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ADM Community School District Student Activities Handbook
1. Introduction

This handbook has been prepared for the benefit of the student, parents, and the coaches or directors in an
effort to make interscholastic activities a contributing and worthwhile part of our total school program. We believe
that our activities program is an integral part of our total school program and that participation is a PRIVILEGE.
As such, it provides certain opportunities and emphasizes definite goals, which are difficult to duplicate or
achieve in other middle school/high school activities or in later life. It is our desire that activities be an enriching
and healthful experience in which physical, mental, and social growth can be stimulated through interscholastic
competition. A genuine understanding of the activities requirements, realized through a student-parent
conference in which the rules of this handbook are read and discussed, will help to bring about a greater
understanding of the aims and objectives of the school activities program. Students must be willing to accept
training rules, regulations, and responsibilities, which are unique to our activities program. In accordance with
ADM MS/High School and state associations, enforcement of this handbook is the responsibility of the school,
parents, and participants.

2. Nondiscrimination Statement

Students, parents, employees and others doing business with or performing services for the Adel DeSoto
Minburn Community School District are hereby notified that this school district does not discriminate on the
basis of race, color, creed, religion, gender, national origin, sexual orientation, gender identity, disability,
age( for employment), marital status (for programs), or socioeconomic status (for programs) in admission or
access to, or treatment in, its programs and activities or hiring and employment practices. Any person
having inquiries concerning the school district's compliance with the regulations implementing Title VI, Title
VII, Title IX, the Americans with Disabilities Act (ADA), 504 or Iowa Code 280.3 is directed to contact: Nancy
Gee, Business Manager, 801 Nile Kinnick Drive South, Adel, IA. 50003, 515-993-4283, who has been
designated by the school district to coordinate the school district's efforts to comply with the regulations
implementing Title VI, Title VII, Title IX, the ADA, 504 and Iowa Code 280.3.

Any person having inquiries concerning the school district's compliance with the regulations implementing
Title VI, Title VII, Title IX, the Americans with Disabilities Act (ADA), 504 or Iowa Code 280.3 is directed to
contact:

Nancy Gee

801 Nile Kinnick Drive South

Adel, Iowa 50003

Telephone: 515-993-4283

3. Eligibility Requirements

To be eligible to represent ADM MS/High School in any interscholastic activity, the student must:
A. be considered by the Administration, a representative of ADM's standards of conduct and sportsmanship.
B. maintain academic eligibility. (This policy is described later.)
C. be under the age of twenty (20).
D. maintain amateur status.
E. have a physical examination yearly as confirmed on the physical examination form prior to participation.

NOW ONLINE.
F. complete an acknowledgment of risk form prior to participation.
G. have signed a handbook acknowledgment form prior to participation. NOW ONLINE.
H. Iowa athletes are allowed eight (8) consecutive semesters of participation.
I. State concussion Form signed by the athlete and parent every year. NOW ON LINE.
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4. Personal Conduct

All participants shall conduct themselves in such a way as to reflect positively on themselves, their family, and

school while representing ADM on and off the field, abiding by the ADM Activity Code.

5. School Attendance Requirements

A participant is expected to maintain regular school attendance as a prerequisite to participation in activities.

The following policy must be adhered to relating to school attendance:
A. A student must be present for the entire school day to participate in activities (plays, musicals, speech,

athletics, cheerleading, tryouts, pom pons, etc.)
B. Students will not be allowed to compete in a contest/activity, if on the day of the event, they have been:

1. ill
2. suspended from school
3. have an UNEXCUSED absence from school

C. The student must be in school for all afternoon classes (periods 5-8) to practice an activity after school on
that day.

D. Exceptions: funerals, scheduled appointments and any family emergency (reason will be required) at the
discretion of the AD/Principal. Doctor's note is required prior to returning to school and participation
for illness in activity. These are to be cleared by the building principal or the Activities Director.

E. Each Student will be give one 15 minute exception per semester for participation in an event.
F. It will be the responsibility of the student to inform the coach, director or sponsor of the absence and

subsequent inability to participate in practice, competition or public performance if the absence from class
was without proper approval given by the activities director or designee.

6. Locker Rooms and Care of Equipment
A. The locker rooms are for players and coaches only.
B. There shall be no horseplay in the locker rooms at any time.
C. Locker rooms are to be kept clean.
D. Each student is responsible for the proper care and safekeeping of the equipment issued. Lockers must be

secured before and after practices and/or competition.
E. Lost or stolen items must be paid for through the AD's office or to the coach in charge.
F. No participant will be allowed to practice with another sport until all equipment and/or uniform obligations are

cleared up with his/her previous coach.
G. School-owned equipment is to be worn only at scheduled practice and competition unless specifically

cleared by the coach.

7. Transportation Regulations

Participants must travel to and from away contests in transportation provided by the ADM School District. The
only exceptions are:

A. Injury to a participant, which would require alternate transportation.
B. Parents make prior arrangements with the coach in advance of the trip by having the approved travel release

on file with the coach on the day of the trip.
C. The participant will be released to the parent(s) (designated adult) by the coach upon presentation of the

approved travel release at the contest.
D. Should a parent approach a coach at an away contest and request their son/daughter ride home with them,

it is up to the coach's discretion to release the participant to them.
E. In no cases will a participant be allowed to ride home with another student.
F. Students are considered "good will" ambassadors for ADM both on and off the playing field.
G. Students who miss the bus to an activity will not be permitted to dress or participate in that activity unless

excused due to a situation beyond the control of the student in the nature of an emergency as determined by
the coach in his/her sole discretion.

H. Any damage to buses, caused by students will be paid for by said students. They may also be dismissed
from the group they are representing.
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8. Attendance for Activities

A. Students are required to attend all practices and games or activities in the sport or activity in which they are
a part, unless specifically excused by the coach of that activity.

B. The validity of the excuse shall be determined by the instructor in charge of the activity in a fair and uniform
manner.

C. Students shall inform the coach or director, in advance, the reason for his/her need to be absent as a

condition of being excused. Prior notice would not be required in case of sudden illness or emergency, but

an attempt to notify the coach would be highly appreciated.

D. Attendance of assigned members at games or performances is compulsory, except for sickness or

emergency. Missing an activity for other reasons will result in the student being declared ineligible

for all extracurricular activities and practices until a period of detention time is made up. The period

of detention time will be determined by the coach/director and Activities Director.

E. In case of conflict between two activities the AD will determine which activity takes precedence by using the

following set of criteria:
1. State events including sectional, district, regional, or sub-state shall have top priority.

2. If a conflict exists because of postponement, the rescheduled event shall have the lowest priority unless

it is a state event.
3. A scheduled event shall have priority over a practice session.

4. In the case of athletic practice conflicts, a sport in season will have priority over a sport not yet in playing

season.
5. If local events (those not assigned by the state) are scheduled on the same date, the coach and/or

sponsor of the activities will communicate well in advance to resolve the conflict for the student. In no

case shall a student ever be placed in a position of conflict by the coach and/or sponsor.

6. Coaches and sponsors shall have the right to mutually resolve any student conflict between themselves

in spite of the above guidelines.
7. In cases where conflict cannot be resolved, the Activities Director, after consulting with the coach and/or

sponsor, will resolve the conflict.
F. A student must finish the season in a sport or activity to earn a letter award.
G. A student may participate in only one sport per season unless he/she has written permission from his/her

parents, the Activities Director and both coaches involved in the activities.
H. Once a student goes out for a sport, he/she cannot drop that sport to participate in another sport during the

same season or any over-lapping season. For example, he/she cannot start track and later drop out of track
and start baseball/softball/soccer until the track season has been completed. Students will have the first two
weeks of the season to make up their minds. They may drop one sport and go out for another within that
two-week period with no penalty. After the first two weeks of any season they will not be allowed to drop one
sport and participate in another sport during that season.

9. Training Rules

A. Coaches and directors may establish and enforce reasonable rules for the participants in the activity they
coach/direct. Such rules must be written, discussed, and given to each participant. These rules will also be
discussed and given to the AD to determine reasonableness and fairness.

B. All participants in activities are to adhere to the rules prescribed by the coach. Deviation from these rules
may be cause for dismissal from the activity.

10. Insurance

All participants are highly encouraged to secure insurance at the participant's own expense. A group
insurance plan is available through the school for those students and parents that may be interested. The
school insurance must be purchased during the first three weeks of school. It is not available beyond that
date.

11. Unauthorized Possession of School-Owned Equipment

No ADM student shall have in his/her possession any school-owned equipment, from this school or any other schoo

At no time is school equipment to be worn in public, except for practice and games/meets/performances. Students
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may be suspended from school until the equipment is returned in satisfactory condition or if returned in unsatisfactar

condition, it shall be paid for. The school may also prosecute students with stolen equipment.

Penalty: Students will be suspended until items are returned in reasonable condition or replaced. The

student may be made ineligible for unauthorized possession of school-owned property.

12. Letter Awards

Varsity letters are awarded to deserving students in activities. Each participant who letters in a particular activity

will be given one award pin for that activity and a bar signifying the number of times that the participant letters in
that activity. Each coach/director will determine the lettering criteria for their activity. This criteria will be given to
the athletes and parents at the beginning of the season.

13. Parent/Coach Communications

Both parenting and coaching are extremely difficult vocations. By establishing an understanding of each position,
we are better able to accept the actions of the other and provide greater benefit to children. As parents, when
your children become involved in the ADM Activities program, you have a right to understand what expectations
are placed on your child. This begins with clear communication from the coach of your child's program.

Communication You Should Expect From Your Child's Coach:

1. Philosophy of the coach.
2. Expectations the coach has for your child as well as all the players on the squad.
3. Locations and times of all practices and contests.
4. Team requirements, i.e., fees, special equipment, off-season conditioning, etc.
5. Procedure should your child be injured during participation.
6. Discipline that results in the denial of your child's participation.

Communication Coaches Expect From Parents:

1. Concerns expressed directly to the coach.
2. Notification of any schedule conflicts well in advance.
3. Specific concern in regard to a coach's philosophy and/or expectations.

As your children become involved in the programs at ADM High School, they will experience some of the most
rewarding moments of their lives. It is important to understand that there also may be times when things do not
go the way you or your child wishes. At these times, discussion with the coach is encouraged.

Appropriate Concerns to Discuss With Coaches:

1. The treatment of your child - mentally and physically.
2. Ways to help your child improve.
3. Concerns about your child's behavior.

It is very difficult to accept your child's not playing as much as you may hope. Coaches are professionals. They
make judgment decisions based on what they believe to be best for ALL students. As you have seen from the list
above, certain things can be and should be discussed with your child's coach. Other things, such as the
following items, must be left to the discretion of the coach.

1. Playing time.
2. Team strategy.
3. Play calling.
4. Other students.
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These are situations that may require a conference between the coach and the parent. These are encouraged. It
is important that both parties involved have a clear understanding of the other's position. When these
conferences are necessary, the following procedure should be followed to help promote a resolution to the issue
of concern.

If the Parent Has a Concern With a Coach, the Following Procedure Should Be Followed:

1. Call to set up an appointment with the coach.
2. The ADM High School phone number is 993-4584. If the coach is not a teacher in the high school building,

you will be given a phone number where the coach may be reached.
3. If the coach cannot be reached, call the Activities Director, Doug Gee at 993-4819. He will set up a meeting

for you.
4. Please do not attempt to confront a coach before or after a contest or practice. These can be emotional

times for both the parent and the coach. Meetings of this nature do not promote resolution.

What a Parent Can Do If the Meeting With the Coach Did Not Provide a Satisfactory Resolution:

1. Call and set up an appointment with the Activities Director, Doug Gee at 993-4819, to discuss the situation.

2. At this meeting the appropriate next step can be determined.

Since research indicates a student involved in co-curricular activities has a greater chance for success during

adulthood, these programs have been established. Many of the character traits required to be a successful

participant are exactly those that will promote a successful life after high school. We hope the information

provided in the above steps make both your child's and your experience with the ADM High School Activities

program less stressful and more enjoyable.
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Activities Eligibility

1. Eligibility

A. Requirements

Because a successful season can be ruined by an ineligible student participating, the director must closely
monitor the eligibility of team members. Eligibility requirements originate from three sources.

1. IHSAA/IGHSAU/IHSSA requirements
2. ADM High School Activity Code
3. The head coach/director of each activity.

Directors must be familiar with the ADM Activity Handbook and the sports guides and rulebooks provided by
the respective associations.

B. General Terms of Eligibility
1. Academic Eligibility Requirements for Athletics: To participate in co-curricular athletic activities a student

must pass all classes at the end of the semester. If a student does not pass all classes, he/she is ineligible
for the next 30 consecutive calendar days and inclusive weekends during which he/she is a participant in
any activity if they are already in the middle of the season. The first day of ineligibility shall be the first
business day after report cards are available. If an athlete fails a class and he/she is not currently in a sport
they will be ineligible for the first 30 consecutive days after the first playing date of their sport. This rule only
affects high school students (9-12). A student participating in a summer sport (baseball or softball) will
have the same penalty as all other students. The first day of ineligibility shall be the first business day after
report cards are available. For more information or guidance on the scholarship rule you may go to the
IAHSAA website which is www.iahsaa.org then click on school resource center, then eligibility information
and then Guidance on Scholarship rule 36 and there are several pages of information. Additionally,
whenever a student's name (grade 9-12) appears on the failing/incomplete list, he/she will be considered
ineligible on Tuesday through Monday of that week. Failing/Incomplete lists will be generated on Mondays,
with ineligibility starting on Tuesday. Students can gain eligibility back by completing their work and turning
it in or pulling their grade up to passing. As soon as the office is notified by the teacher that the student is
complete or passing, the student regains eligibility. ADM will maintain compliance with all state laws
governing student eligibility.

2. Incomplete semester grades will be treated like an F. Once the student brings the grade to a
passing grade they will be eligible

3 7th 8, 8th grade students, who have not completed all their work or have not done satisfactory work in a
course, will be placed on the Incomplete/Failing list. Students are not incomplete if they have been ill
or absent with good reason until they have had the allowed time to make up the work - one day for each day
absent. As soon as the work is completed satisfactorily, the incomplete will be removed. A supervised after
school study hall room is available from 3:35 to 4:30 pm. on Monday, Tuesday, Wednesday, and 
Thursday. Students may use this room to complete incomplete work, make-up work, and study for up-
coming quizzes and tests. 

1. The Incomplete/Failing List is based on the standards that each individual teacher has structured for
his/her class. 7th and 8th grade students who are incomplete are not eligible to participate in athletic
contests but may practice at the discretion of the coach. 7th and 8th grade students who are failing
must go to the supervised after school study room from 3:35 to 4:30 p.m. and then may go to practice.
7th and 8th grade students who are failing are ineligible for athletic contests until the failing grade is
brought up to a minimum grade of 70%. When 7th and 8th grade students turn in incomplete work
and/or raise their failing grade to a minimum of 70%, they will regain their eligibility for athletic
contests.

4. Academic Eligibility Requirements for Music, Speech and Drama: To participate in co-curricular music,
speech and drama activities a student must pass all classes at the end of the semester. If a student does not
pass all classes, he/she is ineligible for 30 consecutive school days and inclusive weekends. The first day of
ineligibility shall be the first school day following the day grades are issued by the district. Ineligibility for
students who fail a second semester course will carry over to the first semester of the next school year and
begin the first day. Additionally, whenever a student's name appears on the failing/incomplete list in two of the
same subject areas two weeks in a row, he/she will be considered ineligible on Tuesday through Monday of
the following week. Assessed performances are not to be included. A student with a disability who has an IEP
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shall not be denied on the basis of "no pass, no play," if the student is making adequate progress, to be
determined by school officials. ADM will maintain compliance with all state laws governing student eligibility.

Students in athletics, music, speech, or drama activities:
5a. Must be under 20 years of age,
5b. Are eligible for a maximum of eight semesters or less,
5c. Special education students or students covered by a Section 504 plan shall not be denied eligibility on

the basis of scholarship if the student is making adequate progress, as determined by the student's
IEP team, towards the goals and objectives on the student's IEP or 504 plan,

5d. Must conform to the guidelines of the ADM Student Activity Code,
5e. Must abide by any additional regulations that are made in writing and passed out by the head

coach/director previous to the beginning of the activity season. These rules should be submitted to the

AD prior to the season for advance approval. Following approval they will be kept on file by the high

school AD,
5f. Must be present for the ENTIRE SCHOOL DAY to participate in an activity (plays, musicals, sport

activities, cheerleading, dance, clubs, organizations, etc.) that night. He/she must be in school for

periods 5,6,7,8 to practice an activity that day after school. Exceptions: funerals, scheduled

appointments, and any family emergency at the discretion of the AD/Principal. Doctor's note is

required prior to participation of activity. These are to be cleared by the building principal or the

activities director,
5g. Will be the responsibility of the student to inform the coach, director or sponsor of the absence and

subsequent inability to participate in practice, competition or public performance if the absence from

class was without proper approval given by the activities director or designee, and

5h. Each faculty member in charge of activities will be responsible for notifying students of the status of

their eligibility. It is the responsibility of the coach or director to notify students of their ineligibility to

participate in an activity.
2. Students in athletics:

4a. Must have not been a member of a college squad nor trained with a college, nor participated in a

college contest nor engaged in that sport professionally,
4b. Must have on file: a physical exam and a parent/student release form. The student must be enrolled or

dual-enrolled in the ADM Community School District,
4c. if the student is a transfer student, he/she must meet all transfer requirements; if the student is an

open enrollment student, he/she must be eligible under state law regulations.

ADM Community School District Activity Code
The Board of Directors of the ADM Community School District offers a variety of voluntary activities designed to

enhance the classroom education of its students. Students who participate in extracurricular activities serve as

ambassadors of the school throughout the calendar year, whether away from or at school. Students who wish to

exercise the privilege of participating in extracurricular activities must conduct themselves in accordance with board

policy and must refrain from activities that are illegal, immoral, unhealthy, or highly inappropriate. Participation in these

activities is a privilege, conditioned upon meeting the eligibility criteria established by the board, administration, and

individual activity coaches and sponsors. The Activities Director shall keep records of violations of the ADM Activity

Code.

Scope of Code
The following activities are covered by the board's policy and these rules:

Athletics, instrumental and vocal music performances, drama productions, speech contests, debate contests, National

Honor Society, all co-curricular clubs (e.g., Art Club, TSA, etc.), all honorary and elected offices (e.g., Homecoming

King/Queen/court, class officer, student government officer or representative, etc.), state contests and performances

for cheerleading, dance team, or color guard, mock trial, academic decathlon, or any other activity where the student

represents the school outside the classroom.

* These rules are in force twelve (12) months of the year
on or off of school property. *
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PLEASE READ THE FOLLOWING VERY CAREFULLY

If you feel you are willing to meet the demands of the extracurricular activity, and you feel you can conform to the rules

and regulations of the extracurricular activity, then we want you to participate in these programs. Remember that in

order to reach your potential, it will require time, effort, and self-sacrifice on your part.

ADM Schools does not wish to make "robots" out of individuals. It does not want an individual to suffer human

indignities. It does not want you to lose personal identity. It is not interested in having students become so involved in

extracurricular activities that these activities must come first above all other things.

ADM Schools is interested in young men and women being given the opportunity to select activities to which they can

dedicate themselves, a "cause", along with participating in other phases of a well-balanced life style.

To retain eligibility for participation in ADM High School extracurricular activities, students must conduct themselves as

good citizens both in and out of school at all times. Students who represent the school in an activity are expected to

serve as good role models to other students and to the members of the community.

Violation of the Activity Code
Any student who, after a hearing at which the student shall be confronted with the allegation, the basis of the
allegation, and given an opportunity to tell the student's side, is found to have violated the ADM Activity Code will be
deemed ineligible for a period of time, as described below. This includes any and all activities during the ineligible time
period. A student may lose eligibility under the ADM Activity Code for any of the following behaviors:

1. Possession, use, or purchase of tobacco products, regardless of the student's age.

2. Possession, use, or purchase of alcoholic beverages, including beer and wine (having the odor of alcohol
on one's breath is evidence of "use"; "possession" has been defined by the Iowa Supreme Court as being
within reach of or in "close proximity to" the contraband [e.g., alcohol or other drugs]).

3. Possession, use, purchase, or attempted sale/purchase of illegal drugs, or the unauthorized possession,
use, purchase, or attempted sale/purchase of otherwise lawful drugs.

4. Engaging in any act that would be grounds for arrest or citation in the criminal or juvenile court system
(excluding minor offenses such as traffic or hunting/fishing violations), regardless of whether the student
was cited, arrested, convicted, or adjudicated for the act(s). If formal charges are dropped, or if the student
is found not guilty in court, the school may still, after a hearing, decide that the student violated the ADM
Activity Code by a preponderance of the evidence.

5. Exceedingly inappropriate or offensive conduct such as assault, battery, serious hazing, harassment, or
gross insubordination (talking back or refusing to cooperate with authorities). NOTE: this could include
group conduct!

If a student transfers in from another Iowa school or school district and the student has not yet completed a period of
ineligibility for a violation of an Activity Code Rule in the previous school, the student shall be ineligible if the
administration has knowledge of the student's misconduct or violation in the previous district.

Along with the denial of participation in all activities, these actions may also result in a range of school punishments
from detentions to referral to the Board of Education with recommendation for expulsion.

Penalties for Violation of the ADM Activity Code-Activity Code will be served separately
from the academic eligibility requirements.

Any student who, after a hearing before the administration, is found to have violated the ADM Activity Code, during the
school year, or summer, is subject to a loss of eligibility as follows:
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EACH OFFENSE WITHIN THE STUDENT'S MIDDLE SCHOOL CAREER (grades 7-8 through 
the summer following eighth grade: 
ATHLETIC ACTIVITY PENALTY:
1. The student will be ineligible for 1/4 (25%) of the total scheduled inter-scholastic dates in which the student would

normally participate. This includes all post-season tournament play. Each day of a regular season tournament
count as one date of suspension, regardless of how many games played.

2. The student, parent, and administrator will discuss the violation.

NON-ATHLETIC ACTIVITY PENALTY:
1. A number of public performances will be determined according to the activity and length of season
2. The student, parent, and administrator will discuss the violation.

FIRST OFFENSE WITHIN THE STUDENT'S HIGH SCHOOL CAREER (grades 9-12):

ATHLETIC ACTIVITY PENALTY:
1. The student will be ineligible for 1/4 (25%) of the total scheduled inter-scholastic dates in which the student would

normally participate. This includes all post-season tournament play. Each day of a regular season tournament

count as one date of suspension, regardless of how many games played.
2. The student must perform 10 hours of community service.
3. The student, parent, and administrator will discuss the violation.

NON-ATHLETIC ACTIVITY PENALTY:
1. A number of public performances will be determined according to the activity and length of season.

2. The student must perform 10 hours of community service.
3. The student, parent, and administrator will discuss the violation.
4. If a student violates the ADM Activity Code they will be ineligible for Homecoming & From King/Queen for the

current school year.

SECOND OFFENSE WITHIN THE STUDENT'S HIGH SCHOOL CAREER (grades 9-12): 

ATHLETIC ACTIVITY PENALTY:
1. The student will be ineligible for all (100%) of the total scheduled inter-scholastic dates in which the student would

normally participate. This includes all post-season tournament play. Each day of a regular season tournament

count as one date of suspension, regardless of how many games played.
2. The student must perform 20 hours of community service.
3. The student, parent, and administrator will discuss the violation.

NON-ATHLETIC ACTIVITY PENALTY:
1. A number of public performances will be determined according to the activity and length of season.

2. The student must perform 20 hours of community service.
3. The student, parent, and administrator will discuss the violation.

THIRD OR SUBSEQUENT OFFENSE WITHIN THE STUDENT'S HIGH SCHOOL CAREER: 

ATHLETIC and NON-ATHLETIC ACTIVITY PENALTY:
1. The student will be ineligible for 1 (one) calendar year.
2. The student must perform 30 hours of community service.
3. The student, parent, and administrator will discuss the violation.

Violation Enforcement

1. The period of ineligibility begins immediately upon a finding of a violation if the student is eligible for and currently

engaged in an extracurricular activity and extends thru tournament play, until suspension is completed. An

ineligible student will attend all practices or rehearsals, but may neither "suit up" nor perform/participate. The
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student will not wear any team or school attire during the contests for which they are ineligible. If eligibility is not

completed, it will be carried over to the time the student participates in the next activity.

2. The football soap scrimmage is a unique activity. The student shall not be allowed to participate, and it shall not

count toward the ineligibility period.
3. If a student drops out of any activity prior to the completion of the ineligibility period, the full penalty or the

remainder of the penalty, at the administration's discretion, will attach when the student next seeks to go out for an
activity.

4. If a student violates the ADM Activity Code while ineligible due to an earlier violation, the penalty for the

subsequent offense will attach at the completion of the earlier penalty.
5. If a student is ineligible at the time of a violation of the ADM Activity Code, the penalty for the violation will not

begin until the student regains eligibility. (Example: a student academically ineligible for a week, a quarter, or a
semester is found to have been in possession of tobacco, an Activities Code violation. When the student is again
academically eligible, the penalty attaches. Example: a student violates the Activity Code and is ruled ineligible for
2 (two) games. While ineligible, the student again violates the Code. The second penalty attaches when the first
penalty is completed.

ADM Good Conduct Committee

A student may appeal the administration's decision to the ADM Good Conduct Committee within three (3) days from
the time of the penalty determined.

The committee will be made up of three non-season coaches, one fine arts teacher, and a designated layperson that
will meet with the student to review the evidence to determine if it constitutes a violation of the ADM Activity Code.
Parents of the accused student shall also be invited to attend.
The Activities Director and/or Principal will organize the committee for each hearing. The committee will be charged
with the authority and responsibility of making a determination of guilt or innocence regarding violation(s) of the Activity
Code in all cases.

At the Good Conduct Committee hearing, the Activities Director and/or Principal will inform the Committee of the level
(1st, 2nd, 3rd, or additional violation), and what consequences are stipulated in the Code. The Activities Director and/or
Principal will present the information regarding the incident according to the facts that have been uncovered by the
administration. Following the presentation of facts by the Activities Director and/or Principal, the student will then be
given an opportunity to present his/her side of the incident. The Good Conduct Committee will then weigh the evidence
and will decide upon the guilt or innocence of the student. If the Good Conduct Committee reverses the decision of the
Activities Director and/or Principal, the student shall be immediately eligible and shall have any record of the ineligibility
period and violation deleted from the student's record. If the Committee finds the student guilty, the student will be
ineligible for the amount of time stipulated for the corresponding offense.

The Good Conduct Committee hearing will be audiotaped so that a record of the proceeding can be reviewed on an
appeal.

During the establishment of the Good Conduct Committee,
the student will be INELIGIBLE until such time

as the administration's decision has been overruled.
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Mere Presence Rule

Students involved in activities who are in attendance at a function or party where the student knows or has reason to
know that tobacco, alcohol or other drugs are being consumed illegally by minors and fails to leave despite having
reasonable opportunity to do so, shall be in violation of the activity code and shall be suspended from the next public
performance and competition for all activities the student is currently participating in. The mere presence rule will not
affect membership in NHS or Student Council. This violation will not involve the student in the steps of the general
Activities Code.

If the student can prove by a preponderance of the evidence that they made a legitimate effort (called parents, called

authorities, left the scene, etc.) when contraband appeared, or they became aware of the presence of the contraband,

or that they were not aware that the contraband was present, the student will not be ruled ineligible.

Students and parents must realize that if a student finds him- or she in a situation where tobacco, alcohol, or other

drugs are being consumed illegally by minors, the student's options are:

1. Leave immediately. An intention to leave is not a defense. Nor is being the "designated driver."
2. Apply reverse peer pressure to convince the persons responsible for bringing the contraband substances to

leave the party and take the contraband with them.
3. Otherwise get rid of the contraband. (Flush or pour, but do not consume.)
4. Stay and risk loss of eligibility for extracurricular activities.

This rule shall not include parties where the student's parents are in attendance, or anniversaries, graduations, and

wedding receptions. Drinking by students at such events is still prohibited and will be penalized according to Activity

Code policies.

Appeal Process

The student and/or the student's parents may appeal a decision in the following manner:

1. The student and his/her parents may appeal the Good Conduct Committee's decision to the Superintendent of

Schools, in writing, within three (3) school days. The Superintendent shall render a decision on the appeal

within three (3) school days.

2. Following a decision of the Superintendent, the student and/or the student's parents shall be given three (3)

school days to appeal, in writing, to the ADM Board of Education. The appeal shall be heard by the Board at

the earliest feasible opportunity, but no later that seven (7) school days following the submission of the appeal

of the Superintendent's decision. The grounds for review by the school board are limited to the following: the

student did not violate the ADM Activity Code; the student was given inadequate due process in the

investigation and determination; or the penalty is in violation of the Handbook Rule or Board Policy. The

penalty will remain in effect pending the outcome of the meeting with the board. If the school board reverses

the decision of the Superintendent, the student shall be immediately eligible and shall have any record of the

ineligibility period and violation deleted from the student's record.

During the appeal process, the student will be INELIGIBLE 

until such time as the AD's or Good Conduct Committee's
decision has been overruled.
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Student Name:

ADM CSD ACKNOWLEDGEMENT FORM
Required all 7t' thru 12th Grade Students

School Year: Grade: 

Parent Name 

Phone # 

Insurance Information
(Check #1 or #2):

1.   We, the undersigned, feel we have adequate insurance protection for our son/daughter while practicing
or participating in interscholastic sports, or other school-sponsored activities.

2.   We, the undersigned, will buy school insurance for the above-named student for the current season.

*******************************************************************************************************************************

ADM Community School District Conduct Code:

Students in 7th thru 12th grade are prohibited from possessing, using, or selling: tobacco in any form, alcoholic
beverages, or controlled substances. Violations of the Conduct Code within a student's school career may result in 1/4
(25%) of a season up to a lifetime suspension from activities.

"I have read and understand this and all information as stated in the ADM Student Activities Handbook."

Parents/Guardian Signature Date

Student's Signature Date

Form to be returned to Student's Advisor.
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2013-2014
INTRODUCTION

This handbook is intended to serve as a guide to assist ADM 9-12 High School staff members in carrying out their
responsibilities. THIS HANDBOOK IS NOT A CONTRACT. 

This handbook along with the ADM 9-12 Student Handbook have been prepared with guidelines to help in
maintaining a cooperative and consistent program. It is necessary for the entire staff to work together for the
common good of the children, parents, teachers, and community.

Everything has a tendency to change, and this is no less than true with a set of guidelines or policies. As the need
arises for changes in the handbook, this will be accomplished to fit the need. To make revisions, constructive
suggestions will be received at all times.

EOUAL OPPORTUNITY/NON-SEXIST/MULTICULTURAL: 

The board will not discriminate in its educational activities on the basis of race, color, age, national origin, sex,
sexual orientation, gender identity, marital status, socioeconomic status, disability, religion, and creed.

The board requires all persons, agencies, vendors, contractors, and other persons and organizations doing business
with or performing services for the school district to subscribe to all applicable federal and state laws, executive
orders, rules, and regulations pertaining to contract compliance and equal opportunity.

The board is conunitted to the policy that no otherwise qualified person will be excluded from educational activities
on the basis of race, color, age, national origin, sex, sexual orientation, gender identity, marital status,
socioeconomic status, disability, religion, and creed. Further, the board affirms the right of all students and staff to
be treated with respect and to be protected from intimidation, discrimination, physical harm and harassment.

ADM Shared Mission

ADM Community School District, in partnership with our communities, is committed to engaging all students in a
challenging and supportive learning environment that ensures individual student success as measured by a
comprehensive system of assessments.

ADM Shared Values

• All faculty and staff will grow professionally.
• The school will prepare students to achieve their highest potential.
• The students will have opportunities to develop their individual talents.
• Student effort, teacher commitment, parent involvement, and community support

results in improved student achievement.
• The school and community will foster educational advancement for students in an

environment of respect and inclusiveness.
• ADM will provide a challenging, rewarding, and compassionate learning environment that meets the

needs of all students.

ADM Shared Vision

ADM Students Will Experience Success Today and Achieve Their Dreams Tomorrow

By 2014 ADM Schools Will Prepare Students for a Changing Global Society By
Becoming a State Leader In:
• Improving Student Achievement
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• Implementing Curriculum, Instruction and Assessment
• Increasing the Graduation Rate
• Establishing Financial Stability Through Increased Enrollment and Efficient Use of Resources
• Involving Students in School and Community

"Experiencing Success Today, Achieving Dreams Tomorrow"

EDUCATIONAL PHILOSOPHY OF THE SCHOOL DISTRICT (Board Policy 101)

The ultimate purpose of education is to help students become effective citizens of a democracy. As a school
corporation of Iowa, the Adel DeSoto Minbum Community School District, acting through its board of directors, is
dedicated to promoting equal opportunity for a quality public education to enrolled students. Students of this
community have the privilege of participation in formal education utilizing the students' present understandings to
help them grow in the present and prepare for a lifetime in our rapidly changing society.

The Adel DeSoto Minburn Schools exist to develop and improve the academic instruction, curriculum and facilities
so that every individual student will be provided with the opportunity to perceive and develop their potential for the
benefit of self and society. A variety of educational experiences will be provided for the individual student in order
to develop a positive self-concept and become more fully aware of the needs of a complex society. These
experiences will encourage the development of students' abilities and identify their interests and goals in life. Each
student will develop the ability to read with understanding, write with clarity, communicate with verbal
effectiveness, and to think and solve problems. An environment will be created within which students will be
encouraged to be honest, responsible and productive citizens in our democratic society.

An advisory committee of representatives of the school district community and school district shall be appointed to
make recommendations for the goals and objectives of the education program. The goals and objectives of the
school district shall be designed to achieve the philosophy statement of the school district. Short-term and long-term
objectives of the education program shall be established annually by the board. These objectives shall reflect the
results of the needs assessment, recommendations of the advisory committee, recommendations from the
superintendent, and changes in the law.

ADEL DESOTO MINBURN COMMUNITY SCHOOL DISTRICT OUTCOMES

Adel DeSoto Minburn Community Schools are committed to helping students acquire the knowledge base needed to
use effectively the following strategies and skills necessary for success in adult life. Adel DeSoto Minburn students
will be:

Ell-bCTIVE COMMUNICATORS who:
1. Organize and communicate ideas and information clearly and correctly.
2. Interpret and respond to auditory, written, and visual communications.
3. Demonstrate appropriate use of resources and technology.
4. Make quality presentations.

COMPLEX THINKERS who:
1. Consider factors as objectively and completely as possible.
2. Apply knowledge, concepts, and processes effectively and thoroughly.
3. Define a problem, generate options, and develop a plan of action.
4. Use higher order thinking skills.
5. Produce quality products of complex thinking.
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COLLABORATIVE WORKERS who:
1. Share their own opinions.
2. Work to understand others' opinions.
3. Respect others' right to their opinions.
4. Help to build a working relationship within the group.
5. Contribute to the completion of the group process and/or outcomes.
6. Evaluate the effectiveness of the group process.

SELF-DIRECTED LEARNERS who:
1. Schedule and use time wisely.
2. Gather information and use resources on their own.
3. Demonstrate initiative and perseverance in their learning.
4. Self assess for quality.

RESPONSIBLE CITIZENS who:
1. Accept responsibility for their actions
2. Display a knowledge of the workings of democracy.
3. Recognize the need to obey rules and laws.
4. Recognize the connections between current events and history.
5. Demonstrate a willingness to help others.
6. Recognize how personal decisions affect their lives and society.
7. Recognize and respect the value and equality of individuals.

ADEL DESOTO MINBURN HIGH SCHOOL STANDING GOALS

ACADEMIC:
1 To help students develop the following intellectual skills:

A. The ability to read efficiently and analytically.
B. The ability and willingness to communicate effectively through writing, speaking, and listening.
C. The ability to understand and use quantitative data concepts.
D. The ability to understand concepts and generalizations through rational processes and problem-

solving techniques.
2. To educate students to be discriminating consumers and to develop an understanding of economic skills

and principles.

PERSONAL:
1. To develop an understanding and appreciation of self, giving him/her a feeling of his/her own innate

worth.
2. To attain and preserve physical and mental health.
3. To develop the ability of individuals to become more sensitive to other people's needs, fears, and

motivations.
4. To have students develop an appreciation for the arts and their own creative abilities.
5. To encourage students to evaluate ethical and moral concepts and develop personal values.

SOCIAL SKILLS/CITIZENSHIP:
1. To develop the ability to function within the laws, customs and value of our nation and provide for

change through the democratic process.
2. To foster respect for the rights and property of others.
3. To develop beyond one's own immediate gratification to the needs and expectations of society.
4. To create an awareness of the need to maintain a balance between freedom and responsibility.
5. To develop appreciation for the similarities and differences in cultures.
6. To promote an understanding of and a desire to participate in government.
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CAREER EDUCATION:
1. To provide opportunities to explore occupational and educational challenges.
2. To provide opportunities to acquire many kinds of marketable skills.
3. To offer opportunities for the student to explore and begin preparation for a changing world of work

and leisure.

STATEMENT - MASTERY LEARNING 
(Developed by the Effective School Support Team (ESST) - 1989)

WE BELIEVE.

1. All students can learn anything if given enough time.
2. The main alterable variables should be time and instruction, not degree of learning.
3. There should be perfect alignment among objectives, instruction and testing.
4. Learning is sequential.
5. Reteaching should be done in a different modality or with a different approach.
6. Mastery is considered as 78% accuracy (School Board Policy). Basic math facts will be 95% as per math

committee.
7. Mastery should be determined by individual subtest scores rather than composite test scores to insure mastery

of individual objectives.
8. Students not achieving mastery shall not advance unless a conference between the teacher and principal so

dictates.
9. Textbooks and workbooks should be passed between grade levels with the students.

10. If all students master a concept, the enrichment activity should not be skipped.
11. The reteaching mode should be used a minimum of one time with teacher discretion on additional repetition.
12. Checkpoints should be established through the curriculum (i.e. fourth grade, sixth grade, ninth grade) for

review and catch up of un-mastered concepts on a per student basis.
13. Constant communication with parents is a must by means of report card, individual teacher contact and parent

meetings.
14. Instruction groups should be based on achievement rather than ability to allow students to move between

groups as their achievement fluctuates.
15. Enrichment activities should require students to use higher order thinking skills.
16. Only objectives marked "master" are taught for mastery. Objectives not designated to be mastered shall use

the following procedure: teach, test, record, and continue on.
17. The basic instructional model should be:

ENRICHMENT ENRICHMENT

\
EACH WHOLE FORMATIVE FORMATIVE SUM MATIVE

GROUP TEST TEST TEST WHEN GO ON
APPROPRIATE

RE-TEACH

/
RE-TEACH
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MINIMUM MASTERY LEARNING REQUIREMENTS

The following list is a set of requirements developed by teachers using Mastery Learning at the high school.

1. Mastery Learning components are:

A. Learning objectives are taught.
B. First formative test is given
C. First formative test is followed by:

1. Feedback followed by enrichment, OR
2. Feedback followed by reteaching correctives, and

Second formative test.
2. There will be congruence among instructional components. We will teach to the learning objectives and test

over the learning objectives, and tests will include only what has actually been covered in class.
3. All students must take the first formative test before taking the second formative test within the same unit.
4. Credit may be given when enrichment is used.
5. 78% will be the ADMHS mastery minimum score.
6. Students scoring below 78% on the first formative test will be required within the next 5 attended school days to

take the next formative test. (Corrective s must be completed before taking the next formative test).
7. All students achieving Mastery on the first formative test will have the opportunity to engage their score by

completing Enrichment, or taking a second formative test. The teacher will set the option at the beginning of
the semester.

8. The time limit for taking the second formative test will be the next 5 attended days of school after the first
formative test. After 5 days, the students score will be at the teacher's discretion determined at the beginning of
the semester.

9. Credit may be given for daily work.

GRADING SCALE: 
Teachers in grades 9 - 12 use the following percentages for reporting grades:

100
95-99
93-94

"B+" 91-92
"B" 87-90
"B-" 85-86

"C+" 83-84
"C" 80-82
"C-" 78-79

"D+" 76-77
"D" 72-75
"D-" 70-71

Superior - accurate, complete, exceeding requirements of the
instructor and showing independent resourcefulness and
initiative in a marked degree. Represents the best quality work
and effective use of class time.

Good - accurate, completely meeting requirements and
never needs special stimulation.

Average - meeting basic requirements. Represents
competent, satisfactory achievement.

Below average - occasionally not meeting basic
requirements and needs.

Below 70% Fail - Very poor, not meeting requirements, assignments
incomplete or missing. Indicates failure to do the type of work of
which the student is capable.

Each grade recorded in the grade book should be entered in a fashion that will enable the teacher to determine what
the grade was for and when the grade was recorded. The grade book may be accessed by the principal at the close
of the year.
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An "incomplete" grade at the end of a grading period becomes an "F' after two weeks unless the teacher informs the
guidance office that they are extending the period for a student to complete course work. There will be no
incompletes issued at the end of the year without principal approval.

The failing student is one who is capable of meeting the minimal standards and fails to do so because of poor work,
poor attitude and/or no effort. "F "represents those students who make no progress in learning, but who possess the
ability to pass. Any teacher who has a student in danger of failing should have made numerous parent contacts
along with progress reports at the mid-term, counseled with the student and contacted the counselor. It is a major
responsibility of educators to communicate regularly with parents, especially when a student is having a problem in
a course. No student should fail a class without the parents being informed verbally as well as receiving a
progress report indicating the information through a given grading period. Multiple contacts with the
parents is recommended.

It is imperative that teachers of senior students keep the guidance office and the parent of the student informed
regarding potential failure of courses. This is particularly true of the second semester. No student who is planning
to graduate at the end of the year should be surprised to find out at the end of the semester that they have failed a
course and will not graduate.

GRADES ARE EXPECTED TO BE UPDATED AT A MINIMUM OF ONCE PER WEEK.

Building Assistance Team (BAT): 
The Building Assistance Team model is a system for supporting classroom teachers on a day-to-day basis within a
building. The team is composed of teachers selected for the team, the building principal, and the teacher requesting
assistance. When appropriate, other staff members, a parent, and/or a student may be included as fully participating
team members. The team serves as a within-building peer problem-solving group. The team is based on the belief
that teachers have the skills and knowledge to effectively teach many students with learning and behavior problems
by working in a problem-solving process. The goals of the model are as follows:

1. To help regular classroom teachers to individualize instruction to meet the needs of all students -
normal, special needs, and gifted.

2. To support teachers in mainstreaming handicapped students.
3. To provide an efficient pre-referral screening for special education services.

The system is designed to provide prompt, individualized support of teachers. Teachers refer their classroom
concerns to a team of selected teachers within the building. The team and the teacher requesting assistance jointly
engage in a structured process of identifying the problem, brainstorming solutions, and planning interventions.
Parents, students, and other specialists participate in cases when requested by the team. A series of follow-up
meetings are held to evaluate the student's progress and to plan further intervention. When appropriate, students are
referred for further evaluation involving special education services.

The B A .T. Team will also hold the responsibility of bringing special education referrals to the attention of the
Heartland Area Education Agency.

GRADUATION REOUIREMENTS: 
Graduates of Adel DeSoto Minburn High School must earn 44 credits. One credit is earned for successfully
completing one subject one semester.

Each student is required to take 6 courses plus physical education one semester each year (driver education does not
count toward this requirement of 6 courses). It is the student's responsibility to enroll in the proper courses to meet
all graduation requirements. if a student fails a required course, it is his/her responsibility to see the counselor in
order to reschedule the deficiency as soon as possible. After a failed course has been repeated and passed, only the
passing grade will be used in figuring the student's grade point average.

6



PERFORMANCE TESTING FOR CREDIT: 
Credit may be granted to students for performance testing for course work, which is ordinarily included in the school
curriculum. Students wishing to receive credit by testing must have prior approval from the administration before
taking any performance test. The testing must be done prior to the closing of course registration (the first week of
each semester). Teachers have the responsibility to make performance testing available for each course they teach.
This generally includes exhibiting mastery by taking the semester test for the course. However, teachers are
encouraged to require the student to submit a portfolio of sample performances or other evidence of mastery in
addition to the semester test. Students are responsible for checking with teachers regarding specific course
requirements for performance testing for classroom credit. This information should be secured in time to complete
the requirements by the time the credit is desired. It is recommended that students begin this process at least a
semester prior to attempting to receive the credit.

AT-RISK SENIORS: 
Teachers should be sure that parents have had adequate notice anytime students enrolled in their courses are at risk
of not passing. Only sending out progress reports does not constitute adequate notification of parents. This is
particularly true when the student is a senior because failing a course could change the students' status regarding
graduation. Sharing this information with students and contacting parents to let them know the situation is the
responsibility of individual teachers. In addition to this contact, information regarding seniors at risk of failing
courses should be shared with the guidance department at least a month prior to the end of each semester...earlier if
this probability can be identified earlier. Keep the guidance department apprised of changes in the status of "at risk
seniors".

FAILING/INCOMPLETE/WATCH LIST: 
Grades are to be updated by 8:00 a.m. Monday. The guidance administrative assistant will pull an F/I/W list from
Infinite Campus each morning. Blue mandatory tutoring slips will be filled out each Monday by advisors and given
to the students on the F/I/W list notifying them that they must attend mandatory tutoring until removed from the list.
Additions to the list will only be done on Monday mornings. Deletions can be made anytime a student earns a
passing grade or has completed the incomplete work. Teachers need to update the grade in Infinite campus to take
students off of the list. Whenever a high school student's cumulative grade drops below a 70% average for the
current 9-week period, his name should appear on the failing list. An incomplete grade is whenever a student is
behind in his/her work or missing an assignment. Nine-week or semester incomplete work normally receives a
grade of zero two weeks after the end of the grading period. Unusual circumstances may be reason to consider
extending the time for makeup work to be completed. A copy of the failing list will be available to teachers through
Google docs. Teachers that are concerned about a student's progress, who are not incomplete or failing, may place
that student on the watch list. This identification then requires the student to go to mandatory tutoring but does not
affect their eligibility for extra-curricular events.

A student becomes ineligible for extra-curricular activities and field trips whenever their name appears on the
weekly failing/incomplete list, NOT THE WATCH LIST. Teachers are encouraged to provide students the
opportunity to remove their name from the list every week (short weeks also), realizing this may be difficult if a
student in the 6th or 7th week of a 9-week period has a very low course average. Each week's failing list is in effect
Tuesday through Monday.

Remember teachers are responsible as well as advisors to let students know when they have earned their way
on the list. When a student is on the list for a class for two consecutive weeks, the teacher should contact his/her
parents by phone or mail. Each faculty member in charge of an extra-curricular activity is responsible for notifying
their student participants of the status of their eligibility. Please refer to the hierarchy of interventions.

GRADE REPORTING: 
Knowledge, skills and attitudes are the products of the teacher's work. Grading is the assignment of a letter that
communicates the teacher's assessment of these factors. For that reason, each teacher must explain his/her grading
system to the students at the outset of each semester. While we continue to encourage high standards of academic
performance, we should remember that success breeds success and failure breeds failure. A realistic standard should
be set by teachers for their class and all grades given should reflect what a student has earned.
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DAILY PLANNING: 
Staff members who develop sound units of work in various subject areas will find that the development of usable
and practical daily plans becomes, in reality, a segment of the total unit plan.

1. The assignment should be clear, concise and designed to meet the needs of the individual student or
students.

2. Lesson plans that only list the pages the class is to read and discuss are not encouraged and should be more
detailed.

3. Teachers should plan for the entire upcoming week of school. These plans for the upcoming week must be
completed every Friday or the last day of school that is scheduled for that week. All teachers will place
their lesson plans on ADM High School Wild page by 9:00 a.m. each Monday.

4. In case a teacher is absent it is the teacher's responsibility to make sure the completed plans are in his/her
room before a substitute teacher arrives.

5. Your principal will be checking lesson plans as she/he formally or informally observes classes. If your
principal feels that the teacher is not meeting the criteria for lesson planning, lesson plans will be submitted
to the office on a weekly basis. New teachers to the district will submit weekly lesson plans to the office
during the first nine weeks of school.

EMERGENCY PLANS 

DISASTER/EMERGENCY PROCEDURES: 
State law requires a school to have two (2) fire and two (2) tornado drills each semester and to display signs in class-
rooms that describe the procedures for students. Each teacher must acquaint the students of each class with the
room's posted procedures and see that they are carried out. It is imperative that we impress upon students the
importance of these drills and that students are informed early in the year on the procedures. Students are expected
to be quiet and proceed as directed according to each drill.

TORNADO/SEVERE WEATHER
The tornado warning will be an alert announcement over the intercom. This indicates everyone must move to the
proper areas within the building as outlined on the plan posted in the room in which you are located. Please move
quickly and quietly to your assigned area. Students should kneel, bow their heads, and clasp their hands over their
heads. Teachers are responsible to bring class lists. Roll is to be taken to account for everyone. Teachers should
accompany groups all the way to their designated location. A message to return to class will be given on the
intercom when it is time to return to the building.

FIRE—
The fire warning will be a continuous blast of the fire alarm buzzer. Students should go directly and quietly in
single file to the area outside the building as designated on the plan posted in the room in which you are located.
Normally, teachers will have their class exit to the nearest exit door in the building. Students should not carry coats,
books, or other possessions with them at the sound of the fire signal. Windows and doors should be closed.
Teachers are responsible for taking class lists with them outside and for taking roll. A teacher should leave the
building only after the last student in his/her group leaves the building. Keep your students together and allow no
one to leave the area. A message to return to class will be given on the intercom when it is time to return to the
building.
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Room
Number

Occupant Use Fire Exit Tornado Shelter

HS
Commons

West HS Exit 500 Hallway
South End

101 Mrs. Mann Counseling Center West HS Exit 100 Hallway
outside of Room
104

101B Office Use Conference Room West HS Exit 100 Hallway
outside of Room
104

101C Mrs. Rebel HS Counselor West HS Exit 100 Hallway
outside of Room
104

101D Mrs. Smith Food Service Director West HS Exit 100 Hallway
outside of Room
104

101E Mrs. Wilken Activities
Administrative
Assistant

West HS Exit 100 Hallway
outside of Room
104

101F Mr. Gee Activities Director
HS Assistant
Principal

West HS Exit 100 Hallway
outside of Room
104

103 Mrs. Gray
Mrs. Pettit

HS Office West HS Exit 100 Hallway
outside of Room
104

103A High School West HS Exit 100 Hallway
outside of Room
104

103B Mr. Griebel HS Principal West HS Exit 100 Hallway
outside of Room
104

103C ISS Room West HS Exit 100 Hallway
outside of Room
104

103D Officer Keller SRO West HS Exit 100 Hallway
outside of Room
104

103E Faculty Room West HS Exit 100 Hallway
outside of Room
104

104 Mrs.
Bachman

Spanish West HS Exit Remain in Room

105 Mrs. Baier Spanish West HS Exit Room 104
106 Mr. Buchman Social Studies West HS Exit Remain in Room
107 Mrs. Rezek French West HS Exit Room 106

108 Ms. Jennison Language Arts West HS Exit Remain in Room
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109 Mrs. Miller American History Southwest HS Exit Room 108
110 Ms. Gilliland Resource Southwest HS Exit Remain in Room
110A Mrs. Whisner Resource Southeast HS Exit Remain in Room
111 Mrs.

Longman
Language Arts Southwest HS Exit H Hallway West

End
112 Mrs. Seidl Language Arts Southwest HS Exit H Hallway West

End
113 Mrs. Weems Language Arts Southwest HS Exit H Hallway West

End
202 Mr. Plummer Math/Computers Loading Dock Exit 200 Hallway

North End
203 Mr. Rolles Social Studies Loading Dock Exit Remain in Room
204 Mr. Schroeder Computers Loading Dock Exit Room 203
205 Mr. Zwank Math Loading Dock Exit Remain in Room
206 Mr. Goodale Math Loading Dock Exit Room 205
207 Mrs. West Math Southeast HS Exit Remain in Room
208 Mrs. Boesen Science Southeast HS Exit Room 207
209 Mrs. Storm Resource Southeast HS Exit Remain in Room
210 Mr. Pottorff Science Southeast HS Exit H Hallway East

End
211 Ms. Knipper Language Arts Southeast HS Exit Room 209
212 Mrs. Vasto Science Southeast HS Exit H Hallway East

End
HS
Commons

West HS Exit 400 Hallway West
End

301 Concessions West HS Exit Remain in Room
302 Mr. Pruitt Custodial Loading Dock Exit Remain in Room
304 Mr. Yori Maintenance

Technician
Loading Dock Exit Remain in Room

305 Mechanical Loading Dock Exit Remain in Room
401 Mr. Asche Technology

Education
West HS Exit Remain in Room

402 Mr. Mehmen Business West HS Exit Remain in Room
402A Ms. Simpson At-Risk West HS Exit Remain in Room
403 Mr. Asche Technology

Education
South Room Exit Room 401

404 Mr. Kurth
Mrs. Wolf

Technology East HS Exit Remain in Room

405 Mrs. Jennings Art South Room Exit Room 406
406 Ms. Stoulil Family and Consumer

Science
East HS Exit Remain in Room

407 Mrs. Silverio Art Room 407A Exit Room 408
407A Ms. Jennings

Mrs. Silverio
Art South Room Exit Room 408

407B Mrs. Jennings Art Office Room 407A Exit Room 408
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Mrs. Silverio
407C Dark Room Room 407A Exit Room 408
408 Ms. Stoulil Family and Consumer

Science
East HS Exit Remain in Room

409 Mr. Mueller GTT/PLTW South Room Exit Room 408
410 Custodial East HS Exit Remain in Room
411 Mrs. Edgerly 8th Science East HS Exit Remain in Room
412 Custodial East HS Exit Remain in Room
414 HS Boys Locker

Room
East HS Exit Hallway Across

from 407
418 HS Girls Locker

Room
East HS Exit Hallway Across

from 407
South Gym West HS Room 505
501 8/9 Girls' Locker

Room
North MS Exit Remain in Room

501A Mrs. Scott PE West HS Exit Remain in Room
503 Mr. Whisner PE West HS Exit Remain in Room
505 6/7 Girls' Locker

Room
West HS Exit Remain in Room

507 Laundry Room West HS Exit Remain in Room
509 6/7 Boys' Locker

Room
West HS Exit Remain in Room

509A Mr. Winter PE West HS Exit Remain in Room
513 8/9 Boys' Locker

Room
West HS Exit Remain in Room

601 Chorus West Activities Exit Remain in Room
601A Chorus West Activities Exit Remain in Room
601B Mr. Wooden Chorus Office West Activities Exit Remain in Room
601C Mrs. Braymen Music Office West Activities Exit Remain in Room
602 Auditorium West HS Exit Room 601A
604 Stage West HS Exit Room 601A
606 Band West Activities Exit Remain in Room
606B Mr. Braun Band Office West Activities Exit Remain in Room
606E Ensemble West Activities Exit Remain in Room
606F Practice Room West Activities Exit Room 606
606G Practice Room West Activities Exit Room 606
606H Practice Room West Activities Exit Room 606
6061 Mrs. Noting Music Office West Activities Exit Room 606
610 Stage Support South Room Exit Room 606E
700 Mrs. Stiles

Mrs. Kuhns
District Office West Activities Exit Room 700D

North Gym North Room Exits 700-900 Hallway
MS
Commons •

West Activities Exit 700-900 Hallway

700A 6-12 Dean West Activities Exit Room 700D
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700B Work Room West Activities Exit Room 700D

700C Mr. Dufoe Superintendent West Activities Exit Room 700D

700D District Storage West Activities Exit Remain in Room
700E Mrs. Gee Business Manager West Activities Exit Room 700D

700F Mrs. Anglin District Printing West Activities Exit Room 700D
700G Mrs. Lafoon Payroll West Activities Exit Room 700D
70011 Mrs. Person Accounts Payable West Activities Exit Room 700D
701 Board Room West Activities Exit Room 700D
702 Food Service West Activities Exit Room 606
704 Mrs. Fountas Nurses Office West Activities Exit Room 606
705 Booster

Alumni Sales
West Activities Exit Room 606

706 North Gym West Activities Exit Room 513
706A PE Storage West Activities Exit Remain in Room
706B Officials Locker

Room
West Activities Exit Room 513

706C East Concessions North MS Exit Remain in Room
706D Training Room North MS Exit Remain in Room

800 Weight/Fitness Room North Activities
Exit (North Stairs)

700-900 Hallway

801 Wrestling Room North Activities
Exit (North Stairs)

700-900 Hallway

802 Mrs. Peters 7th Reading North MS Exit
(North Stairs)

900 Hallway
North End

803 Mrs. Burk MS Computer Lab North MS Exit
(North Stairs)

HS Media
Hallway

804 Ms. Paglia 7th Writing North MS Exit
(North Stairs)

900 Hallway
North End

805 TBD
Mr. Kilker

7th/81 Resource North MS Exit
(North Stairs)

900 Hallway
North End

806A Mr. Nelson 7th Geography North MS Exit
(North Stairs)

900 Hallway
North End

806B Mrs. Sloss 6-8 Level III North MS Exit
(North Stairs)

900 Hallway
North End

807 MS Staff Room North MS Exit
(North Stairs)

900 Hallway
North End

808 Mr. Hall 7th  Science East MS Exit
(South Stairs)

900 Hallway
South End

809 Special Education North MS Exit
(North Stairs)

900 Hallway
North End

810 Mrs. Clowser 6-12 GATE East MS Exit
(South Stairs)

900 Hallway
South End

811 Ms. Willems 8' Writing East MS Exit
(North Stairs)

900 Hallway
North End

812 Mr. Stanley 8th Reading East MS Exit 900 Hallway
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(South Stairs) South End
813 Mrs. Baldon 8th Social Studies •East MS Exit

(South Stairs)
900 Hallway
South End

815 Mrs. Boston 8th Math East MS Exit
(South Stairs)

900 Hallway
South End

900 Media Center North MS Exit HS Media
Hallway

900A Mrs. Melroy Teacher Librarian North MS Exit HS Media
Hallway

900B Conference Room North MS Exit HS Media
Hallway

900C Small Group Room North MS Exit HS Media
Hallway

901 Mrs. Hein MS Office North MS Exit Remain in Room
901A Mrs.

Timmerman
MS Principal North MS Exit Remain in Room

902 Mrs. Knute 6th Writing East MS Exit 900 Hallway
North End

902A IS Room East MS Exit 900 Hallway
North End

902B IS Room East MS Exit 900 Hallway
North End

903 Mr. Mager MS Guidance East MS Exit Remain in Room
904 Mrs.

LaFollette
6th Reading East MS Exit Room 905

905 Mrs. Heitz 6th Resource East MS Exit Remain in Room
906 Mr. Watson 7th Grade Math East MS Exit Room 907
907 Mrs. Shields 6th Social Studies East MS Exit Remain in Room
908 Mr. Markus 6th Science East MS Exit Room 909
909 Mrs. Tiffany 6th Math East MS Exit Remain in Room
910 Mrs. Burk MS Computers East HS Exit Room 911
911 Miss Seaholm Level III East HS Exit Remain in Room

Mr. Mueller Mechanical East HS Exit Remain in Room
Mrs. Edgerly 8th Grade Science East HS Exit Remain in Room

Chairpersons are responsible for ensuring that all students and personnel are accounted for on the roll for the area
assigned. If the chairperson is out of the building, the teacher of the first room listed to the right becomes the
chairperson.

Russ Braun
Lucas Asche
Mike Whisner
Anita Vasto
Charity Miller
Jodi Baier

Vocal, Band, Auditorium area: Northwest Exit
Rms. 401,402,403,404,405,406 & 408: East Exit
Northeast Exit
Rms. 205,206,207,208,210,212 & 110: Southeast Exit
Rms. 106,107,108,109,111,113: Southwest Exit
Rms. 101c, 104,105,202,203,204, commons: West Exit

13



BOMB THREAT, EMERGENCY COMMUNICATION PROCEDURES, INTRUDER,
LOCKDOVVN, and WEAPONS: Check the individual policies on the TEACHER
HANDBOOK GOOGLE DOCS. Web Page.

ACCIDENT AND ILLNESS EMERGENCIES: 
Safety and accident prevention is one of our first responsibilities. Everyone is legally responsible for the safety and
welfare of the students under our supervision. Students must be thoroughly instructed in all safety practices
necessary to complete any task. One may find it necessary to go over safety procedures. Students who are unable to
use or refuse to use acceptable safety procedures are to be denied participation in the activity.

An emergency may arise at any time in the classroom or activity area. We all have responsibilities when such
occurs. The following procedure should be followed.

1. Give immediate care and either designate a student to call the office via the intercom or send a runner to the
office for assistance and instructions.

2. Notify the student's doctor or any doctor if their family physician is not available.
3. Call for a rescue unit if there is any doubt of the need. The nurse or secretary will do so upon request. Upon

arriving to the scene, the rescue unit shall have complete charge of the patient as far as the administration of aid
and transportation to the hospital.

4. Notify parents or guardian.
5. Unless the parents are present, a school staff member shall accompany a student to the hospital until the parent

arrives. One of the administrators or the nurse will be available to do this.
6. Never allow an ill student to go home unattended when their parent cannot be contacted.
7. Provide transportation home for ill students if necessary.
8. Provide guidance to parents if and when it appears necessary.

ACCIDENT AND INJURY REPORTS: 
All accidents and any injury to either a student or staff member must be reported to the office as soon as possible
after the incident. A brief written commentary of each accident or injury must be provided to the office and
indicate the following information:

1. Description of the accident that occurred.
2. Names of student(s) and staff involved.
3. Date and time of day the accident occurred.
4. Assistance given at the time.

Forms are be located in the office and need to immediately be filled out and turned it.

ADMINISTERING OF MEDICATION: 
Students who find it necessary to take medication during school hours are asked to leave their medication in the
nurse's office and take their medication in the nurse's office. Teachers are not to administer any type of medication
to students while they are considered to be on duty. This includes aspirin.

INJURY ON THE JOB: 
It is the responsibility of an employee injured on the job to inform the superintendent within 24 hours of the
occurrence and to file any claims, such as workers' compensation, through the board secretary (Board Policy 403.2).

CHILD ABUSE AND REPORTING: 
All employees are encouraged, and licensed employees are required as mandatory reporters, to report alleged
incidents of child abuse that they become aware within the scope of their professional practice.
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POLICY ON HARASSMENT AND BULLYING: 
Harassment, bullying and abuse are violations of school district policies, rules and regulations and, in some cases,
may also be a violation of criminal or other laws. The school district has the authority to report students violating
this rule to law enforcement officials.

Students who feel that they have been harassed or bullied should:
Communicate to the harasser or bully that they student expects the behavior to stop, if the student is comfortable
doing so. If the student needs assistance communicating with the harasser or bully the student should ask a teacher,
counselor or principal to help. If the harassment or bullying does not stop or the student does not feel comfortable
confronting the harasser or bully, the student should: tell a teacher, counselor or principal and write down exactly
what happened. Keep a copy and give another copy to the teacher, counselor or principal including: what, when and
where it happened, who was involved, exactly what was said or what the harasser or bully did, witnesses to the
harassment or bullying, what the student said or did, either at the time or later, how the student felt, and how the
harasser or bully responded.

Sexual harassment may include unwelcome sexual advances, requests for sexual favors and other verbal or physical
conduct of a sexual nature. Harassment or bullying on the basis of age, color, creed, national origin, race, religion,
marital status, sex, sexual orientation, gender identity, physical attributes, physical or mental ability or disability,
ancestry, political party preference, political belief, socioeconomic status or familial status includes conduct of a
verbal or physical nature that is designed to embarrass, distress, agitate, disturb or trouble persons who:
places the student in reasonable fear of harm to the student's person or property, has a substantially detrimental
effect on the student's physical or mental health, has the effect of substantially interfering with the student's
academic performance, or has the effect of substantially with the student's ability to participate in or benefit from
the services, activities, or privileges provided by a school.

Sexual harassment includes, but is not limited to: verbal, physical or written harassment or abuse, pressure for
sexual activity, repeated remarks to a person with sexual or demeaning implications and
suggesting or demanding sexual involvement, accompanied by implied or explicit threats.

Harassment or bullying based upon factors other than sex includes, but is not limited to: verbal, physical, or written
harassment or abuse, repeated remarks of a demeaning nature, implied or explicit threats concerning one's grades,
job, etc. and demeaning jokes, stories or activities.

It is the policy of the Adel DeSoto Minburn Community Schools to maintain a learning and working environment
that is free from harassment/bullying. No student or employee of the district shall be subjected to
harassment/bullying.

Violations of this policy will be cause for the following disciplinary action:
first offense - one hour detention;
second offense - two hour detention;
third offense - four hour Saturday school;
fourth offense - one day in-school suspension;
fifth offense - three day in-school suspension, and;
sixth offense - issue taken to superintendent and school board for possible expulsion hearing).
Depending on the severity of the incident, steps can be skipped by administration.

Additional reference to Board Policy 403.6 (Harassment) is made as supplementary to this concern. The grievance
procedure for harassment is found in this handbook.

If there are questions, please feel free to contact Greg Dufoe, Section 504 Coordinator for the Adel DeSoto Minburn
Community School District, at 993-4583.

STUDENT ABUSE BY DISTRICT EMPLOYEE'S: 
As directed by Chapter 102 of the Iowa Administrative Code, the Adel DeSoto Minburn Community School District
has appointed a designated investigator responsible for the investigation of allegations regarding the abuse of
students by school employees.
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The designated level one investigator for the abuse of students by District employees is Darcy Simpson,
school/community liaison (993-4584). The level two investigator is Jim McNeil, Adel Police Chief (993-4525).
The alternate investigator is Greg Dufoe, Superintendent of Schools (993-4283).

Categories of abuse are the following;
1. Physical Abuse - non-accidental physical injury to a student as a result of actions

by a school employee.
2. Sexual Abuse - certain defined criminal sexual offenses and inappropriate intentional sexual behavior

or sexual harassment and bullying by a school employee toward a student.

If a student, school district employee, or other member of the school district community believes a child has suffered
abuse by school district employee in a school related context, this should be reported to the designated investigator
immediately.

SECTION 504 AND THE ADA: 
Section 504 of the Rehabilitation Act of 1973 prohibits discrimination against persons with a disability in any
program receiving federal financial assistance. The ADA (Americans with Disabilities Act) likewise prohibits
disability discrimination. In order to fulfill obligations under section 504 and the ADA, the Adel DeSoto Minburn
School District has a responsibility to avoid discrimination in policies and practices regarding its personnel and
students. No discrimination against any person with a disability should knowingly be permitted in any of the
programs and practices of the school system.

CLOSING OF SCHOOL: 
In the event circumstances arise that necessitate starting school late or canceling school for the day, all Des Moines
stations will carry an announcement to this effect. An attempt will be made to get this information to the respective
stations by 7:00 a.m. The ADM High School texting tree will be used to inform staff members that school is
starting late or being canceled. Please do not text back that you have received the initial text, that interferes with
outgoing texts.

HOMELESS STUDENTS: 
In accordance with Chapter 33, Iowa Administrative Code, the Adel DeSoto Minburn Community School District
encourages homeless children and youth to enroll in school. For information, please contact the Superintendent's
Office, 801 Nile Kinnick Dr. S., Adel, Iowa, 50003. Phone number: 515-993-4283.

STUDENT BEHAVIOR EXPECTATIONS

PHILOSOPHY: School discipline policies and procedures are a necessary means of creating and preserving a safe
and orderly environment in which the teaching/learning process can take place. The Adel DeSoto Minburn High
School discipline code specifically prohibits any individual to interfere with another student's educational growth
and also protects those students who might choose to interfere with their own educational growth.

In order to ensure the right of all students to a safe and productive educational environment in which they may learn
the skills and attitudes necessary to develop and to mature as responsible adults, accountable for their own actions,
the Adel DeSoto Minburn Community School District Board of Education states in Policy No. 503.1 that:

"The Board believes inappropriate student conduct causes material and substantial disruption to the school
environment, interferes with the rights of others, or presents a threat to the health and safety of students, employees,
and visitors on school premises.

Students shall conduct themselves in a manner fitting to their age level and maturity, and with respect and
consideration for the rights of others while on school district property or on property with jurisdiction of the school
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district; while on school owned and/or operated school or chartered buses; while attending or engaged in school
activities; and while away from school grounds if misconduct will directly affect the good order, efficient
management and welfare of the school district.

Students who fail to abide by this policy and the administrative regulations supporting it may be disciplined for
conduct which disrupts or interferes with the educational program; conduct which disrupts the orderly and efficient
operation of the school district or school activity; conduct which disrupts the rights of other students to obtain their
education or participation; or conduct which interrupts the maintenance of a disciplined atmosphere. Disciplinary
measures include, but are not limited to, removal from the classroom, detention, suspension, probation, and
expulsion."

DISCIPLINE REFERRAL PROCEDURE: 
The primary reason for establishing a Referral Procedure is to provide a continuous process for dealing with
behavior problems through problem solving at the lowest level on the referral ladder and to clearly identify the
involvement of personnel and their scope of action at each level. This Referral Procedure should also facilitate
communication between teachers and administration. Many of our teachers have used a less formal referral system
successfully in the past with which they are comfortable. That method is still acceptable for those who choose to
utilize it.

When a breach of discipline occurs, the teacher has to decide which action, or combination of actions, will best
resolve the problem. The decision the teacher makes here can have a definite effect, positive or negative, on results
attained at the next level of the referral ladder. Consequently, referral should not be made until the teacher has done
all he/she can to resolve the problem at the teacher-student level. If referral is done too quickly, the student will
come to think that he/she is responsible only to those at the upper referral levels, and not to the teacher. Minor
discipline problems should not be referred to administrators unless the teacher first meets with the student outside
of class and calls the parent in an attempt to resolve the problem.

Teachers are also encouraged to involve the student's counselor in recurrent minor behavior problems in seeking to
understand the problems of a particular student. The school counselor is in a key position to guide students in taking
an active part in solving their behavior problems and making conscious decisions to act responsibly. Of course
some actions, by the severity of their nature, are subject to immediate suspension or assignment of other
consequences by the administration. These more serious breaches of discipline should be referred to the
administration upon the first occurrence.

Three basic categories of discipline concerns have been classified for you as examples:

The first deals with very minor discipline infractions that would call for teacher discretion as to whether the incident
deserves a reprimand, warning, the assignment of a minor consequence, or perhaps should be overlooked. Such
infractions may include talking in class or study hall, failing to bring supplies to class, running in the halls, throwing
papers in class, etc.

The second category deals with concerns for which the teacher should make some response. The type of response
would depend on the degree of severity of the discipline infraction. These types of behavior might include minor
insubordination, rudeness, pushing and shoving, profanity, etc.

The third category calls for automatic referral to an administrator. Such infractions include gross disrespect or
insubordination, fighting, smoking, vandalism, etc. Whatever the level of discipline concern, the handling of that
concern must be fair, firm, friendly, and consistent.

It is the responsibility of each teacher, as the original initiating force, to explain clearly to the students in his/her
classes how he/she will function within the referral structure. This explanation should include discussion of the
extent the teacher will work with a given student to resolve a problem, how the teacher will decide on any needed
consequent action, and how he/she will involve a misbehaving student in these processes.
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THE REFERRAL PROCEDURE

Step 1: Minor classroom misbehavior should be handled by a direct verbal warning. If the teacher has developed
the proper rapport in the classroom and has the respect of the students, the situation should be easily corrected.

Step 2: A student guilty of repeated disturbances who did not heed in-class warnings should be asked to remain
after class. After class the teacher should identify the problem and should inform the student why the behavior is
intolerable - i.e., he/she sacrifices the valuable learning time of each member of the class by their behavior. The
student may be asked to supply a solution, or the teacher might suggest a specific nonverbal warning system to use
for that particular student, i.e., and a tap on the desk or a touch on the shoulder. At this stage try to resolve the
problem between the teacher and the student. The goal should be to work towards the conditions that will be
necessary for the class to function without further conflict. It may be necessary to submit a behavior referral and an
administrator will assign detention time or other consequences to the student.

Step 3: Failure of the student to respond to Step 2 would call for an after school conference and parent contact.
Let the parents know that there has been a problem and that your first efforts have failed. Approach this stage from
the standpoint: "here is what has taken place...what can we do to prevent the problem from becoming a serious one?"
Seek alternatives and explain what the consequences will be if the problem is not resolved at this level. The
administrator should be advised of the misconduct and the steps taken to correct the behavior. You are encouraged
to telephone parents as often as necessary to discuss concerns. It may be necessary to submit a behavior referral and
an administrator will assign detention time or other consequences to the student.

Step 4: Any further disturbances would call for a referral to the administrator. The first three Steps outlined
should be adequate to handle most classroom situations and it is desirable that the student's misbehavior will be
corrected before referral to the administrator.

Note: It is possible that a student may be dealt with on a particular step on more than one occasion. For example, a
teacher could conduct an after class conference with a student and a week to ten days later find it necessary to have
another after class conference. It is not mandatory to move to the next level of the Referral Procedure unless it
seems appropriate in the teacher's judgment.

Remember, minor discipline problems should not be referred to administrators unless the teacher first meets with the
student outside of class and contacts the parent in an attempt to resolve the problem. A student may be sent to the
office any time that student's conduct becomes so disruptive or offensive that it is impossible to conduct a class in an
orderly fashion. Actions that interfere with other students' learning or that prevent the teacher from teaching must
not be tolerated.

DISCIPLINE RECORD KEEPING AND COMMUNICATION: 
This Referral Procedure necessitates the development of a record-keeping system that is similar at each level of the
referral and from teacher to teacher. Consistency here helps provide staff members at all levels a detailed record of
a given student's behavior pattern, consequent teacher action, and extent of results of these actions. This continuity
in communications is also important from the standpoint of follow-up action by the administration.

The Infinite Campus Behavior Referral process should be used to record the specifics of student behavior and
teacher action prior to referring a student to an administrator. Completion of this form provides the background data
that may be needed by the administrator to take appropriate actions such as removing disruptive students from class.
See instructions on how to fill this out in the Teacher Handbook on the website on Google Docs. under Behavior
Referrals.

CLASSROOM TARDY POLICY AND PROCEDURE: 
Please explain to your students how tardies will be dealt with so that they have a clear understanding of your
expectations and the consequences with which they may be presented. What follows is a description of the
minimum expectations and consequences. You, as a classroom teacher, may place higher expectations and greater
consequences upon your students... .as long as they are reasonable and clearly explained to your students prior to
administering your policy. Students will be assigned a detention by the classroom teacher upon the second
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incidence of being tardy to the same class. Teachers will need to record the first time a student is tardy and then
submit a behavior referral form each subsequent tardy to class.

Students will be expected to serve their detention on the next available Tuesday or Thursday.

DUE PROCESS: 
Teachers must provide minimal due process to students when administering disciplining and/or assigning
consequences. There are essentially three things teachers must do to ensure due process: 1) tell the student what you
think they did wrong; 2) tell the student what your evidence is that supports this belief; and 3) listen to their
explanation regarding what happened. Teachers may then take action (assign detention, etc.) if they still believe that
the student is guilty of breaching school or classroom rules.

GENERAL INFORMATION

TEACHER DRESS: 
Teachers are expected to dress professionally every day. This would be a business casual dress style and does not
include jeans or shorts. On given days, teachers will be given permission to dress more casually which would
include jeans.

PROFESSIONALISM AND ETHICS: 
At ADM we hire only the most highly trained professional group. It is our obligation to display this training
through appropriate thought, word, and deed.

The activities that are conducted between professional staff members should remain completely confidential,
including any information regarding students, other staff members, or district employees. It is a gross breach of
professional ethics when confidence is not maintained.

Let us all display a high level of professional ethics in our conduct with one another and within the community.

MORNING DUTY: 
Staff members on morning and afternoon duty need to be in their designated area at 7:45 a.m. A copy of the duty
schedule can be found on the electronic Staff Handbook Google Docs.

PHYSICAL DISPLAYS OF AFFECTION: 
The physical display of affection is not appropriate at school. Kissing, embracing and handholding are not
permitted.

SELLING ITEMS AT SCHOOL: 
Students or staff members are not permitted to solicit or sell merchandise to other students or staff members at
school. 

COPYRIGHT GUIDELINES: 
Clear guidelines on what teachers can and cannot copy for classroom usage have been established, as a result of a
truce between publishers and educators on reproducing copyrighted materials.

While the guidelines do not yet carry the full authority of law, they can be followed immediately. Here is what they
say teachers can do:

1. Make a single copy of a chapter of a book; an article from a periodical; a short story; essay or
poem; a chart, graph, or diagram for research or class preparation.

2. Make multiple copies (one per pupil) if copying "meets the tests of brevity and spontaneity" and
carries a note of copyright.
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Brevity is defined as a complete poem of less than 250 words, a complete article or essay of less than 2,500 words,
an excerpt from any prose work of not more than 1,000 words, or 10% of the work, whichever is less, one chart,
diagram, or other illustration.

Spontaneity means the "inspiration of the individual teacher and the decision to work" are so close in time to "the
moment of its use for maximum teaching effectiveness" that it would be unreasonable to expect a timely reply to a
request for permission.

The guidelines prohibit:
1. Copying to replace or create anthologies.
2. Photocopying of consumable works.
3. Copying as a substitute for buying books.
4. Charging students more than the actual cost of copying.

Materials that need to be copied should be sent to the district copy center at the ADM Middle School. The copy
machine in the office is for five copies or less. PLEASE DO NOT send a student to the office for copies unless it is
an emergency.

ANNOUNCEMENTS: 
Announcements will be emailed to staff by the end of first period, or as soon as possible. Announcements will also
be posted on the ADM High School Website and will scroll on the T.V. in the high school commons for students. .

ACTIVITY PARTICIPATION AND PRACTICE: 
No student is eligible to participate in an after-school activity (plays, musicals, athletics, cheerleading, speech, etc.)
unless he/she has been in attendance all day of the scheduled activity (unless cleared with the Activities Director in
advance). Students may not participate in a competition if they are on the Incomplete/Failing list. The teacher in
charge of the activity is responsible for enforcing the rule. Exceptions include funerals and doctor appointments,
providing the advance makeup procedure has been followed. In order to attend practice in after-school activities, a
student must be in attendance at school during the afternoon session (periods 5, 6, 7, & 8) or given permission by the
administration.

ADVANCE MAKEUP: 
Students will occasionally present an advance makeup slip to faculty members. By signing the advance makeup slip
teachers are stating that the student has made up responsibilities in an advance to the teacher's satisfaction. Before
signing the slip, please be certain that the student has cleared the absence with the office AND they are NOT
one the F/I/W list.

ASSEMBLIES: 
All teachers are expected to help with supervision for pep rallies or other assemblies when students are dismissed
from classes. It is important that unless teachers are directly involved in the assembly that they sit in the bleachers
with the students. This helps model appropriate behavior and encourages students to be more attentive.

All students are to attend assemblies unless at a school sponsored class or activity. Please assist students to move to
the gym quickly by supervising the following areas.

Athletic Hallway:
East Hallway:
Music Hallway and Door:
Commons:
200 Hallway and Door:
100 Hallway and Door:
West Entrance:
Loading Dock Hallway and Door:

Whisner, Mehmen
Jennings, Asche
Braun, Wooden
Goodale, Seidl, Buchman, Rezek
Vasto, Pottorff, Gilliland, Knipper
Jennison, Weems, Miller, Bachman
Baier, Longman
Rolles, Boesen
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COLLECTING MONEY: 
Teachers are responsible for any student money they collect. It should be turned into the superintendent's office as
soon as possible.

COPY MACHINE: 
Each teacher is assigned a code number for using the office copy machine. Please be aware of the number of copies
you are making. DO NOT COPY IN EXCESS! Students are not allowed to use the copy machine due to the
confidential data that could be coming into the machine.

FACULTY AND FACULTY ADVISOR MEETINGS: 
Please refer to the Teacher Handbook Website on Google docs., under the Staff Meetings section.

FIELD TRIPS: 
All field trips should be approved through the principal and scheduled through the activities director. Normally,
there will be no field trips scheduled after the first week or two in May.

The following is a list that has to be accomplished for each field trip. It is the responsibility of the supervising
teacher to make sure all of these things are taken care of before students are allowed to participate in the field trip.
• A transportation request should be filed as soon as you know the information required. Call the transportation

supervisor to check on the availability of a vehicle before filling out the paper work for a transportation request
(teachers should also do this when scheduling transportation for professional seminars, clinics, etc.). Teachers
need to ride on the bus where they can provide appropriate supervision for their students. This may be near the
middle or back of the bus. Generally, the front seat would not be a good vantage point from which to supervise
a busload of students.

• Teachers need to submit a list of students going on the field trip to the office.
• Inform your colleagues of when your field trip will occur and which students are involved in time for faculty to

adjust lesson plans, if necessary. List your trip on the calendar located by the teacher mailboxes.
• Teachers should keep on file a completed and signed parent permission slip for each student who participates in

a field trip.
• Make sure that the students involved in the field trip present an advanced makeup slip to their teachers and

complete their work before participating in the field trip.
• Students listed on the failing/incomplete list are not permitted to go on the field trip until they are eligible again.

The supervising teacher needs to crosscheck this to be sure the student is eligible.
• Teachers are to inform the food service about the date of the field trip and number of students going if students

will not be at school for lunch.
• It is also necessary to fill out a leave form so that the office may secure a substitute teacher.

GIFTS: 
Employees may not accept or receive any gifts unless the donor does not meet the definition of "restricted donor" or
the gift does not meet the definition of "gift" as described in Board Policy 402.5.

NEWS MEDIA: 
School district personnel shall refer interview requests and information request from the news media to the
superintendent's office. School district personnel may be interviewed or provide information about the school after
receiving permission from the superintendent. Students may not be interviewed during the school day by the news
media without permission from the principal (Board Policy 902.3).

INVENTORY: 
Accurate records need to be kept of all equipment. Any missing inventory should be reported to the superintendent's
office as soon as possible. Equipment or furniture that is moved from your room or no longer in good condition
needs to be noted on your inventory sheets as to where the item went.

LEGAL LIABILITY: 
The school district can be held liable for wrongful acts of its agents, which includes all staff members. Extending
the Iowa law to make school districts liable for actions of its agents does not diminish individual teacher
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responsibility. Everyone, regardless of position, is liable for his/her own torts. While teachers enjoy a measure of
immunity from liability for reasonable punishment of pupils, the immunity does not extend to injury that is caused
through willful acts or negligence. The possibilities of negligent action by teachers are very great, due to the
number of activities in which pupils engage as part of their schoolwork and co-curricular programs. AT NO TIME
should students be left un-supervised. There is to be no classroom activity or co-curricular event that should
occur without the presence of a supervisor. Using good judgment and extreme care in all cases when it is
possible for personal injury to occur is the best protection from liability. This extends to alumni and adults
using our facilities. For example, if you open the weight room for adult use, be sure that the participants
have signed a waiver form.

LESSON PLANS: 
It is important to plan lessons to ensure that effective teaching and learning occurs. Teachers often use strategies in
addition to "lesson plan books" for making these plans to deliver instruction. However, beyond helping you to stay
focused and organized, lesson plan books also provide an outline or plan for a substitute teacher to follow in the
event that you are not available in your classroom. Typically, teachers provide additional instructions for substitutes
when they know that one will be conducting their classes for them. On occasion, however, teachers are not able to
provide this additional information...at such times, lesson plan books become an invaluable tool for the substitute.
Teachers are expected to update their lesson plans on-line at least once a week.

You should have your lesson plans for the next week completed and placed in the designated area by the last school
day of each week. If additional time is needed to complete your lesson plans, they should be ready for the week no
later than the beginning of school on the first day of the week.

At a minimum, lesson plans should include the following:
• the objective/outcome of the day's lesson
• the agenda or activity planned for the lesson (including needed materials)
• any independent practice assignment

More detailed plans and additional information may be included at the teacher's discretion to ensure effective
delivery of instruction. All lesson plans for the year should be kept and turned in at the end of the year.

PARENT TEACHER CONFERENCES: 
Teachers are required to schedule Parent-Teacher conferences with parents of their advisory groups. Information
will be entered on a Google docs spreadsheet created by the HS Office. All information must be filled in by the
deadline set by the office staff. These conferences are intended to not only inform the parent of how the student is
doing academically, but socially as well. Discussion should focus around how to help the student become more
successful at ADM High School. The first report cards are given to the parents at the time of the conference. The
postcards that are sent to the parents indicating the date and time of the day for the conference may be obtained from
the office. Be certain that you have the correct information as to time, date, names, room number, address, and zip
code. Teachers wanting students in attendance at the P-T conference are to indicate this information on the bottom
of the card. If parents would like to schedule a meeting with a specific teacher, they are encouraged to do so.

POLITICAL ACTIVITY: 
No employee shall engage in political activity upon school property during the time school is in session (Board
Policy 402.2).

PURCHASE ORDERS: 
Each faculty member is to submit purchase orders using the online instructions in the Teacher Handbook website on
Google Docs. under the On-Line Purchase Orders section. ALL PURCHASES WILL REQUIRE A PURCHASE
ORDER AND MUST BE APPROVED PRIOR TO ORDERING.

PURCHASE ORDERS-OTHER: 
Pink copies of purchase orders are provided to you. Once you receive the material, please mark the pink sheet
"Received and OK to Pay", list the date, and initial it. Then turn the pink sheet in to Central Office with the packing
slip (if there was one). If a partial order was received, mark the items back-ordered and return the pink copy to the
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office with the packing slip. The pink slip will be returned to you until your is complete. Once you have received
everything on the order, submit it again for final processing.

SEMESTER TEST GUIDELINES: 
All one-semester course tests are to be given during the last three days of the semester. Semester tests requiring
more than the normal assigned test time may be given in parts. The first part may be given at an earlier time during
the week. Please discuss this change from the regular schedule with the principal.

Normally, students should not be allowed to change their test-taking schedule. For example, a student may desire to
take their test at a different time in order to create a free period for themselves at the beginning or end of the day.
Requests like this should not be granted because we can not accommodate all students. Any changes should be
discussed with the building principal before being approved. Students may leave school during the periods they are
scheduled for lunch, study hall, or physical education. Students who choose to stay at school during these times
must go to study hall to the Media Center. Students should not be in the hallways during the time tests are being
taken. Teachers need to keep students in their classroom for the entire testing period.
The lunch supervisor will need an accurate count of students desiring to eat hot lunch on semester test days.
Teachers should make a periodic check of the hallways during their non-testing period to make sure there are no
students in the hallways. All teachers will be expected to participate in supervising those students who plan to stay
at school during teacher work periods.

SUBSTANCE FREE WORKPLACE: 
The Board expects the District and its employees in the workplace to remain substance free (Board Policy 403.7).

SMOKING: 
House File 2212, known as the Smoke Free Air Act, went into effect on July 1, 2008. The law provides:
1. Smoking is prohibited and a person small not smoke in any of the following:

• Public places (defined to include public and private educational facilities, as well as public buildings
and vehicles owned, leased, or operated by or under the control of the state government or its political
subdivisions).

• All enclosed areas within places of employment (an employer is defined to include state government
and its political subdivisions) including but not limited to work areas, private offices, conference and
meeting rooms, classrooms, auditoriums, employee lounges and cafeterias, hallways, medical facilities,
restrooms, elevators, stairways and stairwells, and vehicles owned, leased, or provided by the employer
unless otherwise provided und this chapter.

1. In addition to the prohibitions specified in subsection 1, smoking is prohibited and a person shall not smoke in
or on any of the following outdoor areas:

• School grounds, including parking lots, athletic fields, playgrounds, tennis courts, and any other
outdoor area under the control of a public or private educational facility, including inside any vehicle
located on such school grounds.

• The grounds of any public building owned, leased, or operated by or under the control of the state
government or its political subdivisions.

TEACHER PREPARATION IN CASE OF ABSENCE: 
When in need of a substitute teacher notify the principal when possible ahead of the day to be absent. In case of
illness. call Jamie Jorgensen at 515-993-3197 before 6:00 a.m. The earlier, the better. There are many things a
teacher can do to help the substitute and thus result in another day of school for the children instead of a day of
uncorrelated activities.

At the beginning of school it is expected that each teacher will prepare a substitute folder. These folders are
available in the office.

The following materials are to be included in the folder by each teacher and should be turned into the office by the
end of the first week of school:

1. Identify a teacher who will help when a substitute teacher needs incidental information.
2. Identify a student who is assigned to help the substitute teacher (roll call, etc.).
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3. Provide class lists and seating charts for each class or study hall on your schedule.
4. List the location of your plan book and have adequate plans completed one week in advance by each

Monday morning.
5. Indicate the location of your grade book.
6 List work sheets or other possible supplementary work for students and indicate where they can be found.
7. List the titles of text used and author (Identify the grade and section for each book).
8. Provide any other helpful information that might be unique to your assignment.

These should be written in such a manner that any substitute could have an excellent day. Also include any other
items you feel would be helpful to the substitute.

TEACHERS' WORKING HOURS: 
Teacher work hours at the ADM High School are from 7:45 a.m. to 3:45 p.m. Teachers are expected to be in the
building at 7:45 a.m. Teachers are expected to stay in the building until 3:45 p.m. If you know you will be late or
need to leave early, please notify the principal. With principal approval, a staff member may use the district two-
hour leave policy (you need to make arrangements for another staff member to cover your classes or assignments).
On Fridays or on school days preceding holidays or vacations, teachers may leave after all of their responsibilities
have been concluded and/or students under their supervision have left the building. If you need to leave the 
building duringyour planning period, please let the office know. Changes in the described working hours may
be warranted by meetings, weather conditions, school functions, parent-teacher conferences, etc. These changes will
be made by your principal and shared with the teaching staff. So there is no misunderstanding, please inform the
principal if you have a meeting that is scheduled elsewhere.

SUPERVISION: 
The normal work-day for teachers shall consist of eight hours and normally will be from 7:45 AM to 3:45 PM. On
Fridays, the faculty day ends at 3:30 PM. please spend the time after 8:10 AM in or around your room. It is
expected that you stand near your door between classes and supervise both the hallway and your room. The
presence of a teacher in the hallways will often stop a great deal of horseplay and potential problems. You have the
authority to make any reasonable request of any student. Your authority does not end at the classroom door.
Supervision is one of the most important responsibilities of schools and teachers. You must supervise your students
at all times while they are under your charge. Teachers should never leave their classroom or study hall unattended
unless a standby has been arranged to cover the assignment. Teachers, as well as all other school employees, have
the responsibility to report student infractions of school rules to the administration. This is in reference to situations
such as when a school employee witnesses a student smoking in the parking lot or observes a student fight. Stress
proper care of school property. You are responsible for the property in the classroom you are using each period.
Check each day for marks on desks and chairs. Do not allow students to place their feet on the chairs in the
auditorium. Building and room keys are issued to make your job easier. See that they do not fall into the hands of
unwanted personnel. You are the only authorized person to be entrusted with your keys. Never loan a key to a
student regardless of the circumstances. If you have lost a key(s) please inform the principal immediately. All
doors to the classroom are to be locked when not in use or supervised by you. If you are the last person in the
building on weekends or evenings, please make sure the alarm system is turned on. Please turn off all lights in areas
when not in use.

TEACHERS WORKROOM AND LOUNGE: 
The lounge is provided for your enjoyment and convenience. You are expected to help keep the room neat in
appearance. Teachers are not permitted to go to the lounge during class or study hall time.

TELEPHONE CALLS: 
Employees may receive and make personal telephone calls during lunch, breaks, or preparation periods. Employees
may receive emergency telephone calls at any time. Personal long distance calls must be paid for by the employee.
(Board Policy 402.9).

STUDENT ORGANIZATIONS: 
School district personnel may not participate or assist in the planning, criticizing, or encourage student attendance at
student initiated non-curriculum-related organizations held at school (Board Policy 504.2).
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STUDENT PLANNERS: 
Other than going to classes students need to use the Passport section of their planner. Please be sure that the student
is using his/her own planner. If a student does not have a planner, they will not be allowed to sign out unless there is
an emergency. Please contact the office if you need assistance. Remember to check the sign-out time, the time
student comes to you, and the time he/she returns to the study hall or class.

USE OF SCHOOL EQUIPMENT: 
School district personnel may use school equipment for non- school-sponsored events with the permission of the
superintendent, building principal, or maintenance director (Board Policy 401.9).

REGULATIONS CONCERNING SCHOOL SPONSORED DANCES: 
High school dances are for senior high students and invited guests (one guest per student). Middle school students
are not allowed to attend the high school dances (even as invited guests). The exception to this rule is for Prom. 9th
grade students will be allowed only as a guest of a Junior or Senior. All out-of-school guests (alumni and students
from other communities) must be signed up in the office prior to the dance and must be accompanied by the ADM
student who signed them up to gain admittance to the dance. The faculty sponsor(s) should arrange to have this sign
up accomplished in the office and announced to the student body. The dance shall be confined to the commons area
and students who come to them must stay in the building once they arrive. Clean-up must be completed and the
building cleared by 12:00 a.m. Permission to hold dances must be granted by the class sponsors and cleared through
the activities director. Teacher chaperones need to circulate around the Commons and try to place themselves
where needed to best supervise students. Chaperones can be effective at dances simply by being visible to students.
At least one chaperone must be "on duty" in the Commons at all times.

SCHEDULING OF SCHOOL ACTIVITIES: 
All activities involving students or school facilities will be scheduled with the Activities Director. Activities will
have priority according to the order in which they are cleared or approved through the Activities Director's office.
Please attempt to solve conflicts with other teachers and groups before placing an activity on the calendar. Advance
planning in scheduling activities is necessary to avoid conflicts.

When scheduling an activity, give the name of the group, starting and ending times, teacher in charge, rooms to be
used (or location if out of town). This procedure will be followed for all activities scheduled after hours (3:24 p.m.)
and on weekends. Students are not permitted in the building unless the person/teacher in charge is in the general
area of the activity. Activities listed on the school calendar will be considered approved as scheduled.

All activities in the school involving groups not directly connected with the school MUST be cleared through the
Activities Director's office first. A rental fee may be charged. A rental form is available in the Activities Director's
office.

TEXTBOOK RENTAL RECORD: Each teacher shall be responsible for stamping new textbooks and reference
books. Stamps are available in the principal's office--please return the stamp immediately after using.
(NUMBERING--GRADE--YEAR--BOOK NUMBER).

TEXTBOOKS/FINES: 
Proper textbook care should be emphasized in all classes. Students are responsible for their textbooks,
library books, etc. and will be charged accordingly for lost books, for the abuse of textbooks, and other
materials. Replacement costs and penalties for damages are as follows:
Damaged Book: 

Broken Spine - up to $10.00
Broken Cover - up to $10.00
Writing in Book - $.50 per page. If written on to make it unusable it will be the price of the book.
Unusual wear and tear on the book - up to $9.00

Lost Book: New - 90% > cost of new book
1 year - 80% > cost of new book
2 year - 70% > cost of new book

25



3 years and over > cost of used book

Book fines will be communicated to Central Office with the following information: Student name, damage
to the book, cost of fine/replacement. This information will be put in the students registration package.

VISITING SCHOOL: 
Parents are encouraged to visit classrooms. Because of the increased activity associated with the starting and
closing of the school year, visits are not encouraged during the first two weeks and the last two weeks of school
except by special invitation from a teacher. Preschool children are not permitted to visit school unless accompanied
by an adult. Scheduled visits are encouraged.

All visitors must check in at the office during the hours of 7:30 a.m. and 4:00 p.m. Office personnel will respond in
the following fashion:
• ask what the visitor's business or purpose is for being at school
• ask who invited them or requested their presence
• ask what company they represent (if applicable)
• contact the person who invited/requested the visitor and ask them to verify the visitor's purpose and direct them

to their destination.., if the visitor's visit has been previously reported to the office, the office personnel does not
have to contact the host.. .e.g., the day before the visit, a teacher reports that a visitor will be arriving the next
morning to speak to a class; when the visitor arrives, they identify themselves and the name and purpose
matches the information reported by the teacher

• if you are suspicious for any reason, contact the person who invited/requested the visitor and ask them to come
to the office to escort the visitor to their destination

• give the visitor a visitor identification button and ask that they wear the button while at school and return it to
the office or their host when they leave

Any school personnel who have visitors scheduled to come to the building, need to report this to the office ahead of
time (e-mail or write a note with the pertinent info). Let the visitor know that they need to stop by the office to
check in and pick up a visitor button to wear while in the building. Try to remind your visitors to turn the button
back into the office after their visit. All school personnel need to politely challenge any visitor we see in the
building without a visitor's button displayed (see information under "Intruder" on page 10). Suspicious visitors in
the building outside the hours of 7:30-4:00 should be addressed also. However, there will be no secretaries in the
office at these times. The principal and/or the administrative assistant will often be available for assistance if you
need it after 4:00 p.m.

Parents participating in a BAT, special education staffing, etc. and others who will be with school personnel during
their entire visit do not need a lanyard. There may be other limited situations under which a button is not
necessary... e.g., the Pepsi man arrives in uniform and with a couple of cases of pop for the lounge; some discretion
will be exercised by the office personnel.

AEA 11 MEDIA AND EDUCATIONAL SERVICES: 
AEA 11 Media Center has many fine films, books, kits, etc., available to all staff members. Staff members should
complete a media request form for the materials being requested. This form is available in the office. AEA 11
Educational Services offer many fine services to our school. Teachers who would like to make use of these services
should contact the Media Specialist regarding these services. The AEA van will deliver materials on Mondays and
Thursdays around noon. Materials being returned should be on the AEA basket in the principal's office by 11:30
a.m. the day of pick-up and delivery.

PARENT/STUDENT HANDBOOK: Teachers should familiarize themselves with the information in the
Parent/Student Handbook so that they have an understanding of the expectations placed upon students.

VOLUNTEERS: 
Volunteers can become an important part of our school. Interested teachers wishing to have volunteers should
decide the number they would like to have, the days and times within those days the volunteers could assist, and an
indication of what the teacher would want the volunteer to do. Contact the school office with your needs.
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Volunteers can do such things as developing bulletin boards from teacher directions, work directly with students
(work and number flash cards, reading to students, listening to students read), assist with special projects in the
classroom, and type items for teachers. Checking student papers would not be an appropriate activity for volunteers
and should not be allowed to occur.

Some basic guidelines for a successful volunteer and teacher relationship would include:
1. The ability on the part of both individuals to keep school information confidential.
2. The willingness on the volunteer's part to take direction. Teachers should be prepared to give thorough

directions to the volunteer.
3. The need to be prompt from both individuals. If the volunteer or teacher are not ready for each other at the

agreed upon time, this information needs to be shared ahead of time.
4. The ability to work harmoniously with each other. In addition, if the volunteer is working directly with

students, the ability to work harmoniously with these students is essential.

If, at any time, a concern regarding a volunteer should surface, the teacher should visit with the principal at once.
Cooperation is a key to a successful volunteer program.

STUDY HALL AND COMMONS GUIDE: 
A list of study hall rules is available to all teachers in order to develop consistency in all study halls. Additional
rules may be added by study hall teachers to suit individual situations.

• To be eligible for privileges (sign-out, speaking, restroom, etc.) a student must obey all of the study hall rules.
• Students assigned detention time by individual teachers may lose all study hall privileges until detention time

has been completed (this may be from any teacher - by him/her notifying the student's assigned study hall
teacher).

• Students may not eat snacks during study hall. The only beverage that should be consumed is juice from the
juice machine in the Commons...no pop.

• Students are not permitted to sleep during study hall. They must keep their eyes open and their heads up so that
the teacher can determined that they are awake.

• Radios, headsets, and similar devices and/or gadgets are not permitted in study hall. DO NOT BRING THEM
TO SCHOOL. The study hall teacher will pick up these non-school items.

• Sign-out Privileges:
A. Being tardy to study hall will result in NO sign-out for the period on that day.
B. A student must have a planner to sign out. They should complete the passport section at the student

desk or table, not the instructor's desk.
C. To complete the study hall sign-out sheet correctly, the student must specify: 1) his/her full name; (2)

destination; (3) the time placed on the pink slip by the instructor; and (4) the time he/she returned
to the study hall, NOT the time the student left the destination.

D. All writing on the pink slip and the sign-out pad must be legible to the instructor or the permission is
automatically denied.

E. While waiting to sign out, stand quietly in a line facing the instructor's desk. No more than 3 students
at a time may be at the desk to sign out (some study hall teaches may prefer to sign their students out
one row of tables or desks at a time).

F. Students are to sign out on the sign-out pad in the order in which their slips are signed by the
instructor.

G. When the student returns to the commons or study hall, he/she is to place the pink pass on the
instructor's desk.

H. Students may not sign out to lockers during the first 10 minutes or the last 10 minutes of a study hall.
I. Sign-out and talking privileges are limited to a combined total of two per day.
J. A pre-signed pass is required to go anywhere in the building except to the media center, the student's

locker, or the restroom.
• Students going to the library from study hall must use the southwest hall. Students returning from the library

are to use the southeast hallway. The study hall teacher must sign all library slips.
• Talking Privileges:

A. No student shall talk to another student unless he/she has permission (sign your
name, the starting time, and the ending time).
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B. The student sit next to the student whenever talking with another student.
C. Study hall monitor will decide who will have permission to talk.
D. The time limit for talking should be no longer than 2 minutes.
E. All talking must be done in a non-voiced whisper.
F. Sign-outs and talking privileges are limited to a combined total of two per day.

Restroom Privileges:
A. Limit restroom trips to 3 or 4 minutes. Students must use the restroom adjacent to the commons area.
B. Only one boy and/or one girl may sign out to the restroom at the same time.
C. Students are not permitted to use restrooms on the way to the library. Only those students signed out

to the restroom (from class, study hall or library) have permission to use the restrooms during class
period times.

All fifth hour study hall students must return to their study hall before going to lunch. 

Whenever a student sees marks on a desk, table, or chair the student should alert the study hall teacher of the
marks at the beginning of the study hall; otherwise, the student sitting in the desk may be held responsible.
This also applies to loose or broken seats in the Auditorium-it is very important that students not put their
feet or knees on or against the seats in the Auditorium.

SCHOOL BOARD POLICIES TO BE REVIEWED BY ALL EMPLOYEES: 
There are several School Board policies listed below for which you are responsible to review. Board policy manuals
are available in the High School office and in the lounge.

All policies 401-410. In particular:
• 401.2 Equal Employment Opportunity
• 401.3 Employee Conflict of Interest
• 401.5 General Personnel Complaints
• 401.9 Use of School District Facilities & Equipment by General Personnel
• 401.15 General Personnel Political Activity
• 402.2 Child Abuse Reporting
• 402.4 Gifts to Employees
• 402.8 General Personnel Telephone Calls
• 403.2 General Personnel Injury on the Job
• 403.6 Harassment and bullying
• 403.7 Substance-Free Workplace & Notice to Employees
1. 404.1 Employee Privacy and Searches
• 407.2 Certified Personnel Contract Release
• 409.11 Family and Medical Leave

Additional policies to review:
• 502,6 Student Complaints and Grievances
• 504.2 Student Organizations
• 712.3 Student Transportation for Extracurricular Activities
• 902.4 Students and the News Media
• 902.5 School District Personnel and the News Media
• 904.3 Visitors to School District Facilities
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