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STUDENT GUIDELINES
DISTRICT ATTENDANCE PROCEDURES/PROTOCOLS

GENERAL INFORMATION

In the event a pupil is to be absent from school, a parent(s)/guardian(s) is required to call and notify the
office regarding the absence. Calls should be made at least thirty (30) minutes prior to the opening of
school, Calls will be received by an answering device twenfy-four (24) hours a day. The
parent(s)/guardian(s) should indicate the pupil's name, homeroom teacher, and reason for the absence.

A pupil returning from an absence of any length must submit to the homeroom teacher a note stafing the
reason for the absence, dated and signed by the parent(s)/guardian(s). A physician’s note explaining the
pupil’s absence for five {5} or more days is required. It is recommended that a physician's note be
obtained for all visits. Children participating in “Take Our Children to Work Day” (fourth Tuesday in April) will
be considered absent (excused absence if school is notified).

CO-CURRICULUM ACTIVITY PARTICIPATION

In order to participate in a co-curricular activity, students must be in scheol for no less than 3.5 hours of any
given full session school day. Any pupil who goes home due to medical reasons may not participate in any
activity held fater the same day.

ABSENCES DUE TO VACATION AND/OR ILLNESS

Absences due to vacations will be counted in the total number of days absent from school. The following
guidelines must be followed relative to absences that will result due to a vacation:

» When vacations during the school year are planned by parents, a writen notice is to be sent to the
school at least one week in advance of the infended vacation. Students wili obtain their
assignments upon returning o school.

« Students absent for five days or more miss a substantial amount of class work. Itis the
responsibility of the parent to ensure that missed assignments are completed.

«  Upon retum from vacation, the student will be provided time to make-up missed assignments as

follows:
« School Days Absent ======>Calendar Day to Make-Up Work
1 day sosmrmzumsEsy | day
26 days mmmm=====> 3 days
7 or more days =====> 5 days

Upon returning to school after an iflness, students should meet with each individual teacher to arrange a
work make-up schedule within a reasonable period of ime. If a student is absent three consecutive days,
a parent(s) or guardian(s) may contact the guidance office for missed assignments. The work will be
available the following day at 3:00 P.M. for pick up. Elementary students who are absent should check
with friends; Middle School students should check with friends andfor call the Homework Hotline.

LATE ARRIVAL AND EARLY DISMISSAL
Students who are not in their homeroom by the time listed below are considered to be [ate:

Haines Sixth Grade Center 7:45 AM.
Memorial Middie School 7:45 AM.



[f a pupil is late to school, hefshe must be accompanied to the office and signed-in by the
parent(s)/guardian(s). If the pupil enters alone, the parent{s)/guardian(s) will be contacted and reminded of
the correct procedure.

No pupil shall be permitted to leave school before the close of the school day unless he/she is met in the
school office by histher parent(s)/guardian(s) or person authorized by the parent(s)/guardian(s) to act in
his/her behalf. Parent(s)/Guardian(s) are asked to make every effort to schedule student appointments after
the school day or at night in an effort to avoid students.

ABSENCE/TARDINESS CONSEQUENCES

The following administrative actions will be taken after the specified number of absences or tardiness in
accordance with atfendance regulations:

ABSENCES
ATTENDANCE BENCHMARK ADMINISTRATIVE ACTION
5 Days Absent «  Confirmation letier to parent(s)/guardian(s)
{(Middle School Only)
10-14 Days Absent +  First written noftification to parent(s)/guardian(s} by
principal
+  Conference may be required at principal’s discretion
15-20 Days Absent «  Second written notice
» Conference required with principal andfor support
team
« Action plan developed to improve attendance and
address academic achievement
+  Possible referral to Medford Township Municipal
Court
«  Consideration for retention
23-25 Days Absent +  Third written notice
«  Conference required with principal
+  Complaint filed in Medford Township Municipal Court
+  Pupil Assistance Commitiee required to address
possible retention and/or to develop/revise action plan
TARDINESS
TARDINESS BENCHMARK ADMINISTRATIVE ACTION
2 Days Tardy » Third and subsequent unexcused lateness during a
report period
5 Days Tardy +  Confirmation letter to pareni(s)/guardian(s)
» Student consequences may be assigned at the
discretion of the principal
10-14 Days Tardy »  First written notification to parent(s)/guardian{s} by
principal
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10-14 Days Tardy (continued) +  Conference may be required at principal’s discretion

« Student consequences may be assigned at the
discretion of the principal

15-20 Days Tardy +  Second written notice
»  Conference required with principal andfor support
feam

+ Action plan developed to improve tardiness and
address academic achievement

+  Possible referral to Municipal Court over 21 days

23-25 Days Tardy +  Third written notice
+  Conference required with principal
+  Complaint filed in Medford Township Municipal Court

+  Pupil Assistance Committee required develop/revise
action plan

UNEXCUSED ABSENCES

in N.J.S.A. 18A:38-25-31, N.J.A.C. 6:3-9, and N.JA.C. 6A:16-7.8, the New Jersey Department of Education
defines an unexcused absence as an absence for which no communication has occurred between the
school and the parent. in other words, the parent did not report the absence to the school and the school
was unable to contact the parent regarding the absence. The following administrative actions will be taken
after the specified number of absences in accordance with the above regulations in addition o the actions
specified in the school's disciplinary code:

One to Four Unexcused Absences - Truancy Officer to investigate absence. Principal forwards
written nofification to parent{s)/guardian{s} and conducts a conference. An action plan is
developed to remedy the situation.

Five to Nine Unexcused Absences — Truancy Officer provides documentation for principal.
Principal forwards written notification to parent{s)/guardian(s) and conducts a conference. The
action plan will be revised and the matter will be referred to the building Pupil Assistance
Committee. The matter will be reported to DYFS and the pareni{s)/guardian(s) will be advised that
the issue will be referred to Medford Township Municipal Court if unexcused absences exceed nine
days.

Ten or More Unexcused Absences ~ Principal forwards written notification to
parent(s)/guardian(s) and conducts a conference. Principal makes a mandatory referral to Medford
Township Municipal Court utilizing Truancy Officer's documentation.

DRESS CODE

The Dress Code of Memorial School is designed to establish guidelines which permit students to
exercise freedom of choice and responsible decision-making in selecting attire that is appropriate
for school. Because the manner in which students dress has a strong effect on their aftitude and behavior,
students are expected to be neat, clean and dressed in moderation.

Students should consider the following guidelines when planning their attire:
1. Clothing should be mid-thigh or longer in length.

2. Hats are to be removed upon entering the building and placed in the locker. Head bands are
permitted. No other head covering is permitted except those worn for religious observations,



3. Clothing that is excessively tight, sheer, brief, low cut or revealing, so as to be embarrassing or
immodest will not be permitted.

4, Clothing imprinted with obscene vocabulary, inappropriate images or double-meaning slogans will not be
permitted.

5. Clothing which advertises or promotes alcohol or tobacco products may not be worn.

6. Itis not permitted for skin fo show from chest to below mid-thigh, whether it be uncovered or visible through
sheer or open material.

7. Tank type tops and muscle type shirts may not be worn.

8. Sunglasses, glazed andfor tinted glasses may not be worn inside school buildings unless permission is
granted by the school nurse.

9. Chains of any type are not permitted to be worn andfor attached to clothing as they are a safety concern.

10. Any mode of dress which a principal decides is a safety hazard, health hazard, or a distraction fo others
may not be wom.

It is the intent that parents and students will follow the guidelines as listed above. However, if a student
wears inappropriate clothes to school, he or she will wait in the office untit appropriate dress is brought from
home. Confinued disregard for the dress code may result in disciplinary action.

BUS RULES

The following regulations have been made concerning the duties of the bus driver and the behavior
of students on the bus and/or the bus stop.

1. It is Board of Education policy that students may not ride on any other bus than their regularly
assigned bus.

2. Students must get on and off the bus at assigned stop unless a change has been approved by the
transportation director at 609-953-5841.

3. The driver is completely in charge of the bus and pupils. The bus driver has the same authority on the
bus as a teacher in the classroom.

4. Serious mishehavior by students will result in suspension from riding the bus. If this occurs, parents will
be responsible for providing transportation to and from school.

5. Outside of ordinary conversation, classroom conduct must be observed.
6. Any and ali damages tfo the bus incurred by maliciousness will be paid for by the student’s parents.

7. No food of any kind will be eaten on the bus. This includes chewing gum. Pupils are to assist in keeping
the bus clean.

8. Students must obtain permission from the bus driver to open bus windows.  Students who open bus
windows are responsible for closing them before leaving the bus. No pupil shall, at any time, extend his
or her hands, arms or head out of the window, whether the bus is in motion or standing still.

9. Pushing, fighting or other unnecessary disturbances will not be folerated on the bus or af the bus stop.

10. Al students are to remain seated until the bus arrives at the designation (bus stop or school) and comes
to a full stop.

11. Pupils are to leave the bus in an orderly manner. They must not cross the highway until given a signal fo
do so by the proper person. Pupils who have fo walk for some distance along the road to the bus
loading zone or fo their homes, should walk on the left side, facing oncoming traffic.

12.Treat other students as you would like to be treated. Refrain from name calling or other belittling acts
toward other students,

13.All students assigned to a school bus must ride the bus o and from school unless other arrangements
are made via the administrative and fransportation offices. Parents are requested to forward any
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changes in travel arrangements in writing. Students riding will not be permitted to walk home
without confirmation from the office. Students leaving the school grounds without authorization are
subject to disciplinary action.

14.Pupils must see that they have nothing in their possession that may cause injury to others and shall
handle their personal belongings in a manner in which they will not constitute a hazard to others.
15. Pupils must wear sear belts on busses so equipped with restraints.

WALKERS

Any students walking to school and not assigned to ride the school bus are to arrive at school no earlier
than 7:30 a.m. Al walkers must leave the schoot grounds immediately upon dismissal. At no time wil
walkers be permitted to ride a school bus. Additionally, walkers are to stay on the paths provided and avoid
the Haines and Memorial School areas.

Any bussed student needing permission to walk home after school must submit a parental request
in writing to the administrative office. This request should be submitted twenty-four hours in
advance. A pass will be issued for the period indicated in the request.

CORRIDOR PASS

When classes are in session, students using the corridors must have a corridor pass and are expected to
move to their designated area in a timely fashion. Students found in the corridor without a pass will be sent
back to the classroom and will be subject fo action in accordance with the disciplinary policy. (The only
exception warranted is emergency nurse visits).

LOCKERS

Students will be provided with a locker. Lockers are the property of the school and will be subject to
periodic and random inspection. They may be opened and searched by the administration at any time.
Students are not permitted to place any decorations on the outside of a locker. Balloons are prohibited on
lockers or anywhere in the building.

Report any malfunction of the locker to the homeroom teacher. DO NOT SHARE YOUR COMBINATION
WITH OTHERS. Any student with a hanging lock may not replace the lock with one from home. Al lock
replacements must be purchased by the student assigned to that locker through the school office.  Any
unofficial lock will be cut from the locker.

Students may visit their lockers before school, before lunch, after lunch and at the close of the school day or
any other time designated by the team. Kicking focker doors open is prohibited. Any student kicking his or
her locker will be subject fo disciplinary action and will be required to pay the cost of repairing the locker.

CAFETERIA

Our comprehensive cafeteria services are an integral part of the total school program.  Meals are carefully
planned so that students may be served well balanced meals at a nominal cost.

The following practices are to be followed by students:

1. All students must know their personal identification number fo purchase any food item in the cafeteria.
This number is confidential and should not be shared with any other student.

Complete lunches may be charged in an emergency (Maximum number charged - 3 totals).
Students should spend lunch money on & healthful lunch before purchasing snacks.
Courtesy is expected in the service lines.

Aluminum, paper and garbage should be placed in the proper containers,

No glass containers are permitied in school or the cafeteria.

Each student is required to leave the floor and table clean before leaving. If you do not abide by these
directions, you may be asked to assist in cleaning the cafeteria.

8. Any student throwing food or any other object for any reason is subject to disciplinary action.
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9. Books and book bags should be placed in the student’s locker prior to lunch period.
10. Students are permitted fo leave the cafeteria with an appropriate pass.
11.Students are required to follow directions given by any adult staff member.

12.Weather permitting, students are encouraged fo go outside during their lunch period. In inclement
weather, students usually remain in the lunch room. Students should bring independent reading material
or an acceptable game to play until dismissal.

13. Students should avoid bringing food from home for celebration.

ASSEMBLY PROCEDURES

Assembly programs are intended fo be educational and enjoyable. Your cooperation is necessary if these
programs are to be successful. This means that you:

1. Move quickly and quietly to and from the assembly hall.
2. Show respect toward the speaker or performer,

3. Give undivided attention fo the presentation.

4. Follow directions at all fimes.

STUDENT EXPECTATIONS FOR BEHAVIOR

The best guide regarding what is proper behavior is your own common sense. Students are expected to
conduct themselves as responsible individuals during the school day and when attending any schoot
sponsored functions, events or activities. You must adhere to school rules established to insure a good
learning environment. Students who do misbehave by violating these rules will be treated FIRMLY but
fairly. Students who exhibit poor behavior during the school year may be excluded from class trips,
activities and/or graduation,

All teachers share the responsibility of maintaining an orderly school atmosphere. They may discipline any
siudent whether they have that student in class or not.

If students are to develop the self-discipline necessary for learning and fiving, they have a right to know what
is expected and prohibited, the reasons and probable result of rule infractions. For this reason, the
disciplinary policy should be closely read and understood by parents, students and all staff. The disciplinary
policy is subject to annual revision.

1. Complete and submit assignments on time.

Chewing gum or eating is not permitted.

Act cooperatively and responsibly so that classroom instruction is not interrupted.
Inappropriate language or gestures are not permitted.

Act responsibly on school premises and off campus during school functions (e.g. lavateries, hailways,
field trips, efc.).

6. Show respect to all school staff members.

7. Practice self-control; demonstrate respect for the rights, property, and feefings of others.
8. Do your “own” schoolwork.

9. Use school property/facilities with care (refrain from decorating school lockers).
10. Adhere to bus regulations — give drivers respect and cooperation.

11. Physical and/or verbal confrontations are not permitted.

12. Students are not permitied to sell anything in school.

13.Insure that school forms and notes requiring a signature are returned to school.
14.Understand that falsifying a parent's or guardian's signature is wrong.

15. Possession/usage of cigarettes, lighters and matches is not permitted.

16. Possession/usage of infoxicants or narcetics is not permitted.
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17. Possession of weapons or dangerous materials is not permitted.

18. Attend all classes and do not leave school grounds without authorization.

19. Arrive at school on time — you are accountable for unexcused lateness.

20. Refrain from being in any location in the building without a teacher being present.
21.Refrain from engaging in the sexual harassment of pupils or staff members.

JEACHERS' ROLE

The teacher will admonish students for the first three incidents related to the minor infractions as listed
below. Consequences for the first three offenses may include: parent contact, lunch or after-school
detention, and team restriction, etc. Cooperative efforts with guidance should be intiated by the team
leader to assist students with behavioral improvement strategies. The first three offenses must be
documented utilizing the disciplinary referral form, a copy of which must be forwarded to the administrative
office for filing. Repeated minor infractions may result in the student being required to meet with the
teaching team, counselor or Child Study Team prior to being referred to the appropriate administrator.

1. Misbehavior in class

Gum chewing

Lateness to class

Mishehavior in the lavs, hall, cafeteria, efc.

Failure fo bring in excuses for absences, report cards or other requested items
Eating in class

Possession or use of nuisance items

Running in the hallways

Use of portable radio, celi phone, Walkman, CD players, and or electronic devices in school.
1st offense - Confiscation, warning/ device returned at end of day.

2nd offense - Confiscation, parent contact/device returned to the parent.

3rd offense - Confiscation, device given fo an administrator. Referral to principal will be treated as
defiance or insubordination.

Twenty-four hour notice to parent/guardian is required for an after-school detention.

SUBSTITUTE TEACHERS' ROLE

Students must realize that & substitute teacher has the same authority as the regular teacher. All students
are to show respect and cooperation toward the substitute. Any infraction of the rules will be treated
according fo the discipline policy.

PRINCIPALS' ROLE

The Administrators will deal with cases referred to them by the teams and by teachers for major infractions
(e.g. defiance, fighting, obscene language, smoking, etc.) The Administration has various options in
dealing with referrals:
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1. A warning to the student that any further occurrence will result in suspension.

Time out in a supervised environment with a school staff member.

Administrative detention. Parents are to assume responsibility for transportation home.
Behavior contract.

Parental conference,

Immediate referral to their Building Principal for suspension.

7. Referral fo the Child Study Team or Guidance Office.

The Building Principal has the authority to suspend a student from school. After three suspensions,
the Superintendent will be notified and expulsion may be recommended.
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STUDENT RECORDS

DISTRICT POLICY

Medford Township Public Schools' Policy Guide and Administrative Regulation 8330, "Pupil Records,"
delineates the education records maintained by the district establishes the procedures for accessing and/or
amending a student's education record. A copy of this policy and regulation and /or the administrative code
(N.JA.C. 6:3-6.1 et seq) governing a student's education record is available upon request from the Board of
Education.

PARENT RIGHTS

Parents of students enrolled in the Medford Township Public Schools are guaranteed certain rights with
respect to their child's education record. These include:

1. The right fo inspect and review their child's education record within 45 (forty-five) days of the day the
district receives a request for access;

2. The right to request the amendment of the education record that the parent believes is inaccurate or
misleading; and

3. The right fo consent to disclosures of personally identifiable information contained in their child's
education record, except to the extent that law authorizes disclosure without consent.

Any request regarding a student's education record must be made in writing and directed to the principal of
the building in which the child aftends school. The request must identify the specific record the parent
wishes to inspect or the part of the record the parent wants changed and why it is inaccurate or misleading.
Parents of students attending out-of-district programs should direct their requests in writing to the Director,
Pupil Personnel Services.

TRANSFER OF RECORDS

When a student is placed, registers, or intends to enroll in another school district in New Jersey, Medford
Township Public Schools shall forward the student's the student's education record to the receiving district
within 10 {ten) days of the verification of the transfer. The Medford Township Public Schools shall also
provide to the receiving district all information in the student's record related to disciplinary actions
taken against the student by the Medford Township Public Schools. Parents shall be notified in
writing of the transfer of the student record.

PLEASE NOTE: Parental consent must be granted before the Medford Township Public Schools
may forward a student's record to a private school receiving district outside the state of New Jersey.

ACCEPTABLE USE OF COMPUTER NETWORK /COMPUTERS AND RESOURCES

The Board of Education recognizes as telecommunications and other new technologies shift the manner in
which information is accessed, communicated, and transferred; those changes will alter the nature of
teaching and learning. Access to telecommunications will allow pupils fo explore databases and exchange
information with individuals throughout the world. The Board supports access by pupils fo information
sources but reserves the right to limit in school use of materials appropriate for educational purposes.

The Board also recognizes telecommunications will allow pupils access to informafion sources that have not
been pre-screened by educators using Board-approved standards. The Board therefore adopts the
following standards of conduct for the use of computer networks and declares unethical, unacceptable or
ilegal behavior as just cause for taking disciplinary action, limiting or revoking network access privileges
and/or instituting legal action.

The Board provides access to computer nefwork/computers for educational purposes only. The Board
retains the right to restrict or terminate pupil access to the computer network/computers at any time, for any
reason. The Board retains the right to have district personnel monitor network activity, in any form
necessary, to maintain the integrity of the network and ensure ifs proper use.

Access to nefwork services is provided fo users who agree to act in a considerate and responsible manner.
Access is a privilege, not a right. Access entails responsibility. It is understood that anyone using these
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