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   Welcome 

      September 2011
       Dear Parents,

We are looking forward to another productive and exciting year at The Norman Howard School.  Our program will continue to make use of Thinking Maps( across the curriculum, as well as the EmPOWER 

strategy for expository writing and problem solving.  Our faculty also will continue to make good use of the Schools Attuned training and our professional development program to better understand the abilities and needs of each student.

The staff of NHS welcomes you and looks forward to working with you and your youngster in the coming year. As always, faculty, staff and administration are on hand to answer any questions that you may have. 

Sincerely,     

Rosemary  Hodges


Linda Lawrence              

Co-Head



Co-Head
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Introduction

Our Mission

The mission of The Norman Howard School 
The Norman Howard School (NHS) fosters the academic growth of students with learning disabilities while promoting their development as respectful, responsible, resilient citizens.  The school advances the understanding of learning disabilities and serves as a resource for the community.

About NHS
NHS was founded in 1980 and approved by the New York State Department of Education as an approved Special Program in 1990.  NHS also holds accreditation by the New York Association of Independent Schools (NYAIS). 

We currently serve students from more than 40 school districts in 10 counties. Being approved by New York State Education Department as a special program provides NHS with a unique opportunity to educate a diverse group of youngsters. NHS collaborates with School District’s Committees on Special Education (CSE) to meet our students’ individual needs. As a special education provider, NHS must adhere to all New York State educational laws and the student’s Individualized Education Program (IEP).

The Norman Howard School’s reputation is built upon the delivery of instructional strategies and remediation within a supportive environment so that students can reach their learning potential. NHS encourages each student to explore his/her learning strengths and challenges to better understand themselves as a learner.  

Be respectful.  Be responsible.  Be safe.

It is the goal of all NHS staff to assist students in striving to be respectful, responsible and safe.

[image: image2.emf]AUGUST

            AUGUST 2011 31      Staff Orientation          FEBRUARY 2012

S M T W T F S S M T W T F S

1 2 3 4 5 6 SEPTEMBER 1 2 3 4

7 8 9 10 11 12 13 1, 6     Staff Conference Days 5 6 7 8 9 10 11

14 15 16 17 18 19 20 6         New Students/Parents Orientation 7 p.m. 12 13 14 15 16 17 18

21 22 23 24 25 26 27 7         First Day of School 19 20 21 22 23 24 25

28 29 30 31 29       Open House for Parents Only  7-9 p.m. 26 27 28 29

OCTOBER

         SEPTEMBER 2011 5        Interim reports due             MARCH 2012

S M T W T F S 10      Columbus Day--No School   S M T W T F S

1 2 3 26      Half day for students.  Dismissal at 11:30 a.m. 1 2 3

4 5 6 7 8 9 10 4 5 6 7 8 9 10

11 12 13 14 15 16 17 NOVEMBER 11 12 13 14 15 16 17

18 19 20 21 22 23 24 9        Quarter one ends 18 19 20 21 22 23 24

25 26 27 28 29 30 11      Veterans' Day - No School 26 26 27 28 29 30 31

23      Half day for students.  Dismissal at 11:30 a.m.

24-25 Thanksgiving Recess - No School

         OCTOBER 2011               APRIL 2012

S M T W T F S DECEMBER S M T W T F S

1 14       Interim reports due 1 2 3 4 5 6 7

2 3 4 5 6 7 8 23       Half day for students.  Dismissal at 11:30 a.m.  8 9 10 11 12 13 14

9 10 11 12 13 14 15 Dec. 26 - Jan. 2   Holiday Recess--No School 15 16 17 18 19 20 21

16 17 18 19 20 21 22 22 23 24 25 26 27 28

23 24 25 26 2728 29 JANUARY 29 30

30 31 11      Half day for students.  Dismissal at 11:30 a.m.   

16      Martin Luther King Day--No School

         NOVEMBER 2011 24-27 Regents/Local exams                MAY 2012

S M T W T F S

(Grades 9-12 attend by exam schedule only.  Grades 5-8 in session.)

S M T W T F S

1 2 3 4 5 27      First semester ends. 1 2 3 4 5

6 7 8 9 10 11 12 6 7 8 9 10 11 12

13 14 15 16 17 18 19 FEBRUARY 13 14 15 16 17 18 19

20 21 22 23 24 25 26 8        Half day for students.  Dismissal at 11:30 a.m. 20 21 22 23 24 25 26

27 28 29 30 20-24  Presidents'  Week Recess--No school   27 28 29 30 31

29      Interim reports due

         DECEMBER 2011 MARCH               JUNE 2012 

S M T W T F S 9       Conference Day S M T W T F S

1 2 3 14       Half day for students.  Dismissal at 11:30 a.m. 1 2

4 5 6 7 8 9 10 3 4 5 6 7 8 9

11 12 13 14 15 16 17 APRIL 10 11 12 13 14 15 16

18 19 20 21 22 23 24 3        Career Day 17 18 19 20 21 22 23

25 26 27 28 29 30 31 4        Quarter three ends.  24 25 26 27 28 29 30

6        Good Friday--No School

9-13   Spring Recess--No School

        JANUARY 2012 25      Half day for students.  Dismissal at 11:30 a.m.               JULY 2012

S M T W T F S S M T W T F S

MAY 1 2 3 4 5 6 7

1 2 3 4 5 6 7 9      Interim reports due 8 9 10 11 12 13 14

8 9 10 11 12 13 14 25    Half day for students.  Dismissal at 11:30 a.m. 15 16 17 18 19 20 21

15 16 17 18 19 20 21 28    Memorial Day--No School 22 23 24 25 26 27 28

22 23 24 25 26 27 28 29 30 31

29 30 31 JUNE

6        Celebration of Success

12      Last day of classes for grades 5-12

No School 14      Second semester ends for Middle School 

1/2 Day 13-21 Regents Exams

21      Second semester ends for High School

21      Graduation Ceremony 7 p.m. at NHS

School Day:  8:40 a.m. -3:17 p.m.
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2011-2012 NHS Staff 
Part of what makes NHS special is our caring and dedicated staff. We encourage you to maintain regular, on-going communication with those responsible for your child’s education to keep you up-to-date with each success and to address every concern. 

Administration
             
            
Joe Martino


Chief Executive Officer

Linda Lawrence

Co-Head of School 
      
      

Rosemary Hodges

Co-Head of School 
                            
   
 
 

Patty Dell


Chief Finance Officer                                                 

Kathy Dahl                              Chief Human Resources Officer

Lisa Record 


VP Development and Marketing



Julie Murray


Admissions and Marketing Manager
Support Staff       

Carol Birdsall


Administrative Assistant

               

Ursula Hepler


Office Manager - Main Office

                          

Laura Seppala


Assistant Director of Finance
                            
                                                        

Karen Baxter 


Business Manager                                                                                                          

Judy Mulvaney


School Nurse         

Tim Shaw


Network Administrator

John Huss


Custodian

Bruce Matla


Custodian

Luis Virella


Custodian

When You Have a Question

The following graph illustrates whom to contact for some of the more commonly asked questions that you may have. If you have a question and you are unsure whom to talk to, please call 334-8010 and speak to our receptionist.






Contacting us

Have a question? Talk to us. There are many ways to keep in touch. Every faculty and staff member has an assigned voice mailbox. To access a specific person, contact the school’s main number and follow directory instructions. Faculty will make every effort to return your call as soon as possible. Keep in mind that our priority is delivering instruction; many teachers will find it necessary to return calls at the end of each school day. 

Are you connected? Contact faculty through our website. Send email directly to faculty and staff by accessing our online directory. 

www.normanhoward.org
    Main Number 
              585-334-8010

    Fax Number 


   585-334-8073
Name


Department

E-Mail



Extension

Baxter, Karen 

Business

kbaxter@normanhoward.org

398

Bennett, Bruce

Photography

bbennett@normanhoward.org

314
Birdsall, Carol

Administrative Assist
cbirdsall@normanhoward.org

303

Britton, Vicki
 
Speech/Lang

vbritton@normanhoward.org

325

Brown, Tobin

Physical Educ.

tbrown@normanhoward.org

336

Ciluffo, Adam

Science


aciluffo@normahoward.org

334

Coates, Brigit

Reading

bcoates@normanhoward.org

360

Colburn, Stephen

IT


scolburn@normanhoward.org

340

Cunningham, Syndra
Library


scunningham@normanhoward.org
200

Dell, Patty


Business

pdell@normanhoward.org

304

Dunham, Pam

Assistant

pdunham@normanhoward.org
328

Fitzpatrick, Edina

Computer

efitzpatrick@normanhoward.org
203

Granville, Cheryl

Social Worker

cgranville@normanhoward.org
335
Graziano, Cindy

Assistant

cgraziano@normanhoward.org
333
Hepler, Ursula

Main Office

uhepler@normanhoward.org

300
Hermance, Jason

Assistant

jhermance@normanhoward.org
337

Hodges, Rosemary

Administration

rhodges@normanhoward.org

307

Hopkins, Seth

Social Studies

shopkins@normanhoward.org

342

Hobart, Jennifer

Reading  

jhobart@normanhoward.org

364

Humphreys, Philip

English


phumphreys@normanhoward.org
339

Jaskier, Christopher
Math


cjaskier@normanhoward.org

420

King, Alison

Math


aking@normanhoward.org

338

Koffenberger, Chuck
Social Studies

ckoffenberger@normanhoward.org
343

Krenzer, Heather

Math


hkrenzer@normanhoward.org             331

Larkin, Helen

Reading

hlarkin@normanhoward.org

345

Lawrence, Linda

Administration

llawrence@normanhoward.org
305

Lindley, Marie

Assistant

mlindley@normanhoward.org

348

Lungershausen, Jane
Assistant

jlungershausen@normanhoward.org
355

Mack, Vera


Assistant

vmack@normanhoward.org

278

Mavromatis, Susan

Reading

smavromatis@normanhoward.org
317
McConville, Lisa

Guidance

lmcconville@normanhoward.org
101
Monks, Rene

Physical Education
rmonks@normanhoward.org

350

Mulvaney, Judy

Nurse


jmulvaney@normanhoward.org
311

Murray, Julie

Admissions

jmurray@normanhoward.org

302

Newman, Natasha

School Counselor
nnewman@normanhoward.org
330

Nickles, Lauren

Assistant

lnickles@normanhoward.org

369

Pace, Steve


Math


space@normanhoward.org

318
Parker, Jeffery

English


jparker@normanhoward.org

354

Pecoraro, Megan

English


mpecoraro@normanhoward.org
377
Perdue, Edward

Math


epurdue@normanhoward.org

316

Pfeifer, Allison

Assistant

apfeifer@normanhoward.org

356

Pudetti, Robin

Speech Lang.

rpudetti@normanhoward.org

357

Rader, Leigh

English


lrader@normanhoward.org

358

Richolson, Ann

Assistant

aricholson@normanhoward.org          
320

Rozinski, Kathleen

Science


srozinski@normanhoward.org 
327

Schrager, Sherry

Reading

sschrager@normanhoward.org

332

Seppala, Laura

Finance

lseppala@normanhoward.org

110

Shaw, Timothy

Technology

tshaw@normanhoward.org

310

Shearer, Leah

Assistant

lshearer@normanhoward.org

375

Shearer, Sally

Science


sshearer@normanhoward.org

365

Vercruysse, Sue

6th Grade Teacher
svercruysse@normanhoward.org
344

Wagner, Dara

Reading

dwagner@normanhoward.org

370

Wagner, Paul

Creative Arts

pwagner@normanhoward.org

371

Wolcott, Kyle

Social Studies

kbwolcott@normanhoward.org
372

Advising

Each student is assigned an advisor whose job it is to support the individual student’s need, and monitor his/her overall progress at NHS. Your child’s advisor will provide you with updates via telephone calls, in-person meetings and/or E-mail. We encourage you to contact individual teachers if you have specific questions or concerns regarding an academic content area. Please notify Ursula in the Main Office of any address, phone or e-mail changes.
Homework
Homework assignments are posted on individual teachers’ web pages which can be found on the NHS web site at www.normanhoward.org.  Point to NHS Community, Teachers & Staff, and then select High School or Middle School. Teachers are listed under department headings.  Each teacher’s web page will list classes taught by that teacher with a link for any assignments posted for that class.  Teacher’s web pages can also be accessed through the Staff Directory located on the left side of the NHS home page.

As a convenient option, parents and students can select all their classes and calendar activities and can create a single page view of all information that pertains specifically to them. On the left side of the NHS home page, click on “My View,” then click “I want to create My Personal View


 ”.  Follow the steps to create a username, password, and select the classes and activities for your personal view.  Once created, click “My View” to login from any computer and see your personal view of the NHS web site.

Section 
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General Information

Attendance Policy

Philosophy

The Education Law requires that students enrolled in The Norman Howard School attend on every school day unless legally excused.  The Norman Howard School believes that students’ participation in classroom instruction is an integral part of the learning process.   Students who are absent cannot benefit from the teachers’ instruction and expertise of the subject matter and in addition, students who are absent lose valuable interactions between peers and teachers. For this reason, we urge all parents to make every effort for their children to be in attendance.  

Statement of Overall Objectives

The Norman Howard School is an active partner with students and parents in the task of ensuring that all students have every opportunity to reach their educational potential.  We recognize that school attendance and academic success have a positive correlation.  For this reason, we have developed a comprehensive Student Attendance Policy to the following objectives: 

· To increase student achievement and close gaps in student performance; 

· To identify attendance patterns in order to design attendance improvement efforts;

· To know the whereabouts of every student during instructional times for safety and other reasons; 

· To verify that individual students are complying with education laws relating to compulsory attendance.
Description of Strategies to Meet Objectives

The Norman Howard School will: 
· Create and maintain a positive school culture by fostering an environment where all members of the school community encourage respectful and nurturing interactions between adults and learners.  Our intention is to create a positive, supportive environment, which in turn should lead to increased attendance. 

· Develop a Student Attendance Policy in line with Education Law and the outlined objectives.
· Maintain accurate recordkeeping to record attendance, absence, tardiness or early departure of each student.
· Track individual student attendance and trends, using the school’s data system.
· Develop early intervention strategies to improve school attendance for all students.
Determination of Excused and Unexcused, Tardiness and Early Departures

Based upon The Norman Howard School’s education and community needs, values and priorities, we have determined that absences, tardiness and early departures will be considered excused or unexcused according to the following standards:

· An excused absence is an absence, tardiness or early departure due to personal illness, illness or death in the family, religious observance, quarantine, required court appearances, a doctor’s appointment, an approved college visit, approved cooperative work programs, military obligations or other such reasons as determined by the school administration.

· An unexcused absence is an absence, tardiness or early departure which does not fall into the above categories or any absence for which a reason is not provided, including planned family absences.

Student Attendance Recordkeeping

The record of each student’s daily and class-by-class attendance, absence, tardiness and early departure shall be kept in the school’s data collection system.  An absence, tardiness or early departure will be entered as “excused” or “unexcused” along with The Norman Howard School’s coding for reason.

· The school utilizes Blackbaud’s registrar software for the collection and report generation of student attendance records.

· Each student’s presence or absence shall be recorded after the taking of attendance in each period of scheduled instruction except where students do not change classrooms for each period of scheduled instruction.

· In the event that a student arrives late for or departs early from scheduled instruction, such tardiness or early departure shall be recorded as excused or unexcused in accordance with the standards articulated in this policy.

· Student attendance will be entered into the school’s electronic data collection system by the classroom teacher or assistant teacher.

· The Office Manager will supervise the register of attendance.

A record shall be kept of each scheduled day of instruction during which the school is closed for all or part of the day because of extraordinary circumstances, including adverse weather conditions, impairment of heating facilities, insufficiency of water supply, destruction or damage to a school building, or other cause.

Student Attendance/Course Credit

To gain full course credit, student must fulfill the necessary requirements of each course and comply with The Norman Howard School Attendance Policy.  In order to be eligible to take tests, exams and/or submit papers, projects, etc., for grades required to receive credit for a course, a student must attend a minimum of 90% of the total number of days that a specific class/course is in session.

Importantly, even when an absence qualifies as excused, it will still be factored into this percentage requirement.  Coming late to a class or leaving early by more than 15 minutes will be considered an absence and again count towards this percentage requirement.  This requirement means that:

1. In a one-credit course, at student must not be absent more than 18 days.

2. In a two-credit course, a student must not be absent more than 9 days.

All absences, both excused and unexcused, are counted toward the cumulative total days absent. Once a student exceeds the attendance standards as specified above, he/she will continue to complete homework, participate in class activities, take any remaining exams/tests and submit papers and projects, etc. even though credit may not be granted.
Attendance Incentives

In order to encourage attendance, The Norman Howard School will explore and implement grade/age-appropriate strategies and programs.  Students who have a high rate of absences will be brought to the attention of the grade-level team and the student’s advisor to assess and discuss appropriate interventions.  Interventions may include advisor/student discussions, a meeting between the student and the administrators, a meeting with parents and the student, and/or a referral to other appropriate resources.
Disciplinary Consequences
Unexcused absences, tardiness and early departures will result in disciplinary sanctions, which may include, but are not limited to denial of participation in interscholastic and extracurricular activities as well as loss of credit, as described above.  Parents/guardians will be notified by a NHS administrator to discuss their child’s absences, tardiness or early departures and the importance of class attendance and appropriate interventions if absences become a concern.
Notice of Students who are Absent, Tardy or Depart Early Without Proper Excuse

The Office Manager or the School nurse may notify by telephone the parent/guardian to a student who is absent or departs early without proper excuse, and shall inquire as to the cause of the student’s absence.

If deemed appropriate by school administration, or if requested by the parent/guardian, a school conference shall be scheduled to address the student’s attendance.  The student may also be requested to attend this conference in order to address appropriate intervention strategies designed to meet the needs of the student

Intervention Strategy Process

In order to effectively intervene when an identified pattern of absences, tardiness, or early departures occurs, designated school administrators and staff will pursue the following:

· Identify specific patterns (e.g., grade level, time frame, type of absence, tardiness, early departure);

· Contact the parent/guardian;

· Discuss strategies to directly intervene with specific patterns and recommend interventions;

· Implement changes/interventions;

· Utilize appropriate school and/or community resources to address and help remediate student absences, tardiness or early departures;

· Monitor and report short- and long-term effects of intervention.
Review of Attendance Records
Advisors and administrators will review attendance records every 5 weeks.  This review is conducted to identify specific group and individual attendance patterns and to initiate appropriate action to address the problem of absences, tardiness and early departures.  
School administrators will present an annual report on attendance patterns and if records indicate a decline in student attendance, the Board shall make any revisions to the policy and plan deemed necessary to improve attendance.
Community Awareness

The Norman Howard School will promote awareness of its attendance policy by:

· Providing a plain language summary of the policy to parents/guardians at the beginning of each school year and promoting the understanding of the policy to students and their parents/guardians;

· Providing each teacher at the beginning of the school year or upon employment with a copy of the policy; and

· Providing copies of the policy to any other member of the community upon request.
Make Up Policy

Students who are absent need to make up the missed work. It is the student’s responsibility to contact the teacher to get the assignments that must be completed.  Failure to complete or fulfill the requirements of the make up assignment(s) within a timely fashion from the day of return from the excused absence may result in the student receiving no credit for the assignment.  

Signing in and Signing out

Any student leaving the building must have prior written permission from a parent/guardian on file for that date/time and must sign out in the Main Office. If the student is a driver, he/she can sign out as long as approval has been granted and the written permission from the parent/guardian has been presented. All other students must be signed out by a parent/guardian. 

Tardiness

Punctuality and regular attendance are extremely important to learning success. Students are expected to be on time to school, and to all classes. 

· Students who are tardy to school must sign in at the Main Office and get a pass before reporting to class.


· Students who are tardy are responsible for all missed work due to lateness.

Excessive tardiness may impact a student’s ability to receive passing grades.  Administration may  deem that a parent conference is needed.       
               

School Closings

Inclement Weather

Students attending NHS come from more than 10 counties and 40 school districts. In some instances, inclement weather will undoubtedly affect the ability of students to arrive at school safely.  

NHS makes an independent determination for school closing and does not follow any one district. Please monitor the following radio and television stations for the latest school closing information:
Television


 
Radio

WOKR – Channel 13

WARM 101.3
             WPXY  98                       

WHEC – Channel 10 

WCMF
 96.5
             WZNE 94.1          

WROC – Channel 8

WHAM 1180 - AM
 WVOR 100.5   

    






WHTK 1280 - AM  

The safety of your youngster is our first concern, but there may be instances when NHS remains open and your district has closed. If this occurs the decision is yours as to whether to transport your student to NHS. If your youngster is unable to attend because there is no district busing due to your school district closing, the day will be counted as an excused absence. The student will be responsible for completing any missed schoolwork.
Scheduled District Closings

Be sure to obtain a copy of your district’s school calendar. Many school districts schedule in-service or superintendent’s days throughout the school year and not provide bus transportation. However, your youngster is expected to attend NHS and absence for non-illness related reasons will be counted as unexcused absences. NHS does not maintain a copy of every school district’s calendar, so please contact your district’s transportation office for more information.

Bus Transportation

Nearly all NHS students are bused by their home school districts. Students are required to abide by school district rules for busing and are subject to district disciplinary action if transportation rules are not followed. For more information on bus rules, please contact your home school district.

Parent/Alternate Transportation

If students are being transported by anyone other than their usual bus, written parental permission is required.  As a courtesy to bus drivers, please notify them if your child will not be riding on a specific day.

· Parents picking up students at dismissal must either park in an available parking space or line up with buses.  Parents must follow the one way flow of traffic and should not exit the parking lot until all students are loaded.

· Parents who want to avoid bus congestion are encouraged to pick up their youngster at 3:25 p.m.

 Dress Code

The purposes of a student dress code are to protect the health and safety of students, to help to promote educational goals, and to diminish interferences of the educational process. Proper student dress affects the decorum of the school. Therefore, students will be expected to be clean in their appearance and dressed appropriately for an educational setting. 

Students are expected to comply with the following dress code rules: 
· No caps, hats, bandanas, head scarves or hoods while in the school building
· No pants that sag, exposing underwear

· No shirts with profane language or references to drugs, alcohol, tobacco, gangs, firearms, violence, sex or racial, ethnic and/or religious slanders

· No half shirts, cut-off shirts, muscle shirts, tank tops, halter tops or any clothing that reveals the bare midriff

· No shorts, skirts or dresses whose length is considered inappropriate
· Outdoor clothing such as jackets and coats cannot be worn in school except when entering or leaving the building
· No article of clothing or accessory that creates a distraction in the classroom 

Administration exercises the final authority in determining the appropriateness of dress and grooming. Those students who violate the dress code may be sent home for appropriate clothing. Repeated violations of the standards for proper dress or refusal to abide by the dress code policy is considered insubordinate behavior and shall be handled by administration. Exceptions to the student dress policy shall be allowed on “special” days as approved and designated by Administration.
Driving Policy and Privileges

The NHS parking lot has limited parking spaces that must accommodate our staff, and allow access for buses from more than 40 school districts to deliver our students to and from school. As a result, there are a limited number of parking spaces available for student use.  Therefore, we must limit parking passes to seniors only with preference given to students with involvement in a vocational, college or transitional program. 

Seniors requesting a driving pass must submit an application, which includes written parental approval for the student to drive.  Applications will be reviewed and approved by Administration.  Student drivers must comply with the following rules to maintain driving privileges:

· Arrive to school on time—students should be in their homeroom by 8:40 a.m.
· Maintain a 75 GPA

· Maintain a safe, slow driving speed of no more than 15 mph in the parking lot 

· Yield to pedestrians and school buses in the school parking lot 

· Park only in approved student parking spaces

· Students are not to be in cars unless leaving or arriving for school 
Driving privileges will be revoked at the discretion of Administration for any reason, including:






          

· Poor academic performance

· Tardiness

· Unsafe driving on or near school grounds

· Failure to yield to pedestrians or buses on or near school grounds

· Transferring parking pass to an unauthorized student
       

Visitors to NHS

For security purposes, parents and visitors are required to report to the Main Office to sign in and receive a visitor’s pass. Students who wish to bring a visitor to school must receive prior approval from Administration. All visitors are subject to NHS rules of conduct. Any visitor who disrupts the school program, or fails to obtain a visitor’s pass, will be directed to leave the premises. 
Phone Use and Personal Electronic 

& Telecommunication Devices
Students may request to use the phone in the main office before school, at lunch or after school. Students are not permitted to use the telephone between classes or access any other telephones in the building without permission.
The use of cell phones, pagers, personal electronic games and portable music devices, CD or cassette players is strictly prohibited during school hours. Staff may confiscate these items and turn them in to Administration. NHS is not responsible, nor will replace any lost, stolen or damaged electronic or personal telecommunication devices such as those listed above. 

Computer Lab and Instructional Technology

The Norman Howard School is fortunate to be able to provide our students and faculty with a variety of instructional technology resources intended to support the educational mission of our school. These resources include an extensive local area computer network and file servers, Internet access through a high-speed broadband connection, individual portable keyboards (LaserPC6’s) to supplement classroom desktop computers, and various peripheral devices, such as digital cameras, scanners, a digital video camcorder and a computer projector.

Students who, accompanied by their classroom teacher or teaching assistant, that need to work on a specific learning activity use the NHS Computer Lab. Students may also use the lab individually to complete assignments provided they bring a pass from their teacher and receive permission from the Instructional Technology Coordinator staffing the lab. Students may not be in the Computer Lab unsupervised. 

Internet Access

To gain access to the Internet through the NHS computer network, all students must obtain parental permission by signing and returning the school’s Acceptable Use Agreement.  Students are responsible for good behavior on the school computer network just as they are in a classroom or a school hallway.  

The network is provided for students to conduct research, communicate with others, and support the learning goals set for each student.  Access to network services is given to students who agree to act in a considerate and responsible manner.  Parent permission is required.  
Access is a privilege – not a right.  Access entails responsibility.

Individual users of the NHS computer network are responsible for their behavior and communications over the network.  It is presumed that users will comply with the NHS Acceptable Use Policy (AUP) and will honor the agreements they have signed.  Beyond clarification of the policy, NHS is not responsible for restricting, monitoring or controlling the communications of individuals utilizing the network.

Each student who has signed and returned the Acceptable Use Policy, will receive training on the proper use of the NHS computer network and will choose a private password allowing access to the network, as well as an individual folder on the school’s file server. Each student will be allocated 10MB of storage space in their server folder, which should be ample to satisfy any school-related file storage needs.
If under certain circumstances a student requires additional space due to an especially involved project, he/she should make the request directly to the Network Administrator. It is each student’s responsibility to utilize his/her file server space appropriately and expediently, or to seek help from a network administrator if they experience any difficulties.  Network administrators may review files and communications to maintain system integrity and insure that users are utilizing the system responsibly.  Users should not expect that files stored on school servers would always be private, although certain data (such as grades, progress reports, IEP’s, etc.) will be restricted to authorized faculty members with a private password. 

Within reason, freedom of speech and access to information will be honored.  During school, teachers of younger students will guide them toward appropriate materials. Outside of school, families bear the same responsibility for such guidance as they exercise with information sources such as television, telephones, movies, radio and other potentially offensive media.

The following are not permitted:

· Sending, downloading or displaying offensive messages or pictures

· Downloading or installing software

· Using obscene language

· Harassing, insulting or attacking others

· Damaging computers, computer systems or computer networks

· Using another’s password

· Trespassing in another’s folders, work, or files

· Intentionally wasting limited resources (i.e. games, chat lines, & Napster are off limits)

· Employing the network for commercial purposes

Violations will result in: first offense – loss of access for one month; second offense – loss of access for the remainder of the school year.  Both offenses may also result in other disciplinary or legal action.  Pornographic content will result in an automatic loss of access for the remainder of the school year.

Lunch

NHS does not provide a hot lunch program.  Students are encouraged to pack and bring a nutritious lunch from home. Please do not pack high sugar, high caffeine or energy drinks in your child’s school lunch. Students have supervised access to microwaves in the school kitchen for heating or re-heating foods.  

Snack Attack

Snack Attack is a school-operated store held before homeroom that offers students a chance to purchase a variety of snacks. Snacks may include breakfast bars, cheese crackers and juice. 
Nursing Services

New York State law requires that each child in a school district have a health examination prior to entering school, and again in the second, fourth, seventh and tenth grades. These health appraisals  may be done up to one year before your child begins these grades, i.e. after September  1, 2008  for  the 08/09 school year. Additionally, new entrants to a district, and students desiring work permits must have a recent health appraisal. For students wishing to play interscholastic sports, a health appraisal is required every twelve months. 
Medications

If your child will be taking a medication while in school, the following procedure must be followed:

1. All medications must be brought in their original containers. All prescription medication must have the following information: Name of student, date, name of medication, dosage, time medication is to be taken, frequency, and physician’s name. Ask your pharmacist to give you another labeled bottle for the school. Please do not send any medications in unmarked containers, as they will not be accepted. 
2. The medication form must accompany all prescription and non-prescription medications. Inhalers are the only medications that may be carried by a student and self-administered. The physician must also sign the medication form where indicated for self-administering medications. 

3. Students may not transport medications to and from school. 

4. In general, the school discourages the use of non-prescription drugs during school hours. However, if your child needs a non-prescription medicine to get through the day (e.g., ibuprofen, Tylenol, cough syrup), it is the parent’s responsibility to provide the medication. The medication form must be completed and signed by a physician for all non-prescription medications. Please be specific and indicate the dose your child takes.

5. All students must have a physician signature for all medications, including non-prescription. Medication forms are available in the Health Office.
Please see “Field Trips” for more information about necessary field trip permission, emergency information, and medical release forms required for participation. 

Field Trips

A priority for NHS is to have students learn through alternative hands on opportunities. Educational field trips provide students with a chance to experience learning in areas such as the arts, community service, and local and regional history. Occasionally, parents may be asked to assist with field trip supervision.  

Students wishing to attend field trips must submit the following:

· Field Trip Permission Form (all field trips)
· Medical Release Form (overnight trips only)
· Permission for Use of Medication for Field Trips (overnight trips only)

Students must be in good behavioral standing to participate in off-campus field trips. The determination for participation will be conducted by administration in conjunction with input from the grade-level team. The appropriate form or forms will be sent home for completion by a parent or guardian. Once the permission slips are received, the School Nurse will prepare medications, if necessary. All of the rules for medication indicated above in the “Nursing Services” section will apply for every field trip. There will be no exceptions.
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NHS Student Management Policy

Each NHS student has the responsibility to abide by all laws, policies and procedures of the school. Failure to assume responsibility will result in disciplinary actions. Each student and circumstance is handled individually. All rules and policies of the school are formulated to ensure a healthy, safe and effective learning environment for everyone.

The opportunity to attend The Norman Howard School is a privilege for each and every student. The rules and policies of the school have been developed to ensure that each student has the opportunity to learn and thrive in a safe and healthy environment. If a student chooses to violate school rules, subsequent consequences can be expected, up to and including NHS action for immediate expulsion. Each suspendable offense is reported in writing to the Committee on Special Education (CSE), with a copy retained in the student’s permanent record. A parent meeting is mandatory for re-entry into program following an out-of-school suspension. Reoccurring suspensions will result in NHS requesting a meeting with the CSE to discuss appropriate placement or decision to expel, if the student is privately placed. 

Smoke Free Campus

In accordance with NY State Education law, The Norman Howard School is a smoke-free campus. 

· Smoking or intake of tobacco products is strictly prohibited in the school building, on school grounds, in school owned or operated vehicles and during school related activities on or off campus. Students caught smoking or using tobacco products will automatically be reviewed for 5-day suspension.
· The possession of cigarettes and/or tobacco products is also prohibited. Students in possession of cigarettes and/or tobacco products will be reviewed for suspension for a period of 1 to 3 days.
· Possession of lighters, matches or other flame generating mechanisms is also prohibited. The presence of an open flame associated with smoking presents a serious threat to the safety of others. 

Harassment

The Norman Howard School is committed to safeguarding the right of all students within the school to learn in an environment that is free from harassment on the basis of sex, race, color, national origin or disability. 

Any student who believes that he or she has been subjected to harassment should report the alleged misconduct immediately to an adult staff member, preferably an administrator or school counselor so that corrective action, up to and including discharge of an employee or suspension of a student, may be taken at once.  The student can pursue his or her complaints informally or file a formal complaint.

In absence of a victim’s complaint, the school, upon learning of, or having reason to suspect, the occurrence of any harassment, will promptly begin an investigation and take appropriate action upon learning the results of the investigation.

Illegal Drugs, Alcohol, Weapons, Physical Assault

Any student in possession of illegal drugs, alcohol or a weapon or a student who physically assaults another individual will receive an automatic out of school suspension for at least five days.  The proper authorities will be notified.  A Superintendent’s Hearing will be requested for the district to review placement at The Norman Howard School.
See “The ABC’s of Conduct at NHS”

Threat Assessment and Intervention

The Norman Howard School is committed to assuring that:

· All students, teachers and staff are safe.

· Students, teachers and staff will feel safe.

· Any person making a threat will be supervised and given the treatment that is appropriate and necessary to avoid future danger to others or himself.
All threats will be investigated in a timely manner by administration and the assessment team.  Parents of students who potentially  threaten the safety of others will be contacted and they will be expected to provide information to help evaluate the threat.

Any student who receives a threat or knows about a threat should immediately inform an adult staff member, preferably an administrator or school counselor.
The ABC’s of Conduct at The Norman Howard School

8:30 A.M.



Students are allowed beyond the main level to go to their lockers at 

8:30 a.m.  Students need to report to homeroom when the bell rings at 8:40 a.m.

A.M. Drop Off
All students are to be dropped off at the south entrance.  They are to 


enter the building and remain in the lobby area, or the area near the


multi-purpose room prior to 8:30 a.m.  No students may be outside


the building unsupervised.

Assemblies
File quietly and orderly into the theater; sit in assigned grade area;


no food, drink, gum or candy is allowed in the theater.. Please be


respectful.  Students removed from an assembly will be unable to 


return to the assembly and can lose the privilege of attending future 
assemblies.

Attendance
Attendance is taken every class.  Students with 18 absences (1 credit


course) or 9 absences (.5 credit course) will not receive course


credit.  Students more than fifteen minutes late to class will be


considered as an unexcused absence from that class.

Cheating and 

Plagiarism
A student shall not plagiarize, that is use someone else’s writing, 


ideas, or work and claim it as one’s own.  Plagiarism and/or


cheating on homework, tests and/or assignments is prohibited and


will result in a grade of “zero” for that particular homework


assignment or test.  Parents will be notified.

Computers/

Technology
Inappropriate use of computer hardware or software as outlined in


the Computer User Policy and/or misuse of other technologies will


result in loss of computer/technology privileges. Parents will be 
notified.

Damage to School

Property
A student causing or attempting to cause damage or destruction to


school property or private property on school premises will be 


responsible for repairing the damage, if feasible, or retribution as


determined by staff/administration, which could include Saturday


work detail.

Disrespecting School

Personnel
All staff of NHS warrants proper respect.  Any disrespectful or


inappropriate words or actions directed at school personnel will be


addressed.

Dress Code
A student shall not dress or appear in a manner that interferes with


the normal school environment. Teachers concerned about a 
student in violation of the dress code will send the student to triage.
The student will be asked to change inappropriate apparel before


returning to class. If the student refuses to change, the parent will be called to take the student home.

The ABC’s of Conduct at The Norman Howard School

Driving Privileges
Due to limited parking, only seniors may drive to NHS and park in 


the parking lot.  Seniors must complete the driving permission form


mailed home during the summer and submit it to Linda Lawrence for    approval.

Drugs and Alcohol
Drug and alcohol use is strictly prohibited.  Students in possession 


of drugs or alcohol will be on long-term suspension and may be 
expelled.  Police and CSE will be notified.

Electronic Devices
Students are not permitted to use cell phones, CD players, pagers or

electronic games during school hours.  All electronic devices must be put in backpacks, purses or lockers by homeroom. Staff may confiscate these items if students have them out
 during the school hours and turn them into administration. Students will assume risk when bringing such devices to school.

Field Trips
Rules of conduct at school also apply on field trips

Fire Alarms
Pulling a fire alarm on school grounds is a felony and will result in expulsion. Police and CSE will be notified

Food and Drink
Students are responsible for throwing out their garbage and cleaning

up after themselves.  Food should not be out during classroom instruction.  Energy drinks are not permitted in school.

Hall Pass
A student must have a pass if he/she is passing through the halls


during class time.  Students without a pass will be sent to Triage.


Hands on
Hands and feet are to be kept to oneself.  Incidents of “hands on”


will be dealt with at the discretion of staff/administration.

Harassment
All students have the right to feel safe at NHS.  Harassment and bullying will not be tolerated.

Hats/Headgear
No hats, bandannas, or other headgear are to be worn in the 


building.  Hats and headgear come off at the door before entering


the lobby and they are to be kept in lockers or book bags until the 


end of the school day.  School personnel may take hats/headgear.

Leaving Class or

School 
Students may not leave class or school without permission.  A note


signed by a parent must be presented to the Main Office in order  for


a student to be legally excused during school hours. Sign in/out at 


the Main Office when arriving to school late or leaving school early.


Students leaving class or school without permission will be 


considered skipping.

The ABC’s of Conduct at The Norman Howard School

Lockers and Locks
Each student is assigned a locker for books, coats, etc, and a gym


locker.  Students are responsible for keeping their lockers clean,


which includes throwing out food that could spoil.  Please do not put 


stickers or  write on the outside of the lockers.  Students are issued


one lock at the beginning of the school year.  Students should 


provide their own lock for their gym locker.  If a student loses the


school lock, an additional lock can be purchased for $5.00.  If a


student does not want to use the combination lock provided by the


school, he/she can provide his/her own lock.  Turn the school lock


that is not being used in to Toby Brown.  A student using a key lock


is required to give an extra key to his/her advisor.  Clean out lockers


and leave school locks on lockers at he end of the school year.

Lunch Rules
All students are responsible for throwing out their


garbage and helping to clean tables and floors before leaving the


lunchroom.  Students must remain in the lunch area unless


accompanied by an adult.  The lunch area includes the multi-purpose


room, the kitchen, the area outside of the kitchen and the lobby.

Physical Aggression
Physical aggression is prohibited and will result in suspension and 
possibly expulsion. Police may be involved, particularly if an injury 
results. CSE will be notified

Public Display of

Affection
Public displays of affection are not appropriate within the school


setting.

Profanity
Profanity has no place in the educational setting and is prohibited.

Skateboards
Skateboards, inline skates and scooters are not allowed at school.

Smoking
In accordance with New York State law, NHS is a smoke free

campus.  Students smoking on school grounds will be required to 
attend a smoking cessation program.  Possession of tobacco is illegal


under the age of 18 and on school grounds.

Triage
Students having difficulty being in program and/or displaying


inappropriate behavior will be referred to triage.  Triage is an


opportunity to resolve problems that are interfering with the


student’s ability to learn.  Inappropriate behavior can result in an 


in-school (ISS) or out-of-school (OSS) suspension.  A re-entry


meeting is required for the parents and student following an OSS.

Students suspended out-of-school will have a day of in-school 

suspension upon their return to make up missed work.  Parents 

and districts are notified of suspensions.

Visitors
Students who want to bring visitors in the building must have 


prior permission of the administration.

Weapons
NHS is committed to a philosophy of non-violence.  Any object that


has the capacity to injure and/or any object wielded with intent to 

injure may be considered a weapon is prohibited and may lead to expulsion.  Police and CSE will be notified.

Nondiscrimination Policy Statement

The Norman Howard School values equality of opportunity, human dignity, and racial/ethnic and cultural diversity. Accordingly, The Norman Howard School prohibits and will not engage in discrimination or harassment on the basis of race, color, religion, national origin, ancestry, sex, age, marital status, familial status, sexual orientation, disability or status as a disabled veteran or a veteran of the Vietnam era. This policy applies to admissions, employment, and access to The Norman Howard School’s programs and activities. This is a commitment made by The Norman Howard School, and is in accordance with federal, state, and/or local laws and regulations.

Individuals who believe they have experienced conduct that they believe is contrary to The Norman Howard School’s policy or have concerns about such matters should file their complaints with the Executive Director, who serves as the school’s 504 Coordinator. 
Notes
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The Norman Howard Calendar – 2011 - 2012





Attendance/Absences











Ursula Hepler, Main Office


334-8010





Home District





Transportation





Driving Privileges





Behavioral Concerns





Academic/Learning Issues





Tobin Brown 


334-8010  ext. 336








Lisa Record


266-7277  





EnCompass


266-7277





Guidance





Lisa McConville


334-8010  ext 101





Lockers





Tutoring





Donations/Fundraising








Rosemary Hodges


334-8010 ext. 307








Linda Lawrence


334-8010 ext. 305





Scheduling





Early Dismissal





Working Papers





Individualized Education Program (IEP)





CSE Annual Reviews





Phil Humphreys


334-8010  ext. 339





Pack Paddle and Ski





Judy Mulvaney


334-8010  ext. 311





Medical Concerns





If your school district has closed due to inclement weather
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