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Dear Parents ~{# #5447

Itis a pleasure to welcome you to the new school year! The year ahead will offer
many new learning opportunities for your child/ren. Our goal is to provide a
caring, stimulating learning environment where children are challenged with
rigorous standards. We have the responsibility to foster learning through
meaningful instruction within a balanced and interactive elementary curriculum.
Ultimately, we want your child to have a strong academic foundation and the
ability to apply knowledge to think critically and communicate effectively. &5 23
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SOFRFEHOMSERLZETLE Y, FAZEORERZ, B0
<L POFEFICHBREWVEEREZ RIS 52 LIk, BFEREL
WEEHED S L2 WA RIS Z & T, REICIE, NT U AOTN
TEAHBEXIGERD/NFE DN ) ¥ 2 T LEAVWTEELDBELXITHI Z &
WXV, BYRROFENZEHOLBENH Y £, RAEITIE, FAEIX
B RE & L2 BB OERERHL, oMz VW CTHEERSE X,
IR ERBENRHRD X0 IC b 2 L2 RATHET,

The purpose of this handbook is to acquaint you with the Novi Elementary
Schools and answer any questions you may have about the programs, School
Board policies, and procedures. You are encouraged to contact the school your
child attends to clarify any questions you may have regarding programs or
procedures as this handbook is not all inclusive. = ™/~ K7 713 RIS
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We recognize that student success is dependent on the cooperation of parents
and school district staff. Parents are our partners in the most important job of
educating the children of this community. Personal communication between
home and school is vital to providing the best possible educational experiences
for the students. Please help us foster this relationship by attending school
functions and monitoring your child's school progress. Together, we are
educating future leaders and contributing citizens. fA::2 1%, A= fE 23 4% TRk Eh
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On behalf of the Novi Community School District, we wish you and your child/ren
a most productive and enriching year. / /3 =1 2 = =7 ¢ — K A& L
T, HREEROB IR () BAETTHRLFEV D, B0k 1 FEx
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Sincerely, 4k
The Novi Administrative Staff / /3 7 & Bk 5

Kimberley Warren, Principal — Deerfield Elementary
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David Ascher, Principal — Novi Woods Elementary
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Pamela Quitiquit, Principal — Orchard Hills Elementary

AT« 74T 4%y MR —F—F ¥ — FE L ZNER
Jenifer Michos, Principal - Parkview Elementary
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Sue Burnham, Principal - Village Oaks Elementary
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VISION STATEMENT / /A 22X EIE OFE
The Novi Community Schools staff is committed to: / /A 2 =2 =7 ¢
— X DOBIEE T T DO Z L 2 BRI LET,
® Preparing students to succeed in our changing world; Z{LIZ'&E
DA THEEDP DT DO DM 2T 5,
® Encouraging the development of caring, respectful and responsible students;
Boysrshy., sEBELL, BRAGERODERZRET 5,
@ Differentiating instruction based on continuous assessment of and for learning;
HICFEHOFEOTO DN AL b L ICHE HiEZZ L LRT
Do
®  Involving parents and our community in the educational process; Z(H i i
(BN TIRGERE L ISR DB 2RO 5,
® Implementing the principles of a Professional Learning
Community; [ZEEFHAW Iits) OM&EETT 5,

® Continually evolving best educational practices. 72 i D 2L
BHIEERET 2,

MISSION STATEMENT J /3A 2K/ NER O HATHE

The mission statements of Novi Community Schools Elementary Schools are committed
to create and maintain an educational environment that supports academic achievement,
consistent with district, state and national standards to meet all students’ learning needs.
A AT 22T KNI, BAEEDOFE =— X2 L,
SR - EOFEHECHIY | FEOMRR e T REREAZEY | MR L
TV ZEERIRNZ LET,

BEHAVIOR EXPECTATIONS 1TENCRIT A% Y

Our goal is to help children become responsible students. However, it is common for
children to make poor behavior choices. These incidents are a wonderful learning
opportunity. We will work with your child to rectify the situation and choose appropriate
consequences, if needed. If the situation warrants, parents will be contacted. Below are
the behavioral expectations we have shared with our students: FAEED HAZIL, T
HOITHEMD Z LD TELEEEZECHFEMTET L2 LT, Ln
L, FRIZIFE L RWVTEIZEID Z &3 FtIcE o TS HDH Z & TT,
INHOHERITHEREDL LWFEEOBE T, FZEE, K2 dET 57
WIZHBFHE EBIZE N L, RETHIUX, RGPS U7 ALE - JLET %
LET, £7o, ENRARRHL, REFICHEREE LET, LR
FREDEE L AT DTHORE Y TY,



1. Students are expected to follow directions given by staff members
AELEITHIRE DO O RITHED T &

2. Students will refrain from using inappropriate language or obscenities
AR RS, bW OREEEZFEH LN L

3. Students will demonstrate respect toward all other individuals
AT OT X TOMANZ TG, - BES 2 &

4. Students will preserve and care for all school property and the property of
others. EFEIL. FRROFTAWE L UM DT AW 2 KUNZLRAF
THZE

GENERALLY THROUGHOUT THE SCHOOL, students are expected to behave in the
following manner. Students will A2 2 AIZ BT, AMEILR O X 5 12787
LZEMRDLNET, ALEIL.

1. Follow the directions of their supervisor(s)
BEEREEORERICEY 2k
2. Walk at all times while moving about the school building
FRANOBEREZIT, EbTITH &
3. Behave in a manner which is respectful of the rights and property of others
M ANOHER| L T a2 BET 21TE 2 D 2 &
4. Pay for the replacement or repair of property which is damaged or lost 1414 %
MR - fo 2k L7 BRICIZEBRAE - pERE 3L D 2 &

ASSEMBLY BEHAVIOR - Students will £FE STV T, A4EIT.

1. Follow their line quietly into the gym
ENENDFNANES TEMNZT DIAD Z &
2. Sitflatand still (= L < JRIZFED | /a2 &
3. Exhibit good audience behavior by listening and showing their respect in an
acceptable manner 4 &= L WVEEJE T L FOEAR &, B a2 L.,
BWEELE L TITE#T 52 &



CLASSROOM BEHAVIOR - Students will:_#== 23T, AT

Be attentive to all lessons and directions
RENTDHERICEISKEEZL S 2 L
Work toward the completion of their assignments during designated times
WD LT RFRHINICRREZ KD b E L LB hT562 &
Use school materials with care and safety.“> 1% O it % . | 58|20 4%
LT TERT 22 &
Follow the classroom rules which have been established by the teacher FH{T-2
FIREDTZHENTORE VIS Z &

HALLWAY BEHAVIOR - Students will B§ P23 T, AT

1.

2

3

Demonstrate consideration for others by walking at all times through the halls
i DAFEICEE L R L, BT TIXELTITHLTHRI Z L

Use a modified voice when speaking in the halls

JBRF TR & I NFETRET 2 &

Behave is a manner which is respectful of the rights and property of others
L DAEFEDHERISCHT AWK L, B Z R > TITEIT 52 &

BATHROOM FACILITIES - Students will FEHEWFIZIBWT, AfElE

1.

Refrain from any activity which interferes with another person's proper use of the
facility th O AFENIE L S BRI ZFIHT 20205172 L9 2 18% L
A AN

Refrain from using the bathroom as a social gathering place =¥tV 55 % £142
DL L THEHA LN &

Exercise care in maintaining the cleanliness of the bathroom =&\ V45 4 1512
RO L OFEEETHZ

Walk quietly to and from the bathroom without stopping to visit with other students
onthe way FUEWVGE TOITE RV ICMOBETHFV EEZET, §F
MCHEETDHZ &

LUNCHROOM BEHAVIOR - Students will 7 > F /L — A28V T, A4EIT

1. Enter the lunchroom quietly and fill tables in an orderly manner = > /L — A (2

WA, BRFFZsTo TRICELS 2 &
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2. Use indoor voices and talk only with students at their table -7 > K7« 71 A
(BNTHET LEDOFROREEI) TiliL, 7—7ADBHE AL &
DHEFEETDH L

3. Not share food & ~#)1 3551 F 5> TRV &

4. Raise their hands for all requestsli) | 7 73 4 2270 & S TIZFA 2T 5 2 &

5. Clean up their entire eating area when finished £ ~#4> - 72 5 | 73 D Jis O J#]
HAEZHhWIR T2 &

6. Line up and quietly return to the their room at the proper time%!| Z{E 0 . 5
NWIZFERNCFINICHE~R D 2 &

If a student disobeys the rules or the lunchroom supervisors, usually all that is needed is
a firm reminder. Occasionally students will be referred to the office. In cases of chronic
misconduct in the lunchroom, parents will be notified. & LAEFENHRAIE 72157 >
FN—LEEE (FoF - LT 4 — L bFHEND) ITHEDRDP T2 E
IZiE, REECH LK EET DI L THIRT 22 NI EAETT, £
W, EFITEBE~BIN, SOIEEEZITHZ2 B3 £7, MM
TERERBICOTE T HE 1T, REEDPFRI D EEZZIT ET,

RECESS BEHAVIOR INSIDE SCHOOL - Students will 2N C DR A FFRTIZ BV
<. A

1. Engage in activities appropriate to the classroom setting; for example,
activities which do not include: running, throwing, yelling, or physical contact.
HENIZSSDLWIECRZT A2 &, £EDH, &ITDH, WS ZOf,
R EISE L D2 ENIS S DL RNDT, [ThRnI &,
2. Always follow the directions of the supervisor(s) on duty. |2 E5 B & O FE /R I
Sk

RECESS BEHAVIOR ON PLAYGROUND - Students will B2 T DR AR 1235
W, BRI,

1. Follow the directions of the adult on duty
FEDFZNWDRANDFERIINED Z &
2. Observe rules of fair play in dealing with others fth > ZE7E & ilE5 & & (2%, 7
=T 7o (NERIEODS) OBRIEZSFS Z &
3. Remain within the set boundaries of the playground 442 Ji& (D B 1PN 7> 55 4412
Henz &
4. Ask permission of the adult on duty before entering the school to use the bathroom
or geta drink -PE ok &2 fRTe 72 DI NIC IR D AR, £ OHIT Wy
HRNZHAZRDD Z &



5. Not fight. This conduct is forbidden and will be referred to the principal for further
actionft > ALA GV DIEHER LW Z &, ZOITRIFEIEINTE
0. B LICAERIIREN WL 232 £,

6. Use equipment properly:fs F. 2 1E L <5 = &

7. Line up quietly. As soon as the bell rings or whistle is blown, students will proceed
to their classroom in an orderly fashionF# MM #4155 = &, ~ULE 2136
NG5 LTI, MFELSBE~NRED Z L,

8. Dress appropriately for weather and ground conditions as determined by the
supervisors. s B H DFE/RIE D . KUESCKEEDRIEEIZS S D LW
KikaEDZ &

9. Refrain from all games and activities which includes rough physical contact
WL WS R A D 7 — 2 00EEN I L e n 2 &

C.A.R.E. PROGRAM (LATCHKEY)JE &7 &t /5 I
(Children’s Activities in a Responsible Environment)
BRCE 2REEICIH T 5 KW EOTES-IE L TC. A R.E.

The C.A.R.E. program provides childcare before and after school for children enrolled in
our five elementary buildings, which includes Deerfield, Novi Woods, Orchard Hills,
Parkview, and Village Oaks. Our Pre-Teen Club (P.T. Club) provides activities before
and after school for students who attend Novi Meadows and Novi Middle School. P.T.
Club is located in the 5% grade gym.”7 7 7' 12 7' 7 L[, J /34 D/NFEREEIE
(TAT 74—, ) AUy X F—F ¥ —Fe X N—=r =
—. ULy TF—TR) OWTHNIE L TWDIREDT- O OiEFRF
BRI OBFTRERIEL CVES, LT 4= 2 F7 P.T.7TT LI
FND) 1E. AR R XL S8 R O AEE DL IR Al %
DH—ERATH, P.T. 7 7 71%, 5HFEMOKEETITLILET,

K-C.A.R.E. is for half day Kindergartners and students enrolled in our Preschool
program. Students are transported by bus to their K-C.A.R.E. location. For locations of
your neighborhood school contact the Child Care Services office at (248)449-1713. K
TiX, EAOSHRICED WEE T L A7 — VBT A RED DD T
077 A5CTY, ZOWREIT, KFT7OEMETAATELNE T, i
ORIz =Wk, ERROBRY— A4 T 4 AF TEBEEL
SV,

Registration is ongoing during the school year. This fee is nonrefundable. (A separate
check is needed for this fee, payable to Novi Community Schools)fififi & &k A3 A GE C
T, ETEEOREBIIIToTEY EEA, (207 v s 7 AHEHO/N]
FRLETT, HANRIE, A A PR TRV L ET, )
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For more registration information, please visit our web site at:

www.novi.k12.mi.us, search under Community Education. #&k(Z-2>U N TOREAME,
bt 2TV A MDA 2T = a2 = a D= E TEL
7ZEWN,

C.AR.E. is open during winter and spring breaks. Sign up is done one month before the
breaks with your C.A.R.E. leader at your child’s home school. 77 77 [, ZfRZx & #5
RAHZH ZFIHTEE T, BB E> TWAFEROr 7HYEFEDO G &
TIRAD 1 4 HENCB &R E LTS,

CLUBS/ACTIVITIES 7 T 7 - 15E)

Any child remaining after school for any club/activity will require a note from his/her
parent/guardian giving his/her permission and stating the date and time. Semester-long
activities, held in the school, will require a note stating the time, day and duration of the
activity. 7 7 7« IEND T2 DI AR D EGEIT. AR E D,
REEVFFAI L2 L 2R T FRALE T, 1 FEHME 20K T
ITONDIEIIZOWTIE, BR & ZDOIFE O WM 2R3 FRALE T,

Students participating in the C.A.R.E. program should follow C.A.R.E. program
procedures. 7 7 7' 7T NS L TW A ALETX, 77 TOFREX ik
> TS TEE NN,

DRESS CODEfRZEIZEE 4 2L E ¥

Students will dress in @ manner that meets reasonable standards of health, cleanliness
and safety. Clothing will be worn in @ manner that will convey self-respect and will not
disrupt the education process. A= f 15, e « TR « 22420 JLYE 2 30 & | 2 72
THREA LT TLES, BEEEZR L, HEREOHTIZR 62
WIREDIFE LWTL X 9,



DISMISSAL CHANGE T A H

If a parent/guardian needs to request a change in the dismissal procedure for their child,
the request needs to be made no less than 45 minutes prior to the end of the school day.
This is necessary for the message to be forwarded to the teacher. {75 « 14 7L A28

EED TIRFEREAER LW e Eid, FREPED S 4 50HiE TIZED
Bliiga LT<IEE, ZORBOMTIX, BIEHmMICEbALIEST
LI EL ) 7,

EARLY DISMISSAL F.i&

In situations where it is necessary for students to leave school during the school day,
they will be excused only to those persons listed on their current emergency card.
Teachers are not allowed to release a child from the classroom. Parents must sign their
child out at the school office should they need to leave school prior to dismissal.ZE 7 73
FIRT 5 BENHTESE. BUEORGEELE T — FICEEAIh TWHE
LDH, FRAMD T EINTEET, HhlL, =D EEAE A~
HLTEWTEEA, TRFFMENZFR A2 HR2 T TR 52056
HEH IV TEEEICTREOZODO IS A T 7 hDELE L TL
TEEWN,

EMERGENCY NUMBERS 5% & 5 #% 4

When your child enters Novi Community Schools, you are requested to complete a
registration form. Information to be included is: current home and work phone numbers,
names and phone numbers of people to whom your child may be released in an
emergency, and the name of your family doctor. It is very important that this
information be kept up-to-date. Emergency forms will be sent home at the start of each
school year for updating. Please remember to contact the school when your numbers
change during the school year. 35 1-££ 7% / /3 A AL X N DS, BRERHIHE
DFEANBETY, ZOMMRICKLERFH T, BHEO BT, 2thOER
Fa. BLOBRICFHRAEKET 2 Ax 04T L EBafE 5. © L TONER
RO L BRHEEF T TT, ZOFRBPECEFOLDOTHD Z LR
WWEEBETY, ZONROEHOOIC, BRI A M 57
WA FEICHESNE T, FHEORT TREERKCICEER D -T2
AT, BPERICRBIOELIZEN,



EMERGENCY PROCEDURES B & I D 5t i )7 1

(See the Novi Community Schools K-12 Parent-Student Handbook which foIIows)
ZONURT I DHETHD ) N FREBRENY RT v 7 & Z5 <
7230,
Please do not call the office during a weather emergency! When severe weather
conditions occur, we may receive dozens of phone calls from parents asking us to give
messages to their children. In the time of an emergency, the office staff has
responsibilities to ensure the safety of all children, and is not staffed to pass individual
messages to children. BRI L 2 BRERFICIZ, BHEZICEFEZ LRV TL
RSN REREBRIEF TN E 12, RiEEDFLRIBEET 5720
ICHA M OEFENADL Z &R HY iﬁ“ RARICIT, FHEOWEITE
TOD REDORZEEMET IELLR D D720, Hx D5 % it E 2
ZEIFITEEEA,

HEALTH/STUDENT ILLNESS/@ iR EE - RS

Schools bring children into close physical contact, thus giving communicable diseases an
opportunity to spread quickly. Your child's health is important to us. We attempt to
maintain good health conditions while your child is in school. “##% Clit, FflkiEd &
RO < | PRIBEEDO & HRAE B IROTLE ) AlRE
HERH Y ET, BFEMEETHD Z L1E, FFFICRELZ & T, A
EiX, BB FARICW DT, RWEFREZ R TS L9255 LTn
£7

Please keep your child home if he or she has any of the following symptoms: 7k @ J 9
IERDR B D56, BFREZBRSERNTIZE0,

e FEVER #

e PAIN AND STIFFNESS OF NECK, AND HEADACHE 4 i 7. B

e SORE THROAT ™ & 0¥ 7

o SWELLING AND TENDERNESS OF GLANDS, ESPECIALLY NECK GLANDS
U ij (FRICE) OISO A

e COUGH, IF PERSISTENT OR PRODUCTIVE L > = W\ \i%, W4 5 1%

o NAUSEA AND VOMITING - 2 4. Nt

o DIARRHEA AND/OR PERSISTENT ABDOMINAL PAIN (L > = U Vi 4
D) T

e JAUNDICE (YELLOWING OF EYES OR SKIN) &y (4512 H <2L)

e RASHIZ



e ANY SKIN ERUPTION (PARTICULARLY IF RED, SWOLLEN, AND DRAINING)
&Y (FroRZ, I, IRZMES b O)

e RED ORRUNNY EYES, SNEEZING, OR NASAL DRAINAGE I D R 7+, &
TIFRA, < L, sk

e LICEORNITS L &7+, L 54D}

If symptoms occur while in school, parents will be contacted and asked to arrange for the
child to be taken home. Parents are expected to have their child picked up
immediately. A child may not return to school until fever/vomit/symptom free for 24
hours. Z i1 & DIER N FTEIN T 56, REZ ITHENH VD FHED T
KFEE a2 oRo5bnET, REEIT. EDICFHREDZITRRT
WERY ER/A, Flo, £EEIE, B IR - ZOMOEERERL 20T
2 AFRFEL ERGR L 2T EBEKRZ B CE £ A,

Following the above guidelines, provided by the Oakland County Health Division, will
help prevent a child from developing possible complications and will keep the school
environment a healthy one. 4— 7 7 > REMRES A RIC L > CTED Lz B
FEDFEEHINE D Z Lk REDIERDOELZPIE | PR 4
IZRHDZ ERHIRET,

The Oakland County Health nurse makes periodic visits to each elementary building to
collaborate with school staff. We do not have a school nurse on duty daily.4— 2~ = >~
F‘%‘KT%@??@FJ%JJ?%@%ﬁ%ﬂﬂ FROZBIRE & LIFER LT 572

IZE/NFEREZFNTWET, /ARSI, BHEE L TWDH %
&%@®%@iiwiﬁho

Daily outdoor recesses are a valuable factor in promoting healthy classroom conditions.
Children are expected to participate in recess activities; therefore, they should wear
adequate, warm clothing. Classes are usually on the playground no more than twenty
minutes and are supervised by classroom teachers or noon aides. If the weather is too
severe, the children will remain indoors. 7 H BURZ (ZAMEOVE T 5 2 L1, 2
BN REFEICHROTZDICEETY, o T, AT oKz
BHIRITLRD £ A, P BIR, 200000 EREETilES Z 21372 <,
BN E T2 EAR B OB IC L » THEE S TWET, RIENIEFIC
BONGEAITIR, M BIEENITERD £,

Generally, if children are well enough to be in school, they are well enough to go outside.
Due to that fact that we do not have adequate supervision for students not participating in
recess, a doctor's note is necessary if a child is expected to stay in due to medical
reasons. — X2, FHLZ BB ATREREEFIREE TH UL, SMEDS TE
D ERRLET, FRTIE BARBII AT IR W ERE D53 T B 3
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ERTD D O TR LT,

HOMEWORK/5 f&

Students are given ample time to complete daily assignments during school hours. Work
that is not completed will be sent home for completion. It is expected that these
assignments will be completed and returned to the teacher on the following day. = 7£ 7=
Bl FRICWHHICEAOREL KO LE L oz 52 5T
WET, BROLRNSTIZGITIFEHROEE LR 79, T b ORI,
ek, TS ETERRE LRTHER Y FEA,

Due to differences in age levels and grade levels, homework expectations will differ. Any
homework assigned will be reasonable in length in order to allow time for family and

social development fEfiH-<CHAEIZ L 0 | fEEIC RO B A FHIHITE 2 Y 47,
b2 b EEIE. FIEFSZ OMOHSIRERIC 0 22k AN E 5
Eolz, wERE Lo TVET,

Homework will not be provided prior to vacations during scheduled school days. Students
are expected to complete missed assignments after returning to school.“7 4% &% H |2
KIRAZ D56, FRNCEELZZITRD Z LI TEETA, EEIE. B
B Z MDD TNHRV RO TEEEK DL E L LENRDH Y £77,

LOST AND FOUND% L% - =i

All coats, hats, gloves, boots, and removable clothing should be labeled with the

student’s name. The school lost and found is located near the office. Unclaimed lost and
found items are donated to charity in the spring and at the end of the school year. =75,
e, PR 7Y ZTOMBERATREARKIREICIE, TRTEEORS
ZRALTLEE, FROE LD ANTIFEEORLICHY £9, Ff
HLEDRONLRWE LT, BRLEFERICTF Y VT 4 —IZFH S
D

LUNCH PROGRAME-& B[] D% V)

All students in full-day kindergarten and grades 1-4 have forty minutes for lunch and

noon recess. In an attempt to prevent students from eating too fast to get outside,
students stay in the lunchroom 20 minutes before being dismissed for a 20 minute recess.
Paid noon aides supervise the lunch hours. #& H & H DIhFHER A= & 1 ~44FEED 4
EfEIE. BRELIRAFEME L TR Z 52 5N TWET, BV TlE
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00 % Z Lctk, 200MORARHZ 52 o0Ed, (RI70747
TI37R<) Aia @E%%LTE""Hﬁﬁ R 2 BB L £

We offer a computerized debit lunch system, which allows parents/guardians to prepay
for as many meals/snacks as a parent wants. The minimum amount to open an account
is $20.00 per student. Cash will be accepted, but prepayment by check is our preferred
method of payment Current pricing and other lunch information are sent home during the
school year. i |21 a2 v B o — X —FH I NIZBBO DO O ES| & %
ELVATANRDY, ZNIZE-T, (REFDH 2 ITEFE - ML
ERVFPTAHNETHZENTEET, TOHEERHL 2OIZIE, AfE
BTV FAR20 FABETE, Ble b T £33, MEIFIZ X D00
BN DIFE O NEELNWTT,

You can have instant access to your children’s account histories on-line and the optional
ability to make credit card deposits using a secure Internet connection. To create an on-
line account for free, go to www.LunchDeposit.com and click on the sign-up link for
Michigan and then Novi Community Schools. You will submit some information on the
website including your students 8 digit ID number, which you can obtain by calling the
Food Service Department (248)449.1200, ext. 2020. Once your information has been
verified, you will receive an email with a password and instructions on using the system
for meal histories or optional credit card deposits. All credit card deposits will be received
into your child’s account within 15 minutes and you can make deposits for more than one
child using only one transaction! A 6% surcharge will be added to all credit card deposits.
This fee goes directly to LunchDeposit.com for handling the credit card transactions. £’
HEE DOERRIZIT, BFROBADOTRS R EE2F T A /“CF’EFJQE—CC TR
TIETETL AV F =23y b ETERIZZ LYy M — FIZTEI
wwtﬁ<:k%f%i¢oﬁwf:@ﬁy§4ymm%¢@twﬁm\
www.Lunchdeposit.com D41 > 7 w7 (I LiAFZ) OV 7T 2
PERL, ZO®% ) ANAFRXETZ Y v 7 LTLESY, ZOR LiAA
IZIE. BFERD 8HTD IDFEFZIZL O, WL ONDIFHRD AT BRI
720 F9, IDFEFIL. (248)449-1200 AR 2020 O 7 — R — B AFRIZTE
MEIEE, FROMRENTERE, HHROB LITIRAT—FEZD
i ‘/XTAO)ﬁb\ﬁﬁ—\%ﬁ)ht eA—NANwEET, ZLTVy
N1 — R TOTE /I\(DiE'/a\ 1 5 PNICEB O OEA~RE Y AT Z &2
T&EET, £, —EIEHOB RO AE~RY AT Z & B A[EETT,
DIV y N h— }\VC@?EU&\]% 3. 6 %DBENEHE D
Z OFEEHT, EHE LuchDeposit.com O 7 = 7 A MIiEHNET,
Children whose accounts fall into a negative balance will be given a balance reminder
note. If the lunch account continues to have a negative balance the student will be given
a Replacement Lunch. A7 D L DGR G 3~ A T A s> T26 . £7%F
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ZMOELFEPELNET, TO®RD AEEEPHEARWEE, 51 &
MEBBIISHRINETN, v~ T AOSELHAHT ET,

If you are interested in or in need of Free and Reduced-Priced Meal Information, please
see page 12 in the following K-12 Parent-Student Handbook. # 5} 5 7= [ AE o0 5 £
EHESINDTIE, ZOBRD /) N ZKRENS FT v 7 1 2=V %
TELTEE N,

PARENT-TEACHER CONFERENCESZE 72

Conferences should be helpful to you in understanding your child’s progress in school.
The following areas should be addressed by your child’s teacher(s) at the conference: 7
KRBT, BAROFECOMESRZPRT 572D Thi TWE T, %
ST, BRI TROBICOVWTRER LFHELEVET,

e The child’s work habits 35 -1 0> 75 5 1

e The child’s attitude toward school 5T~k 0D 458 & 63~ 2 L84

e The child’s social and health habitss -k O f L2 i « a1 T O
«  The child’s academic progress s -4 0> 273 i T D Ax

Teachers schedule individual conference appointments several weeks in advance of the
designated conference days. Parents are asked to be on time for their appointment as to
not inconvenience others. Zfifi 1, 57 S AL7-2RFE 2 O H IO S0 [F RIS 4
HE L TR LET, REEIL MOANL ORERERERLRVE I ITTH
DEFHZSF > T TEE W,

PARENT-TEACHER ORGANIZATION{R- & 3 D&

The PTO is the school's parent/teacher organization. All parents/guardians are
automatically members of the PTO. There are no membership dues. Parents are
encouraged to actively participate in one or more PTO Committees during the school
year. All parents are invited to the PTO meetings. Contact your school office for a list of
PTO meeting dates if not posted on the District calendar available on the District web site
at www.novi.k12.mi.us (Deerfield’s Parent-Teacher Organization is the Deerfield

Community Council). PRt & 2l 2s (LU FPTO) 1d, 257D ZAN & PRt
FHOLOOMIE T, T XTORERIL. BBNIPTOOSH LRV F
T, PTOD7=ODOEEIIH D /A, REFOERITIL, 1 OFLITE
NLLEDOPTOOZE SNBSS Z E2BEID LET, PTOD
ESHITIE, TRTOBREZOHEOSB N EE N TWET, PTORED
HEFIZOWTIX, /NS R T =T A FOFEX I Lo X —% THH<
IV, ZOH LU F—IZRASNTORNGEICIE, FFROFEH=E
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WCThBRPTEE, (TA4T 74—V RKOPTOIZT 4 7 7 4 —/L KH#f
XZEEBSDCC LT TV ET)

PROGRESS REPORTS/REPORT CARDS % #& 1@ 43

A formal written progress report to parents is made three times each year. The fall and
spring reports are scheduled parent/teacher conferences. The winter and summer (June)

reports are written only. 7 24K I 2 PREEE 1 TR 2 2 72 D O IE AR Im A K DV
BEMER SN ET, hEFITIT, BRI IcTHEMEINET, 4L H (6
A) o@EmEmFEX, RASNTEARORL L 72D 97,

RECESS/EUR A D i OVRF ]

Students will stay in for lunch and recess under the following conditions: 7/ @ J 5 73k
moLEE, VERATRBANTITWET,

e Rainili K

e Actual temperatures below 0° F and/or wind chill factor below 0° F.5( .23
KO (WK —1 8ELIT) TIEITADOMANIF CHREIR
FEMFHER O FELLT @ & &

e Extreme conditions on the playground (e.g. mud or ice) % J 0 R THE 23 FE 7
(EWEE (B, KARE)

The decision on having outdoor recesses will be based on daily weather conditions.
Teachers are permitted to hold other recesses at a shorter span on their own by using
sound judgment considering conditions on bad-weather days. In the event that conditions
warrant students remain inside for recess, a team procedure among teachers and recess
supervisors will be followed. =4+ 0> U & 2 217 9 72 & 9 ik, i H O Kk fg
(CED FEF, HbE, EREREORMEBEIANLRN S, fHxly
TAZEDOHEKRO U B AZITH Z & bHRET, RPUICKVEANY &
ADMERYE . BHENE ) B AEBEEDFERO T 250 77,

SAFETY PATROLZZ 4 Y4 &

Fourth grade members of our school Safety Patrol will be stationed at
various posts on school property 15 minutes prior to the start of the
school day and 10 minutes after school is dismissed. 72424 % D 4 44273
FRPIEED 1 547HT & P D 1 0 /AN OB G ICBLE S
nET,

SCHOOL PARTIES/CELEBRATIONS 4% = DR —F ¢ —
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There are three scheduled school parties per year. They are: Halloween, December
holiday, and Valentine’s Day. The classroom teacher will inform parents of plans. 7% 3=
EDOIR—F 4 =N 1HEIZ3 T ET, b= F 0 —F, N1
VA=, 1 2HDORY) T —=NR=FT 4 =LV F A N—FT 4 =TT,
FHEEE R Z N EIVRER IETEZ B O E L ET,

SCHOOL SUPPLIESZ:A DFTA M) « T

Children are held responsible for the condition of all textbooks and library books checked
out to them. A charge will be assessed if these books are lost or damaged beyond the
usual wear and tear The schools will furnish basic supplies such as pencils, paper and
crayons./EfE7- HlE, EfLZFF - CTHEE & X EEE @K%H@fibﬁ AR
ﬁ@iﬁho_h DARZMRLIZD U&<w@iﬁ e
SR ONRTITR D EH A, 4, va/@kmzﬁm
FRMATCRMEI N ET,

STUDENT HOURS: 2B

All elementary schools are in session the same number of hours/minutes per day. You
will be notified of the starting and ending times for your child’s school at the beginning of
the school year or at the time of registration. 4> C /N8 A3, 45 H [A] U BE[E] 4L &
SRR & L CWE T, Bre I ee E DA E T ITBERRRIC, BFERDY
BOMED L&D OERIICOWTORBMSENRH Y £,

STUDENT PLACEMENT 4 7 D EL &

The building principal has the responsibility for the placement of students within the
building. Parents who wish to request that their child be placed in a specific
teacher's classroom can express this request in writing to the principal in the spring.
Although the principal takes this request into consideration during the placement
process, there is no guarantee that this request will be honored. The factors which
must be considered by the principal in the placement process are the following: ~&=
FEOBREIZONTL, FFROKRITHRDH Y £, BFERICH
EOHMEHFLINDHE, BRICEOELEREICSE TR TH
FTIENTEET, RRIZZOELZZZEJICANE TN, ZOELE
DT SND ENIRILETEE A, RENEELEET DRI
BELRTNVERG2WERIZIILLTO XL SR 0RH Y £,
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e an equal distribution of students among all of the teachers at any given
grade level and within the total school, £ “# 4= (235U T 45 Zhili 23 i
BT LA IFETHLZ L

e aneven distribution of boys and girls within each classroom when the
enrollment makes this possible, (5 = & (12 T& HR Y B+ & +D
BEWETLHL

e an even distribution of students at a given grade level who are experiencing
attention or behavioral problems, and 4574235 T )01 T
RO H 5 AE5E & BANE CTHEICE ST 52 &

e special needs students who may require an approach or technique at which a
specific teacher may be particularly adept. /5 i O 5 {0l 2 2 - 57 5
FERFRDERLEIC L o & bl LI AR OB 2 525 2 &

VALUABLES: MONEY AND PERSONAL ITEMS & E /i

When money is sent to school for purposes other than lunch, it would be wise to: 2t £ 1%
LSO BB THERIZBLE 2 Fi2 T 5581213,

1. Place the money in an envelope with the teacher and child's name on the
outside. B Al |2 Bl & Adv, FRICHUTLZER D40 & Tt 4 Ri1 %
BT E

2. Include a note of explanation.{n] > 7= & O Fil 4z 7> 2 L L 7= 4k 2[Rl -
HZ &

For reasons of safety and security, the following should not be brought to school: “look
alike” weapons, baseball bats, hardballs, squirt guns, skateboards, roller blades, sleds,
radios, MP3/Ipods players, electronic games, virtual reality toys, expensive jewelry,
collectables, trading cards, cameras, or animals. Individual teachers may extend this list
if a popular game or activity interferes with the teaching/learning in a classroom. Special
arrangements to bring a prohibited article for display, a class party, or for “show and tell”
must be made in advance with approval from the teacher. Z2 4= O BEH NG, LLF
DHDITFINCFF->TL 2 2 LT TEEHA-RBROALLE, BN
> b, OBEER, KL, A —FR—F, vm—9—7L—FK £bh, TV
. MP3, IRy F, BF7r—bL, "=Fx - V7T 4—DBb
b, @itiZey =) — WEMR, IEERKDOT—F, B AT, B,
NRD & %7 — LROVEE N BE TORE « FEHOBFIT/2 2 &l L7z
LT, BBERZ OV A NSO EEMTHZ 0D T, 2
ITEIESNTWIMERR, 7T ADNR—T 41—, [va— T
7 (BHGBRIIZLTWDOMIZHONTY 7 A TEERT HHE) )
DHBITHR > TL % & X2, ZEHCHERNCHFAIZHELILERNH D £7°,
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See “Electronic Devices” on page 52 or “Money and Other Valuables” on page 16 of the
following K-12 Parent-Student Handbook. = ¢ & & [ZFE# S LTV 5 /731 22X
WENY RT w70 B 52—V, [Bl&TofmoEEM]

1 6=V EZRL TS,
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SUPERINTENDENT’S WELCOME

On behalf of the Board of Education of the Novi Community School District, | am
happy to present this Parent/Student Handbook to you. We are committed to
providing our students with a school environment that is safe, positive and one in
which a maximum learning potential is fostered. Students, parents and staff all
have responsibilities for developing our students to their maximum potential. We
believe that schools must be free of disruption that interferes with teaching,
learning and student achievement. Student engagement can only be achieved
by communication, cooperation and a commitment by all stakeholders to create a
safe and effective learning environment.

This Handbook is meant to communicate with parents and students those
policies and regulations that have been created to foster a safe, effective
learning environment. We encourage you to become familiar with the provisions
of this handbook and to understand the expectations we have for your child. If
you have any questions regarding any of the provisions in this Handbook, please
feel free to contact your child’s building principal.

We hope this year will be a successful one for your child, and that you actively
participate in your child’s education.

Az

Peter J. Dion, Superintendent

DISTRICT MISSION STATEMENT

In partnership with parents and community, the mission of the
Novi Community School District is to ensure that all students
develop the knowledge, skills and character necessary to achieve
their highest potential and to be productive members of an ever
changing global society

VISION STATEMENT: Inspiring Excellence Through Learning!






Novi School District Buildings

Educational Services Building
25345 Taft Rd., Novi, Ml 48374
(248) 449-1200
FAX (248) 449-1219
Peter J. Dion
Superintendent

Adult Education

MS (day)/HS (evening)
(248)449-1717 FAX (248)449-1719
Karyn Goven, Coor. of Adult Ed.

Community Ed. Preschool

25575 Taft Rd., Novi, MI 48374
(248)449-1713 FAX (248)449-1719
Judy Pahl, Supr. of Child Care Serv.

Deerfield Elementary

26500 Wixom Road

(248)449-1700 FAX (248)449-1709
Richard Njus, Principal

Instructional Technology Center
25345 Taft Rd., Novi, MI 48374
(248)449-1262 FAX (248)449-1269
James Fry, Dir. of Tech. Programs

Maintenance and Operations
45495 Eleven Mile, Novi, Ml 48374
(248)449-1240 FAX (248)449-1249
Jeffrey Sotzen, Director

Novi High School

24062 Taft Rd., Novi, Ml 48375
(248)449-1500 FAX (248)449-1519
John Lawrence, Principal

Novi Meadows Elementary-5
25549 Taft Rd., Novi, MI 48374
(248)449-1250 FAX (248)449-1259
Lisa Fenchel, Principal

Novi Middle School

49000 11 Mile Rd, Novi, MI 48374
(248) 449-1600 FAX (248)449-1619
Milan Obrenovich, Principal

Novi Woods Elementary

25195 Taft Rd., Novi, Ml 48374
(248)449-1230 FAX (248)449-1239
Pamela Quitiquit, Principal

Orchard Hills Elementary

41900 Quince, Novi, Ml 48375
(248)449-1400 FAX (248)449-1419
Paul LePlae, Principal

Parkview Elementary

45825 Eleven Mile, Novi, Ml 48374
(248)449-1220 FAX (248)449-1229
Jenifer Michos, Principal

Transportation Center
45505 Eleven Mile, Novi, Ml 48374
(248)449-1245 FAX (248)449-1289
Daniel Tooman, Director

Village Oaks Elementary
23333 Willowbrook, Novi, Ml 48375
(248)449-1300 FAX (248)449-1319
Susan Burnham, Principal

Novi Meadows Elementary-6
25299 Taft Rd., Novi, Ml 48374
(248)449-1270, Fax (248)449-1279
David Ascher, Principal
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GENERAL INFORMATION

DISTRICT WEB SITE

Parents may use this up-to-date resource to find all-encompassing school district
information. You will find a general overview of any school in the Novi Community
Schools District. You will also find legal notices, special events, and information
regarding the Novi Educational Foundation. The web site address is
http://www.novi.k12.mi.us.

NO CHILD LEFT BEHIND

Per the Provisions of the No Child Left Behind Act of 2001, parents of each student
attending a Title 1 school may request information regarding the professional
qualifications of the student’s classroom teachers. No schools in Novi have been
designated Title | buildings for the school year 2009-10.

EQUAL OPPORTUNITY

It is the policy of the Novi Community Schools that no person shall on the basis of race,
color, creed, national origin, age, sex, marital status, or disability be excluded from
participation in, or be denied the benefits of, or be subject to discrimination under any
program or activity and in employment.

If any person believes that the Novi Community Schools or any part of the school
organization has inadequately applied the principles and/or regulations of Title VI of the
Education Amendment Act of 1972, Title IX of the Education Amendment Act of 1972, or
Section 504 of the Rehabilitation Act of 1973, he/she may register a complaint with the
Assistant Superintendent of Administrative Services.

NON-DESCRIMINATION/CIVIL RIGHTS

It is the policy of the Novi Community School District that no person shall, on the basis of
gender, race, color, religion, national origin or ancestry, age, disability, height, weight, or
marital status or any other status covered by federal, state, or local law be excluded from
participation in, be denied the benefits of, or be subjected to, discrimination during any
program, activity, service, or in employment.

The District will comply with the requirements of:

e Title Il of the Americans with Disabilities Act of 1990
e  Elliot-Larsen Civil Rights Act of 1977
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e Title IX of the Education Amendments of 1972
o Age Discrimination Act of 1975
e Section 504 of the Rehabilitation Act of 1973

The District appoints the Assistant Superintendent of Administrative Services as the
District's Compliance Officer whose responsibility it will be to ensure that Federal and
State regulations are complied with and that any inquiries and complaints are dealt with
promptly in accordance with law. S/He shall also ensure that proper notice of
nondiscrimination for Title Il, Title VI, and Title VII of the Civil Rights Act of 1964, Title IX
of the Education Amendment Act of 1972, Age Discrimination Act of 1975 and Section
504 of the Rehabilitation Act of 1973 is provided to students, their parents, staff members
and the general public.

Contact information for the Compliance Officer is as follows:

Novi Community Schools Compliance Officer
Assistant Superintendent for Administrative Services
25345 Taft Road
Novi, Ml 48374

(248)449-1200Anyone wishing to file a grievance for any of the above noted laws should
contact the Assistant Superintendent for Administrative Services at the address/phone
number noted above.

Grievance Procedure:

Section |

Any person believing that the Novi Community Schools or any part of the school
organization has violated the laws or regulations of (1) Title VI 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 Discrimination Act of 1975 and (5) Title Il of the
Americans with Disability Act of 1990 may bring forward a complaint, which shall be
referred to as a grievance to the Compliance Officer noted above.

Section Il

The person who believes a valid basis for a grievance exists shall discuss the grievance
informally and on a verbal basis with the Assistant Superintendent of Administrative
Services, who shall in turn investigate the complaint and reply with an answer within ten
(10) business days. If the complainant feels the grievance is not satisfactorily resolved,
they may initiate formal procedures according to the following steps:

Step 1
A written statement of the grievance signed by the complainant shall be submitted to the

Assistant Superintendent of Administrative Services within ten (10) business days of
receipt of answers to the informal complaint. The Assistant Superintendent shall further
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investigate the matters of grievance if he/she believes further investigation is warranted
and reply in writing to the complainant within ten (10) business days.

Step 2
A complainant wishing to appeal the decision of the Assistant Superintendent may

submit a signed statement of appeal to the Superintendent of Schools within ten (10)
business days after receipt of the Assistant Superintendent’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 unsatisfied, the complainant may appeal through a signed, written statement to the

Board of Education within ten (10) business days of receiving the Superintendent’s
response in Step 2. In an attempt to resolve the grievance, the Board of Education shall
meet with the concerned parties and their representatives 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) days of this meeting.

The days noted above for purposes of this policy are days when the School District’s
business office is open for business to the general public. The time limits noted above
may be extended by the Assistant Superintendent if warranted.

Anyone, at any time, may contact the U.S. Department of Education/Office of Civil Rights
for information and assistance at (216)522-4970. If the grievance has not been
satisfactorily settled, further appeal may be made to the Regional U. S. Department of
Education, Office for Civil Rights, 600 Superior Ave. East, Bank One Center, Suite 750,
Cleveland, OH 44114-2611.

Inquiries concerning the nondiscriminatory policy may be directed to Director, Office of
Civil Rights, U.S. Department of Education, 400 Maryland Ave., SW, Washington D.C.
20202.

The Compliance Officer, on request, will provide the complainant with 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 Assistant Superintendent for Administrative Services office.

NONDISCRIMINATION IN CTE PROGRAM

Each year Novi High School offers Career and Technical Education programs. Our two
CTE programs consist of all Marketing classes and all Drafting classes. Like all classes
at Novi Community Schools, these CTE classes follow the District’'s policies of
nondiscrimination on the basis of race, color, religion, national origin or ancestry,
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gender/sex, age, disability, height, weight, or marital status. This is true in all programs,
activities, and employment. In addition, arrangements can be made to ensure that the
lack of English language skills is not a barrier to admission or participation.

For general information about these CTE programs, contact the Assistant Superintendent

for Academic Services, 25345 Taft Road, Novi, Ml 48374 or call 248-449-1200 and for
general questions about nondiscriminatory policies contact the Assistant Superintendent

MCKINNEY-VENTO HOMELESS EDUCATION ASSISTANCE ACT OF 2001

Homeless children and youth are ensured specific education rights and protections. A
listing of these specific rights may be obtained from all District offices or by contacting,
District McKinney-Vento Liaison, at the Educational Services Building, Office of
Administrative Services, (248)449-1200.

Homeless children and youth as defined and covered by the McKinney-Vento Homeless
Education Assistance Act of 2001:

+ Means individuals who lack a fixed, regular, and adequate nighttime residence;

+ Includes children and youths who are sharing the housing of other persons due to
loss of housing, economic hardship, or a similar reason;

+ Are living in motels, hotels, trailer parks, or camping grounds due to the lack of
alternative accommodations;

+ Are living in emergency or transitional shelters;

+ Are abandoned in hospitals, or are awaiting foster care placement;

+  Children and youths who have a primary nighttime residence that is a public or
private place not designed as a regular sleeping accommodation for human
beings; and

+  Children and youths who are living in cars, parks, public spaces, abandoned
buildings, substandard housing, bus or train stations.

Parents or guardians of students in homeless situations can keep their children in their
schools of origin, (the school that the child or youth attended when permanently housed
or the school in which the child or youth was last enrolled even if the student is now
residing outside the school attendance area or school district) or enroll them in any public
school that students living in the same attendance area are eligible to attend. Eligibility is
determined by contacting the McKinney District Liaison at (248)449-1200. Arrangement
for transportation of the child/youth to and from his/her school of origin must be at the
request of the parent/guardian.

LIMITED ENGLISH PROFICIENCY

Limited proficiency in the English language should not be a barrier to equal participation
in the instructional or extracurricular programs of the District. It is, therefore the policy of
this District that those students identified as having limited English proficiency will be
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provided additional support and instruction to assist them in gaining English proficiency
and in accessing the educational and extracurricular program offered by the District.
Parents should contact the principal/counselor at their child’s school to inquire about
evaluation procedures and programs offered by the District.

Students with limited English proficiency will be assessed for placement using the State
mandated English Language Proficiency Assessment (ELPA).

TITLE IX

It is the policy of the Novi Community School District to comply with all Title IX
requirements. See Non-Discrimination/Civil Rights section for specific information.

ENROLLMENT

In order to enroll their student in the Novi Community Schools, a parent/guardian must
provide:

+  Evidence of residency in the District

+  Original or Certified Copy of the birth certificate

*  Immunization records meeting Michigan Department of Health requirements

+  Signed authorization to release previous record of school attendance (if enrolling in
grades other than Kindergarten)

+  Proof of parentage/legal guardianship/custody documents

+  Phone numbers and persons to contact in case of an emergency

RESIDENCY/TUITION

It is not the practice of the Board of Education to encourage the admission of non-
resident students to the Novi Community Schools. This is particularly true when the
enrollment of non-resident students places a burden on school facilities, programs and
class sizes.

However, upon the recommendation of the Superintendent, non-resident students may
be considered for enroliment in the Novi Community Schools as indicated below.

Resident Students
Definition: A resident student is defined as one who meets one or more of the following
criteria:

1. The student lives with parent(s) in a dwelling in the District.
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2. The student lives with a relative other than a parent in a dwelling within the
District for the purposes of securing a suitable home and not solely for
educational purposes.

3. The student is an emancipated minor and resides in the District.

4. The student lives within the District with a guardian where a court has granted a
“limited” or “full guardianship”.

5. The student is a student participant in a bona fide foreign exchange program
living with a host family whose members are residents of the District.

6. The student is a homeless child per the McKinney-Vento Homelessness Act, 42
USC 11431.

7. One of the student’s parents/guardians lives in a dwelling in the District. (note:
student has “dual residency; i.e., residency in either parent's district of residence).

8. The student meets any other criteria defined by applicable law that may apply.

9. Children of employees of the District who meet District Policy criteria,

Non-resident Students

Definition: A non-resident student is any student the District determines is not a resident
student. For example, a non-resident student is defined as a student whose
parents/guardians, with whom the student lives, reside outside the School District; a
student whose parents/guardians live outside the District and the student has not been
placed in a licensed home in a district; a student whose parents live outside the District
and the student does not live with a relative in the District for the purpose of securing a
suitable home; or a student who is 18 years or older or emancipated, and has not
established personal residency in the District.

1. A student who becomes a non-resident of the District after the first count day in
September may complete the semester during which s/he loses residency, but
may not enroll in the District, without proof of residency, for the following semester
except for a senior who may complete the senior year. Non-resident students shall
arrive and depart from school on time. Transportation must be provided by the
parent/guardian. Non-resident students who are excessively absent or tardy, or
who are not picked up immediately after school may be withdrawn from the District.

2. Non-resident students with discipline problems may also be withdrawn from the
District.

3. Astudent found, by satisfactory evidence, to be enrolled in the District in violation
of District Enrollment Policies or Michigan law shall be removed from the District at
the end of the semester in which the student is no longer a resident.
Parents/guardians of the student may be assessed tuition for all days the student
was enrolled in the District in violation of enrollment policies. Legal action may be
taken by the District to recover the cost of tuition and any other costs incurred by
the student's attendance in violation of the enrollment policy. Any violation of law,
including but not limed to false statements on residency documents submitted to
the District, may be reported by the District to the appropriate law enforcement
agency and may result in criminal prosecution.

Tuition Students



Definition: Any non-resident student may be enrolled as a tuition student under the
following criteria: (Note: all require written approved enrollment releases from the
verified district of residence)

1. When a family moves from the Novi Community School District to another school
district, a student enrolled in the Novi Schools may remain as a tuition student if it
is his/her senior year; or, if they are completing the remainder of a school
semester/year per the approval of the Superintendent and at the written request/
application of the parent(s) or guardian(s).

2. When a family plans, per appropriate documentation, to move into the District but
will not be in before the first day of school, the student(s) will be allowed to enroll
with the understanding that:

A. They are “guest students” until they become verified residents;

B. The family, as part of their request, possesses a purchase agreement or a
valid lease agreement for property in the School District.

Options:

(@) Ifthey are in residence by the State Aid FTE count date, no tuition will
be charged.

(b) Ifthey are not in residence on the State Aid FTE count date, tuition
will charged and prorated from the first day of enrollment until the date
of their actual documented residency. A deposit for a full semester of
tuition is required.

(c) Tuition will be charged and prorated accordingly if they have a house
under construction which is scheduled for completion during the
school year or under a time frame established by the Superintendent.
A deposit in the amount of tuition for a full school year is required.

3. The District will assume no responsibility for transportation of non-resident or
tuition students.

Release of Students to Other Districts

It is the policy of the Novi Community School District not to release students to other
districts unless the family is moving to that district or the child is completing his/her senior
year in that district. The superintendent or his/her designee may release a student if
he/she determines that a hardship condition exists or that other special educational or
family circumstances warrant release.

SCHOOLS OF CHOICE

Parents of elementary (K-4) aged children who live within the Novi Community School
District boundaries may select the elementary building their child will attend. This choice
should be in the best interests of the child and is subject to availability of space at the
school chosen. Parents must notify the District in writing by May 15 of their desire to
participate in Schools of Choice. Space availability will be determined ten (10) days
before the first day of school of the following school year. Transportation to and from the
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school of choice (if other than the normal attendance area school) is the responsibility of
the parent. Questions about schools of choice should be addressed to the elementary
building office or to the Assistant Superintendent of Administrative Services at the
Educational Services Building.

STUDENT PRIVACY (PPRA)

PPRA affords parents certain rights regarding the conduct of surveys, the collection and
use of information for marketing purposes, and certain physical exams. These include
the right to:

Consent before students are required to submit to a survey that concerns one or more of
the eight protected areas (“protected information survey”) listed below if the survey is
funded in whole or in part by a program of the U.S. Department of Education -

1. Political affiliations or beliefs of the student or student's parent;
Mental or psychological problems of the student or student’s family;
Sex behavior or attitudes;
lllegal, anti-social, self-incriminating, or demeaning behavior;
Critical appraisals of others with whom respondents have close family relationships;
Legally recognized privileged relationships, such as with lawyers, physicians, or
ministers;
Religious practices, affiliations, or beliefs of the student or parent/guardian;
Income, other than as required by law, to determine program eligibility or financial
assistance.

ook wn
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Receive notice and an opportunity to opt a student out of -

1. Any other protected information survey, regardless of funding;

2. Any non-emergency, invasive physical exam or screening required as a condition of
attendance, administered by the school or its agent, and not necessary to protect
the immediate health and safety of a student, except for hearing, vision, or scoliosis
screenings, or any physical exam or screening permitted or required under State
law; and

3. Activities involving collection, disclosure, or use of personal information obtained
from students for marketing or to sell or otherwise distribute the information to
others.

Inspect, upon request and before administration or use —
1. Protected information surveys of students;
2. Instruments used to collect personal information from students for any of the above
marketing, sales, or other distribution purposes; and
3. Instructional material used as part of the educational curriculum.

These rights transfer from the parents to a student who is 18 years old or an
emancipated minor under State law.



Parents will be given the opportunity to opt their child out of participation in specific
activities or surveys as noted above. A form for opting out is available in the school
office.

There are no activities scheduled for which the parent/guardian will need to consent.

STUDENT RECORDS
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (FERPA)

Parents/guardians of children enrolled in the Novi Community School District and
students who have attained the age of 18 years are notified that under the Family
Educational Rights and Privacy Act (FERPA) they have the following rights:

1. The right to inspect and review the student's education records within 45 days of the
day the District receives a request for access. Parents or eligible students should
submit to the school principal a written request that identifies the record(s) they wish
to inspect. The principal will make arrangements for access and notify the parent or
eligible student of the time and place where the records may be inspected.

2. The right to obtain a copy of the School District’'s student records. To obtain a copy
a written request needs to be submitted at 25345 Taft Road, Novi, Ml 48374 to the
attention of the Assistant Superintendent for Administrative Services.

3. The right to request an amendment of the student’s education records that the
parent or eligible student believes is inaccurate or misleading. To amend a record
they believe is inaccurate or misleading. They should write the school principal,
clearly identify the part of the record they want changed, and specify why it is
inaccurate or misleading. If the District decides not to amend the record as
requested by the parent or eligible student, the District will notify the parent or
eligible student of the decision and advise them of their right to a hearing regarding
the request for amendment. Additional information regarding the hearing procedures
will be provided to the parent or eligible student when notified of the right to a
hearing.

4. The right to consent to disclosures of personally identifiable information contained in
the student’s education records, except to the extent that FERPA authorizes
disclosure without consent. One of the exceptions permits disclosure without
consent - disclosure to school officials with legitimate educational interests. A
school official is a person employed by the District as an administrator, supervisor,
instructor, or support staff member (including health or medical staff and law
enforcement unit personnel); a person serving on the school board; a person or
company with whom the District has contracted to perform a special task (such as
an attorney, auditor, medical consultant, or therapist); or a parent or student serving
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on an official committee, or assisting another school official in performing his or her
tasks. A school official has a legitimate educational interest if the official needs to
review an education record in order to fulfill his or her professional responsibility.
Upon request, the District discloses education records without consent to officials of
another school district in which a student seeks or intends to enroll.

The Board of Education hereby gives notice to limit the disclosure of personally
identifiable information contained in a student’s education record except:

+ Where prior written consent of the student’s parent/guardian is first obtained
+ Where the information has been designated as “directory information”, or
+ Under certain limited circumstances permitted by law.

5. The right to file a complaint with the U.S. Department of Education concerning
alleged failures by Novi Community School District to comply with the requirements
of FERPA. The name and address of the office that administers FERPA is:

Family Policy and Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, DC 20202-4605

6. The District may disclose “Directory Information” from the educational records of a
student. “Directory Information” is designated by the District as:

+ Student's name, address and telephone number

+ Names of student’s parents/guardians

+ Student's date and place of birth

+  Student's class designation (i.e. 10""Grade)

+ Student’s extracurricular participation

+  Student's achievement, awards or honors

+ Student’s weight and height if a member of an athletic team

Student’s photograph

Previous educational institutions attended by student

Student’s dates of attendance

Name of school student currently attends

+  Student's electronic mail address

+  Student projects, artwork, web pages and photographic or video images created
by the District or students in conjunction with school sponsored activities may be
used for information and/or instructional purposes including, but not limited to,
video and audio playback, internet and print publication, and cable television
transmission.

The District may disclose any of the above without prior written consent unless the
building principal is notified to the contrary in writing by the parent/guardian. The primary
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purpose of directory information is to allow the District to include this type of information
from your child’s education records in certain school publications. Examples include:

A playbill, showing your child’s role in a drama production

The annual yearbook

Honor roll or other recognition lists

Graduation programs

Sports activity sheets, such as for wrestling, showing weight and height of team
members

Directory information, which is information that is generally not considered harmful or an
invasion of privacy if released, can also be disclosed to outside organizations without a
parent’s prior written consent. Outside organizations include, but are not limited to,
companies that manufacture class rings or publish yearbooks. In addition, two federal
laws require local educational agencies (LEA’s) receiving assistance under the
Elementary and Secondary Education Act of 1965 (ESEA) to provide military recruiters,
upon request, names, addresses and telephone listings - unless parents have advised
the LEA that they do not want their child’s information disclosed without their prior
written consent. Forms are available at the school office and must be submitted by
September 30 of each school year.

The District does not sell directory information to anyone. This information is available,
however, through the Freedom of Information Act. For questions regarding this policy,
please contact the Academic Services Department in the Educational Services Building
at (248)449-1208

ARMED FORCES RECRUITING - Privacy Protocol

Under federal and state law, the District is required to provide the names, addresses, and
telephone listings of its secondary school students to military recruiters or to institutions
of higher education who request this information. A secondary school student or the
parent of a secondary school student may request that this information not be released
without prior written parental consent. If you do not want this information released, please
notify, in writing, the high school or middle school office.

IMMUNIZATIONS

Students must be current with all immunizations required by law or have an authorized
waiver from State immunization requirements. If a student does not have the necessary
shots or waivers, the principal may remove the student or require compliance with a set
deadline. This is for the safety of all students and in accordance with State law. Any
questions about immunizations or waivers should be directed to the Oakland County
Health Division at (248)926-3361 or at
http://www.oakgov.com/health/program_service/immunize about.html
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HEALTH RECORDS

The school is charged with keeping an up-to-date immunization record on each student.
We urge parents to notify the school of any major or significant change in the health of
your child (e.g., chronic medical conditions, diseases, allergies, and medications). We
will inform the parent/guardian when our records indicate inadequate immunization
information.

HEALTH SCREENING

The Public Health Code requires that students be screened for hearing and vision
deficiencies. Individual schools will notify parents when hearing, vision and scoliosis
screening is scheduled. In addition, Scoliosis is screened at the 7" Grade. Hearing
screening of school-age children shall be done at least in grades K, 2, and 4, or
screening shall be done at least biennially starting at age 5 and continuing at least to age

10 years. Vision screening is done in preschool, 15t 3¢, 5" and 71" grades.

WITHDRAWAL FROM SCHOOL

If a student is transferring to another school, the parent/guardian needs to notify the Novi
School District School the student is withdrawing. The State requires the District report all
students who have left the District, as well as the date and reason for the student’s
withdrawal.

A parent/guardian must complete a "Withdrawal Form", return all textbooks, library
books, all school property and pay all outstanding debts. Student records will not be
forwarded until all obligations are met.

STUDENT RECORDS - Release of

Student records contain pictures, report cards, transcript, discipline and attendance
records, standardized test scores, physical/immunization, and special education reports.
Students 18 years of age or older and their parents/guardians shall have complete
access to all school records. Parents/guardians shall be given the opportunity to
challenge, in writing, the content of the student’s file.

School Code Section 1135(4) requires Michigan school districts, within 14 days of
enrolling a transfer student, to “request in writing directly from the student’s previous
school a copy of his or her school record.” The previous school “shall comply within 30
days after receipt of the request unless the record has been tagged...” MCL 380.1134(4).
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Personal school records will not be furnished to any other person (except school staff)
unless there is written consent from the student's parents or from the student if s/he has
reached the age of majority. The release request must state the reason and to whom the
records are to be sent. Without the written release form, the school is limited to releasing
only directory information, such as: name, age, address, telephone number, height,
weight, etc. A written release is not required when sending records to schools to which a
student seeks to enroll.

FREE AND REDUCED-PRICED MEALS

The Novi Community Schools participates in the national Free and Reduced-Priced Meal
Program. Participation is based on the income level of the household. The Board
designates the Director of Food Service to determine in accordance with Board
standards, the eligibility of students for free and/or reduced-price meals. If you are
interested in eligibility information, please contact your child’s school office for an
application or call (248)449-1200 x2020.

EARLY DISMISSAL

No student will be allowed to leave school prior to dismissal time without a written
request signed by the parent/guardian whose signature is on file in the school office, or
the parent must come to the school office to request the release. No student will be
released to a person other than a custodial parent/guardian without written permission
signed by the custodial parent/guardian. Early dismissal is discouraged as it can be
disruptive to the class and the student may miss valuable instruction.

CANCELLATION OF SCHOOL

Severe weather or building conditions may result in school being closed for an entire day
or students being released early. When conditions necessitate the closing of school,
information will be immediately sent to local radio and television stations, and placed on
the District web site. In grades K-6 efforts will be made to call parents through an
established fan-out procedure. K-6 students will not be released early unless contact has
been made with a parent or a parent approved contact person. Parents should be sure
the school has the necessary up-to-date phone numbers. No phone calls will be made for
grades 7-12. In the event of an early dismissal, each family should be sure they have a
plan in place, as to where their child should report if they are not able to get into the
home. School days missed due to inclement weather, power outages, or days when
attendance falls below 75% may have to be made up.

CLOSED CAMPUS




In grades 5-12 lunch time is limited to 30 minutes. In grades K-4 lunch/recess time is
limited to 40 minutes. Students are required to stay at school during lunch and recess
periods at all levels.

VISITORS

Novi's schools are “community schools” and as such parents/guardians are encouraged
to visit schools when the need arises. Any parent/visitor to any school upon entering the
school must first check into the building office and get a visitor pass before proceeding to
any other part of the building. In order to maintain a safe and orderly learning
environment, access to the building must be limited and controlled.

SAFE SCHOOLS

Effective and safe schools are the vital center of every community. America’s schools
are among the safest places to be on a day-to-day basis due to the strong commitment
of educators, parents and communities to their children. However, no community can be
complacent in its efforts to make its schools even safer. Over the past several years at
both the District and building levels, teams of individuals have met and developed
emergency plans to be put in place should the need arise. Central to the Novi planning is
the emphasis on prevention. It is our goal to create an environment where children feel
safe and connected. It is our goal through planning and preparation to be prepared for
any emergency situation.

SECURITY

The Novi Community Schools is committed to providing a safe and secure learning
environment for our students. The community has generously supported a bond issue to
provide electronic door access, and public area cameras in and around buildings and on
District busses. It is hoped that these measures will help in providing that safe and
secure learning environment. It is also expected that anyone visiting a school will register
with the building office as soon as they enter the school. The cooperation of students,
parents and staff are needed to ensure safety at all times

EMERGENCY PROCEDURES

All buildings in the District have devised crisis plans to deal with emergency situations.
In addition, procedures have been set up to practice fire and tornado drills, evacuation
and lockdowns.



Fire Drills

Fire drills are practiced throughout the school year to assure proper understanding of
procedures. Students must remain with their teacher while moving out of the building and
returning. It is important that everyone is quiet so that announcements can be heard.
Severe Weather Drills

Several times each year all students are led by their teacher to a designated location in
their building where they sit on the floor facing a wall. These positions have been
selected by safety experts and are located as far from glass windows as possible.
Student safety depends upon their cooperation with these procedures. Tornado drills
must be conducted quietly so announcements can be heard by all.

Lockdown Drills

Lockdown drills are needed to familiarize students with security measures taken in case
there is an intruder in the building. During a normal lockdown drill students outside are
returned to the building, building entrance and classrooms doors are secured and
instruction continues. Under emergency lockdown procedures all doors are secured,
students are moved out of window line-of-site and instruction ceases.

PESTICIDE APPLICATION

As part of the Novi Community School District pest management program, pesticides are
occasionally applied. In accordance with Section 13d of the Pesticide Control Act,
parents have the right to be informed prior to any pesticide application made during the
days school is in session. If you need prior notification, the following information should
be provided to the District:

«  Parent/guardian name

+  Student name

+  School student attends

+  Parent/guardian/student address

+  Day and evening contact phone numbers

Please indicate whether you wish to be notified of a scheduled pesticide treatment inside
of the school building, a scheduled pesticide treatment on the outside grounds of the
school, or both. Your request should be sent to:

Maintenance & Operations Department
Attn: Pesticide Notification
45495 Eleven Mile Road
Novi, Michigan 48374

Requests for notification must be made in writing. Questions regarding pesticide
application may be directed to The Director of Maintenance at (248)449-1241.



ASBESTOS NOTIFICATION (AHERA)

The District has taken measures to assure the safety of our students, staff, and
community for asbestos management. The District's Asbestos Management Plan is
available for public review. A copy of each building’s plan is available for review at:

Educational Services Building
25345 Taft Road
Novi, Michigan 48374.

Questions regarding asbestos removal projects or any asbestos related issues should be
directed to The Director of Maintenance at (248)449-1241.

MONEY AND OTHER VALUABLES

Parents are discouraged from allowing students to bring large amounts of money or
valuables to school. The school will not assume responsibility for lost, stolen, or
damaged valuables.

WEAPON FREE SCHOOL ZONE

A “Weapon Free School Zone” is defined as meaning school property and/or a vehicle
used by the school to transport students to or from school property. School property
means a building, playing field, or property used for school purposes to impart instruction
to students or used for functions and events sponsored by a school. Students are
prohibited from possessing, storing, making, or using a weapon in a Weapon Free
School Zone. Weapons must not be brought into a Weapon Free School Zone. Weapons
include, but are not limited to: firearms, guns of any type whatsoever, including air and
gas-powered guns (whether loaded or unloaded), knives, razors, clubs, electric weapons,
metallic knuckles, martial arts weapons, ammunition, and explosives.

PUBLIC ACT 102 OF 1999
(Revised School Code Section 1308)

Public Act 102 of 1999, Statewide School Safety Information Policy and School Crime
Reports, adopted by the Michigan Legislature requires school officials to notify the local
law enforcement agency of any information relating to the following incidents:

«  Armed Student or Hostage

«  Suspected Armed Student

+  Weapons on School Property
+  Death or Homicide



+  Drive-by Shooting

Physical Assault (Fights)

Bomb Threat

Explosion

Arson

Sexual Assault (Criminal Sexual Conduct)
Robbery or Extortion

Unauthorized Removal of a Student
Threat of Suicide

Suicide Attempt

Larceny (Theft)

* Intruders (Trespassing)

+  lllegal Drug Use or Overdose

+  Drug Possession or Drug Sale

+  Vandalism or Destruction of Property

+  Minor in Possession of Alcoholic or Tobacco Products
+  Bus Incident

+  Bus Accident

TOBACCO PRODUCTS

The Tobacco-Free Schools Law provides that the use of any tobacco product by any
person is forbidden in all buildings, structures and grounds owned and/or operated by the
Novi School District. This also applies to all school sponsored activities and School
District vehicles. Use of tobacco products is a violation of the Student Code of Conduct.

FUND-RAISING

Students, student groups and support organizations may from time-to-time solicit funds
for the benefit of students and/or the schools they attend. Fund-raising projects must be
approved in advance by the building principal and shall be coordinated with other student
groups and/or support organizations. All the requirements of Board of Education policies
must be met.

ACCIDENT AND ILLNESS

Every accident in a school building, on the school grounds, on a field trip, at a practice
session, or at any school sponsored athletic event should immediately be reported by the
student to the person in charge and to the school office. The school will make every effort
to contact a parent to inform parents of the accident, injury, or illness. Parents are
responsible for providing the school with up-to-date phone numbers. If necessary,
students will be transported by rescue squad to an area hospital. Students will not be
sent home unless a responsible adult is there to receive them.
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Please be aware that the School District has available for purchase a supplemental
student personal injury insurance policy. This insurance information is provided as a
convenience for parents/guardians and is not intended as an endorsement of the policy,
its carrier, or agent(s). For information on this insurance contact the Director of Athletics
at (248)449-1509.

If your child is ill, please do not send him/her to school so as to reduce the health risk to
other students and staff.

COMMUNICABLE DISEASES AND PESTS
CONTROL OF CASUAL-CONTACT

Because a school has a high concentration of people, it is necessary to take specific
measures when the health or safety of the group is at risk. The school’s professional staff
has the authority to remove or isolate a student who has been ill or has been exposed to
a communicable disease or highly transient pest, such as lice.

Specific diseases include: diphtheria, scarlet fever, strep infections, pink eye, whooping
cough, mumps, measles, rubella, and other conditions indicated by the local and state
health departments.

Any removal will only be for the contagious period as specified in the administrative
guidelines.

MEDICATIONS

Guidelines for Administration of Medications to Students

Definition: Medication includes prescription, nonprescription and herbal medications,
and includes those taken by mouth, by inhaler, those that are injected, and those applied
as drops to eyes, nose, or medications applied to the skin.

+  The pupil's parent/guardian will give the school written permission and request to
administer medication(s) to their pupil on NCSD approved forms. A separate form
is required for each medication.

+ Medication must be brought to the school by the pupil’s parent/guardian.

+  With the exception of nonprescription medication, written instructions from a
physician, including the name of the pupil, name of the medication, dosage of the
medication, route of administration, time and duration the medication is to be
administered to the pupil, must accompany the request and be kept on record by
the school.

+  Abuilding administrator shall request that a pharmacy supply oral medication, in
pill form, in the exact dosage prescribed so that the individual administering
medications is not responsible for dividing/splitting pills. Liquid medication must be
accompanied with a proper measurement dispenser.
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No medication may be prescribed or recommended by school personnel.
Parental or guardian authorization and a physician’s instructions for administration
shall be renewed every school year.

No medications will be administered until all paperwork/documentation is
complete.

The building administrator will designate an appropriate area in the building and
an individual(s) responsible for administering medications to pupils at that school.
A building administrator may set a reasonable designated time for the
administration of medications. The parent/guardian shall be informed of this
designated time and communicate this to the physician when he/she writes
medication administration instructions. The school may request that the physician
send a written explanation with the medication administration instructions to the
school if an exception to the school’s designated time is necessary.

Medications must be administered by an individual designated by the building
administrator, in the presence of a second adult, except where the individual
administering the medication is a licensed registered professional nurse (as
described in the Michigan Revised School Code, Section 380.1178), or when an
emergency threatens the life or health of the pupil.

The School District will not be responsible for any student who neglects or refuses
taking his or her medicine due to forgetfulness or “on purpose”.

Each building shall have a plan for handling medical emergencies.

Students with disabilities who have an Individualized Educational Program (IEP)
or Section 504 Plan shall be included under the policy and procedures that govern
the administration of medications. Note: The policy and procedures should not
violate either the Individuals with Disabilities Education Act (IDEA) or Section 504
of the Rehabilitation Act.

A pupil who is taking medication under the above conditions shall have each of
his/her teachers notified of this by the building administrator or individual(s)
designated to administer medication.

When it is necessary for a pupil to have medication administered while on a
school-sponsored field trip or off-site activity, the medication must be carried in a
District approved container and be administered by designated District personnel.
The individual designated to administer medication must record the necessary
information on the medication log upon return from the trip/activity.

Any adverse reaction to medication, as described on the physician’s written
instructions, shall be reported to the pupil’s parent/guardian immediately. School
communications with the physician should be made through the parent/guardian,
unless the parent requests that information be given directly to the doctor, or an
emergency arises and the parent/guardian cannot be contacted.

Any errors made in the administration of medications shall be reported to the
building administrator immediately, and a written report completed and entered
into the pupil’s school record. The building administrator is responsible for
reporting the medication error to the pupil’s parent/guardian immediately.

Except in life threatening emergencies, medications will not be administered if the

expiration date has passed.
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Guidelines for Self-Administration/Self-Possession

Definition: Self-administration means that the pupil is able to consume or apply
prescription and nonprescription medication in the manner directed by the physician
without additional assistance or direction. Self-possession means that the pupil may
carry medication on his/her person to allow for immediate and self-determined
administration.

+ Apupil in grades 7-12 whose parent/guardian and physician provide written
permission may be permitted to self-administer and self-possess his/her own
medications with permission of the building administrator.

+ A medication that a pupil possesses must be labeled and prepared by a pharmacy
or pharmaceutical company and include the dosage and frequency of
administration. Self-possessed epi-pens and inhalers must be labeled with the
pupil's name and expiration date.

+ School personnel shall report to the building administrator or individual(s)
designated to administer medication any student who is detected taking medication
in school contrary to the established policy, rules and regulations.

« The request for permission to self-administer/possess medication must be renewed
each school year, or more often, if necessary.

+ A pupil who requires the use of an inhaler for relief or prevention of asthma
symptoms will be allowed to carry and use the inhaler if there is written approval
from the pupil’s physician and parent/guardian on record at the school (as described
in the Michigan Revised School Code, Section 380.1179). A pupil in possession of
an inhaler under the above conditions shall have each of his/her teachers notified of
this by the building administrator or individual(s) designated to administer
medication.

+ A pupil who requires the use of an epi-pen for relief of a severe allergic reaction will
be allowed to carry and use the epi-pen if there is written approval from the pupil’s
physician and parent/guardian on record at the school. A pupil who is in possession
of an epi-pen under the above conditions shall have each of his/her teachers
notified of this by the building administrator or individual(s) designated to administer
medication.

A pupil's use cannot be denied if the conditions of written permission and physician
direction are met. A building administrator may discontinue a pupil’s right to self-
administer and self-possession if there is misuse by the pupil. Misuse includes, but
is not limited to, medication left lying around or loaned/given to another student.
The denial shall follow a consultation with the parent/guardian.

Guidelines for Staff Training
+ The District may provide training on all District policies and procedures related to
this responsibility to all individuals designated to administer medications. The
trainer must have knowledge of District school medication policies and procedures.
+ When training for an individual student’s needs, training should be documented and
maintained as part of the student’'s health plan (if any).
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Individuals, with the exception of a licensed registered professional nurse, who are
responsible for administering any medications that must be given by injection, by
nebulizer, or administered rectally, vaginally, or in the bladder, must receive training
by a person authorized by the physician.

Documentation of in-service training shall be maintained by the School District.

Guidelines for Storage and Access To Medications in School

All medication shall be kept in a labeled container as prepared by a pharmacy,
physician, or pharmaceutical company with the pupil's name, the name of the
medication, dosage, the frequency of administration, and expiration date. This
requirement also pertains to refills.

Medication shall be stored in a school location that is kept locked.

Emergency medications may be stored in an area readily accessible to the
individual designated to administer them.

All controlled substance* medications will be counted and recorded upon receipt
from the parent/guardian. The medication shall be recounted on a regular basis
(monthly or bi-weekly) and this count reconciled with the medication administration
log/record.

No changes to medication dosage or time of administration will be made except by
instruction from a physician or a written request from a parent for that day only. Any
change in a prescription will require a newly signed prescription from the physician,
as well as a new “Authorization for Administering Medication” form from the
parent/guardian.

Medication supply renewal is the responsibility of the parent/guardian.
Parental/guardian request/permission and a physician’s instructions for
administration of medications shall be renewed every school year.

Expiration dates on all medication, including epi-pens and inhalers, shall be checked
at least twice each school year.

Medication left over at the end of the school year, or after a pupil has left the District,
shall be picked up by the parent/guardian. If this is not done, the individual who
administers the medication will dispose of the medication and record this disposal on
the medication log. This procedure shall be witnessed and initialed by a second
adult.

*Controlled substance is defined as a drug regulated by the Federal Controlled
Substances Acts, including opiates, depressants, stimulants, and hallucinogens.

Guidelines for Record-Keeping Related To Medications in Schools

+ A Medication Administration Record (MAR) shall be kept in a school office and filed

in a pupil's permanent record at the end of each school year.

+ The MAR shall include the pupil's name and dosage of the medication. The

individual giving the medication shall record the date and time of administration of
the medication. The log shall be signed and witnessed by a second adult.
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« If an error is made in recording, the individual who administered the medication shall
cross out, initial the error, and make the correction in the log, never white-out or
erase.

+ The individual pupil log shall be kept until one year after the pupil’s graduation from
high school.

CONTACTING STAFF

Each teacher has a voice mail number, and that number will be shared with parents in
back-to-school correspondence. Parents should feel free to call the school concerning
any matter dealing with their child/ren and the school. If you wish to contact a teacher by
telephone, you may call the District main number at (248)449.1200 for the District phone
directory. Staff email addresses are also listed on the District web site at
WWW.novi.k12.mi.us

PARENT INVOLVEMENT

The School District firmly believes that students learn best when parents take an active
role in their child’s education. Parents are encouraged to be interested in what their child
is doing at school and to support the school academic environment at home, to
communicate regularly with their child's classroom teacher, to attend parent-teacher
conferences, and to participate in school sponsored activities. Principals and teachers
are expected to facilitate two-way communications between the home and school.

STUDENT SURVEYS

Please refer to section on Student Privacy, page 8.

COMMUNITY EDUCATION

The Novi Community Schools, through its Community Education Program, offers a
variety of excellent educational and leisure time opportunities for students of all ages
throughout the school year. Information concerning these classes, as well as activities
sponsored by the Novi Department of Parks and Recreation, is mailed and/or sent home
periodically with the students. Community Education may be contacted by calling
(248)449.1206.

SPECIAL EDUCATION/SECTION 504
PROJECT FIND

The Novi Community School District offers evaluations, programs, and services to
individuals who are identified as having, or who are suspected of having, a disability as
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defined in either the Individuals with Disabilities Education Act (IDEA) or Section 504 of
the Rehabilitation Act of 1973. These services are available to eligible persons ages 0-26
who reside within, or attend a K-12 school program within, the Novi Community School
District attendance boundaries. Referrals are accepted from parents, staff members,
community agencies and other interested parties. For more information about available
services, parent/student rights or referral procedures contact:

Novi Community Schools
Office of Student Services
25345 Taft Road
Novi, Michigan 48374
or call (248)449-1200

SERVICES FOR STUDENTS WITH DISABILITIES - SPECIAL EDUCATION

OVERVIEW

The Novi Community School District offers a full continuum of program/service options
designed to meet the individual needs of eligible students with disabilities from birth
through age 25 who attend a public or approved private school within the NCSD
boundaries. While emphasis is placed on educating all students in integrated settings to
the maximum extent appropriate, placement decisions must be based on individual
student needs and desired outcomes, and must be rooted in the Individual Educational
Planning Team (IEPT) process. Parent involvement is an integral part of programming.

STUDENT SUPPORT TEAM

The Student Support Team (SST) is a problem-solving process that may be used by
teachers and parents to help address learning or behavioral differences. At the SST
meeting, specific learning challenges are identified and intervention strategies are
decided upon. The SST may reconvene as many times as necessary to resolve the
concern.

EVALUATIONS

Novi Community Schools provides evaluations for students who are suspected of having
a disability under IDEA (the federal special education law) and/or Section 504. If there is
reason to suspect that the student has a disability, staff may use the SST process to
recommend an evaluation. If the intent of the evaluation is to determine eligibility for
accommodations under Section 504, parental notice is required prior to evaluation. If the
intent is to access special education programs/services under IDEA, parental consent is
required prior to evaluation. Parents may initiate an evaluation under IDEA or Section
504 by contacting the Office of Student Services at 248-449-1200.

SPECIAL EDUCATION CLASSROOM PROGRAMS
Resource programs are available in all buildings. All these programs serve students with
a variety of disabilities including emotional, cognitive, speech/language, hearing, vision,

23



physical/health impairments and learning disabilities. The amount of time the student
spends in the special education classroom is determined by the IEP Team.

At all levels the resource programs are departmentalized; students may move from class
to class and may see more than one resource teacher based on the subjects they are
taking within the special education department. In grades 5-12 the resource program
sometimes provides support through a model known as co-teaching. In this situation
general education and resource teachers share responsibilities in the general classroom.
Placement in a co-teaching team or classroom is a decision made by the [EP Team.

At Parkview, Orchard Hills, Novi Meadows, the Middle School, and the High School there
are resource programs for students who have more significant challenges and need most
of their instruction in a special education setting. These programs focus on basic
academics, life skills, and prevocational education, and might include students who have
been found eligible under the categories of cognitive impairment, physical impairment,
autism, or any other disability which requires intensive support from a team of educators.

An Early Childhood Special Education (ECSE) program serves preschool-aged children
with disabilities, who require a specialized classroom setting (i.e., their needs cannot be
met in a typical preschool or day care setting). This program is housed at the ITC,
adjacent to the Community Education Preschool Classes and runs for four half-days per
week.

SPECIAL EDUCATION RELATED SERVICES

A wide range of related services is available within Novi Community Schools to meet the
individual needs of eligible students. These include speech/language therapy, school
social work services, occupational and physical therapy, and teacher consultant and
school psychology services. Transition plans are developed for all eligible students
beginning at age 16 or younger, if appropriate. One of the High School resource teachers
oversees community placements for secondary students who have that need. Functional
Behavior Assessments are conducted for students at all levels whose behavior impedes
their own learning or the learning of others. Behavior Intervention Plans are developed as
necessary by the IEP Team. Appropriate related services are identified through the IEPT
process.

OAKLAND INTERMEDIATE SCHOOL DISTRICT SERVICES

Oakland Schools, the intermediate school district of which Novi is a part, provides a
variety of services to students, parents and staff. The Student Support Center at Oakland
Schools provides second opinion evaluations or consultation in the areas of behavior
management, hearing and audiology, vision, speech/language, augmentative
communication, assistive technology, and psycho-educational assessment. Itinerant
teacher consultants provide services to students who have hearing, visual or physical
impairments, and orientation/mobility specialists provide training to students who are
blind/visually impaired. All referrals for Oakland Intermediate School District services are
processed through the Office of Student Services.
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OUT-OF DISTRICT OPTIONS

Some students have specific needs which are best addressed in specialized settings.
These students are identified through the IEPT process. Novi students have access to
several consortium-type programs, which are operated by neighboring districts through
cooperative agreements and tuition arrangements. These may include programs for
students who have been identified under the categories of cognitive impairment, severe
multiple impairment, autism, visual impairment, hearing impairment, and physical
impairment. Prevocational training is available at the post-secondary level through
Visions Unlimited. Novi's youngest residents, those ages 0-3, may be served through
Early Intervention services provided by the Walled Lake School District. Additional out-
of-district placements also may be available through contractual arrangements with other
agencies, depending on the needs of the student, as identified by the IEP Team.

For more information about services for students with disabilities, contact the
Office of Student Services at (248)449-1207.

ACADEMICS
ATTENDANCE POLICY

Section 1561 of the Revised School Code states: “Except as otherwise provided in this
section, every parent, guardian, or other person in this state having control and charge of
a child from the age of 6 to the child’s sixteenth birthday shall send that child to a public
school during the entire school year. The child’s attendance shall be continuous and
consecutive for the school year fixed by the school district in which the child is enrolled.”

The Novi Board of Education believes that regular attendance in school is important to
the educational growth of the student; however, legitimate circumstances may exist
whereby a student is unable to attend school, such as:

+ Personal illness or illness in the family

¢ Death in the family

Court appointments

Religious holidays

Prearranged family vacations *

Medical appointments that cannot be made during out-of-school hours

+ Other prearranged absences (including college visitation), provided pre-
approval is granted

+ Religious instruction and/or obligations, arranged in advance and verified by
written parental excuse

+ School-sponsored activities

+ School-imposed suspensions (absences due to disciplinary suspension will be
treated as “excused”)
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Every school day is vitally important in the educational development of the student.
Punctual and regular attendance is essential for a student to do well in school. If an
absence or late arrival is necessary, parents/guardians should contact the attendance
office recording system.

A student will be considered truant if he/she is absent from school and unexcused for
more than five days in succession; or is absent from school for any reason10 days or
more in a 30-day period; or is absent 30 days or more for any reason in a school year.
Failure to earn credit or a grade may result from academic requirements not being
completed.

* Parents are encouraged not to take their child out of school for vacations. Any student
who is absent from school for vacations will be unexcused, except those who are going
directly with parents or legal guardians. This type of authorized vacation request must be
submitted to the principal in advance. Parents are encouraged to schedule vacations
during the generous break times provided during the school year.

CURRICULUM/ACADEMICS

Novi Community Schools places a high regard on student achievement in all academic
areas. Students experience the greatest level of success when they understand and
agree that academic learning comes first.

LEARNING EXPECTATIONS

The State Board of Education has the authority and responsibility to establish learning
expectations for Michigan’s public education students. To fulfill that responsibility, the
State Board has developed the Michigan Content Expectations.

A student possessing the skills meeting Michigan Content Expectations will, across all
academic and nonacademic content areas, be prepared to:

1. Gather Information. Research and retrieve information from a wide range of
primary and secondary sources in various forms and contexts.

2. Understand Information. Understand, synthesize, and evaluate information in an
accurate, holistic, and comprehensive fashion.

3. Analyze Issues. Review a question or issue by identifying, analyzing, and
evaluating various considerations, arguments, and perspectives.

4. Draw and Justify Conclusions. Draw and justify conclusions, decisions, and
solutions to questions and issues by, among other things, using reason and
evidence, specifying goals and objectives, identifying resources and constraints,
generating and assessing alternatives, considering intended and unintended
consequences, choosing appropriate alternatives, and evaluating results.
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5. Organize and Communicate Information. Organize, present, and communicate
information in a variety of media in a logical, effective, and comprehensive manner.

6.  Think and Communicate Information. Read, listen, think, and speak critically in
connection with any subject with clarity, accuracy, precision, relevance, depth,
breadth, and logic.

7. Learn and Consider Issues Cooperatively. Engage in shared inquiry processes,
in a collaborative and team-based fashion, with persons of diverse backgrounds
and abilities.

8. Learn Independently. Engage in learning in an active, exploratory, independent,
and self-directed fashion.

9.  Create Knowledge. Create knowledge by raising and identifying previously
unconsidered or unidentified questions and issues; creating new primary knowledge;
and creating new approaches to solving or considering questions and issues.

10.  Act Ethically. Adhere to the highest intellectual and ethical standards in
conducting all of the above.

ACADEMIC SERVICES

Counseling Department

Counselors provide both academic and career counseling as well as help students
develop positive decision making skills. Open lines of communication with parents are
maintained at all times, and confidentiality is strictly observed.

Media Center

A wide variety of services and opportunities are available to students through the media
center. Students may check out books, conduct research and produce multimedia projects.
The media center computers support Windows XP and have Internet access. A security
system blocks inappropriate sites. A media center orientation is conducted in the fall for
seventh graders. Research, media and computer skills are taught throughout the year.

Literacy Interventions
Literacy specialists work with teachers and students to help implement academic
strategies and interventions.

Reading Support
Reading support is available to students experiencing difficulty mastering the skills and

objectives of the reading program. Usually this difficulty is determined when a student is
reading a year or more below grade level. Entry into the program is based on teacher
referral and subsequent individual testing.

The reading support service provides the identified student with the opportunity for a
more intensive teaching effort of the skills being taught to the student in the regular
classroom.

A student’s need for this service is usually evaluated on an annual basis.
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HOMEBOUND/HOSPITALIZED INSTRUCTION

The District shall arrange for individual instruction to students of legal school age who are
not able to attend classes because of a physical or emotional disability.

Parents should contact the school administration regarding procedures for such
instruction. Applications must be approved by the principal/designee. The District will
provide homebound instruction only for those confinements expected to last at least five
(5) days.

Applications for individual instruction shall be made by the parent/legal guardian. A
physician licensed to practice in this State must: certify the nature and existence of a
medical condition; state the probable duration of the confinement; and, present evidence
of the student’s ability to participate in an educational program.

INSTRUCTIONAL MATERIALS - Review of

In recognition of the rights of parents/guardians, the Board shall ensure that a
parent/guardian responsible for the care and custody of a pupil enrolled in the District
may do all of the following:

A. Review the curriculum, textbooks, and teaching materials of the school in which
the pupil is enrolled, at a reasonable time and place, and in a reasonable
manner.

B. Be present, to a reasonable degree, and at reasonable times and subject to
reasonable restrictions, controls, and limits, to observe instructional activity in a
class or course in which the pupil is enrolled and present. As used in this
subdivision, “instructional activity” does not include testing.

The Board may adopt reasonable policies or guidelines under this section.

Any parent who wishes to review materials or observe instruction must contact the
principal prior to coming to the school. Parents’ rights to review teaching materials and
instructional activities are subject to reasonable restrictions and limits.

FIELD TRIPS

The term “field trips” applies to school sponsored activities conducted before, during, or
outside of regular classroom hours. The term includes trips associated with non-athletic
extracurricular activities, as well as academic school work. Field trips are an integral part
of the educational program and shall support the teacher in meeting curriculum
standards. The principal may approve field trips subject to availability of budgeted funds
and the requirements of Board of Education Policy #2340.

28



TUTORING

In the rare circumstance when tutoring is recommended or desired, parents may contact
the Office of Student Services at (248)449-1200 or each building office for a list of
available tutors. The employment of a tutor is the sole responsibility of the
parent/guardian and shall not be a requirement of the School District or a staff member.
The Board of Education has determined that it is a conflict of interest for a teacher of a
student assigned to their class to be a tutor for that student. The Community Education
Department, (248)449-1207, also offers tutoring programs.

STUDENT BEHAVIOR

CODE OF CONDUCT - STUDENT

The Board of Education of the Novi Community School District recognizes the following:

1.

The primary intent of society in establishing public schools is to provide an
opportunity for learning.

Students have a responsibility to be accountable for their actions.

Students are expected to conduct themselves in a reasonable manner. When
this is not the case disciplinary measures are indicated.

Due process will be followed in all disciplinary cases. Procedures for
disciplinary action are discussed in Sections D and E under Debarment
Suspension, and Expulsion.

Administrators and teachers also have rights and duties. Administrators have
the responsibility for maintaining and facilitating the educational program.

The teacher has the discretionary authority to debar students from a class. The
principal or his/her designee is permitted to exercise discretionary authority to
suspend students, within the constraints imposed by law and District policy. The
Board of Education has such authority to impose student expulsions. The
following rules, regulations and due process statement are designed to protect
all members of the educational community in the exercise of their rights and
duties.

Teachers, custodians, bus drivers, and administrators can be assured that the
Board of Education of the Novi Community School District will pledge its support
to disciplinary actions taken, provided that personnel have acted responsibly.
Nothing in this document regarding student rights shall limit the due process
rights of educators or non-certified school employees, nor shall this document
limit their use of the recognized or established grievance procedure.

A variety of influences play upon students and help shape attitudes and determine
actions. Among those influences are the home and the attitude it fosters, peer group
relationships, the news media, society and the attitudes and feelings prevalent therein,
as well as the school and its programs.
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It is important to remember that the school’s rules apply going to and from school, at
school, on school property, at school-sponsored events, and on school transportation. In
some cases, a student can be suspended from school transportation for infractions of
school bus rules.

A. The student is expected to:
1. Put forth every effort to achieve the highest academic level possible and to
develop high quality social habits;

2. Understand that with citizenship/school rights and privileges, comes
responsibility to act and react in an acceptable age appropriate manner;

3. Take advantage of opportunities to participate with the school staff in the
development of school and/or classroom rules at the student's developmental
level;

4. Recognize that there are channels (i.e. Student Council and/or building
principal) through which rules or conditions can be questioned or studied;

5. Understand that all individuals, regardless of race, color, national origin,
religion, sex, disability, age, height, weight, familial status, or marital status
shall be treated with respect; and

6. Understand that sexual harassment or discrimination of any nature, towards
any individual, will not be tolerated.

B. The parent is expected to:

1. See that the student attends school regularly and is punctual;

2. Establish and maintain communication with the school;

3. Be responsible for the student’s health, personal cleanliness, acceptable
grooming and appropriate dress;

4. Assume responsibility in working with school personnel and community
agencies in solving behavior problems;

5. Develop and maintain in their children respect for lawful procedures and for
other people, their rights and their property; and

6. Teach their children respect for other’s property and reasonable behavior
towards other individuals.

C. The teacher is expected to:

1. Provide a positive climate for learning and teaching;

2. Work with students so they understand content standards and benchmarks;
Help the students realize that as group members and/or individuals each is
important and that each should act in a responsible way;

Participate with other staff in formulating rules which relate to the school;
Know and enforce, consistently and fairly, the rules and policies of the school;
Report to the administration instances of serious misbehavior;

Use procedures appropriate for age, background, and level of maturity in
disciplining students; and
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8.

Seek conferences with parents and other school personnel in an effort to
understand students who display behavioral problems.

D. The principal is expected to:

1.

2.

7.

8.

Make known to, and interpret for students, parents, and school staff the
specific school discipline policies;

Formulate and implement plans with staff input for effective student
involvement in the development of recommendations which may affect school
policies and procedures;

Provide time at meetings for discussions of good disciplinary techniques;
Support all building personnel in maintaining appropriate and effective
discipline;

Arrange and be available for conferences with the staff, pupils, parents, and
others regarding discipline matters;

Attempt to solve more severe discipline cases by the use of varied
procedures;

Survey innovative educational programs and make necessary proposals to the
superintendent to help minimize discipline problems; and

Inform teachers consistently of principal’s/designee’s disciplinary action.

Due Process

The constitutional rights of individuals assure the protection of due process of law.
Therefore, this system of constitutionally and legally sound procedures is developed with
regard to the administration of discipline in the schools of Novi.

A
B.

Disciplinary authority shall be reasonable and fair.

Every effort shall be made by school personnel to resolve problems through
effective utilization of School District resources, in cooperation with the student
and the parent or guardian.

To the extent required by law, a student must be given the opportunity for a
hearing with the appropriate school administrator. A hearing shall be held to
allow the student and the parent or the guardian to contest the facts which may
lead or have led to disciplinary action, or to contest the appropriateness of the
sanction imposed by a disciplinary authority.

Debarment, Suspension and Expulsion

A. Debarment

Definition: Debarment is the temporary removal of a student from a
particular class, classes, or activity; but not from the building.

Authority: A teacher, principal or designee (hereafter “Building
Administrator”) has the authority to debar a student based upon misconduct.
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Procedure:

1. A debarment may be imposed by a teacher or building administrator
following an informal conference with the student during which the
student is advised of the misconduct with which he or she is charged,
and the evidence supporting the charge. The student is given an
opportunity to present his or her version of the alleged incident(s) during
the informal conference.

2. Reasonable efforts shall be made to notify the parent or guardian by
telephone, letter, or personal contact of the student’s debarment and the
reasons for the debarment. A written record of such contact shall be
made in all cases of debarment.

3. Adecision by a teacher to impose debarment may be appealed to the
building administrator. The decision of the building administrator to
impose debarment is not subject to appeal.

4. If deemed necessary in the teacher’s professional judgment, a student
may be immediately debarred from the classroom and sent to the office.
After the situation has been brought under control, debarment and/or
suspension procedures may be initiated.

Teacher Suspension of Student

Definition: A teacher may suspend a student from the teacher’s class,
subject or activity for up to one full school day in accordance with state
law and this Board policy if the student fails to comply with classroom
safety rules as established by the teacher.

For all other conduct, the teacher must handle the matter in accordance with the
standard disciplinary process established by the Board and used in the

school building. The teacher may also elect to not exercise the suspension rights
provided in this policy and handle the matter in accordance with the standard
disciplinary process used in the school building.

Procedure: The teacher must have good reason to believe that the student's
conduct in the class, subject or activity meets the criteria for the conduct noted
above.

If the teacher suspends the student, the teacher must immediately report the
suspension and the reason for the suspension to the school principal/designee in
writing. The teacher must send the student to the school principal, or the
principal’s designee for appropriate action. If the student remains in school, the
student shall be under appropriate supervision. The student will not be returned
that school day to the class, subject or activity from which he or she was
suspended without the concurrence of the suspending teacher and the school
principal/designee.
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As soon as possible after the teacher imposed suspension, but not later than the
next school day, the teacher must contact the student’s parent or guardian and
schedule a parent-teacher conference to discuss the suspension. The teacher
must report the outcome of the parent-teacher conference to the principal in
writing. Whenever practicable, a school counselor, school psychologist, or school
social worker should attend the conference. A school administrator will attend the
conference at the teacher’s, or the parent’s or guardian’s request.

A record of the teacher imposed suspension will be kept.

This policy does not diminish the due process rights under federal law of a student
who has been determined to be eligible for special education programs or services
or Section 504 accommodations.

Short-Term Suspension

Definition: A short-term suspension is the denial of a student’s right to attend
the school day, be on school grounds, attend or participate in school functions
for a period not to exceed ten (10) school days.

Authority: The building administrator has the authority to impose a short-term
suspension based on misconduct.

Procedure:

1. A suspension may be imposed by an informal hearing involving the
administrator and the student in which the student is advised of the
misconduct with which he or she is charged and the evidence supporting the
charge. The student is given an opportunity to present his or her version of the
alleged incident(s) during the informal hearing.

2. Atthe discretion of the building administrator, parents and other persons may
be permitted to attend the informal hearing or otherwise provide information
which will assist in the resolution of the charge.

3. Upon the conclusion of the informal hearing, if the building administrator
determines that the student has not engaged in misconduct, the charge shall
be dismissed.

4. Upon the conclusion of the informal hearing, if the building administrator
determines that the student has engaged in misconduct, an appropriate
suspension not to exceed ten (10) school days may be imposed upon the
student by the building administrator.

5. Reasonable efforts shall be made to notify the parent/guardian by telephone,
letter, or personal contact of the student’s suspension and the reasons for the
suspension. A written record of such contact shall be made in all cases of
suspension.

6. A decision by a building administrator to impose a suspension not to exceed
ten (10) school days shall not be subject to appeal.
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Long-Term Suspension or Expulsion

Definition:

1. Along-term suspension is the denial of a student’s right to attend school, be
present on school grounds, or attend any school function for a period in
excess of ten (10) school days

2. Expulsion is the total and permanent exclusion of a student from the Novi
Community School District.

Authority:

1. The Superintendent and the Assistant Superintendent of Administrative
Services have the authority to impose a long-term suspension based upon
misconduct.

2. The Board of Education has the authority to expel based upon misconduct.

Procedure:

1. Along-term suspension or expulsion may be recommended to the
Superintendent by a building administrator following an investigation of
charges of misconduct by a student, and an offer to the student and his or
her parents or guardians of an informal hearing involving the administrator
and the student.

2. Atthe informal hearing, the student (1) shall be advised of the misconduct
with which he or she is charged; (2) shall be advised of the evidence
supporting the charges; and (3) shall be given the opportunity to present his
or her version of the alleged incident(s). At the discretion of the building
administrator other persons may be permitted to attend the hearing or
otherwise provide information which will assist in the resolution of the
charges.

3. Upon the conclusion of an investigation of the charges by the building
administrator and upon the conclusion of a requested informal hearing, if the
building administrator determines that the student has not engaged in
misconduct, the charges shall be dismissed.

4. Upon the conclusion of an investigation of the charges by the building
administrator and upon the conclusion of a requested informal hearing, if the
building administrator determines that the student has engaged in
misconduct which merits a long-term suspension or expulsion, the building
administrator shall make a written recommendation to the Superintendent
that the student be so disciplined, identifying the basis(es) upon which the
recommendation has been made. The building administrator may also
impose an immediate suspension of the student of up to ten (10) school
days, pending further review of the recommendation.

5. Upon receipt of a recommendation from a building administrator for a long-
term suspension or expulsion of a student, the Superintendent shall review
such recommendation and shall determine (1) whether to forward the matter
to the Board of Education for a hearing to determine the appropriateness of
expulsion or (2) whether to retain the matter for a hearing to determine the
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6.

appropriateness of a long-term suspension; or (3) to take such lesser action
as is appropriate.

If the Superintendent determines that either a long-term suspension or
expulsion is appropriate, then the Superintendent or the Assistant
Superintendent for Administrative Services shall schedule a hearing (1)
before the Board of Education when expulsion is at issue, or (2) before the
Superintendent or the Assistant Superintendent for Administrative Services
when long-term suspension is at issue. Such hearing shall take place within
ten (10) school days following the commencement of the student’s
suspension.

When expulsion is at issue, if the hearing cannot be scheduled before the
Board of Education within the ten (10) school day period or if it shall appear
to the Superintendent or the Assistant Superintendent for Administrative
Services that the Board of Education may not be able to conclude the
hearing within the ten (10) day period, the Superintendent or the Assistant
Superintendent for Administrative Services shall offer the student and
parents or guardians an opportunity for an intermediate hearing before the
Superintendent or the Assistant Superintendent for Administrative Services.
Such hearing will take place within the ten (10) school day period on the
merits of the charges and the propriety of continuing the suspension until the
Board of Education can conduct a hearing. The Superintendent or the
Assistant Superintendent for Administrative Services, may impose additional
days beyond the short term suspension until such time as the Board can
hold the hearing.

E. Procedure for Hearings Before the Board of Education, the Superintendent
or the Assistant Superintendent for Administrative Services
If the student and/or parents or guardians elect to have a hearing on the charges,
the following procedures will be followed:

1.
2.

3.

Evidence in support of the charges shall be presented.

Witnesses may be sworn at the discretion of the Board of Education, the

Superintendent, or the Assistant Superintendent for Administrative Services.

The student may be represented by counsel who may present witnesses or

evidence on behalf of the student as well as cross examine witnesses who

testify in support of the charges.

The formal rules of evidence as apply in courts of law shall not apply, but

rather evidence of a type commonly relied upon by reasonably prudent

persons in the conduct of their affairs shall be admitted.

An opportunity for opening and closing argument shall be provided to both

parties.

At the conclusion of the evidence, the Board, the Superintendent, or the

Assistant Superintendent for Administrative Services, shall deliberate.

Following such deliberations in a hearing before the Board of Education, the

Board shall, through an appropriate resolution adopted by a majority vote of

its members, either dismiss the charge or order the suspension, expulsion,
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or other appropriate action, of the student based upon a finding that the
charges have been established through the evidence presented at the
hearing.

8.  Following such deliberations in a hearing before the Superintendent or the
Assistant Superintendent for Administrative Services, the Superintendent or
the Assistant Superintendent for Administrative Services shall either dismiss
the charges or order the suspension, or other appropriate action, of the
student based upon a finding that the charges have been established
through the evidence presented at the hearing.

9. Within five (5) school days after the conclusion of the hearing, the student
and his/her parent or guardian will receive notice of the decision of the Board
of Education, the Superintendent or the Assistant Superintendent for
Administrative Services.

Open or Closed Hearing Before the Board of Education

Prior to any hearing before the Board of Education, the Superintendent or the
Assistant Superintendent for Administrative Services shall notify the student
and/or parent or guardian of the following:

+ their right by timely election, to have a hearing on the recommendation for
long-term suspension or expulsion

+ the date on which the hearing has been scheduled

+ that the hearing may be held in open or closed session at the student,
parent(s), or guardian’s request

A student and/or parent or guardian may not be given a hearing for the
following reasons:

+ failure to respond in a timely manner to a notice indicating their right to have a
hearing
+ by affirmatively declining the opportunity for a hearing

In such cases in which a hearing is not held and the issue is a long-term
suspension, the Superintendent or the Assistant Superintendent for
Administrative Services shall review the recommendation of the building
administrator and make an appropriate determination based on the evidence of
the case.

Waiver of Right to Hearing/Voluntary Exclusion From School

A student, or a parent of a minor student, may waive the student’s right to a
hearing on charges alleging student misconduct and voluntarily accept exclusion
from school, school grounds, and school functions in excess of ten (10) school
days without such a hearing. Such exclusion shall be for a specific period of time.
During such period of exclusion the student shall not be allowed to reenroll. Such
voluntary exclusion is not a right of any student and shall be available only at the
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discretion of the building administrator or Superintendent or the Assistant
Superintendent for Administrative Services.

Referral to Juvenile Division of the Probate Court

If long term suspension or expulsion is determined to be appropriate and the student is
under 17 years of age, the Superintendent or the Assistant Superintendent for
Administrative Services may notify the juvenile division of the probate court of the matter.

Re-admittance to the School District Following Expulsion

The following shall apply with regard to re-admittance to the Novi Community School
District after expulsion:

A.  The student shall not be readmitted to any school within the Novi Community
School System except by action of the Board of Education.

B. After an expelled student’s absence from school for the remainder of the semester
during which the incident leading to the expulsion occurred and the one regular
school semester following, the student and/or his or her parent or guardian may
seek readmission by applying to the Board of Education through the
Superintendent.

C. The Board of Education has the discretion to shorten or lengthen the time period
for application for re-admittance.

D. The Board of Education may readmit the student if he/she can satisfactorily
demonstrate that he/she has made a sincere effort at rehabilitation and
demonstrates a desire to return to the educational setting subsequent to the
expulsion and will not represent a threat to the safety and welfare of the students
of the Novi Community School District.

E. The Board of Education shall base its decision in part on the severity of the
incident leading to expulsion.

F.  The Board of Education may further qualify readmission upon specified conditions
which it determines are appropriate.

Students with Disabilities

The School District will discipline all special education students and other students with
disabilities in accordance with School District policies and applicable legal standards.

Student Conduct

To establish the best possible learning atmosphere, as well as to provide for the health,

safety and welfare of all students and employees of the Novi Community School District,
the following categories of misconduct have been adopted along with general guidelines
for consequences when a student engages in such misconduct. These standards of
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conduct apply to all students for all activities of the District. This list is not intended to be
exhaustive, and includes, but is not limited to the following:

Disciplinary Action for Student Conduct Violation: The Revised School Code as amended
authorizes the Board of Education to debar, suspend or expel a student for misconduct.

A. Attendance
Daily attendance in all classes is necessary for school success. It is the law of the
State of Michigan that all students shall be in regular and continuous attendance
in all classes. Since repeated absence from school interferes with both individual
progress and with the teacher’s ability to conduct the instructional program
effectively for all other students in the class, truancy may subject the student to
disciplinary action and failure to earn academic credit, and may result in referral to
the Juvenile Division of the Probate Court.

B. Controlled Substance and Alcohol
Controlled substance shall include marijuana, cocaine and heroin and those
substances included within (or exempted from) the controlled substances
provision of the Public Health Code, MCLA 333.7101 et seq. or any successor
thereof.

The manufacture, distribution, sale, possession, use, or being under the influence

of the following substances is prohibited.

1. Alcohol or any alcoholic beverage, including “nonalcoholic malt beverages”.

2. lllicit drugs, including but not limited to those drugs described as a
“controlled substance” under either state or federal law.

3. Any abusable glue, aerosol or other chemical substance, including but not
limited to petroleum distillates, lighter fluid, and reproduction fluid for
inhalation.

4. Any prescription or nonprescription drug, medicine, vitamin or other
chemical including, but not limited to, aspirin, other pain relievers,
stimulants, diet pills, multiple or other type vitamins, pep pills, no-doze pills,
cough medicines, and syrups, cold medicines, laxatives, stomach or
digestive remedies, depressants and sleeping pills not taken in accordance
with the District’s authorized use of medication procedures.

5. Steroids, human growth hormones or other performance-enhancing drugs.

6. Substances purported to be illegal, abusive or performance-enhancing, i.e.,
“look-alike” drugs.

It shall not be a violation of this policy for a student to use or possess a
prescription or patent drug when taken pursuant to a legal prescription issued
by a licensed physician for which permission to possess and/or use in school
has been granted pursuant to the District's medication policy.
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These standards of conduct apply to all students while on school property or in
school-sponsored transportation, as well as to all student participants in any
school sponsored activity or function regardless of location, date, time.

C. Cooperation with School Personnel
Students are required to obey all directives given by school personnel. Employees,
volunteers and contractors are prohibited from threatening to inflict, inflicting or
causing infliction of corporal punishment upon any student. However, Section 1312
of the Revised School Code permits a school employee, volunteer, or contractor to
use reasonable physical force in the following circumstances:

“(@) To restrain or remove a pupil whose behavior is interfering with the orderly
exercise and performance of school district or public school academy
functions within a school or at a school-related activity, if that pupil has
refused to comply with a request to refrain from further disruptive acts.

For self-defense or the defense of another.

To prevent a pupil from inflicting harm on himself or herself.

To quell a disturbance that threatens physical injury to any other person.
To obtain possession of a weapon or other dangerous object upon or within
the control of a pupil.

(f) To protect property.”

MCL 380.1312

AAAA
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D. Criminal Acts
The students in the Novi Community School District are subject to the laws of the
United States, State of Michigan and local ordinances. The commission of, or
participation in, acts of a criminal nature while on school property, in school
vehicles, or while in attendance at school sponsored events, or otherwise related
to any school program, function, or activity is prohibited. Students involved in acts
of a criminal nature shall be subject to discipline at the discretion of the building
administrator up to and including recommendation for expulsion. The School
District will report such incidents to a student’s parent or legal guardian and to the
local law enforcement. School officials may take disciplinary action regardless of
whether criminal charges result.

The following list generally describes activities which are among those defined as
criminal under the laws of the State of Michigan. This list is not to be construed as
an exclusive list or as a limitation upon school officials to deal appropriately with
other types of criminal acts which interfere with the good of the school system or
the proper functioning by the educational process.

1. Arson
The intentional setting of fire, or doing any act which results in the starting of
a fire, or aiding, counseling, inducing, persuading or procuring another to do
such act or acts
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10.

1.

12.

13.

Assault

A verbal threat or other act which places another in reasonable apprehension
of receiving an immediate battery

Battery

The willful or intentional objectively offensive touching of a person against
that person’s will

Explosives or Incendiary Devices

The use or possession of explosives or incendiary devices are not permitted
on school property, in school vehicles or at any school sponsored events or
activities

Extortion, Blackmail or Coercion

The obtaining of money or property by violence or forcing someone to do
something against his or her will by force or threat of force

False Fire Alarm

The setting off the fire alarm when there is no fire

False Bomb Threats

A bomb threat or similar threat directed at a school building, other school
property, or a school-related event

Fireworks

The setting off of explosive substances or possession of same

Larceny

The taking of the property or belongings of another without permission of the
person entitled to such possession

Malicious Destruction of Property

The willful or malicious destruction or injury to the property of another
Robbery

The stealing from an individual by force or threat of force

Substance Abuse/Alcohol/Drugs

See Section B on Controlled Substance

Trespass

The presence in an unauthorized place or the refusal to leave when ordered
to do so

It is the intent of this section to prohibit acts of a criminal nature but not to require
the evidence of a violation in a resulting disciplinary proceeding to meet the same
standard of proof required in a criminal proceeding in court or to require evidence of
a conviction in a judicial proceeding as a precondition to initiating and concluding
such a disciplinary proceeding. Rather, the intent is to require a preponderance of
evidence as the standard or burden of proof and to permit disciplinary proceedings
to occur without regard as to whether judicial criminal proceedings have been
initiated or concluded relative to the alleged misconduct.
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E. Disruptive Conduct
Disruption, Insolence, Insubordination and Intimidation: A student shall not engage
in any type of conduct that causes or has the potential for causing disruption or
obstruction of any function, process or activity of the school.

F. Physical Assault, Verbal Assault, Bomb Threat

1.

Physical Assault (MCL 380.1310)

Under the provisions of MCL 380.1310 of the Revised School Code,
“physical assault” is defined as “intentionally causing or attempting to

cause physical harm to another through force or violence. MCL 380.1310
mandates suspension or expulsion for up to 180 school days for students

in Grade 6 or above, who commit a physical assault at school against
another student.

Physical Assault (MCL 380.1311a)

Under provisions of MCL 380.1311a of the Revised School Code, “physical
assault’ is defined in the same manner as in “1.” above. MCL 380.1311a
mandates permanent expulsion for students in Grade 6 or above who commit a
physical assault at school against an employee, volunteer, or contractor of a
school district.

Verbal Threat (MCL 380.1311a)

Verbal threat is defined as any willful verbal threat to inflict injury on

another person, under such circumstances which create a reasonable fear
of imminent injury, coupled with an apparent ability to inflict injury; or, the
use of offensive language directed at a person, where such language is
likely to provoke a reasonable person to physical violence. MCL

380.1311a requires suspension or expulsion for a student in Grade 6 or
above who commits a reported verbal assault at school against an
employee, volunteer, or contractor of the School District.

Bomb Threat (MCL 380.1311a)

A bomb threat, or similar threat directed at a school building, other school
property, or a school related event by a student in Grade 6 or above by any
means shall be suspended or expelled from the school district for a period of
time as determined in the discretion of the school board or its designee.

G. Driving and Parking Lot Violations

Students who drive motor vehicles on school property are required to obey the
laws of the Michigan Vehicle Code, MCLA 257.1 et seq., and to obey the parking
regulations of the Novi Community School District. A student found by a building
administrator, or determined by a building administrator, based upon credible third
party information, to have violated said laws and regulations, shall be subject to a

warning or revocation of driving privileges and parental notification.
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H. Fighting/Physical Violence
A student shall not engage in fighting or other physically violent behavior with any
other student, staff member or school visitor on school property, at bus stops,
before, and/or after school, or at school sponsored functions.

l.  Freedom of Speech and Assembly

1.

Students are entitled to verbally express their personal opinions; however,
such verbal opinions shall not interfere with the freedom of others to express
themselves. The use of obscenities or personal attacks is prohibited.

All student meetings in school buildings or on school grounds may function
only as part of the formal educational process or as authorized by the
principal.

Students have the freedom to assemble peacefully. There is an appropriate
time and place for the expression of opinions and beliefs. Conducting
demonstrations which interfere with the operation of the schools or
classrooms is inappropriate and prohibited.

J. Freedom to Publish

1.

Students are entitled to express in writing their opinions; however, the

distribution of such material may not interfere with or disrupt the educational

process. Such written expression must be signed by the authors.

Students who edit, publish, or distribute handwritten, printed, or duplicated

matter among their fellow students within the school must assume the

responsibility for the content of such publications.

Libel, obscenity, and personal attacks are prohibited in all publications.

Unauthorized commercial solicitation will not be allowed on school property at

any time.

The distribution by students in the school buildings, on school grounds, or at a

school sponsored event of any material which advocates violence or the

violent overthrow of our government (and/or political system) is prohibited,

such as:

a. Materials invading the privacy of another person

b. Materials offensive to a person’s race, color, national origin, religion,
sex, disability, age, height, weight, familial status, or marital status

c. Materials encouraging illegal activity or a violation of school rules

d. Materials promoting a product or service not permitted for minors as a
matter of law

K. Off Campus Misconduct
A student shall not engage in off-campus misconduct, where such misconduct
causes or is reasonably forecast to cause a “material and substantial disruption” to
the school or is a “true threat”. Violators will be disciplined as prescribed by the
appropriate section of this code.
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L. Off-Campus Misconduct at School Sponsored Events
Students at school sponsored events shall be governed by School District rules,
regulations, and this code of conduct, and are subject to the authority of School
District officials. Violators will be disciplined as prescribed by the appropriate
section of this code.

M. Previous Misconduct in Another School System
A student who has been established through a due process hearing to have
engaged in misconduct resulting in expulsion or long term suspension in another
school system or who is alleged by school authorities to have engaged in
misconduct in another school system, public or private, but who has withdrawn from
such school system prior to same being established in a due process hearing,
which misconduct, if true, is of sufficient gravity to represent a threat to the safety or
welfare of the students in the Novi Community School District, will be required to
attend a “Whether to Enroll Hearing” with the Building Principal and/or the Assistant
Superintendent of Administrative Services to determine if the student poses a risk
to Novi Community School District students or staff and whether or not they will be
allowed to enroll in the Novi Community Schools.

N. Tobacco
Smoking or possession of tobacco products is not allowed on school property, at
athletic events, on field trips, at dances, on school sponsored transportation, or at
any school sponsored functions.

0. Weapons
In order to provide a safe learning environment for all children, our schools must be
weapon-free. Michigan law requires the Board of Education to permanently expel a
student for possession of a dangerous weapon on school property, which includes
a building, playing field, or property used for school purposes to impart instruction
to children or used for functions and events sponsored by a school, at a school
activity, orin a school vehicle. Michigan law defines a dangerous weapon as a
firearm, dagger, dirk, stiletto, knife with a blade over 3 inches in length, pocket knife
opened by mechanical device, iron bar, or brass knuckles. MCL 380.1313(4)

Students are strictly prohibited from the possession or use of weapons, as defined
below, on school grounds, in an area adjacent to school grounds while in the
process of coming on to school grounds, in school-owned vehicles or at school
sponsored functions or activities. A student found by a building administrator, based
on credible third party information, to be in possession of or to have used weapons
shall be subject to expulsion. Further, the School District will immediately report this
incident to a student’s parent or legal guardian and to the local law enforcement
agency.

As a matter of District policy, the Board of Education may also exercise its
discretion to expel a student for possession of an object on school property, which
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includes a building, playing field, or property used for school purposes to impart
instruction to children or used for functions and events sponsored by a school, at a
school activity, or in a school vehicle which may be used to cause or threaten harm
to others. Examples of such objects include, but are not limited to: fire arms, pellet
gun, air pistol, starter pistol, whether operable or inoperable or whether loaded or
unloaded, a reasonable facsimile of a firearm, a bomb, Molotov cocktail, sling shot,
billy, bludgeon, blackjack, sand club, metallic knuckles, gas ejecting container or
device which will either temporarily or permanently incapacitate, knife, dagger, dirk,
stiletto, pocket knife opened by a mechanical device, iron bar, karate stick, stars,
nun-chucks or similar martial arts weapons or other objects or instruments a
principal application of which is to inflict injury or physical harm upon the person of
another. A weapon shall also include an object or instrument, which is not in and of
itself a weapon as above defined, but where the possession or use of same is
coupled with an intent by the student to inflict injury or physical harm upon the
person of another.

If a dangerous weapon is found in the possession of a pupil while the pupil is in
attendance at school or a school activity or while the pupil is en route to or from, the
superintendent or his or her designee immediately shall report that finding to the
pupil's parent or legal guardian and the local law enforcement agency.

Section 380.1311(2) of the Revised School Code provides that if a pupil possesses, in a
weapon free school zone, a weapon that constitutes a dangerous weapon, then the
school board, or a designee of the school board, on behalf of the school board, shall
expel the student from the School District permanently. A “dangerous weapon” includes,

but is not necessarily limited to, a firearm, dagger; dirk, stiletto, knife with a blade over 3
inches in length; pocket knife opened by a mechanical device, iron bar, or brass
knuckles.

P. Search and Seizure

School Property

Student lockers, desks, closets, and other containers provided by the District for
student use are owned by the District. The District exercises exclusive control over
the described school property, which may be temporarily used by students for their
convenience with the District's permission, only. Students have no expectation of
privacy regarding such items of school property. Lockers, desks, and similar
containers are accordingly subject to random, suspicion-less search at any time by
school officials, with or without notice from the District or consent by the student or
his/her parent or guardian.

Lockers are School Property

All lockers assigned to students are the property of the District. At no time does the
school relinquish its exclusive control of its lockers. The principal or his/her designee
shall have custody of all combinations to all lockers or locks. Students are prohibited
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from placing locks on any locker without the advance approval of the principal or
his/her designee.

Legitimate Use of School Lockers

The school assigns lockers to its students for the students’ convenience and
temporary use. Students are to use lockers exclusively to store school-related
materials and authorized personal items such as outer garments, footwear,
grooming aids, or lunch. Students shall not use lockers for any other purpose,
unless specifically authorized by Board policy or the principal or his/her designee in
advance of pupils bring the items to school. Students are solely responsible for the
contents of their lockers and should not share lockers with other Students, nor
divulge locker combinations to other pupils, unless authorized by the principal or
his/her designee.

Search of Locker Contents

Random searches of school lockers and their contents have a positive impact on
deterring violations of school rules and regulations, proper maintenance of school
property, and provide greater safety and security for students and personnel.
Accordingly the Board authorizes the principal or his/her designee to search lockers
and locker contents at any time, without notice, and without parent/guardian or
student consent.

The principal or his/her designee shall not be obligated, but may request the
assistance of a law enforcement officer conducting a locker search. The principal or
his/her designee shall supervise the search. In the course of a locker search, the
principal or his/her designee shall respect the privacy rights of the pupil regarding
any items discovered that are against school policy and rules.

Seizure

When conducting locker searches, the principal or his/her designee may seize any
illegal or unauthorized items, which violate Board policy or rules, or any other items
reasonably determined by the principal or his/her designee as a potential threat to
the safety or security of others. Such items include, but are not limited to the
following dangerous weapons: firearms, explosive weapons, flammable material,
illegal controlled substances or controlled substance analogues or other intoxicants,
contraband and stolen property. Law enforcement officials shall be notified
immediately upon seizure of such dangerous items, or seizure that schools are
required to report to law enforcement agencies under the Statewide School Safety
Information Policy. Any items found by the principal or his/her designee shall be
removed from the locker and held by school officials for evidence in disciplinary
proceedings and/or turned over to law enforcement officials. The parent/guardian of
a minor pupil, or a pupil eighteen years of age or older, shall be notified by the
principal or his/her designee of items removed from the locker.
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Searches of Person and Personal Property

If school authorities have reasonable suspicion that a student(s) may possess illegal
items (firearms, weapons, drugs, etc.) or other items reasonably determined to be a
threat to the safety or security of the student or others, or items which are used to
disrupt or interfere with the educational process, the administrator may search that
student’s person and/or personal property, including but not limited to, bags, brief
cases, satchels, purses and motor vehicles. Where practicable all searches will be
carried out in the presence of an adult witness.

Lockers

Students are assigned school lockers for use during the school year for the sole
purpose of storing supplies, clothing and other items essential to their daily needs
while in attendance in school. All lockers remain the property of the Novi Community
School District and school authorities reserve the right to conduct specific or general
searches as set forth above.

Seizure

lllegal items or other items reasonably determined to be a threat to the safety or
security of others, or items which are used or attempted to be used to disrupt or
interfere with the educational process, or contraband or other evidence of rule
violation will be removed from student possession. Items properly removed from the
person of a student, or found through a proper search, may be turned over to law
enforcement agencies and used in connection with criminal proceedings against the
student, as well as disciplinary action by the Novi Community School District.

Q. Discipline
When disciplinary measures are needed, due process rights of students will be
respected. Disciplinary action for violators of the Student Code of Conduct may
include a student reprimand, a meeting with the parents, short-term suspension,
long-term suspension and/or permanent expulsion.

PROPERTY- Care of

Students are urged to take pride in the appearance of their school, including buildings,
the furniture, and the surrounding property. No students shall damage, deface, or
vandalize any property, buildings, grounds, vehicles, and/or equipment owned or
contracted for by the District. Any report of vandalism or theft will be investigated.
Students who violate this policy may be prosecuted, removed from school, or expelled. If
students are found responsible for vandalism or theft, the students and the
parents/guardians will be held financially accountable. Students responsible for an act of
vandalism or theft will be subject to disciplinary action and prosecution under the law.
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ASSEMBLY BEHAVIOR

There will be programs of both educational and entertainment value. Programs include
performances by school as well as outside groups or individuals. Expectations for
assembly behavior include:

Students are to sit in their assigned areas

Students are to remain attentive and refrain from disrupting others.

Students who are disruptive or cause disturbances during assemblies will be
removed from the assembly and further disciplinary action will be reviewed.

At the conclusion of any assembly students are to remain seated until dismissed.

TECHNOLOGY CODE OF CONDUCT

Rights:

Each student has the right to make use of all hardware and software found on school
grounds in order to facilitate diversity and academic growth through use of technology in
compliance with the Novi Community School District Student Code of Conduct.

Responsibilities:

Students will assume the responsibility for the care and proper use of all
hardware and software. Students will contact the appropriate supervisor if they
encounter problems with hardware or software.

Students will not install, remove, relocate, or modify any hardware, software or
files other than their own unless staff permission is first obtained.

Students will obey all copyright laws

Students will not use inappropriate language at any time on the computer
Students will use printers for printing school related assignments only

Students will use scanners for school related assignments and only under the
direct supervision of an adult.

Students will follow the District's contract for internet use.

Students will not use any libelous language that may result in prosecution and/or
legal action. Libel refers to defaming a person’s character, behavior or past.
Students will keep programs of a destructive or monitoring nature off school
network or equipment.

Students will not corrupt or destroy other user’s data

Students will not violate the privacy of other users

Students will not disrupt the work of other users.

Students will not violate the security of the network

If any of the above guidelines are not adhered to, appropriate disciplinary action will be
taken which may include, but is not limited to, loss of computer privileges.
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Internet Usage Guidelines

Students may access District computers, technology, the District network, e-mail and the
internet to facilitate diverse learning styles and personal growth in technology,
information gathering skills and communication, as long as they are a responsible user.

The student is responsible for adhering to the Novi Community Schools Technology
Code of Conduct while using the network, all hardware, software, the Internet and e-mail
on school premises.

Responsibilities:
The student electing to use the District technology, the network, internet and e-mail as an
educational resource shall also accept the responsibility:

« For all material received under his/her user account

 To have a signed Internet Acceptable Use Policy Contract on file in the school
office

« To have a signed Permission to Publish Internet Documents form on file in the
school office if he/she will be publishing projects on a school web site. To monitor
all material received or sent via e-mail and the internet under his/her user account

« To keep copyrighted software of any kind from entering the school via e-mail, the
internet or from other devices or storage mediums such as disks, CD'’s, USB
devices and other mobile storage devices.

o To keep all pornographic material, illegal or inappropriate text graphics, photo or
video files, hacking, password cracking, network monitoring, or other
inappropriate applications, viruses or worms, or files dangerous to the integrity of
the network from entering the school via e-mail, the internet or from other devises
or medium

o To obtain permission and supervision from the classroom teacher prior to using
any chat room, instant messaging system, or social networking sites

 To maintain the integrity of the District network and electronic mail system

« To only use the District assigned account and to report all violations of privacy,
unauthorized access and stealing of passwords

o To appropriately access the internet by not bypassing the District’s internet
filtering system through the use of proxy sites or other means.

Faculty has the right to view, modify and/or remove content of student's school-assigned
network accounts, e-mail accounts and view student computer and internet activity.

Copyright Laws
Copyright laws will be strictly adhered to when using the network, the Internet, e-mail,

and all technology devices such as computers, mobile devices, scanners, and video
equipment in the building. All violations of copyright laws, i.e. illegally copying
information, programs, music, video, or web pages without written permission from the
copyright holder, who is the author or producer, will be covered under the school larceny
policy. All shareware is subject to the guidelines in this document. Walk-in students are
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permitted in computer labs only with permission of the teacher using the lab. When using
an open computer lab, students must be prepared to present their student |.D. along with
their reason for computer need.

Network Usage/Electronic File Saving Guidelines

The NCSD provides student access to network servers for the purpose of providing
electronic file saving. The servers are available from all networked computers in the
building. Each student is assigned his/her own account name and password. Project
folders for class use are also available. The network server is to be used for curriculum
support only. That is, all files stored on the District network server must relate to
curriculum and instruction, school-authorized activities, or information about the School
District. The file server may not be used for games or application programs. Students are
requested to immediately notify staff of any unauthorized use of the network fileserver.
District administration or faculty may elect, at its sole discretion, to monitor any or all
student accounts.

Web Publishing Guidelines

The creation of a web page provides a means of two-way communication for the
purposes of sharing information with the School District and the world about school
curriculum and instruction, school-authorized activities, and other information relating to
our schools and our mission, and providing instructional resources for staff and students.
Publishing privileges are provided to students and staff through individuals who have
been authorized by the District. The following guidelines and responsibilities are
supplemental to the District Acceptable Use Policy, Internet Publishing Permission Form,
and Technology Code of Conduct.

Content:

o All subject matter on School District web pages and their links must relate to
curriculum and instruction, school-authorized activities, or information about the
school District or its mission.

o Staff or student work may be published only as it relates to a class project,
course, or other school-related activity.

o Students and staff are not to use the District's web pages to provide access to
their personal pages on other servers or online services.

Subject Matter:

o All pages must comply with District standards.

e Copyright laws will be followed. Copyrighted materials may be included only
with the express permission of the author, and with proper citations.

e Web pages and links may not contain material that is obscene, offensive,
threatening, intimidating, degrading or damaging to any individual, group or the
Novi Community School District, either materially or in terms of reputation and
standing.

e Links to external sites will enhance the educational value of content published
on District servers.
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Individuals may post their own web pages on servers of their choice, but these
may not affiliate with the District in any way that implies District connection to
or responsibility for such pages without approval from authorized District
personnel.

Students or staff will not infringe on the privacy of visitors to District servers
without explicitly declaring so in a clear privacy statement. Such statements
must detail what information is being gathered and how, and what it will be
used for. Examples of legitimate uses for such information would be alumni
information or online surveys.

Quality:

All work should be free of spelling or grammatical errors.

Documents may not contain objectionable material or link to another page that
contains objectionable material. The judgment of staff will prevail.

All pages must contain the date of the last update and the staff name or
student initials of the person(s) responsible for the page or the update.

Student Safeguards:

Documents may not include any information which indicates the physical
location of a student at a given time other than attendance at a particular
school or participation in school activities.

Documents may not contain objectionable material or point directly or indirectly
to objectionable material.

Documents must conform to school board policies and established school
guidelines.

Disciplinary Action Re: Infraction of Any of the Above:
Enforcement is first the responsibility of the classroom teacher. Administration will review
all cases referred to them for disciplinary action. The student has the right to appeal.

The student may:

1.

2.
3.

Be advised to seek assistance in learning the proper procedure before he/she is
allowed to use District computer equipment;

Be required to make full financial restitution for damages;

Lose District network access, printing, scanning, e-mail, and access to internet
and all computer equipment privileges;

Be suspended from computer use by the administrator; and

Be suspended or expelled based on inappropriate behavior under the Student
Code of Conduct.

TRANSPORTATION POLICIES

Many students will ride a bus to school. Riding a bus is a privilege and may be taken
away from students if their behavior in any way endangers the safety of others on the

bus.
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Students are expected to enter and exit the bus in an orderly fashion. The driver of the
school bus is in complete charge of the students riding that bus and students are
expected to respect and follow the directions of that driver. Should rules not be followed,
the driver may issue a “Ticket” to that student stating the violation and problem. Such
tickets are forwarded to a building administrator for follow-up and disciplinary action. All
tickets must be signed by a parent to insure awareness of the problem and to seek
assistance in curbing any potential safety concerns. For the safe transportation of
students to and from school, the following common rules have been established,
although they certainly are not exclusive:

Stay off the roadway at all times while waiting for the bus

Keep hands and head inside the bus at all times.

No windows or doors are to be opened except by permission of the driver.

Students are required to enter and leave by the front door only.

The rear emergency door is used only in the case of emergency and students

must never open or close the door whether the bus is stopped or is in motion.

Students are required to cross in front of the bus and never behind it.

o Students should not get off the bus at any stop other than their own stop.

e Any student disfiguring or mutilating a bus shall be suspended from riding the bus
until restitution is made. Students who see damage should report it to the driver
immediately.

e Loud, boisterous or profane language, indecent conduct, or throwing of articles
will not be tolerated.

o Buses need to be kept clean, sanitary and orderly at all times. Smoking or eating
on buses is strictly forbidden.

e Only authorized students or school personnel are permitted to ride school buses.

o Students are expected to respect the property of others and not to trespass on
private property when waiting for or leaving the bus.

o  Students are expected to remain seated, and facing the front when riding the bus.

e All students are expected to obey all school rules regarding appropriate behavior.

o  Students are expected to be quiet at all railroad crossings

The Transportation Handbook is available at Elementary Building offices, on the District
web site and at the Transportation Department office.

BICYCLES
Student walkers are welcome to ride their bikes to school. The school does not assume
any responsibility for loss or damaged bicycles. We ask that parents discuss bicycle
safety with their child.

e Bicycle riders must follow all traffic rules. Helmets are required.
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e  Bicycles should be parked in the designated area during school hours.
Immediately upon arriving at school, bicycles should be placed in the bike rack
and not ridden again until dismissal time.

e Kindergarten students are strongly urged to refrain from riding bicycles to
school.

e  For security reasons, we recommend that bicycles be locked. We cannot
assume responsibility for loss or damage.

DRESS CODE

The Board of Education believes that students must wear appropriate attire in order to
maintain an appropriate learning environment for education and that student behavior is
influenced by their attitude and dress. Each school has certain rules for dress that must
be adhered to. Students that dress inappropriately will be sent home to change. Dress
that reflects in a derogatory manner upon the race, religion, sex, or national origin of
members of the student body will not be permitted.

ELECTRONIC DEVICES

Electronic devices are considered to be cell phones, beepers, pocket pagers, PDA's,
MP3 players, I-pods, laser pointers, video games, CD’s Walk Mans, radios, TVs, stereos,
and the like. PDA’s and laser pointers may be used only with permission of the school or
the teacher. Use of electronic devices during the school day is detrimental to the
educational environment and is therefore not permitted unless approved by the Board of
Education or its designee for special circumstances. Students are encouraged not to
bring electronic devices to school. If brought to school they are to leave all electronic
devices in their locker or the device will be confiscated and held for parent/guardian
pickup.

BULLYING/AGGRESSION

The Board will not tolerate any gestures, comments, threats, or actions to a student
which cause or threaten to cause bodily harm, reasonable fear for personal safety, or
personal degradation.

This policy applies to all activities in the District, including activities on school property
and those occurring off school property if the student is at any school-sponsored, school-
approved, or school related activity or function, such as field trips or athletic events
where students are under the school’s control.

Aggression: Aggression also can be any action, word, or gesture that hurts a person’s
body, feelings, friendships, reputation or property, regardless of the intent.
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Bullying: Bullying is a form of aggression that is intentional, repeated, that involves an
imbalance of power between the people involved. Bullying can take the form of an action,
word, or gesture.

Bullying is defined as intimidation of others by acts, such as but not limited to:
o Threatened or actual physical harm

Unwelcome physical contact

Threatening or taunting verbal, written or electronic communications

Taking or extorting money or property

Damaging or destroying property

Blocking or impeding student movement

Aggressive behavior is defined as inappropriate conduct that is repeated enough, or
serious enough, to negatively impact a student’s educational, physical, or emotional well-
being. This type of behavior is a form of harassment, although it need not be based on
any of the legally protected characteristics, such as race, color, national origin, religion,
sex, disability, age, height, weight, familial status, or marital status. It would include, but
not be limited to, such behaviors as bullying, hazing, stalking, intimidating, menacing,
coercion, name-calling, taunting, making threats.

Any student who believes s/he has been or is a victim of aggressive behavior including
bullying or hazing, should immediately report the situation to the building principal or
assistant principal, or the superintendent.

HARASSMENT

Harassment of students is prohibited, and will not be tolerated. This includes
inappropriate conduct by other students as well as any other person in the school
environment, including employees, Board members, parents, guests, contractors,
vendors, and volunteers. It is the policy of the District to provide a safe and nurturing
educational environment for all of its students. This policy applies to all activities on
school property and to all school sponsored activities whether on or off school property.

Harassment is defined as inappropriate conduct that is repeated enough, or serious
enough, to negatively impact a student's educational, physical or emotional well being.
This would include harassment based on any of the legally protected characteristics,
such as race, color, national origin, religion, sex, disability, age, height, weight, familial
status, or marital status This policy, however, is not limited to these legal categories and
includes any harassment that would negatively impact students.

Harassment through any means, including electronically transmitted methods (e.g.,

internet, telephone or cell phone, personal digital assistant (PDA), computer or wireless

hand held device), may be subject to District disciplinary procedures. Such behavior is

considered harassment whether it takes place on or off school property, at any school-
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sponsored function, or in a school vehicle if it is considered to have a negative impact on
the school environment.

Any student that believes s/he has been/or is the victim of harassment should
immediately report the situation to the teacher, the principal, assistant principal, or may
report it directly to the Assistant Superintendent for Administrative Services at the
Educational Services Building at 248.449.1203. Complaints will be investigated in
accordance with AG 5517.

Every student should, and every staff member must report any situation that they believe
to be improper harassment of a student. Reports may be made to those identified above.

SEXUAL HARASSMENT

Not only is sexual harassment unlawful under both State and Federal law, but it is
contrary to the commitment of the Novi Community schools to provide a safe and
effective learning environment. District policy prohibits sexual harassment of students,
employees, Board members, volunteers, contractors or applicants for employment by
students, employees, Board members, volunteers or contractors. The District will not
tolerate sexually harassing behavior as defined by law and/or District policy. The District
also will not tolerate filing of false reports of sexual harassment or retaliation against
persons reporting allegations of sexual harassment or cooperating in the investigation of
such complaints.

Sexual harassment is defined as unwelcome sexual advances; requests for sexual
favors; other verbal, nonverbal, or physical conduct or communication of an intimidating,
hostile, or offensive sexual nature. It refers to behavior which is unwelcome, which is
personally offensive, which fails to respect the rights of others, or which otherwise
creates an intimidating, hostile, or offensive employment or educational environment.
Sexual harassment does not refer to behavior or occasional compliments of a socially
acceptable nature.

Any person who feels they have been subjected to discrimination based on sex and/or
sexual harassment, insults or intimidation shall report the incident(s) to the Building
principal, assistant building principal, or counselor.

HAZING

“Hazing’ means an intentional, knowing, or reckless act by a person acting alone or
acting with others that is directed against an individual and that the person knew or
should have known endangers the physical health or safety of the individual, and that is
done for the purpose of pledging, being initiated into, affiliating with, participating in,

54



holding office in, or maintaining membership in any organization. Subject to subsection
(5), hazing includes any of the following that is done for such a purpose:

(i) Physical brutality, such as whipping, beating, striking, branding, electronic
shocking, placing of a harmful substance on the body, or similar activity.

(ii) Physical activity, such as sleep deprivation, exposure to the elements,
confinement in a small space, or calisthenics, that subjects the other person to
an unreasonable risk of harm or that adversely affects the physical health of
safety of the individual.

(iiiy  Activity involving consumption of a food, liquid, alcoholic beverage, liquor,
drug, or other substance that subjects the individual to an unreasonable risk of
harm or that adversely affects the physical health or safety of the individual

(iv) Activity that induces, causes, or requires an individual to perform a duty or task
that involves the commission of a crime or an act of hazing.”

Reference: MCL 750.4111(7)(b)
Note: If the school club or organization does not have an official and approved initiation

procedure, and if no school staff is involved in the activity, there is a significant likelihood
that the activity may result in violation of this policy.

INSUBORDINATION

Students are expected to obey and follow the directions of school administrators,
teachers, and other supervisory staff. Students that ignore directives from staff members
will be subject to disciplinary action.
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