Questions???  Just Ask!

We are committed to doing whatever it takes to meet the educational needs of every child.  Please feel free to contact us with any questions.

Hollenbeck Middle School



MAIN OFFICE 
(636) 851-5400
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Fax:
(636) 851-4132

Principal: Mr. Borgschulte

Assistant Principals:
 Mrs. Hamer

Site Admin. Assistant: Mrs. Duddleston  851-5324
Site Receptionist: Mrs. Hoelscher 851-5295
Attendance Secretary:  Mrs. Gatermann 851-5279

Guidance Office:  851-5340

Building Information Specialist: Mrs. Sloan

Counselors:
Mrs. Berck
 Grade 8 
   PLEASE   PLEASE   PLEASE 
Mr. Menchaca  Grade 7
    Do NOT text your child during 



Mr. Lippert
 Grade 6
      school hours 7:20 – 2:20 pm
Nurses’ Office:  851-
5325






Mrs. Kurland  




Mrs. Carney



First Student Bus:  441-7654

School Resource Officer:  851-5308

Sodexho Food Service:  851-6022

Deputy Ginnever
If you have a question about:
Ask to speak to:

Absences




Mrs. Gatermann

851-5279

After School Activities



Mrs. Hoelscher
 

851-5295
Bus Concerns




First Student Bus  

441-7654

Cafeteria Concerns



Sodexho 


851-6022

Classroom Concerns



Appropriate Teacher

851-5400

Discipline Concerns



Assistant Principal

851-5400
Fundraising or Finance



Mrs. Duddleston

851-5324
Health Concerns



Mrs. Kurland/Mrs. Carney
851-5325
Library





Ms. Foelsch


851-5314

Parent Volunteers



Mrs. Hoelscher


851-5295
Progress Reports or Report Cards

Mrs. Sloan


851-5340

Requesting Homework



Mrs. Gatermann

851-5279
Student having Problems at School

Counselor


851-5340

Student Schedules, Summer School

Counselor


851-5340
Reading




Mrs. Durso


851-5296
Visit us on the web at www.fhsd.k12.mo.us
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HOLLENBECK MISSION

Achieving Academic and Personal Growth.

HOLLENBECK VISION

We, the faculty of Hollenbeck Middle School, will create an environment that establishes and implements academic and personal goals, promotes character, and builds partnerships that value open communication to promote student success.
To make this vision a reality, the Hollenbeck Middle School staff commits to creating an environment that establishes and implements academic & personal goals, promotes character, and builds partnerships that value open communication to promote student success.

[image: image8.wmf]HOLLENBECK VALUES
Respect

Responsibilities

Kindness

Honesty

HOLLENBECK GOALS
Achievement:

Hollenbeck’s overall CA and MA MPI will meet the AYP benchmarks in 6 out of 10 subgroups by Y, S, SC, or CI in 2011-2012.
Attendance:

Hollenbeck attendance will increase to 95.8% or higher for the 2011-12 school year.
Discipline:
During the 2011-12 school year, Hollenbeck will reduce the number of overall disciplinary incidents by 15% as compared to incidents in 2010-11.
Climate:

By the end of 2011-12, Hollenbeck will receive feedback from students, parents, and staff indicating positive growth in the areas of safety, sense of belonging, and parent involvement by 5% in all areas as compared to previous year’s data.
8 PERIOD BELL SCHEDULE

Full Day Schedule

	1st Period*
	7:20 – 7:42 (22)

	2nd Period
	7:46 – 8:35 (49)

	3rd Period
	8:39 – 9:28 (49)

	4th Period
	9:32 – 10:21 (49)

	5th Period (7/8)
	10:25-11:14 (49)

	Lunch (6)
	10:25-10:48 (23)

	5th Period (6)
	10:52-11:41 (49)

	6th Period (7)
	11:18-12:07 (49)

	Lunch (8)
	11:18-11:41 (23)

	6th Period (6/8)
	11:45-12:34 (49)

	Lunch (7)
	12:11-12:34 (23)

	7th Period
	12:38-1:27 (49)

	8th Period
	1:31-2:20 (49)


*1st Period, Academic Lab (Huddle Up)
Half-Day Schedule

	2nd Period
	7:20 – 7:54 (32)

	3rd Period
	7:58 – 8:30 (32)

	4th Period 
	8:34 -9:05 (32)

	5th Period
	9:09 -9:41 (32)

	6th Period
	9:45-10:17 (32)

	7th Period
	10:19-10:51 (32)

	8th Period
	10:55-11:25 (30)


Half-Day Release Dates (11:25AM)

December 20 & 21

 
       May 22 & 23
WEDNESDAY COLLABORATION DAYS

	2nd Period
	7:20 – 8:06 (46)

	3rd Period
	8:10 – 8:56 (46)

	4th Period
	9:00 – 9:46 (46)

	5th Period 
	9:50 -10:36 (46)

	6th Period (7/8)
	10:40 -11:26 (46)

	Lunch (6)
	10:40-11:05 (25)

	6th Period (6)
	11:09-11:55 (46)

	7th Period (7)
	11:30-12:16 (46)

	Lunch (8)
	11:30-11:55 (25)

	7th Period (6/8)
	11:59-12:45 (46)

	Lunch (7)
	12:20-12:45 (25)

	8th Period
	12:49-1:35 (46) 


Early Release Schedule (1:35PM)

2011-2012 School Year

Dates:

August 10, 17, & 24 


Jan. 11 & 18
Sept. 7, 14, 21, & 28


Feb. 1, 8, 15, 22, &29 

Oct. 5, 19, & 26



March 7 & 28
Nov. 2, 9, & 30



April 4, 11, 18, & 25
Dec. 7 & 14




May 2, 9, & 16
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Detention Schedule for 2011-2012:



Morning Detention
Every Thursday

6:30-7:20 am
Afternoon Detention
Every Tues/Thurs       
2:30-3:30 pm



Scheduled Saturday Detention


8:00-10:30 am
*Schedules may be adjusted due to snow days, assemblies, field trips, etc.
ACADEMIC SUPPORT PROGRAMS

GRADE REPORTING
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The Infinite Campus Parent Portal is a service provided to parents throughout the course of the standard school year. The Parent Portal (Infinite Campus) application allows you to view your student’s grades and attendance in a real-time atmosphere. By using your student’s ID number and the password assigned by the school district, you will be able to view your student’s current information.   
https://campus.fhsdschools.org/campus/portal/francis.jsp
Any questions about grades or attendance should be directed to the building of your child's attendance.  Letter grades are used to designate a student’s progress using the following district scale:
	LETTER GRADE
	[image: image10.png]


PERCENTAGE

	A
	90-100

	B
	80-89

	C
	70-79

	D
	60-69

	F
	0-59

	I*
	Incomplete


Report Cards will be distributed to the students at the end of each quarter approximately one week after the end of the marking period.  Fourth quarter report cards will be mailed to the students’ homes.  As with progress reports, letter grades are used to designate a student’s progress using the scale above.  Honor Roll is calculated quarterly and based on a minimum B (3.0) average.
PYRAMID OF INTERVENTIONS

As Hollenbeck continues to grow as a Professional Learning Community (PLC), teachers strive to maintain the primary focus on what students are learning.  Meaning, teachers will focus on these four questions:
1. What is it we want all students to learn?

2. How will we know when each student has acquired the intended knowledge or skill?

3. How will we respond when students don’t get it?

4. What do we do when students already know it?

For students that are academically struggling at Hollenbeck, there are many interventions and strategies that teachers are attempting on an ongoing basis.  Administrators, counselors, and teachers alike may refer to our Pyramid of Interventions to determine an appropriate strategy to help a student find success in learning at any time throughout the school year.

Pyramid of Interventions/Academic
[image: image11.wmf]
   LEVEL III

STRATEGIES

          Special

      Services/504

         ________________________

LEVEL II
STRATEGIES
Referral (STAT)
Educational Support Counseling

 


                          Read 180 & Reading Specialist
                                                                                  Check In/Check Out

             Spires
                                                         ________________________________________​​________

LEVEL I                                                                                                                          INTERVENTION STRATEGIES

Student/Parent/Support Team Meeting
Student Support Groups – Counselor

Weekly Progress Report - Daily Assignment Sheet 
e-mail Communication

Individual Accommodations 
Guided Study Hall

                                                                        After-school Tutoring

                                                                             BECK Lessons
    ________________________________________________________​​​​______________________________

EARLY ASSESSMENT AND PREVENTION
“Huddle Up” Academic Lab Support-peer tutoring - Student Goals
                         Counselor Watch Program/Individual counseling

Teacher Initiated Tutoring – Learning Lunch

Renaissance - Clubs/After-school Activities

Parent contact – Teacher/Student Conference

Enews - Homework Hotline - schoolnotes.com - Attendance Letters

“Rule of 2”      Homework Recovery

BECK Expectations

Character Choices of Respect, Responsibility, Honesty and Kindness
These strategies are not necessarily “in order”.  
RULE OF TWO

The following practices are to assist in obtaining our collectively established vision and goals for Hollenbeck.
(Parental contact will be made when a student is missing two assignments.  Contact may be made via the phone, email, scheduled conference, and/or by mail.  Parental updates should continue if uncollected work is not collected and/or if additional assignments are not turned in.  Please refer to the Pyramid of Interventions if this issue persists.

(Students will be informed of their academic status every two weeks.  It is highly suggested that a printed report be provided to each student providing information regarding overall grade, individual assignment grades, and any missing work.

(Parental contact will be made when a student falls two letter grades.  Anytime a student drops two letter grades the parents of the student will be contacted via the phone, email, by mail, or through a scheduled conference.  Example:  Johnny has a “B” at progress report but drops to a letter grade of a “D” within ten days after progress reports are sent home.  Parents will be contacted when a student is in danger of failing a subject.

(Posting/updating grades on Infinite Campus will take place at least every two weeks.  This will allow parents up-to-date information pertaining to their student’s progress using the new Parent Viewer Program.
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HOMEWORK

Home study is a necessary part of school.  Students will be expected to spend time in addition to scheduled classes to achieve satisfactory progress.  Some assignments are long-range in nature and require planned study time for completion.  Students are strongly encouraged to develop good study habits.  Study buddies in each class are helpful in order to discuss or retrieve missed work when absent.  Homework policies are being developed within each core content area or designated grade level team to promote the success and learning of all students and deter failing grades.  Students may be issued a Homework Recovery time after school to complete missing assignments and to receive additional support from a content area teacher.  
SUMMER SCHOOL 
Middle school students will be retained in their current grade level if they receive:*

a. 3 failing quarter grades in 2 core classes over the entire school year + do not receive a passing grade in summer credit recovery (i.e., students receiving 3 F’s in two different core classes must attend summer credit recovery and pass classes in all of the core areas in which they failed or be retained); or

b. 2 failing quarter grades in 2 core classes over the entire school year + an overall GPA below 1.50 do not receive a passing grade in summer credit recovery (i.e., students receiving 2 F’s in two different core classes + having a 1.50 overall GPA must attend summer credit recovery and pass classes in all of the core areas in which they failed or be retained).

*Middle school students will be expected to attend summer credit recovery if they receive: 

1. 3 F’s (quarter grades) in a core class over the entire school year; or

2. 2 F’s (quarter grades) in a core class over the entire school year + an overall GPA below 1.50.
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SPECTRA 
The goal of the Spectra program at the middle level is to provide participants with an opportunity to develop skills while they accept a higher degree of responsibility for their own interests, knowledge, and abilities.  Participation in Spectra is not dependent on high academic performance, but is based upon WISC-R Intelligence Test, Teacher-Parent Nomination Forms, and the Williams Test of Creativity.  This is a state-funded service for gifted students.  
Parent Expectations
In study after study, research tells us that parent involvement is critical to a child’s success in school.  When parents are involved at school:  

· Children get better grades. 

· Children gain a stronger sense of community and belonging.    

· Test scores rise.    

· Children are socially more adept.  

· Children gain a more positive attitude towards their home and their school.  

· Children tend to have significantly less behavioral issues.  

· A school’s academic programs tend to be more effective.  

· Schools are more successful in meeting the needs of all their students.  
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At Hollenbeck, we want all of these things, and much more, for our students.  Therefore, we are working hard to strengthen and expand our parent involvement. Please understand our Parent Expectations list is to help parents be involved in our school and partner with us to ensure that we are meeting the needs of your child with high expectations for their academic and social success. 
	
	Parent Expectations

	Be Respectful
	Use appropriate language and tone in the building

	
	Use the appropriate communication channels to address a problem

	
	Schedule appointments to meet with teachers during non-instructional times

	
	Do your best to schedule your child’s appointments and vacations during breaks

	 
	Do not TEXT your child during school hours 

	 
	Support the School Dress Code

	 
	 

	Be Responsible
	Call the school to report an absence

	
	Inform nurse of any medication changes or illnesses

	
	For safety, use the side entrance for drop-off and pick-up

	
	Give the school your emergency phone numbers and update information

	
	Keep up with your child’s assignments and homework

	
	Know your child’s teachers and friends

	
	Communicate any concerns to the administrators, counselors, or teachers

	
	Enforce the school dress code

	
	Make sure your child has good attendance and arrives on time

	
	Remind your child of our BECK expectations

	
	Find/seek-out academic support if needed 

	 
	 

	Be Positive
	Encourage your child to do their best

	
	Celebrate/Recognize good grades and behavior

	
	Work on hassle/stress free mornings

	
	Develop a morning/evening routine

	
	Make sure you child comes to school well-rested

	
	Encourage your child to participate in extra-curricular activities

	
	Become a member of the PTO or VOLUNTEER to help at the school

	
	Communicate, Communicate, Communicate
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HUDDLE UP

“BECK Expectations” 

Behavior Education Character Knowledge
1st Period   7:20 – 7:42
“Huddle Up” is a collaborative program developed by the St. Louis Rams Foundation and CHARACTERplus to help educators integrate character-building and positive behavior into their curriculum. Hollenbeck was selected to participate in the Huddle Up Advisory project to develop effective advisory classes.  Effective advisories increase the character-building capacity and positive behavior of an entire school as it strengthens both academic skills and the sense of community students experience. 

 The objectives of the Huddle Up Advisory are to:

· Increase student’s academic confidence and competence

· Increase student’s sense of autonomy or voice in the learning environment

· Increase student’s sense of belonging with each other and school community

· Positively influence a culture of personal and academic excellence
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Character Themes for each month:

August

Attitude

January
Curiosity

September
Insight


February
Vision
October
Respect

March

Gratitude

November
Responsibility

April

Aspiration
December
Persistence 

May

Integrity
Weekly Schedule

These days are scheduled for Silent Sustained Reading (SSR) and BECK Expectations (Behavior Education and Character Knowledge).  Lessons and activities of Character Themes and BECK Expectations may vary by teacher. 
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Monday 



Thursday

SSR (Silent Sustained Reading)
BECK Lessons






Ethical Dilemmas 







Class Meetings

Tuesday



Character Themes
BECK Lessons






Peer Tutoring



Friday
Service Learning Projects

Goal Notebooks

Character Themes


Grade Checks
[image: image17.wmf]Silent Sustained Reading Day:   STUDENTS ARE REQUIRED TO READ!  
PLEASE UNDERSTAND THAT THEY ARE EXPECTED TO HAVE A BOOK TO READ EVERY MONDAY.
LIBRARY

Library Staff:

Ms. Donna Foelsch, Librarian (851-5314)

Mrs. Jennifer Wilson, Library Paraprofessional (851-5314)

Hours:  7:00 a.m. to 3:00 p.m., 7:00 a.m. – End of school on Early Release days

All students, faculty and staff are welcome in the Hollenbeck library. The library is located on the main floor in the center of the building.  Books, magazines and Internet access are available for use by students, faculty, and staff.  Library materials can be accessed through the online library catalog. This catalog is available on computers in the library as well as any computer with Internet access at:  library.fhsdschools.org (choose Hollenbeck). The library catalog can also be accessed from the Hollenbeck Middle School home page.

The library is available to individual students, entire classes and small groups for research or leisure reading.  Students visit the library through their Communication Arts classes every two weeks in order to check out books. 

The library is a place for relaxation and reading enjoyment, as well as a place for quiet study and research.  In order to maintain this atmosphere, the following policies are in place:

Library Policies
· Students may talk quietly while in the library. 

· Students may NOT eat, drink, or chew gum in the library.

· Students may NOT cut through the library during passing time to get to their classes.  

· Students may visit the library either with their entire class or with a pass from their teacher.

Library Checkout Policies

Students are encouraged to checkout materials for class projects and for pleasure reading. 

· Students may check out up to four (4) books for two (2) weeks at a time.

· Students may check out one (1) magazine for one (1) week at a time.

· Students will receive monthly notices for late library materials through their Communication Arts teacher.

· Students are expected to return library materials on time. Students are responsible for knowing when their library materials are due. Failure to receive a notice will not excuse a late fine.

· Students may request an extended due date at the time of check out. 

· Late fines of 10 cents per school day will be charged for overdue books.

· Students will never be charged late fines that total more than the cost of the material.

· Students may renew books one time even if the book was left at home.

· Students may renew books a second time, but the student must have the book in his/her possession at the time of renewal.

Library Checkout Policies continued
· Students may NOT renew books more than twice unless there are extenuating circumstances.

· Students will be expected to pay for lost or damaged books.

· Students will receive a refund (minus a late fee) for lost books that have been found AND are in useable condition.

· NOTE:  Students will not be able to attend school dances or field trips if they have any overdue books or library fines.
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Computers in the Library
· Students may use library computers to search the online catalog for library materials.

· Students may use the library computers to access online electronic resources (encyclopedia & databases) and the Internet.

· Students may use Internet access for research assignments and will not be allowed to surf without an acceptable goal or to send or receive personal email. 

· Students are expected to adhere to the Acceptable Use Policy (AUP) of the Francis Howell School District. This AUP will be strictly enforced. 

· Students may not post, print, or download any files without the consent of the supervising teacher.

· Students may lose computer privileges for a period of time which may be permanent if they violate the AUP. 

The following is an excerpt from the Francis Howell School District’s AUP: 
“Students specifically agree not to submit, publish, or display any defamatory, inaccurate, abusive, obscene, profane, sexually oriented, threatening, racially offensive, or illegal material, nor shall a member encourage the use of controlled substances.”
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ATTENDANCE PROCEDURES
Attendance Goal: Hollenbeck will increase 2011/2012 attendance to 95.8% or above.

Teachers will report absences each class period.  Mrs. Gatermann, Attendance Secretary, will record this attendance and report cards will convert class periods of absence to days of absence.  Therefore, a change in the reporting of attendance may be noted; although a student did not miss one entire day, a day of absence may be indicated on the report card as a result of several partial absences over two or more days.  See Handout on Attendance Policy JE (2310) for district policy and procedures.

ABSENCES

Students who are absent are recorded as not present/absent and are expected to complete missing assignments.  Parent(s) should call the office and/or send a note briefly describing reason of absence.  Notes should be brought to the office before school and presented to the attendance secretary, Mrs. Gatermann.  The note should contain the following information:  STUDENT’S FULL NAME, GRADE, DATE, REASON, PHONE NUMBER, AND SIGNATURE OF THE PARENT OR GUARDIAN.  

REPORTING ABSENCES
Please use the school’s automated answering service to report an absence.  This service is available 24 hours a day for reporting absences by calling (636) 851-5279.
UNEXCUSED ABSENCES
Students who are absent WITHOUT parental approval or authority of the school may be subject to disciplinary action.  Students may make up class assignments for credit.  Excessive unexcused absences (10+ days) may be reported to the juvenile authorities.
PRE-ARRANGED ABSENCES (VACATIONS)
Attendance Goal: Hollenbeck will increase 2011/2012 attendance to 95.8% or above.

Pre-arranged absences such as vacations require a parent letter submitted to the Attendance Secretary a minimum of three days in advance of the planned absence(s).  
LATE ARRIVAL


Students arriving late to school should report to the attendance secretary in the office for a late slip to be presented to the classroom teacher(s). 
MAKE-UP WORK DUE TO ABSENCES
Students absent more than one consecutive day may request homework through the main office.  (636) 851-5400
EARLY DISMISSAL
For the safety of the children, a student will not be released to a sibling, friend, etc., without appropriate approval.  A written note (phone messages can not be verified) from the parent/guardian for each occurrence is necessary if the person picking up the child is not on the original Emergency Contact List provided by the parent/guardian.  Each note will be verified so it is important that a telephone contact number be included.  Each person picking up the student must produce photo identification before the child will be released.
CHANGE OF ADDRESS


It is extremely important that the school have access to a CURRENT parent address, home and work telephone numbers.  Please keep the attendance and guidance offices informed of any changes.

LEAVING CAMPUS /WALKERS 

Students are not allowed to leave campus unless written permission from parent(s) has been given and approved in the office.  Students wanting or needing to WALK home must have a NOTE ON FILE in the office giving permission from the parent(s)/guardian(s) for the student to walk home.  WALKERS are required to CHECK OUT with an Administrator or Bus Duty Supervision before they leave campus. The Check Out station is located in the front of school by the main entrance.  
Bus transportation is provided on early dismissal days, but students will be allowed to walk if they have a permission slip from the parent(s) on file in the office prior to the day of early dismissal.  Please see the last page of this handbook for a copy of the permission slip that must be filed in the office prior to allowing a student to walk home.  
[image: image18.wmf]BUS DEPARTURE


Busses will depart Hollenbeck approximately 5-7 minutes upon dismissal.  Students who miss the bus will need to arrange alternate transportation.  Students will not be pulled from busses once they are dismissed to board the bus without an administrator’s approval.  Please make arrangements with the office 15 minutes before dismissal if you will be picking up your student.  Students are only allowed to ride their assigned bus to and from school unless given the authority from First Student Transportation or Mike Slone’s office 636 851-4000.
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SCHOOL CLOSING DUE TO INCLEMENT WEATHER

School cancellations will be announced on the following: 

Radio Stations:  KMOX-1120 AM, KWRE-730 AM
Television Stations:  KTVI Channel 2, KMOV Channel 4, and KSDK Channel 5

In the event of a snow day, please know that these days will be made-up at a later date in the school year.  Make-up snow days will be announced in ENEWS, student announcements and in the school newsletter
TELEPHONE AND MESSAGES

The office and classroom telephones are for business use, but may be used when permission is given by the office staff and/or teacher.  Students are not to use these phones without permission.  Parents are asked not to call and leave messages for students except in the case of an emergency.  Please do not text your child during school hours. 
TRUANCY


Truancy is determined at the discretion of the administration.  Examples of truant behavior include students who have blatant tardies, do not report promptly to the destination indicated on a hall pass, or who report to class more than five minutes late without an excuse from a staff member.  Appropriate discipline according to the Student Code of Conduct will be assigned.

STUDENT GUIDELINES & INFORMATION

BOOK BAGS

Students will be allowed to carry a drawstring book bag to class.  Backpack and large book bags/purses can be used to carry books and materials to and from school, but must be left in the student’s locker during the school day.  Students are allowed to carry small purses for personal items.
CANDY, GUM, ETC. 

Use of food items such as candy or gum is at the discretion of the individual teacher within his or her classroom.  However, absolutely no candy or gum is allowed in the library, hallways, portable classrooms, or gymnasium.  Students are not allowed to sell food items except when participating in a school-sponsored fundraiser.

[image: image20.wmf]DAILY ANNOUNCEMENTS

The bulletin notifies students of upcoming events, activities, and other items of importance.  Copies of the bulletin are posted in all classrooms.  It is the student’s responsibility to check one of these additional sources if announcements are missed.  We strongly encourage parents to subscribe to ENEWS to receive daily updates on all school activities and events.  
DETENTION STUDY HALL

Detentions represent a supervised study hall.  Students are expected to arrive on time and to bring sufficient materials for study or reading.  Students may be assigned to detention for general or classroom misconduct, excessive or flagrant tardiness, truancy, or other violations of the Student Code of Conduct.  Students must complete the detention(s) or face additional disciplinary measures.  Students who violate the rules of detention will be reported to the appropriate administrator.  No talking, eating, note-writing, or sleeping is allowed.  Violations of the detention rules will cause the offending student to lose credit for attendance at detention and possibly face additional penalties.  Students who are tardy to detention will not be admitted.  NO CELL PHONES, iPODS, or ELECTRONIC DEVICES ALLOWED IN DETENTION.  These items will be collected at the beginning of detention and returned as the students depart. 
· Students may serve single detentions on Tuesdays and Thursdays from 2:30-3:30 PM and Thursday mornings from 6:30-7:20 AM.   Students receiving detention will be allowed approximately two (2) weeks from the date detention is assigned to fulfill their obligation.
· Saturday detentions will be held from 8:00-10:30 AM on assigned Saturdays.  If school is canceled due to inclement weather on the prior Friday, Saturday detention will also be canceled.  Assignments will automatically be changed to the next Saturday that Saturday detention is scheduled.
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DISTRIBUTION OF LITERATURE

Students have the right to possess and distribute any form of literature unless the Principal determines on a substantial basis that its possession or distribution will cause or is causing disruption with school activities.  Students wishing to distribute written items must submit a copy to the principal and obtain permission to distribute before distribution begins.
FIELD TRIPS

Students will be provided opportunities to participate in field trips throughout the year.  It is the student’s responsibility to return the written permission slip and fees by the designated date.  Verbal permission is not permitted.  Failure to return the necessary paperwork and fees will result in the student’s not participating in the activity.  Teachers may designate criteria for eligibility for students to participate in field trips.  These criteria may include, but are not limited to attendance, academic performance, and behavior.  Hollenbeck usually sponsors end-of-year field trips and last day activities for each grade level.  Criteria for these trips will include benchmarks for attendance, academic progress, and behavior in order to participate.  

Attendance at school on the day of a field trip is expected even if a student chooses not to participate or is not allowed to participate in a field trip.  Meaningful activities will be provided.  Students are responsible for all work missed due to participation on a field trip.

HALL PASSES
Students are not permitted in the halls during class periods unless accompanied by a teacher or in possession of a hall pass from a teacher or staff member.  Students must have a pass to come to the office to make an appointment to see a principal or to use the telephone in the hall.  Students may make appointments in the main office or guidance office during passing time to classes, but hall passes for tardiness will not be issued by office personnel.

IN-SCHOOL ALTERNATIVE PROGRAM (ISAP)

This program is an alternative discipline consequence that may be assigned by an Administrator. A formal and structured climate exists which offers students the opportunity to examine their attitudes, behavior, and to strive to make appropriate changes and complete classroom assignments from their classroom teacher for full credit.  Students assigned to the ISAP program must report to the ISAP room immediately upon arrival at school.  Students are not allowed to participate in any after-school activities while in ISAP.  All assigned work must be completed; if the student does not complete the assigned work, he/she may be assigned additional time in ISAP. 
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Each student will be issued his/her own hallway and gym lockers at the beginning of each school year.  All lockers are the property of the Francis Howell School District and may be entered at the discretion of the administration.

►Lockers MUST be locked at all times. (Leaving a locker set on a number makes it accessible to other students)  Be responsible; keep your belongings locked up, during PE as well. 
►Locker combinations MUST NOT be shared or exchanged with others.
►Students are not allowed to share lockers.  Students are to use the locker they are assigned by the office.

►Students, who change lockers without permission from the office or gym teacher or use another student’s locker, may be subject to disciplinary action.  
Lockers are not to be misused in anyway, including attaching any signs, tape, or marking on the outside of or writing on the inside of the locker.

[image: image23.wmf]PE locks are issued at no charge at the beginning of the year.  These locks must be returned at the end of school or a fine of $6.00 will be assessed.  If a student loses his/her lock, he/she should report the loss IMMEDIATELY to the gym teacher and request a new lock be issued with the understanding that the $6.00 fine must be paid before the end of the school year.  KEEP YOUR ITEMS LOCKED UP! 
LOST AND FOUND

The Lost and Found is located in the lobby outside the main office.  Lost books will be returned to the teacher who issued the book.  Students should write their names in their textbooks, binders, coats, and all other belongings.  
SAFETY DRILLS
At the sound of the FIRE alarm, all students must WALK as rapidly as possible in the hall and out the nearest designated exit, without crowding or running.  The teacher will check to see that all students are out of the room and will close the door.  STUDENTS ARE TO REPORT TO THEIR “HUDDLE UP” DESIGNATED LINE UP NUMBER ON THE SIDE PARKING LOT.  Roll is taken when the group is assembled outside.  NO TALKING PLEASE!
The alarm for a TORNADO drill will be a series of three (3) short bells.  The alternate alarm is an oral warning (an announcement over the Public Address System).  Designated shelter areas are posted in each classroom.  These designated “safe” areas afford the best available protection and are to be utilized during a tornado or severe storm. NO TALKING PLEASE!

EARTHQUAKE and INTRUDER drills will be practiced also.  Details and directions will be given by the classroom teacher according to our District directives and guidelines. 
TEXTBOOKS

All textbooks are furnished to students; however, payment must be made for lost or damaged books.  Students should put their name in all texts in ink.  Fines will be assessed for lost or damaged books.  
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Students are not to bring any electrical devices to school that may cause a disruption in the educational process.  Use or display of cell phones, pagers, non-academic electronic devices or other similar items are not allowed. Students are also cautioned not to bring large amounts of money to school.  The school is not responsible for any lost or stolen items. 
CELL PHONES MUST BE TURNED OFF AND IN THE STUDENT’S LOCKER THROUGHOUT THE SCHOOL DAY.   

Students MAY use CD players, iPods, MP3 players, or radios with head phones while traveling on the bus.  Students are expected to put these items in their lockers upon arrival at school.  The student, not the school or First Student Transportation, is responsible for the personal property.  Parents are responsible for the content of the music to which their student listens.  Students who do not follow this guideline may be disciplined.  Students are to put their personal items in their lockers IMMEDIATELY UPON THEIR ARRIVAL TO SCHOOL.  
· On the first occurrence, if a student has the item out without permission, it will be taken by the teacher, given to the main office, and bagged/tagged to hold until the end of the day.  The student may then pick it up after school, as they dismiss from school. 
· The second occurrence, the item will be taken away as stated above, however, the parent/guardian must obtain the item from the main office.   

· On the third occurrence, the student will be subject to disciplinary action and will lose the privilege to have that item at school for any reason.  

VISITORS

Students may not bring visitors to school.  Visitors are not allowed at dances and/or socials. Hollenbeck students are not permitted to attend dances at other Francis Howell School District Middle Schools.
SCHOOL INSURANCE

Accident insurance can be purchased at school.  One type of insurance covers accidents only at the school; the other type covers accidents for a twenty-four (24) hour period.  This insurance is not compulsory.  Students should report any accident immediately to the nurse/office so that a record of the accident may be maintained.
GRIEVANCE PROCEDURE

Students, parents of students or employed have the right to file a formal complaint alleging non-compliance with regulations outlined in Title VI of the 1964 Civil Rights Act, Title VII of the 1964 Civil Rights Act, Title IX of the Education Amendments of 1972, and Section 504 of the Rehabilitation Act of 1973.  For further information, contact:  Title VI, Title VII, and Title IX Compliance Coordinator or Section 504 Coordinator:
Mr. Dave Kuhar






4555 Central School Road







St. Charles, MO  63304








Phone # (636) 851-4000
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STUDENT DRESS CODE
Students must dress appropriately for school.  It is expected that student dress and grooming be neat, clean and in good taste so that each student may share in promoting a positive, respectful, healthy, and safe atmosphere.

Student dress and grooming will be the responsibility of the individual and of the parents, within the following guidelines:

1. Dress and grooming will be clean and in keeping with health, sanitary, and safety requirements.

2. All students must wear shoes, boots or other types of footwear.  No house slippers will be allowed unless they are a part of a school sponsored activity

3. Dress and grooming will not disrupt the teaching/learning process or cause undue attention to an individual student.  Eccentric hair or scalp color (color that is not considered a natural shade) or excessive make-up may be disruptive and should not be worn.  Pajamas are not appropriate for wear at school.

4. Brief clothing with undue exposure of the body or undergarments is not permitted; midriff shirts, tank tops, muscle shirts, shirts with straps, camis, short shorts (“Daisy Dukes”), and see-through clothing worn without proper undergarments will be considered inappropriate.  Students are not allowed to wear pants below the waist (“sagging”). 

5. Articles of clothing with insignias or slogans that are disruptive to the educational process are not permitted.  This includes clothing and accessories that display information about alcohol, drugs, profanity, violence, or sexually suggestive slogans or drawings. 

6. Students will not be allowed to wear hats or attire such as bandannas or scarves of any kind in the building unless they are a part of a school sponsored activity.

7. Class activities may require the student to adjust hair or clothing during the class period in the interest of maintaining safety standards.

8. No heavy jackets will be allowed in the classrooms, hallways, or cafeteria.

9. All clothing should be worn as the clothing designer intended it to be worn.

To RESPECT our students and our learning environment, we do not want to see the SEVEN B’s 
BRA /Straps
BREASTS
BOTTOMS

BOXERS
BELLIES
BEDROOM WEAR

BACKS

Students should respond appropriately to any reasonable teacher or administrator request involving the dress code.  When, in the judgment of the principal, a student’s appearance or mode of dress disrupts the educational process, or constitutes a threat to health or safety, the student may be required to make modifications.  Students who do not adhere to these guidelines will be disciplined according to the Student Code of Conduct.

STUDENT BEHAVIOR
Knowing and understanding the behavioral expectations is essential for students to be successful.  In order to promote a positive learning environment, expectations will be taught to all students with the intent to create a productive and safe environment.  The expectations are connected to our four core ethical values of Respect, Responsibility, Honesty, and Kindness.  
Students are expected to know, understand, and follow  the BECK EXPECTATIONS.
If a student is having difficulties with meeting behavioral expectations, the teacher will implement a variety of strategies to assist in teaching the appropriate skills.   
These interventions may include:
Tier I:

Reinforce BECK Expectations 
Time-out to Buddy Room

Change of Seat


Increase positive 4:1
Student Conference


Detention – lunch or after school
Parent Phone Call/Conference

Safe Seat in a quiet area


Tier II:

Check In/Check Out

Team Meeting


BECK Connect 

ESC Referral

Social Skills Groups 

If these strategies fail, a teacher may ask the office for assistance by completing a Discipline Referral Form.  An administrator would then work with the student to resolve the problem, and consequences would be applied.  Consequences may include:

· Conference

· Parent contact/meeting

· Loss of  a privilege

· Detention

· Saturday Detention

· In-School Alternative Program

· Suspension

· Recommendation for a Committee on Conduct

Please refer to the FHSD Code of Conduct for specific information.

Parents are encouraged to review “BECK” Expectations and the Code of Conduct with their child to foster understanding of expectations.  We do ask that parents and students sign the Signature Page found at the back of the Code of Conduct and return to the office.  Also, the Code of Conduct will be reviewed with all students at the start of the new school year with an Administrator.  
There will be occasions when it will not be prudent to complete the above steps (Level 2 offenses, etc.) and the administration will assign the appropriate consequence.  Level 2, 3, and 4 offenses are offenses that may warrant suspension.  The administration will investigate and determine at which level specifically an offense shall be designated.  
[image: image26.jpg]TATQ
STOPS




TARDY & TRUANCY
Students will have a 4 minute “passing period” to move from one class to the other, and they are expected to be responsible for getting the necessary materials from their lockers and to use the restroom or get a drink when necessary.  During passing periods, teachers will supervise students in the hallways just outside their rooms.  At the end of each passing period, teachers will begin classes promptly.  Students that enter class after passing period, without an excused hall pass, will be counted tardy.  Students who are tardy by greater than 5 minutes will be considered truant and subject to appropriate discipline. Students with 3 or more tardies in a single class are also subject to appropriate discipline.  Attendance in class is essential to learning and we expect students to be responsible for getting to class on time and prepared.  

BULLYING DISTRICT POLICY 2655          
Bullying is the intentional action by an individual or group of individuals to inflict physical, emotional or mental suffering on another individual or group of individuals.

The District is committed to maintaining a learning and working environment free of any form of bullying or intimidation by students toward District personnel or students on school grounds, or school time, at a school sponsored activity or in a school related context. 

Bullying occurs when a student:

 Communicates with another by any means including telephone, writing or via electronic communications, with the intent to intimidate, or inflict physical, emotional, or mental harm, or 

 Physically contacts another person with the intent to intimidate or to inflict physical, emotional, or mental harm without legitimate purpose. Physical contact does not require physical touching, although touching may be included. 

Students who are found to have violated this policy will be subject to out of school suspension up to 180 days for the first offense. The second and subsequent violations of this policy will result in a suspension from 180 days to expulsion. The superintendent/designee may reduce the length of suspension for elementary school students based upon the facts in each case. 

The following behaviors will not be tolerated at Hollenbeck.  Severe consequences will be administered if students engage in the following acts/behaviors:

· Bullying
· Fighting 


· Sexual Harassment



· Stealing




· Threats
· Weapon usage/possession 


· Drug or Alcohol usage/possession
· Aggressiveness/Abuse to a staff member
FOR ADDITIONAL INFORMATION REGARDING STUDENT CONDUCT AND RESPONSIBILITY, 
SEE THE ADDITIONAL HAND-OUT ENTITLED:

FRANCIS HOWELL SCHOOL DISTRICT 

2010-2011
Middle School Code of Student Conduct 

ASSERTIVE BUS DISCIPLINE CODE 
CODE OF STUDENT CONDUCT 

STUDENT ALCOHOL/DRUG ABUSE CODE

FIREARM-FREE SCHOOLS POLICY

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

PROTECTION OF PUPIL RIGHTS AMENDMENT (PPRA)

SAFE SCHOOLS ACT

DISTRICT PROCEDURES FOR ADDRESSING 

DISCRIMINATION/HARASSMENT

TITLE VI

NETWORK & INTERNET ACCEPTABLE USE POLICY

DISTANCE LEARNING PROGRAM 

STANDARD COMPLAINT RESOLUTION PROCEDURE 

GUIDANCE AND COUNSELING SERVICES

Guidance services such as assistance with educational planning, interpretation of test scores, career information, study helps, and help with home and/or social concerns are available to all students. Special needs can be met through student groups facilitated by the counselors.   Students wishing any guidance services should contact the guidance office.  Hollenbeck’s guidance counselors are:




Mrs. Berck  

8th Grade




Mr. Menchaca
7th Grade



Mr. Lippert
 
6th Grade
Schedule changes will be kept to a minimum.  Any changes that occur must be made through the Guidance Office by getting a drop/add slip and having the approval of a parent and principal.  Administrators may change a schedule if in the student’s best interest.  Elective course withdrawals after the first ten days of a grading period may be recorded as a failing grade.
Transfer or withdrawal from school should be handled in the following manner:

1.   Notify a guidance secretary immediately to obtain appropriate forms.

2. Submit an authorization withdrawal or transfer note from parent or guardian.
3. Request teachers and the librarian to complete the forms, return all school books and property, and make sure all fees are paid.
4. Return completed forms to the Guidance Office for final clearance.
COUNSELOR SUPPORT GROUPS

Support groups will be developed based upon student needs. 

To participate in any of the Counselor Support Groups, contact the Guidance Office at (636) 851-5340.

STUDENT RECOGNITION


OUTSTANDING STUDENT AWARD
Each quarter, half of the faculty is allowed to select one (1) outstanding student.  These students are nominated because they have demonstrated the following characteristics:

1. Works to his/her potential

2. Good Citizenship

3. Good Attendance

4. Shows respect for authority

5. Shows respect for the rights and property of others

Awards are announced quarterly and students attend the Outstanding Student Pizza Party, Hero Party, receive a bumper sticker and letter of recognition from the principal, attend the Outstanding Student Field Trip to the St. Louis Zoo, and receive public recognition at the annual Awards Night.  Students who have been “caught doing something good”, who have perfect attendance or who did not receive any tardies or discipline notices, will be eligible for a quarterly drawing of rewards and prizes.  

HONOR ROLL (3.0 Average)

Student earning honor roll for any quarter will receive a letter of commendation from the principal and a bumper sticker for their proud parents to display.  
PERFECT ATTENDANCE

Students who do not miss a day of school during either semester will receive a perfect attendance certificate and be recognized at the annual Awards Night ceremony

DEPARTMENTAL ACADEMIC ACHIEVEMENT AWARD

Throughout the school year, individual students are recognized for outstanding achievement within each department of teachers.  Students receiving this award will receive a certificate and be recognized at the annual Awards Night ceremony.

NATIONAL JUNIOR HONOR SOCIETY

Students may be selected into the National Junior Honor Society in grades seven or eight.  Selection by a faculty council is based on scholarship (B+ or 3.5 GPA), citizenship, character, service, and leadership.

PRESIDENTIAL PHYSICAL FITNESS AWARD

Students who attain national standards of physical fitness in the PE class will receive the President’s Physical Fitness Award from their PE Teacher and be recognized at the annual Awards Night ceremony.

CLUBS AND ACTIVITIES

There are many opportunities for the students of Hollenbeck to become involved in their school community.  Morning and afternoon announcements are made indicating upcoming meetings, events, and activities and all club and activity events are posted in each classroom weekly.   We strongly encourage parents to sign-up for ENEWS to also be aware of the extracurricular activities available to your child.  Because studies show that students feel more “ownership” in their school when they participate in extracurricular activities, we strongly encourage participation in one or more after school activity.
Chess Club- (Mr. Purcell) Enjoy chess or want to learn how to play?  Stay after with Mr. Purcell and the Hollenbeck chess club.

Collegiate Club- (Mr. Lippert) A club for 8th graders to explore the University experience by visiting Missouri college campuses.

Drama Club- (Ms. Sulzner) This club has a lot of fun putting on plays thorough out the year.  

Girls Just Wanna Have Fun Club- (Ms. Berck) A group of fun activities and games for the girls at Hollenbeck.

Hawk Newspaper- (Ms. Riley) Hollenbeck’s school newspaper, with articles and photography by Hollenbeck students.

Honors Band- (Ms. Daugherty) Hollenbeck’s most promising young musicians.

Jazz Band- (Ms. Daugherty) Hollenbeck’s band dedicated to jazz. 

Intramurals- (Mr. Smith) After school sports sponsored by the Physical Education department.

Literary Magazine- (Sponsor TBD) A year long project dedicated to recognizing writing excellence.  

National Junior Honor Society- (Mr. Beeson & Mrs. Largent) A national honorary society used for student academic recognition.

Recycling Club- (Sponsor TBD) Handles the schools district leading recycling program.

Renaissance- (Mr. Purcell) A club to recognize the academic achievements of Hollenbeck students.

Science Club- (Ms. Brown) Students learn about science with guest speakers and activities that separate fact from fiction.

Spirit Team- (Ms. Lenzing) The spirit team is back to have fun, and cheer on Hollenbeck students.

S.W.E.E.T. – (Sponsor TBD) “Students Working to Ensure Equal Treatment” Is a group designed to promote equality among all Hollenbeck students.

Yearbook- (Ms. Mannino) Responsible for assembling Hollenbeck’s annual school yearbook. 

TRANSPORTATION SERVICES

Students are under the direct supervision of the bus driver on the way to and from school.  Unacceptable behavior may result in the loss of the privilege to ride the bus for a period of time.  Francis Howell School District DOES NOT ALLOW students to ride any bus, either to school or home from school, other than their selected regular routed bus.  The state requires the District to provide one bus of transportation to and from school.  Requests for students to ride a different bus to school or home from school will BE DENIED both at the school level and the administration level.

Students are not to have drinks or food on the bus.  Students may not bring trading cards on the busses.  Students may use cassette players, CD players, MP3 player, iPods, or radios with head phones while traveling on the bus.  The student, not the school or First Student Transportation, is responsible for personal property.  Parents are responsible for the content of the music to which their student listens.  Students who do not follow this guideline may be disciplined.

Students are not allowed to leave campus unless written from parent(s) has been given and approved in the office.  Students wanting or needing to walk home must have a note giving permission from the parent(s)/guardian(s) on file in the office for the student to walk home.  For additional information, see the FRANCIS HOWELL SCHOOL DISTRICT SECONDARY ASSERTIVE BUS DISCIPLINE CODE.

Transportation Arrangement Considerations
Please be advised that parents must submit a request (attach a copy of the divorce parenting plan) in writing to the Administration Office/Mike Sloan (636-851-4000). Any parents that request two (2) buses after the routes have been placed on the web must wait for one week before assigning a stop if approved.

Any parents that are requesting their child/ren ride a different bus due to being out of town must submit the correct information to the Administration Office at least 2 days in advance of proposed date and that request must be signed by a parent.

Information Needed:

Student(s) Name/ID Number

School

Both Addresses (Home & Alternate)

Duration of Time

PERMISSION SLIP TO WALK HOME

2011-2012
I give________________________________________________   Grade___________

 

(PLEASE PRINT CHILD’S FULL NAME) 

permission to walk home from school.  Regular bus transportation is provided every day.

___
My child has permission to walk home each day when normal school hours are in effect.
___
My child has permission to walk home on Early Release Days.  

School is dismissed at 11:25 am

____   My child has permission to walk home on Wednesday Collaboration Days.                                    

           School is dismissed at 1:35 pm.

THIS FORM MUST BE ON FILE IN THE OFFICE PRIOR TO THE FIRST DAY A

CHILD IS PERMITTED TO WALK HOME.  

Students walking or riding their bike home MUST check out with an Administrator or Bus Duty Supervisor before 
they may leave campus.
VERBAL REQUESTS WILL NOT BE ACCEPTED.

______________________________________



__________________

PARENT SIGNATURE





PHONE NUMBER

_____________________

DATE

FOOD SERVICES

Sodexho uses a computerized meal accounting system.  This computerized system increases efficiency and makes meal payment easier for students.  Each year, students will be assigned a PIN number, which is their student ID number.  Students should memorize their PIN number and keep it confidential.  This PIN number is the number to be given in the serving line when a meal or ala carte item is purchased.  When the student punches in their PIN number on the number pad, his/her picture appears on the computer screen.  This enables the cashier to verify that the student is using the correct number.  Students on the free or reduced program also use a PIN number.  Only meals or ala carte items actually purchased are deducted from the account.  Credit remains in the account for days when lunch is not purchased.  Pre-payments into a student’s account may be made online at https://secure.fhsd.k12.mo.us/pinnscripts/pivl.asp or by check or cash placed in an envelope with the student’s name and student ID number written on it.  These envelopes are to be deposited into the secured, locked box located in the lobby by the main office.  This system allows for any amount of money to be deposited into your child’s lunch account.  
Prepayment is NOT mandatory; you may also pay with cash in the line daily.  We do, however, encourage prepayments as they will speed up the serving line.) When a student’s account reaches a positive balance of $3.60, the cashier tells the student that his/her account is getting low and gives the student a payment envelope to take home.  This enables the parent(s) to make a deposit in the student’s account.  Any questions about this system should be directed to the Sodexho Food Service office at 851-6022.  

Meal costs are:  

Daily Lunch - Includes an entree, three side dish choices and a milk for $2.05.  

Sub-sandwich Cart – Is considered a menu meal lunch $2.05
Snack items including nachos, chicken rings, bread sticks, bagels, pretzels, chips, cookies, and snack cakes with prices ranging from $.70 to $3.60.  

Students who forget their lunches may charge one regular Daily Lunch ($2.00).  This charge must be paid before the student can charge a second lunch.  If a student purchases items on following days with cash, any change that would normally be given to the student will be applied to the student’s charge.  Students are not allowed to charge lunches the last few weeks of school.  Students should not borrow or lend money and the administration is not responsible for collecting borrowed money from students.
Breakfast is served daily at Hollenbeck from 6:50 – 7:15 am.  Funds deposited into your child’s lunch account may also be used to purchase breakfast before school.  

Hollenbeck participates in the national school lunch program that provides free and reduced lunches to our students that qualify.  This program has recently been expanded to include free and reduced breakfast for our students.  Applications are made available to all students during schedule pick-up and are always available in the main office at Hollenbeck.  Hollenbeck families may apply for this program at any time throughout the school year. 
STUDENT CONDUCT IN THE CAFETERIA

Please refer to the “BECK” Expectations for specific Cafeteria Expectations.

As in all school areas, behavior is expected to reflect the expectations of Hollenbeck; respect for the welfare, rights, and safety of others.  Some types of behavior are out of order and unacceptable such as running, boisterousness, and horseplay.  Students are expected to comply with reasonable requests made by any staff member in all non-instructional areas.  This includes cooperation with cafeteria workers, custodians, and support staff as well as with teachers and administrators.  
· Students are to report to the lunchroom on time and immediately move to the end of a serving line.  Repeated tardies to lunch may result in detention being assigned.  Students can use lockers on the way to or from lunch to pick up books for afternoon classes, but should still report to the cafeteria on time.

· Students who have earned the privilege and wish to sit at the outdoor picnic area must wait until an announcement is made in the cafeteria before proceeding to the picnic area.

· Students should remain seated at their assigned seats and respective tables during the lunch period except to deposit litter in the trash or recycle containers. 

· Students who wish to use the drinking fountain, restroom, or phone should see a supervisor for permission.

No glass containers are allowed in the building.  
No food or drink is allowed outside the cafeteria or gym areas.

Water & juice machines will only be turned on during lunch and after school.  Students are not to purchase drinks before school or during passing periods.

MEDICATION PROCEDURES

PRESCRIPTION AND NON-PRESCRIPTION MEDICINES ADMINISTERED AT SCHOOL
Oral or Topical Medicines at School - The giving of prescription and non-prescription medication by the nurse shall be restricted to necessary medication that cannot be given on an alternative schedule.

Prescription medicine:
1. Must be accompanied by a label affixed by a pharmacy or physician showing:
a.
Name of student
b.
Total daily dosage and schedule of administration
c.
Date purchased
d.
Physician’s name
e.
Name of medication

2. Must have a written physician’s order.

3. Must be accompanied by a written request from the parent or guardian.

Non-prescription medicine:
1. Must be in the original  container

2. Must have a written physician’s order stating the name of the medication, the name of the child, dosage and schedule of administration and reason for giving the medication.

3. Must be accompanied by a written request from the parent or guardian.

It is the right and obligation of the nurse to question medication orders the nurse deems potentially inappropriate, and to verify the validity of any medication order.  It is also the right of the nurse to refuse to give any medication that he/she feels does not meet the criteria established in the Nursing Policy of the Francis Howell School District for giving medications.

ACCEPTABLE DOSAGE RANGES SHALL BE DETERMINED BY THE DOSAGES RECOMMENDED IN THE PHYSICIAN’S DESK REFERENCE.  ANY MEDICATION DOSAGE THAT IS ABOVE THE RECOMMENDED DOSAGE RANGE WILL REQUIRE THE NURSE TO CONSULT WITH THE PRESCRIBING PHYSICIAN.
All medication orders must be renewed each school year.

Any changes to a medication dosage must be accompanied by a written physician order and be accompanied by an updated Rx label.  No outdated medication Rx labels will be accepted.  Each new Rx must have a new Rx label and vial.
If an asthmatic student needs to carry an inhaler, a note from the physician shall be kept on file in the nurse’s office.  The student must show proficiency of use to the nurse before he/she is allowed to carry the inhaler on his/her person.

Medication Procedures Cont.

Acetaminophen may be administered to students at the Secondary School level.  This administration is restricted to dosages as prescribed by the Francis Howell School District consulting physician.  This may be administered to a student eight (8) times during the school year with written parent permission.  If the student requires more than the allowed dosages per year, the parent will be required to supply the medication and a written physician order.

MEDICATION ON FIELD TRIPS
Teachers will no longer be administering medication to students on field trips.  The only way a student may receive medication on a field trip is if the parent is willing/able to accompany the student on the field trip and administer the medication to his/her child.  If this is not a possibility for the parent, then the medication will not be given while the student is on the field trip, or the student will not be able to participate in the field trip.  The only exceptions to this policy are inhalers that the student carries himself and epi-pens.
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Hollenbeck Middle School participates in the School Resource Officer program.  The Resource Office acts as a positive role model for students and community and performs administrative duties while still providing educational resources.  

The School Resource Officer (SRO) is available to aid students as they arrive and depart school, converse with students during passing periods and lunchtime, participate in faculty meetings and school functions, provide information concerning safety and security matters, make daily contact with counselors regarding domestic and school issues, work with the attendance secretary calling absent students, and transport absent/truant students to school and errant students home, if necessary.

The SRO also advises district administrators, counselors, and other staff members on matters involving student or staff safety.  He provides faculty training on skills related to violence prevention and maintaining a safe environment.  The SRO also meets with parents and students to assess problems and make referrals to community agencies.

SPECIAL EDUCATION SERVICES

IN THE FRANCIS HOWELL SCHOOL DISTRICT
All responsible public agencies are required to locate, evaluate, and identify children with disabilities who are under the jurisdiction of the agency, regardless of the severity of the disability, including children attending private schools, highly mobile children, such as migrant and homeless children, and children who are suspected of having a disability and in need of special education even though they are advancing from grade to grade.  The Francis Howell School District  assures that it will provide a free, appropriate public education (FAPE) to all eligible children with disabilities between the ages of 3 and 21 under its jurisdiction.  Disabilities include autism, deaf/blindness, emotional disorders, hearing impairment and deafness, mental retardation, multiple disabilities, orthopedic impairment, other health impairments, specific learning disabilities, speech or language impairment, traumatic brain injury, visual impairment/blindness and young child with a developmental delay.

The Francis Howell School District assures it will provide information and referral services necessary to assist the State in the implementation of early intervention services for infants and toddlers eligible for the Missouri First Steps program.

The District assures that personally identifiable information collected, used, or maintained by the agency for the purposes of identification, evaluation, placement or provision of FAPE children with disabilities may be inspected and/or reviewed by their parents/guardians.  Parents/guardians may request amendment to the educational record if the parent/guardian believes the record is inaccurate, misleading, or violates the privacy or other rights of their child.  Parents have the right to file complaints with U.S. Department of Education or the Missouri Department of Elementary and Secondary Education concerning alleged failures by the district to meet the requirements of the Family Educational Rights and Privacy Act (FERPA).

The Francis Howell School District has developed a Local Compliance Plan for the implementation of State Regulations for the Individuals with Disabilities Education Act (IDEA). This plan contains the agency’s policies and procedures regarding storage, disclosure to third parties, retention and destruction of personally identifiable information and the agency’s assurances that services are provided in compliance with the General Education Provision Act (GEPA).  This plan may be reviewed in the Francis Howell School District Special Services Department from 8:00 a.m. to 4:30 p.m. each school day.

Local school districts in the State of Missouri are required to conduct an annual census of all children with disabilities or suspected disabilities from birth to age twenty-one (21)  that reside in the district.  This census must be complied by December 1 of each year.  This information is treated as confidential and must include:  name of child; parent/legal guardian’s name/address; birth date and age of the child; the child’s disability; and the services provided to the child.  If you have a child with a disability or know of a child with a disability who is not attending the public school, please contact Francis Howell School District at the following address or phone number.

Director of Special Education
Francis Howell School District

4545 Central School Road, St. Charles, MO  63304

(636) 851-4060 phone  (636) 851-4094

This notice will be provided in native languages as appropriate.
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*Please consult your son’s and/or daughter’s teacher guidelines concerning incomplete work.

















    � BECK Expectations 





�
Be Respectful�
Be Responsible�
Be Kind�
        Be Honest�
�
Hallways


and Stairs�
Allow others to reach their lockers


Use quiet voices


Be aware of other’s needs


Walk quietly on the right side


Use appropriate stairs


Keep your hands, feet and all other objects to yourself�
Arrive to class on time


Use your assigned locker


Report any stranger to an adult


Secure valuables in locker


Keep locker clean and organized


Keep locker combination to yourself�
Say “excuse me”


Pick up trash


Honor personal space


Engage in appropriate


    conversations�
Be truthful in conversations


Use a hall pass�
�
Cafeteria�
Wait patiently in line


Follow instructions from adults


Use polite language and volume�
Bring your own money or lunch


Clean up after yourself


Sit in assigned seat


Pay back charges in a timely manner�



Be friendly and helpful


Engage in school appropriate


    conversations


Say “please” and “thank you”





�
Pay for all items you select�
�
Bus�
Follow bus driver’s instructions


Use polite language and volume


Board bus promptly  


Keep hands, feet, and all other objects to yourself


Be attentive to “Bus Buddy”�
Sit facing forward in your assigned seat


Keep head, hands and all other objects inside the bus


Check for belongings before leaving bus


Tell an adult if you see a problem


�
Be friendly and helpful


Engage in school appropriate 


    conversations


�
Be truthful in conversations


Get off at assigned stop


Ride assigned bus�
�
Assemblies�
Pay attention to speaker


Be supportive of presenter


Respond to speaker/presenter in an appropriate manner


Keep your hands, feet and objects to yourself�
Walk with class to assembly


Wait to be dismissed�
Applaud at appropriate times


Honor personal space


�
Sit in assigned area


�
�
Classroom�
Be positive in your actions and words


Respect the educational rights of others


Keep your hands, feet and all other objects to yourself


Use polite language


Honor personal space and property of others


Be an active listener�
Come to class prepared


Turn homework in on time


Keep belongings organized


Follow directions the first time


Apply  best effort


Tell an adult if you see a problem


�
Be attentive to announcements


Be supportive of the presenter


Be friendly and helpful


Say “please” and “thank you”


Engage in school appropriate


    conversations �
Be truthful in conversations


Say you’re sorry, admit mistakes


Do your own work�
�
Restroom�
Clean up after yourself


Keep hands, feet, and all other objects to yourself�
Use restrooms during passing time


Wash hands


Report any acts of vandalism


Leave restroom when finished�
Engage in school appropriate   conversations


Wait your turn


Value a clean and safe restroom


�
Be truthful in your conversations


Use the closest restroom�
�
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