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Notice of Nondiscrimination. The Conway School District does not discriminate on the basis of age, sex,

gender identity, sexual orientation, race, creed, color, ancestry or national origin, marital status, familial status,

physical or mental disability, religion or economic status in employment, or in admission to, access to, or

treatment in its programs and activities.  Inquiries concerning the application of the district’s

nondiscrimination policy should be directed to the Director of Special Services or to the Assistant

Superintendent of SAU 9 (176 A Main Street Conway, NH 03860; 603-447-8368).

The Director of Special Services also serves as the district Section 504/ADA Coordinator (regarding disability

matters) and the Assistant Superintendent serves as the district Title IX Coordinator (regarding gender-based

matters); together they coordinate the district’s compliance with applicable nondiscrimination policies, and

applicable Federal and State laws.  Those seeking additional information concerning the district’s

nondiscrimination policy (Policy AC), or who wish to access the district’s grievance procedure (Policy ACAA-R) in

order to file a complaint of discrimination, can access those polices at the district website at:

https://www.sau9.org/school_boards/conway/policies.
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Kennett High School Teacher Expectations

Professionalism

● We are here to help all students meet high standards and graduate from high school.
● Success will not look the same with all students and will likely require a different approach in order to

lead individuals to success. Expect that all students will not learn in the same way or in the same length
of time. Utilize differentiated instruction and assessment when possible.

● Work towards positive relationships with all of your students every single day. Treat all students with
dignity, kindness and respect.

● Create lesson plans and key learning targets around state common core standards. Always make the
intended key learning targets clear to students. Always challenge your students with rigorous academic
and technical expectations and class work.

● Create appropriate detailed plans for substitute coverage when you are absent. Contact the sub
coordinator at least a day before a planned absence and by 5:30 a.m. for unexpected absences. Do not
leave busywork or videos without a connection to your curriculum. Your department chair should have
three days’ worth of emergency, course-specific plans for your absences on file in their office or in a
mutually agreed upon location. Replace these after an absence.

● You will likely make mistakes in your attempt to be fair with dozens of adolescents day after day.
Apologize. Seek reconciliation. Teacher detentions at lunch or after school are excellent opportunities to
problem solve and work towards reconciliation with a student who may not have those skills. If you
don’t know how to do this, ask for help.

● Sarcasm, teasing and badgering are inappropriate and often misinterpreted by students. For example,
“Look who turned his homework in today!” is discouraging to students.

● We often do not know all a student is carrying – family struggles, illness, etc. – and should strive to
assume the student is doing his/her best, and be patient and kind with all students. You may be the one
person in their life who truly listens and tries to understand when work is not completed or even
attempted.

● All information about student progress is protected by FERPA law and should remain between you and
the student. Do not read student grades to a class, post confidential information, or discuss anyone’s
success or failure with other students. Students should not pass back graded work to other students.

● You are accountable to parents and administrators for the content of IEP’s and 504’s. The content of
these plans is strictly confidential. Do not refer to these plans or accommodations in your classroom
unless you are speaking privately to an individual student in order to meet the plan’s requirements.

● Work towards positive relationships with your colleagues each day.
● Treat your colleagues with respect by arriving to meetings on time.
● Communicate with coaches when a student is failing your class. Coaches can be very influential in

student success.
● Profanity is unacceptable in any circumstance.
● Dress professionally and in accordance with your job requirements. Casual Friday exceptions may be

made.

School Procedures

● All teachers contribute to the safety and respectful climate of the school by being in the hallways
between classes, as well as before and after school.

● Please read your red emergency response binder and post your class evacuation route prominently in
your classroom. Review and discuss the classroom emergency procedures with your class at the
beginning of each semester. Remember safety is our number one job!

● Students may have water and other healthy beverages with them to drink during the school day. No
soda or beverages with a high content of caffeine are allowed during the school day (8:00 a.m. – 2:00
p.m.). Teachers may use their discretion to limit the drinking of beverages during class if it is deemed a
distraction or otherwise poses an issue.
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● Begin class on time every day and take attendance within the first 15 minutes of class, in every class
each day. You are responsible for accurate student attendance records.

● If a student asks for additional help, you are expected to arrange a mutually agreeable time to work
together before or after school. It is best if you have a regularly scheduled time available to students for
extra help, for example one scheduled day and time after school during the week.

● Be in your classroom at 7:20 a.m. and stay until 2:40 p.m. Students should be able to locate you before
and after school if they need to. On PLC days be sure you make time after school for students.

● Hold students until the end of class. Do not excuse students early at the end of the day or for lunch.
● Mail in the main office cannot be picked up by a student. Many things are confidential and cannot be

handled by students.
● Please discuss at-risk students (attendance, grades, and other concerns) with the Vice Principal,

Student Advocate, student case manager, Director of School Counseling, and/or the appropriate school
counselor as soon as possible.

● Please read and be familiar with the student handbook, faculty manual and program of studies.
● You are welcome to use your own cell phone in the faculty room or in your room when students are not

present. However, please remember that student cell phones are not to be used during class time
unless use is for an academic purpose with teacher permission. They may be used in the hallways
during school hours, the school store, and in the cafeteria during lunch. Seniors can use their cell
phones in the courtyard during their free time. Office phones may be used by students in emergency
situations with prior permission.

Parent Communication

● Remember that parents are an essential link to student success. They want to help.
● Return parent phone calls and emails promptly. Do not only leave a message; continue to call in case

someone is erasing your messages. A parent should not wait more than twenty four hours for a
response from you. Keeping a parent log is helpful, especially for difficult-to-reach parents. Email
concerns include tone and confidentiality. Remember that all email is a public document.

● Call parents when a student is below 70% or frequently absent. Progress reports are not enough,
particularly since a student may not take it home. Teachers should also notify the counselors, Vice
Principal or Student Advocate when students are failing or frequently absent.

● Return graded work promptly; feedback helps students learn. No papers should be kept longer than two
weeks for any reason. Update your PowerSchool student grade book a minimum of every two weeks.

● You are expected to attend all parent meetings scheduled through the School Counseling Office or
Special Education Department. If you cannot attend, you are expected to submit a report on the
student’s progress to the school counselor prior to the scheduled start of the meeting.

Educational reform must occur in schools –

one classroom at a time, one teacher at a time.

Tom Ganser
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Introduction

This faculty handbook has been produced in an effort to bring together policies and rules in effect in the
building. Teachers should read the handbook carefully and thoroughly and be responsible for knowing and
implementing its contents. In addition, teachers should read the current student handbook, the current program
of studies, the teachers’ contract, and the student activity code. Where at all possible, information HAS NOT
been duplicated.

Administrative Organization

The Principal, the Vice Principal, the Director of School Counseling, the Director of Special Education, the
Career and Technical Director, the Athletic Director, and the Student Advocate constitute the administrative
body of the school. The body meets once a week to discuss the professional progress of the school in terms of
instructional philosophies, policies, practices, and research and development in relation to the curriculum.
Routine problems concerning the overall operation of the school are also considered.

Problems, concerns, or information that needs more immediate action or consideration should be directed
through the department heads. If satisfactory resolution is not achieved, the matter may be taken up through
the administration starting with the vice principal, then the principal, then the superintendent, and finally the
school board.

2021 – 2022 Instructional Leaders

English – Jess Tilton

Math – Corinne Reidy

Science – Scott Lajoie

Social Studies – Laurel Zengilowski

World Language & Art/Dance/Music – Jodie SanDonato

Career Technical Center – Andy Shaw

2021 – 2022 Freshman Team Leaders

Team R. Murphy – Rachel Murphy

Team Murdough – Kat Murdough

Team Cyr – Melissa Cyr
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Instructional Duties

Teaching Assignments

Teaching assignments for the next school year will be made each spring by the Principal and the Career Tech
Director in consultation with the department heads.

Classroom Duties

Students are to be under the supervision of their classroom teacher for the entire class period.

No group is to be left unsupervised in a classroom. If it is necessary for you to leave the room while students
are present, arrangements for coverage must be made.

Students should not be dismissed from class before the end of the class period.

Class Time

As a faculty member, you are expected to use the entire amount of time you have students in class for
instructional purposes. As a professional educator, you should be prepared for and aware of the need to have
students remain on task. By using the entire amount of class time available and by keeping students on task
and actively involved, the maximum amount of learning possible will occur and fewer behavioral difficulties will
arise.

Morning Duties

Staff should be in the rooms they are assigned for for the first block at least 10 minutes prior to the start of
school. All teachers are expected to be in the hallway greeting students and supervising the orderly flow in the
hallways. This adult presence also serves as a strong line of defense against bullying behaviors. Teachers
should also prompt students for punctual adherence to the late bell.

Lesson Planning

To be effective in the classroom, you must have thorough, complete, and up-to-date lesson plans.

You are expected to incorporate at least the following five components in your written lesson plans:

1. The objective to be achieved during the particular class.
2. The activities used during that class, which will cause students to achieve the objective.
3. The resources (materials, supplies, etc.) to be used during this class.
4. The method(s) used to evaluate the lesson.
5. The assignment for the next class.

You are expected to incorporate the following basic structural elements into each of the classes you teach.
The elements are presented in chronological order.

1. A written agenda for the day on the board.
2. A review of major aspects of the previous lesson.
3. An introduction of the lesson of the day.
4. A presentation of the body of the lesson.
5. A summarization of the major points of the lesson just completed.
6. Assignment of homework for the evening.
7. Statement of what will be taught in the next lesson.
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Listed below are additional specific areas that may be discussed and/or commented upon as part of the
evaluation process.

● Motivational techniques used to cause students to actively engage in the class.
● Varied, appropriate instructional strategies to meet the diverse learning styles of students.
● Safety and behavioral management.
● Classroom environment/decorum.
● Appropriate student assessment strategies, practices, and materials.
● School-related responsibilities.
● Study skills.

Please keep on file with your department head or placed in your classroom in a visible location, the following
additional information:

● Three days’ worth of Emergency lesson plans.
● A key for any abbreviations you use when writing your plans.
● The title and author of all texts used in each of your classes.

Plan books may be reviewed during the post-observation conference of formal evaluations.

Homework

It is important for the teacher to require that all students do homework as befits the educational objectives of
the classroom. The teacher should use his/her best professional judgment in assigning work to meet the needs
of the students. This requires that the teacher become thoroughly conversant with the learning styles and
progress of the students in order to differentiate effectively.

● Homework must be purposeful and must never take the form of mere busy work.
● Homework will be assigned to all students on a regular basis.
● Homework will be enriching, individualized and should reinforce material covered in the classroom.
● If homework is a reading assignment, this assignment will be evaluated in the next class session.
● Long-term research projects can be assigned in lieu of daily homework in some courses. Students’

progress on such projects should be checked periodically.
● The amount of homework is left to the teacher’s discretion. However, department heads and principals

should be alert to and correct situations where homework is not being assigned or the amount is
excessive.

Homework Request: Student Absence from School (Short Term)

When a student is expected to be absent for a short term, the parents often request the school counselors to
furnish homework assignments. If you receive homework assignment requests from a counselor, you should
send the assignment to the main office no later than 2:30 p.m. of the afternoon following the request.

Tutoring Services

Kennett High School offers tutoring services through the Student Advocate’s office for the following situations:

1. Students that have been suspended for five (5) days or more
2. Students that are out of school for long term medical conditions that provide proper medical

documentation to the school counselor, attendance office and the nurses’ office.

All faculty staff will be notified by the Student Advocate’s office to provide school work to the tutor that has
been assigned to the student. All assignments and assessments are collected and placed into folders into the
front office, where the tutors pick up the work. Each tutor will return completed assignments to the teachers or
place them in your mailboxes to be graded.

If you are a school counselor or a case manager you will need to submit a tutor request form which is
accessed through the links folder.
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If you have issues or concerns with how the tutoring service works you may contact the Student Advocate,
Nicki Chewning, at 356-4309 or email at n_chewning@sau9.org .

STAFF RESPONSIBILITIES – Policy GBCC

All staff members have a responsibility to be familiar with, and abide by, the laws of the state as these affect
their work, the policies of the Board, regulations designed to implement them, as well as the N. H. Code of
Ethics for Educational Professionals and the N. H. Code of Conduct for Educational Professionals.

All staff members shall carry out their assigned responsibilities with conscientious concern. The first
responsibility of the instructional staff is the education of the student.

Also essential to the success of ongoing school operations and the instructional program are the following
specific responsibilities, which shall be required of all personnel:

1. Faithfulness and promptness in attendance at work.
2. Support and enforcement of all Board policies and regulations of the school administration in regard to

students.
3. Diligence in submitting required reports promptly.
4. Care and protection of school property.
5. Concern and attention toward their own and the Board’s legal responsibility for the safety and welfare of

students, including the need to ensure that students are under supervision at all times.
6. Any arrest of a school district employee must be reported by the employee to the Superintendent’s

office within 72 hours.

In their association with students, all school employees shall set examples that are an important part of the
educational process. Their manner, dress, courteousness, industry, and attitudes establish models that affect
the development of young people. The Board expects its staff members to set exemplary models, as well as
provide exemplary instruction.

Adopted by the Conway School Board – March 5, 1984
Revision Adopted – September 13, 1999 and May 10, 2004
Reviewed with no change – April 8, 2013
Revision Adopted – April 8, 2019

SUPERVISION OF STUDENTS – Policy JHFA

When students are in school, engaging in school-sponsored activities, or traveling to and from school on
school buses, the school is responsible for them. School personnel assigned to their supervision serve in loco
parentis.

The Board expects all students to be under assigned adult supervision at all times when they are in school, on
school grounds, traveling under school auspices, or engaging in school-sponsored activities. School personnel
assigned this supervision are expected to follow Conway School Board policies and school procedures while
providing for the safety of the students in their charge.

No teacher or other staff member will leave his/her assigned group unsupervised except as an arrangement
has been made to take care of an emergency.

During school hours, or while engaging in school-sponsored activities, students will be released only into the
custody of parents or other authorized persons.

The school administration will ensure that parents/guardians who wish to contact a student during the school
day are able to do so. Efforts will be made to minimize disruptions to learning.

Adopted by the Conway School Board – February 14, 1983
Reviewed with no change – October 1999
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Reviewed with no change – May 6, 2004
Revision Adopted – October 11, 2016

CHARACTER AND CITIZENSHIP EDUCATION – POLICY IHAK

Those in charge of curriculum development will have the responsibility for integrating into the curriculum, as
appropriate, the following principles:

1. Pursuant to Part 2, Article 83 of the New Hampshire Constitution, humanity,
benevolence, and truth and honesty with self and others.

2. Fairness, integrity, and justice.
3. Respect, courtesy, and human worth.
4. Community service.
5. Pursuant to RSA 186:13, the rights and responsibilities of citizenship.
6. Each individual has dignity and worth.
7. A free society requires respect for persons, property, principles and self.
8. Each individual has a right to learn and freedom to achieve.
9. Each individual, regardless of age, gender, race, creed, color, religion, marital status,

sexual orientation, national or ethnic origin, or disability, has the right to equal
opportunity.

10. Each individual has the right to personal liberties.
11. Each individual is responsible for his/her own actions, and should exercise self-discipline

where and when appropriate.
12. Each individual has a responsibility to the group as well as to the total society.
13. A democratic government is established by majority vote.
14. Democratic societies are based on law.
15. Problems are solved through reason and orderly processes.
16. An individual should be tolerant of another's beliefs and should have the freedom to

express his/her own.
17. Each individual has the right to work, to pursue an occupation, and to gain satisfaction

from personal efforts.

Teaching in the area of character and citizenship will take place throughout the K-12 program.

Legal References:
NH Code of Administrative Rules, Section ED 306.04(a)(5), Character and Citizenship
NH Code of Administrative Rules, Section ED 306.04(a)(i), Character and Citizenship

Replace existing Policy IGAM as of November 10, 2008
Adopted by the Conway School Board – November 10, 2008
Reviewed with no change - August 25, 2014
Revision Adopted - April 12, 2021
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Behavior Management

KHS Behavioral Program

Kennett High School incorporates a three-tiered model of intervention regarding behavior (academic and social
behavior) under the district’s Response to Intervention (RtI) initiative. Three teams have been established to
support students and staff.

1. The Universal Team addresses school-wide behavioral expectations.
2. The Child Study Team supports referred students that are having problems behaving according to the

school-wide expectations.
3. The Intensive Team works with those students exhibiting the highest need for support.

More detailed information can be found in the next section of this manual. Additional general information can
be found at the website http://www.pbis.org/.

Classroom Behavior Management

To affect successful teaching and learning, you must be in control of what takes place in your classroom.
Classroom discipline is a primary responsibility of the classroom teacher. The teacher should establish rules for
the classroom, which are consistent with both the educational objectives of the classroom, the policies of
Kennett High School, and the Kennett High School Behavioral Matrix of Expectations. The teacher should
clearly state classroom behavioral expectations, acknowledge and reinforce appropriate behavior and address
inappropriate behavior in a fair and consistent manner according to the KHS Behavior Management Flow
Chart. Teachers are encouraged to conference with students and/or the student’s parents (by telephone or in
person) about breaches in discipline or about the student’s inattentiveness to the educational process.
Teachers are encouraged to keep students after school or to use other small consequences for minor
disciplinary problems.

For your students to know what is expected of them when they are in class with you, it is recommended you
develop and then distribute a written “Student Expectation Guide.” This guide is to include, but is not limited to,
an explanation of the following:

1. Classroom behavioral expectations and classroom procedures.
2. Materials students are to bring to class each day.
3. Homework policies and procedures.
4. Tests and quizzes (general explanation of frequency and values).
5. Make-up procedures (be exact in your expectations).
6. Grading procedures and determination.
7. Role, frequency, and value of projects/research papers.
8. Study suggestions.

A copy of this guide is to be distributed to each student you have in class by the end of the first week of school.

Teachers are also expected to review with students the behavioral expectations for the classroom addressed in
the Behavioral Matrix by the end of the first week of school.

In instances where students do not choose to behave in the appropriate manner established in your
documented and explained expectations and procedures, you will be expected to proceed as follows:

1. Discuss the inappropriate behavior in the absence of peers.
2. Ensure that the student understands why the behavior was inappropriate.
3. Describe to the student what behavior is appropriate.
4. Inform the student of the consequence of further inappropriate behavior of this type.
5. Positively acknowledge future appropriate behavior. Address any further inappropriate behavior.

Teachers are expected to do everything possible to correct inappropriate behavior in their classroom before
they refer a student to the administration. This includes conferencing with the student, telephoning, and/or
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writing to the parent, teacher assigned and supervised detention, etc. If, after doing the above, the
inappropriate behavior continues, please refer the student to the appropriate staff member.

When you do refer a student for behavioral reasons, please send an electronic discipline referral to the
appropriate staff member.

Teacher Detention

Teachers are allowed to assign a teacher detention after the normal student dismissal time.

Students are to receive a minimum of 24 hours notice before a teacher detention is scheduled.

If a student is assigned a teacher detention, the teacher will make every attempt to notify the parent/guardian
by telephone or email to explain why the detention was assigned.

● If the teacher detention is not served, the student will be referred to the Vice Principal or Student Safety
Coordinator and be assigned an appropriate disciplinary consequence.

● If this is not served, the Vice Principal or the Student Safety Coordinator will meet with the student to
determine the appropriate next step.

K-12 DISCIPLINE - Policy JD

The school is a community with rules and regulations. Those who enjoy the rights and privileges it provides
must also accept the corresponding responsibilities including respect for and compliance with school rules.

In order to ensure a high quality school climate, the Conway School District will not tolerate any disruption of
the learning environment. Discipline will be developmentally appropriate and administered without prejudice.

Children who are disruptive may be removed so others can learn.

We learn that all conduct is with purpose. For this reason, the Conway School District will implement
prevention as well as intervention strategies to promote a school environment that is free from harassment,
disruption, drugs, crime and violence.

The Superintendent will develop the necessary procedures and guidelines to effectively implement and enforce
this policy, striving for consistency throughout the district.

Adopted by Conway School Board – November 10, 1997
Revision Adopted – March 8, 2004
Reviewed with no change – May 6, 2004
Revision Adopted – April 14, 2008
Revision Adopted – March 14, 2016

Discipline Procedures

Each school will publish and make available to staff, students, and their parents/guardians a handbook that
clearly articulates:

1. District Discipline Policies.
2. School expectations for acceptable and unacceptable behaviors.
3. Procedures for reporting unacceptable behavior.
4. A plan for responding to unacceptable behavior.
5. A definition of the continuum of consequences related to unacceptable behavior.
6. Samples of the forms and letters used to communicate to administration, staff, students, and

parents/guardians incidents of unacceptable behaviors.
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KHS Attendance Protocols & Procedures

Student Absence

The Board requires that school-aged children enrolled in the District attend school in accordance with all
applicable state laws and School Board policies. Attendance shall be required during the days and hours that
school is in session, except that the Principal or his/her designee may excuse a student for temporary
absences when receiving satisfactory evidence of conditions or reasons that may reasonably cause the
student’s absence.

The Board considers the following to be excused absences:

1. Illness
2. Recovery from an accident
3. Required court attendance
4. Medical and dental appointments
5. Death in the immediate family
6. Observation or celebration of a bona fide religious holiday
7. Such other good cause as may be acceptable to the Principal or his/her designee or permitted by law

Any absence that has not been excused for any of these reasons will be considered an unexcused absence or
truancy.

In the event of an illness (#1 above), parents/guardians must contact the school to inform them of the
student’s illness and absence. This may be done through the KHS absence line 356-4340 or via email at
khsattendance@sau9.org. If it is not possible to call or email, a note signed by a parent/guardian should be
brought by the child to their administrator immediately upon return to school. This note will confirm the
non-truancy of the absence.

When it becomes apparent that a student will be absent from school for an extended period of time due to
illness, parents/guardians should notify the attendance office at 356-4340 then request that the call be
transferred to their child’s school counselor to request homework assignments and/or make-up work from the
student’s teachers. Generally it will take between 24 and 48 hours for a counselor to notify the faculty and for
the assignments to be left in the Main Office for pick-up by the parents.

For absences other than illness (#2 - 6 above), parents must provide written notice or a written excuse that
states one of these reasons for non-attendance. The Principal or his/her designee may require parents to
provide additional documentation in support of their written notice, including, but not limited to, doctor’s notes,
court documents, obituaries, or other documents supporting the claimed reason for non-attendance.

If parents wish for their child to be absent for a reason not listed above (#7), the parent must provide a
written explanation of the reason for such absence, including why the student will be absent and for how long
the student will be absent. The Principal or his/her designee will make a determination as to whether the stated
reason for the student’s absence constitutes good cause and will notify the parents via telephone and writing of
his/her decision. If the Principal or his/her designee determines that good cause does not exist, the parents
may request a conference with the Principal to again explain the reasons for non-attendance. The Principal
may then reconsider the initial determination. However, at this juncture, the Principal’s decision shall be final.

Parents/guardians and students need to understand that:

● Make up arrangements will be made at the teacher’s convenience in a timely manner.
● Certain educational activities that occur during an absence cannot be replicated or replaced by makeup

work.
● When a portion of a student’s grade is determined by class participation, absence from class will have a

detrimental effect on this grade.

Dismissal from School
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A written request, signed by the parent/guardian, or a phone call from the parent/guardian, should be received
in the attendance office by 9:30 a.m. for any student wishing to be dismissed early during the school day. The
following information must be included:

● A specific reason for the dismissal.
● Time and date of the dismissal.
● When or if the student will return to school.
● Parent signature.

If you need to dismiss your child unexpectedly, please call the Vice-Principal’s office (356-4340).

Family Vacations/Educational Opportunities

Generally, absences during the school year are discouraged. The Principal or his/her designee may, however,
grant approval of absence for family vacations/educational opportunities, provided a written request is
submitted at least two weeks in advance to the Vice Principal’s office. This advance planning will allow the
teacher enough time to work with parents and the student regarding work completion.

For absences extending beyond one month, parents must contact the Principal at least 30 days prior in order
for alternative educational plans to be developed.

Truancy / Unexcused Absence

Truancy is defined as any unexcused absence from class or school. Any absence that has not been excused
for any of the reasons listed above will be considered an unexcused absence.

Ten half-days of unexcused absence during a school year constitutes habitual truancy.

A half-day absence is defined as a student missing more than two hours of instructional time and less than
three and one-half hours of instructional time.

Any absence of more than three and one-half hours of instructional time shall be considered a full-day
absence.

Disciplinary action may occur when a student is truant from school.

The Principal (or his/her designee) or Truancy Officer is hereby designated as the District employee
responsible for overseeing truancy issues.

Intervention Process to Address Truancy

1. Truant students are identified and phone calls are made on a daily basis through the Vice Principal’s
office to alert parents of their child’s truancy.

2. A weekly screening through attendance records by the Vice Principal’s office is used to identify
students who have become habitually truant. This information is then shared with relevant KHS
designees including, but not limited to the student’s school counselor, disciplinarian, special education
case manager, the nurse’s office and the Student Advocate.

3. After 5 days of truancy, a letter is sent by first class mail to parents detailing the dates of their child’s
truancies, contact information for assistance, a statement of the parent’s responsibility to ensure that
the student attends school and education regarding state and local truancy laws and legal procedures.

4. An investigation commences as to the cause of the student’s truant behavior. Parental contact is made
by one of the KHS designees in order to develop a plan for reducing the student’s truancy. When
parental contact cannot be made via telephone, a home visit is made by one of the KHS designees
and/or the School Resource Officer.

5. When appropriate, modifications of the student’s educational program are made to meet particular
needs that may be causing the truancy.

6. When appropriate, legal action is filed or the assistance of other outside agencies is sought.
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Attendance Reporting

Daily Attendance (Block 1)

Daily Attendance for school and state tracking reports is kept on PowerSchool by the attendance secretary.
The data is drawn from teacher’s Block 1 Class Attendance and updated throughout the day to reflect tardies
to school and dismissals. If a student is marked truant from first period, they are also marked truant from
school and a call to parents is made. It is therefore vital that teachers record data accurately and promptly
(within the first 15 minutes of class).

Entering Daily Attendance (Block 1 Class Attendance)

When a student enters school tardy and checks in at the main office as required, they complete two tardy slips
and the attendance secretary uses one to change the students Daily Attendance (the teachers’ Block 1 Class
Attendance) from truant to tardy and enters the time that the student checked in at school.

Therefore, when a teacher enters Class Attendance after the first 15 minutes of class it is possible that tardy
codes have already been entered by the attendance secretary. If a teacher replaces a student’s tardy coding
with truant (because the student is not in class) the student is now listed as truant from school when the
student has actually checked in to the building tardy and is simply not in class. In this situation the teacher
must NOT change the tardy code to truant and if the student never appears to class the teacher should
send a discipline referral stating that the student was listed as tardy but never arrived to class.

Class Attendance (Block 2 – 5)

Class attendance is expected to be entered within the first 15 minutes of class. A class attendance report is
printed after the first 15 minutes of every period to determine if there are students who are missing from a class
who have not been entered as truant or dismissed from school. This list is given to the Campus Monitor so the
student can be sought out and brought to class to minimize instructional time lost.

Class attendance MUST be updated by the end of each day (changing truants to tardies or excused absence)
so that when the Class Attendance Report is run the following morning to identify students that have cut class
in order to assign discipline, students are not unnecessarily pulled from class due to inaccurate data.

If a student attends your class but is listed as truant in PowerSchool, please ask to see an admittance slip. If a
student does not have such a slip, he/she should be sent to the Vice Principal’s office for such an admission
slip.

When a student is absent, excused/unexcused absences will be designated on the attendance report after the
school has reviewed the absence with home.

Tardy to School (Block 1)

Student tardies to school are tracked by the attendance secretary and disciplined according to the procedures
and policies contained in the Student Manual. There is no need for teachers to send disciplinary referrals. Any
concerns and questions should be brought to the appropriate disciplinarian.

Tardy to School (Block 2 - 5)

A student who is not in the appropriate classroom when class begins is considered tardy to class. A teacher’s
classroom management system should encourage and reinforce timeliness to class in order to maximize
student learning. Teachers must track unexcused tardies (those without a pass from another staff member) and
submit discipline referrals for students that are chronically tardy (more than three tardies per semester).
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Special Education

Individual Education Plans (IEPs ) and 504’s

All IEPs are managed and distributed by the Special Education office and all 504 plans are managed by the
School Counseling office. Regular education teachers will often have students with 504 plans and IEPs in their
regular education classes. The special education office and school counseling office, prior to the beginning of
school, will hand out any pertinent documents. These documents must be read, understood, and followed
by the regular education teacher.

All information regarding student performance, achievement, 504’s and special education is strictly confidential.
This information should not be discussed with anyone except the student, his or her parents or guardians, and
school-related personnel.

A regular education teacher will be asked to attend special education meetings. Please make every effort to
attend these meetings. Sub coverage can be provided if necessary so that regular education teachers may
attend meetings.

Teachers are permitted to read student files in both the special education and school counseling offices. These
files, however, may not be removed from these offices.

15



School Counseling Office

The School Counseling office offers many services to students at Kennett High School. Information concerning
college selection, careers, occupational training, financial aid, and military service is readily available. In
addition, school counselors are available to meet with students and parents. Teachers should direct questions
pertaining to course selection, course changes, and any phase of high school scheduling to the school
counselors.

If a student is experiencing learning difficulties, the teachers are encouraged to speak with the student’s school
counselor. Strategies will be brainstormed to improve the situation.

Questions and needs of a more personal nature may also be brought to the counselor. There may be times
when stress and problems outside of school affect students at school; school counselors can help. Students
are encouraged to make appointments with their counselor before and after school, during tutorials, and during
lunch periods. Although a team approach including student, parent/guardian, and counselor is encouraged to
ensure optimum student success and achievement, conversations a student has with his/her counselor is
confidential. Confidentiality, however, is broken if a student is in danger of hurting him/herself or someone else,
or is being hurt. For more specific information on School Counseling Services, please visit the School
Counseling section of the Kennett High School website www.khsmwv.com.

Assessments

Mid-term and final assessments for students will be administered in all courses which are full credit or greater.
Courses that are a semester in length will have a final assessment.

Students must take mid-term and final assessments for all year long classes. Semester classes will have a
final assessment. If a student is absent on assessment day, the student may be given up to two weeks to
complete the assessment, with approval by the principal. If the assessment is not made up within two weeks
after the scheduled assessment date, a grade of zero will be issued for the assessment.

Do not assign any work for the evenings before exams so students may study. Do not require any work to be
due on an exam day on which you are not scheduled for an exam.

During the final exam schedule, designated study areas are assigned for students not engaged in a final during
any part of a regular school day. Such designated areas include the school cafeteria or the school library.
Unscheduled time for students shall be devoted exclusively to preparation for finals. The time shall not be used
for social activities. The results of the finals should be utilized as part of the overall school assessment
program. They should be connected directly to expected student outcomes and directly measure the degree to
which the students are learning what they are expected to learn.

Course Selection Process

Students select courses in the spring of each year. The following is an overview of that process.

● Students receive the Program of Studies.
● Parents of incoming 9th grade students, and students who may be transferring, meet with

administration, school counseling staff, and coordinators for an explanation of both the procedure of
scheduling and the courses offered.

● Teachers and students take some time to discuss specific choices so that choice-making and teacher
approval on course selection will be expedited.

● Teachers and case managers will sign approval of the students’ course choices.
● Students will take the forms home to have their parents/guardians sign approval.
● Course selection sheets are returned to the school counseling office.
● First-run of courses are developed. Department heads decide the number of sections for each course.
● Departments create teacher schedules.
● Teacher and room information is entered.
● Student schedules are created and distributed.
● Conflicts and discrepancies are resolved in September.
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Grading

The teacher awards a grade to reflect a student’s performance relative to the standards that are dictated both
by the curriculum of the course and by the teacher of the class and local summative assessment data. The
standards against which performance is measured (i.e., classwork, homework, tests, quizzes, papers,
classroom performance, lab performance, shop performance, projects, etc.) should be communicated so that
students possess, in advance, an understanding of how their grade is determined.

When a grade is questioned, the first step will be a meeting with the parent, teacher and student. The teacher
will be given a reasonable amount of time to prepare for that meeting. An administrator who is approached by
a parent or student who has a complaint about a grade should: (a) clarify that the administrator can have no
influence on a grade given by a teacher, (b) ask if the person has talked with the teacher, (c) determine
whether the parent has received and understands an explanation from the teacher, and (d) participate in a
meeting between the parties if further explanation is requested.

An accurate, concise record of each student’s academic performance is to be kept in the electronic grading
program, PowerSchool. As a minimum, grades recorded should reflect a reasonable profile of evaluative data
on each student. Grades should be numerically based. As a minimum, one grade per week for each student is
to be entered.

Attendance may not be used as a factor in grading.

Letter grade numerical equivalents are as follows:

A+ 97 to 100

A 94 to 96

A- 90 to 93

B+ 87 to 89

B 84 to 86

B- 80 to 83

C+ 77 to 79

C 74 to 76

C- 70 to 73

D+ 67 to 69

D 65 to 66

F 64 and below

Rank books or electronic grade books must be made available to department heads and administrators.

Rank books are personal files and are not part of the student record. Therefore, they may be shared with
substitute or replacement teachers during the current school year, with the student and his/her parents and
with authorized school personnel (Principal, Superintendent, and Counselor) only.

Return of Student Work

Student work submitted for grading and/or review should be returned to the student as soon as possible.
Unless special circumstances arise, it will be expected that teachers will return corrected student work within
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four school days of the submission of the work. This includes, but is not limited to, quizzes, tests, essays, and
book reports

Report Cards

Report cards will be issued to all students four times a year. Report cards are issued as soon as possible after
grades are received from teachers, usually within one week of the close of grades.

Teachers are expected to verify that electronic grades are up to date by the deadline and to use the comments
available for report cards. A list will be distributed prior to the close of the first marking period.

Calendar of Grading 2018- 2019

Quarter 1 Dates:

October 4th - Grades close for Quarter 1 progress reports

October 10th – Quarter 1 progress report grades are submitted by 9 am

November 2nd– Quarter 1 ends – Grades close

November 7th – Quarter 1 grades submitted by 9 am

Quarter 2 Dates:

December 7th – Grades close for Quarter 2 progress reports

December 12th– Quarter 2 progress report grades are submitted by 9 am

January 25th– Quarter 2/ Semester 1 ends – Grades close

January 30th– Quarter 2/ Semester 1 grades submitted by 9 am

Quarter 3 Dates:

March 1st – Grades close for Quarter 3 progress reports

March 6th – Quarter 3 progress report grades are submitted by 9 am

April 5th – Quarter 3 ends – Grades close

April 10th – Quarter 3 grades submitted by 9 am

Quarter 4 Dates:

May 10th - Grades close for Quarter 4 progress reports

May 15th – Quarter 4 progress report grades are submitted by 9 am

Last Day of School – Quarter 4/ Semester 2 ends – Grades close

Last day for staff – Quarter 4/ Semester 2 grades submitted by 9 am
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Parent Communication

Remember that parents are an essential link to student success. They want to help. Return parent phone calls
and emails promptly. Do not only leave a message, continue to call in case someone is erasing your
messages. A parent should not wait more than twenty four hours for a response from you.

Keep a parent contact log for all phone and email correspondence. When sending email, please be aware of
concerns regarding tone and confidentiality and remember that all email is a retrievable public document.

Grade Changes

Teachers are expected to maintain accurate and up-to-date electronic data to ensure that report card grades
are accurate. Grade changes may only be done with permission from the department head, the Principal, the
Career Tech Director and the Director of School Counseling. A grade change form must be completed and
signed by the Director of School Counseling and the principal.

Teacher’s Duties With Regard To The School Counseling Office

A list of counselors assigned to students can be found by accessing the Links folder located on the computer
desktop. Teachers can also call or email the school counseling secretary (at extension 3131) in the school
counseling office to locate a student’s counselor.

Teachers may access student files located within the school counseling office. These files may not be removed
from the school counseling office.

Teachers should approach school counselors with information about students. This information will remain
confidential. It may include but is not limited to: concerns about student health and welfare, concerns about
student grades, and concerns about student habits and behaviors.

On occasion, teachers may be requested to attend meetings about individual students and their performance
or behavior in class. Unless the meeting is during class time, please make every effort to attend.

Teachers may also be requested to fill out forms regarding students. Please return these forms as quickly as
possible.

Regular Review of Permanent Records

Each school year the school counseling department and administration will conduct a separate and complete
review of data on the permanent record for the purpose of monitoring each student’s progress toward
graduation. The administration will send a letter each year, during the summer, to the parent or guardian of any
student who is not maintaining regular progress toward graduation.

Notification of Possible Failure Procedure

The administration and/or school counseling office shall notify parents/guardians, in writing, of the possibility of
failure for the year no later than the end of the third quarter, around early April. Team meetings with the
parents/guardians, student, school counselor, and any other interested party will be scheduled to develop an
action plan. Two weeks prior to the end of school, the parents/guardians will be notified in writing that the
student does not meet the promotion requirements and a placement meeting will be scheduled. The decision
whether to promote or retain the student will be determined at this meeting. A copy of any notification to
parents/guardians will be maintained in the student’s file.
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Withdrawal from School

Each student withdrawing from school will have a form signed by each teacher to which she/he was assigned
that year, the attendance office secretary, and by the library. DO NOT SIGN THIS FORM UNLESS ALL
MATERIALS FOR YOUR CLASS HAVE BEEN RETURNED.

When students who owe materials to a teacher or to a program withdraw from a class, the material must be
returned or paid for at that time. When materials are not returned to the teacher, the teacher will write the
amount owed by the student beside the teacher’s initials.

Credit Overrides

Students who join a full year class after the school year has started will receive credit only for that portion of
the year that they have been a member of the new class. Full credit may be given for the year’s experiences if
the classes in question are “related,” and are in the same department. For example, if a student starts Algebra
I and, at the end of the first quarter, receives a 46, and a decision is made that the student is misplaced, the
student can be transferred into Algebra Concepts with the provision that if the 46 is accounted for in the
grading procedure and if the student passes at the end of the school year, the full credit will be awarded. The
credit to be awarded in such cases will be determined by the counselor and department head with the approval
of the high school principal.

Student Records

Student transcripts shall contain administrative records that constitute the minimum data necessary to reflect
the student’s educational progress and to operate the educational system. These data will be limited to the
name, course titles, grades, course credit, standardized test results, class rank, grade level completed, and
year completed. Such information may include extra-curricular activities and evaluations by teachers,
counselors, and other school staff.

The temporary record shall consist of all the information in the student record that is not contained in the
transcript. This information clearly shall be of importance to the educational process.

The transcript shall be maintained by the school department and may only be destroyed 60 years following
his/her graduation, transfer, or withdrawal from the school system.

The temporary record shall be destroyed no later than five (5) years after the student graduates, transfers, or
withdraws from the school system.

Under no conditions should school records, temporary or permanent, be released to anyone except authorized
personnel without the written consent of the student and/or his/her parents. This would include names,
addresses, and telephone numbers.

Teachers may access any student information in the school counseling office. Files may not be removed from
the school counseling office.

STUDENT PROGRESS REPORTS – Policy IKAB

A timely system of reporting student progress to parents or guardians will be in place in each school of the
Conway School District. This system will include report cards and interim reports.

Adopted by the Conway School Board – July 16, 1984
Revision Adopted – December 28, 1989
Reviewed with no change – August 1999
Revision Adopted – March 10, 2005
Reviewed with no change - November 24, 2014
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To comply with this policy, the following procedures have been established:

● Interim progress reports will be issued to ALL high school students four times a year, four weeks into
each of the quarters. The purpose of the progress report is to formally inform students and their parents
of academic performance.

● In addition to these progress reports, a written warning notice must be issued to all students and their
parent(s)/guardian(s) who are in danger of failing a subject. The student’s school counselor should also
be notified of the danger of failing.

21



Responsibilities in Relation to Non-Academic Activities

Student Assistance

Parents (and guardians) are expected to promote healthy habits such as proper nutrition, hygiene and sleep,
appropriate dress for cold or inclement weather, and proper medical care. We encourage families who struggle
to provide proper food, clothing and medical care to inquire about the free and reduced lunch program and to
contact NH Medicaid at 1-877-464-2447 or www.nheasy.nh.gov. When extenuating circumstances or family
decisions result in student absences, parents are asked to communicate with the Vice Principal’s office.

Staff Development

All certified personnel must participate in a program of staff development.

All teachers in the Conway School District, and any other interested teachers from SAU #9, will be notified of
all scheduled in-service activities offered by the school district. All certified personnel should complete their
“SAU #9 Staff Development Annual Personal Plan” and submit the plan to his/her supervisor no later than the
15th of October. The supervisor will submit the plans to the building staff development representative. Please
refer to the SAU #9 Staff Development Master Plan (found on the SAU#9 website or in the main office) for
specific details of the staff development process.

Open House/Meet The Teachers Night

There will be a fall Open House program on ??. Parents of Kennett students and interested community
members are invited to attend Open House. Per the teacher contract, it is expected that all teachers will attend
the Open House Programs (Article VIII, 801 of the Teacher Contract).

Building Duties

Faculty members are considered to be “on duty” at all times they are in the building.

Between class periods, as students are moving from one class to another, faculty members are expected to
supervise the corridor area outside of their classrooms, if they are not changing classrooms as well.

Any situation that calls for adult intervention or assistance will be dealt with by the person (staff) present at the
time.

The students for whom you are responsible at any given time are to be under your direct supervision.

Classroom Condition & Maintenance

Faculty are expected to keep the rooms they use in safe, neat, and good order. Where classroom space is
shared, an arrangement for maintaining the classroom should be established between the teachers.

At the end of the school day, please ensure that all windows are closed and locked, lights are turned off,
chalkboards or white boards are erased, and any papers are picked up off the floor.

Rooms that have separate chairs and desks should be left with the chairs on top of the desks.

Teachers are expected to ensure that rooms are locked. Students may be used to perform some of these
tasks.

Telephone Use - Faculty

One of the most effective means of involving parents in the formal education of their child is through frequent
contact with them. To enhance this process, a telephone is available for your use. Telephones are located
throughout the building. These phones are to be used for school-related matters only.
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Phone numbers of students and parents are available for view on PowerSchool.

Personal telephone calls to faculty members are discouraged and unless a message is of an emergency
nature there will be no disturbance of classroom teaching to deliver a message. Telephone messages will be
left on faculty voicemail or mailbox.

Telephone Use - Student

Students are allowed to use the phone in the Student Safety Coordinator’s office, Vice Principal’s office and the
main office with permission from a teacher or administrative assistant and a SmartPass from the teacher they
are scheduled to be with at that time. Students can also use the main office phone during their lunch and must
have permission from the staff on duty in the cafeteria by issuing a SmartPass. Cellphones may be used during
passing time between classes, in the cafeteria during a student’s designated lunch time or outside of the
cafeteria during free times for seniors with privileges.

Keys

Keys to rooms for which you are assigned may be requested by contacting the Administrative Assistant to the
Principal. Teachers should have keys to all rooms to which they are assigned. Upon termination of work, all
keys (and your school badge) must be returned to the Administrative Assistant to the Principal in the main
office.

Mailboxes / Email

Faculty members should check their office mailboxes at least three times each day (mornings, before going to
lunch, and before leaving at the end of the day). Due to its limited size please remove any materials from your
mailbox each day. Students are not to be sent to the office to remove items from mailboxes or to place items in
mailboxes. Additionally, staff members must check their email at least once per day (multiple checks per day
are encouraged as this is the preferred form of communication).

Leaving School

All staff exiting and/or entering the school building during the school day must sign in and out on the sheet
provided in the Career and Tech office.

Daily Announcements

Announcements made over the intercom will be kept to a minimum. Necessary announcements may be made
at the following times via intercom: 9:08, 10:20, 11:06, 12:48 and 1:58. Written requests for announcements
should be emailed to the receptionist, Jen Wiggin at j_wiggin@sau9.org, in the main office as soon as
possible.

No School/Delayed Opening Announcements

In case of school cancellation, staff and students will receive notification via the SchoolMessenger electronic
notification system. The information will also be available on the local radio stations and TV channels
beginning at 5:30 a.m. (WMWV 93.5, WCSH channel 6, WMUR channel 9, WMTW channel 8, and channel 3
and www.wmur.com.

Assemblies

Periodically throughout the year, student assemblies will be held in the gymnasium or auditorium. Teachers are
to accompany their class to the assembly and remain with them throughout the entire program. Students are to
sit with their class or graduation class.
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School Functions

Teachers are encouraged to attend as many after school and evening functions as possible. By doing so,
teachers formally demonstrate interest in their students’ pursuits outside of the classroom and help to build a
positive community environment.

Faculty and Department Meetings

Faculty meetings will usually be held on the second Tuesday of each month. Department meetings will be held
on the third or fourth Tuesday of each month. Attendance is expected in order to facilitate school-wide
communication. An agenda for each meeting will be prepared and distributed at least 24 hours prior to the
scheduled meeting. In the event that a meeting is to be cancelled or insufficient agenda items exist, a notice of
cancellation will be distributed.
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Media Center
Faculty are strongly encouraged to make use of the school library as an important adjunct to their classroom
instruction. The media specialist is available as a resource person when units, which involve research, are
being planned. Staff members are strongly advised to enlist the assistance of the media specialist before
assigning any work requiring extensive use of the media center. The media specialist will also act as a liaison
to the area public libraries so that they will be informed of pending assignments requiring use of their facilities.

Due to limited seating capacity and varied scheduling throughout the school, advanced arrangements and
planning are necessary to avoid scheduling conflicts, especially when teachers need to have entire classes
using the facility. Teachers are expected to accompany and assist their classes while using the resources
available. Your cooperation in these areas will result in benefits to all concerned.

Usage Procedures

Class Usage

Teachers are asked to book classes as far in advance as possible. They are also asked to send no more than
three students on individual passes from their classrooms to do research unless prior arrangements are made.

Study Hall Usage

Up to 10 students in study halls wishing to go to the library will be required to obtain a pass from the study hall
monitor. Those students are expected to remain in the library for the entire block. Students wishing to go to the
library just to print or check out a book are expected to use a laminated pass from their study hall.

Meeting Usage

Please notify the media specialist well in advance if you need to schedule a meeting during the school day or
use the facility for testing so that appropriate announcements may be made. To schedule the media center for
after-school or evening functions, arrangements must be made with the Administrative Assistant to the
Principal.

AV Equipment

The media center has limited resources so please request equipment at least one day in advance. We will do
our best to accommodate everyone’s request.

Faculty and Staff are encouraged to make appropriate use of audio-visual equipment to assist and enhance
their teaching. In addition to movie projectors, filmstrip projectors, etc., Kennett also has computers in nearly
every classroom and numerous laptops and DVD/VCR units available for teacher use. Departments have
audio-visual equipment available for use to assist and enhance teaching efforts. It is hoped that
interdepartmental cooperation will be strong so that the best use of electronic equipment might be made.
Faculty members are urged to become familiar with all copyright laws regarding off-air taping, copying of
software, and use of commercial videotapes in the classroom setting.

Copy Machines

There are copiers in all department offices for teachers to use. All copyright laws are to be observed. Students
are not to be sent to use these machines.
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STAFF CONFLICT OF INTEREST – Policy GBCA

Employees of the Board will not engage in, or have a financial interest in, any activity that raises reasonable
questions of conflict of interest with their duties and responsibilities as members of the school staff. This
includes but is not limited to:

● Employees will not participate for financial remuneration in outside activities wherein their position on
the staff is used to sell goods or services to pupils or their parents/guardians.

● Employees will not engage in any type of work where the source of information concerning customer,
client, or employer originates from information obtained through the school system.

● School employees will not solicit or sell for personal gain any educational materials or equipment in the
attendance areas served by the school to which they are assigned. Nor will any employees make
available lists of names of students or parents/guardians to anyone for sales purposes.

● The Conway School District will be allowed to consider purchasing devices, publications, materials
and/or services from employees if it is in the best interest of the school district. a

To avoid nepotism in the supervision of personnel, the Board directs that no employee be assigned in any
position where the employee would be responsible to a relative.

Adopted by the Conway School Board – March 5, 1984
Reviewed with no change – July 1999
Revision Adopted – April 12, 2004
Revision Adopted - February 8, 2021

TRAFFIC AND PARKING CONTROLS – Policy ECD

Driving and parking on school property are privileges granted by the Board to persons who have reasons to be
on school property.

The school administration will develop, in cooperation with local traffic authorities, a plan for accommodating
the flow of traffic on school roadways and traffic regulations.

The assignment of parking areas to staff, students, and visitors to the school will be the responsibility of the
school administration.

The Board may erect directional signs when appropriate to help prevent damage to ground cover, plants, and
trees caused by vehicles.

Adopted by the Conway School Board – December 19, 1983
Readopted - December 22, 1997
Reviewed with no change – June 1999
Revision Adopted – March 22, 2004
Reviewed with no change – May 28, 2009
Reviewed with no change – January 7, 2013
Reviewed with no change - October 7, 2019

STAFF DRESS CODE – Policy GBN

The Board expects all staff members to be neatly groomed and dressed in clothing suitable for the subject of
instruction, the work being performed, or the occasion.

The Board retains the authority to specify the following dress and grooming guidelines for staff, within law, that
will prevent such matters from having an adverse impact on the educational process. All staff members shall,
when assigned to district duty:

A. Be physically clean, neat and well groomed;
B. Dress in a professional manner reflecting their assignments;
C. Dress in a manner that does not cause damage to district property;
D. Dress and be groomed in such a way so as not to cause a health or safety hazard.
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If a staff member feels that an exception to this policy would enable him/her to carry out assigned duties more
effectively, a request shall be made to the chief school administrator.

Adopted by Conway School Board – November 10, 1997
Reviewed with no change – July 1999
Reviewed with no change – February 26, 2003
Revision Adopted – May 10, 2004
Revision Adopted – November 13, 2013
Revision Adopted - February 8, 2021

Procedures for GBN – Staff Dress Code

The Staff Dress Code Policy will be included in staff handbooks for easy referral by all staff and administrators.
Each Principal will identify the exceptions pertaining to specific program, grade, or activity as appropriate.

The Principal’s annual orientation session for staff and introductory orientation meetings for newly hired staff
will review the policy and determine how it will be implemented throughout the year. These implementation
plans will be included in the staff handbook as well.

POSTING OF COMMUNITY NOTICES – Policy KJB

Non-school notices may be posted on school bulletin boards if the following requirements are met:

● Approval by the Principal.
● Clearly state on notice that the function or activity is not a school-sponsored activity.
● The function or activity is directly of benefit to local youth.
● The notice does in no way include information or advertising of promotional nature which would benefit

private enterprise.

All notices regarding school-sponsored activities may be posted under the jurisdiction of the Principal.

Adopted by Conway School Board – October 1, 1984
Reviewed with no change – October 1999
Reviewed with no change – May 6, 2004
Reviewed with no change - May 8, 2017

COPYRIGHT COMPLIANCE -  Policy EGAAA

The board recognizes that federal law makes it illegal to duplicate copyrighted materials without authorization
of the holder of the copyright, except for certain exempt purposes. Severe penalties may be imposed for
unauthorized copying or using of audio visual or printed materials and computer software, unless the copying
or using conforms to the "fair use" doctrine.

Under the "fair use" doctrine, unauthorized reproduction of copyrighted materials is permissible for such
purposes as criticism, comment, news reporting, teaching, scholarship, or research. If duplicating or changing
a product is to fall within the bounds of fair use, these four standards must be met for any of the foregoing
purposes.

A. THE PURPOSE AND CHARACTER OF THE USE – The use must be for such purposes as teaching or
scholarship and must be nonprofit.

B. THE NATURE OF THE COPYRIGHTED WORK – Staff may make single copies of the following for use in
research, instruction or preparation for teaching: book chapters; articles from periodicals or newspapers; short
stories, essays, or poems; and charts, graphs, diagrams, drawings, cartoons or pictures from books,
periodicals, or newspapers in accordance with these guidelines.

C. THE AMOUNT AND SUBSTANTIALITY OF THE PORTION USED – In most circumstances, copying the
whole of a work cannot be considered fair use; copying a small portion may be if these guidelines are followed.
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D. THE EFFECT OF THE USE UPON THE POTENTIAL MARKET FOR OR VALUE OF THE COPYRIGHTED
WORK – If resulting economic loss to the copyright holder can be shown, even making a single copy of certain
materials may be an infringement, and making multiple copies presents the danger of greater penalties.

While the district encourages its staff to enrich the learning programs by making proper use of supplementary
materials, it is the responsibility of district staff to abide by the district's copying procedures and obey the
requirements of the law. In no circumstances shall it be necessary for district staff to violate copyright
requirements in order to perform their duties properly. The district cannot be responsible for any violations of
the copyright law by its staff.

Any staff member who is uncertain as to whether reproducing or using copyrighted material complies with the
district's procedures or is permissible under the law should contact the Superintendent or the Assistant
Superintendent. The latter will also assist staff in obtaining proper authorization to copy or use protected
material when such authorization is required.

Legal References: P.L. 94-553 Federal Copyright Law of 1976 (U.S. Code, Title 17)

Adopted by Conway School Board - September 10, 2001
Reviewed with no change – February 5, 2004
Reviewed and changes adopted – April 8, 2013
Reviewed with no changes - February 3, 2020
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Payroll and Accounting

Teacher Absence

Teachers who know in advance that they will be absent from school due to a planned event should notify their
department head, the main office and the substitute coordinator as soon as this is known. The substitute
coordinator may be contacted at 356-4343, ext. 3160. If due to a sudden illness or other extenuating
circumstance you will be absent from school, you must call your department head and the substitute
coordinator as soon as possible.

It is your responsibility to ensure that complete lesson plans are available for the substitute prior to the
beginning of the school day on which you are absent. Plans, or the location of your plans, should be placed in
your mailbox or given to the sub coordinator. Plans are to include at least the following:

● Class lists and seating charts for all classes.
● Detailed descriptions of the lessons to be taught, including the name(s) of the text(s) to be used for

each class and their location, as well as other instructional materials which may be needed and the
location of these materials.

● Rules of behavior particular to your classroom and procedures you wish to be followed in the event of a
disciplinary problem.

● The time, location, and description of any supervisory duties.
● The daily bell schedule.
● Copies of disciplinary forms/passes.
● Any other information that will assist the substitute in providing the students with a meaningful

experience during your absence.

Please give an emergency lesson plan package with class lists and a minimum of three day’s lesson plans to
your department head.

Upon your return to school, an absence report must be completed and submitted to the Administrative
Assistant to the Principal. These forms are available in the main office.

Timesheets

Some staff members are paid by the hour. For these employees, timesheets and absent sheets must be
completed and submitted to the principal’s administrative assistant or the Special Education Secretary if you
are a classroom aide by noon every other Wednesday. Prior to the timesheet being submitted to the
Administrative Assistant to the Principal, your department supervisor must also sign it.

Please remember to submit an Absent Report with your timesheet, if applicable.

Recruitment and Hiring for Extra-Curricular Activities Positions

It is the policy of the Conway School Board when a vacancy occurs that notice of the vacancy is to be posted
within the schools and advertised within the newspapers at the same time. The administration will then review
the applicants and nominate the person who is deemed to be the best qualified to conduct the activity and to
serve the needs of the students and the school. In cases where two or more candidates have been judged to
be equal, preference will be given to those persons who are currently employees of the Conway School
District.

The Budget Process

In late September of each year, department heads will begin the budget process by asking department
members for requests of needed items for the following school year.

By the first week in October, department heads will submit a department budget to the school administration.
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The principal will create a building budget for submission to the superintendent. They will return the budget for
cuts or revisions.

In November, the school board will receive and review the budget. They may make requests for cuts or
revisions.

By January, the school board will make a recommendation regarding the budget.

Conway town voters will vote in the school budget (and other articles) in April.

Purchasing Materials and Supplies

All supplies and materials should be requested through the department head.

Teachers wishing to make any purchases for classroom or school use must have permission from the
department head to do so prior to placing an order or actually making a purchase.

For budgeted items, a requisition is to be submitted to the teacher’s department head.

For purchasing any items that were not included in the current budget, teachers must secure written approval
from their department head and then present the request to the principal’s office for approval. When such
requests are presented to the principal, a written justification for the purchase is to be included.

Teachers placing orders for purchasing materials without prior approval will be personally liable for the cost of
such items. Any orders from Amazon should be made by the Administrative Assistant to the Principal who is
able to access the district’s account. Additionally, any orders needed to be made with the school credit card
must also go through the Administrative Assistant to the Principal.

Procedures

● Purchase requisitions are requests for purchase orders. The requisition must be specific to a vendor.
These are prepared by the teacher/staff member/designated person and submitted to the appropriate
supervisor within the unit (school building).

● The principal must approve them before submitting them to the purchasing office. A requisition number
is not to be used as the purchase order number.

● The SAU Business Office issues purchase orders. They are issued only when a requisition has been
submitted or, in an emergency, in response to a telephone request from the appropriate supervisor.
(Poor planning does not constitute an emergency.)

● All items/materials that are normally needed must be obtained using the requisition/purchase order
process.

● Special guidelines will be developed for use of the “Request for Payment” forms.
● Teacher/staff members who order or request materials “on approval” will be personally liable for

payment unless a requisition has been submitted and purchase order issued.

Receiving Materials

Receiving materials directly from the shipper should be checked for the following:

● Make sure the order belongs to your school and not to someone else.
● Make sure the number of boxes agrees with the number being signed for.
● Check for damage (puncture, crushed boxes, and moisture). If in doubt, be sure to mark delivery copy

of any questionable damage. If the trucker objects, ask him to wait until you have opened and
examined all contents.

● Check material against the packing slip to verify that all material stated as being shipped was received.
If you are short of any items, notify the company in writing with a copy of the letter being sent to the
Superintendent’s Office.

● Once all items are verified for receipt, check the packing slip against the purchase order.
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● Report the receipt of the items to the main office. Mark the packing slip with your signature or initials,
the date received, and whether the package is complete or not.

Returning Materials

In the event you need to return material, contact the company for authorization to return the material. Send a
letter with the material being returned and send a copy of the letter to the business office so that we may look
for a credit against the invoice.

Textbooks

Teachers are to maintain an accurate record of the number and condition of each textbook issued. Textbook list
sheets are to be completed for all books issued. One copy is to be retained by the teacher; a second copy is to
be turned in to the department supervisor. At the end of the course or the school year, each student will be
responsible to return to you the same text you issued him/her. Students are to keep textbooks covered at all
times.

Money and Valuables

Under no circumstances should you leave money or valuables in your desk or classroom.

Student Obligations

Upon the loss of a book or the damage of equipment, teachers should make every effort to collect the money
due from the student, the amount to be determined by the cost of the replacement. This money should be
given to the Administrative Assistant to the Principal for deposit.

Reimbursement for Conferences

No conference will be reimbursed without prior approval by the Principal and the SAU Office. Forms are
available in the main office.

Any reimbursement request with appropriate documentation must be submitted to the SAU office within thirty
(30) days following the event or the reimbursement will be denied.

Work Orders

Any requests for custodial, maintenance, and technology services may be made by completing a work order
form.  The forms are available at the main office.

Check Writing by Administrative Assistant to the Principal

In cases of expenditures connected with student activities accounts, checks will be written with approval of the
club/activity director. In order for a club or activity to spend money it has banked, a “Request of Payment” form
must be completed and submitted to the office a minimum of 48 hours prior to the desired payment time.

Money Collection for Activities/Clubs

Student activity advisors are responsible for the monies raised by the activity or club they supervise. Any
money collected during a day is to be submitted to the administrative assistant to the principal for bank deposit.
An activity account deposit slip must be completed and must accompany the money deposit.

31



PERSONAL PROPERTY – Policy ECAC

The Conway School District assumes no financial responsibility for any personal property that is stolen,
damaged, lost in or on school facilities, or at any school sponsored activity.

Adopted by the Conway School Board – December 19, 1983
Revision Adopted - December 22, 1997
Reviewed with no change – June 1999
Reviewed with no change – February 5, 2004
Reviewed with no change – January 7, 2013
Reviewed with no change - October 7, 2019

PETTY CASH ACCOUNTS – Policy DM

Petty cash accounts may be established for schools and special programs to expedite the purchase of minor
items or provide immediate payment for minor services. The Director of Budget and Finance must be notified
of any account set up and provided view only access to said accounts. These accounts may not use a school’s
EIN number. These accounts shall only be held at a Conway branch of either TD Bank or Northway Bank.

Procedures

All expenditures must be pre-approved by the principal or designee in writing.

Expenditures against these funds must be itemized, documented with receipts, and charged to the applicable
budget code. After a budget item is exhausted, no expenditures against the item may be made from petty
cash.

The custodian for petty cash accounts at the schools will be the principal. The principals, therefore, are
authorized to sign checks drawn against petty cash.

These requirements shall also apply to student activity accounts.

Adopted by the Conway School Board – December 5, 1983
Readopted – November 17, 1994
Reviewed with no change – April 1999
Revision Adopted – February 23, 2004
Reviewed with no change – September 24, 2012
Revision Adopted - February 10, 2020

STUDENT ACTIVITIES FUNDS MANAGEMENT – Policy IGDG

Student activity funds will be deposited in respective school activity accounts. The management of these funds
is the responsibility of the school principal who will see that proper records of receipts and disbursements are
maintained in accordance with directives issued through the Superintendent. The Board will review all account
balances annually. The accounts are subject to an annual audit. Any unencumbered class or activity funds
without any activity for 2 years, or an activity is discontinued, shall be reviewed by the principal and a
recommendation for dispersal will be made to the Board. In cases of expenditures connected with student
activities, checks will only be written with prior approval of the principal.

In cases of expenditures connected with student activities, checks will only be written with prior approval of the
principal.

Adopted by the Conway School Board – July 16, 1984
Revision Adopted – October 25, 1999
Revision Adopted – September 25, 2006
Revision Adopted – August 11, 2014

Procedures
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No activity fund group should have a negative balance at any point. For any booster/support group without
activity for two successive years, the funds in the Student Activity Account will be dispersed to the KHS Activity
Fund Account to be used at the recommendation of the Principal. Graduated classes with funds in their
account after graduation will have the funds disbursed to the KHS Activity Fund to be used at the
recommendation of the Principal.

STUDENT FUND-RAISING ACTIVITIES - Policy JL

The Conway School Board recognizes there is a need for students to raise funds to conduct certain school
activities. All such related activities are governed by district regulation, and must be:

● Conducted by a recognized student group for the purpose of contributing to educational objectives
and/or the activity with which the group is involved;

● Appropriate to the age or grade level;
● Activities in which schools may appropriately engage;
● Conducted under the supervision of teachers or administrators;
● Conducted in such a manner and at such times as not to encroach upon instructional time or interfere

with regularly scheduled school classes and activities;
● Not unduly demanding on teacher time or work;
● Scheduled so that students are not continuously soliciting from businesses and individuals;
● Must be approved by the principal prior to the activity;
● Not involved with professional fund-raising private businesses.

The application of the above criteria for student sales and activities shall be supervised by the principal who
will inform the Superintendent of Schools of all approved activities.

Exceptions to this policy may be granted by the Conway School Board.

Adopted by Conway School Board – January 25, 1982
Revision Adopted December 13, 1999
Reviewed with no change – October 30, 2003
Reviewed with no change – May 6, 2004
Reviewed with no change - October 24, 2016

GUIDELINES FOR FUNDRAISING EVENTS (for non-school entities)

If we want them to be school sponsored:

A. Letters home will indicate that the funds are being raised by the school district on behalf of
________________________________.

B. If a staff member is involved, that person will be specifically named as the person fiscally responsible
for collecting, accounting, and depositing the funds.

C. Funds will be deposited in school activities accounts.
D. All permission slips will be printed on our stationery and will include language: “By authorizing your

child to participate in this event, you will hold the school district harmless for any accident or injuries.”
E. No “Use of Facilities” will be necessary, and the school will pay for any custodial overtime.
F. An FYI will be sent to the School Board at least one month prior indicating that the event will be raising

funds for _____________________ and will be considered “school sponsored” for insurance purposes.

GUIDELINES FOR FUNDRAISING EVENTS (for non-school entities)

If we want them to be sponsored by the non-profit group:

A. Letters home will indicate that the funds are not being raised by the school district, but on behalf of
________________________________.

B. If a staff member is involved, that person will be specifically named as the person fiscally responsible
for collecting, accounting, and depositing the funds.

C. Funds will not be deposited in school activities accounts.
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D. If the event is sponsored by an entity (American Heart Association, American Cancer Society, Boy/Girl
Scouts), all permission slips will be printed on their stationery and will include language: “By authorizing
your child to participate in this event, you will hold the school district harmless for any accident or
injuries.”

E. Each entity (American Heart Association, etc.) will complete a “Use of Facilities” form whenever a
fundraising event is held at the school.

INSTRUCTIONAL MATERIALS – Policy IJ

The Board is responsible for approving and providing all instructional materials used in the District. All
instructional materials will be selected based on their ability to provide quality learning experiences for students
in that they:

● Enrich and support the curriculum;
● Stimulate growth in knowledge, literary appreciation, aesthetic value, and ethical standards;
● Provide background information to enable students to make intelligent judgments;
● Present unbiased and equal emphasis of opposing sides on controversial issues;
● Represent the many religious, ethnic, and cultural groups that contribute to our American heritage;
● Depict in an accurate and unbiased way the cultural diversity and pluralistic nature of the American

society; and
● Match the appropriate skill levels of pupils.

Administrators, Department Heads and teachers may select instructional materials from a variety of media,
including, but not limited to, books, online/internet materials, equipment, newspapers, other media, and
instructional technologies. Selection of such materials should be made only after a determination that such
materials are age appropriate, provide quality learning experiences, and fit within the district’s educational
goals and philosophies. Basic instructional course material in the fundamental skill areas of language arts,
mathematics, science and social studies shall be reviewed at intervals not exceeding five (5) years.

All instructional materials must be sequential, and must be compatible with previous and future offerings.
Overuse of movies/videos is deemed contrary to expected curriculum. Teachers shall provide department
heads/administrators with their requests to show videos/movies in advance of presentation. Department
Heads/administrators should review requests to determine: ** Is the video/movie appropriate to the curriculum?
** Does the video/movie need to be shown in its entirety or is a selected scene sufficient to support the
teaching point? ** Is the movie/video age appropriate? As indicated by ratings.

New Policy – July 2008
To replace existing Policy IIAA as of December 8, 2008
Adopted by the Conway School Board – December 8, 2008
Reviewed with no change – October 27, 2014

PUBLIC GIFTS - Policy KH

Various individuals and/or public groups desire on occasion to present gifts to district schools or individuals
within a school. The Board appreciates and welcomes this interest and generosity, but unfortunately is not
always able to accept such donations.

A letter from the donor for official recognition and approval by the Board must accompany the offer. To be
acceptable, a gift must satisfy the following criteria.

1. Have a purpose consistent with those of the school.
2. Be offered by a donor acceptable to the Board.
3. Will not begin a program that the Board would be unwilling to take over when gift or grants funds are

exhausted.
4. Would not bring undesirable or hidden costs to the school system and will not add to the staff load.
5. Place no restrictions on the school program.
6. Will not be inappropriate or harmful to the best education of pupils.
7. Will not endanger pupil safety.
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8. The school board may choose to accept a gift for the purchase of a capital improvement while
promoting a business or product that is consistent with the vision, mission, and values. The school
board reserves the right to remove the endorsement at any time should actions of the business or
donation partner be in conflict with District policies, vision, mission and/or values.

9. Will not be in conflict with any provisions of the school code or public law.

Gifts over $1,000 will go to the Board for approval. For unanticipated funds in the amount of $5,000 or more,
the school board shall hold a prior public hearing on the action to be taken (see RSA 198:20-b).

All gifts shall become school district property and subject to prevailing controls and regulations. Donations
carry no guarantee of connection to naming of any portion of the facility/s.

A letter of appreciation signed by the Chairman of the Board and by the Superintendent shall be sent to the
donor. The letter will include a copy of Policy KH and FF.

The Conway School Board may acknowledge gifts and donations to the Conway School District by means of a
plaque in circumstances that, in the Board’s opinion, warrant such recognition. It is the Board’s prerogative to
determine such circumstances and to permit the installation of a plaque no more than fourteen inches by
eleven inches with text that is appropriate to the school setting and public viewing. The location of such
plaque(s) will be recommended by the facilities committee and approved by the School Board.

The principals will make monthly reports to the Board concerning all gifts.

Adopted by Conway School Board – March 5, 1979 Revision
Adopted - December 13, 1999 Reviewed with no change – May 6, 2004
Revision Adopted – June 12, 2006 & March 10, 2008
Revision Adopted – August 11, 2008
Revision Adopted – June 12, 2017
Revision Adopted - September 28, 2020
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Field Trips

Field Trip Approval Criteria

Principals should have the authority to make judgments about the educational virtues of field trips.

Staff submits a proposal to the principal for all field trips. Curricula connections are outlined for each trip. Forms
can be found at www.sau9.org/for_staff/forms.

Points of Consideration:

1. Direct Instructional Value. Does the experience provide direct instruction related to curriculum goals
better delivered off-site? (Tin Mountain, Seacoast Science, etc)
2. Does the experience provide unique opportunities which can enhance District goals? (Elementary
Field Day reinforces health wellness, and transitions)
3. Does the experience provide context, expansion of perspective, or reinforcement of instructional
goals? (State House Concord, Strawberry Banke, DC etc.)
4. Does the experience provide motivation for class instructional goals? (Math statistical unit centered
on scoring baseball culminates in attending and scoring a Sea Dog game)
5. Does the positive impact of experiential learning enable students to observe the relevancy of what
they are learning in the classroom and apply it to their lives?

FIELD TRIPS – Policy IICA

Field trips designed to stimulate student interest and inquiry and provide opportunities for social growth and
development are appropriate extensions of the classroom. The following are factors to be considered before
approving a field trip:

(a) educational value of the activity to the group must directly correlate to the established curriculum;
(b) loss of instructional time;
(c) distance to be traveled in relation to the age of the participants;
(d) mode and availability of transportation; and
(e) cost.

Day trips must be approved by the principal. Overnight and/or out of state trips require the approval of the
School Board.

For any field trips where a deposit is required, cancellation insurance (if obtainable) and a signed waiver (by
parent/guardian) of reimbursement will be required.

Adopted by the Conway School Board – October 28, 1996
Revision Adopted – 8/14/00, 11/25/02 and 6/9/03
Reviewed with no change – March 18, 2004
Procedures Revised - June 8, 2009
Reviewed with no change – October 27, 2014
Revision Adopted – November 28, 2016
Revision Adopted – March 11, 2019

IICA Procedures for Field Trips:

1. The purpose of these regulations is not to detract from enjoyment of field trips for any of our students or
personnel, but to make them incident free, as much as possible.
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2. Overnight field trips will occur no earlier than grade 5 with the exception of Special Olympics where their
specific program guidelines will determine the ages of students invited to participate. The third grade Ferry
Beach field trip will also be exempt from this grade restriction.

3. All volunteers must have completed a criminal background check within SAU #9 at his/her own expense.

4. There will be a head chaperone for each field trip. That chaperone’s responsibilities include but are not
limited to:

a. assuring District policies are implemented as intended
b. completing the request for student field trip form
c. completing the appropriate Approval Form for presentation to the School Board well in advance

of the intended departure
d. attending the School Board meeting with the Principal when the trip is presented for approval

(when required)
e. supervising the other chaperones over the course of the trip
f. developing a plan for room/sleeping assignments that meet policy expectations (for overnight

trips)
g. conducting a meeting of the students, parents/guardians, and chaperones to discuss

expectations and procedures (for overnight trips)
h. assuring timely communication with the building administrator (or designee) in the event the

travel conditions will result in an early or late return completing documentation outlined in the
Field Trip Checklist

5. There should be a minimum of one (1) chaperone for every ten (10) students and an adequate number of
male/female chaperones in relation to student attendance. The chaperone must be an adult with a clear
criminal background check on file within the last year or having a signed assurance letter on file for the current
school year, tending only to the assigned students holding the school’s permission to attend the field trip and
no others.

6. The head chaperone should seek information about each student on the appropriate form from each of
his/her teachers prior to an overnight field trip and present these to the student’s chaperone.

7. Students should be divided into groups of not more than ten (10) students. The chaperone assigned should
be responsible for the group at all times unless other specific arrangements have been made with another
chaperone (e.g., I will take some of your students to the Egyptian display if you take some of mine to the
modern history display).

8. Students shall be under adult supervision at all times.

9. Student needs and privacy should be factors used to determine sleeping quarters, and 24 hour supervision
must be provided.

10. In the selection of students to formulate a group, care should be taken to create groups that will be
successful in achieving the outcomes of the field trip and adhering to District policies.

11. There should be a minimum of one comprehensive first aid kit for each bus of students and one smaller,
more portable kit for each group of students.

12. Violation of school rules and/or District policy may result in an immediate return home, at the student’s
expense. Should the hour of the day forbid an immediate return (no plane, etc.), the student will be separated
from the rest of the students and returned the next day. There will be no refund for the time on the trip not
utilized. Regular disciplinary procedures will then take effect when the student returns to school.

13. School staff and/or volunteers will not use or possess alcohol or other controlled substances (except those
prescribed by their physician) at school, on school grounds, or at school functions held on or off school
grounds.
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14. Parents’/guardian's written permission is required before students may attend a field trip or a deposit is
accepted. All forms must be completed in full prior to participating.

15. In cases where use of a school bus is not feasible, alternate transportation requires approval of the
principal and be in accordance with District policy.

16. It is recognized that special circumstances may warrant waiver or modification of these procedures by the
building principal on a case by case basis. Exceptions must be made in writing by the principal.

Overseas Field Trips - Additional Procedures:

17. An overseas field trip requires School Board approval in May of the school year preceding the trip.

18. There will be a minimum of three organizational meetings with chaperones, parents/guardians, and an
administrator.

19. The head chaperone will have the right to deny the participation of any student whose behavior has
suggested a potential problem, subject to the Principal’s approval.

20. The head chaperone shall operate in loco parentis while supervising students overseas.
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Kennett High School

Field Trip Permission/Waiver Form

Field Trip Name: ________________________________________________________________________

Teacher Name/Class: ____________________________________________________________________

Date(s) of Trip: _________________________________________________________________________

Please return completed permission slip to: ___________________________________________________

By: _________________________________.

_____ YES, I would like my child to participate in the above-referenced field trip. Further, I have read and
understand the attached policy IICA (Field Trips) and waive our right to any reimbursement due to the
cancellation of the field trip.

_____ NO, I would not like my child to participate in the above-referenced field trip.

__________________________________ ______________________________
Child’s Name (printed) Parent/Guardian Signature

______________________________
Date
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Faculty, Student and Building Safety Procedures

Please review your Red Emergency Response Binder for all Emergency Procedures

When In Need Of Immediate Assistance Protocol

If you are aware of a situation that requires an administrator immediately:

Call the main office (X1111 via phone or use intercom) and state:

“An administrator is needed in (state specific location) immediately.”

If you are aware of a situation that requires a nurse immediately:

Call the main office (X1111 via phone or use intercom) and state:

“A nurse is needed in (state specific location) immediately.”

Fire Drills/Lockdowns

Fire drills and lockdown/shelter in place practices will be conducted periodically throughout the year. Each
teacher should have a red binder of Emergency Procedures in their classroom. It is the responsibility of the
classroom teacher to review the procedures of such drills. A sign is to be posted above the main door in each
room explaining the exit route. If one is not posted or the Emergency Procedures binder is missing, teachers
should request one from the Campus Monitor. Every classroom is required to have a sign posted in the window
(bottom right) displaying the room number toward the outside. It is to be printed on an 8 ½ X 11 (landscape)
piece of paper, size 350 Arial font.

Hazardous Materials

There are very strict laws at the state and federal levels in regards to toxic chemicals. Please let the
administration know of any concerns you might have about chemicals in the building.

Teachers may not store cleaning agents, paint, or other such substances anywhere in the building.

Any product that comes into the building that contains toxic chemicals will have a product data sheet (MSDS
sheet).

Two copies of the MSDS sheet should be given to the Building & Grounds Supervisor. She/he will keep one
and turn one into the Fire Chief. One copy should be given to the principal. The original should be logged into
the master file by the Department Head.

If a product is frequently in school and it has already been filed with Building & Grounds and the Principal, only
the new MSDS packing slip needs to be given to the Department Head.

If you need to dispose of chemicals, please contact the Building & Grounds Supervisor before taking any
action.

If you or your students are exposed to a spill or release of a vapor, please evacuate the area and notify the
main office immediately. Do not assume that gases or vapors are harmless because of lack of smell.
Remember that you and your students’ safety come first. When in doubt, evacuate the area. It is much better
to overreact than not act at all.

Visitors

All school visitors will sign in at the main office and receive a visitor’s pass.

Students may not bring visitors to school.
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Accident Reports for Employees (Workers’ Compensation)

Accident Reports for employees are to be filed with the principal’s administrative assistant after an accident
occurs. Reporting the injury to the nursing office does not take care of the Workers’ Compensation reporting
process.

Accident Reports (Students)

When students are injured in a classroom, on a field trip, or during an after-school activity, the teacher, advisor,
or coach must fill out and file an accident report with the nurse’s office within 24 hours. It is also advisable to
contact the student’s parent/guardian as soon as possible.

EMERGENCY AND SAFETY PLANS – Policy EBC

It is important to the safety and wellbeing of students and faculty of the Conway School District that there be emergency
and safety plans in effect. The principal will develop plans and procedures for the appropriate response to accidents, fire
drills, bomb threats, lockdowns, and emergency school closing.

The Superintendent of Schools will review and confirm that each building has developed the appropriate plan. The plan
will be on file in the main office of each building.

Adopted by the Conway School Board – December 28, 1989
Readopted - December 22, 1997
Revision Adopted - August 9, 1999
Revision Adopted – March 22, 2004
Reviewed with no change – January 7, 2013

VISITORS TO THE SCHOOLS – Policy KK

Individuals may visit the schools and observe the school program. No person shall visit a school without first
reporting to the office of the principal as to the purpose and place of the visit. Individuals wishing to meet with a
teacher shall do so only at a time when it does not interrupt the normal school program.

Individuals wishing to make such arrangements may do so by securing an appointment with the teacher
through the office of the principal or by direct contact with the teacher.

All student visitors not formally enrolled in Conway schools but wishing to attend classes must file advance
requests for visitations according to specific school procedures.

Adopted by Conway School Board – October 1, 1984
Reviewed with no change – October 1999
Revision Adopted – April 25, 2005
Revision Adopted – March 10, 2008
Revision Adopted – July 10, 2017

REPORTING OF CHILD ABUSE OR NEGLECT – Policy JHG

It is the policy of SAU #9, Conway School District to comply with the requirements of RSA169-C in reporting
suspected child abuse and neglect. Further, it is our policy to cooperate with the New Hampshire Division for
Children, Youth and Families (DCYF) and law enforcement agencies in the course of investigations into
alleged child abuse or neglect as outlined in RSA 169-C.

If a school employee suspects that a child has been abused or neglected, he/she will make a report
immediately to DCYF. The school principal will be notified that a report has been filed. The employee may
request assistance from the school staff.
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Adopted by the Conway School Board – April 25, 2005
Reviewed with no change - May 9, 2016
Revision Adopted - October 13, 2020

Procedures for JHG – Reporting of Child Abuse or Neglect:

It is the responsibility of principals to advise all school personnel in their assigned school of state law regarding
reporting of cases of suspected abuse or neglect. This will be done annually.

An oral report shall be made immediately to DCYF by telephone and followed within 48 hours by a report in
writing, if so requested by DCYF. Each report shall, if known, contain the name and address of the child(ren)
suspected of being neglected and abused; the name of the parent or caregiver responsible for the child's
welfare; the specific information and/or observations indicating neglect or the nature and extent of the child's
injuries; the identity of the person(s) suspected of being responsible for such abuse and neglect; and any other
information that might be helpful in the investigation or that may be required by DCYF. For a complete list of
information to report, please refer to the Child abuse and Neglect: Guidelines for New Hampshire Educators;
Identifying and Reporting Suspected Child Abuse and Neglect (Attorney General's Task force on Child Abuse
and Neglect – Second Edition, 2002).

Annual staff training regarding the reporting of child abuse and neglect is recommended for each school.

The purpose of reporting guidelines for school personnel is to ensure the greatest efficiency and consistency in
referring suspected instances of child abuse and neglect to the state’s delegated child protective agency, the
NH Division of Children, Youth and Families (DCYF).

Persons required to report: any teacher, school official, school nurse, school counselor, social worker, or any
other person having reason to suspect that a child has been abused or neglected shall report the same in
accordance with state law.

School personnel, who in good faith, make a report of suspected child abuse or neglect has immunity from any
liabilities, civil or criminal.  The good faith of the reporter is presumed.

The following is the DCYF contact information:

District Office: 73 Hobbs Street, Conway, NH 03818.
Telephone:  (603) 447-3841 or 1-800-552-4628.

This office serves the towns of: Albany, Bartlett, Brookfield, Chatham, Conway, Eaton (Snowville), Effingham,
Freedom, Hale’s Location, Hart’s Location, Jackson, Madison, Moultonborough, Ossipee, Sandwich,
Tamworth, Wakefield (Sanbornville), and Wolfeboro.

AUTHORITY FOR SCHOOL SEARCHES – Policy CA

The School Board attempts to provide a safe, healthy educational environment for all students. Therefore, the
Board has authorized student conduct codes to limit antisocial behavior on the part of students. The
administrators are charged with implementing effective, appropriate preventive and disciplinary measures to
assure a good learning environment.

The lockers, desks, and all furniture and equipment in the school are considered property of the school district;
therefore, the principal or designated administrator has the right to inspect and search any part of the school or
its property at any time.

Persons on school property or participating in school activities are subject to search and may have their
backpacks, book bags, handbags, or other similar items, including but not limited to vehicles driven or parked
on school property, searched by the school principal or designee when there is reasonable suspicion that the
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search will turn up evidence that the individual has violated, or is violating, either the law or school rules. A cell
phone may be searched with permission of the student if there is reasonable suspicion that it contains
information relating to student safety or that a school policy or law has been violated. If a student refuses to
comply with the cell phone search, a parent/guardian will be called and asked to meet with the administrator
and the student. The phone will be secured and stored in a secure location by the administrator until the
parent/guardian and law enforcement arrives.

When a cell phone search is undertaken, two school administrators will be in attendance and only those phone
applications relating to the questionable activity may be opened and viewed. If it is determined by school and
law enforcement officials that the cell phone must be searched and the student and parent/guardian have
refused to allow access to the phone, the phone will be secured and stored in a school administrator’s office
and will only be released to law enforcement officials when the appropriate warrant is provided by the courts
and law enforcement officials. If no warrant is obtained within 72 hours, the phone will be released to the
parent/guardian. The administration will develop guidelines for implementation of this policy including
procedures for those who refuse search until proper law enforcement authorities can be summoned.

The use of “sniffer” dogs trained for the identification of illegal substances will be permitted in the school to
inspect the premises upon request by the building administrator or superintendent, and with approval of the
superintendent. Such inspection shall be conducted by a qualified law enforcement agency and the principal or
designated building administrator shall accompany the law enforcement officer. This policy will be published
annually in the student handbooks.

Adopted by Conway School Board – October 28, 1996
Reviewed with no change – April 1999
Revision Adopted – November 25, 2002
Reviewed with no change – November 20, 2003
Reviewed by Policy Committee with change to procedures – May 12, 2006
Reviewed with no change – October 27, 2014
Revision Adopted – January 11, 2016

Procedure for CA

The Principal/designee will establish reasonable grounds by:

1. Identifying (a) the student's suspicious conduct, behavior, or activity; (b) the source of the information;
and (c) the reliability of the source of information.

2. Determining if such conduct would be a violation of the law or school rules.
3. Determining if the student is likely to possess or have concealed any item, material, or substance which

is itself prohibited or which would be evidence of a violation of the law or school rules.
4. If the Principal/designee determines that reasonable grounds exits (at least 2 staff members will be

present throughout this process):
5. Person in question will be accompanied to the Vice Principal’s office or other designated area with

his/her belongings.
6. Person in question will be informed of the intended search based on reasonable suspicion.
7. In the case of a student, an attempt will be made to notify the parent or legal guardian at the conclusion

of the search.
8. The principal or designee will proceed to search by asking the student to remove all items from

pocket(s), purse(s), handbags, backpacks, gym bags, etc.
9. If the person in question refuses to be searched or to have his/her belongings searched, they will be

detained until the proper law enforcement authorities are summoned and the officials will continue with
the search.

10. Students who refuse to be searched and/or leave the premises to avoid a search will receive the same
consequences they would have received had they been found to be in possession of the intended
search items.
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STAFF SUBSTANCE ABUSE POLICY - Policy GBK

The Conway School District is committed to a school environment that is free from use, possession and/or
distribution of alcohol and other drugs.

No employee shall manufacture, distribute, dispense, possess, or use illicit drugs and alcohol in the District's
workplace. Any violation is subject to disciplinary action. Notification will be accomplished by distribution of this
policy to all employees.

The District shall take disciplinary action against any employee:

** Working under the influence of alcohol or illegal drugs, no matter where consumed.
** Having a container of alcohol or consuming alcohol on School property.
** Possessing or distributing controlled substances on School property.
** Consuming, possessing, or distributing alcohol or illegal drugs at official School functions not on
School property.
** Convicted of violating a criminal drug statute, or accepting a finding of guilt.

Use/Abuse by Conway School District Personnel

It is the goal of the Conway School District to maintain a chemical free environment in all of it’s schools, in
accordance with the Drug Free Workplace Act of 1988. School personnel are expected to be role models for
our students, and as such, will be expected to abide by the following policies.

(1) School personnel will not be under the influence or in the possession of alcohol or other drugs at
school, on school grounds, or at school functions off school grounds where students are likely to be
present.

(2) Unless prescribed by a physician, school personnel will not possess controlled substances, on their
person, in the school building, or on school grounds.

(3) All school personnel and volunteers are required to abide by this policy.

The district also recognizes that alcohol and other drug dependencies are treatable diseases, and will
encourage staff who show signs of these diseases to obtain help.

(A) Suspected Use - Employees and students who suspect that a Conway School District employee is
violating the Substance Abuse Policy should make a confidential report of the staff member to the
Administration.

(1) The Superintendent will be notified immediately.

(2) The informed administrator will have a second administrator present while they conduct an interview
with the suspected employee. The administrators may consult with qualified professionals.

(3) The administrator will document all reports and outcomes and inform the Superintendent of his/her
determination.

(4) The administrator will discuss the ramifications of such a report with the employee and encourage
the staff person to obtain appropriate assistance.

(B) Violations

(1) If the administrator has sufficient information to believe that a violation has occurred, the employee will
be relieved of duty by the Superintendent, with or without pay, for cause, until a hearing to address future
employment status takes place.
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(2) If there is a violation of the law, the police will be notified. Their response will be guided by state and
federal laws.

(3) The Superintendent or his/her designee will notify the Conway School Board.

(C) Witnessed Use, Possession, Distribution, or Sale of Illegal Substances

(1) All staff and students shall report witnessed use, possession, distribution, or sale of substances covered
by this policy by school personnel immediately to the administration.

(2) Administration will investigate the situation.

(3) When there is a violation of the law, the police will be notified immediately. Their response will be guided
by state and federal laws.

(4) The Superintendent or his/her designee will be notified immediately and will, in turn, notify the Conway
School Board.

(5) The employee will be suspended with or without pay, for cause, until a hearing to address future
employment status takes place.

(D) All Other Persons - No visitor shall at any time use, distribute, or sell any substance covered in this policy,
in any facility, in any school vehicle, or anywhere on school grounds maintained by the District. Responsibility
for enforcement of this prohibition shall rest with all school district employees who may report violations to the
local police department. In accordance with state law, the police department shall be responsible for all
proceedings and applicable fines and penalties.

(E) Employee Appeal Procedure - Employees disciplined for violations under this policy will have the right to
appeal based upon the procedures outlined in their respective collective bargaining agreement.

Policy Review and Distribution

This policy will be distributed to all staff at the beginning of every school year. It will be reviewed on an annual
basis by the Conway School Board Policy Committee.

Adopted by Conway School Board – 7/15/93
Revised 8/4/94, 6/6/96, 10/27/97, 8/11/03
Revised March 8, 2004
Reviewed and separated from policy JFCH – May 2009
Revised and Adopted by Conway School Board July 27, 2009
Revision Adopted – November 13, 2018

RESPONSE PLAN FOR CRIMINAL INCIDENTS - Policy EBD

Possession/Use/Sale of Tobacco Products/E-Cigarettes/Vaping Products

Possession and distribution of tobacco products is a violation of RSA 126-K:6 and includes cigarettes, chewing
tobacco, cigars, pipe tobacco, snuff, e-cigarettes, vaping products and similar products by persons under the
age of 18.

Response Guidelines – Any student observed possessing, using, or selling any of the above described items is
to be immediately brought to the school principal. The principal shall notify the School Resource Officer
promptly. The School Resource Office shall have discretion to issue the student a warning for the first offense
and shall issue a court summons for any other offenses. NOTE: Action taken by the School Resource Officer
shall be separate from the school’s disciplinary actions.

Possession/Use/Sale of Illegal and Controlled Substances (Including Paraphernalia)
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This includes all illegal and controlled substances such as marijuana, cocaine, opiates, and related
substances. Drug paraphernalia is any instrument used in the packaging, processing, weighing, or ingesting of
any controlled substance. This includes such things as syringes, smoking pipes, and scales.

Response Guidelines – Any student observed possessing, using or selling any of the above described
substances is to be immediately brought to the principal. Any substance observed will be immediately seized
and put into a clean envelope and immediately turned over to the police.

The principal will promptly call the police in every instance where drugs or paraphernalia are discovered.
NOTE: No school employee has the lawful authority to destroy any seized substance. Even the police will
eventually need to obtain a court order to destroy the drugs.

Odor of Marijuana

This would include a situation where a school employee detects an obvious odor of marijuana from the clothing
or person of a specific individual student.

Response Guidelines - In this instance, the student is to be immediately segregated and monitored while being
brought to the attention of the principal. The principal will question the student. The police will be called. An
attempt will be made to contact the parent/guardian. All applicable Federal and State laws will be followed.

Student Appears To Be Under The Influence of Drugs or Alcohol

Response Guidelines - The student will be brought to the attention of the principal. The principal will question
the student and direct that medical attention be sought as appropriate. Parents/guardians will be called if there
is any suspicion of drug or alcohol use. The police will be called.

Robbery

Under New Hampshire law, robbery is a theft by force or by threat of force. It is a serious crime and is always a
felony when committed.

Response Guidelines - The principal will be immediately notified and a police response will be requested as
soon as possible.

Theft

Under New Hampshire law, theft is the unauthorized taking of someone’s property “with a purpose to deprive
the owner.”

Response Guidelines - Theft shall be reported to the principal. Technically, any theft committed on school
property is reportable to the police. For practical purposes, however, school personnel should handle thefts
involving an insignificant value or thefts involving extremely young children. As a general rule, thefts will not be
reported to the Police Department in the following situations.

● The value of the property is less than $50.00 if there is NO SUSPECT
● The students are in third grade or lower

Burglary

Burglary is the unlawful entry of a business or home to commit any crime. Most burglaries involving the School
Department result from the entry of a school building for the purpose of committing theft or vandalism.

Response Guidelines - Burglary will be reported to the Police Department immediately after being discovered.
School personnel should take care not to clean or disturb the scene of the crime prior to the arrival of police.

Vandalism
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Vandalism is the intentional damaging or destruction of school property or the property of another. Vandalism
has occurred if there is a cost incurred in cleaning or repairing an item. For example: if the walls of the building
are marked with spray paint or a marker and require special cleaning or repainting, then the property is
considered damaged under the law.

Response Guidelines - Technically, all criminal mischief that occurs in a safe school zone is reportable to the
police. In practice, some discretion must be used for extremely petty cases. For example: it would not be
appropriate to contact the police in the case of a student writing an initial on his or her desk in ink.

In general, any damage in excess of $50.00 will be reported to the police by requesting a police response and
investigation, or by filing a written report within 48 hours. The method of reporting will be at the discretion of the
principal. However, in any case where a suspect is identified, school administrators will call the police to handle
the case after a preliminary inquiry.

Arson

A person has committed arson if he/she intentionally starts a fire or causes an explosion, which damages
someone’s property.

Response Guidelines - Any employee discovering a fire will immediately take steps to protect life and property
and contact the Fire Department as appropriate. In cases where arson is a possibility, a school administrator
will notify the Police Department if the police are not already involved.

False Fire Alarm

This would include such things as a student pulling an alarm station or otherwise causing a false report.

Response Guidelines - The principal will contact the Police and Fire Department if they have not already
arrived to conduct an investigation.

Firearms/Dangerous Weapons

Under the law, a firearm is a weapon capable of discharging a projectile as a result of an explosion. A BB gun
is not a firearm. Dangerous weapons include any blackjack, stiletto, switch knife (spring-loaded blade), dagger
(blade sharpened on both sides), slingshot, metallic knuckles, or dirk knife. Dangerous weapons also include
all other items used in a way intended to cause harm or injury.

Response Guidelines – Any student possessing any of the above items will be brought to the principal and the
weapon will be seized. The principal will request a police response in every situation. Possession of any of the
above weapons is a misdemeanor under New Hampshire law without the proper authorization or permit.

BB Guns/Air Gun/Representation of a Firearm or Non-Functioning Firearm

Under New Hampshire law, a BB gun cannot be possessed by a person under the age of 18 except in his own
home or under parental supervision.

Response Guidelines – The student will be brought to the attention of the principal and the item described
above will be seized. The school administrator will call the police at his or her discretion. Parents/guardians will
be notified.

Use or Possession of Fireworks

Response Guidelines – Absent any injury or extenuating circumstance, administrative action should be
conducted at the discretion of the school administration and no police response need be requested.

Sexual Assault or Physical Abuse

New Hampshire law requires every person to report any suspicion of physical abuse, sexual abuse, or neglect,
of any child, to the New Hampshire Division of Children, Youth and Families (DCYF). NH RSA 169-C:29
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The minimum “mandated reporting requirement” is a telephonic report to the NH DCYF Child Protective Intake
Office at 1-800-894-5533, during normal business hours, or 1-800-852-3388, at other times.

That report shall contain, if known:

● The name and address of the child.
● The name and address of the person responsible for the child’s welfare.
● The specific information that is indicative of the abuse or neglect, including evidence of any previous

injury.
● The identity of the person(s) suspected of being responsible for the abuse or neglect.
● Any other information that could help establish the abuse or neglect.

Anyone making such a report, in good faith, is immune from any liability, civil or criminal. NH RSA 169-C:31

Response Guidelines – Suspected incidents involving the sexual abuse, physical abuse, or neglect, of any
child, will be immediately reported to NH DCYF intake and the school administration. The administrator will
ensure that both the “mandated reporting requirement” (outlined above) and the School Department policy for
handling these reports are followed.

Misdemeanor Assault

Misdemeanor assaults (no serious injury) committed by high school or junior high school students will be
reported to the administration. The administrator will conduct an initial inquiry and contact the police in cases
where the assault involved one or more of the following:

● The assault was very aggressive or violent in nature (as in driving someone into lockers or slamming
the victim to the floor)

● Repeated punches or kicks
● Offender with a past record of violence or aggressive behavior

Misdemeanor assaults committed at the elementary level will be reported at the discretion of the school
administrator. The administrator will take into account such factors as the age of the students, past problems,
and the level of aggressiveness involved in the incident.

Fight by Mutual Consent

A fight that is undertaken by the mutual consent of both parties involved is a violation of the assault statutes in
New Hampshire.

Response Guidelines – School employees shall notify the administration of any fight that occurs between two
or more students, two or more school employees, or a combination of school employees and students. The
school administration will request a police response in any case where a participant in the fight received injury
or was transported to the hospital.

Parents/guardians will be notified.

NOTE: If a student is attacked and acts to protect him/herself, then the person provoking the incident may still
be guilty of an assault (although the incident may appear to be a “fight”).

Source: New Hampshire Revised Statutes Annotated, Conway Police Department Policies

Adopted by Conway School Board – October 25, 1999
Revision Adopted – January 26, 2004
Reviewed with no change – January 7, 2013
Revision Adopted - December 9, 2019
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LETTER OF UNDERSTANDING

Between

School Administrative Unit # 9 & Town of Conway Police Department

In accordance with RSA 193-D, Safe School Zones, the above parties agree that the following crimes
shall be reported to the Conway Police Department

Thefts from persons when force or intimidation is used

Theft in excess of $50.00 in property value

Assaults with injury

Assaults when a weapon was used

Assaults with repeat offenders

Assault based on race, color, religion, etc., known as Hate Crimes

Destruction of property with a dollar value in excess of $50.00

When thefts, assaults or destruction of property have multiple victims or multiple perpetrators

Any drug/alcohol violations

Nothing in this memorandum precludes anyone from reporting any crimes to the Conway Police
Department.

Any reference in this document to the Principal shall also include the principal designees.

Any reference to the School Resource Officer shall also include any other police representative.

______________________________                                     _____________________________
Kevin Richard Christopher J. Mattei
Superintendent of Schools Chief of Police
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Bell Schedule - 2021-22

Monday, Tuesday, Wednesday and Friday

Block Time Minutes

1 8:00 - 9:08 68

2 9:12 - 10:20 68

Flex/Advisory 10:24 - 11:06 42

3 11:10 - 12:48 68 +30 minute lunch period

Lunch Waves 11:10 - 11:40
11:44 - 12:14
12:18 - 12:48

A Lunch - Science, Math, CTE
B Lunch - English, World Lang., Health, Ac. Supt. & STAR
C Lunch - Social Studies, PE, Fine Arts

4 12:52 - 2:00 68

Thursday (PLC Schedule)

Block Time Minutes

PLC 7:30 - 8:30 60

1 8:34 - 9:46 72

2 9:50 -11:02 72

3 11:06 - 12:44 68 +30 minute lunch period

Lunch Waves 11:06-11:36
11:38-12:08
12:10-12:40

A Lunch - Science, Math, CTE
B Lunch - English, World Lang., Health, Ac. Supt. & STAR
C Lunch - Social Studies, PE, Fine Arts

4 12:44-2:00 72

Delayed Opening (No PLC or Flex/Advisory)

Block Time Minutes

1 10:00 - 10:45 45

2 10:49 - 11:34 45

3 11:38 - 1:06 58 + 30 minute lunch period

Lunch Waves 11:38 - 12:08
12:12 - 12:42
12:46 - 1:06

A Lunch - Science, Math, CTE
B Lunch - English, World Lang., Health, Ac. Supt. & STAR
C Lunch - Social Studies, PE, Fine Arts

4 1:10 - 2:00 50
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Early Release - No Flex/Advisory

Block Time Minutes

1 8:00 - 8:42 42

2 8:46 - 9:28 42

3 9:32 - 10:14 42

4 10:18 - 11:20 32 + 30 minute lunch period

Lunch Waves 10:18 - 10:48
10:50 - 11:20

A Lunch - English, World Lang., Health, Ac. Supt, STAR, Math
B Lunch - Science, CTE, Social Studies, PE, Fine Arts

Pep Rally Schedule - No Flex/Advisory

Block Time Minutes

1 8:00 - 9:00 60

2 9:04 - 10:04 60

3 10:08 - 11:08 60

4 11:12 - 12:48 66 + 30 minute lunch period

Lunch Waves 11:12 - 11:42
11:46 - 12:14
12:18 - 12:48

A Lunch - Science, Math, CTE
B Lunch - English, World Lang., Health, Ac. Supt. & STAR
C Lunch - Social Studies, PE, Fine Arts

Pep Rally 12:52 - 2:00
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