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MAXWELL MUNICIPAL SCHOOLS

FOREWORD

The Board of Education of the Maxwell Municipal School District is charged with the responsibility of providing and maintaining all public schools in the district.  In order to meet the greatest needs of the greatest number of pupils in the district, these general policies have been adopted by the Board for the governance and orderly operation of the school system.

You are invited to become acquainted with these policies and procedures.  If you have suggestions for the improvement of these policies and procedures, you may submit your ideas or proposals to the Superintendent for eventual consideration by the Board.

Mary Lou Kern, President

Board of Education 
Maxwell Municipal Schools
 Mission Statement

Maxwell Municipal Schools, as an innovative educational system, ensures academic excellence and serves the unique needs of all learners.  The mission of Maxwell Municipal Schools is to produce citizens who can effectively communicate, gather and use information, make responsible decisions, and adapt to the challenges of the 21st century by providing a diverse, well-trained staff dedicated to delivering a sequential comprehensive curriculum based upon fiscal responsibility, community involvement, sound management practices, and commitment to measurable academic progress.
NONDISCRINIMATORY ENFORCEMENT
Maxwell Municipal Schools supports equal education opportunity for students free from limitations based upon ethnic or racial background, religious beliefs, handicaps, sex, economic, social, or medical conditions in compliance with the state and federal law.

GENERAL SCHOOL INFORMATION
1.
Admission/Enrollment of Students within the Maxwell Municipal School District

Students who live within the Maxwell Municipal School District who are enrolling for the first time in the Maxwell Schools must provide an up-to-date immunization record, a birth certificate, and give pertinent information required on the enrollment forms.  A release-of-records form signed by the parent/guardian will be required so that an official transcript can be obtained from the student’s former school.
2.
Admission/Enrollment of Out-of District Students
Admission of students who do not live within the Maxwell Municipal School District is allowed as a privilege, not a right, and shall not be construed as creating a “property right” to continued attendance for any period.  Details regarding Enrollment Priority Levels and criteria, policy regarding termination of enrollment of out-of-district students may be found in Section GBC of the School Board Policy Manual.
Criteria for admission of Out-of-District students includes:

A. Any student who is currently under expulsion or is currently on long-term suspension from another school district may not be admitted to the Maxwell Schools.

B. Maximum class sizes as set by the district cannot be exceeded.

C. An Out-of-District Enrollment Application form must be completed and an “Admission of Non-Resident Student Agreement” signed by student and parent/guardian.

3. Withdrawal of students

The following procedure must be followed to withdraw a student from Maxwell Schools:

A. The parent or guardian must come to the School Office to withdraw the student.

B. A withdrawal form must be completed and signed by all of the student’s current teachers, the 

  librarian, sponsor, coaches (when applicable), and          the Administrator.

C. All books, materials, uniforms and equipment must be returned, and all cafeteria charges or fees of any type must be paid.


   D.  The District reserves the right to deny a parent or student a copy of the student’s education records if there is an unpaid financial obligation to the District.
GENERAL INFORMATION REQUIREMENTS

Reference State Educational Standards

ELEMENTARY/MID-SCHOOL REQUIRED CURRICULUM
1.  All kindergarten, first, and second grade classes shall receive daily instruction in language arts skills, including phonics and mathematics.

2.  All third grade classes shall provide daily instruction in language arts skills and mathematics.

3.  All fourth, fifth and sixth grade classes shall receive instruction in language arts skills, with an emphasis on writing and editing, mathematics, science and social studies; including geography.  The following subject areas shall be offered in the remaining instructional time:  art, music, physical education, health and computer literacy, including a general familiarization with computers and support in the areas of mathematics and writing through word processing.

4.  All seventh grade classes shall receive instruction in English, Reading, with an emphasis on grammar and writing, communication skills or science; New Mexico History and geography, mathematics and physical fitness.  Remaining instructional time may be used for electives listed in subsection 6 of this section.

5.  All eighth grade classes shall provide instruction in English, Reading, Mathematics, U.S. History and Science.  Remaining instructional time may be used for electives.

6.  Mid-School electives may include industrial arts, home economics, leadership, keyboarding, creative writing, computer literacy, family consumer science, other vocational education courses, physical education, and other electives approved by the state.

HIGH SCHOOL GRADUATION REQUIREMENTS

It is the aim of the Maxwell High School to present a wide range of classes and activities, so that students may have the opportunity to develop the skills and abilities for a vocational or college entrance.  Twenty-seven (27) credits are required in grades 9-12 and passing scores on the New Mexico High School Competency Examination (NMHSCE) for graduation. The following credit break-down will apply for classification in each grade level:

[image: image1]GRADUATION CREDITS
All graduating seniors will be required to have 27 credits.
A.  At the end of the eighth grade and through the eleventh grade, each student shall prepare a Next Step Plan.  Seniors will complete a Final Next Step Plan.  The program of study shall be signed by a student's parent or guardian.

B. Beginning with students entering the ninth grade, successful completion of a minimum of twenty-seven (27) credits shall be required for graduation.  These credits shall be as follows:

(1)
four credits in English, with major emphasis on grammar and literature;

(2)
four credits in mathematics, one of which will be a credit in Algebra II; (Parents can sign a waiver which must be signed by the Public Education Department  if a child is unable to complete Algebra II.)
(3)
three credits in science, one of which shall have a laboratory component;

(4)
three and one-half credits in social science, which shall include, United States History and Geography (one credit),  World History  (one credit)  and United States Government ( one-half credit),  Economics (one-half credit), and  New Mexico History (one-half credit);
(5)
one credit  in Physical Fitness;

(6)
one credit in Communication Skills, with major emphasis on writing and speaking, which may include a language other than English; 
(7)
one credit in Career, Workplace Readiness or Foreign Language;

(8)
one credit in Advanced Placement, Honors, Dual Credit, or Distance Learning;

(9)
eight and one-half credits (ten elective credits for the 2008-2009 freshman class); only the following elective credits shall be counted toward meeting the requirements for graduation:  fine arts, and art; practical arts, physical education; and advanced language other than English, speech, lit/fine arts (drama), vocational education, mathematics, science, social science, computer science, keyboarding, health education, teacher intern, and other electives approved by the State Board.
Students are strongly advised to examine college admission requirements to insure admittance to college of choice.  Increasing college requirements include two full years of foreign language in the same content area.
C.  At the discretion of the teacher, a project can be substituted for a final examination.
D. No student shall receive a high school diploma that has not passed a state competency examination in the subject areas of reading, English, math, science and social science.  If, within five years after a student exits from the school system he/she takes and passes the state competency examination, he/she may receive a high school diploma.

ALTERNATIVE CREDIT
Students are eligible to take outside high school and/or college courses for the purpose of meeting high school requirements and/or earning college credit.  However, students must receive approval by the counselor or Administrator before enrollment.  Eligible courses include those offered by correspondence, internet or classroom participation.  Three college credits are equivalent to one half high school credit.  Seniors who are enrolled to earn credit toward graduation must submit the final grade to Maxwell High School by May 10 of the graduating year.
WORK STUDY PROGRAM FOR SENIORS
Students must follow the following criteria in order to be enrolled in the program: Students must work at least 20 hours a week for at least minimum wage and must work at least 3 days a week sometime between the hours of 12:00 p.m. and 4:00 p.m. Students must present proof of employment through pay stubs every pay period.  Students must be enrolled in or have passed an applied communications course.  If a student loses her/his job during the semester, she/he will have two (2) weeks to find another job.  If after the two (2) weeks, the student has not found a job, she/he must enroll in school all day.  Even if it is late in the semester and there is no chance for credit, the student must be in school.  Intra-family employment is not acceptable. Administrative approval is required for Juniors to enroll in the program.
GRADING SYSTEM

Each semester the student will receive two nine-week grades, one semester examination or project grade, and one semester grade which will be the average of these three grades.  All term reports, book reports, special projects, etc. must be turned in before credit will be given.  No credit will be given for any plagiarized work.
Academic grades indicate the progress a student is making toward the competencies and skills in the subject or program taught.  They become an important part of the student's permanent record and are dependent upon the ability, effort, and determination of the student.  Citizenship grades separately reflect student conduct and shall not be used in determining academic performance.

Our grading system is as follows:

100-97 A+

89-87 B+
   79-77 C   69-67  D+
59 & Below F
 96-94 A

86-84 B
   76-74 C   66-64  D


 93-90 A-
     83-80 B-
   73-70 C-  63-60  D-
SCHEDULE CHANGES AND DROPPING CLASSES
Class schedule changes for the middle and high school students are normally approved the first two weeks of each semester.  On-line class schedule changes will be made on a case-by-case basis. Students must consult the school counselor and complete a Change of Class Request Form.  The Superintendent will make the final decision to approve or not approve the class change.  All factors of scheduling will be considered.  Personal Growth class changes can be made during the semester with the approval of the Superintendent.
PROMOTION, RETENTION AND REMEDIATION
Board Policies 

Remediation programs, academic improvement programs and promotion shall be based on:  

1. State wide assessment results 

2. Alternative school-district-determined assessment results

3. Student performance in school 

A parent or guardian shall be notified no later than the middle of the first grading period that his/her child is failing to attain appropriate grade level proficiency of standards.  The teacher shall discuss with the parent or guardian possible remediation programs available to improve the student’s attainment of proficiency of standards.  

Remediation programs and academic improvement programs include tutoring, extended day programs, and other research based models for student improvement. 

At the end of kindergarten through seventh grade, three options are available depending on a student’s attainment of proficiency of standards: 

1. The student has attained proficiency of standards and shall enter the next higher grade. 

2. The student has not attained proficiency of standards and shall participate in remediation.  Upon certification by the school district that the student has successfully overcome his/her area of deficiency, she/he shall enter the next higher grade. 

3. The student has not attained proficiency of standards upon completion of a prescribed remediation program and upon the recommendation of the Student Assistance Team and school Administrator shall either be: 

· Retained in the same grade for no more than one school year with an academic improvement plan developed by the SAT in order to attain proficiency of standards, at which time the student shall enter the next higher grade. 

· Promoted to the next grade if the parent or guardian refuses to allow his/her child to be retained.  In this case, the parent or guardian shall sign a waiver indicating her/his desire that the student be promoted to the next grade with an academic improvement plan designed to address specific academic deficiencies.  The academic improvement plan shall be developed by the SAT outlining timelines and monitoring activities to ensure progress toward overcoming those academic deficiencies.  Students failing to attain proficiency of standards at the end of the school year shall be retained in the same grade for no more than one school year in order to have additional time to master the required standards.  

At the end of the eighth grade, a student who fails to attain proficiency of standards shall be retained in the eighth grade for no more than one school year in order to attain proficiency of standards.  Failure to obtain required credits will result in a SAT Referral.  The SAT shall develop a specific academic improvement plan that clearly delineates the student’s academic deficiencies and prescribes a specific remediation plan to address those academic deficiencies.    

A student who fails to attain proficiency of standards for two successive school years shall be referred to the SAT for placement in an alternative program designed by the school district.  Alternative program plans shall be filed with the NMSDE.  

Promotion and retention decisions affecting a student enrolled in special education shall be made in accordance with the provisions of the IEP established for that student.  

SUPERINTENDENT’S HONOR ROLL

Students who earn an “A” in all classes will be eligible for the Superintendent’s honor roll.  Honor rolls are issued for each of the nine weeks and semester grading period.

ADMINISTRATOR’S HONOR ROLL

Students who earn an “A” OR “B” in all classes will be eligible for the Administrator’s honor roll.  Honor rolls are issued for each of the nine weeks and semester grading period.

VALEDICTORIAN AND SALUTATORIAN
The student with the highest grade point average in grades 9-12 will be selected as Valedictorian and Salutatorian. Students must have attended their final two consecutive semesters of school in Maxwell.  Students that are eligible to graduate early and have attended seven (7) semesters or less will not be eligible for these honors.  In case of a tie, more than one student may qualify for these honors.  GPA is based on 8 semesters.  A minimum GPA of 3.25 must be held to qualify for these honors.
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NATIONAL HONOR SOCIETY
The National Honor Society is indeed an elite group of students.  Members take pride in their accomplishments and strive diligently toward their goals of attaining a superior education and of contributing to their school and community.

Requirements for members are available from the National Honor Society Sponsor.  The evaluation process will be the responsibility of the Administrator and/or Superintendent.  The induction ceremony will be conducted by the National Honor Society Sponsor.
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EXAMINATIONS

Final examinations or end-of-year projects shall be administered to all students in all classes offered for credit. Seniors who do not have final exams during finals week may be excused, with written parent approval; however, seniors are still required to attend any scheduled final for their participation classes.  No extracurricular activities will be held during semester examination week (except Thursday through Saturday night).   Practices may be held during Finals Week, but they may not be held past 4:30 pm.  
REPORT CARDS AND PROGRESS REPORTS

Report cards will be mailed to the parents on the Thursday following the close of the nine- week period.  
Maxwell Schools understands that both parents and students are concerned about grades and students need to maintain eligibility for extra-curricular activities.  It is for this reason that Maxwell Schools will mail to the parent the student’s Mid-Quarter Progress Reports.   If the student needs help with class work, parents should take every advantage of this service to consult with teachers at this time.  Semester report cards will also be mailed to the student’s home address at the end of each semester.
WITHHOLDING OF GRADES, DIPLOMAS AND TRANSCRIPTS

STUDENT FEES, FINES AND CHARGES

Students shall be assessed the cost for lost or damaged items, such as textbooks, library materials, laboratory equipment, laptops,  small tools, etc., prorated on the age of the item.  Grades, diplomas and transcripts may be withheld from students responsible for damage or loss of instructional materials until restitution is made.  (Legal Reference:  22-15-10 NMSA, 1978 Comp)
Report cards will be held until all past and current fines are paid in full.
FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT
(FERPA)
The Family Educational Rights and Privacy Act (FERPA) afford parents and students over 18 years of age (“eligible students”) certain rights with respect to the student’s education records:

The Maxwell Municipal Schools (The District) is providing notice of these rights, as outlined below:

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

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

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

D. The District classifies the following a Directory Information: student’s name, parent’s name, address, telephone listing, electronic mail address, date and place of birth, participation in officially recognized activities and sports, weight and height of members of athletic teams, dates of attendance, diplomas and awards received, student’s photograph, and the most recent previous school attended by the student.   School officials may release this information to any person without the consent of the parents or the student.  Any parent or eligible student who objects to the release of any or all of this information without his or her consent must notify, in writing, the Administrator of the school where the records are kept by 5 working days following enrollment or re-enrollment.  The objection must state what information the parent or student does not want to be classified as Directory Information.  If no objection is received by 5 working days following enrollment or re-enrollment, information designated above will be classified as Directory Information until the beginning of the next school year.

E. Copies of the complete FERPA Policy adopted by the District may be obtained from the Superintendent’s Office or from the Administrator’s Office of each school within the District.

F. The right to file a complaint with the U.S. Department of Education concerning alleged failures by  the Maxwell Municipal  School District to comply with the requirements of FERPA.  The name and address of the office that administers FERPA are:

Family Policy Compliance Office

U.S. Department of Education 

400 Maryland Avenue, SW

Washington, DC  20202-4605
ARMED SERVICES/COLLEGE ADMISSIONS RECRUITMENT
Recruiters are allowed one visit to Maxwell High School each semester.  The recruiter is responsible for scheduling visits to the school through the counselor at least one week prior to the visit, to minimize instructional impact.    Only students who sign up to see the recruiter will be released from class.  Student names, addresses, and phone numbers are considered directory information, and may be provided to recruiters upon request, unless directory information notice indicates otherwise. 
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PARENTAL NOTICE
MAXWELL MUNICIPAL SCHOOLS

DIRECTORY INFORMATION NOTICE

Dear Parent,

Maxwell Municipal Schools may disclose appropriately designated “directory information” in school publications, or to outside organizations without written consent, unless you have advised the District to the contrary.  Outside organizations would include, but not be limited to, post-secondary institutions, financial aid providers, and military recruiters.  Directory information, which is generally not considered harmful, would include the following:

· Student’s name

· Address

· Telephone number

· Date of birth

· Grade level

· Dates of attendance

· Participation in school activities

· Recognition honors and awards

If you do not want Maxwell Municipal Schools to disclose directory information without your prior consent, you must notify the District in writing by completing and signing the Student Handbook Form. 

If you do not notify the District in writing by November 15th, 2010 then the District may release some or all of the aforementioned directory information.

   PARENTAL NOTICE
Parent Right to Know Regulation

As per the Federal Education Act “No Child Left Behind”, a parent/guardian has the right to request information about the licensure and other qualifications, teaching assignments, and training of their child(s) teacher and any paraprofessionals who may work with their child.

If you are interested in requesting such information, please contact the school at 575/375-2371, ext. 200.  Or you may send a letter to the school requesting this information. Maxwell Schools’ mailing address is Post Office Box 275, Maxwell, NM 87728.

Dr. J. Charles Harrison
Superintendent
ATTENDANCE
There are 147 days in the Maxwell Municipal School Year.  Students attend class four days per week (generally) excluding Fridays and scheduled holidays.  All students are scheduled to attend classes eight periods per school day, except for students that are on a work study program and others who are attending a post-secondary institute for college credit.  Prompt attendance on all school days is important.  Teachers are required to report student absences and tardiness to the central office and keep records.  This becomes part of the student’s permanent record.  The following are examples of excused absences:

1. Illness of the student with a written note from           parent and/or doctor’s note
2.  Death in the family 
3.  Serious illness of the student or a family member
All students who have been absent will report to the Administrator’s Office for an admit slip. Students will not be allowed  in class without an admit.  Students who report to class without an admit will receive an unexcused tardy.  A written note from the parent or guardian explaining the reason for the absence may be presented at this time.  The student will either be issued an "excused" or "unexcused" admit slip.  Students receiving an "excused" absence should follow the guidelines under the topic "Make-Up Work."  Students will be considered absent if they have missed more than half of the class.
Students who are 18 years of age may be allowed to sign themselves out of school. A courtesy call will be made to the parent/guardian.
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THE NEW MEXICO COMPULSORY ATTENDANCE LAW

The law requires that every qualified student be in regular attendance or have a release from the school.  Parents or guardians are responsible for the prompt attendance of the students in their charge.  Any student who misses five (5) unexcused days from any given class without administrative authorization in any semester may be referred to The Children Youth and Family Department.  Any student who is absent for more then nine (9) days per semester either excused or unexcused, from any given class without administration authorization in any semester will not receive credit for that semester.   Parents and students may appeal every absence for the class or classes that they have more than 4 (four) absences in, or have a doctor’s excuse.  Otherwise, on the fourth (4th) absence they have failed that class.  Exceptions will be considered by the administration, if the student absences are excused.  The reason for the absence will be verified.  
Parents will be notified of absence as follows:
A. When a student has accumulated three (3) days , five (5) days, seven (7), and nine (9) days of absence in a semester, letters will be sent to the parent  identifying the dates of each absence and reminding the parents of the Attendance Policy.

B
Upon the student’s accrual of a fourth unexcused absence during the school year, the SAT Coordinator shall notify the student’s parent/guardian and request that the parent/guardian attend a SAT (Student Assistance Team)  meeting to review the plan to prevent unexcused absences.
C.
After the SAT meeting, the Administrator will send written documentation to the parent, explaining the requirement of proof of extenuating circumstances for all subsequent absences and re-stating any other conclusions that may have been reached at the SAT meeting. 
MAKE-UP WORK

Students who have excused absences must see each of their teachers when they return to school, and make arrangements for their make-up work.  It is the responsibility of the student to make the necessary arrangements for make-up work. 
Following an excused absence, a student shall be given a reasonable time by his or her teacher within which to make up the work the student missed during the absence.  A student shall not be provided
the opportunity to make up the work missed during an unexcused absence.

At applicable grade levels, if an absence is unexcused, or if the student fails to make up the work missed during an excused absence within the time permitted, any work for which a grade was taken will be counted as a zero for such student in the teacher's grade book, and averaged into the student's grades for the relevant grading period.

TARDIES

Any student who is not in his/her assigned seat for the class period when the tardy bell sounds will be counted tardy.  If a student will be tardy to school, the parent or guardian shall notify the school office by telephone and may be required to send a written note with the student.
Every third tardy in a class may result in either lunch detention or after school detention.  Disciplinary action for tardiness will be at the discretion of the teacher and/or Superintendent.
A student may have an excused tardy if it results from being held in another class, or from some other unforeseen circumstance.  Individual teachers shall determine the validity of the circumstances.  A student being held late in a class should request a note for the next class.  (See item #22 in discipline policy for discipline actions) 

LOCKER POLICY/ASSIGNMENTS

The Maxwell Board of Education provides lockers for the convenience of students for the storage of books and other school supplies.  

All lockers are owned by Maxwell Municipal Schools and are provided to students for their use during the school year.  Joint control is shared by the Maxwell Municipal Schools and the students.  The administration, upon reasonable suspicion of any student storing any form of contraband, may exercise the right of locker search.  This will be done in good faith with the safety and welfare of students in mind.   No locker decorations/stickers are permitted on the outside of lockers. Students may decorate the wall above their locker.

Locker assignments will be made at the beginning of each school year or upon enrollment.  Individuals are responsible for his/her locker.  Personal locks are not to be placed on lockers unless a key or combination is provided to the Administrator’s Office.
BACKPACKS/PULL-ALONGS

Backpacks are not to be left on the floor in the building hallways.  Due to limited space, students should not “store” backpacks/pull-alongs in classroom or office areas.

VISITORS

Visitors are always welcome in our school.  However, we do require that they check in with the office and acquire a pass prior to visiting or observing classrooms, and that they conduct themselves in an orderly manner during their visit.  The request by a non-custodial parent to visit students in school shall be determined by the terms of the divorce decree, which should be provided prior to such visitations.

Parents/guardians who are here to visit or conference with a teacher should make prior arrangements to see the teacher during her/his preparation period when possible.

Students will not be allowed to have guests attend school with them unless the administration or their designee is notified a day in advance and the guest has obtained a pass from the office.  The student bringing a guest is responsible for that guest’s behavior.

CLOSED CAMPUS
Maxwell High School operates under a closed campus policy.  Upon arrival to school, students are to remain on campus, including during lunch time, until 3:45 p.m.  Authorized areas during lunch include classrooms with teacher supervision, the library, gym and other areas directed by staff performing supervision during lunch.  Students may not return to their vehicle without proper authorization from Administration.   Students needing to leave school for any reason must follow checkout procedures.  Students leaving campus without permission will be considered truant and will be subject to disciplinary action.
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STUDENT DRIVING POLICY
Students will be permitted to drive vehicles to and from school, providing they obey all traffic regulations, but are not permitted to drive during the school day.  Exceptions may be made by contacting the administration.  During school hours, students who drive vehicles to school  are required to park their vehicles on campus in the gym parking lot.  Students are not allowed to be in any parked vehicle during school hours.  Disciplinary actions may include the daily surrender of keys for the remainder of the school year or loss of driving privileges. Before being allowed to park on campus, students must complete a School Student Vehicle Registration Form; provide valid proof of insurance, and driver’s license.  
STUDENTS LEAVING DURING SCHOOL HOURS

No student shall be released from school to accompany a law enforcement official without an arrest warrant.  The Superintendent, Administrator or designee will make a copy of the arrest warrant and will document the time and date of attempts made to contact parents/guardians to advise them that an arrest warrant is being served at school prior to summoning the student from class.

With the exception of parent/guardian notification, the same procedure above, pertaining to law enforcement officials, shall be used when a student is to be removed from school for Human Services Protective Custody, if the parent/guardian is suspected of abuse.

If it is necessary for a parent/guardian to take their child from school or for the child to leave, including students who are eighteen (18) years old or older, permission must be obtained from the office with a written statement or telephone call to/from the parent/guardian. Students must sign out in the office.  In case of emergency, the written permission may follow a telephone call.  If the request is made by someone other than a parent/guardian, then parental/guardian’s written permission must authorize the release to that person.

If a student leaves campus without permission the school is no longer responsible in any way for that student.

USE OF TELEPHONE BY STUDENTS/MESSAGES
Messages from parents or guardians will be delivered to students as soon as possible without interrupting class, or immediately in case of an emergency.  Students will be allowed to use the telephone in the Administrator’s or the Counselor’s Office with permission from authorized school personnel.   Arrangements for going to someone else’s house after school, or staying after school for games, etc., should be made with parents prior to coming to school.   
FOOD AND DRINK
Consumption of food and drink, with the exception of water, is NOT allowed in the classrooms, library, and gymnasium.  Authorized staff may approve exceptions.

USE OF VENDING MACHINES

Students may purchase beverages during the school day.  Place empty bottles in the appropriate waste containers.

MONEY AND VALUABLES

Students should not bring large amounts of money or valuables to school.  Lockers, even when locked, or personal bags are not places to keep items of high value.  If it becomes necessary to bring these items, please ask one of the office staff to provide security.  If the student should discover something missing, they should advise a teacher or the front office immediately.  The school is not responsible for any stolen items.
ACTIVITIES 
Extracurricular Activities are activities not required by Educational Standards for New Mexico which require time either during or outside the regular school day for practice, meeting, events, performances or interscholastic competition.
Co-curricular Activities are those which are an extension of classroom instruction which are required by Educational Standards for New Mexico Schools, or Maxwell Board Policy, and which require no more than five hours per week or twenty hours per month of time for a student outside of the regularly scheduled instructional day for practice, meetings, events, FFA, FCCLA, yearbook, journalism, art, or performances.


In order to participate in extra-curricular activities, students attending Maxwell Schools must sign the following form and abide by the code of conduct.

1. STUDENTS WILL CONDUCT THEMSELVES WITH CLASS AND SPORTSMANSHIP. Misbehavior will not be tolerated at any time or place during school hours or extra-curricular activities.  The first offense may result in temporary suspension or expulsion from the team/extra-curricular activity. 

2. PROFANITY IS NOT PERMITTED.  Students are role models; they represent their team, school, parents, and community.  Students should be proud of themselves and of their school.  Profanity could result in loss of participation privileges.

3. STUDENTS WILL STRIVE FOR ACADEMIC EXCELLENCE. A 2.0 GPA is the minimum requirement for participation.  Maxwell Schools encourage individuals to excel in the classroom and maintain at least a 70% GPA.  All eligibility requirements noted in the student handbook apply.  NMAA policy will be used to address eligibility.  Academic dishonesty (cheating on quizzes or tests, plagiarizing, etc.) can be grounds for suspension or removal from any team and/or club. Violation of this rule will be determined by the school administration.

4. STUDENTS WHO QUIT THE TEAM OR EXTRA-CURRICULAR ACTIVITY DURING THE COURSE OF THE YEAR WILL NOT RE REINSTATED THAT SAME SEASON.  Students are discouraged from moving from one sport to another in the same season.  The decision to allow students to move will be made by the coaches of those sports and the Administrator.
5.STUDENTS WILL NOT POSSESS OR USE ALCOHOL, TOBACCO, OR DRUGS AT   ANY TIME WHETHER ON OR OFF CAMPUS.   Students will be dropped   from the team and may be suspended from other extra-curricular   activities on the FIRST offense and for the remainder of the    school year on the SECOND offense.  
6.STUDENTS ARE LAW ABIDING CITIZENS.  Students found guilty of a   crime resulting in law enforcement/probation referral will be   dropped from team/extra-curricular activities and suspended     from all extra-curricular activities for 150 school days on     the FIRST offense.
7. FIGHTING, TRUANCY, AND DISRESPECTFULLNESS ARE NOT PERMISSIBLE. Students found guilty of fighting, truancy, or being disrespectful toward staff may be suspended and/or terminated from the teams/extra curricular activities.
8. STUDENTS WILL EXHIBIT EXEMPLARY BEHAVIOR ON ACTIVITY BUS TRIPS.  The first offense may result in the loss of bus privileges.
9. INSUBORDINATION TOWARD A TEACHER, COACH, OR ANY SCHOOL PERSONNEL WILL NOT BE TOLERATED.  Students SUSPENDED for such an offense will be terminated from the team/extra-curricular activity and suspended from other extra-curricular activities for at least 36 school days.  On the SECOND offense students can be suspended for the remainder of the school year
10.STUDENTS WILL NOT RECEIVE A LETTER OR AWARD UNTIL ALL ISSUED    EQUIPMENT HAS BEEN RETURNED OR PAID FOR.

11.STUDENTS ARE REQUIRED TO RIDE THE ACTIVITY BUS TO AND FROM      ALL EVENTS, unless prior arrangements have been made by         parents and school administration. If a student rides the       activity bus to a school event the student must also return     on the activity bus unless the parent/guardian of the student    physically signs a written release at the event.   
  12.Students must read and abide by all rules set forth in the         Student Handbook.  

ADMINISTRATION OF DISCIPLINE IN RESPONSE TO SERIOUS CODE INFRACTIONS WILL BE DECIDED BY THE COACH/SPONSOR/ATHLETIC DIRECTOR IN COORDINATION WITH THE BUILDING ADMINISTRATOR.

As a team member/parent/guardian, I have read and fully understand the guidelines, which are required for participation in athletics OR EXTRA-CURRICULAR ACTIVITIES at Maxwell Schools.
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NEW MEXICO ATHLETIC ASSOCIATION SANTIONED EVENTS
ELIGIBILITY

The grades of all secondary students participating will be audited at the end of each nine-week period.  Students must meet the following requirements to be considered eligible:

1)
At the end of each auditing period, the student must have a GPA of 2.0 or 70%, and be failing no more than one class.  If the required grade is not met, the student is ineligible to participate in NMAA contests or NMAA sporting events in that next week.  If the student’s grade is brought up, the student will become eligible the following week.
2)
At the beginning of a semester, if the student is determined ineligible based upon the previous grading period, it is permissible to look at the most immediately completed nine weeks grades.  If the nine weeks grade meet the requirements in item (1), the student would be eligible for the next nine week period only (passed by Board, 9/89).

3)
If the student fails to meet the grade point average requirement, the district has the option to apply the "Cumulative Provision" under the NMAA Handbook, and may petition the NMAA on a case by case informal basis, to achieve approval at the end of each semester. 

Students who are academically ineligible during a grading period (9 weeks) may not practice as defined in the Scholastic Impact Interpretation Document.   However, a student may be permitted to practice the last four and one-half weeks (or 18 school days of the grading period in which he/she is ineligible providing he/she is meeting all three conditions for scholastic eligibility at that point and verification from the Superintendent has been received and approved by the NMAA office in advance of that student being permitted to practice after school or a defined practice period.  This applies to practice only and any student who participates and has not received the verification from the NMAA prior to any practice opportunities during that period.  In addition, the participant and/or school would be subject to further sanctions as a consequence.

Any student absent with an unexcused absence one period or more on the day of an extracurricular activity, or who has an unexcused absence on a Thursday prior to a week-end activity, shall be ineligible for the activity.  Coaches may require additional documentation.
SPORTS PARTICIPATION

Maxwell Schools sponsor a variety of athletic/competitive programs (volleyball, basketball, cheerleading, track, and cross country) open to any interested student.  Maxwell Schools believes that a well-rounded student is one who strives to improve herself/himself physically, as well as academically.  Maxwell Schools emphasizes good sportsmanship.  

No girl or boy is allowed to participate in any athletic program until they have had a physical examination.  This examination is to be conducted at least once a year, by an M.D., CNP, and/or PA and is to be paid for by the parents.

All participating students must also furnish proof of personal insurance coverage prior to participation in any sport in the Maxwell Municipal School District.  The district may have alternative policies available if the student's parent’s desire.

Those individuals not participating in the sponsored activity may not ride in any school vehicle (this includes, but not limited to, school bus, suburban, car, etc.)

Students participating in sports must adhere to the Extra-Curricular Code of Conduct. (Page 23)
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ATHLETIC LETTER AWARDS

All varsity and junior varsity student athletes who participate, remain eligible, and complete that season in each sports program offered will letter at the discretion of the coach.  

UNIFORMS

All uniforms must meet NMAA standards and are subject to approval by the administration.  All uniforms are property of the school district and may not be permanently altered in any way.  Uniforms must be returned to the coach at the end of the season.  Failure to return uniforms to the coach will result in the withholding of report cards, diplomas, and transcripts.
STUDENT COUNCIL

The Student Council helps to coordinate class activities.  It is composed of duly elected representatives, class officers, district, or State Student Council officers from Maxwell Schools, and sponsors.  Parents and students participating in Student Council should familiarize themselves with the Maxwell Student Council Constitution.
The object of the Student Council is to take the ideas of the students and put them into action if they have merit and if the Superintendent approves them.  The Council represents the students and is a service organization, not a policy enforcing or policy making body.
CLASS, CLUBS & ACTIVITIES

Student “Classes” (Senior Class, Junior Class, etc.) and Clubs participate in fund-raising activities for class activities and projects.   These monies are held for each Class and Club in the Activity Fund.    All class activities, including dances, must be scheduled with the help of the Student Council & Sponsor, and approved by the Administration.   

CLASS MEETINGS

Class meetings may be called by the Class President or Class Sponsor.  Class members should be given a twenty-four hour notice of meetings.  In order to facilitate attendance and participation, class meetings should be held during “Personal Growth” periods which are set aside for such meetings.
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FUND RAISING

      Class officers and members, with the advice and consent of the Class Sponsor, should decide what fund raising activities they wish to pursue for the year in order to make money for class activities and trips, if any.   A per-student “quota” will be set by the class for each student to earn in fund raising for the activity or trip.  Students who do not meet such “quota” will be given the opportunity of making up the dollar amount “out of pocket”.

Each class in grades 9 & 10 will be limited to one (1) fund raiser per semester, exclusive of concessions.  Grades 11 & 12 will be limited to two (2) fund raisers per semester.  Exceptions to the limit of fund raisers must be approved by the Superintendent on a case to case basis.  Special fund raising may be allowed with administrative review and approval. Students must submit approved fund raiser to be published on the monthly events calendar.

Monies collected by the student must be turned in to the class sponsor by the time stipulated by the sponsor.  

PROM EXPENSES 

Prom expenses shall not exceed $1,200 with 50% to be paid by the Senior Class and 50% to be paid by the Junior Class.  Ticket prices should be set to recover the costs of putting on the Prom, but not so high as to constitute a fund-raising activity.  

In order to attend the Prom, a student at Maxwell must have purchased a ticket and must not be suspended or expelled from school at the time of the Prom.  In order to attend the Prom, someone from outside of the Maxwell Schools population must also have a ticket and be “sponsored” by a Maxwell student attending the Prom.  Such sponsorship shall include identifying who the person is and obtaining permission from the Administration for such person to attend.

TRANSFER STUDENTS

Transfer students will be eligible to participate in class fund-raising activities from the time of enrollment in Maxwell Municipal Schools.  If such transfer students are unable to earn enough money to participate in the Junior/Senior trip, they would be allowed to make up the difference “out of pocket”.
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The school district provides transportation for local and out of town extracurricular, co-curricular, and other school activities.  When students go to an activity in a school vehicle, it is the school district's responsibility to see that the students arrive at the event safely, conduct themselves in an orderly manner, and return safely.  The following guidelines are therefore established toward these ends:

1.  For field trip activities, other than scheduled athletic events, students must secure written parental approval.  A "field trip" authorization form will be provided by the sponsor of the activity.  Trip itineraries, including departure and arrival times, will be provided to the administration, parents, and students by sponsors when organizing the activities.

2.  The vehicle driver has the ultimate responsibility for the safety and well being of students while in the vehicle.  Rules of conduct provided or stated by the driver pertaining to the behavior and conduct of students on the bus shall be adhered to.  Sponsors will assist in the enforcement of those rules.

3.  Upon reaching the destination and upon return to Maxwell Schools, the school sponsor has primary responsibility for the safety and well being of the students.  Rules of conduct and behavior provided or stated by the sponsor shall be adhered to by students under sponsorship.

4.  Any school-sponsored trip or activity, home or away, serves as an extension of Maxwell Schools, and, therefore, students are expected to abide by the "Student Code of Conduct” (see below) as well as other guidelines of dress and behavior as stated in this handbook.
5.  Students who depart in the school vehicle are expected to return in the school vehicle.  Exceptions will be made only by written parent request to the sponsor.  Parents/Guardians must submit a written request to the teacher/sponsor before students can be released to the parent or guardian.  
6.  Students failing to obey the rules of either the vehicle driver or the sponsor will be subject to disciplinary action upon their return.
7.  Those individuals not taking part in the school-sponsored activity may not ride in any school vehicle (this includes, but not limited to, school bus, van, car, etc.).



Maxwell students are expected to be orderly, courteous, and considerate.  Your conduct demonstrates your character, your awareness, and your respect for the administration, faculty, and other students.  You are a model to other students and a tribute to the school when you behave in a mature and responsible manner.

The administration, faculty, and staff will discourage any behavior which is disrespectful, disruptive to the learning process, or that interferes with the learning activities of others, whether it be in the classroom, the school, or at a school-sponsored activity.

Teachers are encouraged to provide students with written Classroom Rules.  The administration and teaching staff will also maintain records of disciplinary action required.

The following standards are to be maintained at school, on school trips, or at any school-sponsored activity:


· Keep Maxwell Schools and buses clean.   No food or drink is allowed on the bus or school vehicles.  Do not litter.

The use of alcohol, tobacco, and illegal drugs is not              permitted.

· Profane or abusive language is not allowed.

· Safety regulations require that snowballing or rock throwing at or near the school are prohibited.

· Do not deface or otherwise abuse school property or the private property of others.

· Scuffling or fighting is absolutely not permitted.

· Firearms or other weapons are not permitted. 

· Overt displays of affection, other than hand holding, are inappropriate and not permitted.

· Students attending school-sponsored activities will not be allowed to re-enter once they have left the activity   and must leave the school campus for the remainder of the activity.

· Students must adhere to the Maxwell Municipal Discipline Policy.

· No student is permitted to haze, harass, or bully another student or group of students.

SCHOOL CAFETERIA PERIODS
Maxwell Municipal Schools’ students are provided free breakfast and lunch each school day.  Visitors are required to pay $2 for breakfast and $4.10 for lunch.  

Lunch periods are scheduled so that each student has at least 30 minutes to eat lunch.  NO students are allowed to leave campus during their lunch period.   Teachers submit a lunch count of students who wish to eat in the cafeteria early each day.  Well-balanced nutritional meals are then prepared by our cafeteria staff accordingly, and sized portions are served as required by state guidelines.    

The following guidelines apply to students eating in the cafeteria:

1.  No food is to be taken from the cafeteria unless approved by the Administration.
2.  Students eating in the school cafeteria are expected to conduct themselves in an orderly manner, talk quietly and clean their eating area before leaving.

3.  Seconds may be served at the discretion of the head cafeteria cook, and will depend upon food availability, and whether or not individual students have eaten all they have been served.
4.  The cafeteria supervisor is responsible for maintaining order during breakfast and lunch.  Any student who is disrespectful to the supervisor or cafeteria cooks will be asked to leave the cafeteria, and will be subject to further disciplinary action by the administration.

5.  A nutritional beverage is provided with each meal. Students are not allowed to bring their own beverage unless they bring their own lunch.
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USE OF ELECTRONIC DEVICES 
Students may be in possession of any electronic device only if the device is turned off between the hours of 8 a.m. and 3:45 p.m.    If a student violates this rule, the student is subject to disciplinary actions as stated in #28 of the Discipline Procedures Relating to Students. The only exception to this rule is when a teacher gives permission to use such devices as part of a school assignment.  If a student is kept after school the 3:45 time is to be extended until the student is released.
CONDUCT IN THE GYM
1.
Students should cheer the injured player on either side as they leave the court and should not interfere with cheering from the opposing team.
2.   Students should sit quietly or stand at attention during the playing of the National Anthem, the school song, or the opponent’s school song.
3.  
Climbing on the gym rails is not permitted.  Leaning on the        gym rails is highly discouraged.
4.  
Students should act in an orderly manner in the gym when attending school-sponsored activities or they will be expelled from the activity.
5.  
Hanging from basketball supports or rims is prohibited.
6.  
Anyone participating in activities in the gymnasium must wear      gym shoes.


Students are expected to maintain standards of good taste in the way they dress for school.  Any type of wearing apparel which may be disruptive to the educational environment of the school will not be allowed.  Students should use the following guidelines to dress modestly and appropriately.  Interpretation and application of these is at the discretion of the Administrator.  Staff members observing appearances raising concern should refer the matter to the Administrator promptly.  These guidelines are applicable during regular school hours AND at school sponsored events.  The guidelines do not apply to students participating in athletic events.

Shirts and Tops:

1. Tops with shoulder straps must have straps at least two inches in width.

2. Cut off T-shirts must have no more than the original arm material removed.

3. “Net shirts” will not be allowed unless another shirt is worn underneath.

4. Tops and pants must be worn in such a manner that midriffs do not show.

5. The collar opening on blouses or shirts must not be lower than three inches below the collar bone and must not be excessively loose.

6. Button shirts must stay buttoned to the second button from the collar.

7. No trench-type coats, dusters, or stadium jackets are allowed.

Shorts, Pants, Sweats and Skirts/Dresses:

   1. Pants with holes or tears above the knee will not be             allowed.

   2. The wearing of oversized, sagging pants is not allowed.

   3. Shorts, skirts and dresses must reach at least as far as         three inches above the knee.

   4. Coveralls must be buttoned.

   5. Sweatpants may be worn as long as they are clean and             presentable.

 Miscellaneous

1. Students are expected to wear undergarments appropriately.

2. Hairnets, bandanas, caps and hats will not be allowed unless approved by the Administrator.

3. Sunglasses and chains may not be worn in school.

4. Belt ends must be tucked in and not left dangling.

5. No rings or jewelry in pierced locations on the body, other than the ear, will be allowed.

6. No inappropriate pictures or writing on clothing, books, book bags, or skin will be allowed.

7. Visible tattoos are not allowed.

8. House shoes, pajamas, or long underwear will not be allowed as outer wear.

9. Hair styles or clothing that are deemed disruptive, offensive, or gang related are not allowed.

WEAPONS

For purposes of this policy, a “weapon” is any firearm, knife, explosive, or other object, even if manufactured for a nonviolent purpose, that has a potentially violent use, or any “look-a-like” object that resembles an object that has a potentially violent use.

Any student who brings a firearm, weapon, or look-alike weapon to school or school-sponsored activity shall be suspended from school and referred to the appropriate law enforcement authorities for prosecution.  Any student who brings a firearm or weapon to school or school-sponsored activity may be subject to Long-Term Suspension or Expulsion.  If the appropriate law enforcement authority is unable to prosecute because of the “look alike” nature of the “weapon” the Administration is authorized to impose additional school disciplinary consequences. 

SEARCH AND SEIZURE
Certified school personnel or school bus drivers may conduct a search of student's personal property, or school property assigned to that student if they have a reasonable suspicion that a search is necessary as an aid in maintaining school discipline, or that the health, safety or welfare of students may be in jeopardy.

1.
General searches of school property, including lockers and school buses, may be conducted at any time without the presence of students.

2.
Searches of a student's personal property or vehicle parked on school property may be conducted only if a certified school employee or school bus driver has reasonable suspicion that a crime or breach of the school disciplinary code has been or is being committed by the student or if the student's person or property is alerted to by a trained "drug dog".

a.
Search of a student's personal property will be conducted by a certified employee or school bus driver in the presence of another certified employee, when possible.

b.
Students may be asked to empty pockets, purse, back pack, remove jackets or coats, etc.

STUDENT SUBSTANCE ABUSE
A copy of the State Department of Education regulation No. 81-3, dated May 21, 1984 is available in the office.

Student Substance Abuse 

1.  In accordance with Public Education Department Regulation, the Maxwell Municipal Schools Board of Education prohibits students from use, possession, sale, giving away, or transportation of alcohol and/or illegal drugs or drug paraphernalia on school property, at school, at school-sponsored activities, or in school provided vehicles,  For this rule, illegal drugs includes controlled substances, prescription drugs used or possessed without a prescription, solvents or inhalants used for intoxication and those substances possessed, sold, and/or used that are held out to be, or represented to be, controlled substances, illegal substances, or counterfeit in any respect illegal or controlled substances.  Any of these items will be confiscated.

2.
The Superintendent or designee has the authority to suspend, refer for prosecution, and recommend expulsion of students who have been found to be in violation of school rules and/or state laws on alcohol and/or drugs.

3.
The school curriculum shall integrate age-appropriate drug and alcohol education and prevention programs for all students.
DEFINITIONS OF DISCIPLINARY ACTIONS
The following are definitions of disciplinary actions (punishment) which may be used in the Maxwell Municipal School:

A.
Detention:  Requires a student to remain inside or otherwise restricting his/her liberty at times when other students are free for recess or lunch.  No detained student shall be denied an opportunity to eat lunch or reasonable opportunities to go to the restroom.  Friday School or after school detention must be authorized by the Superintendent or designee.  Thereafter when a student is detained after school, the teacher shall notify the parent(s) who shall arrange for transportation, if needed.

B. Immediate Removal:  Immediate Removal means the removal of a student from a class for a period of one day or less.  Regardless of what other disciplinary actions may be considered appropriate, or what other disciplinary actions are implemented, students whose presence pose a danger to persons or property  or a  threat of disrupting the educational process may be immediately removed from school or school sponsored events by any school personnel.
C. School Community Service (SCS):  “School Community Service” in Maxwell Schools may consist of building, yard, or kitchen/cafeteria cleanup or maintenance work.  A student may be assigned to perform such work for a specific length of time, at a specific time.  The student will be supervised by appropriate school personnel, which may include custodial staff or cafeteria staff.
D. In-School-Suspension (ISS):  In-School Suspension in Maxwell Municipal Schools means that a student is suspended from attending regular classes, but is held in isolation in the office or another designated area of the school.  Parents will be notified in writing and/or orally why their child is placed in ISS.  In-School Suspension may be completed on Friday from 8:00 am – 12:00 noon.  Failure to attend assigned day will result in further disciplinary action.
1.
Students in ISS will be expected to complete regular class assignments given by each teacher, and will receive credit for all assignments completed.

2. If the student completes all regular assignments given and has no made-up work to keep him/her occupied, he/she will be assigned additional class work to do.
3. The student will remain in isolation from other students for the entire day during each day of ISS.  Restroom breaks will be allowed, but the student will not be allowed to join other students for lunch or breaks.

E.
Out of School Suspension (OSS)   Out of School Suspension is defined as the removal of a student from school premises and all related school activities for a period of nine or fewer days.  The Administrator or designee has the authority to initiate proceedings for short term suspension.  An informal hearing shall follow immediately after the notice of the charge is given.  The student will be able to state her/his defense at that time.  Parents/guardians will be notified immediately and a letter will follow describing the student offense and stating the date for a parent conference prior to any possible re-admittance of the student into the school.

F.
  Referral for Remediation and/or Counseling

A student may be referred to the Maxwell Municipal Schools SAT (Student Assistance Team) leader after three offenses resulting in ISS or OSS, or any combination of the three.  The SAT is made up of the building Administrator, school counselor, if available, classroom teachers, and if needed, the school nurse.   The SAT will review the repeated infractions and will develop a plan of remediation to attempt to change the student’s behavior pattern.  The plan may include counseling by the school psychologist; however, written permission from the parent is required for counseling.

G.  Referral To Local Law Enforcement Agency or Juvenile Probation Office
The building Administrator or her/his designee is authorized to summon and seek assistance from law enforcement authorities in any case in which the activities of a student are creating a threat to the health or safety of students, or disrupting or threatening to disrupt the educational program, normal operation, or lawful functions of the school.  Any acts of serious and/or repeated misconduct by a student who is currently assigned to the Juvenile Probation Department for monitoring will be reported to the JPO by the school Administrator.  All such reports or referrals are held in strict confidence by the school Administrator.

DEFINITIONS:

Short-term Suspension:

Students removed from school for nine (9) or fewer days may not be allowed to make up missed assignments.   
Long-term suspension:

Students removed for 10 or more days will receive zeros for all assignments or tests given on days of suspension; they will not be allowed to make up work missed. 

Detention/In-School suspension:

Students in “detention” will be expected to complete regular class assignments given by each teacher and will receive full credit earned for all assignments completed.  If a student completes all regular assignments she/he will be assigned additional class work.
"Expulsion" is defined as the removal of a student from the school premises and all school sponsored activities for the remainder of the school year, or longer.

The procedure for initiating long-term suspensions and expulsions is outlined as follows:  The student will not return to school and activities until these procedures have been followed.

Contents of Notice:  The written notice must contain all the following information:

A.  The school rule alleged to have been violated, and a statement of the possible penalty,

B.  The date, time, and place of the re-admittance or hearing, a statement that both the student and parents must be present,

Expulsion Notice:
A.  A clear statement that the hearing will take place as scheduled unless the Administrator grants a delay  or the student and parent agree to waive the hearing and comply voluntarily with the proposed disciplinary action.  Also, a clear warning that failure to appear will not delay the hearing and may lead to the implementation of the proposed penalty by default,

B.  A statement that the student has the right to be represented at the hearing by legal counsel, if they so desire.   Parents/guardians must attend the hearing. The written notice must be given 72 hours before the hearing.  

C. Any other information, materials, or instruction deemed necessary by the administrative authority.

Hearing Confirmation Notice:
A. Hearing confirmation notice must be returned to the Administrator no later than 72 hours prior to the hearing.

B.  The time of the hearing shall be scheduled no sooner than five (5) days from the date of receipt of the notice by the parents(s).

1.  The Administrator shall have discretion to grant or deny a request by the student or the appropriate administrative authority to postpone the hearing.

2.  A student and his/ her parents may elect to waive the formal hearing and comply voluntarily with the proposed penalty or negotiate a mutually acceptable penalty with the designated disciplinarian.

C.  The Administrator shall explain the procedure for the hearing to ensure that an orderly and fair hearing will be conducted.

D.  The Administrator may announce a decision as to whether the allegation of misconduct has been proven at the close of the hearing.  In any event the hearing authority shall prepare, mail or ensure delivery to the student’s parent/guardian the written decision.  The written decision shall confirm the conclusion of said hearing.

Appeal Process:
A.  Upon request to the Superintendent, parents or guardians may appeal the decision of the Superintendent to the Board of Education.  If such an appeal is granted, the board will hear the case during a regular board meeting.  If a private appeal is desired, a minimum of two members of the Board will hear the case during a recess of a regular board meeting.  An appeal will not be rescheduled unless a forty-eight (48) hour notice is given to the office of the Superintendent prior to the appeal.  An appeal will not be rescheduled more than one (1) time.  If legal counsel is desired for the appeal, the Superintendent must be notified three (3) working days prior to the appeal.  Upon the recommendation of the Superintendent and approval of the Superintendent, students requesting an appeal may be allowed to remain in school until the appeal is heard.
B. The review authority's decision shall be the final administrative action to which a student is entitled.
DISCIPLINE PROCEDURES RELATING TO STUDENTS

POSSIBLE CONSEQUENCES WILL BE AT THE DISCRETION OF THE SUPERINTENDENT
	NOTE:  In-School Suspension – ISS
	Out-of-School Suspension – OSS


	1.  Bullying, hazing

 

 

 

 

 
	Any willful act done by  a student, whether individually or in a concert  for the purpose of subjecting such student(s) to humiliation, intimidation or threats of abuse, social or other ostracism, shame or disgrace.

 
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA


	2.  Horseplay

 

 

 

 

 

 

 

 

 

 

 
	Any student conduct or action that, based upon the reasonable judgment of school staff,
 1) threatens or risks physical safety of staff, students or visitors; 
2) may damage school material or property;
 3) disrupts the learning process or the leaning environment;
 4) shall include but is not limited to the acts of intentionally

pushing, shoving, bumping, running into, tripping or grabbing a student or school personnel.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	Verbal warning to lunch detention
	NA

	
	
	Step 2

 
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


	3.A  Battery-Student

 

 

 

 
	Intentional physical or offensive contact, student to student

 

 

 
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	3.B Battery, student

to school personnel

 
	Intentional physical or offensive contact, student to staff or personnel 
	 
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	4.  Possession/

ownership of illegal

drugs or paraphernalia


	Possessing, having under one's control, or using any controlled substances or alcoholic beverages.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 

 

 
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	5.  Possession with 

intent to distribute

 

 

 
	Selling, giving away, or otherwise

transferring to another person any illegal drugs or alcohol.

 

 
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 

 

 
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	6.  Other Substances

 

 

 

 

 

 

 
	Possessing, using any substance, 

material or related paraphernalia which Is dangerous to health or safety which disrupts the educational  process, non-alcoholic beer, inhalants, look-a-likes, and the usage, possession, sale of or distribution of counterfeit drugs.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
 
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
 
 
 
	NA
	Possible expulsion


	7.  Tobacco

 

 

 

 

 

 

 
	Use and/or possession of tobacco or tobacco products by students is prohibited.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	Verbal warning to lunch detention
	NA

	
	
	Step 2
 
	Parent Conference
	NA

	
	
	Step 3
 
 
 
	ISS
	NA


	8.  Insubordination, willful disobedience
	Failure to follow a reasonable direction issued by authorized school personnel
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	9.  Disrespect toward school personnel
	Rude offensive, vulgar, hostile and socially or sexually oriented or discriminatory language or conduct. 

CONSEQUENCES SHALL REFLECT THE SEVERITY OF THE INFRACTION.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	10.  Disruptive behavior and/or use of profanity not directed at an individual
	Behavior that creates a willful interference with the educational process and which is serious enough in nature to be referred.

CONSEQUENCES SHALL REFLECT THE SEVERITY OF THE INFRACTION.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA


	11.  Dress Code Violation
	Dressing or grooming in a manner which disrupts the teaching and learning of others and does not conform to the standards of the school.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA


	12.  Symbols and signs
	1)Wearing of any jewelry, clothing or any other thing, 2) showing of “flashing” hand signs, or 3) stating or yelling slogans or groups names that evidence membership/affiliation in any unauthorized group, the purpose of which is potentially violent or illegal, which threatened the health or safety of students or staff, or which disrupts the education environment.  
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA

	
	
	
	
	


	13.  Weapons
	Revised 2/22/2009

Having a weapon on school grounds or using the threat of a weapon to cause injury is not permitted.  

For purposes of this policy, a “weapon” is any firearm, knife, explosive, or other object, even if manufactured for a nonviolent purpose, that has a potentially violent use, or any “look-a-like” object that resembles an object that has a potentially violent use.  


	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
 
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
 
	NA
	Possible expulsion


	14.  Firearms
	Possession or use or threat to use a gun or a look-alike.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
 
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	15.  Threat to staff
	Written or verbal intent to inflict harm on a staff member or their property.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
 
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	16.  Gang related activity
	Any group activity which is potentially violent or illegal, which threatens the health of students or staff, or which is disruptive to the educational environment.  Examples of these activities may include, but are not limited to, restricting others from a certain area of territory, having a name, having rival enemies and exhibiting anti-social behavior.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	17.  Use of profanity, vulgar gestures, verbal harassment toward students, and/or visitors.
	Directing written statements, verbal comments or physical gestures at staff, students, or school visitors that convey profane, grossly offensive, harassing, intimidating, obscene, inappropriate or sexually suggestive messages.  Such conduct is impermissible and subject to discipline if displayed on school property or at any school related function, regardless of whether the function is on school property.  Examples of such conduct include but are not limited to:  the use of curse words, whistling, or sexually explicit language, or derogatory comments regarding others’ physical appearance.  This could also be consistently disturbing a student by pestering or tormenting in the classroom or elsewhere on the school grounds or at activities.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	18.  Harassment (sexual, verbal, racial, religious) toward a student, staff member and/or visitors.
	Behavior including gestures, physical contact or words that are directed at a student, school personnel, or visitor because of his/her race, or religious preference that are unwanted or unwelcome which would cause a person to feel uncomfortable offended or when the conduct by its nature is clearly unwelcome or inappropriate.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	19.  Student trespassing
	Entering any school property or into school facilities without proper authority, includes any school entry during a period of out of school suspension.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	20. Truancy/Leaving school without permission.
	Failure to report to school or class without prior permission, knowledge, or excuse by the school or the parent.  Leaving school campus once having reported to the school campus or class without prior permission, knowledge, or excuse by the school or the parent.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA


	21.  Vandalism/Graffiti
	Maliciously and intentionally causing damage to school property or the property of others.  Also included situations in which minor damage can be repaired or replaced at no cost to the school district.  Student will be held responsible for damages.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	22.  Tardiness
	Failure to be in the place of instruction at the assigned time without a valid excuse.  Tardies are counted per period, per semester.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA


	23.  Reckless vehicle
	Using any motorized or self propelled vehicle on or near school grounds in a reckless manner or as a threat to health, safety, or as a disruption to the educational process.  
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	24.Robbery, extortion, coercion, blackmail
	Obtaining money or property or the threat of taking money or property from a person by force or threat of force, aggression or reprisal.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	25.  False Alarms
	Reporting of false emergencies to school fire officials or police by student.  Creating a disturbance by the intent of setting off a fire alarm without reasonable belief that an emergency exits.  Calling 911 from campus when no emergency exists.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	26.Theft/Larceny
	Taking property belonging to the school or any individual or group without prior permission.  Knowingly being in possession of stolen property, goods, or contraband.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	27.  Electronics
	Revised 1/21/2009

Students may be in possession of any electronic device only if the device is turned off between the hours of 8 am and 3:45 pm.
The only exception to this is when a teacher gives permission to use such devices as part of a school assignment.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA


	28.  Cell Phones
	Revised 2/22/2009

Students will be allowed to have cell phones  on campus, but they must be turned off during the hours of  8 am and 3:45 pm. 
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	Verbal warning to lunch detention
	NA

	
	
	Step 2
	Parent Conference
	NA

	
	
	Step 3
	ISS
	NA


	29.  Arson
	Intentionally starting any fire or combustion on school property.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	Possible law enforcement notification

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	30.  Forgery/Fraud
	The act of falsifying a person’s name, or altering of any school document and/or fraudulent use of school documents, equipment or technology.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	31.  Bomb Threat
	Reporting to school, police, or fire officials the presence of a bomb on or near school property without reasonable belief that a bomb is present on school property.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	32.  Disruptive and dangerous tactics
	Offenses that are considered dangerous or disruptive including but not limited to playing with fire, possession or explosion of fireworks, riots, walkouts, or strikes.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	33.  Indecent exposure
	The act of exposing one’s private parts in public.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion

	
	
	
	
	


	34.  Internet and e-mail abuse, computer hacking
	The act of violating the acceptable use agreement, (contract) or using the internet at school without signing the school contract.  
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	35.  Academic cheating, plagiarism
	The acts of knowingly using another student’s work or a piece of work from an outside source as one’s own.  The utilization of notes for testing without permission is prohibited.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	No credit will be given to the student for any plagiarized work.
	No credit will be given to the student for any plagiarized work.

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion


	36.  Intoxication
	Student (for example) using abnormal speech or exhibiting abnormal behavior resulting from usage of drugs and/or alcohol such as a lack of coordination at a school site and/or school sponsored activity which would constitute reasonable cause.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	NA
	ISS

	
	
	Step 2
	NA
	OSS, possible law enforcement notification

	
	
	Step 3
	NA
	Possible expulsion


	37.  Usage of vehicle during school hours
	Getting into a parked car without permission (from Administrator) or driving during school hours without permission, or careless driving.
	
	MINOR OFFENSE    
	MAJOR OFFENSE

	
	
	Step 1

 
	Verbal warning to lunch detention
	ISS

	
	
	Step 2
	Parent Conference
	OSS, possible law enforcement notification

	
	
	Step 3
	ISS
	Possible expulsion



PLEDGE TO THE FLAGS POLICY

The pledge to the United States and New Mexico flags may be recited in each school each day.  We have chosen to do this in individual classrooms.  Teachers should be sure that students are aware that this exercise is intended to foster a healthy respect for the ideals upon which the United States and New Mexico is based.  Please note that participation in the pledge is a voluntary activity for any member of our school community.  Individuals may choose not to participate for a number of reasons, including;

1. family or personal convictions of a religious,                       philosophical, or political nature;

2.   citizenship in another sovereign nation; or

3.   as a logical extension of their constitutional rights.

Individuals who choose not to participate in the pledge are expected to conduct themselves in a respectful, non-disruptive manner during the recitation.  This is intended to protect the rights of the participants.  Likewise, the non-participant shall not be harassed or intimidated in any manner for their choice.  Consequently, there are no requirements for any individual to petition for exemption or to formally register his or her objection to participation.  It is sufficient merely to refrain from doing so; teachers are responsible for safeguarding the rights of all parties and for notifying the administration of any actual or anticipated problems.

EQUAL ACCESS POLICY

The Board does not require our schools to create an open forum or meeting place for non-curriculum related student groups to meet on school premises during instructional or non-instructional time.  However, if the Administrator of our schools allow non-curriculum related student groups (e.g. chess club) to meet on school premises during non-instructional time, before or after, groups shall have the right, guaranteed by the Equal Access Act of 1984, to meet on the same basis and are subject to the controls as any other student initiated non-curriculum group.  Subject to reasonable control of the time, place, and manner of the speech, we will not discriminate against those students requesting access to a forum.   Activities, traditionally sponsored by the school, but not directly related with the curriculum, such as athletic activities, school plays, and school talent shows, etc., shall not be considered as creating a "limited open forum".

The Administrator and Superintendent of our school shall have the authority to determine other requirements for the access to the open forum that satisfy the spirit and letter of the Equal Access 
Act and also satisfy minimum standards of fairness.  In satisfying the secondary school's obligations under the Equal Access Act, where an open forum is provided, school employees shall not:


· Influence the content of any prayer or other religious activity in the school;

· Require any person to participate in prayer or other religious activity in the school;

· Provide any public funding of any religious activity other than the cost incidental to the space for the student  meetings;

· Compel school employees to attend any meeting if content of the speech at the meeting is contrary to the beliefs of the employees;

· Sanction unlawful meetings;

· Sponsor such religious meetings;

· Allow meetings which materially and substantially interfere  with the orderly conduct of educational activity within the  school;

· Allow non-school persons to direct, conduct, control, or regularly attend activities of such religious meetings; 

· Limit the authority of the school to maintain order and discipline on school premises, to protect the well being of students and faculty, and to make such regulations as required by considerations of space, safety, and the common good;

· Limit the access to the forum if the requesting students are not of a minimum specified numerical size; and

· Abridge the constitutional rights of any person.

TEXTBOOKS

Textbooks, like other school property, are furnished by New Mexico tax payers and made available for student use each year.  These books are rated according to their condition when issued to the student.  The student is responsible for the book and may have to pay for replacement of the book, if necessary.  If a book decreases in value beyond a reasonable point, State Law requires that the student pay proportionally for the damage done to a book purchased with Instructional Material Funds.  Teachers will check periodically to determine that students are caring for books properly and that students have their own books.  Students will maintain covers on all their issued text books.

State adopted textbooks are furnished to students through the textbook division of the Public Education Department.  Textbooks are expected to last for six years.  Students are held accountable for damage, such as writing, marking, torn pages and lost books.  Students will be assessed for damage to, or loss of, the books assigned to them.   Names of students and teachers issuing the books are to be placed in ink in all books by the teacher when books are issued.  
LIBRARY

ALL CLASSES MUST REMAIN QUIET WHILE IN THE LIBRARY OR THE CLASS WILL BE ASKED TO LEAVE

The library is a place for work.  The rights of those who wish to read and/or do research must be protected by observing the regulations listed below:

· Students should enter the library quietly and remain quiet.  

· Students should bring necessary material for research to the library.

· Books may be checked out for two weeks and renewed if necessary.

· Students must replace reference books, magazines and newspapers before leaving, unless other arrangements have been made with the librarian.

· Students may not take books from the library unless they are properly checked out.

· Students must pay for lost or damaged books.

· Students may check out only two books unless otherwise approved by the librarian.

· Students must return all books to the library.

· Fines will be five cents each day that the book is overdue.

· It is the students responsibility to re-new their books.


ACCESS TO INTERNET          
TECHNOLOGY ACCEPTABLE USE POLICY

In Maxwell Schools there are computer labs containing computers used for teaching keyboarding classes, and general computer applications classes.  All of these computers are equipped with access to the District’s electronic communication system.

Computers in the lab are available for students to use for research or communication related to any class activity or assignment for educational purposes only.  

At the beginning of each school year, or when a new student enrolls in the school, parents are provided in the Student Handbook the Technology Acceptable Use Policy, which is set by the school board. 
  In order for a student to use any computer in the school district, the Technology Acceptable Use Policy/Student Handbook Form for the current year must be signed by the student and the parent/guardian.  The Agreement/Student Handbook Form will be on file in the school office allowing the student to have access to the system.  

PLEASE NOTE:  Students who do not turn in a signed Student Handbook Form will not be permitted to use the internet.

MAXWELL MUNICIPAL SCHOOLS
TECHNOLOGY ACCEPTABLE USE POLICY 

PURPOSE

The purpose of this policy is to provide the procedures, rules, guidelines and code of conduct for the use of technology and the information network in the Maxwell Municipal Schools District.  Use of such technology is a necessary element of the School District’s educational mission, but is furnished to staff and students as a privilege, not a right.  The School District seeks to protect legitimate users of technology by establishing limits on such use and sanctions for those who abuse the privilege.  Eliminating computer abuse provides more computing resources for users with legitimate needs. 

To obtain access to technology equipment; internet services and exchange services, all students must obtain parental consent. 

The signatures on the Student Handbook Form are legally binding and indicate (s) the party (parties) who signed has (have) read the terms and conditions carefully and understand (s) their significance. 

SUMMARY

Public technologies such as computer laboratories, desktop computers, servers, electronic mail, Internet access, and any other form of electronic communication are provided as a service by Maxwell Municipal Schools  (hereinafter referred to as “MMS”) and to students at their respective schools.  Use is a privilege, not a right.  Students should be good citizens; they must refrain from activities that annoy others or disrupt the educational experiences of their peers.  The student is ultimately responsible for his/her actions in accessing the above listed services.  Failure to comply with the regulations below and in the MMS Handbook may/will result in loss of access privileges and/or appropriate disciplinary action.  Severe violations may result in civil or criminal action under the New Mexico Revised Statutes or Federal Law.

OWNERSHIP

All hardware, software, voice-mail, electronic mail, and any other stored documents or data on a retrievable medium including, but not limited to, floppy disks, hard-drives, cd-roms/DVDs, zip drives, flash drives, etc. that are resident on district equipment, are, and shall remain, the property of MMS.  This excludes homework assignments, book reports, and material of a similar nature that the student needs to complete his/her work.

COMPUTER USE

Inappropriate use of any computer or computer workstation can be a severe offense.  Please note that it is a violation of MMS policy to:

1. Copy software; Duplicate copyrighted software.  It is a criminal offense to copy ANY software that is protected by copyright, unless such copying is expressly provided for within the copyright;

2. Use licensed software in a way in which it was not intended; Use licensed software in a manner inconsistent with the licensing agreement.  
3. Copy, rename, alter, examine, install or delete the files or programs of another person or MMS; or to collect, read, or destroy output other than your own without permission of the owner or an MMS official;  

4. Use a computer to annoy or intimidate others, including, but not limited to, sending offensive messages, threatening another person, or intentionally cause a computer system or network to crash;

5. Use a computer for non-school-related activities, including but not limited to, personal or private business, non-MMS sanctioned clubs, organizations, and/or activities; without the express permission of the Network Administrator;

6. Create, disseminate, or run a self-replication program (virus, worm, or any other program that inhibits operation of a computer or network (whether destructive or not), distributing large quantities of information that overwhelm the network including, but not limited to, chain letters, network games, mass copying of files for no specific reason, etc.;

7. Use software not expressly provided by MMS for use on District computing equipment.  Students are not to download executable software off of the Internet for any reason.  This does not restrict a student from downloading and/or printing a document in conjunction with homework or other teacher assigned activities;  

8. Access or attempt to access a desktop, network, or host computer without having obtained the appropriate access log-in ID and password legitimately, and/or through use of log-in information belonging to another person.  This is considered “hacking” and/or “trespass” and will be dealt with appropriately; and

9. Tamper with switch settings, move, reconfigure, or do anything that could damage terminals, computers, printers, or other equipment.  Individuals responsible for damaging these or any hardware, software, computer system, or computer lab in any manner will be financially responsible for all repairs and/or replacements.  This includes, but is not limited to, unplugging cables, plugging cables into inappropriate locations, or other related activities that may cause the network or connection to the network to fail or to function improperly.

INTERNET USE

The Internet is an electronic network connecting millions of computers and individual subscribers worldwide.  The purpose of the Internet is to support world-wide access to business and educational information by individuals.  The use of your account must be in support of educational research and consistent with the educational objectives of MMS.

1. Internet Access.  Internet access may be provided to students for research activities relating to their classes.  Students may also have access to:

A.
Electronic mail communication with people all over the world

B.
Information and news from hundreds of research                institutions

C.
Various discussion groups which include chat rooms

D.
Many library catalogs

E.
The graphics based World Wide Web via a web browser

F.
Electronic bulletin boards

G.Online databases for peer-reviewed journals

2. Network Etiquette.  You are expected to abide by the generally accepted rules of network etiquette.  These include but are not limited to the following:

A. Be polite.  Do not be abusive in your messages to others.

B. Use appropriate language.  Do not swear, use vulgarities or any other inappropriate or suggestive language.  Illegal activities are strictly forbidden. Do not insult or demean another person or group.

C. Do not use the electronic system as a means to harass, intimidate, or bully students, staff or community.

D. Do not reveal your personal address or phone number or that of other students or staff members, except when authorized by a parent and where instructed to do so by a teacher or MMS staff member.  

E. Note that e-mail is not guaranteed to be private.  People who operate the system have access to all mail.  Messages relating to or in support of illegal activities will be reported to the appropriate authorities.

F. Do not disrupt the use of the network by other users.

3. Inappropriate use of an account.  The use of the Internet is a privilege, not a right.  Inappropriate use will result in cancellation of privileges.  The following are examples of inappropriate use.

A. Use or attempt to use another person’s log-in and/or password.

B. Copying, transferring, or duplicating software owned by or registered to MMS.

C. Transmission of, or downloading any material in violation of any national, state, or District regulation is prohibited.  This includes, but is not limited to, copyrighted documents, threatening or obscene/pornographic material.

D. Using the network for commercial, political, personal, or private gain.

E. Communication whose sole intent is not for the purpose of education or school-related research/activities.

F. Chat rooms or any form of chatting is unacceptable. (Unless authorized and needed for off-campus courses.)

CONSEQUENCES FOR INAPPROPRIATE USE

The system Administrators will deem what is inappropriate use and may close an account at any time.  The administration, faculty, or staff of MMS may request the system Administrator to deny, revoke, or suspend specific user accounts.  If, in the opinion of the teacher or system Administrator, a student has failed to comply with this policy, the student may:

1. Be removed from the system for a specific period of time or permanently, depending on the nature of the offense;

2. Be assigned in-school suspension;

3. Be assigned out-of-school suspension;

4. Be removed from class for the remainder of the semester or school year;

5. Lose their Internet account, and/or email account;

6. Be permanently restricted from taking any classes where the computer is a significant part of the curriculum;

7. Be required to pay for damages with regard to technician time, computer resources, or other fees;

8. Be criminally charged under local, state, or federal laws.

MAXWELL MUNICIPAL SCHOOL DISTRICT 

Technology Acceptable Use Contract 

By signing the Student Handbook Form, the student will abide by the MMS Technology Acceptable Use Policy.  The student understands that any violation of the regulations above is unethical and may constitute a criminal offense.  Should the student commit any violation, the student’s access privileges may be revoked, school disciplinary action and/or appropriate legal action may be taken.

The parent/guardian of their student has read and understands the Technology Acceptable Use Policy.  The parent/guardian has reviewed and discussed this policy with their student.  The parent/guardian understands that this access is designed for educational purposes. The parent/guardian also recognize that it is impossible for the Maxwell Municipal Schools System to restrict access to all controversial materials, and the parent/guardian will not hold Maxwell Municipal Schools responsible for materials acquired on the network.  Further, the parent/guardian accepts full responsibility for supervision, if and when their student’s use is not in a school setting.  The parent/guardian hereby gives permission to issue an account for their student, or to otherwise allow him/her access to MMS District computing equipment and the Internet.

MAXWELL MUNICIPAL SCHOOL

Technology Acceptable Use Contract for E-mail accounts

As a user of the Maxwell Municipal Schools e-mail exchange server,

The student recognizes and understands that the district’s e-mail systems are to be used for conducting the educational business only.  The student understands that use of this equipment for private purposes is strictly prohibited.  Further, the student agrees not to access a file or retrieve any stored communication or data other than where authorized unless there has been prior clearance by an authorized MMS representative.

The student is aware MMS reserves the right to review, audit, intercept, access, and disclose all matters on the district’s e-mail systems and servers at any time, with or without employee notice or consent. The student is aware that E-mail is considered district property and public record.  Citizens, constituents, staff are legally allowed to request specific users email records under the NM Public Records Law, so that all communication on said system should be edited for content, relevancy, and appropriateness to school functions. The student is aware that use of an MMS provided password or code does not restrict the district’s right to access electronic communications.  The student is aware that violations of this policy may subject me to disciplinary action.

The student acknowledges that they have read and understand the MMS Technology Acceptable Use Policy regarding e-mail, computer hardware usage, computer software usage, and Internet access.  The student acknowledges that they have read and understand this notice and that a copy of the entire policy has been provided in the Student Handbook.

By signing the Student Handbook Form, the parent/guardian hereby gives permission to issue an email account for my student, or to otherwise allow him/her access to MMS District exchange services provided for email usage.
MAXWELL WELLNESS CENTER

The Maxwell Wellness Center will incorporate educational programs that will improve school attendance and improve the overall health and well-being of students.  Topics to be addressed are bicycle safety, risks of tobacco use, and alternatives to domestic violence, pregnancy, and STD prevention.  

The school based health center will provide blood pressure monitoring, adult immunizations, and allergy shot medication, nutritional information, hearing and vision testing to the community, and mental health referrals.  The nurse will help and collaborate with the individual’s personal physician with the management of chronic conditions such as diabetes, asthma, and cardiovascular disease. Blood glucose monitoring will be available as well as a nebulizer for treatments.  The school based wellness center will provide health information and be a health resource for the members of the community.

The Maxwell Wellness Center is located in the Maxwell Schools’ Central Office.  The center provides health care for students, families and community members.  Appointments to see a licensed nurse practitioner may be made by calling the Maxwell Wellness Center at 375-2389

SCHOOL NURSE/MEDICATION POLICY
Maxwell Municipal School District provides the services of a Registered Nurse who is on duty during the school day.  The nurse’s office is located in the Central Office Building.  If a student should become injured or seriously ill, the nurse will be called to attend to the needs of the student.  In non-emergency cases, students must be given a pass to go to the nurse’s office.  Students are not to go to the nurse’s office during passing period.

Ideally, all medication should be given at home.  However, the Board recognizes that at the present time many children are able to attend regular schools because of the effectiveness of medications in the treatment of chronic disabilities and illnesses.  Students needing to take medication, prescription or non-prescription, may have the nurse administer the medication.  In the nurses’ absence, other school personnel may observe and record that the student self-administered the medication.  All medication has to be in the original container.

If the medication is given over a period of time, a signed and dated written consent form needs to be on file. (See page ​​​​​​​​​​​​​​​​​​​​59.)    If a non-prescription medication to be given for an acute problem, the parent or guardian must be called for documentation for verbal permission.  A record will be kept on file.

If a student has been diagnosed with asthma or diabetes and requires medication on an “as needed” basis, the State of New Mexico has set in place a regulation which provides permissions.  (See permission document on page 61.)  

Maxwell Municipal Schools

Authorization for Medication at School

ASTHMA AND DIABETES ONLY
Student's name: (please print)  _________________________________

Date of Birth:_______________________ School:  ______________

Name of medication:______________________ Dosage:_______________

Time/times of administration:_________________________________________________ 

Duration: (for how many days) __________________________________

Reason to take medication:_______________________________________

Name of Doctor, Nurse Practitioner, or PA _______________________

Phone of care provider  _________________________________________

"Students who have a medical diagnosis of asthma or diabetes and comply with the NM state law and rules to carry and self-administer prescribed medication(s) under specified conditions shall be permitted to do so if in doing so he/she does not endanger his/her own person or other persons through misuse of the medication.  The Maxwell School District, its employees or agents may confiscate a student's medication if the student's self-administration of the medication exceeds the students' prescribed dosage or if the student endangers other with his/her medication.  This policy will be compliant with NM state law and administrative codes regarding the extent of and duration of authorization to carry and self-administer medications in the school setting."

Parent/Guardian Statement:

__________ My child is capable of carrying and self-administering his/her own medication at the appropriate time and in the appropriate way.  I give my permission for my child to do so.

I agree to:  Keep track of and replace the medication as needed.  Provide the school with the properly labeled bottle from the pharmacy.  Provide the school with a new medication form for any changes in the above order.  That notwithstanding any provision of state law to the contrary, the school (including its employees and agents) is to incur no liability as a result of any injury arising from such self-  Administration of medication and that I will indemnify and hold harmless the school (Including its employees and agents) against any claim arising out of such self-administration of medication.

Parent/Guardian signature: ______________________________Date:______________

Home phone




Work phone



 
Maxwell Municipal Schools

Authorization for Medication at School

Student's name: (please print)  ___________________________

Date of Birth :_________________ School:_________________

Name of medication:______________________ Dosage:________________________

Time/times of administration:_____________________________________________ 

Duration: (for how many days) ______________________________

Reason to take medication:________________________________________________

​_

Name of Doctor, Nurse Practitioner, or PA __________________

Phone of care provider  ___________________________________

"Students who have a medical diagnosis of asthma or diabetes and comply with the NM state law and rules to carry and self-administer prescribed medication(s) under specified conditions shall be permitted to do so if in doing so he/she does not endanger his/her own person or other persons through misuse of the medication.  The Maxwell School District, its employees or agents may confiscate a student's medication if the student's self-administration of the medication exceeds the students' prescribed dosage or if the student endangers other with his/her medication.  This policy will be compliant with NM state law and administrative codes regarding the extent of and duration of authorization to carry and self-administer medications in the school setting."

Parent/Guardian Statement:

__________ My child is capable of carrying and self-administering his/her own medication at the appropriate time and in the appropriate way.  I give my permission for my child to do so.

I agree to:  Keep track of and replace the medication as needed,

Provide the school with the properly labeled bottle from the      pharmacy

             Provide the school with a new medication form for any changes in              the above order.

             That notwithstanding any provision of state law to the contrary,              the school (including its

             Employees and agents) is to incur no liability as a result of any              injury arising from such self-

             Administration of medication and that I will indemnify and hold               harmless the school 

             (Including its employees and agents) against any claim arising                out of such self-administration of medication.

Parent/Guardian signature: ________________________________Date:_____________

Home phone_________________________work phone or cell phone__________________

           Defining Elementary School Expectations

for

Maxwell Elementary School

1. Please use positive language.

2. Reduce negativity.

3. Avoid using words like no, don’t, not, and never.

	Location
	B

Be Responsible
	E

Expect Success
	A

Act Safely
	R

Respect

	Library


	1. Leave food       and drinks       outside.

2. Treat            computers

   gently.
	1. Handle books

   lovingly.

2. Use                bookworms.
	1. Share and       respect         spaces.

2. Walk and use 

   classroom       rules.

3. Put loose       books in        basket.
	1. Use quiet      voices.

2. Be courteous    and respect    Librarian’s    desk.

	After school

  Program


	1. Bring homework

   assignments,

   pencil, and      paper.
	1. Be ready to        start work         promptly.

2. When in            doubt, follow      all school         policy and         rules.
	1. Follow          Library

   Rules.
	1. Obey and       listen to      adults at      all times.

	Classroom
	1. Have your 

   materials        ready to start    class.

2. Complete make-

   up work when

   absent.


	1. Come to class

   ready to learn.

2. Have homework

   complete and 

   ready to turn      in.

3. Stay on task.
	1. Respect         others’

   personal        space.
	1. Use quiet      voice.

2. Turn in lost    and found      items to 

   the teacher.

	Hallway/

   Bathroom


	1. Walk straight

   and tall;        hands at your    sides.
	1. Leave the halls

   and bathrooms

   as clean as you

   would like to

   find them.


	1. Leave play

   behavior        outside.

2. Pick up         litter.

3. Close lockers

   quietly.
	1. Use quiet      voices and     helpful

   Words.

	Playground


	1. Notify an        adult if         problems         occur.

2. Keep hands,      feet, and        other objects    to yourself.
	1. Share the          play areas and     the fun.

2. Keep your

   attitude bright.

3. Keep playground

   clean.
	1. Feet first,     one at a time    on the          slides.

2. Be a straight

   swinger.


	1. Allow          everyone

   to             participate.

2. Think of       others

   feelings,      teasing

   hurts.



	Location
	B

Be Responsible
	E

Expect Success
	A

Act Safely
	R

Respect

	Gym
	1. Use gym shoes

   or socks.

2. Use equipment

   appropriately.

3. Gather your

   things before

   leaving.


	1. Return 

   equipment to its

   place.

2. Follow play-

   ground rules.
	1. Use good        health

   habits.

2. Leave jewelry    in locker or    backpack.
	1. Follow the

   teacher’s      directions.



	Bus


	1. Use quiet        voice.

2. Stay seated.
	1. Greet the          driver.

2. Thank the          driver.
	1. Walk single     file onto the    bus.

2. Stay a safe     distance away    from the bus    when waiting    to load.
	1. Clean up       after          yourself.


Defining Behavior Expectations for     Maxwell Middle & High School

B – Be Responsible
E – Exhibit Courtesy
A – Act Safely
R - Respect

	Location
	B

Be Responsible
	E
Exhibit Courtesy
	A

Act Safely
	R

Respect

	Passing Areas/ Foyer/Hallways


	1. Keep personal items contained & respect others property.

2. Be in class on time.

3. When using hallway pass, only go to designated area & return promptly.
	 1.    Leave areas as            you found them,          or cleaner.

2.  Treat others as you want to be treated.

3. Use manners.

4. Take initiative to help others in need.  
	1. Keep hands to yourself.

2. Walk instead of run.

3. Avoid horseplay.
	1. Remain quiet in hallways while classes are in session.

2. Use appropriate language & indoor voice.

3. Recognize & greet adults when passing.  

	Bathrooms


	1. Report when soap and paper products are empty.

2. Report any maintenance issues.

3. Bathroom use should be during passing period only, unless an emergency.
	1. Clean up after yourself.

2. Treat others as you want to be treated.

3. Flush toilets after use. 


	1. Use water wisely.

2. Wash hands when done.

3. Avoid horseplay.
	1. Leave area as you found it, or cleaner.

2. Use appropriate language & indoor voice.

3. Graffiti is unacceptable.

4. Respect others privacy.

	General Classroom


	1. Bring all materials necessary, treat them responsibly & keep in good condition. 

2. Be to class on time, in seat when the bell begins to ring.

3. Be prepared for class, mentally and physically.
	1. Keep hands and property to yourself.

2. Be positive in all you say and do.

3. Exhibit proper classroom etiquette.

4. Address teachers by proper title.
	1. Control your temper.

2. Follow all safety rules.

3. Please refrain from bringing food or drink into classroom.
	1. Listen actively.

2. In order to get respect, give respect.

3. Use appropriate language.

4. Stay on task.

5. Wait for teacher to dismiss class.

	Location
	B

Be Responsible
	E

Exhibit Courtesy
	A

Act Safely
	R

Respect

	Gym
	1. Wear gym shoes on floor at all times.

2. Use equipment appropriately.

3. Dress out daily.
	1. Please return equipment to appropriate location.

2. Please wear clean clothing.

3. Teasing is unacceptable.
	1. Follow instructions.

2. Use appropriate hygiene.

3. Avoid contact with bodily fluids.

4. Keep physical contact appropriate. 

5. Stay off railing.
	1. Clean up after yourself.

2. Place clothing and other items in your locker.

3. Use appropriate language.

	Bus


	1. Share seats if necessary.

2. Be on time.
	1. Greet driver when boarding bus.

2. Thank driver when exiting bus.

3. Treat others as you want to be treated.
	1. Keep all body parts inside bus.

2. Stay seated at all times.

3. Avoid distracting driver.
	1. Clean up after yourself.

2. Use appropriate tone of voice and language.

	Parking Lot


	1. Littering is unacceptable.

2. Older students should ensure safety of younger children.
	1.  Keep hands off            vehicles.


	1. Be aware of your environment.

2. Walk instead of run.
	1.  Vandalism is                  intolerable.



	Cafeteria


	1. Keep a single-file line.  

2. Place tray gently in the clean-up window.  

3. Once you sit, stay in the same seat.
	1. Greet cooks on arrival.

2. Thank cooks when departing.

3. Complements about food are encouraged; negativity is unacceptable.  
	1. Use utensils properly.

2. Keep hands, feet & other objects to yourself.   

3. Horseplay is unacceptable.  
	1. Clean up after yourself.

2. Use appropriate language & indoor voice.  

	After-School Program
	When in doubt, follow all school policy and rules.
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ATTENDANCE REQUIRMENTS:





A parent or guardian shall notify the school each day his or her child will be absent from any class and the reason for the absence; or shall provide a written and signed verification of the reason for the student’s absence, to be presented upon the first day a student returns to school from any absence.  If a student has been absent for two (2) or more consecutive days due to illness, the Superintendent or his/her designee may require written verification from the student’s professional health-care provider.
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SAT: Student Assistance Team





CYFD:  Children’s Youth &          Families Department
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