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Dear Middle School Students and Parents/Guardians:

Welcome to Norfolk Middle School! The teachers, support staff, and administration
look forward to partnering with you for an amazing year of learning and growth.

Our staff is dedicated to providing a positive learning environment for all students. This
includes promoting the attributes of being respectful, responsible, resilient, and
resourceful. By holding all students to these expectations, we are able to provide a safe,
productive learning environment.

Parent involvement is essential to the success of our students. We encourage parents to
set aside time for homework each night, communicate with teachers, and actively
participate in the learning of your child. We also invite all parents to be a part of our
Parent-Teacher Organization (PTO). Please stay informed about your child’s studies,
assignments, assessments, and school activities. Working as a team, we will be able to
meet your child’s educational goals.

The Norfolk MlIddle School Handbook contains information about the rules and
expectations for students, parents, and staff. Please take the time to read through the
handbook and communicate these expectations with your child. We appreciate your
support and partnership in working together to provide a positive learning environment
for all students.

Thank you for the opportunity to work with you and your child. If you have any
questions or concerns, please feel free to contact the Middle School office at
402-644-2569. | look forward to a very positive and productive year together.

Sincerely,
Amy Brown
Principal



The mission of Norfolk Public Schools is to prepare all students to pursue their goals for the future.

The vision of Norfolk Public Schools is to be a top performing school that provides outstanding
educational opportunities for every student and is a source of pride and an asset to our community.
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Norfolk Middle School Office Staff

402-644-2569
Principal
Amy Brown amybrown@npsne.org
Assistant Principal
Allyson Veik allysonveik@npsne.org
School Resource Officer
Officer Jordan Mason officerjordan@npsne.org

Juvenile Accountability Liaison

Carey Hopkins careyhopkins@npsne.org

Principal’s Secretary

Tami Tucker tamitucker@npsne.org

MS Attendance / Discipline Secretary
Catherine Garrod catherinegarrod@npsne.org

Norfolk Middle School Counselor’s Office

Counselors
Mariah Bloomquist mariahbloomquist@npsne.org
Megin Falk meginfalk@npsne.org

Counselor’s Secretary
Missy Borgmann melissaborgmann@npsne.org
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Norfolk Middle School Bell Schedules:

Daily Schedule
7:45-8:18 6th Grade Band
8:00 - 8:18 Homeroom
8:21-9:16 Period 1
9:19 - 10:03 Period 2
10:06 - 10:50 Period 3
10:53 - 11:41 Period 4
11:44 - 12:32 Period 5
12:35-1:19 Period 6
1:22 - 1:47 WIN Time
1:50 - 2:34 Period 7
2:37 - 3:20 Period 8
2:00 Dismissal Schedule
7:45 —8:09 6th Grade Band
8:00 - 8:09 Homeroom
8:12 - 8:50 Period 1
8:53 - 9:31 Period 2
9:34 - 10:12 Period 3
10:15 - 10:53 Period 6
10:56 - 11:45 Period 4
11:48 - 12:38 Period 5
12:41-1:19 Period 7
1:22 - 2:00 Period 8




Norfolk Middle School Character Education Traits

Norfolk Middle Schools Positive Behavior Interventions and Supports (PBIS) center on teaching
our students to be Responsible, Respectful, Resourceful, and Resilient. All our building and
classroom expectations will relate back to those 4 main ideas in relation to behavior.

What is TRUST?

Be honest. Don’t lie, cheat or steal.

Keep your promises.
Have courage to do what is right.

What is RESPECT?

Treat people the way you want to be
treated.

Be sensitive to other’s feelings.

What is RESPONSIBILITY?

Do what needs to be done.
Be accountable for your actions.

Follow through on your commitments.

Participate in community service.

What is FAIRNESS?
Treat people impartially and without
prejudice.
Consider the feelings of all people.
Play by the rules.

What is CARING?

Be sensitive to other’s feelings.

Think about how your actions will affect

others.
Help people in need.

What is CITIZENSHIP?

Do your part for the common good.

Do your share to make your school, your

community, and the world a better

Be reliable.
Follow through on your commitments.
Be a good friend.

Treat people with politeness, courtesy,
and dignity.
Do not make fun of other people.

Be reliable and dependable.

Do not make excuses or blame others.
Volunteer in your school or community.
Help take care of the environment.

Treat others the way you want to be
treated.

Be open-minded.
Don’t take advantage of others.

Treat people with kindness.

Always remember — we become caring
people by doing caring things.

Never be mean or hurtful.

Obey the law.
Take responsibility for what goes on
around you.



place. Participate in community service.
Take care of the environment.

NMS General Student Guidelines

Following Directions
Step 1: Look at the person
Step 2:  Say okay
Step3: Doit
Step 4: Check back

End of the Day Procedures
Step 1: Proceed immediately to your locker using hallway procedures
Step 2:  Get materials and coats and put in bookbag
Step 3:  Double check that you have all your homework and coats
Step 4: Proceed directly to the designated exit before the final bell (5 min.)
Step 5:  Go directly to your car or start walking home
Step 6:  Re-enter only with a teacher or office permission

If Waiting for Your Ride
Step 1:  Sit on bench or stand while waiting
Step 2:  Keep hands, feet, and objects to yourself
Step 3:  Visit quietly with a neighbor or read

Step 4:  All students still left at 3:40 will re-enter the building and sit quietly in the front
vestibule by Door #1

Morning Procedures (5" Grade)
Step 1:  Drop off time begins at 7:30
Step 2:  Go straight into the building
Step 3:  Walk quietly to the gym or eat breakfast in the main commons
Step 4: Sitin assigned assigned line
Step 5: Keep hands and feet to yourself
Step 6:  Students may visit quietly until dismissed to their classroom

Morning Procedures (6" Grade)
Step 1:  Drop off time starts at 7:30 — Band starts at 7:45
Step 2:  Go straight into the building
Step 3:  Walk quietly to the gym or eat breakfast in the main commons

Step 4: Sitin the assigned line
Step 5: Keep hands and feet to yourself
Step 6:  Students may visit quietly until dismissed to their classroom



Planner Use
Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Bring planners to all classes

Fill out assignment completely at the beginning or end of class

Planner checks may happen at the end of the day

Use as a pass between bathroom, library, nurse, etc. (only two per day)

If planner is missing, students are expected to write assignments in a notebook or
purchase a new planner from the office

Lunch Expectations

Step 1:
Step 2:

Step 3:
Step 4:

Step 5:
Step 6:

Students will proceed to the lunchroom or activity area using hallway procedures
Students in the lunchroom will be seated at their assigned tables unless excused to
get in lunch line or dump their tray

Once directed to get into lunch line, students will proceed to the line and back to
their tables as directed and will use an inside voice

Inside voices will be used while seated at lunch
Bathroom privileges allowed with teacher permission

At the end of the lunch period, students are dismissed by team and will proceed back
to their classrooms using hallway procedures

Hallway Procedures

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Stay to the right side and appropriate distance from the lockers
Maintain appropriate voice level

Keep hands, feet and objects to self; Respect other’s space
Walk in the hallways

Take stairs one at a time

Speaking Respectfully with Adults

Step 1:
Step 2:
Step 3:
Step 4:
Step 5:

Wait for an appropriate time to talk with an adult

Look at the adult

Address the adult using an appropriate title

Remain calm

Acknowledge the decision with a “yes” or an “l understand” or nod of the head

Suggested Terminology for Voice Levels

1

2
3
4

No talking

Whisper (one-on-one voice)
Normal (indoor voice)
Presentation voice
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Norfolk Middle School Policies and Regulations,
Academic Information, and Guidance

Academic Integrity

In order to learn as much as possible from the daily classroom activities and
assignments, Norfolk Middle School students are expected to be honest and truthful
in presenting their work. Cheating on assignments or tests or allowing others to copy
work is not acceptable. It is considered dishonest to present material on an
assignment or test as the product of the student’s own work when it is the work of
another person or plagiarized from another author. It is not acceptable to use
material from a web site, book, periodical or other resource without properly giving
credit to the source. Cheating and plagiarism will result in disciplinary action.
Teachers will call the student’s parents and explain the situation.

Guidance

The guidance department is a valuable resource. Counselors are available to help
students who are experiencing academic and/or social problems. The guidance
department also helps students make quality decisions about their classes and
possible careers. There are two full time counselors at Norfolk Middle School.
Students are welcome and encouraged to drop in or make an appointment. The
counselors can also be reached by phone at 644-2569. The behavioral awareness and
health points of contact are the school building counselors.

Report Cards/ Progress Reports

Report cards are issued after each grading period; four times during the academic
school year. In addition, progress reports are also issued between each grading period
so that parents and students can closely monitor current academic progress.

Written progress reports are provided to parents at the end of each quarter of the
school year. These reports cover each student’s academic, social, and behavioral
progress toward meeting district goals.

Academic Performance Levels for Proficiency Grading

ADVANCED 4=Goes beyond with in depth
inferences
PROFICIENT 3=Performance at grade level target

APPROACHING | 2=Understands simple content
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NEEDS 1=Partial success with help
SUPPORT

NO EVIDENCE 0

Academic Performance Level for Alpha Grading

Name Score
A 90-100
B 80-89
C 70-79
D 60-69
F 0-59 or FAIL
P PASS

Grade Level Promotion Guidelines
School Initiated Request
Students may be required to repeat the same grade level when it has been determined that
the student's educational needs are served best by retention and when notification and
consultation with parents have been conducted. Parents should be notified in writing on or
before April 1 that retention is being considered and one or more conferences held to discuss
the conditions considered in retention.
Parent/Guardian Initiated Request
Parents requesting their child to be retained must notify the school principal in writing by
April 1.
Decision Process
The decision regarding retention in either a school or parent-initiated request for a given
grade level will be determined at a conference involving parents, the principal, teacher(s)
and/or counselor. If a mutual decision about the question of retention cannot be reached, the
principal shall render a decision on or before the last day of attendance for students in the
school year.

Access to Records
It shall further be the policy of the District to provide full access to the records of the
students to a parent/guardian all as set forth in 79-4,157, Board Policy 5202, the
Federal Education Right to Privacy Act (FERPA), Military Recruiters (Board Policy 5012)
and other applicable law during regular business hours of the school.
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Notice Concerning Directory Information
The District may, in its discretion, disclose directory information. The types of personally

identifiable information that the District has designated as directory information are as
follows:

Student’s Name, and names of the student’s parent/guardian

Current school attending

Student’s current grade;

Student’s enrollment status (e.g. full-time or part-time);

Student’s extra-curricular participation;

Student’s achievement awards or honors;

Student’s weight and height if a member of an athletic team and solely for the
purpose of an athletic event;

8. Student’s photograph

NoubkwhpRE

Notwithstanding the foregoing, the District does not designate as directory
information personally identifiable information from students’ education records
where the District determines that the disclosure to the potential recipient poses a
risk to student safety or well-being, including but not limited to circumstances where
the potential recipient is a registered sex offender and the personally identifiable
information would permit the potential recipient to communicate with or otherwise
contact the student. The Superintendent shall have authority to decide when
directory information will be shared.

A parent or eligible student has the right to refuse to let the District designate
information about the student as directory information. The period of time within
which a parent or eligible student has to notify the District in writing that he or she
does not want information about the student designated as directory information is
as follows: two weeks from the time this information is first received. Please contact
the Superintendent’s office to indicate your refusal to have your child’s information
designated as directory information.

Multicultural Policy

Multicultural education is the identification, selection and infusion of specific

knowledge, skills and attitudes for the purpose of:

e Affirming the culture, history and contributions that shall include but not be limited
to African Americans, Asian Americans, Native Americans and Latinos;

e Challenging and eliminating racism, prejudice, bigotry, discrimination and
stereotyping based on race; @ Valuing multiple cultural perspectives; and

e Providing all students with opportunities to “see themselves” in the educational
environment in positive ways and on a continuing basis.

To promote and support multicultural education within the Norfolk Public Schools, it

shall be the policy and practice of this district to create opportunities for all students to
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achieve academically and socially in an educational environment in which all students
and staff understand and respect the racial and cultural diversity and interdependence
of members of our society. (Policy 6310)

Special Education
What is “special education?” Special education refers to “specially designed instruction or
support for students with verified disabilities.”
Which persons are entitled to a special education? School districts in Nebraska provide an
education for individuals with disabilities from birth through 21, or program completion.
What disabilities are served through special education programs? Children who
benefit from the program offered may have one or more of the following disabilities:
emotional disorder, deafness, blindness, hearing impairment, intellectual disability,
orthopedic impairment, other health impairment, specific learning disability,
speech-language impairment, visual impairment, autism, or traumatic brain injury.
Every effort will be made to educate students with a disability with their non-disabled
peers.

How does a child qualify for a special education program?

a) Any parent or teacher who believes a child may have a disability, can request a
Student Assistance Team (SAT) meeting to discuss the possibility of a referral for a special
education evaluation.

b) If the SAT members believe a special education evaluation is necessary, a
recommendation will be made to the parents to grant permission for this evaluation.
c) After written parental permission has been obtained, appropriate qualified

professionals complete an evaluation of the child and make recommendations to a
Multi-Disciplinary Team (MDT) to determine if there is a disability.

d) If it is determined that a child has a verified disability, parents and staff members
agree on an Individual Education Plan (IEP) to serve the child’s special needs.
e) The child is placed in an appropriate level of special education service that may

include a continuum of services ranging from continued regular classroom placement with
assistance provided to separate specialized programs. This placement is determined by the
IEP team of which parents are an integral part, and is based upon a student’s learning needs.
Written parental permission is needed for initial placement into special education
programming.

STAFF QUALIFICATIONS (NOTICE CONCERNING):

The Every Child Succeeds Act gives parents the right to get information about the professional
qualifications of their child’s classroom teachers. Upon request, Norfolk Public Schools will give
parents the following information about their child’s classroom teacher:

(1) Whether the teacher has met State qualifications and licensing criteria for the
grade levels and subject areas in which the teacher provides instruction.

(2) Whether the teacher is teaching under an emergency or provisional teaching
certificate.
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(3) The baccalaureate degree major of the teacher. You may also get information
about other graduate certification or degrees held by the teacher, and the field
of discipline of the certification or degree.

We will also, upon request, tell parents whether their child is being provided services by a
paraprofessional and, if so, the qualifications of the paraprofessional.

The request for information should be made to an administrator in your child’s school building.
The information will be provided to you in a timely manner. Finally, Norfolk Public Schools will
give timely notice to you if your child has been assigned, or has been taught for four or more
consecutive weeks by, a teacher who does not meet the requirements of the Act.

Make-up Work

All missed assignments due to absences must be turned in promptly. Students will
receive two days for every one day missed to complete the assignment. For example,
if a student were to be absent two days, he/she would have four days to complete the
assignments. If a student fails to have the work completed by the appropriate time,
he/she may be assigned a study session with the teacher before or after school to
finish the assignments. Teachers may also give alternate assignments that meet the
objectives of the original lesson at their discretion. Students who miss several
consecutive days of school due to illness, family, or emergency situations should
contact their teachers or the guidance office directly to develop a plan of action to
complete missed work.

Pre-arranged Absences

Students who know they are going to be absent from school should obtain an Excused
Absence Form from the attendance office and have each of their teachers provide the
assignments for days to be missed. On most occasions, teachers will request that
students make up their assignments prior to a scheduled absence. In all situations,
responsibility for obtaining and completing make-up work rests with the student.

Extra - Curricular Activity Participation

Students must attend the % day (or ¥ of their assigned courses) immediately prior to
participating in any school activity (practice or performance). When in doubt, consult
the building principal regarding eligibility.

Activity Involvement / Disciplinary Actions

Students who are serving out of school suspensions will not be eligible to participate
in any school-sponsored games, activities, or performances during the term of their
suspension. For example, a student who is serving a three-day out of school
suspension Monday through Wednesday would not be eligible to participate in a
performance until Thursday. Similarly, a student serving a suspension in which a
weekend falls would not be eligible until the day after the final day of the suspension.

15



Example: a student serving a three day out-of school suspension Friday through
Tuesday would not be eligible to participate in performances until Wednesday of the
following week. Students may practice while serving in-school suspensions and may
be subject to additional consequences determined by the activities sponsor or coach.
Students who are serving out of school suspensions may not be on school property or
attend any school sponsored activity during the term of their suspensions.

School Activities / Absences

Students who will be absent from school for school-sponsored activities will not have
those absences count against their absence total. It is each student's responsibility to
inform the attendance secretary and their teacher about the forthcoming absence
and to make advance arrangements for completing assigned work. Students absent
for school activities are not to fill out a "planned absent sheet".

Transportation Guidelin

Norfolk Public Schools will provide transportation for all students involved in activities
which require transportation. Students are required to travel together as a group
both to and from the activity. This provides a safe and secure process for all students.
(Board Policy 5506). In rare situations, a parent/guardian may request to take their
child either to or from the scheduled activity. In this case, children can only be
released to the parent after the parent initiates a face to face interaction with the
sponsor. Parents should give the sponsor at least 24 hours notice of alternate travel
plans. The sponsor will seek administrative approval before granting this request.

ATTENDANCE/ TARDIES

I. Attendance and Tardy Policies
Nebraska State Statute (79-201) requires that all students between the ages of
6-18 attend school. School personnel are charged with the responsibility of
investigating and reporting violations of the state's compulsory attendance
law to their respective county attorneys.

* Attendance: Punctual and regular attendance is an extremely
important part of your daily school record. All students are required to
attend school daily. State law allows a maximum of twenty days of
absences per school year. The circumstances for all absences from
school will be identified as School Excused or Not School Excused.

e School Excused: Absences due to illness, including
physical or mental illness, that make attendance impossible
or impracticable, and that are documented by a credentialed
health professional, shall not be the basis for referral to the
county attorney.

e Not School Excused: Absences that are not school excused
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may result in a report to the county attorney.
o Parent/guardian acknowledged the student’s absence

and communicated with the school, however, the

absence was not supported by documentation from a

credentialed health professional

o Parent/guardian has not communicated with the

school
Parents will be notified by mail when their student has five, 10, 15 and
20 absences from any class during the school year. On the 10~ and 15
absence a meeting will be requested to go over an attendance
improvement plan. On the 20th Not School Excused absence a letter
will be sent to the Madison County Attorney’s office. It shall be the
procedure of the principal to report to the Director of Student Services
and to parent/guardians, any student enrolled in the district for
excessive absenteeism on the part of such student. The term
“excessive absenteeism,” as used herein, shall mean verified and
unexcused absences exceeding 11 days per semester or the hourly
equivalent, or when the number of verified and unexcused absences
exceeds 20 days cumulatively per school year or the hourly equivalent.
The building principal shall investigate factors involved in any case of
excessive absenteeism. In the event that the building principal
determines that such absences are not justified, he/she may
determine such student to be truant. All required procedures of the
Norfolk Public School Truancy Policy should then be followed. This
may be true even if some or all of the student’s absences have been
excused by the student’s parents/guardians, and the building principal
determines such excessive absences are detrimental to the child’s
educational performance.
Tardies to first period: Students will receive three "free" tardies (no
penalty) to first period.
Upon the accumulation of the fourth tardy (and any following), a
detention will be assigned. Tardies more than 25 minutes in length
will be classified as absences and consequences may be assigned
according to the Code of Conduct.
Tardies to class: Students must be in their assigned classroom or
assigned seat before the tardy bell rings as dictated by each teacher’s
classroom rules. Failure to meet teacher expectations will result in an
unexcused tardy and the student may be assigned detention by the
teacher. Teachers will inform the student he/she has been counted
tardy and then give the student a detention. Teachers will attempt to
make contact with parents (via phone or e-mail) to inform them of the
tardy. Students that skip detentions will have the detention time
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doubled. Failure to serve these “doubled” detentions will result in
additional office consequences according to the Code of Conduct.
Students will not be counted tardy if they come to class with a pass
from the office, guidance office, or from another teacher. Teachers
should not detain students unless absolutely necessary. Any teacher
detaining a student between classes must write a pass to excuse the
tardy.

Procedure for Reporting Absences

Parents should call the school office 644-2569 Ext 1 before 10:00 a.m. on the day of
the absence. Students will be considered truant if their absence is not reported to the
office within 24 hours. Please refer to the Norfolk Middle School Code of Conduct for
more information on disciplinary actions for truancy. When contacting school
officials, please give the following information:

* name of student

* grade level of the student

* reason for the absence

* name, phone number, and relationship (to the student) of the person making
the call.

** Notes will be accepted only from parents who do not have access to a phone.
Norfolk Public School’s District Truancy Policy

Additional information regarding student attendance and excessive absenteeism is
available on-line under Board of Education Policy 5008.

Withdrawals

A student who is withdrawing from Norfolk Middle School should notify the guidance
office at least one week before leaving so that teachers may be informed and special
arrangements can be made in regard to previous assignments and tests. A day or two
before the student actually leaves; he/she will be given a withdrawal slip, which is to
be signed, by all the student's teachers and the media specialist. This form is to be
turned into the office before leaving school on the last day. Everything on this form
must be cleared properly and fines paid before the student will be considered
released from the school.
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General School Policies and Guidelines

Accidents and Injuries

Only first-aid will be provided for accidents and injuries; any further treatment is the
responsibility of the student's parents. Accidents should be reported to the nurse or
school secretary immediately. An accident report will be completed by the
supervising staff member. The injured student's parents and principal will be notified
of all accidents and injuries, when the situation warrants. Injured students will be
transported home by their parents. In cases where the parents cannot be reached,
the persons listed on the emergency record will be called.

Attend / Monitor Courses/ Parents

It shall also be the policy of the district to permit a parent to attend or monitor
courses, assemblies, counseling sessions and other instructional activities when a
reasonable advance request is made. The request could be denied if a parent's
attendance would substantially interfere with a legitimate school interest.

Battery Operated/ Electronic Devices

Battery-operated and electronic devices such as, but not limited to, radios, CD
players, MP3’s, cellular phones, laser pens, or electronic games are not to be used
during the school day and should not be brought to school. Restricted items need to
be placed in secured lockers during the school day. Norfolk Middle School is not
responsible for lost or stolen items. Items that are being used inappropriately during
the school day will be confiscated and may be turned over to administration. Cameras
may not be used during the school day without permission from the principal or a
teacher. Prohibited items will be confiscated unless they are being used for school
purposes and may be returned to parents or students at the school’s discretion.
Cellular phones needed for communication with parents should be turned off during
the school day. Parents needing to get in touch with students during the school day
should call the main office.

Bik k rds/ Rollerbl

Bicycles must be parked in the racks provided. There is at least one rack on both sides
of the building. To prevent theft, bicycles should be securely padlocked. Norfolk
Middle School is not responsible for lost or stolen bicycles. Skateboards & roller
blades should be kept home. Skateboards & roller blades are not to be used on
school property or the adjoining YMCA property (i.e. benches, ramps, rails, etc.)
even after school hours. Students not complying with this directive may be ticketed
by the Norfolk Police Department. Skateboards and roller blades that are used on
school property may be confiscated. Students will have to notify parents to retrieve
the confiscated items.
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Birth Certificate

By state law, any student enrolling and transferring to Norfolk Middle School must
provide a certified copy of his/her birth certificate or acceptable affidavit. Students
will not be allowed to enroll until these documents have been submitted to the
school.

Book bags/ Backpacks/ Duffel Bags/Purses or Any Bag Larger Than a Pencil Bag.

Book bags, backpacks, duffel bags, and other large bags are viewed as equipment to
transport books and supplies between home and school. They must be stored in hall
lockers. For safety reasons, these items are not to be used during the school day to
carry books and supplies from class to class. Books and supplies must be carried by
hand. This will require that students organize their lockers and plan their day around
class schedules so that books and supplies may be located quickly and students are
not tardy to class.

Breakfast Program
The cost of the program will be based on Free/Reduced and Paid lunch applications.

Students who qualify for FREE lunch will also receive a free breakfast, students who
qualify for REDUCED price lunches will be charged the reduced rate.

Bulletins and Announcements

Bulletin boards and display cases are available for school-related and approved materials to
be posted and displayed. Posters to be used in the halls or materials for distribution will
need to be approved by the Director of Student Services and the Principal’s office. Posters
are not to be attached to any painted wall surfaces. Place posters on marble, glass, metal,
brick and wood. The person or organization responsible for distributing the posters is
responsible to see that all posters are removed within 48 hours after the event.

Bus Conduct

Riding school buses will be considered an extension of the school day; therefore, the
following rules and regulations must be observed. Bus transportation is a privilege and
student usage may be restricted for violations of bus regulations. The safety of students on
the buses is a top priority and students who create unsafe conditions through their behavior
or words will be disciplined accordingly. Misbehavior by students who choose to break these
rules may be assigned consequences such as detentions, short/long term suspensions,
and/or removal from the bus completely. Students unable to ride the bus due to
disciplinary action must make alternate ride arrangements.

Expectations for students riding school buses:
* Sit quietly and refrain from rowdy conduct.
* Be completely quiet when the bus is near a railroad crossing.
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* Observe the same conduct as in the classroom and follow all school rules.

* Be courteous.

* Immediately comply with the driver's directions.

* Profane language is not permitted.

* Eating or drinking while on the bus is at each driver’s discretion.

* Keep the bus clean.

* Obey the bus driver.

* Absolutely no tobacco products or alcohol will be allowed.

* Respect others.

* Respect school property.

* Stay in your seat at all times.

* Keep head, hands, and feet inside the bus at all times.

* The bus driver is authorized to assign seats.

* Have proper respect for the homeowner's property while waiting for the
school bus.

* Students may ride only their designated bus unless prior written
permission has been received from the principal.

* Non-bus students may only ride the bus with a parent note and the
principal’s signature.

Continuum of Consequences for Inappropriate Bus Behavior:
These consequences are general guidelines and may be adjusted due to the duration,
severity, and intensity of the situation.

1* Intervention: --Warning / Student conference with administration/ parent phone
call / possible detention. The driver may assign students to different seats.

2" Intervention: — Parent phone call / possible removal of bus privileges for the next
day and/or up to 7 school days. Possible detention/ ISS (1 -3 days) / Bus letter sent
home. Assigned seating on the bus for the rest of the quarter.

3" Intervention: Parent phone call / possible meeting between bus driver, student,
parent and administration. Removal of bus privileges for 7 school days up to 30
school days. Possible ISS (3-5 days). Written plans for improvement will be developed
and implemented. Bus letter sent home. Assigned seating on the bus for the rest of
the semester.

4" Intervention: Parent phone call / possible meeting between bus driver, student,
parent and administration. Removal of bus privileges for up to 60 school days.
Possible OSS (1-3 days). Written plans for improvement will be developed and
implemented.
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5™ Intervention: Parent meeting with administration. Possible OSS (3-5 days).
Removal of bus privileges for the rest of the school year.

These consequences are cumulative for the academic school year.

Cancellation of School

In cases of extreme weather, the superintendent is authorized by the Norfolk Board of
Education to close schools. School closing information is broadcast on local radio or
via phone message. In case of inclement weather, any parent or guardian may
personally determine not to let his or her child come to school. Children who are
absent in inclement weather when school is being held will be marked absent and
treated the same as any other excused absence when proper parental notice has
been received by the school’s attendance office.

Cell Phones/Smart Watches/Communication Devices

For the purpose of this policy, electronic communication devices includes any
non-school issued or non-approved electronic device capable of communication with
another entity, including, but not limited to cell phones, smart watches/glasses,
tablets, earbuds/headphones, and gaming devices.

Per state law, all students are prohibited from accessing or using an electronic
communication device while on school property or attending a school instructional
function, unless:

1. When required by a student's Individualized Education Program or 504 Plan;

2. When authorized by the District for educational purposes during instructional time;
3. In the case of an emergency or perceived threat of danger;

4. When necessary to monitor or manage a student's health care; or

5. When determined appropriate by the Superintendent or Superintendent’s
designee.

Exceptions and Practices approved by the Board of Education include:

Usage allowed at the end of the day once students have exited the building and
occasional non-instructional times when specifically approved by the building
administration.
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Middle School Practices:

Devices are kept in their lockers and turned off throughout the entire school day.

Any student who violates this Policy may be subject to discipline under the District’s
Student Discipline Policy.

Because bringing electronic devices to school is voluntary, NMS and NPS are not
responsible for stolen, lost, or damaged personal electronic devices.

Cell Phone Guidelines:

In each case, the phone or electronic device will be confiscated and held in the
main office.

e First Violation:

Teacher Conference with the student about appropriate use of electronic
devices. The teacher confiscates the device and the student picks it up at the
end of the day.

e Second Violation:
The teacher confiscates the device and is held in the main office. Parents pick
up the device at the end of the day. Possible detention.

e Third Violation:
The teacher confiscates the device and brings it to the administration office.
Parents pick up the device at the end of the day. Possible ISS/0SS.

Complaints on Materials

In the event any parent has a complaint or objection to any such materials a personal
conference with the parent and appropriate school personnel will be scheduled. The
parent, in order to explain the nature of their concern will use a standard complaint
form. The complaint form will include, but not be limited to, the specific instruction,
material complained of, the reason for the complaint, and the proposed solution or
resolution of the complaint from the parent's perspective.

Computers
Students at Norfolk Middle School are required to sign Norfolk Public Schools Internet
Policy to use any of our computers. Students and faculty must abide by the policies
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contained in that agreement. Students and faculty that fail to follow those policies
will have their access to technology restricted or terminated. Specifically, Norfolk
Middle School reserves the right to inspect all network files without specific
permission with reasonable cause in the interest of system security and integrity.
Norfolk Middle School disclaims responsibility for loss of data or interference with
files resulting from its efforts to maintain privacy, security and integrity of the Norfolk
Middle School's computing facilities. Norfolk Middle School does not allow any
copying of school-owned or licensed software or data to another computer system
for personal or external use without prior approval.

In order to use the computers available in the Media Center or Achievement Center
during a study hall or before or after school, students must have a signed pass from a
teacher with the computer assignment listed on the pass. A complete copy of the
"Technology & Internet Agreement" is available in the main office.

Copyright and Fair Use

It is the school’s policy to follow the federal copyright law. Students are reminded that, when
using school equipment and when completing course work, they also must follow the federal
copyright laws. The federal copyright law governs the reproduction of works of authorship.
Copyrighted works are protected regardless of the medium in which they are created or
reproduced; thus, copyright extends to digital works and works transformed into a digital
format. Copyrighted works are not limited to those that bear a copyright notice.

The “fair use” doctrine allows limited reproduction of copyrighted works for educational and
research purposes. The relevant portion of the copyright statute provides that the “fair use”
of a copyrighted work, including reproduction “for purposes such as criticism, news
reporting, teaching (including multiple copies for classroom use), scholarship, or research” is
not an infringement of copyright. The law lists the following factors as the ones to be
evaluated in determining whether a particular use of a copyrighted work is a permitted “fair
use,” rather than an infringement of the copyright:

e the purpose and character of the use, including whether such use is of a commercial
nature or is for nonprofit educational purposes;

e the nature of the copyrighted work;

e the amount and substantiality of the portion used in relation to the copyrighted work as
a whole, and

e the effect of the use upon the potential market for or value of the copyrighted work.
Although all of these factors will be considered, the last factor is the most important in
determining whether a particular use is “fair” Students should seek assistance from a
faculty member if there are any questions regarding what may be copied.
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Dating Violence Policy 5420
Norfolk Public Schools strives to provide physically safe and emotionally secure environments

for all students and staff. Positive behaviors are encouraged in the educational program and
are required of all students and staff. Dating violence will not be tolerated.

For purposes of this policy “dating violence” means a pattern of behavior where one person
uses threats of, or actually uses, physical, sexual, verbal, or emotional abuse to control his or
her dating partner. “Dating partner” means any person, regardless of gender, involved in an
intimate relationship with another person primarily characterized by the expectation of
affectionate involvement whether casual, serious, or long term.

Incidents of dating violence involving students at school will be addressed as the
administration determines appropriate, within the scope and subject to the limits of the
District’s authority. Staff training on dating violence shall be provided as deemed appropriate
by the administration. The dating violence training shall include, but need not be limited to,
basic awareness of dating violence, warning signs of dating violence, and the District's dating
violence policy.

Dating violence education that is age-appropriate shall be incorporated into the school
program. Dating violence education shall include, but not be limited to, defining dating
violence, recognizing dating violence warning signs, and identifying characteristics of healthy
dating relationships. The administration will be responsible for ensuring that this dating
violence policy is published in the school district’s student-parent handbook or an equivalent
such publication. Parents and legal guardians shall be informed of the dating violence policy
by such other means as the administration determines appropriate. If requested, parents or
legal guardians shall be provided a copy of the dating violence policy and relevant
information.

Legal Reference: Neb. Rev. Stat. §§ 79-2139 to 79-2142

Date of Adoption: May 12, 2014

Date of Reaffirmation: April 9, 2018

Date of Reaffirmation: April 11, 2022

Demographic Changes

Students who change their address and/or phone numbers should report such
changes immediately to the guidance office. The school also needs an emergency
phone number where a responsible adult can be contacted immediately in the event
of any emergency. It is imperative that students and parents continue to provide
updated census information throughout the year to ensure effective and timely
distribution of school materials and to provide quick and accurate information in the
case of an emergency, etc.

Thank you in advance for providing timely updates when you are moving, changing
telephone numbers, or need to post different contact information.
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Dress Code / Student Attire Guidelines- Policy 5101

Norfolk Public Schools subscribe to the premise that teaching principles of good
grooming and cleanliness are a desirable facet of the educational process. Our public
schools are sensitive to rapid changes in dress and grooming. However, we cannot
accept those changes that depart from cleanliness, neatness, good taste, modesty
and decency. Administrators must weigh community standards, harassment or
standards of others, along with the individual rights. In general, appearances that
detract from the learning atmosphere cannot be permitted. It is hoped that students
of Norfolk will take pride in their appearance and their school. Violators of this policy
will be required to change into appropriate clothing or alter their appearance as
requested by school administration. If parents or students have any questions, they
should call the school office at 644-2569 before they purchase clothing that may be
deemed inappropriate for school. When possible, we ask that parents examine
student dress carefully before students leave for school.

Following is a list of examples of attire that will not be considered appropriate, such list is not exclusive and other forms of
attire deemed inappropriate by the administration may be deemed inappropriate for the school setting:

e  Clothing that shows an inappropriate amount of bare skin or underwear or clothing that is too tight, revealing or
baggy, or tops and bottoms that do not overlap or any material that is sheer or lightweight enough to be seen
through, or otherwise of an appropriate size and fit so as to be revealing or drag on the ground.

o  Clothing or jewelry that advertises or promotes beer, alcohol, tobacco, or illegal drugs

e  Clothing or jewelry that could be used as a weapon (chains, spiked apparel, etc.) or that would encourage
“horse-play” or that would damage property (cleats)

. Headwear including hats, caps, bandannas, scarves, sunglasses, and novelty headbands

e  Clothing or jewelry which exhibits nudity, makes sexual references or carries lewd, indecent, or vulgar double
meaning or displays weapons or promotes hate or violence

e  Clothing or jewelry that is gang related

e  Costumes or clothing normally worn as pajamas or undergarments cannot be worn as outer garments, including
novelty or bedroom slippers

A student who is a member of an indigenous tribe of the United States or another country may wear tribal regalia in any
location where the student is authorized to be on such school grounds or at any school function, as long as the tribal regalia
does not interfere with the educational process and does not endanger another person, as determined by the administration.
Further, students will also be permitted to wear attire, including religious attire, natural and protective hairstyles,
adornments or other characteristics associated with race, national origin, or religion, as long as the attire does not interfere
with the educational process and does not endanger another person, as determined by the administration.

The final decision regarding attire and ground will be made by the Principal and/or Administrative Team.

Criteria for Student Attire:

e Shirts that expose student midriffs either standing or sitting are not permitted. Tank
top straps must be at least two inches in width. All shirts worn must keep the top of
the shoulder covered, fit well in the armpit area, and not have a plunging neckline.

® Shoes must be worn at all times. Slippers are not permissible. Flip-flops and
sandals are acceptable as long as they are not a safety hazard. Proper
footwear must be worn for physical education classes.

e Words or pictures on clothing, jewelry, or accessories stating or referring to
gangs, drugs, alcohol, sex, firearms, or any other activity conflicting with the
school's policy or curriculum are not allowed. Individuals or groups of
students that have shirts or accessories printed up with slogans or sayings that
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may have questionable or “double” meanings or insinuations are encouraged
to have the attire approved by administration before having them printed and
wearing them to school.

Consideration will be made by administration for students who wear special
clothing as required by religious/cultural affiliation.

All clothing must be modest and appropriate. It must properly cover the
body.

Novelty contact lenses such as, but not limited to Alien, Cat eyes, White-out,
Red Hot, Hypnotica, Wildfire and Zoomin’ are not permitted.

Length of Shorts: Shorts should be long enough to modestly cover the
student and keep undergarments covered.

Novelty headbands, caps and hats are not to be worn in the building. Once
students are outside the building they may wear headgear in an appropriate
fashion. Novelty headbands, caps and hats must be stored in lockers.
Wearing or carrying bandanas or colored handkerchiefs (by males and
females) will also not be permitted. Bandanas or accessories that have been
identified as possible gang paraphernalia will be confiscated immediately and
will be returned only upon parent request.

Pictures and/or printed words on clothing (written or implied) that conflict
with board policy or school curriculum will not be permitted. Examples of
such clothing would be: Hooters, COED Naked, Cookies, etc. Any shirt that
promotes tobacco brands, alcohol brands, bar t-shirts, BIG Johnson, cigarette
brands, etc. are also considered to be inappropriate.

Clothing usually worn as undergarments cannot be worn as outer garments;
(specifically boxer shorts) and will not be permitted. Students will be required
to cover all undergarments so that they are not showing during the school
day.

Coats, jackets, windbreakers, etc. may be worn only with permission from
school personnel. Please watch the daily forecast and dress appropriately for
the weather of the day.

Skirts and shorts should be long enough to modestly cover the student and
keep undergarments covered.

Clothing with holes, slashes, or cuts will not be permitted unless it is
appropriate and modest.

Spiked jewelry/accessories may not be worn at school or at school activities.
Additional modifications to clothing, such as paper clips, etc. need to be
approved by administration.

Saggy pants or shorts are not permitted. Waistbands must be worn at the
waist.

Pajama bottoms or attire deemed as pajamas may not be worn to school.
Hair color should be non-disruptive to the learning environment.
Inappropriate tattoos or other marks deemed inappropriate for school need to be
removed or covered.

No costumes
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The administration reserves the right to make decisions and make rule revisions to protect the
integrity of the educational programs and to assure the well-being of all students. Students
refusing to comply with school dress guidelines will be subject to the Code of Conduct.

Elevator

The use of the elevator is restricted to handicapped or injured students. Students
must receive permission from office personnel to use the elevator and if a friend is
carrying their books, that friend must use the stairs unless they have been given
permission from the office. Students with temporary mobility restrictions or other
medical needs (broken leg, severe asthma, etc.) will be allowed to use the elevator at
the discretion of administrative staff or the nurse’s office.

Entering and Leaving the Building

The main entrance for the Norfolk Middle School is Door #1 on the east side of the
building (nearest 1** Street). After 8:00 am and during the remainder of the school
day, parents and other visitors will need to use this entrance to enter the building.
From 7:30-8:00, 5th Grade students may enter the building at Door #1, and 6th Grade
students may enter the building at Door #6 on the west side of the building (nearest
the YMCA). The school building will be open on regular school days for scheduled
and sponsored activities at 7:30 a.m. Students arriving before this time will not be
allowed in the building. Students involved in activities or working with a teacher
before school must be under the direction and supervision of the sponsor for the
activity or a teacher. Once students are in the building, they are not allowed to leave
without checking out in the main office and only then will be dismissed to a parent or
a pre- approved designee. Students need to leave the building promptly after school
unless they have an activity or they are under the direct supervision of a teacher,
coach, or administrator.

Before School and Students Entering the Building in the Morning:

* If students need to do make-up work, attend special events, or see a teacher
before school, they should have a pass stating the location and time of the
activity and the name of the activity sponsor. This pass should be presented to
one of the commons area supervisors.

* Students should be seated in their assigned line in the gym. If a student is
eating breakfast, they are to be seated at a table in the main commons.

* Students should not get into lockers or loiter in the hallways before the first
bell.

* Students need to clean up their areas as they are dismissed.

* Students will comply with all directions from the designated supervisors.

* Students will keep their voices at an acceptable level as determined by area
supervisors.
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After School and Students Exiting the Building
* Students should pick up vending machine items before they leave the
building. Students will not be allowed back in the building to purchase items.

* Please make plans to get items out of your locker before you leave for the day.
Once students are out of the building after school, they must have permission
from a staff member to return to the building.

* If students are requested to stay longer than the required school day,
(detentions, make-up work, activities, etc.) it is their responsibility to make
alternate arrangements for transportation.

* At 3:25 p.m. ALL students are to be out of the building unless they are with a
teacher, in a sponsored activity, or have made a special arrangement with the
office to remain in the building. In the case of inclement weather, students
may remain in the common areas after 3:30 p.m. to wait for rides.

* Students needing to use a phone to call for rides, etc. may use the student
phone located in the main office. Students using the phone in an
inappropriate manner (speaking rudely to others on the phone, being
excessively loud and disrupting the office, etc. will lose phone privileges.
Students may not use the office phone to call for rides after-school until after
3:40 p.m. or unless they have special permission from the office staff.

* Parents may be notified if students are not picked up by 3:45 p.m.

Exemption Procedure

When a parent believes it is to be appropriate for his/her student to be excused from
testing, classroom instruction or other school experiences that the parent finds
objectionable, the parent will present in writing on the standard complaint form, the
basis for the parent’s concern and a proposed solution for the objection that would
be satisfactory to the parent. It shall be the policy of the District to notify
parents/guardians when a school-sponsored survey will be administered. The nature
of the survey, the date and time when the survey will be administered, and the
purposes for which the uses of the resulting information will be included in the
notification. Copies of the instrument to be used will be available for parent
examination in the Principal's Office of each building. After examination of the survey
instrument, any parent who wishes to have their child exempted from completion of
the survey must do so by means of a written request to the building principal.

Fines

At times, students may incur fines for overdue library books, damage to books or
property, loss of school equipment, class fines, etc. Students are expected to be
responsible for their property and take care of the items the school has loaned them
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for periods of time. Students are expected to take care of these fines as they occur.
Appeals for fines should be made to the building principal. Failure to pay fines may
result in administrative consequences.

Fire Drills

During the course of a fire drill, students are to follow the directions of staff members
and evacuate the building in a quiet and orderly manner. Appropriate evacuation
routes are posted in every classroom. In the event of a severe weather alert, the
student will need to follow the directions that are given by the classroom teacher.
The alert will be announced over the public address system.

Grievance Procedure

Whenever students and/or parents have a problem with another person, the first
step is to discuss the problem directly with the person who is involved. If that
conference is not successful, then the person should see the person who has the next
step of responsibility. For example, if a student has a classroom problem, then the
student and parent(s) should discuss the problem with the classroom teacher
privately. If that conference is not successful, then the student and parent(s) should
make an appointment to see the principal. If the problem still has not been resolved,
the student and parent(s) may file a complaint with the Director of Student Services

using the Complaint Against School Personnel Form.

Hazing

“Hazing” refers to any activity expected of someone joining a group (or to maintain
full status in a group) that humiliates, degrades or risks emotional and/or physical
harm, regardless of the person’s willingness to participate. Norfolk Middle School will
not tolerate hazing in any form.

Health Records
Immunization Information

The Nebraska Department of Health requires the following immunizations in order for

your child to enter school in August, 2019:

A student is defined as any child entering Kindergarten through 12" and

all students transferring from outside the State of Nebraska regardless of

grade: -

e 3 doses of DTaP, DTP, DT, or Td vaccine, one given on or after the 4th

birthday

e 3 doses of Polio vaccine

e 3 doses of pediatric Hepatitis B vaccine or 2 doses of adolescent
vaccine if student is 11-15 years of age

e 2 doses of MMR or MMRYV vaccine, given on or after 12 months of age
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and separated by at least one month

e 2 doses of varicella (chickenpox) or MMRYV given on or after 12 months

of age. Written documentation (including year) of varicella disease from

parent, guardian, or health care provider will be accepted. If the child has

had varicella disease, they do not need any varicella shots.

Additionally for 7*" grade students- 1 dose of Tdap given any time after 10-11 years

of age.

Nebraska Law also requires evidence of a vision exam and physical examination by a
qualified physician, physician’s assistant or nurse practitioner for students transferring in
from out of the state.

Health Services

The school nurse's office is located on the first floor near the main office in room 153.
The school nurse provides services to the school and the student in the areas of visual
testing, immunization, and control of communicable diseases, encouragement of
physical and dental examinations and promoting sound mental health. A nurse or her
designee will be in the office every morning for the purpose of checking those who
have been absent and helping those who may feel ill. Any student who has to leave
the school because of illness must first check out with the school nurse. Leaving
school without permission will be classified as truancy and dealt with accordingly. It
is necessary that the school nurse or office official speak with a parent in order for a
student to be excused from school due to illness or accident. The student is not to
call the parent without permission from school personnel. Medications that need to
be taken in school are to be given to the school nurse. The medication needs to be in
its original container, labeled with the student's name, dosage, name of the
medication and how often it is to be given. Non-prescription Medication- If a student
must take a nonprescription medication during school, the following procedures are
to be followed.

Parent/Guardian signed and dated authorization or permission to administer the
medication during school. The medication is in its original packaging and is labeled
as dispensed by the prescriber or pharmacist. The label must name the child and
identify the medication, strength, time interval and route to be administered. If
needed, the physician may be contacted for clarification on medication
administration. Students are not to carry medication with them during the school
day.

If your child has a fever or vomits at home, please keep them at home at least
twenty-four (24) hours after symptoms subside. If your child is sent home from
school with these same symptoms, the 24-hour wait time is preferred before they
return to school. Please check with the school before bringing your child back to
school.
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Note: Immunizations and shot records need to be current and complete or students will
not be allowed to enroll in school.

High Ability Learner (HAL) Program
What is the HAL Program?

The HAL Program consists of a number of different opportunities that allow intellectually
gifted and creatively talented students in 2nd thru 4th grade to experience a differentiated
curriculum.

Who is eligible for HAL Program activities?

Step 1 - All students 5th and 6th grade are screened through the Measures of Academics
Progress (MAPs) Test or the Nebraska Student-Centered Assessment System (NSCAS) Test
during the Fall, Winter, and Spring Testing session. Students with scores of 92nd percentile
or greater in two content areas would Qualify for HAL services during one testing session. A
student with a composite score in a combination of two areas of 92nd percentile would also
count towards the two scores.

Step 2 - Students with one score of 92nd percentile and a second score between 85th and
91st percentile on the MAPs or NSCASAssessments will be able to take the CogAt test to
gather further information. This would be during the Fall testing sessions.

Step 3 -Teacher and/or parent recommendations may be used to determine if the CogAt
Test should be administered.

Step 4 - CogAt scores in the 90th percentile in two areas of the test will qualify the student
for the HAL program. A composite score in two areas of 90th percentile or greater would
count toward the two scores to qualify.

Homeless Students Policy
Homeless children for purposes of this Policy generally include children who lack a

fixed, regular, and adequate nighttime residence, as further defined by applicable
federal and state law.

No Stigmatization or Segregation of Homeless Students: It is the District’s policy and
practice to ensure that homeless children are not stigmatized or segregated by the
District on the basis of their status as homeless.
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Homeless Coordinator: The Homeless Coordinator shall serve as the school liaison for
homeless children and youth and shall ensure that: (1) homeless children are
identified by school personnel; (2) homeless children enroll in, and have a full and
equal opportunity to succeed in, school; (3) homeless children and their families
receive educational service for which they are eligible and referrals to health, dental,
and mental health services and other appropriate services; (4) the parents or
guardians of homeless children are informed of the educational and related
opportunities available to their children and provided with meaningful opportunities
to participate in the education of their children; (5) public notice of the educational
rights of homeless children is disseminated where such children receive services
under the federal homeless children laws, such as schools, family shelters, and soup
kitchens; (6) enrollment disputes are mediated in accordance with law; and (7) the
parents or guardians of homeless children, and any unaccompanied youth, are fully
informed of transportation services available under law. The Homeless Coordinator
shall coordinate with State coordinators and community and school personnel
responsible for the provisions of education and related services to homeless children.
The Homeless Coordinator may designate duties hereunder as the Homeless
Coordinator determines to be appropriate.

Enrollment of and Services to Homeless Children: A homeless child shall be enrolled
in compliance with law and be provided services comparable to services offered to
other students in the school in which the homeless child has been placed. Placement
of a homeless child is determined based on the child’s “school of origin” and the
“best interests” of the child. The “school of origin” means the school that the child
attended when permanently housed or the school in which the child was last
enrolled. Placement decisions shall be made according to the District’s determination
of the child’s best interests, and shall be at either: (1) the child’s school of origin for
the duration of the child’s homelessness (or, if the child becomes permanently
housed during the school year, for the remainder of that school year) or (2) the
school of the attendance area where the child is actually living. To the extent
feasible, the placement shall be in the school of origin, except when such is contrary
to the wishes of the homeless child’s parent or legal guardian. If the placement is not
in the school of origin or a school requested by the homeless child’s parent or legal
guardian, the District shall provide a written explanation of the placement decision
and a statement of appeal rights to the parent or guardian as provided in Nebraska
Rule 19.

If the homeless child is an unaccompanied youth, the Homeless Coordinator shall
assist in the placement decision, consider the views of the unaccompanied youth,
and provide the unaccompanied youth with notice of the right to appeal. The process
to resolve disputes concerning the enrollment or placement of a homeless child or
youth is as follows:
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1. The district shall provide a written response and explanation of a
decision regarding any complaint or dispute of a parent, guardian or
other person having legal or actual charge or control of a homeless
child or youth within thirty (30) calendar days of the time such
complaint or dispute is brought;

2. The enrollment of the homeless child or youth in the school where
enrollment is sought during the time such dispute is being considered;

3. And notice of the right to appeal as provided in Nebraska Rule 19.

Any parent, guardian or other person having legal or actual charge or control of a
homeless child or youth that is dissatisfied with the decision of a school district after
the dispute resolution process may file an appeal with the Commissioner of the
Nebraska Department of Education within thirty (30) calendar days of receipt of the
decision. Such appeals are informal and shall be submitted to the Commissioner in
writing, as outlined in Nebraska Department of Education Rule 19, Section 005.03.
The District shall immediately contact the school last attended by the homeless child
to obtain relevant academic and other records. If the homeless child needs to obtain
immunizations or medical records, the District shall immediately refer the parent or
guardian of the homeless child to the Homeless Coordinator, who shall assist in
obtaining necessary immunizations or medical records. The District may nonetheless
require the parent or guardian of the homeless child to submit contact information.

Transportation will be provided to homeless students, to the extent required by law
and comparable to that provided to students who are not homeless, upon request of
the parent or guardian of the homeless child, or by the Homeless Coordinator in the
case of an unaccompanied youth, as follows: (1) if the homeless child’s school of
origin is in the District, and the homeless child continues to live in the District,
transportation to and from the school of origin shall be provided by the District; and
(2) if the homeless child lives in a school other than the District, but continues to
attend the [Name] Public Schools based on it being the school of origin, the new
school and [Name] Public Schools shall agree upon a method to apportion the
responsibility and costs for providing the child with transportation to and from the
school of origin and, if they are unable to agree, the responsibility and cost for
transportation shall be shared equally. The Director of Student Programs is the
coordinator of homeless student services.

Indian Education

The Title VI Indian Education Program, serving K-12 students, offers tutoring,
mentoring, home-school communication/coordination and distributes school supplies
each semester. If your student, the parent or grandparent is an enrolled member of a
Native American tribe, please fill out the Student Eligibility form available from your
school principal or central office (512 Philip). For additional information, or
assistance for Native American students, contact Title VIl Home Liaison at 644-2500.

34



Insurance

Under Nebraska law the District may not use school funds to provide general student
accident or athletic insurance. The District requires that all student participants in athletic
programs have injury and accident insurance and encourages all students who are in classes
with risk of personal injury or accident to have insurance coverage. The District does not
make recommendations nor handle the premiums or claims for any insurance company,
agent or carrier. Information about student insurance providers will be available in the
school office or on the school website.

Internet Policy
Internet Safety and Acceptable Use--Policy 6800-- will be distributed as a separate
handout or available online. Parent and student sign-offs will be required.

Lockers

Your locker and lock are the property of the school district. The school board gives
students’ permission to use a locker and lock during the school year. Therefore,
students cannot expect their locker to be free from inspection by the school if the
principal considers a search necessary to maintain the integrity of the school
environment and to protect others in the building. Locker inspections will be
reasonable and conducted by an administrator or his designee. These guidelines also
apply to lockers assigned in locker rooms. Locker numbers will be assigned at the
time of registration. When students receive their lockers, they need to immediately
check their lockers for damage and report any damage to the office. Students will be
financially responsible for any damage to their lockers. Locks will be furnished by the
school at no charge. If locks are not returned or are damaged, students will be
charged $5.00 and be put on the fine list.

Students should follow the locker regulations given below:

* Use only the locker assigned to you.

* Never open another student's locker.

* Keep your locker neat and orderly.

* Always close the locker door and keep it locked.

* Do not leave valuables in the locker.

* Clearly put your name on all personal items.

* Do not write on the inside or outside of the locker.

* Memorize your lock combination. Do not share this information with anyone.
* Pop and candy are not to be stored in lockers.

* Norfolk Middle School is not responsible for items lost or stolen from lockers.
* Report any problems or requests to the main office.
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Lost and Found

Lost and found items are to be turned into the main office. Items not claimed by
December 20th or June 15th of each school year will be given to local welfare
agencies. Lost or replacement ID cards cost $5.00. Norfolk Middle School is not
responsible for any personal items lost during the school year. This includes, but not
limited to, any electronic items and yearbooks. The school is not responsible for lost,
stolen, or damaged items.

Lunch / Closed Campus

Norfolk Middle School DOES NQT have an “open campus” policy during the noon
hour. Having a closed campus means that your child cannot leave school to go out for
lunch or go home for lunch. Students will be permitted to leave campus for lunch
only if they are under the direct supervision of a parent and if that parent has notified
the office in advance of the visit. Students must be back before the end of the lunch
period or they will be counted as absent or tardy. Before leaving campus, the parent
must come to the main office and sign the student out. For safety reasons, the school
will no longer accept written notes to excuse students for lunch. Parents are welcome
to eat with students at school if they wish.

Lunch Guidelines

Procedures regarding lunch accounts will be explained during orientation time. The
price for school lunches and milk will be announced through school bulletins. All
costs mentioned are subject to change without notice. A student may bring his/her
own lunch and it has to be eaten in the cafeteria. Students will receive an alternative
lunch when their balance is more than negative $20. The alternative lunch will
consist of a cheese sandwich, access to the salad bar, and milk. All food is to be
consumed in the cafeteria. Any food purchased in the cafeteria must be eaten in
the cafeteria. Students are not allowed to take food out of the lunchroom to putin
their lockers or eat in class.

Nondiscrimination Statement

In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA)
civil rights regulations and policies, the USDA, its Agencies, offices, and employees,
and institutions participating in or administering USDA programs are prohibited from
discriminating based on race, color, national origin, sex, disability, age, or reprisal or
retaliation for prior civil rights activity in any program or activity conducted or funded
by USDA.

Persons with disabilities who require alternative means of communication for
program information (e.g. Braille, large print, audiotape, American Sign Language,
etc.), should contact the Agency (State or local) where they applied for benefits.
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Individuals who are deaf, hard of hearing or have speech disabilities may contact
USDA through the Federal Relay Service at (800) 877-8339. Additionally, program
information may be made available in languages other than English.

To file a program complaint of discrimination, complete the USDA Program
Discrimination Complaint Form, (AD-3027) found online at:
http://www.ascr.usda.gov/complaint_filing_cust.html, and at any USDA office, or
write a letter addressed to USDA and provide in the letter all of the information
requested in the form. To request a copy of the complaint form, call (866) 632-9992.
Submit your completed form or letter to USDA by:

Mail: U.S. Department of Agriculture

Office of the Assistant Secretary for Civil Rights
1400 Independence Avenue, SW

Washington, D.C. 20250-9410

Fax: (202) 690-7442; or

Email: program.intake@usda.gov

This institution is an equal opportunity provider.

Media / Student Photos

Students may periodically be photographed or videotaped by the media for print in
local or regional publications or the school website, and their names may be released
to the media to accompany these photographs or videos, unless parents specifically
request in writing to the building principal that their student(s) should not be
included.

Media Center

The purpose of the Middle School Media Center is to provide students and teachers
with materials for enrichment of classroom work and recreational reading. The
library is open daily from 7:40 a.m. to 3:45 p.m., except when otherwise announced.
The following items about the Media Center should be helpful:

* To come to the Media Center during any assigned class period or study hall you
must have a pass.

* Students are responsible for signing in and out of the Media Center and returning
the pass to the teacher before the end of the class period. You will need your ID
card to check out materials.

* In order to use the computers available in the Media Center during a study hall or
during a class, students must have a signed pass from a teacher with the computer
assignment listed on the pass.

* Most library materials may be borrowed for two weeks and then renewed if they
are still needed. Reference books, reserved books, periodicals, and vertical file
materials are overnight materials and are due before first period the next school
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day. If a parent/guardian would like to opt-in to receive a notification on books
your child has checked out, please contact the main office.

* Any overdue book must be returned or declared lost; if lost, the student must pay
for the book. If the book is later found and returned to the Media Center, all money
will be refunded.

* You will be expected to allow a media specialist to check all materials carried from
the Media Center. If you act in a disrespectful or disruptive manner, if you are
destructive to the Media Center materials, facility, or furniture you will be subject to
disciplinary action ranging from detention to being restricted from use of the Media
Center.

* You are expected to be self-disciplined and use your time in the library to read
and/or do research. The Media Center is for you, therefore, think of it as a privilege
(not as a right) to use and enjoy.

Noti ncerning Designation Of Law Enforcement Unit:

The District designates the Norfolk Police Department as the District's “law enforcement
unit” for purposes of (1) enforcing any and all federal, state or local law, (2) maintaining
the physical security and safety of the schools in the District, and (3) maintaining safe
and drug free schools.

Notification of Concern

It shall also be the policy of the District that whenever a parental objection is raised
concerning textbooks, tests, other curriculum materials, the subject matter of the
course, assemblies, counseling sessions or other instructional activities the student
may be excused from the activity. Only those requests made in good faith for reasons
of conscience or on religious beliefs will be honored. Requests will be made to the
building principal on a standard exemption form that will be available in all school
buildings and the administrative offices of the District. The administrator of the
building will direct the appropriate personnel to make a reasonable effort to provide,
when reasonable or practical to do so, alternate instructional and/or school
experiences for those activities from which the student has been excused.

Parental Involvement in Education (LB 1161)

Madison County School District No. 2 after having conducted a public hearing
concerning parental involvement and participation in the school district declares that
it will be the policy of the Norfolk Public Schools to provide access to parents to all
textbooks, tests, curriculum materials and any other instructional materials used by
the school.
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Police Interviews-Policy 5413

With the exclusion of the NPS School Resource Officer; law enforcement or juvenile
officers will not be allowed to interview students at school during the school day
without the school official making a reasonable effort to contact parents. The building
principal may grant exceptions to probation and parole officers who desire to meet
with students who are already on probation and/or representatives of Social Services
who are accompanied by law enforcement officers. If physical violence or a criminal
act occurs at school, the school principal or designee may call the police without first
receiving authorization from parents.

Prof

ional Boundaries Rul

The following professional boundary rules are in place to protect both staff and students. Every
student or parent who observes or suspects a staff member or student violating any of these
rules should inform their Building Principal or Superintendent as soon as possible:

All employees are expected to observe and maintain professional boundaries between
themselves and students. A violation of professional boundaries will be regarded as a form of
misconduct and may result in disciplinary action.

The following non-exclusive list of actions will be regarded as a violation of the professional
boundaries that employees are expected to maintain with a student:

Using e-mail, text messaging, instant messaging or social networking sites to discuss
with a student a matter that does not pertain to school-related activities, such as the
student's homework, class activity, school sport or club, or other school-sponsored
activity. Electronic communications with students are to be sent simultaneously to
multiple recipients, not to just one student, except where the communication is clearly
school-related and inappropriate for persons other than the individual student to
receive (for example, emailing a message about a student's grades).

Engaging in social-networking friendships with a student on social networking sites.
Material that employees post on social networks that is publicly available to those in the
school community must reflect the professional image applicable to the employee's
position and not impair the employee's capacity to maintain the respect of students and
parents or impair the employee's ability to serve as a role model for children. Employees
shall not friend or follow students on any social networking site.

Engaging in sexual activity, a romantic relationship, or dating a student or a former
student within one year of the student graduating or otherwise leaving the District.
Making any sexual advance - verbal, written, or physical - towards a student.

Showing sexually inappropriate materials or objects to a student.

Discussing with a student sexual topics that are not related to a specific curriculum.
Telling sexual jokes to a student.

Invading a student's physical privacy (e.g., walking in on the student in a restroom).
Hugging or other physical contact with a student that is initiated by the employee when
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the student does not seek or want this attention.

e Being overly "touchy" with a specific student.

e Allowing a specific student to get away with misconduct that is not tolerated from other
students, except as appropriate for students with an IEP or 504 Plan.

e Discussing with the student the employee's problems that would normally be discussed
with adults (e.g., marital problems).

e Giving a student a ride in the employee's personal vehicle without express permission of
the student's parent or school administrator unless another adult is in the vehicle.

e Taking a student on an outing without obtaining prior express permission of the
student's parent or school administrator.

e |nviting a student to the employee's home without prior express permission of the
student's parent and school administrator.

e Going to the student's home when the student's parent or a proper chaperone is not
present.

e Giving gifts of a personal nature to a specific student.

e Discussing alcohol, tobacco or other illicit drugs in a non-instructional setting, such as
describing a party that the employee attended.

e Discussing another student’s or employee’s personal matters when it is not appropriate
outside of the instructional setting.

e “Grooming,” which includes building trust with a student and individuals close to the
student in an effort to gain access to and time alone with the student, with the ultimate
goal of engaging in sexual contact or sexual penetration with the student, regardless of
when in the student's life the sexual contact or sexual penetration would take place.

Appropriate exceptions are permitted to the foregoing for legitimate health or educational
purposes and for reasons of family relationships between employees and their children who are
students in the District. A staff member seeking an exception must receive advance approval
from his or her administrator. If a staff member is unable to communicate with an administrator
in advance (such as in the event of an emergency), the staff member must notify the
administrator as soon as possible, but not later than 24 hours immediately following the event.

Any person who suspects a District employee of engaging in any prohibited conduct under this
policy, including grooming, should contact the Superintendent as soon as practical.

An employee who violates this policy may face discipline, up to and including termination of
employment, and may be referred to the appropriate certification or credentialing agencies for
further discipline.

Reading
Research clearly shows that overall, middle level students read less than they did in

elementary school and that their reading ability declines as the amount of reading
they do decreases. Research also shows that the more students read, the better their
reading ability becomes. Students are encouraged to bring a book or appropriate
materials to read and students are expected to carry a reading book with them
throughout the day.
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Expectations for Reading Time

* Everyone reads.

* Silence during reading time.

* Students need to be prepared to read the entire time assigned.

* Reading materials should be chosen outside of class or during study hall.

* Bring a book every day.

* Students are expected to be responsible and bring leisure-reading material
appropriate for school (books, magazines, newspapers). These materials will
be items that the student has selected.

* Students not having materials ready for class may be assigned alternate
reading at the classroom teacher’s discretion. Classroom teachers will
determine appropriateness of questionable material.

School Campus

The school campus includes all buildings and designated parking (staff and student
lots) and all other property from the curb/sidewalks surrounding those areas. Persons
who are not enrolled at the middle school, have not checked into the office upon
arrival at school, or are not at school for school business and are in the building or on
the campus will be asked to leave. Unauthorized visitors that don’t comply may be
cited for trespassing by the Norfolk Police Department. Any non-student who needs
to conduct school related business should call and schedule an appointment with an
appropriate staff member and upon arrival, sign in at the office.

School - Community Intervention Program (SCIP)

SCIP is a program designed to help identify students who are experiencing difficulties
which may be related to use of alcohol or other drugs. This support program has four
components which assist students: Identification, Intervention, and Referral for
treatment, and Student support. Anyone with concerns about drug and/or alcohol
use or abuse should contact the SCIP Coordinator in our guidance department.

Search and Seizure- Policy 5406

In maintaining discipline and providing a safe environment for students and staff,
district employees are responsible for obeying and enforcing compliance with state
statutes, policies and administrative rules. The administrative team is authorized to
conduct searches of students and their property as well as property of the district in
order to enforce compliance with statutes, policies and rules. A search may be
conducted when a member of the administrative team determines there is reason to
believe it could disclose evidence of the violation of a statute, policy or rule. The
administrative team is also authorized to conduct area-wide searches (e.g., searches
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of all student lockers) on the same basis and for reasons which include, but are not
limited to, safety, health and discovery of the violation of a statute, policy or rule.
Student lockers, desks, and other such property are owned by the school. The school
exercises exclusive control over school property, and students should not expect
privacy regarding items placed in school property because school property is subject
to search at any time by school officials. Students are responsible for whatever is
contained in lockers and desks issued or made available to them by the school. When
a search is part of a criminal investigation conducted in cooperation with police or
law enforcement, or is intended to discover evidence to be used exclusively in a
criminal proceeding, the police or law enforcement official shall be made responsible
for the search. Policy permits school administrators to search vehicles parked on
Norfolk Public Schools property. Law enforcement, including sniff dogs, will be
contacted when circumstances dictate.

Securing a Teacher’s Help
Teachers are in the school building from 7:45 a.m. until 3:45 p.m., and they are willing

to help students individually during the school day. An appointment can also be made
if for some reason this time period is not suitable. Students are encouraged to seek
additional help from teachers when they are having troubles with classroom work
and they should receive a pass from the teacher if the time is before 7:50 a.m.

Water Bottles
Students can bring water bottles to school to drink throughout the day. Only plastic,
clear water bottles will be allowed and may only contain water.
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Student Services / Discipline

Behavior Expectations

Overall, students are expected to follow all directives that are given to them by
teachers, substitute teachers, teachers’ aides, secretaries, custodians, cafeteria
workers, bus drivers, mentors, and administrators. In short, students are expected to
complete their classroom assignments and to treat everyone in the building
respectfully and to do their part in keeping the building clean. In addition to the
items in the Code of Conduct, the following items are enforced: Students are
encouraged to help make their time at Norfolk Middle School both pleasant and
beneficial. Students at Norfolk Middle School are expected to be safe, responsible,
and respectful.

Student Behavior

Every effort is made to work with students’ special and/or disciplinary problems.
Assistance from teachers is solicited in an attempt to accomplish this end. Every
effort will be made to make the consequences fit the inappropriate behavior. Special
efforts are being made to coordinate behavior expectations and to make
consequences consistent among the Middle School, Junior and Senior High.
Detentions, work details, loss of privileges, suspension, mediation, behavior
contracts, and even expulsion may result from a single inappropriate behavior or a
pattern of inappropriate behaviors based upon the nature of the action(s). Complete
standards of behavior, actions which may result in short or long term suspensions,
and the procedures for both are contained in the "Students Rights and
Responsibilities" which is included in this handbook. Each student receives their
handbook on their first day of school and requires acknowledgment by parent and
student signature.

Student Discipline

Student discipline is handled in a structured manner and is designed to serve as a
deterrent. Consequences for violating school rules and policies include Conferencing
with Administration, Conferencing with Guidance

Counselors, Detention, In-School Suspension, Peer or Adult-Led Mediation,
Out-of-School Suspension, and Expulsion. Please review the Student Rights and
Responsibility Section of this handbook for complete information on suspension and
expulsion. The Norfolk Middle School Code of Conduct is also contained in this
handbook.

Student Privacy Protection

It is the policy of Norfolk Public Schools to develop and implement policies which protect the privacy of
students in accordance with applicable laws. The District’s policies in this regard include the following:
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created by and administered by either the United States Department of Education or a third party (a
group or person other than the District) before the survey is administered or distributed by the school to
the parent’s child.

Protection of Student Privacy in Regard to Surveys of Matters Deemed to be Sensitive: The District will
require, for any survey of students which contain one or more matters deemed to be sensitive (see
section headed “Definition of Surveys of Matters Deemed to be Sensitive”), that suitable arrangements
be made to protect student privacy (that is, the name or other identifying information about a particular
student). For such surveys, the District will also follow the procedures set forth in the section entitled:
“Notification of and Right to Opt-Out of Specific Events.”

Right of Parents to Inspect Instructional Materials: Parents have the right to inspect, upon reasonable
request, any instructional material used as part of the educational curriculum for their child.
Reasonable requests for inspection of instructional materials shall be granted within a reasonable period
of time after the request is received. Parents shall not have the right to access academic tests or
academic assessments, as such are not within the meaning of the term “instructional materials” for
purposes of this policy. The procedures for making and granting a request to inspect instructional
materials are as follows: the parent shall make the request, with reasonable specificity, directly to the
building principal. The building principal, within five (5) school days, shall consult with the teacher or
other educator responsible for the curriculum materials. In the event the request can be
accommodated, the building principal shall make the materials available for inspection or review by the
parent, at such reasonable times and place as will not interfere with the educator’s intended use of the
materials. In the event there is a question as to the nature of the curriculum materials requested or as
to whether the materials are required to be provided, the building principal shall notify the parent of
such concern, and assist the parent with forming a request which can reasonably be accommodated. If
the parent does not formulate such a request, and continues to desire certain curriculum materials, the
parent shall be asked to make their request to the Superintendent.

Rights of Parents to be Notified of and to Opt-Out of Certain Physical Examinations or Screenings. The
general policy and practice of the District is to not administer physical examinations or screenings of
students which require advance notice or parental opt-out rights under the applicable federal laws, for
the reason that the physical examinations or screenings to be conducted by the District will usually fit
into one of the following exceptions: (1) hearing, vision, or scoliosis screenings; (2) physical examinations
or screenings that are permitted or required by an applicable State law; and (3) surveys administered to
students in accordance with the Individuals with Disabilities Education Act. For physical examinations or
screenings which do not fit into the applicable exceptions, the District will follow the procedures set
forth in the section entitled: “Notification of and Right to Opt-Out of Specific Events.”

Protection of Student Privacy in Regard to Personal Information Collected from Students: The general
policy and practice of the District is to not engage in the collection, disclosure, or use of personal

information collected from students for the purpose of marketing or for selling that information. The
District will make reasonable arrangements to protect student privacy to the extent possible in the event
of any such collection, disclosure, or use of personal information. “Personal information” for purposes of
this policy means individually identifiable information about a student including: a student or parent’s

44



first and last name, home address, telephone number, and social security number. The term “personal
information,” for purposes of this policy, does not include information collected from students for the
exclusive purpose of developing, evaluating, or providing educational products or services for, or to,
students or educational institutions. This exception includes the following examples: (i) college or
postsecondary education recruitment, or military recruitment; (ii) book clubs, magazines, and programs
providing access to low-cost literary products; (iii) curriculum and instructional materials used by
elementary schools and secondary schools; (iv) tests and assessments used by elementary schools and
secondary schools to provide cognitive, evaluative, diagnostic, clinical, aptitude, or achievement
information about student, or to generate other statistically useful data for the purpose of securing such
tests and assessments, and the subsequent analysis and public release of the aggregate date from such
tests and assessments; (v) the sale by student of products or services to raise funds for school-related or
education-related activities; (vi) student recognition programs.

Parental Access to Instruments used in the Collection of Personal Information: While the general practice
of the District is to not engage in the collection, disclosure, or use of personal information collected from
students for the purpose of marketing or for selling that information, parents shall have the right to
inspect, upon reasonable request, any instrument which may be administered or distributed to a student
for such purposes. Reasonable requests for inspection shall be granted within a reasonable period of
time after the request is received. The procedures for making and granting such a request are as follows:
the parent shall make the request, with reasonable specificity, directly to the building principal and shall
identify the specific act and the school staff member or program responsible for the collection,
disclosure, or use of personal information from students for the purpose of marketing that information.
The building principal, within five (5) school days, shall consult with the school staff member or person
responsible for the program which has been reported by the parent to be responsible for the collection,
disclosure, or use of personal information from students. In the event such collection, disclosure, or use
of personal information is occurring or there is a plan for such to occur, the building principal shall
consult with the Superintendent for determination of whether the action shall be allowed to continue. If
not, the instrument for the collection of personal information shall not be given to any students. If itis
to be allowed, such instrument shall be provided to the requesting parent as soon as such instrument
can be reasonably obtained.

Annual Parental Notification of Student Privacy Protection Policy: The District provides parents with
reasonable notice of the adoption or continued use of this policy and other policies related to student
privacy. Such notice shall be given to parents of students enrolled in the District at least annually, at the
beginning of the school year, and within a reasonable period of time after any substantive change in such
policies.

Notification to Parents of Dates of and Right to Opt-Out of Specific Events: The District will directly notify
the parents of the affected children, at least annually at the beginning of the school year, of the specific

or approximate dates during the school year when any of the following activities are scheduled, or are
expected to be scheduled:

The collection, disclosure, or use of personal information collected from students for the purpose of
marketing or for selling that information. (Note: the general practice of the District is to not engage in
the collection, disclosure, or use of personal information collected from students for the purpose of
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marketing or for selling that information). Surveys of students involving one or more matters deemed to
be sensitive in accordance with the law and this policy; and,

Any non-emergency, invasive physical examination or screening that is required as a condition of
attendance; administered by the school and scheduled by the school in advance; and not necessary to
protect the immediate health and safety of the student or of other students. (Note: the general practice
of the District is to not engage in physical examinations or screenings which require advance notice, for
the reason that the physical examinations or screenings to be conducted by the District will usually fit
into one of the following exceptions to the advance notice requirement and parental opt-out right: (1)
hearing, vision, or scoliosis screenings; (2) physical examinations or screenings that are permitted or
required by an applicable State law, and (3) surveys administered to students in accordance with the
Individuals with Disabilities Education Act ).

Parents shall be offered an opportunity in advance to opt their child out of participation in any of the
above listed activities.

In the case of a student of an appropriate age (that is, a student who has reached the age of 18, or a
legally emancipated student), the notice and opt-out right shall belong to the student.

Definition of Surveys of Matters Deemed to be Sensitive: Any survey containing one or more of the
following matters shall be deemed to be “sensitive” for purposes of this policy:

1. Political affiliations or beliefs of the student or the student’s parent;

2. Mental or psychological problems of the student or the student’s parent;

3. Sex behavior or attitudes;

4, Illegal, anti-social, self-incriminating or demeaning behavior;

5. Critical appraisals of other individuals with whom the student has close family relationships;
6. Legally recognized privileged or analogous relationships, such as those of lawyers, physicians,

and ministers;
7. Religious practices, affiliations, or beliefs of the students or the student’s parent;
8. Income (other than that required by law to determine eligibility for participation in a program

or for receiving financial assistance under such program).

Student Visitors
It is not the policy of Norfolk Middle School to allow non-students to attend classes
with a student. We feel it is important not to interrupt the educational process.
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Discipline at School Functions

Students are expected to behave in an orderly and appropriate manner as listed in
the district's Rights and Responsibilities and the school's discipline code while
attending school or any school function on school grounds (parking lots included) or
elsewhere. Students are also expected to follow school rules at activities (parking lots
and activities near or in vehicles at Memorial Field are also subject to the Code of
Conduct) and at any out of town school events. If students choose to act in an
inappropriate fashion, they will receive consequences consistent with the severity,
intensity, and frequency of their actions. Students may conference with teachers,
parents, and/or administration and/or may receive detentions, in-school suspensions,
out of school suspension, expulsions, or additional consequences as determined by
administration as a result of inappropriate behavior. Parents are encouraged to call
teachers and the administration concerning discipline in the classroom or at other
school functions.

Credit for Course Work during Suspension

Students serving In-School Suspension will receive full credit for their work completed
during the suspension. Any work not completed during the suspension is subject to
receiving no credit.

Detentions

Detentions may be for any reasonable amount of time. If a detention is 5 minutes or
less, advance notice to the parents may not be given. If a detention is longer than 5
minutes or if the student is required to stay past 3:35 p.m., then students will have 24
hours to complete or reschedule the detention and parents will be notified by the

teacher. Failure to appear for a detention will result in the detention time being
doubled.

Telephones

The telephone in the main office is for business and emergency calls only. A student
may use the phone in the office without charge if the call is made due to a change in
school schedule or if the student is working with a teacher. Students may also use the
provided phones if they have been given permission from a staff member. Students
will not be able to use the office phone after school until 3:40 p.m. unless they have
special permission from a staff member. Plans for rides home should be made in
advance to avoid unnecessary phone calls. Students using the phone in an
inappropriate manner will lose all school phone privileges.
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Testing

It shall also be the policy of the District to notify a parent/guardian when the student
will participate in standard norm-referenced or criterion referenced tests such as, but
not limited to, NSCAS, MAPS Testing. When reasonable to do so, the parent/guardian
will be notified where a sample of the test might be examined and the date upon
which the test will be administered.

Trespassing

Non-students who come on the school campus and/or into buildings who have not
checked into the main office may be cited for trespassing. A suspended or expelled
student from any Norfolk Public School is not to be in the building or on the Middle
School campus without prior arrangement with the administration. Any violation of
this suspension or expulsion policy will result in trespassing charges and further
disciplinary consequences. This includes activities at the middle school or any school
sponsored activity away from Norfolk Middle School. Students with partial schedules
should leave campus within 10 minutes after their last class. Loitering on campus may
result in disciplinary actions.

Video Surveillance

The Board of Education has authorized the use of video cameras on School District
property to ensure the health, welfare and safety of all staff, students and visitors to
District property, and to safeguard District facilities and equipment. Video cameras
may be used in locations as deemed appropriate by the Superintendent. Notice is
hereby given that video surveillance may occur on District property. In the event a
video surveillance recording captures a student or other building user violating school
policies or rules, or local, state or federal laws, the video surveillance recording may
be used in appropriate disciplinary proceedings against the student or other building
user and may also be provided to law enforcement agencies.

Visitors

For safety reasons, all entrances will be locked at 8:00 a.m. All visitors during the
school day need to report to the east entrance and proceed to the main office
immediately after entering the building. Visitors will be given a visitor tag so that they
will be easily identified by school personnel. Visitors in the building without visitor
badges should be escorted to the main office. Visitors attending Norfolk Middle
School activities should enter the building from the east side and proceed to the
gymnasium.
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Norfolk Public Schools District Policies

Title | Parental Involvement Policy--6410

This Title | Parental Involvement Policy is established in compliance with the Every Student
Succeeds Act (ESSA). Norfolk Public Schools has a parental involvement policy applicable to
parents of all children. The parental involvement policy applicable to parents of all children is
not replaced by this Title | Parental Involvement Policy and shall continue to be applicable to
all parents, including parents participating in Title | programs.

It is the policy of Norfolk Public Schools to implement programs, activities, and procedures for
the involvement of parents in Title | programs consistent with the Title | laws. Such programs,
activities, and procedures shall be planned and implemented with meaningful consultation with
parents of participating children.

Expectations for Parental Involvement
It is the expectation of Norfolk Public Schools that parents of participating children will have

opportunities available for parental involvement in the programs, activities, and procedures of
the District’s Title | program. The term “parental involvement” means the participation of
parents in regular, two-way, and meaningful communication involving student academic
learning and other school activities, including ensuring—(A) that parents play an integral role in
assisting their child’s learning; (B) that parents are encouraged to be actively involved in their
child’s education at school; (C) that parents are full partners in their child’s education and are
included, as appropriate, in decision making and on advisory committees to assist in the
education of their child; and (D) the carrying out of other activities, such as those described in
this parental involvement policy. The District intends to meet this expectation through the
following activities:

A. Involving parents in the joint development of the District’s Title |
plan and the processes of school review and school improvement.

B. Providing coordination, technical assistance, and other support
necessary to assist participating schools in planning and
implementing effective parent involvement activities to improve
student academic achievement and school performance.

C. Building the schools’ and parents’ capacity for strong parental
involvement.
D. Coordinating and integrating parental involvement strategies under

Title | with parental involvement strategies under other programs.

E. Conducting, with the involvement of parents, an annual evaluation
of the content and effectiveness of the parental involvement policy
in improving the academic quality of the schools served under the
Title | program, including identifying barriers to greater participation
by parents in Title | programs, with particular attention to parents
who are economically disadvantaged, are disabled, have limited
English proficiency, have limited literacy, or are of any racial or
ethnic minority background, and use the findings of such
evaluation to design strategies for more effective parental
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involvement, and to revise, if necessary, the parental involvement
policies of the District.

F. Involving parents in the activities of the schools served under Title
l.

Policy Involvement
Each school served under the Title | program shall:

A. Convene an annual meeting, at a convenient time, to which all parents of
participating children shall be invited and encouraged to attend, to inform parents of
their school’s participation under the Title I program and to explain the requirements
of the Title I program.

B. Offer a flexible number of meetings, such as meetings in the morning or
evening. If sufficient funds are provided for this purpose, the District may assist
parental involvement in such meetings by offering transportation, child care, or home
visits.

C. Involve parents, in an organized, ongoing, and timely way, in the planning,
review, and improvement of Title I programs.

D. Provide parents of participating children—(1) timely information about
programs under Title I, (2) a description and explanation of the curriculum in use at
the school, the forms of academic assessment used to measure student progress, and
the proficiency levels students are expected to meet; and (3) if requested by parents,
opportunities for regular meetings to formulate suggestions and to participate, as
appropriate, in decisions relating to the education of their children, and respond to
any such suggestions as soon as practicably possible.

E. If the District operates a school-wide program under Title I and such plan is
not satisfactory to the parents of participating children, submit any parental comments
on the plan when the school makes the plan available to the District.

Shared Responsibilities for High Student Academic Achievement
As a component of the District's parental involvement policy, each school served under the
Title | program shall jointly develop with parents for all children served under the Title |
program a school-parent compact that outlines how parents, the entire school staff, and
students will share the responsibility for improved student academic achievement and the
means by which the school and parents will build and develop a partnership to help children
achieve the State’s high standards. Such compact shall-(1) describe the school’s
responsibility to provide high-quality curriculum and instruction in a supportive and effective
learning environment that enables the children served under Title | to meet the State’s student
academic achievement standards and the ways in which each parent will be responsible for
supporting their children’s learning, such as monitoring attendance, homework completion,
and television watching; volunteering in their child’s classroom; and participating, as
appropriate, in decisions relating to the education of their children and positive use of
extracurricular time; and (2) address the importance of communication between teachers and
parents on an ongoing basis through, at a minimum—(A) parent-teacher conferences in
elementary schools, at least annually, during which the compact shall be discussed as the
compact relates to the individual child’s achievement; (B) frequent reports to parents on their
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children’s progress; and (C) reasonable access to staff, opportunities to volunteer and
participate in their child’s class, and observation of classroom activities.

Building Capacity for Involvement

To ensure effective involvement of parents and to support a partnership among the District,
parents, and the community to improve student academic achievement, each school
participating in the Title | program and the District—(1) shall provide assistance to participating
parents, as appropriate, in understanding such topics as the State’s academic content
standards and State student academic achievement standards, State and local academic
assessments, the requirements of Title | and how to monitor a child’s progress and work with
educators to improve the achievement of their children; (2) shall provide materials and
training to help parents to work with their children to improve their children’s achievement,
such as literacy training and using technology, as appropriate, to foster parental involvement;
(3) shall educate teachers, student service personnel, principals, and other staff, with the
assistance of parents, in the value and utility of contributions of parents, and in how to reach
out to, communicate with, and work with parents as equal partners, implement and coordinate
parent programs, and build ties between parents and the school; (4) shall, to the extent
feasible and appropriate, coordinate and integrate parent involvement programs and activities
with Head Start, Reading First, Early Reading First, Even Start, the Home Instruction
Programs for Preschool Youngsters, the Parents as Teacher Program, and public preschool
and other programs, and conduct other activities, such as parent resource centers, that
encourage and support parents in more fully participating in the education of their children; (5)
shall ensure that information related to school and parent programs, meetings, and other
activities is sent to the parents of participating children in a format, and to the extent
practicable, in a language the parents can understand; (6) may involve parents in the
development of training for teachers, principals, and other educators to improve the
effectiveness of such training; (7) may provide necessary literacy training from funds received
under Title | if the District has exhausted all other reasonably available sources of funding for
such training; (8) may pay reasonable and necessary expenses associated with parental
involvement activities, including transportation and child care costs, to enable parents to
participate in school-related meetings and training sessions; (9) may train parents to enhance
the involvement of other parents; (10) may arrange school meetings at a variety of times, or
conduct in-home conferences between teachers or other educators, who work directly with
participating children, with parents who are unable to attend such conferences at school, in
order to maximize parental involvement and participation; (11) may adopt and implement
model approaches to improving parental involvement; (12) may establish a district-wide parent
advisory council to provide advice on all matters related to parental involvement in programs
supported under Title I; (13) may develop appropriate roles for community-based
organizations and businesses in parent involvement activities; and (14) shall provide such
other reasonable support for parental involvement activities under Title | as parents may
request.

Accessibility
In carrying out the parental involvement activities for this Title | Parental Involvement policy,

the District shall provide full opportunities for the participation of parents with limited English
proficiency, parents with disabilities, and parents of migratory children, including providing
information and school reports required under Title | in a format and, to the extent practicable,
in a language such parents understand.

Use, Distribution, and Updating of this Policy
This Title | Parental Involvement Policy shall be incorporated into the District’s Title | plan, shall
be distributed to parents of participating children, shall be made available to the local

51



community, and shall be updated periodically to meet the changing needs of the parents and
the school.

Legal Authorities:  Every Student Succeeds Act No Child Left
Behind Act of 2001, sections 1118 and 9201(32);

20 U.S.C. §§6318 and 7801(32)

NORFOLK PUBLIC SCHOOL'S DISTRICT HARASSMENT POLICY 5401

Anti-discrimination, Anti-harassment, and Anti-retaliation

A. Elimination of Discrimination.

The Norfolk Public School District hereby gives this statement of compliance and intends to comply with all state
and federal laws prohibiting discrimination. This school district intends to take any necessary measures to assure
compliance with such laws against any prohibited form of discrimination.

The Norfolk Public School District does not discriminate on the basis of sex, disability, race, (including skin color,
hair texture, and protective hairstyles) color, religion, military or veteran status, national or ethnic origin, age, marital
status, pregnancy, childbirth or related medical condition, sexual orientation or gender identity or other protected
status in its programs and activities and provides equal access to the Boy Scouts and other designated youth groups.
The following persons have been designated to handle inquiries regarding the non-discrimination policies:
Students: Director of Student Services—>512 Philip Avenue, Norfolk, NE 68701 (402) 644- 2500
Employees and Others: Resources Director—512 Philip Avenue, Norfolk, NE 68701 (402) 644-2500

Complaints or concerns involving discrimination or needs for accommodation or access should be addressed to the
appropriate Coordinator. For further information about anti-discrimination laws and regulations, or to file a
complaint of discrimination with the Office for Civil Rights in the U.S. Department of Education (OCR), please
contact OCR at One Petticoat Lane, 1010 Walnut Street, 3rd Floor, Suite 320, Kansas City, Missouri 64106, (816)
268-0550 (voice), Fax (816) 268-0599, (800) 877-8339 (telecommunications device for the deaf), or
ocr.kansascity@ed.gov.

B. Prohibited Harassment. Discrimination. and Retaliation of Employees. Students and Others.
1. Purpose:

The Norfolk Public School District is committed to offering employment and educational opportunity to its
employees and students in a climate free of discrimination. Accordingly, unlawful discrimination, harassment and
retaliation of any kind by District employees, including, co-workers, non-employees (such as volunteers), third
parties, and others is strictly prohibited and will not be tolerated.

Harassment is a form of discrimination and includes verbal, non-verbal, written, graphic, or physical conduct
relating to a person's sex, disability, race, (including skin color, hair texture, and protective hairstyles), color,
religion, military or veteran status, national or ethnic origin, age, marital status, pregnancy, childbirth or related
medical condition, sexual orientation or gender identity or other protected status, that is sufficiently serious to deny,
interfere with, or limit a person's ability to participate in or benefit from an educational or work program or activity,
including, but not limited to:

a. Conduct that is sufficiently severe or pervasive to create an intimidating, hostile, or abusive educational or work
environment, or

b. Requiring an individual to endure the offensive conduct as a condition of continued employment or educational
programs or activities, including the receipt of aids, benefits, and services.

Educational programs and activities include all academic, educational, extracurricular, athletic, and other programs
of the school, whether those programs take place in a school's facilities, on a school bus, at a class or training
program sponsored by the school at another location, or elsewhere.

Discriminatory harassment because of a person's sex, disability, race, (including skin color, hair texture, and
protective hairstyles), color, religion, military or veteran status, national or ethnic origin, age, marital status,
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pregnancy, childbirth or related medical condition, sexual orientation or gender identity or other protected status,
may include, but is not limited to:

a. Name-calling,

b. Teasing or taunting,

c. Insults, slurs, or derogatory names or remarks,

d. Demeaning jokes,

e. Inappropriate gestures,

f. Graffiti or inappropriate written or electronic material,

g. Visual displays, such as cartoons, posters, or electronic images,
h. Threats or intimidating or hostile conduct,

1. Physical acts of aggression, assault, or violence, or

j- Criminal offenses

The following examples are additional or more specific examples of conduct that may constitute sexual harassment:
a. Unwelcome sexual advances or propositions,

b. Requests or pressure for sexual favors,

c. Comments about an individual’s body, sexual activity, or sexual attractiveness,
d. Physical contact or touching of a sexual nature, including touching intimate body parts and inappropriate patting,
pinching, rubbing, or brushing against another's body,

e. Physical sexual acts of aggression, assault, or violence, including criminal offenses (such as rape, sexual assault
or battery, and sexually motivated stalking), against a person’s will or where a person is incapable of giving consent
due to the victim’s age, intellectual disability, or use of drugs or alcohol,

f. Requiring sexual favors or contact in exchange for aids, benefits, or services, such as grades, awards, privileges,
promotions, etc., or

g. Gender-based harassment; acts of verbal, nonverbal, written, graphic, or physical conduct based on sex or
sex-stereotyping, but not involving conduct of a sexual nature.

If the District knows or reasonably should know about possible harassment, including violence, the District will
conduct a prompt, adequate, reliable, thorough, and impartial investigation to determine whether unlawful
harassment occurred (see section entitled “Grievance Procedures,” below), and take appropriate interim measures, if
necessary. If the District determines that unlawful harassment occurred, the District will take prompt and effective
action to eliminate the harassment, prevent its recurrence, and remedy its effects, if appropriate. If harassment or
violence that occurs off school property creates a hostile environment at school, the District will follow this policy
and grievance procedure, within the scope of its authority.

All District employees are expected to take prompt and appropriate actions to report and prevent discrimination,
harassment, and retaliation by others. Employees who witness or become aware of possible discrimination,
including harassment and retaliation, must immediately report the conduct to his or her supervisor or the compliance
coordinator designated to handle complaints of discrimination (designated compliance coordinator).

2. Anti-retaliation:

The District prohibits retaliation, intimidation, threats, coercion, or discrimination against any person for opposing
discrimination, including harassment, or for participating in the District's discrimination complaint process or
making a complaint, testifying, assisting, or participating in any manner, in an investigation, proceeding, or hearing.
Retaliation is a form of discrimination.

The District will take immediate steps to stop retaliation and prevent its recurrence against the alleged victim and
any person associated with the alleged victim. These steps will include, but are not limited to, notifying students,
employees, and others, that they are protected from retaliation, ensuring that they know how to report future
complaints, and initiating follow-up contact with the complainant to determine if any additional acts of
discrimination, harassment, or retaliation have occurred. If retaliation occurs, the District will take prompt and
strong responsive action, including possible discipline, including expulsion or termination, if applicable.

3. Grievance (or Complaint) Procedures:

Employees or students should initially report all instances of discrimination, harassment or retaliation to their
immediate supervisor or teacher or to the compliance coordinator designated to handle complaints of discrimination
(designated coordinator). If the employee or student is uncomfortable in presenting the problem to the supervisor or
teacher, or if the supervisor or teacher is the problem, the employee or student may report the alleged discrimination,
harassment or retaliation (“discrimination”) to the designated coordinator, or in the case of students, to another staff
person (such as a counselor or principal).
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Other individuals may report alleged discrimination to the designated coordinator. If the designated coordinator is
the person alleged to have committed the discriminatory act, then the complaint should be submitted to the
Superintendent for assignment. A discrimination complaint form is attached to this grievance procedure and is
available in the office of each District building, on the District's website, and from the designated coordinators.
Under no circumstances will a person filing a complaint or grievance involving discrimination be retaliated against
for filing the complaint or grievance.

i. Level 1 (Investigation and Findings):
Once the District receives a grievance, complaint or report alleging discrimination, harassment, or retaliation, or
becomes aware of possible discriminatory conduct, the District will conduct a prompt, adequate, reliable, thorough,
and impartial investigation to determine whether unlawful harassment occurred. If necessary, the District will take
immediate, interim action or measures to protect the alleged victim and prevent further potential discrimination,
harassment, or retaliation during the pending investigation. The alleged victim will be notified of his or her options
to avoid contact with the alleged harasser, such as changing a class or prohibiting the alleged harasser from having
any contact with the alleged victim pending the result of the District’s investigation. The District will minimize any
burden on the alleged victim when taking interim measures to protect the alleged victim.
The District will promptly investigate all complaints of discrimination, even if an outside entity or law enforcement
agency is investigating a complaint involving the same facts and allegations. The District will not wait for the
conclusion or outcome of a criminal investigation or proceeding to begin an investigation required by this grievance
procedure. If the allegation(s) involve possible criminal conduct, the District will notify the complainant of his or
her right to file a criminal complaint, and District employees will not dissuade the complainant from filing a
criminal complaint either during or after the District’s investigation.
The District will aim to complete its investigation within ten (10) working days after receiving a complaint or report,
unless extenuating circumstances exist as determined by the investigator. Extenuating circumstances may include
the unavailability of witnesses due to illness or incapacitation, or additional time needed because of the complexity
if the investigation, the need for outside experts to evaluate the evidence (such as forensic evidence), or multiple
complainants or victims. If extenuating circumstances exist, the extended timeframe to complete the investigation
will be determined by the investigator and in compliance with any legal requirements. Periodic status updates will
be given to the parties, when appropriate.
The District’s investigation will include, but is not limited to:
a. Providing the parties with the opportunity to present witnesses and provide evidence.
b. An evaluation of all relevant information and documentation relating to the alleged discriminatory conduct.
c. For allegations involving harassment, some of the factors the District will consider include: 1) the nature of the
conduct and whether the conduct was unwelcome, 2) the surrounding circumstances, expectations, and relationships,
3) the degree to which the conduct affected one or more students' education, 4) the type, frequency, and duration of
the conduct, 5) the identity of and relationship between the alleged harasser and the suspect or suspects of the
harassment, 6) the number of individuals involved, 7) the age (and sex, if applicable) of the alleged harasser and the
alleged victim(s) of the harassment, 8) the location of the incidents and the context in which they occurred, 9) the
totality of the circumstances, and 10) other relevant evidence.
d. A review of the evidence using a “preponderance of the evidence” standard (based on the evidence, is it more
likely than not that discrimination, harassment, or retaliation occurred?)
The designated compliance coordinator (or designated investigator) will complete an investigative report, which will
include:
a. A summary of the facts,
b. Findings regarding whether discrimination, harassment or other inappropriate conduct occurred, and
c. If a finding is made that discrimination, harassment or other inappropriate conduct occurred, the recommended
remedy or remedies necessary to eliminate discrimination, harassment or other inappropriate conduct.
If someone other than the designated compliance coordinator conducted the investigation, the compliance
coordinator will review, approve, and sign the investigative report. The District will ensure that prompt, appropriate,
and effective remedies are provided if a finding of discrimination, harassment, or retaliation is made. The District
will maintain relevant documentation obtained during the investigation and documentation supportive of the
findings and any subsequent determinations, including the investigative report, witness statements, interview
summaries, and any transcripts or audio recordings, pertaining to the investigative and appeal proceedings.
The District may, when appropriate or when legally required, send concurrently to the parties written notification of
the decision (findings and any remedy) regarding the complaint within one (1) week after the investigation is
completed. The Family Educational Rights and Privacy Act (FERPA), 20 U.S.C. § 11232¢; 34 C.F.R. Part 99,
permits the District to disclose relevant information to a student who was discriminated against or harassed.
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ii. Level 2 (Appeal to the Superintendent):

If a party is not satisfied with the findings or remedies (or both) set forth in the decision, he or she may file an appeal
in writing with the Superintendent within five (5) working days after receiving the decision. The Superintendent will
review the appeal and the investigative documentation and decision, conduct additional investigation, if necessary,
and issue a written determination about the appeal within ten (10) working days after receiving the appeal. The party
who filed the appeal will be sent the Superintendent’s determination at the time it is issued, and a copy will be sent
to the designated compliance coordinator. [If the Superintendent is the subject of the complaint, the party will file
the appeal directly with the Board.]

iii. Level 3 (Appeal to the Board):

If the party is not satisfied with the Superintendent’s determination, he or she may file an appeal in writing with the
Board of Education within five (5) working days after receiving the Superintendent’s determination. The Board of
Education will review the appeal, the Superintendent’s determination, the investigative documentation and decision,
and allow the party to address the Board or a Committee of the Board of Education at-a-Beard-meeting to present his
or her appeal. The Board or a Committee of the Board of Education may;, in its discretion wttissue a written
determination about the appeal. The Board or a Committee of the Board may, in the alternative, vote on the appeal
and send the party the outcome of the vote. The party who filed the appeal will be sent the Board’s determination.
The Board’s determination, and any actions taken, will be final on behalf of the District.

4. Confidentiality:

The identity of the complainant will be kept confidential to the extent permitted by state and federal law. The
District will notify the complainant of the anti-retaliation provisions of applicable laws and that the District will take
steps to prevent retaliation and will take prompt and strong responsive actions if retaliation occurs.

If a complainant requests confidentiality or asks that the complaint not be pursued, the District will take all
reasonable steps to investigate and respond to the complaint consistent with the request for confidentiality or the
request not to pursue an investigation, as long as doing so does not prevent the District from responding effectively
to the harassment and preventing harassment of other students. If a complainant insists that his or her name or other
identifiable information not be disclosed to the alleged perpetrator, the District will inform the complainant that its
ability to respond may be limited. Even if the District cannot take disciplinary action against the alleged harasser, the
District will pursue other steps to limit the effects of the alleged harassment and prevent its recurrence, if warranted.

5. Training:

The District will ensure that relevant District employees, including but not limited to officials, administrators,
teachers, substitute teachers, counselors, nurses and other health personnel, coaches, assistant coaches,
paraprofessionals, aides, bus drivers, and school law enforcement officers, are adequately trained so they understand
and know how to identify acts of discrimination, harassment, and retaliation, and how to report it to appropriate
District officials or employees.

6. Designated Compliance Coordinators: Designated compliance coordinators will be responsible for:

a. Coordinating efforts to comply with anti-discrimination, anti-harassment, and anti-retaliation laws and
regulations.

b. Coordinating and implementing training for students and employees pertaining to anti-discrimination,
anti-harassment and anti-retaliation laws and regulations, including the training areas listed above.

c. Investigating complaints of discrimination (unless the coordinator designates other trained individuals to
investigate).

d. Monitoring substantiated complaints or reports of discrimination, as needed (and with the assistance of other
District employees, if necessary), to ensure discrimination or harassment does not recur, and that retaliation conduct
does not occur or recur.

e. Overseeing discrimination complaints, including identifying and addressing any patterns or systemic problems,
and reporting such patterns or systemic problems to the Superintendent and the Board of Education.

f. Communicating regularly with the District's law enforcement unit investigating cases and providing current
information to them pertaining to anti-discrimination, anti-harassment, and anti-retaliation standards and compliance
requirements.

g. Reviewing all evidence in harassment or violence cases brought before the District's disciplinary committee or
administrator to determine whether the complainants are entitled to a remedy under anti-discrimination laws and
regulations that was not available in the disciplinary process.
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h. Ensuring that investigations address whether other students or employees may have been subjected to
discrimination, including harassment and retaliation.

i. Determining whether District employees with knowledge of allegations of discrimination, including harassment
and retaliation, failed to carry out their duties in reporting the allegations to the designated compliance coordinator
and responding to the allegations.
Jj- Recommending changes to this policy and grievance procedure.

k. Performing other duties as assigned. The designated compliance coordinators will not have other job
responsibilities that may create a conflict of interest with their coordinator responsibilities.

7. Preventive Measures: The District will publish and widely distribute on an ongoing basis a notice of
nondiscrimination (notice) in electronic and printed formats, including prominently displaying the notice on the
District's website and posting the notice at each building in the District. The District also will designate an employee
to coordinate compliance with anti-discrimination laws (see Designated Compliance Coordinator section, above, for
further information on compliance coordinator), and widely publish and disseminate this grievance procedure,
including prominently posting it on the District’s website, at each building in the District, reprinting it in District
publications, such as handbooks, and sending it electronically to members of the school community. The District
will provide training to employees and students at the beginning of each academic year in the areas (B.6.a-g)
identified in the Training section, above.

The District also may distribute specific harassment and violence materials (such as sexual violence), including a
summary of the District’s anti-discrimination, anti-harassment, and anti-retaliation policy and grievance procedure,
and a list of victim resources, during events such as school assemblies and back to school nights, if recent incidents
or allegations warrant additional education to the school community.

Date of Adoption: September 14, 2015

Date of Reaffirmation: March 12, 2018

Date of Revision: July 9, 2018

Date of Revision: July 12, 2021

Date of Reaffirmation: February 14, 2022

STUDENT FEES POLICY

Under the Public Elementary and Secondary Student Fee Authorization Act, the District is required to set forth in
a policy its guidelines or policies for specific categories of student fees. This policy is subject to further
interpretation or guidance by administrative or Board regulations. The Policy includes Appendix "l," which
provides further specifics of student fees and materials required of students which is reviewed and updated each
school year. Parents, guardians, and students are encouraged to contact their building administration or their
teachers or activity coaches and sponsors for further specifics.

The District's policy is to provide for the free instruction in accordance with the Nebraska Constitution, state and
federal law. This means that the District's policy is to provide free instruction for all courses, activities and
programs which are offered in the district by providing staff, facility, equipment, and materials that is necessary
without charge or fee to the students. The District's policy is to provide fee waivers in accordance with the Public
Elementary and Secondary Student Fee Authorization Act.

Students who qualify for free or reduced-price lunches under United States Department of Agriculture child
nutrition programs shall be provided the opportunity for a fee waiver or be provided the necessary materials or
equipment without charge. A student who qualifies for the free or reduced price lunch and breakfast program is
not required to participate in the free or reduced price lunch and breakfast program for purposes of this section.

Students or their parents must request a fee waiver prior to participating in or attending the activity and prior to
purchase of the materials. Some examples are: (1) ltems necessary for all state required and elective courses
offered by the district. (2) Participation in extracurricular activities and use of a musical instrument in optional
music courses that are not extracurricular activities. Waivers will be updated annually by specific grade level and
can be found on the school website or by contacting the specific building the student attends. The
Superintendent or the Superintendent's designee shall publish the District's student fee policy in the Student
Handbook or the equivalent (for example, publication may be made in an addendum or a supplement to the
student handbook). The Student Handbook or the equivalent shall be provided to every student of the District or
to every household in which at least one student resides, at no cost.
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The School Board will have a Student Fee Fund established which is for the purpose of tracking all student fee
receipts and expenditures. The Student Fee Fund shall be a separate school district fund not funded by tax
revenue, into which all money collected from students and subject to the Student Fee Fund shall be deposited
and from which money shall be expended for the purposes for which it was collected from students.

Instructional / Extracurricular and Miscellaneous Fee Guidelines

(1) General Course Materials: ltems necessary for students to benefit from courses will be made available by the
District for the use of students during the school day. Students may be encouraged, but not required, to bring
items needed to benefit from courses including, but not limited to, pencils, paper, pens, erasers, notebooks,
trappers/binders, protractors and math calculators. A specific class supply list will be published annually in a
Board approved student handbook or supplement or other notice. The list may include refundable damage or
loss deposits required for usage of certain District property.

(2) Damaged or Lost ltems: Students are responsible for the careful and appropriate use of school property.
Students and their parents or guardian will be held responsible for damages to school property where such
damage is caused or aided by the student and will also be held responsible for the reasonable replacement cost
of school property which is placed in the care of and lost by the student. Charges of this nature are not waivable.
(3) Materials Required for Course Projects: Students are permitted to and may be encouraged to supply
materials for course projects. Some course projects (such as projects in art and shop classes) may be kept by
the student upon completion. In the event the completed project has more than minimal value, the student may
be required, as a condition of the student keeping the completed project, to reimburse the District for the
reasonable value of the materials used in the project. Standard project materials will be made available by the
District. If a student wants to create a project other than the standard course project, or to use materials other
than standard project materials, the student will be responsible for furnishing or paying the reasonable cost of
any such materials for the project.

(4) Musical Instruments: Students will be required to furnish musical instruments for participation in optional
music courses. Use of a musical instrument without charge is available under the District's fee waiver policy. The
District is not required to provide for the use of a particular type of musical instrument for any student.

(5) Non-specialized attire required for specified courses and activities: Students have the responsibility to furnish
and wear non-specialized attire meeting general District grooming and attire guidelines, as well as grooming and
attire guidelines established for the building or programs attended by the students or in which the students
participate. Students also have the responsibility to furnish and wear non-specialized attire reasonably related to
the programs, courses and activities in which the students participate where the required attire is specified in
writing by the administrator or teacher responsible for the program, course or activity. The District will provide or
make available to students such safety equipment and attire as may be required by law, specifically including
appropriate industrial-quality eye protective devices for courses of instruction in vocational, technical, industrial
arts, chemical or chemical-physical classes which involve exposure to hot molten metals or other molten
materials, milling, sawing, turning, shaping, cutting, grinding, or stamping of any solid materials, heat treatment,
tempering, or kiln firing of any metal or other materials, gas or electric arc welding or other forms of welding
processes, repair or servicing of any vehicle, or caustic or explosive materials, or for laboratory classes involving
caustic or explosive materials, hot liquids or solids, injurious radiations, or other similar hazards. Building
administrators are directed to assure that such equipment is available in the appropriate classes and areas of the
school buildings, teachers are directed to instruct students in the usage of such devices and to assure that
students use the devices as required, and students have the responsibility to follow such instructions and use the
devices as instructed.

(6) Specialized equipment or attire: The District will furnish students with specialized equipment and attire for
participation in extracurricular activities that is required by the district. The District is not required to provide for
the use of any particular type of equipment or attire that is considered optional.

(7) Participation in summer school or night school: Students who do not qualify for a student fee waiver are
responsible for fees to participate in summer school or night school.

(8) Breakfast and lunch programs: Any student who qualifies for free or reduced breakfast and lunch will receive
one full breakfast and lunch each day at a reduced or free rate. Students shall be responsible for items which
students purchase from the District's breakfast and lunch programs that fall outside of the qualifying breakfast or
lunch.

(9) Personal Consumable Items: Students are also responsible for the cost of food, beverages, personal or
consumable items which students purchase from the District or at school, whether from a "school store," a
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vending machine, booster club, parent group sale, book order club, or the like. Students who do not qualify for
free or reduced price meals may be required to bring money or food for field trip meals or similar activities.

(10 )Copies of student files or records: The Superintendent or the Superintendent's designee shall establish a
schedule of fees representing a reasonable cost of reproduction for copies of a student's files or records for the
parents or guardians of such student. A parent, guardian or student who requests copies of files or records shall
be responsible for the cost of copies reproduced in accordance with such fee schedule. The imposition of a fee
shall not be used to prevent parents of students from exercising their right to inspect and review the students'
files or records and no fee shall be charged to search for or retrieve any student's files or records. The fee
schedule shall permit one copy of the requested records be provided for or on behalf of the student without
charge and shall allow duplicate copies to be provided without charge to the extent required by federal or state
laws or regulations.

The District does provide activities, programs, and services to children which extend beyond the minimum level
of constitutionally required free instruction. Students and their parents have historically contributed to the
District's efforts to provide such activities, programs, and services. The District's policy is to continue to
encourage and to the extent permitted by law, to require such student and parent contributions to enhance the
educational program provided by the District.

. Guidelines on Activities, programs and services where student fees are not waived

(1)_Patticipation in before-and-after-school or pre-kindergarten services: Students are responsible for fees
required for participation in before-and-after-school or pre-kindergarten services offered by the District,

except to the extent such services are required to be provided without cost.

(2) Parking: Students may be required to pay for parking on school grounds or at school sponsored
activities, and may be subject to payment of fines for failure to comply with school parking rules or damages
caused by vehicles.

(3) Iransportation costs: Students are responsible for fees established for transportation services provided
by the District to the extent permitted by federal and state laws and regulations.

(4) Postsecondary education costs: Students are responsible for postsecondary education costs. The
phrase "postsecondary education costs" means tuition and other fees only associated with obtaining credit
from a postsecondary educational institution. For a course in which students receive high school credit and
for which the student may also receive postsecondary education credit, the course shall be offered without
charge to receive high school credit only.

(5) National Trips: Norfolk Public Schools will provide no financial support to extra-curricular student groups
or organizations for travel outside of Nebraska (exclusive of NSAA sanctioned activity competition in lowa
and South Dakota). Vocational Student Organizations (including, but not limited to DECA, FBLA, FFA, and
VICA) that have members qualify for National competition through  State-sponsored
conferences/conventions will be allowed to attend those conferences. Groups that qualify for National
competition through calendar school year competition, which are primarily academic in nature (including, but
not limited to Quiz Bowl and Speech/Debate) will also be allowed to attend their competitions. Absences will
be counted as school activity and a staff member will be provided to act as an official sponsor for the trip.
Occasionally groups (including, but not limited to Band, Choir, Cheerleaders and Pink Panthers) are invited
to make trips or are invited to make trips through summer camps. Student groups that choose to take these
trips shall not use school time to organize or plan. Absences for these trips will not be excused if taken
during school time. The District will not endorse trips on school days nor provide a staff member to act as an
official sponsor for the trip. (Note: If the trip occurs on a “non-contract day, or a non-school day, a staff
member may choose to use their own time to participate).

Legal Reference: Neb. Rev. Stat. §§79-2125 to 79-2135 and Laws 2003, LB 249 (The Public Elementary
and Secondary Student Fee Authorization Act)

Neb. Constitution, Article VII, section 1.

Neb. Rev. Stat. §§79-241, 79-605, and 79-611(transportation)

Neb. Rev. Stat. §79-2104 (student files or records)

Neb. Rev. Stat. §79-715 (eye-protective devices)

Neb. Rev. Stat. §79-737 (liability of students for damages to school books)

Neb. Rev. Stat. §79-1104 (before-and-after-school or pre-kindergarten services)

Neb. Rev. Stat. §§79-1106 to 79-1108.03 (accelerated or differentiated curriculum program)
Date of Adoption: March 9, 2015

Date of Reaffirmation: September 14, 2015

Date of Revision: March 14, 2016
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Date of Revision April 11, 2016

Date of Revision: April 10, 2017

Date of Revision: April 9, 2018

Date of Revision: April 8, 2019

Date of Reaffirmation: June 8 2020

Date of Reaffirmation: February 14, 2022
Date of Reaffirmation: April 17, 2023
Date of Revision: June 10, 2024

Student Fee List

Activity Cards
The activity card is a photo ID and allows students to attend all Norfolk Junior High and Norfolk Senior
High School home games, the opening night of plays and musicals. It is NOT valid at NSAA sponsored
activities (district and state tournaments) or the Northeast Nebraska Track Classic. Elementary students
will be notified of dates, times and locations when photo ID’s will be taken for activity cards at a cost of

$40.

Activity Fees
Activities that are governed by the Nebraska School Activities Association, Nebraska State Band
Masters, or have public performances as part of the activity pay a fee of $60, which includes an activity
card. Students pay this fee once per year regardless of the number of activities in which they are
involved. This fee must be paid in advance. Students/families that qualify for free or reduced lunches

may have the fees waived by completing a waiver request form prior to the start of their first activity.

Activity Fees’ Requirements — Grades 5-6 (as follows)

Activity Middle School (Gr.

5-6)

Band (Methods Books for Lesson) $10 to $13/year

Band Instrument Rental (school owned) $30.00/semester

Orchestra (Lesson/Method Book) $12.00/year

Orchestra Instrument Rental (school $30.00/semester
owned)

Summer School Fee $20 Session

**Courses that include projects that students may keep upon completion will be required to have project
cost projection sheets completed AND signed by the students, parent and instructor, prior to beginning
work on the project

Fund Raising

Students may be required to partake in fund raising activities in order to participate in extracurricular activities. If
fundraising is required for a particular extracurricular activity, any student participating in such activity shall be
expected and required to participate equally and share equally in whatever funds are raised.

Penalties

Students who fail to pay overdue student fees may be subject to administrative penalties/consequences.
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Student Name:

NORFOLK MIDDLE SCHOOL

FEE WAIVER APPLICATION FORM
2026-2027 SCHOOL YEAR

Student Signature:

Grade:
Parent Name:
Parent Signature: Date:
Activity Applying For Cost Approved Denied

Band (Methods Books for Lesson)

$10 to $13 Year

Band Instrument Rental (School Owned)

$30.00/semester

Orchestra (Methods Books for Lesson)

$12 Year

Orchestra Instrument Rental (School Owned)

$30.00/semester

Summer School Fee

$20 Session

Check which activity(ies) your student wishes to participate in.

Band

Orchestra

L |

Approved:

Denied:

No Lunch Application on File

No Share Information Form on File
Cannot Share Information

Does not qualify for F-R Lunch

For Central Office Use Only

CO Administrator’s Signature
Date

CO Administrator’s Signature
Date
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STUDENTS’ RIGHTS AND RESPONSIBILITIES

IThe mission of the Norfolk Public Schools is to prepare all students to pursue their goals for the future.

This mission is based on beliefs and principles about how students learn and what they must know to behave as responsible
citizens and productive workers in a highly competitive, increasingly global society.

This policy statement provides the general guidelines of conduct, which are expected of our students. It also describes the
responsibilities of the students in relation to this conduct standard.

These rules and standards apply to all school buildings and grounds, during and immediately before or after school hours. They
also apply to school-sponsored functions both on and off school property.

The Board of Education has adopted the following policies of general application governing student conduct in all schools.
Principals will establish other rules and regulations applicable to conduct at their respective sites that are consistent with those
established by the Board of Education.

. GENERAL STANDARDS OF BEHAVIOR:
It is expected that students will conduct themselves in a manner which is considerate of others, respectful of property and
mindful of the good of all.

Students should therefore:

Attend school regularly and punctually.

Act in a manner that will enhance the learning environment for all students.

Use school facilities in a way that will conserve their continued usefulness.

Apply themselves to the best of their ability to the learning tasks assigned.

Abide by school regulations and assist in their enforcement and modification.

Participate constructively in school government and assist in modification of regulations for general school
improvement.

Mmoo ®»

1. STUDENT USE/ABUSE OF ALCOHOL AND OTHER SUBSTANCES:

All students have a right to attend school in an environment conducive to learning. Since alcohol and other drug use is illegal,
contagious, and interferes with both effective learning and the healthy development of children and adolescents, the school
has a fundamental legal and ethical obligation to prevent drug use and to maintain a drug-free educational environment.

No student may use, possess, be under the influence of, sell, or distribute alcohol or other substances, nor may use or possess
drug paraphernalia (except drugs as prescribed by a physician) on school grounds or at school-sponsored events. The same
restrictions apply to students participating in extracurricular activities. The terms “alcohol or other substances” shall refer to
the use of all substances including, but not limited to, alcohol, tobacco, inhalants, illicit drugs, and look-a-likes. The
inappropriate use of prescription and over-the-counter drugs shall also be prohibited. This policy applies to all school buildings,
grounds and school-sponsored functions or events whether on or off school grounds.

The school district will provide a health curriculum that will include strategies of prevention and intervention designed to
educate students on the use/abuse of alcohol and other substances.

Violations of this policy will be handled in accordance with the rules and regulations set forth in this document.

. ATTENDANCE POLICY
A. Revised Nebraska State Statute (79-201) requires that all students between the ages of 6 - 18 attend school. It is the
responsibility of the parent/guardian to see that the student is at school at the appropriate time in a proper state of health
and cleanliness. Notification of an
B. Absence must be made to the school office or the absence will be considered unexcused. The school district is required by
law to notify juvenile justice officials when excessive absences occur. Building administrators will establish attendance
guidelines for their respective buildings and they are published in the school’s parent/student handbook.
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IV.

C.
D.

mom

CONSEQUENCES OF DISRUPTIVE BEHAVIOR:
Conduct, which violates the rules and regulations and policies adopted by the Board of Education and as set forth below, will
subject the student to disciplinary action. Disciplinary action may be, but is not limited to:
A. Counseling of the student. In alcohol/drug related incidents students shall have an alcohol evaluation performed
by a qualified drug/alcohol counselor. Payment will be at the student’s expense. B. Parent conferences.
Rearrangement of schedule/assignment to another school.
Requirement that the student remain in school after regular hours, summers and Saturdays to complete additional

work.

Restriction of participation in extracurricular activity.

Involving law enforcement and/or social service agencies.

Short-term suspension: Any student may be excluded from the Norfolk Public Schools for a period of time not to
exceed five school days provided that the suspension is assigned under the guidelines provided by Nebraska State Law
and as set forth below. Also reference Board Policy 5101.

1 . § .

a)

b)

c)

d)

e)

If the student has a dangerous communicable disease transmissible through normal school
contacts.
If the student is infected with or can be proven to be a carrier of external parasites (such as head
lice) which may be transmissible through normal school contacts and which pose a threat to the
safety and well-being of the school community.
If the student is involved in behavior or activities, which interfere with any educational function or
which infringe upon the rights of other students to pursue an education. Some objectionable
activities or behavior which could result in short-term suspensions are as follows:

1. Refusal to comply with reasonable standards of behavior established by teachers or
building administrators.
Use of abusive or profane language.
Fighting.
Willful truancy or willful and repeated tardiness.
Vandalism, theft or pilferage of property belonging to the school district, staff members
or students.

6. Engaging in the unlawful possession, being under the influence of, selling, dispensing, or

use of an illegal substance, tobacco or alcoholic beverage.
7. Committing any other act or becoming involved in any other activity, which causes a
disruption in the normal educational opportunity for other students.

If the student’s conduct presents a clear threat to the physical safety of himself/herself, or others,
or is so extremely disruptive as to make temporary removal necessary to preserve the rights of
other students to pursue an education.
Conduct constituting grounds for expulsion or long-term suspension as set out in Nebraska law.

e wN

2. Procedure for short-term suspension:

a.

When a student is accused of conduct, which might result in suspension under this section, the
building administrator (Assistant Principal) is to conduct an investigation into the charges made
and ascertain whether there is evidence of a violation of sufficient seriousness to warrant further
action.

When the building administrator believes that further action is needed, he/she shall inform the
student of the charges against him/her and give the student an opportunity to present his/her
version of the incident.

Should the building administrator believe that a short-term suspension is justified, the building
administrator shall make every reasonable attempt to notify the student’s parent or guardian,
immediately.

The suspension shall take effect at the time specified by the building administrator. Written
notification of the suspension shall be sent by regular mail to the parent or guardian as soon as is
reasonably possible.
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e. Such suspension may be either “in-school,” where in a student does not attend classes but reports
for study under supervised conditions as the building administrator may direct, or “out-of-school,”
where in a student is not permitted to be present on school property. In either case, students may
not participate in or attend any activities sponsored by the Norfolk Public Schools.

f.  Opportunity will be given to students so suspended to make up work missed.

g. If the building administrator makes a decision to discipline a student and the parent or
guardian does not accept this decision, the parent or guardian may appeal to the Building
Head Principal. The student or the student's parent or guardian must appeal with the
Building Head Principal within 5 school days of the receipt of the written notice. The Building
Head Principal shall review the incident and the disciplinary action imposed by the building
administrator. The Building Head Principal shall inform the parent or guardian of his/her
decision within three calendar days from the date that the appeal is received.

h.  Nothing in this policy shall preclude the student or the student’s parent guardian or
representative from discussing and settling this matter with appropriate school
personnel prior to the conference with the Building Head Principal.

H. Long-term suspension/expulsion: Long-term suspension shall mean the exclusion of a student from attendance in all
schools within the Norfolk Public School System for a period of time exceeding five but less than twenty school days. Expulsion
shall mean exclusion from attendance in all schools within the system.

1. Length of expulsions for regular and special circumstances

a.

Regular Circumstances. The expulsion of a student shall be for a period not to exceed the remainder of the
semester in which it took effect, unless the misconduct occurred (1) First Semester - within ten (10) school
days prior to the end of the first semester, in which case the expulsion shall remain in effect through the
second semester or (2) Second Semester - within ten (10) school days prior to the end of the second semester,
in which case the expulsion shall remain in effect for summer school and the first semester of the following
school year (subject to automatic review).

Special Circumstances involving use of force and personal injury. (1) First Semester - period not to exceed the
remainder of the school year in which it took effect if the misconduct occurs during the first semester or (2)
Second Semester - if the expulsion takes place during the second semester, the expulsion shall remain in effect
for summer school and may remain in effect for the first semester of the following school year.

Special Circumstances involving firearms. Expulsion period not less than one calendar year.

The following student conduct shall constitute grounds for a long-term suspension or expulsion subject to the
procedural provisions of Nebraska State Law when such activity occurs on school grounds or during a school

function or event off school grounds:

. Use of violence, force, coercion, threat, intimidation, or similar conduct in a manner that constitutes a substantial

interference with school purposes.

. Willfully causing or attempting to cause substantial damage to private or school property, stealing or attempting

to steal private or school property of substantial value, or repeated damage or theft involving private or school
property of small value.

. Threatening, intimidating, causing or attempting to cause physical injury to a school employee or to any student.

Physical injury caused by accident, self-defense or an action undertaken on the reasonable belief that it was
necessary to protect some other person shall not constitute a violation of this subdivision.

. Threatening or intimidating any student for the purpose of, or with the intent of, obtaining money or anything of

value from such student.

. Knowingly possessing, handling or transmitting any object or material that is ordinarily or generally considered a

weapon.
Knowingly or voluntarily to bring to school, possess, handle, transmit or use any firearm, knife, taser, or other
dangerous weapon in school, on school grounds or at a school function off school grounds.

Dangerous weapons shall include: 1) firearms [including starter pistols, B-B guns (rifles and pistols), shotguns, air

rifles and pistols, CO, propelled rifles and pistols, copy-cat or look-alike rifles or pistols whether or not they are
capable of expelling a projectile, see also definition below]; 2) bombs, razor blades, grenades, rockets, explosives
or similar devices; 3) knives, dirks or stilettos of any type, or any other dangerous instrument capable of inflicting
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cutting, stabbing or tearing wounds; 4) knuckles consisting of finger rings, guards or similar devices made of a
hard substance that is designed, made or adapted for the purpose of inflicting serious bodily injury by striking a
person with a fist or open hand which is either enclosed by, worn on or held by the hand or knuckles; 5) Tasers.

g. Knowingly possessing, handling or transmitting any object or material that is ordinarily or generally considered a
firearm. The term “firearm” as described in 18 U.S.C. 921 means (1) any weapon (including a starter gun), which
will, or is designed to, or may readily be converted to expel a projectile by the action of any explosive. [This
would include rifles, pistols and shotguns.] (2) the frame or receiver of any such weapon; (3) any firearm muffler
or firearm silencer; or (4) any destructive device. Such term does not include an antique firearm.

The term “destructive device” means

1. any explosive, incendiary, or poison gas such as a (a) bomb, (b) grenade, (c) rocket having a propellant
charge of more than four ounces, (d) missile having an explosive or incendiary charge of more than
one-quarter ounce, (e) mine, or (f) device similar to any of the devices described in the preceding
clauses;

2. any type of weapon by whatever name known which will, or which may be readily converted to expel a
projectile by the action of an explosive or other propellant, and which has any barrel with a bore of
more than one-half inch in diameter (a shotgun or a shotgun shell which is generally recognized as
particularly suitable for sporting purposes is not a destructive device within the meaning of this
definition since a shotgun is a firearm as defined above); and

3. any combination of parts either designed or intended for use in converting any device into any
destructive device described in paragraph 1. or 2. and from which a destructive device may be readily
assembled.

h. Engaging in the unlawful possession be under the influence of, selling or use of an illegal substance or alcoholic

beverage or that, which is represented to be an illegal substance or alcoholic beverage.

i. Public indecency.

j. Sexually assaulting or attempting to sexually assault any school employee or student (this may result in
mandatory reassignment).

k. Engaging in any other activity forbidden by the laws of the State of Nebraska when this activity constitutes a
danger to other students or interferes with school purposes.

|. Continuation of disruptive activities, which resulted in disciplinary action or short-term suspension(s), if such
violation constitutes a substantial interference with school purposes.

. Procedure for long-term suspension/expulsion: The procedure shall be the same as that of short-term suspension except
as follows:

. The principal (Building Head Principal or Assistant Principal) may suspend a student immediately, regardless of the fact that
a hearing was requested within five days of notice of expulsion or long-term suspension by the school, if the principal
determines that such immediate suspension is necessary to prevent or substantially reduce the risk of: a) interference with
an educational function or school purpose or b) personal injury to the student, other students, school employees, or school
volunteers. Although the preferable practice is that the principal make such determination in writing, nothing in this policy
shall so require. If no hearing is requested, the immediate suspension will continue until the date the long-term
suspension, expulsion, or mandatory reassignment takes effect. If a hearing is requested, the suspension will continue
until the date the hearing examiner files the report of his or her findings with the Superintendent, if the principal has made
a determination as above described.

. On the date of the decision a written charge and a summary of the evidence supporting such charge shall be filed with the
Director of Student Services. The school shall, within two school days of the decision, send written notice by registered or
certified mail to the student’s parent or guardian, and student.

. Such written notice shall include the following:

1. The rule or standard of conduct allegedly violated and the acts of the student alleged to constitute a cause for
long-term suspension or expulsion, including a summary of the evidence to be presented against the student.

2. The penalty, if any, which the building administrator has recommended in the charge, and any other penalty to
which the student may be subject.

3. A description of the hearing procedures provided along with procedures for appealing any decision rendered at
the hearing.

. A statement that the building administrator, legal counsel for the school, the student, the student’s parent or guardian,
and/or the student’s representative (or legal counsel) shall have the right to examine the student’s academic and
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disciplinary records and any affidavits to be used at the hearing concerning the alleged misconduct, and the right to know
the identity of the witnesses to appear at the hearing and the substance of their testimony.

e. A form on which the student, student’s parent, or guardian may request a hearing to be signed by such parties and
delivered to the building administrator or Superintendent in person or by registered or certified mail as prescribed by state
law.

f. Nothing in this policy shall preclude the student or the student’s parent, guardian or representative from discussing and
settling this matter with appropriate school personnel prior to the hearing.

g. If a hearing shall be requested within five school days of the receipt of the written notice by the student or the student’s
parent or guardian, the Superintendent shall appoint a hearing examiner and all of the provisions of the Nebraska statutes
which relate to such a hearing shall be adhered to.

h. If the student, parent or guardian institutes the appeal following the determination of the Superintendent, they may
appeal to the Norfolk Board of Education. Such an appeal shall be made within seven school days following receipt of the
written notice of the determination of the Superintendent.

i. A hearing shall be held before the Board of Education within a period of ten school days after it is requested and such time
for a hearing may be changed by mutual agreement of the student and Superintendent, except that the hearing may be
held before the Board of Education of not less than three members.

4. Alternative Education Program During Expulsion
a. An Alternative Education Program will be available to all students during the period their expulsion is in force,
except for circumstances outlined in Section G.1.c. above (firearms). These Alternative Education services are
made available to students in accordance with revised Nebraska State Statutes 79-266 and Nebraska State Rule
92NAC17. Student participation in an Alternative Education Program is optional. Specific components of this
program are developed with the building principal and may vary, depending upon the age of the student.
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Norfolk Middle School

Code of Conduct

This is the guide used by Norfolk Middle School to conduct administrative disciplinary action and
has been approved by the Board of Education. The Code of Conduct allows for interpretation by
the administrative team due to circumstances and the severity of the incident.

Policy 5101B - Student Conduct Expectations. Students are not to engage in conduct which

causes or which creates a reasonable likelihood that it will cause a substantial disruption in or

safety, well-being or rights of other students, staff, or visitors.

Assaults/ Fighting

material interference with any school function, activity or purpose or interfere with the health,

Infraction 15t Intervention 2" Intervention 3" Intervention

A1 Assault on student without injury ISS/ OSS 1-3 days 0SS 5 - 19 days 0SS 5-19 days
Notify parents and Notify parents and Notify parents and
police. Possible police. Possible police.
recommendation for | recommendation for Recommendation
expulsion. expulsion. for expulsion.

A2 Assault on student with injury. 0SS 1-5days OSS 5-19 days 0SS 5-19 days
Notify parents and Notify parents and Notify parents and
police. Possible police. police.
recommendation for | Recommendation for Recommendation
expulsion. expulsion. for expulsion.

A3 Assault on school personnel, with or 0SS 5-19 days Recommendation for

without result of injury Notify parents and expulsion.
police. Possible
recommendation
for expulsion.

A4 Fighting ISS/ 0SS 1-3 0SS 5-10days 0SS 5-19 days
days Notify parents Notify parents and Notify parents and
and may notify police. Possible police.
police. recommendation for Recommendation

expulsion. for expulsion.

Additional Inf tion:

The level of violence may affect the length of the suspension.

If both students throw “punches,” both are considered to have fought and using self-defense is not

a defense.

Individuals that verbally entice a fight, call out another student, or challenge the other students are

also considered to be guilty of fighting if it results in a fight.

Mediation (peer or adult assisted) may be a condition of a student’s suspension.
Anger management sessions with a middle school counselor may be a condition of a student’s

suspension.
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Threats/ Intimidation

(The nature of the threats may affect the length of the suspension.)

A5 Threats, intimidating, or menacing another | ISS/OSS 1-5 days. 0SS 3-5days 0SS 5-19 days
student, to include hazing, including Notify parents, Notify parents, may Notify parents,
making fake weapons with fingers, may notify police. notify police. notify police.
inanimate objects, etc.. Possible Recommendation

recommendation for for expulsion.
expulsion.

A6 Threats, intimidating, or menacing school OSS 1-5 days OSS 5-19 days
personnel Notify parents

and police. Notify parents and
Possible police.
recommendation Recommendation for
for expulsion. expulsion.

A7 Swearing at school personnel ISS/ OSS 1-3 days 0SS 5-19 days Recommendation

for expulsion.

A8 Initiating a real or perceived threat on the OSS 5-19 days.

school, i.e. bomb threats, etc.

Notify parents,
police, and/or fire
marshal.
Recommendation
for expulsion.

Weapons, Firearms. Nuisance ltems

Infraction 15t Intervention 2" Intervention 3™ Intervention
B1 Weapon ISS/OSS 3-19 Retain object.
days. Retain the Notify parents &
object. Notify police.
parents & may Recommendation for
notify police. expulsion.
Possible
recommendation
for expulsion.
B2 Firearm Mandatory 1
calendar year
expulsion.
B3 Nuisance or dangerous items; stink Detention / ISS 1-3 ISS 1-3 days. Notify 0SS 3-5days
bombs, squirt guns, snowballs, etc. days. Notify parents. Notify parents.
parents.
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From the Students Rights and Responsibilities in Norfolk Public Schools:
Weapons

Students are forbidden to:
A. Knowingly or voluntarily bring to school, possess, handle, transmit or use any firearm,
knife or other dangerous weapon in school, on school grounds or at a school function off
school grounds.

Dangerous weapons shall include: 1) firearms [including starter pistols, B-B guns (rifles and
pistols), shotguns, air rifles and pistols, CO, propelled rifles and pistols, copy-cat or look alike rifles
or pistols (whether or not they are capable of expelling a projectile) see also definition below]; 2)
bombs, razor blades, grenades, rockets, explosives or similar devices; 3) knives, dirks or stilettos of
any type, or any other dangerous instrument capable of inflicting cutting, stabbing or tearing
wounds; 4) knuckles consisting of finger rings, guards or similar devices made of a hard substance
that is designed, made or adapted for the purpose of inflicting serious bodily injury by striking a
person with a fist or open hand which is either enclosed by, worn on or held by the hand or
knuckles; 5) Tasers.

B. Knowingly possess, handle or transmit any object or material that is ordinarily or generally
considered a firearm.

The term “firearm” as described in 18 U.S.C. 921 means (1) any weapon (including a starter gun),
which will, or is designed to, or may readily be converted to expel a projectile by the action of any
explosive. [This would include rifles, pistols and shotguns.] (2) the frame or receiver of any such
weapon; (3) any firearm muffler or firearm silencer; or (4) any destructive device. Such term does
not include an antique firearm.

The term “destructive device” means

1. any explosive, incendiary, or poison gas such as a (a) bomb, (b) grenade, (c) rocket having
a propellant charge of more than four ounces, (d) missile having an explosive or incendiary
charge of more than one-quarter ounce, (e) mine, or (f) device similar to any of the devices
described in the preceding clauses;

2. any type of weapon by whatever name known which will, or which may be readily converted
to expel a projectile by the action of an explosive or other propellant, and which has any
barrel with a bore of more than one-half inch in diameter (a shotgun or a shotgun shell which
is generally recognized as particularly suitable for sporting purposes is not a destructive
device within the meaning of this definition since a shotgun is a firearm as define above);
and

3. any combination of parts either designed or intended for use in converting any device into
any destructive device described in paragraph 1. or 2. and from which a destructive device
may be readily assembled.

It is not a defense to a charge of bringing a weapon to school or possessing, handling, transmitting or using a
weapon at school, on school grounds, or at a school function off school grounds that the student did not intend
to hurt anyone or that the weapon did not belong to them.
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Drugs, Alcohol

Infraction 1%t Intervention 2" |ntervention 3" Intervention

C1 | Possession, under the influence of, and/or use OSS 5-19 days. Recommendation

of alcohol, controlled substance, intoxicant or Notify parents and for expulsion.
placebo/look-alike/imitation police. Refer to
“Under the influence” means any level of counselor for
impairment and includes even the odor of alcohol | substance abuse
or illegal substances on breath or person of intervention. SCIP
student. It includes being impaired by reason of referral. Possible
the abuse of any material used as a stimulant. recommendation
for expulsion.

C2 | Selling or offering a controlled substance, OSS 5-19 days

prescription drug, alcohol, and intoxicant of any Recommendation for
kind. expulsion.

C3 | Possession or sale of drug paraphernalia. OSS 5-19 days. 0SS 10-19 Recommendation
Notify parents and days. Notify for expulsion.
police. SCIP referral. | parents and
Possible police. SCIP
recommendation for | referral.
expulsion. Recommendation

for expulsion.

C4 | Selling or offering a non-controlled substance or ISS/OSS  1-3 OSS 3-5 days. OSS 5 days.

placebo/look-alike/imitation drug days. Notify Notify parents. Notify parents.

parents. SCIP
referral. Confiscate
item (s).

SCIP referral.
Confiscate item

(s)-

SCIP referral.
Confiscate item

(s).

Robbery, Extortion

Infraction 1%t Intervention 2" |ntervention 3" Intervention
D1 Robbery (use of force or fear) 0SS 5 days. 0SS 5-19 days.
Notify parents and Notify parents and
police. Possible police.
recommendation for Recommendation
expulsion. for expulsion.
D2 | Extortion ISS 1-3 days. ISS/OSS 1-5 0SS 3-5days.
Notify parents. days. Notify parents and

Notify parents.
Possibly notify
police.

police. Possible
recommendation
for expulsion.

69




Fire Setting, Arson, Graffiti

Infraction 15t Intervention 2" Intervention 3" |ntervention
E1 Fire setting, arson 0SS 5-19 days. Recommendation
Notify parents, police for expulsion.
and fire marshal.
Reimburse district for
loss. Possible
recommendation for
expulsion.
E2 | Graffiti or causing damage to school property or | ISS/OSS  1-5 days. ISS/0SS  3-5 0SS 5-19
private property. Notify parents and days. days.
police. Reimburse Notify parents Notify parents
for loss. Possible and police. and police.
recommendation for Reimburse for Reimburse for
expulsion. Restitution loss. loss.
for damaged Possible Recommendation
property. recommendation for expulsion.
for expulsion. Restitution for
Restitution for damaged
damaged property.
property.
E3 Signaling false fire alarm, tampering ISS/OSS 1-5 days. 0SS 5-19 days. Recommendation

with/misuse of vape detectors, defibrillators, fire
extinguishers or any dangerous / emergency
equipment.

Notify parents,
police and fire
marshal.

Reimburse district
for loss. Possible
recommendation for

Notify parents,
police and fire
marshal.
Reimburse district
for loss. Possible
recommendation

OSS/ expulsion. for expulsion.
Restitution as Restitution as
required. required.

for expulsion.
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Theft

Infraction 15t Intervention 2" Intervention 3" Intervention
F1 Theft or attempted theft of school or private ISS/OSS  1-3 days. OSS 3-5days. OSS 5-19 days.
property Notify parents and Notify parents and Notify parents and
may notify police. police. Reimburse | police. Reimburse
Reimburse for loss. for loss. Possible for loss. Possible
Possible recommendation recommendation
recommendation for for expulsion. for expulsion.
expulsion.
F2 | Wrongful possession of school or private Detention/ ISS 1-3 ISS/OSS 3-5 OSS 5 days.
property. days. days Notify parents.
Notify parents. Notify parents. May notify police.
May notify police. May notify police.
F3 Knowingly receiving stolen school or private ISS 1-3 days. 0SS 3-5days. 0SS 5-10 days.
property. Notify parents & may | Notify parents & Notify parents &
notify police. police. police. Reimburse

Reimburse for loss.

Reimburse for loss.

for loss. Possible
recommendation
for expulsion.

Tobacco, Lighters/ Matches

Infraction 1%t Intervention 2" Intervention 3 Intervention
G1 | Use, or offering to others, tobacco products ISS/OSS  1-3 days. | OSS 3-5 days. 0SS 5days.
(dipping, smoking, e-cigarettes, Vapor products, Notify parents. Notify parents. Notify parents.
etc.) SCIP referral. SCIP referral. SCIP referral.
Confiscate item(s). Confiscate item(s). | Confiscate item(s).
G2 | Possession of matches or lighter, e-cigarettes, ISS/OSS  1-3 days. ISS/OSS 3-5 OSS 5 days.
vapor pipe, vapor products, chewing tobacco or Notify parents. days. Notify parents.
cigarettes. Confiscate item(s). Notify parents. Confiscate item(s).
Confiscate item(s).
G3 | Continually present during vape detector Meet with ISS 1-3 days ISS/OSS 1-5 days
activations Administration / and/or student
Formal Warning placed on no

pass/no public
restroom list.
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Harassment

Infraction 1%t Intervention 2" |ntervention 3" Intervention

H1 Written or oral harassment: Conference with ISS/OSS 1-5days. | OSS 3- 5 days.
including profane or abusive language/gestures administrator. Notify parents. Notify parents.
towards staff or students, bullying, jokes, slurs, Detention/ Conference with Conference with
graphic or verbal comments about an individual’s | Possible ISS/OSS administrator. May | administrator.
body of a sexual nature or racial background 1-5 days. Notify contact police. May contact police.

parents/ may
contact police.

H2 | Visual harassment: Inappropriate Conference with ISS/OSS 15 0SS 3-5days.
photographs/ videos on personal device administrator. days. Notify parents.
(including taking pictures/video of staff or Possible Notify parents. Conference with
students without their explicit consent), Detention/ISS/ OSS Conference with administrator.
offensive posters, photos, cards, cartoons, 1-5 days. Notify administrator.
graffiti, drawings, objects or gestures (public parents.
display of affection) & locker décor

H3 | Physical harassment: Intentional or obvious ISS/OSS  1-5 days. 0SS 1-5days. 0SS 5-19 days.
unwelcome or offensive physical contact, Notify parents & Notify parents & Notify parents &
including spitting notify police. police. Possible police.

Possible recommendation Recommendation
recommendation for for expulsion. for expulsion.
expulsion.

H4 | Sexting: Possession of, sharing, or sending 0SS 10-19 days. Recommendation

sexually explicit photographs of minors via cell
phone or other electronic devices.

Notify parents and
police.

for expulsion.

**** Please refer to the Norfolk Public Schools policy included in Student Rights and Responsibility. The victim of any
harassment incident may take action beyond the scope of building discipline.
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Violations of School Rules

Infraction

1 Intervention

2 Intervention

3 Intervention

11 Defiance of authority. Failure to obey a direct Detention/ISS Detention/ISS/OSS | ISS/OSS 1-5 days.
instruction or comply with a reasonable staff 1-3 days 1-3 days. Notify parents.
request. This includes lying and refusing to Notify parents. Notify parents. Conference with
provide or falsifying information. Conference with Conference with administrator.

administrator. administrator.

12 Disruption of school activities, i.e. horseplay, Possible Detention/ISS/OSS | ISS/OSS 1-5 days
play fighting, misuse of passes, etc. detention/ISS 1-3 1-3 days. Notify parents.

days Notify parents. Conference with
Notify parents administrator.

13 Disruption while in ISS Possible OSS for the Possible OSS for OSS for the
remaining days of the remaining days | remaining days of
suspension. of the suspension. the suspension
Re-serve ISS the plus additional
following day. days of

suspension added.

14 Misuse of electronic devices i.e. Cell phones, Teacher Conference Confiscate device
cameras, smartwatch radios, laser pens, etc. with student about and bring to
Prior approval for educational purposes is appropriate use of administration
exempt. electronic device. T office OR send

eacher
; . student to the
confiscates device ' . .
and takes to main office with device.
) Teacher
office. : .

. confiscates device
Parent/Guardian d takes to main
picks up. Possible and'a
detention. office. .

Parent/Guardian
picks up. Possible
ISS/OSS

15 “NO SHOW" to or disruption while in a before or | Detention time ISS 1 day and ISS 1-3 days and
after school detention assigned by an doubled for first “NO serve two serve two
administrator. SHOW?” or disruption. | detentions. detentions. Notify

Notify parents. Notify parents. parents. OSS for
additional
occurrences and
serve 2 detentions.

16 Lunchroom misconduct. Detention/ ISS lunch. | Assigned seating/ Administrator may
Supervisor may suspension from assign seating/
assign student the lunchroom 1-5 suspension from
alternative seating in days. the lunchroom
the lunchroom. Notify parents. 1-10 days. Notify

parents. Additional
infractions will
result in student’s
loss of lunchroom
privileges.

17 Inappropriate/ Fraudulent use of seheel phone, Possible Detention/ Possible ISS/OSS Possible ISS/OSS
computers, or electronic devices ISS 1-3 days. Notify 1-3 days. 3-5 days.

parents.

May notify police.
Loss of privileges for
1-4 weeks.

Notify parents.
Loss of privileges
for remainder of
the semester.
May notify police.

Notify parents.
May notify police.
Loss of privileges
for remainder of
the school year.




Buying or selling food, drinks or any other
unauthorized material, including inappropriate /
unauthorized use of student ID number.

Conference/Detentio
n Notify parents.

Detention/ISS 1-3
days.
Notify parents.

ISS/OSS 1-3 days.
Notify parents.

19 Falsifying or altering signatures; Conference with ISS 1-3 days. 0SS 1-3 days
misrepresenting or calling self in. administrator. Notify parents. Notify parents.
Notify parents.
Possible ISS 1-3
days.
110 | Gambling in any form; pitching coins, dice, Detention/ISS ISS 1-3 days. OSS 1-3 days
wagering with cards, etc. 1-3 days. Notify parents. Notify parents.
Conference with
administrator.
Notify parents.
111 | Wrongful use of skateboard, roller blades, Item confiscated. Item confiscated. Item confiscated.
bicycles, etc. on school property. Notify parents. Notify parents. Notify parents.
Parents will pick up Parents will pick up | Parents will pick up
item at the end of the | item. Possible item. Possible ISS
day. Possible ISS 1-3 | ISS 1-3 days. 1-3 days.
days.

Truan Loiterin

11 Truancy (1 period) Detention. Detention/ISS 1-3 Detention/ISS 3-5

2 Notify parents. days. days.

Conference.

11 Truancy (3 or more periods) ISS 1-3 days. ISS 3-5 days. OSS 1-3 days.

3 Notify parents. Conference. Parent
conference with
administration.
Police may be
contacted.

11 Unauthorized entry into any unsupervised school | Conference with ISS 3-5 days. 0SS 1-5 days

4 area. administrator. Possible OSS 1-3 Notify parents.

ISS 1-3 days. May days.
notify parents. Notify parents. May
contact police.

11 Loitering Conference with Detention/ISS 1-3 ISS 1-3 days.

5 administrator. May days. Notify parents.

issue detention. Notify parents.

11 Leaving school without following procedure Conference with Possible ISS/OSS 1-3

6 administrator. Notify ISS/OSS 1 -3 days.

parents. Student will days. Notify Parents.

be marked
unverified. Possible
ISS/OSS 1-3 days.

Notify parents.
Student will be
marked unverified.

Student will be
marked
unverified.




Miscellaneous Violations

117 | Unprepared for class Conference Conference/ Student/Teacher
Teacher notifies Detention contract. Teacher
parent. Teacher notifies notifies parent.

parent. Student and/or
parent conference
with team.
Develop written
plan of action.

118 | Cheating on tests and quizzes / Plagiarism Teacher notifies Teacher notifies Teacher notifies
parent and parent and parent.
administration. administration. Conference with
Student may Student may administration.
make-up an alternate | make-up an
assignment or alternate
assessment at a time | assignment or
convenient for the assessment at a
teacher. time convenient

for the teacher.
Parent and
teacher
conference with
administration.

119 | Violation of other school rules and regulations. Warning issued to Detention 1-3 ISS 1-3 days.
(i.e. Eating food outside the cafeteria, bringing student. days. Administration
gum or pop into the building, fidgets, etc.) Administration may Administration may | may confiscate

confiscate and confiscate and and retain items.

retain items. retain items. Notify parents.

Notify parents. Notify parents.

120 Returning to campus or school property while 1 additional day will 1- 3 additional 3-5 additional
serving an out of school suspension. be added to the days will be added | days will be

length of the to the length of the | added to the

suspension. Police suspension. Police | length of the

may be contacted. will be contacted. suspension.
Police will be
contacted.

121 No show for a teacher detention. Consequences as Consequences as 2 Office
assigned by the assigned by the Detentions +
teacher. Teacher will team /teacher. Original
contact parent. Teacher will detention to be

contact parent. served with

teacher. ISS 1 -3
days. Teacher
will contact
parent.




122 Misbehavior for a guest teacher Detentions or Conference with Possible ISS (1-3
consequences as administrator. days) or OSS
assigned by the Teacher notifies (1-3 days).
teacher. Teacher will Parent. Parent
contact parents. Office detention / conference.

Possible ISS 1-3 Additional

days. Additional consequences

consequences may be

may be administered by

administered by teacher and

teacher. administrative
team.

123 Bus Behavior Warning/ Parent Phone Call. | Parent Phone
Conference/ Parent Possible Removal Call.

Additional consequences apply for Phone Call. from Bus 1-7 Possible
repeated incidents after Assigned seating. school days. meeting.
3" intervention. Possible Detention. Possible Detention | Removal from
/1SS (1-3) days. bus 7-30 school
Bus Letter sent days.
home. Assigned Possible ISS
seating rest of (3-5) days.
quarter. Bus letter sent
home.
Written plan for
improvement
developed.
Assigned seating
rest of semester.

124 Dress Code Warning. Clothing 1-3 detentions. ISS 1-3 days.
changed or Clothing changed Clothing
corrected. or corrected. changed or

corrected.

125 Continual violation of school rules Parent conference Parent Parent

with administrator.
Possible OSS 1-5
days.

conference with
administrator.
Possible OSS
3-5 days.

conference with
administrator.
Possible OSS
5-10 days.
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