contains questions in the following areas:

( )

the student’s or parents’ political affiliation(s)

( )

mental or psychological problems potentially embarrassing to the student



or his/her family

( )

sex behavior or attitudes

( )

illegal, anti-social, self-incriminating or demeaning behavior

( )

critical appraisals of other individuals with whom respondents have close



family relationships

( )

legally-recognized privileged and analogous relationships, such as those



with lawyers, physicians and ministers

( )

income (except as required by law to determine eligibility for participation in a program                or for receiving financial assistance under such a program

( )  I consent

( )   I do not consent


to the participation of my child.

PRIVATE 
Signature






Datetc  \l 3 "Signature






Date"
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VOCATIONAL EDUCATION PROGRAM
The Board of Education shall provide a selection of vocational education courses from which a student can elect a program that will meet his/her individual interests, abilities, and post secondary goals.

The Board of Education shall provide for vocational education for students of the District by entering into an agreement with the P. A. 56 Consortium. to participate in its vocational‑technical education program.

For purposes of this policy, "vocational education" shall be defined as a program designed to provide educational experiences and guidance for students to plan and prepare for a future:

A.
in the labor market as employable individuals immediately after graduation with productive, salable skills;

B.
in education beyond high school with the opportunity to gain a marketable job skill(s) that will assist them in achieving career goals;

C.
in the world of work while continuing their education in order to help offset higher education expenses.

The Board will support a program of vocational education which shall include the enrollment of students in a shared‑time program outside this District and the enrollment has been approved by the parent or guardian of each student, and/or a work study program for the employment of qualified students.

The Board shall provide a vocational education program which shall include:

            A.  
Arts and Communication;

             B.
 Business, Management, Marketing and Technology;

             C.
 Engineering/Manufacturing and Industrial Technology;

D.
Health Services; 

E.
Human Services; and,

F.
Material Resources and Agriculture

The Board directs that any efforts to recruit students to participate in a particular vocational program must include literature and comparable recruitment efforts for disabled students in a format and context in which they can communicate.
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The vocational education program may also include:


A.
a shared‑time program outside of school;


B.
a work‑study program involving the employment of qualified students.

The work study programs are available to students without regard for race, color, national origin, sex, age, or disability.  The Superintendent is to ensure that application forms for work- study programs contain a notice of nondiscrimination and that each employer associated with a work‑study program has provided assurance of nondiscrimination on the basis of race, color, national origin, sex, age, and disability prior to the time the students are selected and/or assigned.

M.C.L.A. 388.1301 et seq., 388.1311 et seq.

A.C. Rule 395.231 et seq., 395‑271

Revised 3/4/96

Revised5/17/99
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STUDENTS AS TRAINEES
The Board of Education recognizes the value of providing students with experiences as part of their preparation for productive employment and appreciates the cooperation of local employers in accommodating such training activities at their places of business.

Board policy 2421 authorizes the Superintendent to develop work‑site training programs as part of the vocational education curriculum.  

S/he shall develop administrative guidelines whereby all such programs are reviewed to determine whether or not an employer relationship has been established according to criteria established by the Supreme Court in adjudicating cases related to the Fair Labor Standards Act.  Particular attention should be paid to community‑based programs for special education students and to vocational education programs in which students are producing goods or services for sale and the District is the recipient of the income therefore.

29 USC 201‑219

Adopted 11/91
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CO‑CURRICULAR ACTIVITIES
The Board of Education believes that the goals and objectives of this District are best achieved by a diversity of learning experiences, some of which are more appropriately conducted outside of the regular classroom curricular program of the school.

All learning experiences offered by the schools of this District ‑ curricular and co‑curricular ‑ should be planned and integrated toward the attainment of the Board's objectives.

The purpose of co‑curricular activities shall be to:


A.
develop student initiative and provide for the exercise of responsibility;


B.
aid in student growth and development;

C.
      enable students to explore a wider range of individual interests than might be       available in the regular curricular program.

Co‑curricular activities are defined as those activities which are related to the curriculum but not offered for credit toward promotion or graduation and are not ordinarily conducted during the regular school day.  Co-curricular activities may be conducted on or off school premises by clubs, associations, and organizations of students sponsored by the Board, but do not include athletic competitions and practices and other extracurricular activities such as after-school activities not related to the curriculum.  No co‑curricular activity shall be considered to be under the sponsorship of this Board unless its relationship to one (1) or more courses of study has been demonstrated and the activity has been approved by the Superintendent.

The Board expressly declines to create a limited open forum for activities initiated by students.  Accordingly, a group of students who wish to meet on school premises shall apply to the building principal for permission to meet and demonstrate to the principal the relationship of their meeting to the curriculum.  

 Students shall be fully informed of the co‑curricular activities available to them and of the eligibility standards established for participation in co‑curricular activities.  Co‑curricular activities shall be available to all students who voluntarily elect to participate except that where eligibility requirements specific to an organization are necessary or desirable, the Board shall be so informed and must approve the establishment of such eligibility standards before they may be operable. 

Re-adopted5/17/99
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The Board will not permit the organization of fraternity, sorority, or secret society.

The Superintendent shall prepare administrative guidelines to implement a co‑curricular program and provide for the continuing evaluation of the co-curricular program in terms of meeting the needs and interests of the students.

M.C.L.A. 380.1282, 380.1300, 380.1316

P.L. 98‑377

Re-adopted5/17/99
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CO-CURRICULAR ACTIVITIES

Since the policy of the Board of Education is to maintain a co-curricular activities program sufficiently varied to meet the wide range of vocational, recreational, social and cultural needs and interests of the students, all students should be urged to join at least one club or activity.

A.
Existing Clubs or Activities


At the start of the school year, all students should be provided with information on existing clubs and co-curricular activities and encouraged to participate.

B.
New Activities

All new co-curricular activities shall be approved  in the following manner:

1.
Requests for new activities should be submitted to the Superintendent and contain the following:

a.
purpose and rationale

b.
intended outcomes for students

c.
participation

d.
plan of operation

e.
costs

f.
persons in charge

g.
job description of advisor

2.
The Superintendent will review each request and either reject or submit each for Board approval.

3.
Upon approval, an activity will be listed as a part of the co-curricular program and its fiscal account established by the Superintendent.

C.
Fiscal Compliance

Co-curricular activities need to comply with financial and bookkeeping controls established in conformance with the recommendations of the State Department of Education.

Each advisor shall report annually on the financial status of each current activity to the Superintendent.

D.
Operating Guidelines

The principal shall prepare and publish operating procedures for co-curricular activities which ensure that:

1.
students participate in ways that do not interfere with their academic programs;

2.
the safety and welfare of the students is adequately safeguarded;

3.
all activities have proper faculty planning, direction and supervision;

4.
faculty members work cooperatively so that some activities do not interfere with the operations of others;

5.
faculty members and students are encouraged to attend activities involving student performances;

6.
   each activity is continuously assessed relative to its stated purpose          and goals;

                    7.   building facilities and equipment are being used safely and as                    intended, and being maintained in  proper condition.

Eligibility Requirements

A.
Students must be passing in  three (3) of  four (4) classes at the end of each nine (9) weeks and semester marking period to be automatically eligible to participate.  (Five of six for middle school.)

B.
Any student who passes less than  three (3) four (4) classes in one (1) marking period will be ineligible for ten (10) school days and/or until it is determined the deficiency does not remain.  (Five of six for middle school.)

C.
During a semester, continuing eligibility for students (except for those students in B above) will be determined on a weekly cumulative basis.  MHSAA procedural guidelines will be used for this purpose, except that a five-of-six stipulation will be used as the required minimum level of academic expectation.

D.
Seventh and ninth graders will be automatically eligible at the start of the school year.

E.
Initial eligibility status for transfer students will be based upon MHSAA guidelines.

F.
Continuing eligibility status for transfer students will be based upon provisions A through E above except that a short, reasonable period of time will be given for the student to conform to these guidelines.

For additional clarification of these guidelines, contact the building administrator.

No student who has been absent for a school day may participate in a co-curricular activity scheduled for the afternoon or evening of that school day.
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SPECIAL PROGRAMS BY COMMUNITY VOLUNTEERS
The Board of Education believes in providing opportunities for students to enhance their education through a variety of appropriate co‑curricular and extra‑curricular activities.  The Board recognizes that the community itself can be an excellent resource for such activities and welcomes the participation of community members who have special knowledge and skills that can add to the District's program.

In order to ensure that activities recommended by or involving community volunteers in an instructional role are in keeping with District philosophy and will help students better accomplish the learning goals of the District's program, the Board establishes the following guidelines for the approval of any activity involving community volunteers:

          



A.
Any suggested activity must be presented to the Superintendent or Principal, in writing, at least five (5) days prior to the planned starting date.


B.
Each request must include:



1.
the purpose of the activity;



2.
the students for whom the activity is planned;



3.
the intended learning outcomes;

     




4.
an explanation of how the intended learning outcomes contribute to the accomplishment of District goals;

     




5.
the names and qualifications of those community volunteers who will be participating in any aspect of the activity;



6.
the number of hours and total duration of the activity.

The Board delegates to the Superintendent and/or Principal the responsibility for approving each requested activity based on its educational merits and relationship to the total District program.

In addition to those established for all regular co‑curricular and extra-curricular programs, the Superintendent will prepare  any special administrative guidelines required for the proper conduct and evaluation of activities involving community volunteers.

Re-adopted5/17/99
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The following guidelines will be observed in the operation of the District’s extra-curricular activities:

A.
In order for a student to be eligible, s/he must meet the academic eligibility standards stipulated in the constitution and bylaws of the particular auxiliary unit.

B.
Parents shall be sent a letter prior to try-outs explaining the following:

1.
academic requirements

2.
practice and performance schedules

3.
attendance requirements

4.
insurance and other conditions

C.
Uniforms

1.
If uniforms are required, the Board will supply the basic uniform but each member will provide his/her own shoes, socks and other necessities.

2.
Uniforms must be returned in good condition at the end of the season and must be those supplied by the Board.

3.
Uniforms may not be worn anywhere at any time other than those times and places specified by the advisor or advisors.

Co-curricular advisors should communicate to all participating students the significance of proper behavior, since their activities and behavior are highly observable by the general public and create impressions that can affect the entire school and district either positively or negatively.
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INTERSCHOLASTIC ATHLETICS
The Board of Education recognizes the value to the District and to the community of a program of interscholastic athletics for as many boys and girls as feasible.

     



A.
The program of interscholastic athletics should provide students the opportunity to exercise and test their athletic abilities in a context greater and more varied than that which can be offered by a school or the School District alone.

     



B.
The program should foster the growth of school loyalty with the student body as a whole and stimulate community interest in athletics.

     



C.
Game activities and practice sessions should provide many opportunities to teach the values of competition and good sportsmanship.

The Board subscribes to the administrative guidelines of the Michigan High School Athletics Association but maintains responsibility for enforcement of all rules.  The Board believes that it is the purpose of an interscholastic program to provide the benefits of an athletic experience to as large a number of students as feasible within the District.

The Superintendent shall develop a Code of Conduct for those who participate as well as appropriate administrative guidelines for the operation of the Athletic Program which ensures that sportsmanship, ethics, and integrity characterize the manner in which the athletic program is conducted and the actions of students who participate.  Such guidelines should include criteria for judging these important qualities as well as procedures by which these values will be communicated to students, parents, and supporters and the behavior of each of these groups will be monitored to ensure their behavior reflects high standards.

A female student shall be permitted to compete for a position in all interscholastic athletic activities.  If the District has a girl's team in an interscholastic athletic activity, a female shall not be permitted to compete for a position on any other team for that activity.

M.C.L.A. 380.1289, 380.1521, 380.1522

A.C. Rule 340.81 et seq

Revised 8/92

Revised 3/4/96

Re-adopted5/17/99
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HIGH SCHOOL ATHLETIC CODE

Philosophy

Athletics are a part of the educational program of our community.  Our coaches and athletes directly represent the school and indirectly serve as an example of the area.  The staff always has the local pride in mind and expects everyone in the department to be a positive example.

A.
The role of athletics is to enhance the development of the students of our school.  It is the responsibility of our coaches, athletic director, and other school administrators to:

1.
abide by the athletic codes of the Michigan High School Athletic Association (MHSAA) and New Buffalo High School;

2.
strike a balance between competition and participation that results in team pride and team success for the school and the athlete;

3.
ensure that all athletes are treated equitably;

4.
engage in positive communication with athletes and peers to build the best program possible for the students of the district.

B.
It is the responsibility of student athletes to:

1.
follow the policies and regulations of the athletic programs and coaches;

2.
use athletics to enhance their education.

Objectives

An athletic program can provide opportunities difficult to duplicate in other school activities.  The objectives of the athletic program are:

A.
Provide an outlet for competition.

B.
Provide an activity which can result in “whole school” and “whole community” interest and pride.

C.
Provide further education in desirable health habits.

D.
Provide an opportunity to enhance physical and mental skills.

E.
Provide situations to practice sportsmanship, citizenship and leadership.

F.
Provide opportunities for the development of lasting friendships.

G.
Provide the understanding that privileges always carry responsibilities.

Administration

The channel for the administration of the New Buffalo Middle/Senior High School athletic program is:  coach, athletic director, principal, athletic council,  Superintendent and the Board of Education.

Coaches may seek the advice and/or action of the athletic council through the athletic director at any time concerning any part of the code.

Athletic Council

The athletic council will be the governing body of the New Buffalo Middle/Senior High School athletic program, within limitations as set up by the MHSAA whereby the Superintendent is responsible for the activities of the school system and the principal usually is the official representative of the school and is directly responsible for the general attitude of the student body.  The athletic director and all head coaches are responsible for the conduct of athletic affairs.  The athletic council will be composed of the principal, athletic director, all head coaches and community representatives.

The high school principal will meet at least (3) times a year with the athletic council and interested parents to discuss the athletic program.

A.
Philosophy and Aims of the Athletic Council

1.
To provide a well planned and balanced athletic program for as many students as possible with available facilities, finances, and personnel, and to operate these athletic activities in harmony with the policies of the MHSAA and any applicable school policies.

2.
To develop and maintain a high level of sportsmanship; to develop proper attitudes toward winning and losing; and to encourage and develop respect for fellow competitors whether teammates or opponents.

3.
To develop and maintain the high type of ideals, desire for perfection, team play, and fair play in our school representatives.  To encourage competition, not alone for the tangible rewards, but for the intrinsic values that make athletic competition valuable.

4.
To be concerned with the total development of the student and to promote competitive athletics as an integral part of the total educational program.

B.
Functions of the Athletic Council

1.
To continually review the athletic program and recommend changes in policy of operation where deemed necessary.

2.
To review the athletic program to see that it is consistent with sound educational aims and objectives.

3.
To administer athletics according to the rules and regulations as set up by the MHSAA and Red Arrow Conference.

4.
To recommend regulations that will protect participants from unreasonable competition and from activities or practices that are harmful to mind and body.

5.
To operate within the athletic policies of the New Buffalo Middle/Senior High School.

C.
Athletic Council Meetings

Meetings of the athletic council will be held at the discretion of the athletic director or principal with the time and place to be announced by the athletic director.  Special meetings may be called at any time that members of the council deem it necessary.

General Policies and Procedures

A.
Competing in Two (2) Sports


When an athlete possesses the ability and wishes to participate in two (2) non-contact sports that have the same season, permission shall be granted.  Both coaches, athletic director, principal and parent shall jointly work out an arrangement THAT IS FAIR TO BOTH TEAM SPORTS.  If the athlete’s grades fall or previous grade record does not merit participation in both, the athlete will be asked to participate in only one.  The athlete will be asked to declare a primary sport prior to entering into two (2) sports.

B.
Quitting a Sport

1.
In general, the athlete may not quit one sport to join another.  Cases can be handled individually with the coaches and athletic director.

2.
A written reason from the coach must be submitted to the athletic director prior to a student being cut or dropped from a team.

3.
The athlete must submit, to the athletic director, a written reason prior to his/her dropping from the sport.

C.
Equipment

The school will attempt to issue the best equipment money will allow.  Athletes are expected to care for their equipment in an intelligent manner.  Lost equipment must be paid for.  DO NOT LOAN your equipment.  Athletic equipment is not for personal use and should only be worn at scheduled athletic events.  Variance from this may only take place if cleared by the athletic director.

D.
Responsibilities and Duties of Coaches


       Refer to job descriptions.

Athletic Eligibility

A.
Physicals

1.
A written physical form must be presented to the coach or athletic director by each individual participating in the New Buffalo athletic program.  This form must be signed by the examining physician and the participant’s parents/guardians.

2.
This form must be kept on file in the administration office.

3.
A physician’s release must be delivered to the coach or athletic director after treatment before the athlete may again participate.

B.
Middle School Students

1.

An athlete may compete in middle school athletics for no longer than four (4) semesters; two (2) as a seventh grader and two (2) as an eighth grader.  In addition, s/he must meet all other requirements pertaining to eligibility.

2.
An athlete may compete in high school athletics for no longer than eight (8) semesters in a four (4) year high school.  In addition, s/he must meet all other requirements pertaining to eligibility.

3.
The participant must be successfully passing as many courses per week as set by New Buffalo Middle/Senior High School.  This is to be under weekly scrutiny of teacher and coach in conjunction with the athletic director.

4.
The participant must have successfully completed the previous semester, as set by the MHSAA and the New Buffalo Middle/Senior High School before s/he may be evaluated under the current semester, and may not participate until this is done.

C.
Academic Eligibility

1.
Refer to Administrative Guideline 2430.

2.
A student must be on time and in school the day of and the day after a contest.  If an excuse is not given, the athlete will be ineligible to participate in the next contest.  

D.
Training rules

The following training rules are in effect for the full year:

1.
For substance abuse, refer to Eligibility Information.

2.
Misconduct or scandal, e.g., public accounts in the newspaper resulting from any offense.

                     Penalty:  to be decided by the coach/athletic director depending         upon the severity of the offense.

3.
Curfew

 
The hours will be recommended by the head coach of each sport.

4.
Each coach will set regulations and penalties for missed practices.

General Guidelines for the Athlete

A.
Conditioning


       Every athlete has the responsibility to be in the best possible condition.

B.
Off Season Conditioning

       Conditioning is a year-long procedure.  The coaches will provide                   programs to use during the off season.

PRIVATE 
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C.
Attitude

A team can only be a “team” if there is a common leader.  The coaches must be the final authority when dealing with the team.  They expect to be called “Miss,”  “Mrs.,”  “Mr.,” or “Coach.”  These men and women are not one of the boys or girls and they do not wish to be treated as such.

It is only fair that you bring your complaints to the coach.  If you wish to second guess a decision, do not grumble under your breath or complain where it will do no good.  Go to the man or woman with whom you disagree.

Some  sports are for individuals but where there is a team, the team must come first.  The athlete should be more interested in team achievement than personal gain to help achieve the final goal – to win with pride.

D.
Locker Room/Coach’s Office/Equipment Room

No horseplay is permitted in the locker room.  Any swearing or careless use of facilities will be dealt with severely.  You must shower after workouts and dry well before dressing.  Students are not allowed in the locker room unless under adult supervision.  You will be asked to leave if it is felt you have no business in this area.

Always ask permission to enter a coach’s office.

The equipment room is off limits except for managers and athletes who have permission from a coach.

E.
Dress


Every athlete is expected to represent the athletic department with pride.  Your hair must be well groomed.   You must wear your clothes in a proper manner and with good taste.  You will be informed if you lose sight of the athletic image and we expect you to comply with decisions on good dress and grooming.

F.
Code of Conduct

As a member of a New Buffalo Middle/Senior High School athletic team, you are expected to understand that:

1.
profanity should not be used;

2.
officials of athletic contests are to be respected and their integrity and judgment should never be questioned by an athlete;

3.
an athlete is humble in victory and respectful in defeat;

4.
an athlete shows respect for faculty members and fellow classmates at all times;

5.
an athlete is a leader since fellow students respect and follow him/her;

6.
an athlete conducts himself or herself as a gentleman or lady at all times;

7.
an athlete never employs illegal tactics to gain an undeserved advantage;

8.
an athlete thinks of his/her school and team rather than his/her own personal interests;

9.
an athlete does not display fits of temper or unsportsmanlike conduct, no matter what the provocation;

10.
an athlete does not let employment interfere with practices or games.  Be on time and prepared to play.

G.
Awards


Every athlete, cheerleader or manager who participates in a sport from start to finish will receive a large varsity letter for the first time earned, or a small junior varsity Bison patch for the first time earned.  (Exceptions to this will be taken under consideration by the coach involved and athletic director.)

     
 The above applies if the athlete, cheerleader or manger is in good standing.  Injured players may be awarded  a varsity letter or junior varsity Bison patch if it is apparent to the coach that they would have completed the  season prior to the injury.

Any athlete, cheerleader or manager removed permanently from a team because of a violation of training rules will give up the right to receive a letter or award of any type.  (Previously earned letters or awards may be kept.)

Metal inserts which are attached to the chenille letter are awarded in place of the second and third letters.  Example:  if an athlete letters in varsity football his second and third years, a metal football shaped insert is awarded.

Special certificates will be granted to those who are the most valuable junior varsity and freshman.

Junior high athletes and cheerleaders will receive certificates.

The high school varsity cheerleaders will receive a varsity letter.  Junior varsity cheerleaders will receive a certificate or junior varsity patch.

Plaques will be awarded for the most valuable athlete on the varsity teams.  Certificates will be awarded for scholar athlete in varsity and junior varsity teams. 

H.
Specific Athletic Awards

1.
Pappas Football Trophy – is awarded each year to the most outstanding all-around senior member of the football team.  The winner is chosen by the players and coaches of the high school football team.  Qualities that help determine the winner are:  team play, aggressiveness, determination to win, ability and sportsmanship.  The winner also has his name inscribed on the trophy and plaque which is kept in the showcase.

2.
Haisman Basketball Award – same regulations as Pappas Award except recipient need not be a senior.

3.
Gooch Baseball Award – same regulations as Haisman Award.

4.
Hildy Girls Volleyball Award – same regulations as Haisman Award.

5.
Oselka Girls Basketball Award – same regulations as Haisman Award.

6.
Calnin Girls Softball Award – same regulations as Haisman Award.

7.
Thorn Girls Varsity Track Award – same regulations as Haisman Award.

  8.
   Paul F. Oselka Varsity Track Award – same regulations as Haisman       Award.

 9.
      Steve Prefontaine Cross Country Award – this honor is awarded to a       male runner, not necessarily a senior, who shows the true Tatonka        spirit by displaying leadership, sportsmanship, determination, ability,   and never-ending dedication to the sport, much like the legend            Prefontaine himself.

     If athletes wish to purchase extra awards, they may do so at school costs.  This awards’ policy is subject to changes at the direction of the athletic    director, administration and Board.  An awards’ book is kept to indicate previous award winners and the types of awards/certificates granted.
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Dear Varsity Football Players and Parents:

The following letter is to inform you of three important pieces of information:

1.
Football insurance forms are available to student athletes as a primary or secondary coverage.  They are available for pick-up from my football office.

2.
We are providing numerous watr breaks and when extremely humid, going without pads.  Please make sure your son is hydrating after practice and in the evening with Gatorade, Powerade or water.  They should drink up to 64 oz. Of the aforementioned liquids.  They should not drink sweetened drinks.

3.
We need to inform you of the possibility of serious injury and or death while playing football.  We are stressing to your athlete to keep the head out of football by not using the head as a ram; by positioning the head as to not use it to face tackle or block  We are asking your son to bow his neck and slide the head past to tackle with the shoulder.  Any time we witness an improper technique, we instruct them on proper techniques.  I hope this does not alarm you too much but it is a necessary warning.  Your son is extremely important to me.  He is more important than a win or the game and I want to assure you that his safety is of the utmost importance to me.

Your son has received one of these letters and I am sending the other letter home with him to give to you.  Please sign below indicating that you have received the letter and return back to me.  Thank you.

Parent Signature










Date
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I, 






 (name), hereby acknowledge that I have been 

properly advised, cautioned and warned by the proper administrative and coaching personnel of

the  






 (School District) that by participating in the

sport of 





 (sport) I am exposing myself to the risk of

serious injury, including but not limited to, the risk of sprains, fractures and ligament and/or cartilage

damage which could result in a temporary or permanent, partial or complete impairment in the use

of my limbs; brain damage; paralysis; or even death.  Having been so cautioned and warned, it is 

still my desire to participate in the above sport, I hereby further acknowledge that I do so with full

knowledge and understanding of the risk of serious injury to which I am exposing myself by

participating in the above sport.

WITNESSES:

PRIVATE 
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Name of Student"







Date
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DRIVER EDUCATION
The Board of Education may make available a program in driver education for eligible students in order to prepare them for the responsibility for operating a motor vehicle in a proper manner.

For a student to be eligible, s/he must be between the ages of fourteen (14) and nineteen (19) and meet the academic requirements the Board has approved for participation in the District's interscholastic athletic program as well as other requirements set forth in the administrative guidelines for implementing this policy.

The Superintendent shall establish administrative guidelines which ensure that the driver education program complies with the requirements set forth by the State of Michigan and is of the same quality as the District's other educational programs.

M.C.L.A.  380.1302

Revised 8/92

Revised5/17/99
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COMMUNITY AND ADULT EDUCATION
The Board of Education believes that education is a continuous process throughout life and supports the position that the District should cooperate with other community agencies in providing educational, cultural, and recreational opportunities for all of its citizens.  The school, in this setting, becomes a force for community service and improvement; and the values the community seeks for children in the regular school program are, thus, available for all residents through the community and/or adult program.

With regard to community education, the Board may provide programs in the evening and day for the purpose of meeting the avocational, recreational, and cultural, interests of the community as well as the vocational/technical training and retraining needs of the local workers.

With regard to adult education, the Board also may provide a high school continuation program for anyone over the age of sixteen (16) who is not attending high school in the schools of this District as an opportunity to complete the requirements for a high school diploma.

The Superintendent shall develop and implement administrative guidelines whereby the schools are available to residents of the District for the above-stated purposes and such programs have equal access to the District's facilities and its instructional equipment, materials, and supplies.

M.C.L.A. 380.1293

A.C. Rule 388.281 et seq.

Adopted 9/17/90
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SPECIAL EDUCATION
The Board of Education shall provide a comprehensive, free and appropriate public education to all eligible educationally disabled children ages zero (0) through twenty‑five (25) (unless they have completed the twelfth grade and been issued a diploma).

The Board also shall provide such supplemental aids and related services as may be necessary for a disabled child to receive such an education in the regular classroom environment.

Program Plan
The Board directs the Superintendent to plan, implement, and coordinate a program for the identification, location, and evaluation of the need for special education on the part of resident children who are out‑of‑school or in‑school in this District, another district, or in an agency of the State.  In the preparation of this plan, the Superintendent shall consult with the Berrien County Intermediate School District. The Berrien County Board of Health, and other agencies having information concerning disabled children.

PRIVATE 
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The Superintendent shall develop procedures which permit the parent of a disabled student to inspect and review any educational records relating to his/her child which are collected, maintained, or used by this District or any other educational agency.  Access shall be provided upon request within thirty (30) days after the receipt of a request.  The District shall provide copies of the records requested per Board policy.

Amendments to the records on parental request shall be considered by the Special Education Director in accordance with legally established procedures.

Re-adopted5/17/99
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Referral, Screening, and Evaluation
Children identified as being potentially educationally disabled and requiring services beyond those available within the regular program of the District, shall be referred by written request to a multidisciplinary group of qualified professionals for evaluation.  Referrals for examination may be made by any professional staff member of the District, the parent of the child, a public or private agency recognized by this District and concerned with the welfare of children, or a licensed medical or health professional.

The parent of a student considered for referral shall receive written notification of procedural safeguards and shall be requested to consent to the referral.  A referral shall proceed only when that parent has given consent or if parental consent is not obtained, following the conduct of an impartial due process hearing to determine if the child may be evaluated.

The evaluation team shall determine each referred student's need for comprehensive evaluation and design and implement an evaluation plan.  The evaluation procedure shall be selected and administered in such a way as to take into consideration the student's cultural background; language abilities; and any sensory, manual, or communication impairments that may interfere with measurements.  Evaluation shall be completed within thirty (30) days of the date on which parental consent is received or a due process hearing is completed, his/her eligibility for special education and/or supplemental and related services shall be determined, and the basic plan section of the student's individualized education program (IEP) shall be implemented.

Each child determined to be educationally disabled shall be reevaluated at intervals of not more than three (3) years and as frequently as conditions warrant on the request of the parent or District personnel responsible for the student's care.

When an evaluation is completed, the evaluation team and the parent shall meet to develop a collaborative evaluation summary; determine the student's eligibility; and, if the student is eligible for a program of special education, determine his/her classification category.

Re-adopted5/17/99
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Individualized Education Program
An IEP consisting of a basic plan and an instructional guide shall be prepared for every student determined to be educationally disabled; each such student shall be provided with a special education program and/or related services as defined in his/her IEP and implemented in facilities accessible to the disabled.

The IEP shall provide for the least restrictive environment; however, a student may be removed from the regular educational environment only when the nature of his/her disability is such that education in regular classes with the use of supplementary aids and services cannot be achieved satisfactorily.

The program and/or services specified in the IEP shall be implemented in accordance with the program plan of this District and the rules of the State Board of Education.  The IEP for a secondary student shall specifically address his/her graduation requirements.  Fulfillment of the IEP requirements shall qualify the student for a regular high school diploma.

Each disabled student shall be provided the opportunity to participate in regular academic and nonacademic education programs and in extracurricular activities with nondisabled children to the maximum extent appropriate.

Due Process
The due process rights guaranteed by law to the parent of an educationally disabled or potentially educationally disabled child shall be strictly observed.  Each such parent shall receive notice and opportunities for consultation and review in accordance with rules of the State Board of Education.  Wherever feasible, communication with parents shall be in their native language.

Confidentiality
The Board directs that the names and other personally identifiable data concerning disabled children be kept confidential and not be included in the public acts or records of this District.  Such names and data shall be reduced to code for inclusion in the public record.

The records of disabled students shall be compiled, maintained, protected, and accessed in strict compliance with the rules of  the State Board of Education and the policy of this Board concerning student records.

Re-adopted5/17/99
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Personnel
The Board shall secure the services of professional staff members appropriately certified and trained to identify, evaluate, determine eligibility, develop IEPs, provide supplemental and related services, and to instruct educationally disabled students.

The Superintendent shall institute a comprehensive system of personnel development that includes a needs assessment procedure, a plan to meet those needs, personnel development activities, and an evaluation of those activities.

Responsibility
The Board shall evaluate annually the effectiveness of the special education program according to indicators mutually agreed upon with the Superintendent.  The Superintendent shall develop regulations to implement this policy that comply fully with all applicable Federal and State statutes and rules of the U.S. Department of Education and the State Board of Education.  The Superintendent shall maintain documentation of the implementation of this policy sufficient to assure compliance with law and regulations.

M.C.L.A. 380.1751

A.C. Rule 340.1721A et seq., 340.1861 et seq.

Re-adopted5/17/99
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LEAST RESTRICTIVE ENVIRONMENT POSITION STATEMENT
It is the philosophy and position of the Board of Education and its administration that the primary responsibility for the administration and delivery of Special Education programs and services should be within the District and at the school a student would regularly attend, whenever appropriate.

Further, the Board endorses a commitment to the provision of a continuum of Special Education programs and services to disabled students in cooperation with the Berrien County Intermediate School District.  Placement options shall follow a continuum of services model to ensure that each disabled person is provided a Free and Appropriate Public Education (FAPE) in the Least Restrictive Environment (LRE).  To that end, every attempt will be made to first serve disabled students in the context of a regular education classroom.  Other more restrictive environments such as: resource rooms, self‑contained categorical classrooms, or settings outside of a District school will be considered only after consideration has been given by the IEPC as to the feasibility of placement in the regular classroom.

Adopted 11/91
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SUSPENSION/EXPULSION OF DISABLED STUDENTS
In matters relating to the disciplining of disabled students, the Board of Education shall abide by Federal and State laws regarding suspension and expulsion.

Prior to any expulsion or suspension, it must be determined by the administration, preferably through an I.E.P.C., that the disabled student's disruptive behavior is not a result or manifestation of the student's disability.  Pending this determination, the student must remain in school, unless the student's behavior poses an immediate danger to the safety of others.

If the behavior calling for suspension is not related to the disabling condition, as determined by the I.E.P.C., the student may be disciplined in accordance with policy 5610 ‑ Removal, Suspension, and Expulsion of Nondisabled Students.

If the wrongful behavior is disability‑related, the student may not be suspended or expelled.  The I.E.P.C. shall recommend either a change in the educational placement of the student or a request for judicial relief, if the student's behavior poses an immediate danger to the safety of others.

When a disabled student's behavior is such to justify exclusion from his/her current educational placement, the principal may suspend the student for a period of not more than ten (10) days.  The Superintendent shall ensure that appropriate due-process procedures are followed.

Since no change in a disabled student's educational placement can be made by suspension or expulsion for longer than ten (10) days without written consent of the parent or a court order, the Superintendent shall develop administrative guidelines to ensure that an Individual Education Planning Committee (I.E.P.C.) is convened and the review process occurs promptly and efficiently to determine:


A.
that the Individual Education Program (I.E.P.) is current and complete;


B.
that the student has been appropriately placed as indicated by the I.E.P.

If the suspension period is completed before the I.E.P.C. can  take appropriate action, the student shall be maintained in his/her current placement until such action has been taken.

For disabled students as determined by Section 504, the Special Education Coordinator shall ensure that a recent evaluation (not more than six (6) months old) is available for use by the 504 Team to help them determine whether or not there is a causal relationship between the behavior and the disability.  If no recent evaluation is available, then one is to be completed prior to the conference.
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For students with disabilities determined eligible according to Section 504 of the Rehabilitation Act of 1973:


A.
a Section 504 meeting must be convened;


B.
the Section 504 committee must determine that the student's disability would not cause the student to violate school rules;


C.
if this standard is met through decisions of the Section 504 committee, the disabled student may be suspended for more than ten (10) days or expelled using the same procedure the Board would follow for a nondisabled student;


D.
if this standard is not met through decisions of the Section 504 committee, the student may not be suspended for more than ten (10) days or expelled.

Should a student with disabilities bring a firearm or dangerous weapon as defined in policy 5772 to school, the procedures described above will apply except that the I.E.P.C. or 504 evaluation team may remove the student from his/her assigned school setting to an alternative educational setting for forty‑five (45) days and the "stay‑put" provision of the law does not apply.  If a parent requests a due‑process hearing, the student shall remain in the alternative educational setting pending the results of such a hearing.

The Board acknowledges that it may have a continuing responsibility for providing alternative educational service to students with disabilities who have been long‑term suspended or expelled.

Emergency removal of a student with disabilities from his/her current placement may take place through parental agreement for an interim placement or through injunctive relief from a court when the current placement presents a substantial likelihood of resulting in injury to the student or others.

The Superintendent shall develop administrative guidelines to implement this policy.

20 U.S.C. Section 1401 et seq.

Section 504, 1973 Rehab. Act;

 29 U.S.C. 701 et seq.

U.S. Supreme Court, Honig v Doe, 56 USLW 4091

Revised 2/20/95
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HOMEBOUND INSTRUCTION PROGRAM
The Board of Education shall provide, pursuant to requirements of the State Board of Education, individual instruction to students of legal school age who are not able to attend classes because of a physical or emotional disability or illness.

Applications for individual instruction shall be made by a physician licensed to practice in Michigan, Indiana or Illinois.  A physician  must:

A.
certify the nature and existence of a medical condition;

B.
state the probable duration of the confinement;

C.
request such instruction;

D.
present evidence of the student's ability to profit from an educational program.

Applications must be approved by the Superintendent.  The Superintendent may grant qualified requests for home bound instruction and report each to the Board at its next regular meeting.

The Board will provide homebound instruction only for those confinements expected to last at least five (5) days, but exceptions may be made by the Superintendent as s/he deems advisable and so recommends.

The District shall recommend that the instruction begin within three (3) days from the date of notification for nonspecial education students.  In the case of students under an I.E.P., the instruction is to begin within fifteen (15) days after notification in order to arrange for a meeting of an I.E.P.C., if necessary.

The program of home bound or hospitalized instruction given each student shall be in accordance with regulations of the State Board of Education with such exceptions as may be recommended by the school medical inspector or Placement Team. Teachers of homebound special education students shall hold a Michigan teaching certificate appropriate for the level of instruction for which the assignment is made or for the type of instruction called for by an I.E.P.C.  Teachers of nondisabled students must  hold a valid teaching certificate.
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The Board reserves the right to withhold homebound instruction when:

A.
the instructor's presence in the place of a student's confinement presents a hazard to the health of teacher;

B.
a parent or other adult in authority is not at home with the student during the hours of instruction;

C.
the condition of the student is such as to preclude his/her benefit from such instruction.

The Superintendent shall develop procedures for implementing the policy and which guard the privacy of each student placed on home instruction.

Revised 2/20/95

Revised 3/4/96

Re-adopted5/17/99
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HOME-BOUND INSTRUCTION

A.
 All assignments are made through the office of the principal.

B.
Teachers and/or guidance counselors should be contacted as soon as possible.

C.
Accurate time sheets must be kept of all cases.  The time sheet is to be signed by the parent and attached to the completed voucher.

D.
Time sheets and vouchers are to be submitted by the third working day of each month.

E.
All books and supplies will be furnished by the school in which the student is registered.

F.
Instruction will be given only on days that school is in session.  Each child will receive a minimum of five (5) hours of instruction per week.

G.
The instructor shall forward grades to the principal of the school the student attends.

H.
Certified personnel giving bedside instruction shall be paid as approved annually by the Board.

I.
Instructors will receive the mileage reimbursement at the established rate both to and from school and residence of the student.

J.
If there are any questions pertaining to payment for bedside instruction or mileage, the Superintendent’s Office should be contacted.

FORM 2462 F1

PRIVATE 
APPLICATION FOR HOMEBOUND INSTRUCTIONtc  \l 4 "APPLICATION FOR HOMEBOUND INSTRUCTION"
It is the policy of the Board of Education to provide individual instruction to students of legal school age who are not able to attend classes because of a physical or emotional disability or illness.  The Board will provide homebound instruction only for those confinements expected to last at least twenty (20) school days but exceptions may be made by the Superintendent as s/he deems advisable.

A.
The application must be made by a physician licensed to practice in Michigan or Indiana:

1.
the nature of the illness;

2.
the probable duration of the confinement;

3.
______________________________________________________

B.
The application should be submitted to the _____________________________for approval.

C.
The District may withhold homebound instruction when:

1.
the instructor’s presence in the place of a student’s confinement presents a hazard to the health of the instructor;

2.
a parent or other adult in authority is not at home with the student during the hours of instruction;

3.
the condition of the student is such as to preclude his/her benefit from such instruction.

D.
Instruction is provided by certified personnel.  Assignments are arranged by the __________________________________.

E.
Your child will receive a minimum of _______hours of home instruction for each day s/he is unable to attend school.  The instructor will assign instructional experiences and evaluate your child’s progress.

Student’s Name: ___________________________________  Date of Application: ______________________

Parent’s Signature: _________________________________  Date: __________________________________

(continued) FORM 2462 F1

PRIVATE 
PHYSICIAN’S REQUEST AND CERTIFICATIONtc  \l 2 "PHYSICIAN’S REQUEST AND CERTIFICATION"
PRIVATE 
Student’s Name _________________________________________________tc  \l 3 "Student’s Name _________________________________________________"
Nature of Student’s Incapacity:

Estimated Length of Absence from School: 









I have examined this student and find that s/he is incapacitated as stated above.  I believe the student is capable of receiving and can benefit from away-from-school instruction.

Physician

Date

PRIVATE 

1
Beginning Date 





Estimated Ending Date 




Instructor 






Authorized by 





BOARD OF EDUCATION

                                                   PROGRAM

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  2464/page 1 of 1


PROGRAMS FOR GIFTED STUDENTS
In accordance with the philosophy of the Board of Education to develop the special abilities of each student, the Board requires that appropriate instructional programs be conducted to meet the needs of gifted students. Gifted students shall be considered those who, through valid assessment, show one (1) or more of the following abilities:

A.
specific academic ability superior to that of children of the same age or grade      level


B.
creative ability in a particular area superior to those of his/her peers


C.
superior leadership ability to that of his/her peers

The learning outcomes of a program for gifted students shall be related to:


A.
expansion of academic attainments and intellectual skills;


B.
stimulation of intellectual curiosity, independence, and responsibility;


C.
development of originality and creativity;


D.
development of positive attitude toward self and others;


E.
development of desirable social and leadership skills;


F.
career exploration and awareness.

The Superintendent shall develop procedures which shall include those for valid identification, curriculum development and implementation, and assessment of the learning outcomes.

M.C.L.A. 380.1282

Revised5/17/99

 BOARD OF EDUCATION

                                                   PROGRAM

NEW BUFFALO AREA PUBLIC SCHOOLS

                                  2510/page 1 of 1


ADOPTION OF TEXTBOOKS
The Board of Education shall approve all textbooks used as part of the educational program of this District.  "Textbook," for purposes of this policy, shall mean the principle source of instructional material for any given course of study, in whatever form the material may be presented, that is available or distributed to every student enrolled in the course.

The Board shall only purchase, procure by exchange, adopt or permit to be used in the schools those textbooks which are listed with the State Department of Education.  It will consider for approval new or innovative textbooks that may be used on a trial basis.

The Superintendent shall be responsible for the selection and recommendation of textbooks for Board consideration.  In considering the approval of any proposed textbook, the Board will weigh its decisions based on recommendations related to:

     



A.
suitability for the maturity level and educational accomplishment of the students who will be using the book;


B.
freedom from bias;


C.
relationship to the curriculum adopted by the Board;


D.
relationship to a continuous multigrade program;


E.
impact on community standards;


F.
manner of selection;


G.
cost;


H.
appearance and durability.

The Superintendent shall develop regulations for the selection of textbooks that includes effective consultation with professional staff members at all appropriate levels.

M.C.L.A. 380.1421 et seq.

Re-adopted5/17/99
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SELECTION OF BASIC TEXT MATERIALS

New basic text materials and revisions to same will be recommended to the Superintendent by the principal.  Appropriate staff members and the principal will comprise the selection (review) committees.

Each committee will be responsible for establishing selection standards for each criterion in the following categories:

A.
Publisher and Author


              What is the reputation of the author(s) for scholarship?


              What is the reliability of the publisher?

B.
Content

In terms of achieving course goals(.

How effective is the organizational plan?

How relevant is the information?

How complete is the information?

How accurate and unbiased is the information?

How appropriate is the illustrative material?

How sufficient is the illustrative material?

How is the content aligned with the  Michigan Curriculum Frameworks?

What evidence exists to demonstrate the materials are based on research and  best practices?

If students accomplished all the objectives called for in the material, how well would they be able to achieve the goals of the course?

C.
Necessity

If replacement text, how does it improve upon existing text?

D.
Instructional Aids

Does the book contain:  an index?  Graphic materials?  References?  A bibliography?  Glossaries?  Appendices?

How appropriate is each?

E.
Format

What kind of binding?  Paper?  Type?

Will the format help or inhibit student interest and ease of use?

F.
Expense

What is the cost and probable life?

G.
Moral tone

How does the text handle controversial subjects in terms of the maturity level of the students and objectivity?

H.
Past Experience

How successfully has the text been used in other districts?

I.
Bias

How free is the text of religious, sexual, racial and national origin bias?

Selection committees should use the following procedures for the selection and recommendation of basic textbooks and supplementary books:

A.
The text materials should be read and examined by each one of the committee members.  The committee members should also examine, whenever possible, at least three (3) other text materials similar in nature to the one being  considered for adoption.

B.
A written evaluation of the text material by each one of the committee members should be submitted to the chairperson of the selection committee or to the person initiating the request.  A suggested form is available to assist committee members in their evaluation.

C.
The committee chairperson will also read and examine the basic text material and/or supplementary materials requested.
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INSTRUCTIONAL SUPPLIES
The Board of Education shall supply, within its resources, each professional staff member with the supplies, materials, and equipment necessary for the implementation of the approved program and each student with the supplies and materials required for the successful completion of courses of study.

The Board of Education may require that students pay reasonable fees to provide needed supplemental but non-essential instructional materials or to participate in an extra‑curricular program.

The Board expressly exempts from this policy such individualized or nonreusable clothing or personal equipment as may be required by the Board for reasons related to the safety and health of students or the protection of school property, except that no student will be denied participation in any course of study or school‑sponsored activity because of financial inability to bear the cost of such clothing or equipment.

The Board may also require that students provide certain non- essential supplies for participation in co‑curricular activities.

The Superintendent shall develop regulations for the selection and utilization of instructional supplies that include effective consultation with teaching staff members at all appropriate levels.
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SELECTION OF INSTRUCTIONAL MATERIALS AND EQUIPMENT
The Board of Education shall provide instructional materials and equipment, within budgetary constraints, to implement the District's educational goals and objectives and to meet students needs.  The primary objective of such instructional materials and equipment shall be to enrich, support, and implement the educational program of the school.

The Superintendent shall develop procedures for the selection and maintenance of all educational and instructional equipment.  In addition s/he shall, periodically, provide for a systematic review, by the Board, of the District's educational resources in order to ensure that they are appropriate for the current educational program.  Any revisions that occur should be a result of the school‑improvement process.

A student shall be held responsible for the cost of replacing any materials or properties which are lost or damaged through their negligence.

Cost of materials may be charged for materials used in those activities beyond the basic curriculum in which a student elects to participate, particularly in class activities where the product becomes the property of the student.

Criteria for Equipment
The evaluation and selection criteria for instructional equipment may include:


A.
relevance to the school curriculum;


B.
needs of individual students;


C.
high technical quality;


D.
high reliability;

Re-adopted5/17/99
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Criteria for Materials
The criteria for the selection of educational materials may include, but not be limited to one (1) or more of the following:

     



A.
materials shall be suited to the varied interests, abilities, reading levels, and maturation levels of the students to be served

     



B.
wherever possible, materials shall provide major opposing views on controversial issues so that students may develop, under guidance, the practice of critical thinking

     



C.
wherever possible, materials shall represent the many religious, ethnic, and cultural groups and their contribution to American heritage


D.
materials shall be factually accurate and of genuine literary or artistic value

     



E.
materials shall be of a quality and durability appropriate to their intended use and longevity.  

     Materials shall relate to, support, and enrich the courses of study adopted by the Board.

M.C.L.A. 380.1274, 380.1277

Revised 9/17/90
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SELECTION OF INSTRUCTIONAL MATERIALS

In accordance with the policies of the Board of Education for adoption of resource materials, the following guidelines should be followed:

A.
Criteria for Selection of Instructional Materials includes:

1.
technical quality of the publication/production

2.
readability and appeal to students

3.
authoritativeness

4.
completeness, accuracy, clarity

5.
absence of sexual stereotyping and racial or ethnic bias

6.
reputation and significance of the author, artist, composer and/or producer

7.
format and price

8.
relationship to a course of study

9.
extent to which the scope/content of the material makes it possible for students to accomplish the objectives and goals of the program

10.
appropriateness of the content and/or presentation relative to the maturity and/or comprehension level of the students

11.
needs of an individual school program based on requests from administrators and teachers

12.
needs of individual students based on requests by teachers, parents or students

B.
Procedure for Selection of Board-Adopted Instructional Materials

1.
Each principal shall select two (2) or more members of the teaching staff who are directly involved in the program for which the materials will be used to review and evaluate materials suggested for use and make recommendations to the principal using the District’s Standard Textbook Review Form 2510 F1.

2.
The principal shall review the recommendations and/or the materials and submit the school’s recommendation to the Director of Curriculum /Instruction and the Superintendent.

3.
The Director of Curriculum/Instruction and Superintendent will then review the recommendations and either refer them back through proper channels to their initiators or prepare an endorsement of the recommendations for presentation to the Board for its approval.

C.
Procedure for Selection of Library or Media Center Materials

1.
The librarian, in cooperation with the principal, shall be responsible for the selection of all materials housed in the school’s library or media center.  Upon notification of the availability of funds for the purchase of such resource materials, the librarian will prepare a request form which includes the amount of money available to a grade level or subject area for new or additional materials.  Instructional staff should submit their requests in a prioritized list of the materials they would find most useful.

2.
The principal shall then determine which of the requests can be accommodated and proceed to review the selections prior to purchase.  The selection criteria are the same as those used for the selection of basic text materials.

3.
Any material that contains content or a manner of presentation that could be controversial, as defined in Policy 2240, should be approved by the principal prior to purchase.

4.
Upon selection and purchase of the library/media center materials, the instructional staff should be notified and an explanation provided for any requested materials that were not or could not be selected.

D.
Procedure for Selection of Materials Relating to a Course or Classroom

1.
Readings or other materials relating to a course or class shall be reviewed by the teachers involved.

2.
Following a selection, the material will be recommended to the principal or supervisor for addition to  supplemental materials for that course or classroom.

E.
Procedure for Use of Non-District Instructional Materials

1.
The critical criteria by which such materials are to be reviewed are:

a.
relationship to the course of study;

b.
the uniqueness of the content and/or presentation that is not adequately provided in District materials;

c.
the appropriateness of the content and/or presentation for the maturity and comprehension levels of the students;

d.
the extent to which the content or presentation could create controversy among students, parents and community groups.

2.
Each of the four (4) criteria are to be rated according to the rating scale on Form 2521 F1.  In any situation in which the teacher has rated any of the four (4) criteria three (3) or higher, the use of the material must be approved by the principal.  If there is any concern on the part of the principal that the material might be inappropriate, s/he should personally review the materials and if still uncertain, contact the Superintendent.

3.
The rating Form 2521 F1 for non-District material is to be kept on file in the school and/or each departmental office.
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USE OF ANIMALS IN THE CLASSROOM AND ON SCHOOL PREMISES

The Board and administration support the idea that animals can provide a variety of productive learning experiences for students at almost every level.  It is important, however, that the following guidelines be observed when instituting an activity or program involving the use of animals.  Teachers are encouraged to contact such organizations as the Michigan Veterinary Association, the National Wildlife Federation, etc. regarding resource materials and suggested learning activities that may be available to help students increase their understanding of the animal world.

A.
It is permissible for the class to have one or more animals as classroom pets under the following conditions:

1.
the animal is not venomous or vicious

2.
no one is allergic to the particular animal

3.
arrangements have been made for housing the animal safely, comfortably, cleanly and in a manner that does not disrupt the classroom environment

4.
arrangements have been made for the proper care of the animal when school is not in session

5.
rules have been established and understood regarding when and how the animal is to be treated by the students.

B.
When animals are to be brought into the school or classroom on an ad hoc basis as part of a lesson or series of lessons, all of the conditions stated in A(2) above apply and, in addition, the teacher is to ensure the proper pick up and return of the animal.

C.
Whenever live animals are to be part of experiments, prior approval of the principal is required and such experiments must be conducted in a scientifically acceptable manner which does not cause pain or harm to the animal.

The principal shall ensure that each of these guidelines has been followed properly.

GUIDELINES – 2521C
SCHOOL STUDIES INVOLVING THE USE OF LIVE ANIMALS

The following regulations are specified to protect live animals used in appropriate school studies:

A.
A science teacher or other qualified adult supervisor must assume primary responsibility for the purposes and conditions of any study that involves live animals.

B.
Each study involving animals should have as a clearly defined objective the teaching of some biological principle(s).

C.
All animals used must be acquired in accordance with state and local law.

D.
The comfort of the animal used in any study shall be a prime concern of the teacher and/or student investigator.  Gentle handling, proper feeding and provision of sanitary quarters shall be strictly observed at all times.  Any experiment in nutritional deficiency may proceed only to the point where the purposes of the experiment are achieved.  Appropriate measures shall be then taken to correct the deficiency if such action is feasible.  Otherwise, the animal must be disposed of by humane methods.

E.
No studies involving anesthetic drugs, surgical procedures, pathogenic organisms, toxicological products, carcinogens or radiation should be undertaken.  The requirements of the Michigan Department of Health and the Department of Education concerning the handling of radiation and pathogenic organisms must be met.

F.
No study involving pain may be done with any animal.

G.
When the animals are housed in school quarters over vacation periods, adequate housing must be provided and a qualified caretaker must be assigned  care and feeding responsibilities.

H.
Learning activities other than those in the regular class periods such as a school assignment or project must also observe the above principles.

PRIVATE 
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RESOURCE SPEAKERS

Teachers are encouraged to invite guest lecturers to discuss a particular subject with their students under the following conditions:

A.
The subject is of educational relevance and value to the students in that class.

B.
The subject is presented in an unbiased or unprejudiced manner.  (Speakers representing several sides of an issue may be used.)

C.
The speaker(s) will not tend to disrupt the educational program.

D.
The information to be discussed is appropriate for the age and maturity of the students.

The principal shall approve the visits of all guest speakers.

GUIDELINES - 2522
STUDENT USE OF LIBRARIES/MEDIA CENTERS

Libraries and media centers have been established primarily to enrich the education of students and to help them learn how to make effective use of reference and enrichment materials.  The cost of such centers can only be justified when the following conditions exist:

A.
The centers are open and available to students for as much as the school day as staffing and program make possible.

B.
The environment within the centers is inviting, attractive and conducive to thought and study.

C.
Staff members communicate their willingness to assist students in locating the resources they seek and to instruct them in the proper use of the reference and retrieval systems.

D.
Courses of study are designed so that use of the resources that exist in the centers are an essential means for achieving the learning objectives in the course.

E.
Part of the evaluation of what students have learned in a course should be growth in the skills associated with using learning resources such as those that exist in the libraries and media centers.
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COPYING COPYRIGHTED MATERIALS
The Board of Education encourages teachers to make judicious use of appropriate printed materials, sound recordings, and electronic programs in the curriculum.  It recognizes, however, that Federal law, applicable to public school districts, protects authors and composers from the unauthorized use of their copyrighted work.

In order to define the fair and reasonable use that teachers may make of copyrighted works for educational purposes, without the permission of the copyright owner and to reduce the risk of copyright infringement, the Board directs the Superintendent to promulgate regulations regarding the copying and distribution of copyrighted materials for instructional purposes.

17 U.S.C. 101 et seq.
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The New Buffalo Area Schools does not condone the illegal use or reproduction of copyrighted materials in any form.  It is the intent of the District to adhere to the provisions of the United States Copyright Act and to Congressional guidelines, as set forth in the accompanying administrative guidelines on copyright.

An Overview of Copyright Issues:

A.
What is protected by copyright law?

Works that may be protected by copyright include literary works, musical works, dramatic works, pictures, graphics, sculptures, films, videotapes, sound recordings and computer programs.  Copyright protection does not extend to ideas, facts, slogans, symbols, procedures, methods or systems.  U.S.  Government publications are not protected, unless they contain a notice stating otherwise.

B.
What is prohibited by copyright law?

The exclusive rights of a copyright owner include reproduction, adaptation, publication, performance and display.

Violating any of the exclusive rights of a copyright owner is infringement and the infringer is subject to civil and/or criminal penalties.

C.
What is allowed by copyright law?

The Copyright Act provides several exceptions to the general rule prohibiting use of copyrighted material, including the fair use doctrine, the first sale doctrine, exemptions for libraries and exemptions of certain performances and displays.  These doctrines must be applied on a case-by-case basis by the courts, therefore, it may be impossible for a pay person to say with certainty that their use falls within one of these exemptions.

This administrative guidelines specifically sets forth permissible educational uses of copy righted material.  These guidelines are adapted from more in-depth  publications developed and/or adopted by various organizations, as cited herein.  For further information, consult these cited references, (internet websites are provided) or consult the system’s Copyright Officer.

Do not assume that your use of copyrighted material is “ok” without consulting the accompanying guidelines.  



D.
What if my intended use isn’t allowed under these guidelines?

Get permission!!!

Books & Periodicals: 1
Single Copying for Teachers:  A single copy may be made of any of the following by or for a teacher for scholarly research, teaching or preparing to teach a class:

A.
a chapter from a book;

B.
an article from a periodical or newspaper;

C.
a short story, short essay or short poem whether or not from a collective work; or

D.
a chart, graph, diagram, drawing, cartoon or picture from a book, periodical or newspaper.

Multiple Copies for Students:  Multiple copies may be made by or for a teacher for classroom use or discussions; provided that:

A.
the copying meets the tests of brevity, spontaneity and cumulative effect tests as define in H.R. Rep. No. 94-1476 2 and

B.
each copy includes a notice of copyright.

Prohibitions:  Notwithstanding any of the above, the following are prohibited, unless permission is obtained from the copyright owner  3 
A.
Copying to create or to replace or substitute for anthologies, compilations or collective works.

B.
Copying of works intended to be “consumable,” including workbooks, exercises, standardized tests, test booklets and answer sheets.

C.
Copying as a substitute for the purchase of books, publishers’ reprints or periodicals.

D.
Copying directed by higher authority.

E.
Copying of the same item by the same teacher each school term.

F.
Charging the student more than the actual cost of the photocopying.

Televised Programs/Videotapes:

Viewing a Live Television Broadcast during Class Time:  A live television broadcast may be viewed by the teacher and students during regularly-scheduled class time, so long as no admission is charged, either directly or indirectly.

Taping Television Broadcasts for Later Viewing  4:

A.
A broadcast program may be recorded off-air simultaneously with broadcast transmission (including simultaneous cable retransmission) and retained for a period not to exceed the first forty-five consecutive calendar days after date of recording.

B.
Off-air recordings may be made only at the request of and used by individual teachers and may not be regularly recorded in anticipation of requests.

C.
No broadcast program may be recorded off-air more than once at the request of the same teacher, regardless of the number of times the program may be broadcast.

In-Classroom Use of a Copyrighted Videotape 5:

In-classroom performance of a lawfully-made copyrighted videotape is permissible under the following conditions:

A.
the performance must be by instructors (including guest lecturers) or by students;

B.
the performance is in connection with face-to-face teaching activities;

C.
the entire audience is involved in the teaching activity;

D.
the entire audience is in the same room or same general area;

E.
the teaching activities are conducted by a non-profit education institution;

F.
the performance takes place in a classroom or similar place devoted to instruction, such as a school library, gym, auditorium or workshop; and

G.
the videotape is lawfully made; the person responsible had no reason to believe that the videotape was unlawfully made.

Music  6
Permissible Uses:

A.
Emergency copying to replace purchased copies which for any reason are not available for an imminent performance provided purchased replacement copies shall be substituted in due course.

B.
For academic purposes other than performance, single or multiple copies of excerpts of works may be made, provided that the excerpts do not comprise a part of the whole which would constitute a performable unit such as a section, movement or aria, but in no case more than ten percent (10%) of the whole work.  The number of copies shall not exceed one (1) copy per student.

C.
Printed copies that have been purchased may be edited or simplified provided that the fundamental character of the work is not distorted or the lyrics, if any, altered or lyrics added if none exist.

D.
A single copy of recordings of performances by students may be made or evaluation or rehearsal purposes and may be retained by the educational institution or individual teacher.

E.
A single copy of a sound recording (such as a tape, disc or cassette) of copyrighted music may be made from sound recordings owned by an educational institution or an individual teacher for the purpose of constructing aural exercises or examinations and may be retained by the educational institution or individual teacher.  (This pertains only to the copyright of the music itself and not to any copyright that may exist in the sound recording.)

Prohibitions:

A.
Copying to create or replace or substitute for anthologies, compilations or collective works.

B.
Copying of or from works intended to be “consumable” in the course of study or of teaching such as workbooks, exercises, standardized tests and answer sheets and like material.

C.
Copying for the purpose of performance, except for emergency copying, as described above.

D.
Copying for the purpose of substituting for the purchase of music, except described under permissible uses A and B above.

E.
Copying without inclusion of the copyright notice that appears on the printed copy.

Performance and Display:

Performance or Display and Face-to-Face Teaching Activities:  Any copyrighted work may be performed or displayed as part of face-to-face teaching activities, if the performance takes place in a classroom or similar place of instruction, such as a school library; and the performance or display is directly related to the curriculum and not connected with recreation or a reward. 7
Treating a class to a movie unrelated to course content requires obtaining permission and is highly discouraged.

A non-dramatic literary or musical work may be performed even if it is not part of face-to-face teaching activities, if the performance is live and is not for commercial gain.  Non-dramatic works include choral works and poetry reading.

The transmission of a performance of a non-dramatic literary or musical work or display of a work without obtaining a public performance license is permitted if:

A.
the copyrighted work is singing a song, reciting a poem, reading a short story out loud or displaying painting;

B.
the performance is a “regular part of systematic instructional activities” and “directly related and of material assistance to the teaching content;” and,

C.
the transmission is made for reception in a classroom or similar place of instruction.

Performance or display of dramatic works, such as plays, movies, are prohibited unless permission is obtained from the copyright owner.  8
Note:  Digital distance education and transmission of copyrighted works over today’s digital networks is currently a very controversial area.

Computer Programs:

License Restrictions:  If a computer program is licensed, refer to the license agreement.  Statutory Fair Use exemptions 9 can be overridden by license restrictions.  This stresses the need to review and abide by the terms and conditions of license agreements, especially clauses relating to permitted uses, prohibited uses, restrictions and copying limitations.  By installing or using a licensed software product, you are legally bound by its agreement.

Typical license restrictions include:

A.
An archival (backup) copy of a copyrighted program may be made if:

1.
only one (1) copy is made;

2.
the archival copy is stored; and,

3.
copyright notice appears on the copy.

B.
If only one (1) program is owned under license, it may only be used on one machine at a time.

C.
A single program may not be loaded into a computer that can be accessed by several different terminals for simultaneous use.

D.
If the computer is capable of being used by another to make a copy of the program, a warning should be posted on the computer, such as the following:

Many computer programs are protected by copyright.  17 U.S.C.  101.  Unauthorized copying may be prohibited by law.

A Statement of Use of Copyrighted Computer Programs (Software) in Libraries – Scenarios, adopted by the Conference on Fair Use (CONFU), illustrates many uses of computer programs. 10
In certain circumstances, negotiating objectionable terms with the publisher may be recommended (although with consumer “shrinkwrap” agreements, this may not be possible) 11
Digital Images and Databases  12
Images that are readily available in usable digital form for purchase or license at a fair price should not be digitized for addition to an institutional image collection without permission.

Exception for Spontaneous Use:  If the inspiration and decision to use the work and the moment of its use for maximum teaching effectiveness are so close in time that it would be unreasonable to expect a timely reply to a request for permission, teachers and students may digitize lawfully acquired images to support the permitted educational uses described below.  Images digitized for spontaneous use do not automatically become part of the institution’s image collection.  Permission must be sought for any reuse of such digitized images or their addition to the institution’s image collection.

Time Limitations on Use of Digital Images:

A.
Images digitized from a known source and not readily available in usable digital form for purchase or license at a fair price may be used for one academic term.

B.
Where the copyright owner of an image is unknown, a digitized image may be used for up to three (3) years from first use, provided that a reasonable inquiry is conducted to identify and locate the copyright owner. 13
Subject to the Above Guidelines, the Following Uses are Permitted:

A.
Use by Teachers in the Classroom

1.
An educator may display digital images for educational purposes, including face-to-face teaching of curriculum-based courses, and research and scholarly activities at a non-profit educational institution.

2.
An educator may compile digital images for display on the institution’s secure electronic network to students enrolled in a course given by that educator classroom use, after-class review, or directed study, during the semester or term in which the educator’s related course is given.

B.
Use by Teachers at Conferences of Their Peers

Educators, scholars and students may use or display digital images in connection with lectures or presentations in their fields, including uses at non-commercial professional development seminars, workshops and conferences where educators meet to discuss issues  relevant to their disciplines or present works they created for educational purposes in the course of research, study or teaching.

C.
Use of Images for Publications

These guidelines do not cover reproducing and publishing images in publications, including scholarly publications in print or digital form, for which permission is generally required.  Before publishing any images under fair use, even for scholarly and critical purposes, scholars and scholarly publishers should conduct the four-factor fair use analysis.

D.
Use by Students

1.
A student may use digital images in an academic course assignment such as a term paper or thesis, or in fulfillment of degree requirements.

2.
A student may publicly display their academic work incorporating digital images in courses for which they are registered and during formal critiques at a non-profit educational institution.

3.
A student may retain their academic work in their personal portfolios for later uses such as graduate school and employment applications.

Databases:

Generally, the information made available to researchers from commercial on-line and CD-based electronic databases is copyrighted.  Read the terms and conditions for a database before using or downloading.

Multimedia Projects  14 
Caution in Downloading Material from the Internet::   Access to works on the Internet does not automatically mean that these can be reproduced and reused without permission or royalty payment and, furthermore, some copyrighted works may have been posted to the Internet without authorization of the copyright holder.

Permitted Uses:

Students may perform and display their own educational multimedia projects for the course for which they were created and may use them in their own portfolios as examples of academic work.

Educators may perform and display their own  educational multimedia projects for the course for which they were created and may use them in their own portfolios as examples of academic work.

Educators may perform and display their own education multimedia projects for conferences and professional portfolios.

For remote instruction over a secure network, certain restricts apply.  15
Limitations:

A.
Time:    Educators may use their projects for teaching courses for two years.  Use beyond that time period requires obtaining permission for each copyrighted portion.

B.
Portion:  The amount of the copyrighted work that can be used is generally specified “in the aggregate,” meaning the total amount that can be used from a single copyrighted work.

C.
Motion Media:  Up to ten percent (10%) or three (3) minutes, whichever is less, from a single copyrighted work.

D.
Text Material:  Up to ten percent (10%) or 1000 words, whichever is less, from a single copyrighted work.  Special limitations are placed on poems.

E.
Music, Lyrics and Music Video:   Up to ten percent (10%), but in no event more than thirty (30) seconds , of the music and lyrics from an individual musical work.

F.
Illustrations and Photographs:  No more than five (5) images by an artist or photographer.  From a published collective work, no more than ten percent (10%) or fifteen (15) images.

G.
Data Seta:  Up to ten percent (10%) or 2500 fields or cell entries from a database or table.

H.
Copying and Distribution:  There may be no more than two (2) copies, only one of which can be placed on reserve.  An additional copy may be made for preservation (backup) purposes.

Libraries  16
Library Videotape Guidelines

In-Library Use of a Copyrighted Videotape:

A.
When a videotape purchase is made by the library, the vendor should be made aware of the library’s intended use of the videotape.  Even if a videotape is labeled “For Home Use Only.” Private viewing in the library should be considered to be authorized by the vendor’s sale to the library if the vendor knew of the library’s intended use of the videotape.

B.
Permission is required for public viewing of a videotape in a library, unless the requirements for classroom use are met.  17
C.
Notices should be posted on video recorders or players used in the library to educate and warn patrons about the existence of the copyright laws.  An acceptable notice includes the following:

Many videotaped materials are protected by copyright.  Unauthorized copying may be prohibited by law.  17 U.S.C.  101

Loan of Videotapes:

A.
Videotapes labeled “For Home Use Only” may be loaned to patrons for their personal use.  They should not knowingly be loaned to groups for public performances.

B.
Copyright notices on the label of a videotape should not be obscured.

C.
Nominal user fees may be charged.

D.
If a patron inquires about a planned performance of a videotape, he or she should be informed that only private uses of it are lawful.

E.
Video recorders may be loaned to a patron without fear of liability even if the patron uses the recorder to infringe a copyright.

F.
A notice should be posted on equipment that may potentially be used for copying to discourage unauthorized reproduction.

Duplication of Videotapes:

Libraries may duplicate videotapes under limited circumstances.  18
Library Copying Guidelines  19
Non-Digital Works  20
A.
Notice:  A notice of copyright should appear on each  print and electronic copy reproduced.  If the original work contains a notice of copyright, that notice should appear on the copy.  If the original work does not contain a notice of copyright, the copy should include a legend such as “This work may be protected by copyright; further reproduction and distribution in violation of United States copyright law is prohibited.”

B.
Copying from the Library’s Own Collection:  To satisfy a user’s request, a library may make a photocopy or other printed copy of a printed work such as an article, a chapter or portions of other copyrighted works.

C.
Electronic Copies of Printed Works:  To satisfy a user’s request, a library may scan an article from a periodical issue, a chapter, or portions of other copyrighted works and provide an electronic copy to the user in lieu of a photocopy.  Because the copy must become the property of the user, the library may not retain the scanned image.  A copy may be faxed or otherwise transmitted electronically to the user but the library should destroy any temporary copy made incidental to the transmission.  In other words, an incidental copy made to facilitate transmission is  a fair use, as long as that copy is not retained. 

Digital Works:

A.
Printed Copies of Digital Works:  To satisfy a user’s request, a library may print a copy of an article, a chapter or portions of other copyrighted works, unless prohibited or otherwise restricted by the terms of a valid license agreement.  21
B.
Electronic Copies of Digital Works:  To satisfy a user’s request, a library  may download a copy of an article, a chapter or portions of other copyrighted works and forward it electronically to the user, unless prohibited or otherwise restricted by the terms of a valid license agreement.

Copies for Archival or Preservation Purposes  22
A.
a library may make up to three (3) copies of an unpublished work for purposes of preservation, including copies in digital form, if that format is not made available to the public.

B.
A library may make up to three (3) copies of a published work to replace a damaged, deteriorating, lost or stolen work if a replacement copy cannot be obtained at a reasonable cost.

C.
A library may make up to three (3) digital copies of a published work that is an obsolete format, if that format is not made available to the public.

Interlibrary Photocopying  23
The rule of five – within any calendar year, a library may receive no more than five (5) photocopies of articles from a periodical title less than five (5) years old.

Giving Credit to Copyright Owners:

Always give proper credit to authors or other copyright owners.  Crediting the source must adequately identify the source of the work, giving a full bibliographic description including author, title, publisher and place and date of publication.  Copyright ownership information should include the copyright notice (©), year of first publication and name of copyright holder.

Always include the notice of copyright present in the original work.  The following is a satisfactory notice:


Notice:  This material may be protected by copyright law.

See CONFU Guidelines for Educational Multimedia, Appendix J, Section 6.2 for more detailed instructions regarding the placement of credit and copyright notice information in Multimedia projects.  24
If alterations have been made in the copyrighted material, this should be noted in the credits.

Obtaining Permission for Use of Copyrighted Material:

Questions concerning copyright procedures, including fair use, should be addressed to the District Copyright Officer.

Employees must obtain permission for any use of copyrighted material that is not a fair use under the above guidelines.  To obtain permission, the employee should contact the Copyright Clearance Center, Inc. or the Permissions Department of the copyright holder (usually the publisher).

Copyright Clearance Center, Inc.

222 Rosewood Drive

Danvers, MA  01923

(978) 750-8400

www.copyright.com
To request permission from the publisher, the request must be in writing and should be sent, together with an envelope addressed to the sender, to the permissions department of the publisher of the work.  The request should include the title, author or editor and edition of materials for which permission is sought; the exact materials to be used , with specification of amount, page numbers, chapters, including, if possible, a photocopy of the material; the number of copies to be made; the use to be made of the duplicated materials; the form of distribution; whether or not  the copies will be sold; and the process by which the material will be reproduced.

A copy of the written permission granted by the publisher or copyright owner should be forwarded to and maintained by the District Copyright Officer.

A reasonable inquiry must be made to identify and locate the copyright owner.  A reasonable inquiry includes, but is not limited to, conducting each of the following steps:  (1) checking any information within the control of the educational institution, including slide catalogs and logs, regarding the source of the image; (2) asking relevant faculty, departmental staff, and librarians, including visual resource collections administrators, for any information regarding the source of the image; (3) consulting standard reference publications and databases for information regarding the source of the image; and (4) consulting rights reproduction collectives and/or major professional associations representing image creators in the appropriate medium.  25
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PROGRAM ACCOUNTABILITY AND EVALUATION
The Board of Education believes that effective education includes proper evaluation of the results produced from the educational resources provided by the community and the government.  As the governing body of the District, the Board has the responsibility for assessing how well goals are being accomplished.

The Board shall fulfill this responsibility by establishing a means for the continued evaluation of results which shall be systematic and specific.

The following elements will be included in its accountability program:

A.
clear statements of expectations and purposes for each program coupled with specifications of how their successful achievement will be determined

B.
provisions for staff, resources, and support necessary to achieve each program's purposes

C.
evaluation of each program to assess the extent to which the students are achieving the program's purposes and objectives

D.
recommendations for revisions and modifications needed to better fulfill expectations and purposes

The Superintendent shall maintain a calendar of assessment activities and shall make periodic evaluation reports to the Board.  Findings of the assessment program may be used to evaluate the progress of students and:

A.
the effectiveness of the curriculum;

B.
the effectiveness of staff members;

C.
the effectiveness of the school/delivery system.

The Superintendent shall annually recommend improvements in the educational program, based on the evaluation of the District's program.  Such improvements shall reflect the plans for improvement of the educational program submitted by each school principal.  Each school's improvement plan shall be based on  staff's findings from program evaluations at each level as well as on the evaluations provided by the school improvement team (see Policy 2120).

The Board reserves the right to employ experts from outside the District to serve in the evaluation process.
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The Board will annually make available to the public the progress of the student body toward the goals of the District.

Assessment results obtained under this policy shall not be used for comparison purposes except as required by statute and State Department of Education regulations or internally, as authorized by the Superintendent or Board.

Revised 9/17/90

GUIDELINES - 2605
EVALUATION OF PROGRAM

PURPOSE

Evaluation is essential to adequately achieve a desired learning outcome.  Staff needs to be able to monitor a given situation in such a way that the District or a school has appropriate data about the current status on which to base decisions and actions.  If the assessment is inadequate (for one of several reasons), it could lead to inappropriate actions and ultimately to lack of accomplishment of District goals and staff responsibilities.

Sequence of Tasks in Program Evaluation:

A.
Clarify what about the program is to be evaluated.

B.
Describe or identify the program outcomes as they should be.

C.
Determine the procedures for gathering needed information about current achievement of the program outcomes.

D.
Gather the data.

E.
Verify the accuracy and sufficiency of the data.

F.
Assess the outcomes by:

1.
comparing the data with the standards to determine gaps and strengths;

2.
determining relative significance of both gaps and strengths.

G.
Evaluate by judging the value or worth of the program based on the assessment of the outcomes.

PROGRAM EVALUATION CHECKLIST

When evaluating a District program, use some or all of the following questions to obtain evidence about its effectiveness:

A.
RESULTS

1.
How proficiently are the participating students learning to perform the tasks in each component of the program?

2.
How well are the participating students achieving each of the parts of the INTENDED LEARNING OUTCOME as demonstrated by their performance on the APPLICATION OF LEARNING TASKS?

3.
What specific secondary gains (additional benefits) are being realized for the participating students?  For other students?  For teachers?  For the school/district?  Etc.

4.
What specific side effects (negative consequences) are realized for the participating students?  For other students?  For teachers?  For the school/district?  Etc.

5.
How well does the program comply with local, state and federal regulations, guidelines, policies, constraints, etc.?

      B.
ATTITUDES

1.
To what extent do those who are directly involved in the program think it is a good program and want to continue being involved in it?

2.
To what extent do those not directly involved in the program think it is a good program and should be continued?

C.
PROGRAM OPERATION

1.
How well do the needs assessment procedures work to efficiently identify the students who should be involved in the program?

2.
How well is the organization and the scheduling of the program working to provide the participating students the opportunity to achieve program goals and meet other needs without inhibiting other students from achieving their learning goals and objectives?

3.
How well is the staff able to fulfill the roles and responsibilities needed to develop and implement the program?

4.
How well are the procedures being used to develop the curriculum of the program working to produce an effective plan for learning to achieve the Intended Learning Outcomes of the program?

5.
How well are the instructional procedures being used in the program working to implement the curriculum effectively and to facilitate the students’ achievement of the program goals?

6.
How adequate and appropriate are the facilities being used in the program making it possible to implement the program effectively?

7.
How adequate, appropriate and available are the instructional resources needed to effectively implement the program?

8.
How well is the information about the program and its participating students being communicated among those who need the information?  Want it and/or should have it?

The matter of criteria and standards needs to be decided by each based upon what qualities are important for that program to be effective or what will satisfy people in that particular situation.


ESTABLISHING CRITERIA AND STANDARDS

The following are suggested procedures for establishing a set of criteria and standards for evaluating a learning program.

A.
Using the Program Evaluation Checklist above, identify the aspects of the program which are of particular interest or concern.

B.
Arrange the items in terms of priority, of importance and/or assign a weight to each.

C.
For each item, identify one or more CRITERIA qualities of that aspect of the program which should be evaluated.

D.
Criteria deal with qualities, e.g. number of, adequacy of, etc. while standards indicate how much (many) is acceptable.  For example, asking, “To what extent do those who are directly involved in the program think it is a good program and want to continue being involved in it?” would indicate the number of people who want to continue.  It could also indicate how good each person thinks the program is.  Both are examples of CRITERIA.  The STANDARDS would be such decisions such as how many or what percentage of those in the program would want to continue for the attitude toward the program to be “acceptable,”  “good,” or “poor.”

E.
For each CRITERION, develop a rating scale or some way of assigning a numerical value to varying degrees of that quality based on evidence or on opinion supported by evidence.

F.
For each CRITERION, decide what number indicates the MALQ (Minimum Acceptable Level of Quality); anything above that is “good; anything below this is “poor.”  Next, decide what number indicated DLQ (Desired Level of Quality); anything above that number is “excellent.”

EVALUATION GUIDELINES

Evaluation is a judgment about how “good” something is based on how well it meets particular standards.

If plans for evaluating a program are made when the program is planned, the task of evaluating is made considerably easier than if evaluation is not thought about until after that program has been planned and implemented.

The following are some suggested guidelines regarding evaluation:

A.
Decide, well in advance of any reporting, what will be evaluated, who will be asked to evaluate, when the program will evaluated and on what basis.

B.
Be sure that everyone involved in the evaluation is clear about the criteria and standards and what will be considered evidence on which to base a rating.

C.
Devise checklists, forms, etc. which make it easy for people to keep track of evidence related to the evaluation.

D.
Do not formally evaluate a program until there is evidence of results.  Everything else, attitudes, teaching procedures, etc. cannot be judged properly except as each relates to the results  produced by the program. Also, do not keep changing the program until there is evidence of results.  Let the program produce results, assess them, and then make changes to maintain and/or improve those results, attitudes, procedures, etc.
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STUDENT ASSESSMENT
The Board of Education shall, in compliance with law and rules of the State Board of Education, assess student achievement and needs in English Language Arts (ELA), mathematics, social studies and science in order to determine the progress of students and to assist them in attaining District goals.

Each student's proficiencies and needs will be assessed by staff members upon his/her entrance into the District and annually thereafter.  Procedures for such assessments will include, but need not be limited to, teacher observation techniques, cumulative student records, student performance data collected through standard testing programs, and physical examinations.

The Superintendent shall ensure that assessments are reviewed annually as part of the SI process and may include:

A.
the Michigan Educational Assessment Program (MEAP) Tests;

B.
criteria‑based written and oral examinations which include use of alternative questions,  demonstrations, writing exercises, individual and group projects, performances, portfolios, and samples of best work;

C.
assessment tests;

D.
aptitude tests;

E.
achievement tests;

F.
vocational inventories.

The Board requires that:

A.
               Any assessment tests used shall not be a psychiatric examination, testing, or treatment; or a psychological examination, testing, or treatment in which the primary purpose is to reveal information concerning:

1.
political affiliations;

2.
mental and psychological problems potentially  embarrassing to the student or his/her family;

3.
sex behavior and attitude;

4.
illegal, anti‑social, self‑incriminating and demeaning behavior;
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5.
critical appraisals of other individuals with whom respondents have close family relationships;

6.
legally recognized privileged and analogous relationships, such as those of lawyers, physicians, and ministers;

7.
income without the prior consent of the adult student or without the prior written consent of the parent;

B.
any personality testing complies with Department of Education guidelines.

The Board also requires that:

A.
tests be administered by teachers or persons who are qualified under State law and regulation;

B.
parents be informed of the testing program of the schools and of the special tests that are to be administered to their children;

C.
the administration shall determine the students who have not attained satisfactory scores on the MEAP tests, should be provided special assistance that will enable them to bring reading skills up to grade level;

D.
data regarding individual test scores be entered on the student's cumulative record, where it will be subject to the policy of this Board regarding student records;

E.
the results of each school‑wide, program‑wide, and district-wide test be made part of the public record.

All students classified as disabled shall be required to participate in the District's student assessment program, except as prescribed in his/her individualized education program (IEP).

In addition to the testing programs, the Superintendent shall develop administrative guidelines whereby a portfolio is developed and maintained for each secondary student.

A.C. Rule 340.1101 et seq., 388.221 et seq., 340.1151 et seq.

MEAP Test Administration Manuals

Revised 8/94

Revised 5/17/99

GUIDELINES - 2623
TESTING PROGRAM

Purpose of Testing:

Testing, like any other element of the District’s program, should have a definite purpose related to District goals.  No test should be given without first defining its purpose and determining how the results will be used.

SUGGESTED PURPOSES FOR VARIOUS TESTS

A.
Achievement Tests

1.
to measure a student’s progress in achieving District learning outcomes

2.
to help determine student learning strengths and weaknesses and/or diagnose their causes

3.
to help assess the effectiveness of a school’s or the District’s program and/or identify/diagnose educational strengths and weaknesses

4.
to aid in the evaluating curriculum and/or instructional strategies and resources

B.
Intelligence Tests

1.
to measure a student’s mental ability as defined by the tests

C.
Basic Skills Tests

1.
to help determine the extent to which a student can perform tasks associated with functional literacy

2.
to aid in diagnosing problems with literacy task-skills and in providing for appropriate remediation

D.
Readiness Tests

1.
to help determine the appropriate time for a student to begin a learning program

E.
Vocations Interest/Aptitude Tests

1.
to help determine a student’s interests or aptitudes for comparison with those related to particular vocational fields

2.
to assist in the vocational counseling of a student

Uses of Test Results

The purpose for giving a test is to use the results to improve learning and to communicate with those concerned about how well a student or group of students are learning.

Item Analysis

If test results are to be used effectively, an analysis of the test items usually should be the first step.  Such an analysis makes it easier to determine where students are strong and where the weaknesses are so that instruction can be geared accordingly.  A proper analysis should provide the kind of knowledge that will not only aid in designing appropriate learning activities but in producing a more reliable assessment and more useful communication to both students and their parents.

Curriculum and Instruction

Administrators will be responsible for ensuring that test results are used by the staff to both refine the curriculum and improve instructional strategies and resources.  To aid in this process, in-service programs may be necessary to strengthen understanding of how different kinds of tests are designed, how to judge reliability and validity, and how to use test information to diagnose and remediate.

Counseling

Administrators should ensure that teachers and counselors are working cooperatively by sharing information derived from the testing program.  The counselors should be using test results and analyses to help students (and their parents) develop a realistic and valid view of their current achievement levels and design and follow through on plans related to both their school and vocational careers.  Teachers should also be aware of these plans to help support such plans in the classroom.

Communication with Parents

As one of the important partners in the educative process, it is essential that parents be kept properly informed of test results, particularly those that relate directly to academic achievement.  In communicating with parents, particularly with regard to standardized tests, the following guidelines should be observed:

A.
Test results should be provided in context; that is, with the purpose of the test(s) clearly stated and the student’s measurement compared to standards.

B.
Make sure parents are aware of the relationship between the test’s purpose and the goals of the particular program of which the test is a part.

C.
Communicate what the test is designed to measure as well as what it does not attempt to measure.

D.
Share the norms, if applicable, and how such norms or standards have been created.

E.
Seek questions, provide or obtain reliable answers, and if the parent is not satisfied with the answer(s), refer the question to the next level of authority.

Use in Remediation and Promotion/Retention

A.
Assessment results will be used by all classroom teachers to identify and implement instruction appropriate to the needs of students who do not meet the identified competency standards.

B.
Assessment results may be used by administrators and/or guidance personnel in making instructional placement decisions regarding particular students.

C.
Assessment results may be used by teachers, administrators and guidance personnel as a factor in promotion and graduation decisions but shall not be the sole factor in determining promotion or graduation.

PRIVATE 
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STUDENT PORTFOLIOS

In compliance with Public Act 25, each principal working with his/her staff, is to ensure that each student has a portfolio containing evidence of what the student has learned in each component of the District’s core curriculum.

A.
The portfolio is to be cumulative beginning with the student’s entry into the District and is to be transferred to the student’s teacher(s) each succeeding school year and to the principal of the next school the student will be attending.

B.
Each principal and the school faculty is to establish criteria for determining which of the items in a portfolio are to remain throughout the student’s career in the District and which may be removed each year, after review, by the student’s teacher(s) for that year or by the principal of the school the student has been promoted to or placed in.

C.
The items to be placed in a student’s portfolio may include, but not be limited to:

1.
results on MEAP and employability-skills tests;

2.
results on final examinations;

3.
completed independent study or cooperative learning projects;

4.
completed term papers and other special assignments;

5.
assessments of accomplishments of the District’s exit outcomes (See AG 2624B for a description of Confirmation Tasks.)

6.
certificates of achievement and diploma.

Approved 1/28/94
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STATE AID INCENTIVES
The Board of Education, in its efforts to provide a quality education for the students of this District, shall review annually the State School Aid Act to determine any programs or incentives that offer additional revenues.

The Superintendent shall examine the requirements for each of the programs or incentives to determine which are feasible for this District and provide the Board with the necessary resolutions for those selected.

Adopted 2/20/95

Re-adopted5/17/99
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ANNUAL EDUCATION REPORT
An essential element in the District's effort to maintain effective communication with parents and the community is the report on the educational program which will be provided by the Board of Education annually.

The annual education report shall include, but not be limited to, the following for each school in the District:

A.
the accreditation status of each school in the District and the process by which students are assigned to a school

B.
the status of each school's three‑five year plan as contained in the District's School Improvement Plan

C.
a copy of the Core Curriculum and a description of its implementation along with an explanation of any variations from the State model curriculum and a description of how students are assured enrollment in the courses which ensure they are receiving adequate instruction in all of the core curriculum areas

D.
aggregate student achievement, by school, in the District's testing program

E.
student performance data disaggregated as required by No Child Left Behind and when the disaggregated data is valid based on the group numbers

F.
a description of how the school is ensuring that any equity issues that arise from an analysis of the disaggregated student performance data are being resolved through the school's improvement plan

G.
an explanation to the community as to why any particular equity issue is not being addressed by the school

H.
comparison of current and preceding year's student‑retention rate, as defined in Section 6 of the State School Aid Act

I.
number of parents participating in parent‑teacher conferences at each level

J.
the status of highly qualified staff

K.
a comparison of items A‑I with those of the preceding year

Re-adopted5/17/99
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This annual education report shall be distributed at an open meeting called by each school for the purpose of communicating this information to parents and other interested parties.

The Superintendent shall prepare appropriate administrative guidelines to ensure these reports are properly prepared and distributed each year.

M.C.L.A. 380.1204a(1)

Adopted 9/17/90

Revised 8/94

Re-adopted5/17/99

