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FOREWORD 
 

The K-5 Student Handbook was developed to answer many of the questions that students and their parents may have                   
during the school year and to provide information about Board policies and procedures. If you have any questions that                   
are not addressed, you are encouraged to talk to your teachers or the building principals. This Handbook replaces all                   
prior handbooks and other written material on the same subjects. This Handbook does not equate to an irrevocable                  
contractual commitment to the student, but only reflects the current status of the Board’s policies and the school’s rules.                   
The K-5 Handbook remains subject to change based upon action by the Board of Education or administration. Board                  
Policies and Administrative Guidelines governing this handbook may be found on the District’s website. 

 
DIVERSITY AND INCLUSION 

 
Our district is committed to creating a positive and welcoming culture of diversity and inclusion, which is demonstrated                  
through respect and acceptance of differences in culture, religion, ethnicity/race, sexual orientation, disabilities,             
socio-economic status, gender, and family make-up.  
 

EQUAL EDUCATIONAL OPPORTUNITY 
 
It is the policy of the New Albany-Plain Local Schools to provide an equal education opportunity for all students. 
Any person who believes that the school or any staff person has discriminated against a student on the basis of race,                     
color, creed, disability, religion, gender, sexual orientation, ancestry, national origin, place of residence within the               
district, or social or economic background, has the right to file a complaint. A formal complaint can be made in writing to                      
the School District’s Compliance Officers. A formal complaint can be made in writing to the School District’s Compliance                  
Officers by completing the prescribed forms found in Board Policies on the District website. The complaint will be                  
investigated and a response, in writing, will be given to the concerned person in accordance with Board Policy. The                   
Compliance Officers can provide additional information concerning access to equal educational opportunity. Under no              
circumstances will the district threaten or retaliate against anyone who raises or files a complaint. 
 

EMERGENCY SCHOOL CLOSING 
 

On occasion, it may be necessary to cancel school due to hazardous weather conditions or because of a facility                   
breakdown. The decision to close schools is made by the Superintendent. Registered families will receive a phone call                  
on the phone number designated as the “home phone” from the district’s automated emergency call system as soon as                   
the decision to delay or close school has been made. Those parents who have provided an email address or cell phone                     
number through the district’s parent portal will also receive an email or text message announcing a delay or closing.                   
We will also post any late start or cancellations of school on the district website (www.napls.us). In addition, local radio                    
and TV stations will carry announcements about a school closing or delay in the morning as soon as the decision is                     
made or during the school day should an emergency arise once classes have begun. Parents are responsible for                  
checking the district website and/or listening to the news for special announcements during the school day                
when weather conditions are severe. 
 
It is absolutely necessary for you to plan ahead for emergency childcare arrangements with a relative or trusted                  
neighbor or friend. IN CASE WE HAVE TO DISMISS EARLY, MAKE SURE YOUR CHILD KNOWS WHERE TO                 
GO AND WHAT TO DO. It may not be possible to call or reach every parent should school have to dismiss                     
early or suddenly. 
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EMERGENCY MEDICAL AUTHORIZATION 
 
A complete Emergency Medical Authorization Form must be on file with the school in order for a student to participate in                     
any activity off school grounds, including field trips, spectator trips, athletic and other extracurricular activities, and                
co-curricular activities. State law requires that emergency medical information be kept on file for each student. A                 
student may be excluded from school or from extra-curricular events until this requirement is met. The Emergency                 
Medical Authorization form is required annually at the beginning of each school year. Changes to the information on the                   
Emergency Medication Authorization can be made directly on the form or on the Parent Portal which can be accessed                   
via the district’s website.  You will need your login and password to make any changes on the Parent Portal. 
 
Should an emergency arise, every effort is made to contact the parent first. When this is not possible, we will contact                     
those persons listed by you on the Emergency Medical Form.  
 
It is not uncommon for children to become ill or sometimes injured while at school. Therefore, please notify                  
the school office whenever there is any change of information, such as a new phone number, change of                  
employer, or a different contact person. We need to maintain at least two current emergency phone                
numbers for each student. 
 

ATTENDANCE  
(OHIO REVISED CODE 3321.04) 

 
The Ohio Revised Code states that every parent, guardian or any person having charge of a child must send the child                     
to school, beginning with kindergarten until age 18. Students with excessive unapproved absence may be required to                 
make up time and/or work. Excessive absences for the year (apart from documented and extensive illness or injury)                  
may be investigated and/or reported for legal action. 
 
Students with extended illness or injury may be eligible for a home instruction tutor. Contact the office for more                   
information. 
 
Only the following conditions constitute reasons for approved absences: 
 

1. Personal Illness: Absence of a child to receive healthcare from an appropriately licensed health care               
provider will be approved.  A written physician’s statement verifying the illness may be required. 

 
2. Illness in the family: The absence under this condition will not apply to children under fourteen (14)                  

years of age. 
 

3. Quarantine of the home: The absence of a child from school under this condition is limited to the length                   
of quarantine, as fixed by the proper health officials. 

 
4. Death in the Family: The absence arising from this condition is limited to a period of three (3) days                   

unless a reasonable cause may be shown for a longer absence. 
 

5. Necessary work at home due to absence or incapacity of parent(s)/guardian(s). 
 

6. Observation or celebration of a bona fide religious holiday: Any student shall be excused for the                
purpose of observing or celebrating a bona fide religious holiday consistent with his/her creed or belief. 

 
7. Out-of-state travel (up to a maximum of four (4) days per school year) to participate in a District-approved                  

enrichment or extracurricular activity. Any classroom assignment missed due to the absence shall be              
completed by the student. 

 
8. Emergency or exceptional situation: An emergency or a set of circumstances which, in the judgment of                 

the building principal or designated assistant principal or the Superintendent, constitutes a good and              
sufficient cause for absence from school will be approved for a student. 
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Students should provide teachers with adequate notice of significant cultural/religious holidays that conflict with tests or                
assignments. Teachers will accommodate significant cultural or religious holidays with clearly articulated time frames              
and options. Parents are advised to schedule medical appointments and other commitments after the school day to the                  
extent possible. 
  
Absences for reasons not listed above are considered UNAPPROVED. For more specific information regarding              
the district’s attendance policy, please refer to District Policy 5200 regarding Student Attendance.  
 
Truancy 
 
A student shall be considered truant each day he/she is absent without excuse. 
 
A student will be considered "habitually truant" under State law if the student is absent without a legitimate excuse for                    
five (5) or more consecutive school days, for seven (7) or more school days in one (1) month, or for twelve (12) or more                        
school days in one (1) school year. If a student is habitually truant and the student’s parent has failed to cause the                      
student’s attendance, the Board authorizes the Superintendent to file a complaint with the Judge of the Juvenile Court                  
and/or to take any other appropriate intervention actions as set forth in this Board’s policy. 
 
A student will be considered "chronically truant" under State law if the student is absent without a legitimate excuse                   
for seven (7) or more consecutive school days, for ten (10) or more school days in one (1) month, or for fifteen (15) or                        
more school days in one (1) school year. If a student is chronically truant and the student’s parent has failed to cause                      
the student’s attendance, the Board authorizes and directs the Superintendent to file a complaint with the Judge of the                   
Juvenile Court. 
 
Reporting Absence of Student 
 
If your child will be absent or tardy from school, PLEASE CONTACT THE ATTENDANCE OFFICE AT 413-8100                 
BEFORE 9:20 a.m. (9:05 a.m. for grades K-1). It is your responsibility to make the school aware of your child’s                     
absence and your cooperation is appreciated. This procedure will ensure the safety of your child(ren) and enable all                  
students to be accounted for in a timely manner. 
 
Note of Absence 
 
A written excuse is required upon the student's return to school. This excuse must give the reason for absence, the                    
dates absent, and be signed by a parent.  
 
Family Vacations  
 
Absence from school due to family vacations is considered excusable, although non-approved, according to the State of                 
Ohio. However, we realize some parents are required by their jobs to take vacation time when school is in session. We                     
shall provide an alternative educational program for vacationing students provided parents notify the classroom teacher               
and office personnel one week prior to the absence. It is advised that parents avoid interrupting the child's education                   
program whenever possible, since alternative measures cannot replace classroom experiences.  
 
Parents arranging vacations or any other planned absence on regular school days need to complete form                
5200 F2 which may be obtained from the Attendance Office or may be found on our district website. 
 
Make-Up Work  
 
Students who return from approved absences shall be given the opportunity to make up work that has been missed. It                    
is the student's responsibility to check with his/her teacher for the assignments. Make-up work should be completed at                  
home or at recess rather than during regular instructional time. Make-up work is normally due within a week of                   
returning to class unless special arrangements have been made with the teacher. 
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GRADES K-1 ARRIVAL AND DISMISSAL 

 
1st Grade and All Day K Arrival 8:55 a.m. – 9:05 a.m. 

Dismissal 3:35 p.m. 
Kindergarten AM Arrival 8:55 a.m. – 9:05 a.m. 

Dismissal  11:50 p.m. 
Kindergarten PM Arrival 12:40 p.m. 

Dismissal 3:35 p.m. 
   

 
THE SCHOOL CANNOT BE RESPONSIBLE FOR THE SUPERVISION OF MORNING KINDERGARTEN, ALL            
DAY KINDERGARTEN, AND FIRST GRADE STUDENTS PRIOR TO 8:55 AM, OR PRIOR TO 12:40 PM FOR                
AFTERNOON KINDERGARTEN STUDENTS. For reasons of safety and liability, no children should arrive at             
school prior to the designated times unless chaperoned by a parent.  
 
In addition, students should not be withdrawn from class prior to the regular dismissal times unless illness or an                   
emergency require it. Please plan ahead in scheduling appointments and other commitments for after the close of the                  
school day. Regular attendance is also critical for maximum academic achievement. 

 
GRADES 2-5 ARRIVAL AND DISMISSAL 

 
Arrival 9:10 a.m. – 9:20 a.m. 
Dismissal 
Preparation 

3:40 p.m. 

Dismissal 3:40 p.m. – 3:50 p.m. 
 
THE SCHOOL CANNOT BE RESPONSIBLE FOR THE SUPERVISION OF STUDENTS PRIOR TO 9:10 AM              
unless participating in the paid breakfast program. 
 
Classes officially begin at 9:20 a.m. daily. We are unable to provide supervision for children prior to 9:10 a.m. For                    
reasons of safety and liability, no children should arrive at school prior to that time unless accompanied by a                 
parent.  
 
Student pick-up typically begins at 3:40 p.m. at designated locations. 
 
In addition, students should not be removed from class prior to the regular dismissal times unless illness or an                   
emergency require it. Please plan ahead in scheduling appointments and other commitments for after the close of the                  
school day.  Regular attendance is also critical for maximum academic achievement. 
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TARDINESS 
 
 
For the purpose of Attendance Records (Grades 1-12 and all-day Kindergarten) 
 

● Arriving within the first half hour of the school day is considered a tardy 
● Leaving within the last half hour of the school day is considered an early dismissal 
● Being absent up to 3 hours of the school day will be documented as a half day absent 
● Being absent 3 or more hours of the school day will be documented as a full day absent 

 
For half day Kindergarten students 
 

● Arriving within the first half hour of the school day is considered a tardy 
● Leaving within the last half hour of the school day is considered an early dismissal 
● Being absent up to 90 minutes of the school day will be documented as a half day absent 
● Being absent 90 minutes or more of the school day will be documented as a full day absent 

 
 

 
NOTE: Excessive absence and/or tardiness of any child will be referred to the Franklin County Truancy Officer for                  
investigation, and may be subject to legal action under the current truancy law. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

DISMISSAL PROCEDURES 
 
Please do not request that your child be dismissed early unless a family emergency or a necessary medical                  
appointment requires an early release. Should this be the case, the parent must report to the office to officially sign the                     
child out of school. The office will then request that the teacher release the student. Prior written notice of a medical                     
appointment is appreciated. 
 
As a safeguard, students will only be released to the custodial parent, guardian, or to an adult designated by                   
the custodial parent or guardian.  
 
Bus riders begin boarding prior to the dismissal bell to insure a safe departure. All students are encouraged to go                    
directly home from school. THE SCHOOL CANNOT BE RESPONSIBLE FOR THE SUPERVISION OF CHILDREN              
BEYOND THE SCHOOL DAY unless they are participating in after school sponsored activities. 
 
NOTE:  Pre-arranged activities, such as IMPACT enrichment classes, will be supervised while in session. 
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Parents are not permitted to board a school bus at any time or to remove a child from a school bus. Parents should                       
contact the school office in order to have a child taken off of the bus.  
 
Parents who pick up children should plan to arrive in time to collect students at your building’s designated time. We ask                     
all drivers to please pull up as far as possible in the waiting lines to allow for the children to be dropped-off and                       
picked-up in the most efficient way possible.  
 
To ensure the safety of all students, please observe the following: 
● Remain in your vehicle 
● Children must leave/enter your vehicle on the curb side only 
● Patiently wait in line – our goal is to always have our children arrive and leave school in the safest way possible. If                       

your child is already with you, please remain in line to await your turn to leave the pick up/drop off loops.  
 
PLEASE NOTE: Traffic in the loops must continue to flow. Cars may stop just long enough to safely load                   
children. To prevent accidents, only one lane or line of cars is permitted. Please exercise patience and                 
courtesy to keep our students safe. 
 
Missing Students 
 
Students are told to go directly home from school. If your child does not arrive home at a reasonable time (within                     
10 to 20 minutes of the usual time), notify the Transportation Office at 855-2033 or the New Albany Police at                    
855-7544, and/or the New Albany K-1 Elementary at 413-8700 for K-1 students or the New Albany 2-5                 
Elementary at 413-8600 or the New Albany 2-8 at 741-3000. 
 
Strangers 
 
In the interest of safety, please warn your children about the danger of talking to or going with strangers. 
 
Parents and children are advised to report suspicious strangers, loitering around school or between home and school, 
to the office and to the police. 
 
 
 
 
 
 
 

 
SCHOOL BUS TRANSPORTATION 

 
To and From School 
 
The school is responsible for the supervision of students only while on school property. Parents are responsible once                  
students leave school property. 
 
The school will cooperate with parents in stressing the rules of safety to and from school and will assist with discipline                     
problems that occur between home and school.  
 
Bus Procedures 
 
Specified bus procedures help to insure the safe and efficient transfer of students between home and school. 
 
At the Bus Stop 
 

❖ Arrive 5 minutes before scheduled pickup time. 
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❖ Behave in an orderly manner and stand at least ten feet away from the road. 
 

❖ Observe guidelines for safety and courtesy. 
 

❖ Observe bus warning lights and the driver's directions for crossing the street and boarding or exiting the bus. 
 

❖ Once boarded, go directly to the assigned seat and sit down. 
 
It is the parent's' responsibility to inform the bus driver when their child will not be boarding the bus. If a student is not                        
at the stop, the bus cannot wait. 
 
Missed Buses 
 

A.  Before School: Instruct your child where to go and what to do if he/she misses the bus on the way to                   
school, especially if nobody is home. 

 
B.  After School: If a child misses the bus due to his/her own fault, the parent will be contacted to pick-up                  

the child. 
 

If a child misses the bus due to circumstances at school, school personnel will attempt to 
get the child home. 

 
NOTE: If a student's behavior is unsafe or unruly at dismissal time, the child may be prohibited from riding the bus                     
home.  Should this occur, the parent will be contacted to provide transportation.  
 
Late Buses 
 
Late buses are a possibility due to weather and construction traffic.  Call the Transportation Department directly at 
855-2033 to inquire about late buses.  Students arriving late due to a bus delay will not be marked tardy.  
 
 
 
 
 
 
 

BUS CONDUCT 
 
The bus driver has many, many responsibilities and must have students’ full cooperation. Any child who does not                  
cooperate with the bus driver by obeying the rules shall be reported to the principal. The principal will be responsible for                     
notifying the parents that CONTINUED DISORDERLY CONDUCT MAY RESULT IN A SUSPENSION FROM THE              
BUS. 
 
Please read and observe the following rules.  The bus rules are designed for your safety. 
 

1. Students must sit in their assigned seats. 
 
2. Students may only ride their assigned bus, and be picked up and dropped off at their designated stops.                  

Emergency situations will be taken into consideration. 
 
3. Excessive noise or loud talking or boisterous laughter is prohibited. 
 
4. At railroad crossings or other dangerous points, all talking and noise is prohibited. 
 
5. Students must keep all parts of his/her body or objects in the bus’s interior at all times. 
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6. Students will observe rules for crossing the street when exiting the bus. 
 
7. Spitting or throwing any object from the window of the bus is prohibited. 
 
8. Eating, drinking, or littering on the bus is prohibited. 
 
9. All students will obey the bus driver's instructions the first time they are given. 
 
10. Transporting of animals, pets, liquids, pressurized cans, or glass containers on the bus is prohibited. 

 
11. Students may only bring a backpack and lunch box on the bus. For safety’s sake, the bus cannot                  

accommodate other large items (i.e. sleeping bags, bags of aluminum cans, large projects and other               
belongings that take up space). 

 
12. Parents are responsible for any damage or marking of bus by students. 
 
13. Students are not permitted to bring balls, toys, games, gadgets, radios, cell phones, or electronic devices to                 

school unless special arrangements have been made with their classroom teacher. In this event, items will                
remain in bags or backpacks while on the bus. 

 
14. The use of obscene or profane language or gestures is prohibited. 
 
15. School buses are not permitted to stop longer than necessary to pick up students. The school bus cannot                  

wait for tardy students. 
 
16. Any conduct which would endanger any passenger or could result in the damage of the vehicle is prohibited. 
 
17. The carrying of weapons or harmful materials by bus passengers is prohibited. 
 
 
 
 
 
 
 
Bus Discipline Procedure 
 
1. First Violation: At a minimum, a student normally receives a warning from the driver who will discuss the                  

problem with the student. 
2. Second Violation: At a minimum, a student receives a formal "write up" which is submitted to the principal                  

for intervention. 
3. Third Violation: At a minimum, a student receives a formal "write up" which is submitted to the principal                  

who may schedule a parent conference or hearing about the matter. 
 

Students may be removed from the bus following parental notice whenever their behavior is serious enough to interfere                  
with the safety and welfare of the other students and/or the driver. Chronic or serious infractions of bus rules including                    
some first violations may result in suspension from the school bus from one to ten days. 
 

 
 

GRADES K-1 LUNCH 
 
School Lunch  
 
First grade and all day kindergarten students have the option of bringing a packed lunch from home (NO KNIVES FOR                    
CUTTING FOOD, SODA POP, OR GLASS BOTTLES PLEASE), or of purchasing a hot meal, fresh fruit/veggie tray, or                  
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fresh garden salad from the cafeteria. Monthly lunch menus are available on the district’s website (www.napls.us).                
Printed copies of the monthly lunch menu can be requested by contacting your child’s school office. Gluten-free and                  
vegetarian menus are available daily.  
 
The price of a school lunch is $2.50 unless a student qualifies for the free or reduced program. This includes an entrée                      
and an 8 oz. bottle of milk (white or chocolate) and/or water and a visit to the fruit/veggie bar. If your child chooses a                        
salad or fruit/veggie tray, he/she will take the salad or yogurt/cheese stick and milk. They will then complete their lunch                    
with a trip to the fruit/veggie bar. Additional milk or bottled water is available for $0.50.  
 
Meal Payment Options  
 
You may make payments by sending a check with your child or you may pay online. Payments may be made in any                      
increment. Simply go to the district website under “Departments” and select “Child Nutrition Services” for a link to                  
PayForIt. You can set up an account (you will need the student ID number) to be able to pay online or to see their                        
transaction history for the last 30 days. Sending cash with your child is strongly discouraged. The food service                  
department will let your child charge up to two meals. Money should be applied to his/her account by the next day.                     
After the two charges, he/she will be given a courtesy meal consisting of a cheese sandwich, fruit, and milk at no                     
charge.  Please make sure your child has adequate money on his/her account.  
 
Free and Reduced-Price Lunches  
 
Free and reduced-price meal applications may be submitted online at www.napls.us under “Departments” and selecting               
“Child Nutrition Services”, or you may request a paper application from any of the school offices. If you have any                    
questions, please call the food service coordinator at 413-8589. You may apply any time during the school year if your                    
financial status changes. Children previously receiving free or reduced-price meals must reapply at the              
beginning of each new school year. 
 
Cafeteria Point of Sale System 
 
The cafeteria has an electronic point of sale system to keep an accurate account of each child’s lunch/breakfast                  
payments and purchases. Please visit the food services section of the district website to learn more about the online                   
payment system available for our school breakfast and lunch programs. The elementary menu is also published on the                  
New Albany Schools district website, www.napls.us. If you have any questions, please contact the dining hall at                 
413-8752 or Food Service Supervisor at 413-8589.  
 
Peanut-Free Classrooms 
 
Several classrooms have been identified as peanut-free classrooms by the school nurse. Students in peanut-free               
classes will be notified by the school nurse at the beginning of the school year and given instructions regarding foods                    
that are safe to bring to school. Peanut-free tables will be designated in the lunchroom as needed. Students required to                    
sit at the peanut free tables will be allowed to invite one friend each day who has purchased a school lunch to sit with                        
them at the table. 
 

GRADES 2-5 BREAKFAST AND LUNCH  
 
School Breakfast 
 
Breakfast is the most important meal of the day. A good breakfast provides the nutrients that students need to start their                     
day off right. Studies show that children who eat a good breakfast do better in school. Breakfast is served from 8:00 am                      
to 9:10 am each morning. The cost of breakfast is $1.50 unless a student qualifies for the free or reduced price meal                      
program. If your child receives a free lunch, then the breakfast is also free. The price for a reduced priced breakfast is                      
$0.30. 
 
All breakfasts come with 8 oz. of low-fat milk, 1 cup fruit or fruit juice, and choice of a breakfast entrée, cereal or pastry.                        
Students can use their prepaid debit account or pay cash at time of purchase. All children will be supervised by                    
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cafeteria staff until school starts. Children who do not eat breakfast should never enter the cafeteria in the morning                   
before school.  A “grab and go” breakfast option will be available to students from 9:00 am to 9:30 am.  
 
School Lunch 
 
Lunch is served in multiple shifts.  Students are allocated time for each lunch period and recess.  
 
Children have the option of bringing a packed lunch from home (NO KNIVES, SODA POP, OR GLASS BOTTLES                  
PLEASE), or of purchasing a hot meal, or choose a fresh garden salad or deli sandwich from the cafe. Monthly lunch                     
menus are available on the district’s website (www.napls.us). Printed copies of the monthly lunch menu can be                 
requested by contacting your child’s school office.  Gluten-free and vegetarian meals are available daily.  
 
A tray lunch costs $2.50 unless the student qualifies for the free or reduced program. One-half pint of milk                   
(white or chocolate) and/or water is included with the school lunch. Additional milk or bottled water is available for 50¢.                    
Packers and students who want additional drink with their hot-lunch may also purchase a beverage for 50¢. Occasional                  
buyers may bring money on the day they plan to purchase lunch or pay to credit their account. The money stays on                      
their accounts until the student chooses to use it. 
 
Cafeteria Point of Sale System 
The cafeteria has an electronic point of sale system to keep an accurate account of each child’s lunch/breakfast                  
payments and purchases. Please visit the food services section of the district website to learn more about the online                   
payment system available for our school breakfast and lunch programs. The elementary menu is also published on the                  
New Albany Schools district website, www.napls.us. If you have any questions, please contact the dining hall at                 
413-8699 or Food Service Supervisor at 413-8589.  
 
Procedure for Lost/Forgotten Lunch Money 
 
If a child forgets or loses his/her packed lunch or lunch money, he/she will be allowed a maximum of two (2) charges.                      
After that, they will be given a cheese sandwich, fruit, and milk at no charge. Please send money for charges in as                      
soon as possible and make sure your child has sufficient money on his/her account.  
 
 
 
 
 
 
Free and Reduced-Price Lunch 
 
Free and reduced-price meal applications may be submitted online at www.napls.us and click on “Menus” or you may                  
request a paper application from any of the school offices. If you have any questions, please call the food service                    
coordinator at 413-8589. You may apply any time during the school year if your financial status changes. Children                  
previously receiving free or reduced-price meals must reapply at the beginning of each new school year. 
 
 
Peanut-Free Classrooms 
 
Several classrooms have been identified as peanut-free classrooms by the school nurse. Students in peanut-free               
classes will be notified by the school nurse at the beginning of the school year and given instructions regarding foods                    
that are safe to bring to school. Peanut-free tables will be designated in the lunchroom. Students required to sit at the                     
peanut free tables will be allowed to invite one friend each day who has purchased a school lunch to sit with them at the                        
table. 

RECESS 
 
All students will normally have one recess each day and other times at the teacher’s discretion. Recess will be held                    
indoors when the temperature and wind chill factor register 20 degrees or below, or when very wet weather conditions                   
prevail. 
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In special circumstances, (i.e. extended recuperation from surgery or serious illness) a student may be permitted to                 
remain indoors when conditions otherwise permit outdoor play. Eligibility for this exception will be determined on an                 
individual basis, and a doctor’s written recommendation is required. 
 

BIRTHDAY PARTIES 
 
Birthday parties as such are not a part of our school curriculum. However, we recognize that birthdays are important                   
milestones in children's lives and may be acknowledged by the classroom teacher through a special token such as a                   
sticker, pencil, etc. 
 
To protect the health and well-being of all students, birthday treats and other food items are not permitted in the                    
classroom or during lunch. Birthday party invitations, balloons, flowers, or gifts may not be sent to the school for                   
delivery to children during the school day. Interruptions, even nice ones, are disruptive to the teaching and learning                  
process. Thank you in advance for supporting our efforts to protect the teaching and learning time and the health of our                     
students. 
 

SCHOOL PARTIES 
 

Fall Party: Late October, our PTO room parents will be organizing a fun-filled party at school for our students. The fall                     
party allows for some celebration and crafts in each classroom. Our PTO room parents coordinate with classroom                 
teachers, and provide a party of healthy snacks, games, and crafts for our students.  Time:  60 minutes. 
 
Holiday Party: Prior to winter break, our PTO room parents will be organizing a fun-filled party at school for our                    
students. This winter party allows for some celebration and crafts prior to students leaving for winter recess. Our PTO                   
room parents coordinate with classroom teachers, and provide a party of healthy snacks, games, and crafts for our                  
students.  Time:  60 minutes. 
 
Valentine’s Day: It has been a tradition in the building to have a Valentine’s Day party each year around February 14th.                     
Time:  60 minutes. 
 
End of Year Celebration: In celebration of a year of learning, students typically will have some kind of celebration with                    
their classmates at the conclusion of the school year. For our first and fifth graders, this involves a special “pool day”                     
event coordinated by parent volunteers.  Time:  varies. 
 

EXCUSED PARTICIPATION 
 

A parent who prefers that their child be excused from reciting the Pledge of Allegiance, or other occasions such as                    
holiday and birthday activities, may state this request in writing and submit it to the classroom teacher as soon as                    
possible prior to the event.  
 

STUDENT VALUABLES AND PERSONAL BELONGINGS 
 

The school cannot be responsible for the care and safekeeping of personal property and will not be liable for loss or 
damage to personal items. 
 
Please label your child's book bag, lunch box, sweaters, coats and other apparel with his/her full name for                  
easy identification. 
 
Students are encouraged to regularly check the Lost and Found to claim missing belongings. Unclaimed items are                 
donated to charitable organizations several times throughout the school year because of the volume of items which                 
accumulate.  Belongings labeled with a child’s full name have a greater chance of being reunited with their owners. 
 

PARENTAL SUPERVISION AT EVENTS 
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The district sponsors many extracurricular events [i.e. football games, evening programs, etc.] which families are invited                
and encouraged to attend. For reasons of safety, a parent must accompany elementary students or a responsible                 
adult designated by the parent. Elementary students must be under the supervision of an adult at all times on these                    
occasions.  School rules for behavior apply whenever students are on school property. 
 

HOMEWORK 
 

Various homework assignments are made so that students may practice skills introduced in class or prepare                
information for future lessons. Homework extends classroom learning so that knowledge and skills may be transferred                
and applied in practical situations. Creative homework projects are opportunities for students to integrate mastered               
skills and concepts for solving problems in original, inventive and resourceful ways. 
 
Teacher Responsibilities 
 

❖ Teachers will explain homework assignments clearly and thoroughly to students.  Daily lessons will prepare 
students for successful homework completion. 

 
❖ Teachers will insure that the length, frequency and nature of assignments are appropriate for the grade level                 

and/or students' individual abilities.  Unfinished class assignments may be sent home for completion. 
 

❖ Teachers will examine assignments and give feedback to students in a timely manner. 
 

❖ Teachers will communicate to students how homework affects their grade.  Homework expectations will be 
clearly explained by the teacher. 

 
Student Responsibilities 
 

❖ Students will listen carefully to assignments. 
 

❖ Students will write down assignments in the agenda book provided.  
 

❖ Students will set aside time for homework each evening in a quiet space in the home. 
 

❖ Students will complete assignments as directed and turn homework in when it is due.  
 
 
 
Suggestions for Parental Involvement 
 

❖ Please check your child's agenda and/or assignment sheet for homework as well as any other communication                
from the classroom teacher.  Let your student know you want to see his/her work. 

 
❖ Provide time for homework (30-60 minutes) in the family's evening schedule and guide your child to a quiet                  

place in the home to work. 
 

❖ Examine homework for completeness and accuracy, and in so doing, develop an awareness of what is being                 
learned. 

 
❖ In the time allocated for study, make sure your child reads (20 minutes) each day and/or has a daily reading                    

routine. 
 
Make-Up Assignments  
 
Students who return from approved absences shall be given the opportunity to make up work that has been missed. It                    
is the student's responsibility to check with his/her teacher for the assignments. Make-up work should be completed at                  
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home or at recess rather than during regular instructional time. Make-up work is normally due within a week of                   
returning to class unless special arrangements have been made with the teacher. 
 

FIELD TRIPS 
 
Field trips into the community extend learning and introduce students to authentic experiences, and will be aligned to                  
district curriculum standards. Only students who have signed permission slips and current/updated emergency medical              
forms on-file will be allowed to participate in field trips.  Parents may deny participation for any reason. 
 
Some trips require an admission fee which parents may be asked to provide. All students will be provided this learning                    
opportunity. Should any fee create a monetary hardship, families should contact any staff member. This information                
will be kept confidential and will be addressed. 
 
Many trips frequently require additional adult chaperones. BCI and FBI checks are required for all chaperones.                
Generally (but not always) we have more volunteers than needed. Teachers will try to rotate chaperone responsibility                 
so that all interested parents may participate in a trip activity. 
 

STUDENT FEES 
 

Fees are charged at the beginning of the year, or prorated as new students enroll, to cover the cost of consumable                     
materials.  Consumables must be replaced annually at the prevailing vendor rates for materials, shipping, and handling. 
 
During the year, admission charges may be collected for some field trips or activities. 
 
Fees may be waived for financial hardship and for those who qualify for free or reduced price lunch. 
 
Fees are payable online via the District website and the parent portal.  

 
 

PARENT/TEACHER CONFERENCES 
 
Parents may request a conference with a teacher at any time during the year by contacting the teacher. Special                   
conference weeks are designated during each school year. Information regarding Fall and Winter Parent-Teacher              
Conference will be sent home prior to the week's occurring so parents can sign up for a conference. 
 
 
 
Open House (Students, Families, and Community) 
 
Students in grades K - 5 and their parents are scheduled for Open House prior to the first day of class. The main                       
purpose of Open House is to locate newly assigned rooms and briefly meet the teacher. Knowing in advance where to                    
report seems to reassure young students and minimizes confusion so that class is off to a smooth start the very first                     
day. 
 
Curriculum Nights 
 
Early in the school year, an evening is designated as “Curriculum Night” for all elementary grade levels. Teachers meet                   
with parents to discuss curriculum, review expectations for academic performance and answer questions. We want               
everyone to have a clear understanding of the grade level educational objectives to be mastered and how they will be                    
measured and reported.  
 
 

STUDENT CLASS PLACEMENTS 
 

The development of class lists for each school year is an involved process. Much time and consideration is given to                    
balancing each room, not only according to the number of children, but also with regard to gender, personalities,                  
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academic needs, work habits, learning styles, and other relevant information. Our goal is to provide the best possible                  
ratio, balance and working combination for each class. 
 
In order to achieve these combinations, therefore, specific teacher requests cannot be accepted. However, if a parent                 
feels that his/her child may have particular characteristics that warrant further consideration, you may complete a                
Learning Styles Inventory Form to be turned into the building principal at the end of the year (date to be determined). A                      
specific teacher or class organization may not be requested and appeals for placement with particular               
friends cannot be considered. To the extent possible, your child will be assigned to a class that will best meet the                     
conditions you have identified. 
  

PARENT AND COMMUNITY VISITATION 
 

We welcome parents and members of the community to visit our school and participate in various events.  
 
Visitors 
 
Visitors, particularly parents, are welcome at New Albany Elementary Schools. In order to properly monitor the safety of                  
students and staff, each visitor must report to the office upon entering the school to obtain a pass. Visitors will only be                      
allowed to enter the building through the buzzer door system. Any visitors found in any building, including the cafeteria,                   
without a pass, will be reported to the principal. If a person wishes to confer with a member of the staff or visit in a                         
classroom, s/he should call for an appointment prior to coming to the school. No visitor should go directly to the                    
classroom and interrupt the educational process. 
 
Parent Volunteers  
 
Given the nature of volunteer work conducted at the K-5 level and the potential that a volunteer may have occasion to 
work unsupervised with children without prior notice, as an additional safety measure, all K-5 volunteers will be subject 
to a criminal records check. 
 
A criminal records check shall be valid for five years and the costs associated with the criminal records check shall be 
paid for by the volunteer.. The criminal records check shall be conducted either before any volunteer may begin their 
duties, or as a condition of continued service as a volunteer at the discretion of the Board. 
 
A criminal records check may be performed at the Administrative Offices located at 55 North High Street.  Please call 
855-2040 for additional information or to schedule your criminal records check.  
 
 
Classroom Observations 
 
Please contact the main office at each elementary school to schedule a classroom visit in accordance with Board of                   
Education Policy and Administrative Guidelines.  
 
Students may not bring student visitors (i.e. cousins or special friends from other districts) to school for reasons of                   
liability. 

 
STUDENT SALES 

 
No student is permitted to sell any item or service in the school without the approval of the principal. Items that could                      
materially affect the educational environment of the schools or other students or their rights or privileges to be educated                   
in the schools may not be sold, and the District may develop other appropriate criteria to restrict such sales. Violation of                     
this policy may lead to disciplinary action. 
 

ADVERTISING EVENTS AND OUTSIDE ACTIVITIES  
 
Students, parents, and community members may not post announcements or advertisements for outside activities              
without receiving prior approval from the District’s Administrative Office. No announcements, flyers or posting of               
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non-school activities will be permitted without the approval of the District Administrative Office. Information must be                
submitted at least 10 days in advance to allow time for review.  
 

CHILD CUSTODY 
 
Parents have an obligation to inform the school immediately anytime the custody of a child changes. School officials                  
will need to make a copy of the certified court ordered document for the child's permanent record. Both the custodial                    
parent and the non-custodial parent are entitled access to their child's records and to conferences with the teacher,                  
unless the court has ruled otherwise. However, the non-custodial parent may not remove the child from the premises                  
without the expressed permission of the custodial parent. Step-parents have no right to records, reports, or                
conferences without permission of the custodial parent. 

 
WITHDRAWAL/TRANSFER FROM SCHOOL 

 
Parents must notify the Principal about plans to transfer their child to another school. School records, including                 
disciplinary records of suspension and expulsion, will be transferred to the new school within 14 days of the parents’                   
notice or request. Please notify the office if your child is leaving New Albany Schools to attend another school. This will                     
expedite the forwarding of records and help us to keep our enrollment current. Records will be forwarded within two                   
weeks to the new school. 
 
No student under the age of 18 is allowed to withdraw from school without the written consent of his/her parents and in                      
compliance with State law. A student who otherwise withdraws from school shall be reported to the juvenile judge of                   
the county and to the Bureau of Motor Vehicles for suspension of their driver’s license, if he/she is under the age of 18. 

IMMUNIZATIONS 
 
Students must be current with all immunizations required by law, including but not limited to poliomyelitis, diphtheria,                 
pertussis, tetanus, hepatitis, chickenpox, measles, mumps and rubella, or have an authorized exemption from State               
immunization requirements. For the safety of all students, the school principal may remove a student from school or                  
establish a deadline for meeting State requirements if a student does not have the necessary immunizations or                 
authorized exemption.  Any questions about immunizations or exemptions should be directed to the school nurse. 
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Immunization Requirements - Grades K-5 
 

Immunization Summary for School Attendance 

 VACCINES FALL 2016 IMMUNIZATIONS FOR SCHOOL ATTENDANCE 

 DTaP/DT 
Tdap/Td 

Diphtheria, 
Tetanus, 
Pertussis 

K 
th 

Four (4) or more of DTaP or DT, or any combination. If all four doses were given before the 4 
birthday, a fifth (5) dose is required. If the fourth dose was administered at least six months 
after the third dose, and on or after the 4  birthday, a fifth (5) dose is not required.* 
1-12 
Four (4) or more of DTaP or DT, or any combination. Three doses of Td or a combination 
of Td and Tdap is the minimum acceptable for children age seven (7) and up. 
Grades 7-12 
One (1) dose of Tdap vaccine must be administered prior to entry.** 

 POLIO K-6 
th 

Three (3) or more doses of IPV. The FINAL dose must be administered on or after the 4 
birthday regardless of the number of previous doses. If a combination of OPV and IPV was 
received, four (4) doses of either vaccine are required.*** 
Grades 7-12 
Three (3) or more doses of IPV or OPV. If the third dose of either series was received prior 
to the fourth birthday, a fourth (4) dose is required; If a combination of OPV and IPV was 
received, four (4) doses of either 
vaccine are required. 

MMR 
Measles, 
Mumps, 
Rubella 

K-12 
Two (2) doses of MMR. Dose 1 must be administered on or after the first birthday. The 
second dose must be administered at least 28 days after dose 1. 

 HEP B 
Hepatitis B 

K-12 
Three (3) doses of Hepatitis B.  The second dose must be administered at least 28 days 
after the first dose. The third dose must be given at least 16 weeks after the first dose and 
at least 8 weeks after the second dose.  The last dose in the series (third or fourth dose), 
must not be administered before age 24 weeks. 

Varicella 
(Chickenpox) 

K-6 
Two (2) doses of varicella vaccine must be administered prior to entry. Dose 1 must be 
administered on or after the first birthday. The second dose should be administered at least 
three (3) months after dose one (1); however, if the second dose is administered at least 28 
days after first dose, it is considered valid. 
Grades 7-10 
One (1) dose of varicella vaccine must be administered on or after the first birthday. 

MCV4 
Meningococcal 

Grade 7 
One (1) dose of meningococcal (serogroup A, C, W, and Y) vaccine must be administered 
prior to entry 
Grade 12 
Two (2) doses of meningococcal (serogroup A, C, W, and Y) vaccine must be administered prior to 
entry**** 

 
 
NOTES:  
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• Vaccine doses administered ≤ 4 days before the minimum interval or age are valid (grace period). Doses                 
administered ≥ 5 days earlier than the minimum interval or age are not valid doses and should be repeated as                    
age-appropriate. If MMR and Varicella are not given on the same day, the doses must be separated by at least 28                     
days with no grace period. 

• Only full doses of vaccine using proper intervals shall be counted as valid doses.  
• For additional information please refer to the Ohio Revised Code 3313.67 and 3313.671 for School Attendance and                 

the ODH Director’s Journal Entry (available at www.odh.ohio.gov, Immunization: Required Vaccines for Childcare             
and School). These documents list required and recommended immunizations and indicate exemptions to             
immunizations. Please contact the Ohio Department of Health Immunization Program at (800) 282-0546 or (614)               
466-4643 with questions or concerns.  

 
USE OF MEDICATIONS 

 
Medication 
Parents are responsible for informing the school of any specific health conditions of their child that may impact learning                   
or their health during the school day, such as severe reactions to bee stings, food allergies, severe environmental                  
allergies, asthma, diabetes, seizures, etc. Parents are responsible for providing the clinic with the appropriate treatment                
plan, medication and equipment.We wish to emphasize that it is more desirable for all medication to be administered at                   
home.  However, any student who is required to take medication at school must comply with the medication policy.  
 
New Albany-Plain Local Schools require physician and parent authorization to administer any prescription medication              
and over-the-counter (OTC) medication (ex. Acetaminophen, ibuprofen and ointments) to a student. A form can be                
obtained from the clinic or on the school nurse website http://www.napls.us/healthservices and must be completed by                
the physician and the parent/guardian. An authorization form is required for each medication your child takes while at                  
school. The school nurse is available to discuss the procedure for medication and treatments. Students are permitted                 
to use medication during school hours ONLY when the school has received the following: 
 
Regulations 
 

❖ Written orders from the physician verifying the necessity for the medication to be taken during school hours,                 
name of the medication, dosage, time medication is to be taken, length of time medication will be needed, and                   
any possible side effects.  Parental verification is required for non-prescription medication. 

 
❖ An adult must bring the medication to school.  It is to be in a container appropriately labeled by the 

pharmacy or physician. 
 
❖ Medication must be stored in the clinic. 
 
❖ A new request form must be submitted each school year and as necessary for changes in medication orders. 
 
❖ Medications must be picked up no later than the last day of school.  Any medication left in the office will be 

disposed of if not picked up.  School personnel cannot be responsible for medication while school is not in 
session. 
 

Exception to this rule is for inhalers and Epipens. Students are allowed to carry INHALERS and EPIPENS. The                  
inhalers/Epi-pens must be appropriately labeled with the date of the prescription and the student name. The student                 
can administer the exact dose. The parent and physician must sign the Inhaler/Epi-Pen Authorization Form, with                
specific approval for the student to carry. A plan must be on file as to what the student will do in case the symptoms                        
continue. 
 

 
 
 

INJURY AND ILLNESS 
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All injuries must be reported to a staff member. If the injuries are minor, the student will be treated and may return to                       
class. If medical attention is required, the school nurse will follow the school's emergency procedures and attempt to                  
make contact with the student’s parents. 
 
A student who becomes ill during the school day should request permission from the teacher to go to the clinic. An                     
appropriate adult in the office will determine whether the student should remain in school or go home. No student will                    
be released from school without proper parental permission. 
 
Should a child's clothing become tainted with bodily fluids or wastes, the parent will be called to bring the student fresh                     
clothing or to take the child home to change.  
 
 

CONTROL OF CASUAL CONTACT COMMUNICABLE DISEASES & PESTS 
 

Because a school has a high concentration of people, it is necessary to take specific measures when the health or                    
safety of the group is at risk. The school’s professional staff has the authority to remove or isolate a student who has                      
been ill or has been exposed to a communicable disease. Specific diseases include pinkeye, scarlet fever, Strep throat,                  
impetigo, whooping cough, chickenpox, ringworm and other conditions indicated by the local and state health               
departments.  Any removal will be only for the contagious period as specified in the school’s administrative guidelines. 

 
CONTROL OF NON-CASUAL CONTACT COMMUNICABLE DISEASES 

 
In the case of non-casual contact communicable diseases, the school still has the obligation to protect the safety of the                    
staff and students. In these cases, the person in question will have his/her status reviewed by a panel of resource                    
people to insure that the rights of the person affected and those in contact with that person are respected.  
 
The school will seek to keep students and staff persons in school unless there is definitive evidence to warrant                   
exclusion. 
 
In the case of non-casual contact communicable diseases, the school still has the obligation to protect the safety of staff                    
and students. In these cases, the person in question will have his/her status reviewed by a panel of resource people,                    
including the Franklin County Health Department, to ensure that the rights of the person affected and those in contact                   
with that person are respected. The school will seek to keep students and staff in school unless there is definitive                    
evidence to warrant exclusion. 
 
Non-casual contact communicable diseases include sexually transmitted diseases, AIDS (Acquired Immune Deficiency            
Syndrome), ARC-AIDS Related Complex, HIV (Human-immunodeficiency), Hepatitis B and other diseases that may be              
specified by the State Board of Health. 
 
 
Health Conditions 
 
Parents are responsible for informing the school of any special health conditions that may impact a child’s learning or                   
impact his/her health during the school day. Examples include: severe reaction to bee stings, food allergies, severe                 
environmental allergies, asthma, diabetes, seizures, etc. Parents are responsible for providing the clinic with the               
appropriate treatment plan, medication and equipment. Please follow the medication policy as previously described on               
page 19.  
 
 
 
 
Child Abuse 
 
Ohio law (Section 2151.421, Ohio Revised Code) requires school personnel to report suspected incidents of child                
abuse and neglect to Franklin County Children's Services, 614-229-7000. 
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Insurance 
 
The school is in no way liable for medical expenses incurred from an accidental injury while in attendance during the                    
regular school day and attendance or participation in any of the school sponsored activities. As an aid in helping to                    
reduce medical expenses, school insurance may be purchased.  

 
STUDENTS WITH DISABILITIES  

 
The Americans with Disabilities Act (A.D.A.) and Section 504 of the Rehabilitation Act prohibit discrimination against                
persons with a disability in any program receiving Federal financial assistance. This protection applies not just to                 
students, but to all individuals who have access to the District’s programs and facilities. 
 
The laws define a person with a disability as anyone who: 
 

A. Has a mental or physical impairment that substantially limits one or more major life activities; 
 

B. Has a record of such an impairment; or 
 

C. Is regarded as having such an impairment. 
 
The District has specific responsibilities under these two laws, which include identifying, reviewing and, if the child is                  
determined to be eligible, affording access to appropriate educational accommodation. 
 
Additionally, in accordance with State and Federal mandates, the District seeks out, assesses, and appropriately               
services students with disabilities. Staff members use a comprehensive child study process to systematically screen,               
assess and, if appropriate, place students in Special Education and related services. Students are entitled to a free                  
appropriate public education in the “least restrictive environment.” 
 
The New Albany Plain Local School District provides a variety of Special Education programs and services for students                  
identified as having a disability defined by the Individuals with Disabilities Education Improvement Act (IDEIA). 
 
A student can access Special Education and related services through the proper evaluation procedures. Parent               
involvement in this procedure is important and required by Federal (IDEIA), A.D.A (Section 504) and State law. To                  
inquire about the evaluation procedures, programs, and services, a parent should contact the Special Education               
Director, Sheila Saunders or the Assistant Director, Jackie Zieber. 
 
A grievance form can be obtained from the Special Education Director or Assistant Director for reporting any incidence                  
of suspected disability discrimination.  
  
 
 
 
 
 
 
 
Equal Education Opportunity 
 
It is the policy of this District to provide an equal education opportunity for all students. 
 
Any person who believes that the School or any staff person has discriminated against a student on the basis of race,                     
color, creed, disability, religion, gender, ancestry, national origin, place of residence within the boundaries of the District,                 
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or social or economic background, has the right to file a complaint. A formal complaint can be made in writing to the                      
School District's Compliance Officer. 
 
The complaint will be investigated and a response, in writing, will be given to the concerned person. The Compliance                   
Officer can provide additional information concerning access to equal education opportunity. Under no circumstances              
will the District threaten or retaliate against anyone who raises or files a complaint. 
 

SECTION 504 AND TITLE IX 
 
Overview 
 
A free and appropriate public education (FAPE) shall be provided for each child determined to be in need of special                    
education and/or related services. Students may be identified disabled and eligible for special education services under                
the Individuals with Disabilities Education Improvement Act (IDEIA, 2004). Others may be identified as disabled under                
Section 504 of the Rehabilitation Act. A student identified as disabled under Section 504 may be eligible for services if                    
he or she has a physical or mental impairment that substantially limits learning or another major life activity. 
 
Nondiscrimination Notice Statement 
 
It is the policy of the New Albany—Plain Local School District not to discriminate, in violation of Federal or State law, on                      
the basis of race, color, national origin, ancestry, religion, age, sex, or disability in admission to, access to, treatment in,                    
or employment in, any service, program, or activity sponsored by the New Albany—Plain Local Schools. 
 
Inquiries or complaints regarding compliance with this policy or the nondiscrimination requirements of the Americans               
with Disabilities Act, Section 504 of the Rehabilitation Act of 1973, or Title IX of the Education Amendments of 1972                    
should be directed to the Assistant Superintendent, (614) 855-2040. Title IX or Section 504/ADA inquiries may also be                  
referred to the Assistant Secretary for Civil Rights for the U.S. Department of Education. 
 

Assistant Superintendent  
New Albany—Plain Local School District 

  55 N High Street 
New Albany, OH 43054 

 
NONDISCRIMINATION NOTICE STATEMENT - SECTION 504 AND TITLE IX 

 
It is the policy of the New Albany—Plain Local School District not to discriminate, in violation of Federal or State law, on                      
the basis of race, color, national origin, ancestry, religion, age, sex, or disability in admission to, access to, treatment in,                    
or employment in, any service, program, or activity sponsored by the New Albany—Plain Local Schools. 
 
Inquiries or complaints regarding compliance with this policy or the nondiscrimination requirements of the Americans               
with Disabilities Act, Section 504 of the Rehabilitation Act of 1973, or Title IX of the Education Amendments of 1972                    
should be directed to the Chief of Innovation, Improvement, and Human Capital, 55 N. High St., New Albany, OH,                   
43054, (614) 855-2040. Title IX or Section 504/ADA inquires may also be referred to the Assistant Secretary for Civil                   
Rights for the U.S. Department of Education. 
 
For further information about Multi-Tiered System of Support (MTSS) Teams, or Section 504, contact your building                
principal or the Guidance Counselor in your child's building. 
 

Assistant Superintendent  
New Albany—Plain Local School District 

  55 N High Street 
New Albany, OH 43054 
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HOMELESS STUDENTS 
 
Homeless students will be provided with a free and appropriate public education in the same manner as other students                   
served by the District. Homeless students are eligible to receive transportation services, participate in education               
programs for students with disabilities or limited English proficiency, participate in gifted and talented programs, and                
receive meals under school nutrition programs. Homeless students will not be denied enrollment based on lack of proof                  
of residency. For additional information contact the liaison for Homeless Students at the district’s Administrative Offices                
at 614-855-2040. 
 

STUDENT RECORDS 
 
Most student records are confidential and are protected by state and federal law. Generally, only school personnel and                  
the child's natural parents or legal guardians and the police may have access to the records.  
 
Included in the confidential records may be test scores, psychological reports, behavioral data, disciplinary              
actions and communications with the family and outside service providers. The school must have the parent's'                
written consent to obtain records from an outside professional or agency. Confidential information in a student's record                 
that originates from an outside professional or agency may be released to the parent through the originator. Parents                  
should keep copies of such records for their home file. Parents may also provide the school with copies of records                    
made by non-school professional agencies or individuals. 
 

NOTIFICATION TO PARENTS REGARDING STUDENT RECORDS 
 
The District Custodian of Records is located at the District Administrative Offices, 55 North High Street or s/he can be                    
reached by calling (614) 855-2040.  
 
Each student’s records will be kept in a confidential file located at the student’s school office. The information in a                    
student’s record file will be available for review only by the parents or legal guardian of a student, an adult student                     
(eighteen [18] years of age or older), and those authorized by Federal law and District regulations. 
 
A parent or adult student has the right to: 
 

A. Inspect and review the student’s education records. The school has a form (8330 F5) that may be used                  
to submit a request. The Custodian of Records will notify the parent or adult student of the time and                   
place where the records can be inspected. 

 
B. Request amendments if the parent or adult student believes the record is inaccurate, misleading, or               

otherwise in violation of the student’s rights. The school has a form (8330 F6a) that may be used to                   
identify which information in the record the parent or adult student believes is inaccurate or misleading                
and to specify why it is inaccurate or misleading. 

 
C. Consent to disclosures of personally identifiable information contained in the student’s education            

records, except to those disclosures allowed by the law. The school’s Administrative Guideline 8330              
describes those exceptions and is available upon request. 

 
D. Challenge District noncompliance with a parent’s request to amend the records through a hearing. If               

the Custodian of Records decides not to amend the record, the parent or adult student will be so                  
notified and provided the opportunity for a hearing. Additional information concerning the hearing will              
be provided when notified of the opportunity for a hearing. 

 
E. File a complaint with the U.S. Department of Education, 600 Independence Avenue, Washington DC              

20202. 
 

F. Obtain a copy of the District’s policy and administrative guideline on student records. 
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Directory Information - Each year the District will provide public notice to students and their parents of its intent to                    
make available, upon request, certain information known as “directory information”. The Board designates as              
student “directory information”: a student’s name, address, and telephone number. School-sponsored publications            
may include date and place of birth; major field of study; participation in officially recognized activities and sports; height                   
and weight, if a member of an athletic team; dates of attendance; date of graduation; and awards received.  
 
The District will make directory information available upon a legitimate request unless a parent, guardian, or adult                 
student notifies the District (Form 7540 F1 or online) that s/he will not permit distribution of this information. Selections                   
made on form 7540 F1 or online will remain on file and in effect during the student’s enrollment at New Albany-Plain                     
Local Schools. Changes may be made by any one of three methods: (1) Logging on to the Parent Portal and                    
electronically changing your preference (2) obtaining a new form 7540F1 from your building secretary or (3) download a                  
copy of form 7540F1 from the Technology page on the district website at www.napls.us. 
 
Family Educational Rights and Privacy Act of 1974 
 
Generally, the school must have written permission from the parent or eligible student (age 18) before releasing any                  
information from a student's record. However, the law allows schools to disclose records, without consent, to the                 
following parties: 
 

* School employees who have a need-to-know; 
* Other schools to which a student is transferring; 
* Parents when a student over 18 is still dependent; 
* Certain government officials in order to carry out lawful functions; 
* Appropriate parties in connection with financial aid to a student; 
* Organizations doing certain studies for the school; (Administrative approval) 
* Accrediting organizations; 
* Individuals who have obtained court orders or subpoenas; 
* Persons who need to know in cases of health and safety emergencies; 
* State and local authorities to whom disclosure is required by state laws adopted before November 19, 

1974. 
 
Student Privacy and Parental Access to Information 
 
The Board of Education respects the privacy rights of parents and their children. No student shall be required, as a part                     
of the school program or the District’s curriculum, without prior written consent of the student (if an adult or an                    
emancipated minor) or, if an unemancipated minor, his/her parents, to submit to or participate in any survey, analysis,                  
or evaluation that reveals information concerning : 
 

A. Political affiliations or beliefs of the student or his/her parents; 
 

B. Mental or physical problems of the student or his/her family; 
 

C. Sex behavior or attitudes; 
 

D. Illegal, antisocial, self-incriminating or demeaning behavior; 
 

E. Critical appraisals of other individuals with whom respondents have close, family relationships; 
 

F. Legally-recognized privileged and analogous relationships, such as those of lawyers, physicians, and            
ministers; 

 
G. Religious practices, affiliations, or beliefs of the student or his/her parents; or 

 
H. Income other than that required by law to determine eligibility for participation in a program or for                 

receiving financial assistance under such a program. 
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The Superintendent shall require that procedures are established whereby parents may inspect any materials used in                
conjunction with any such survey, analysis, or evaluation. 
 
Further, parents have the right to inspect, upon request, a survey or evaluation created by a third party before the                    
survey/evaluation is administered or distributed by the school to the student. The parent will have access to the                  
survey/evaluation within a reasonable period of time after the request is received by the building principals. 
 
Personally identifiable information will not be released on any student to a third party conducting a survey/evaluation                 
that contains any item included in A through H above. 
 
Additionally, parents have the right to inspect, upon request, any instructional material used as part of the educational                  
curriculum of the student. The parent will have access to the instructional materials within a reasonable period of time                   
after the request is received by the building principals. The term instructional material means instructional content that                 
is provided to a student, regardless of its format, including printed and representational materials, audio-visual               
materials, and materials in electronic or digital formats (such as materials accessible through the Internet). The term                 
does not include academic tests or assessments. 
 
The Board will not allow the collection, disclosure, or use of personal information collected from students for the                  
purpose of marketing or for selling that information (or otherwise providing that information to others for that purpose). 
 
The Superintendent is directed to provide notice directly to parents of students enrolled in the District of the substantive                   
content of this policy at least annually at the beginning of the school year, and within a reasonable period of time after                      
any substantive change in this policy. In addition, the Superintendent is directed to notify parents of students in the                   
District, at least annually at the beginning of the school year, of the specific or approximate dates during the school year                     
when the administration of any survey by a third party that contains one or more of the items described in A through H                       
above are scheduled or expected to be scheduled. 
 

 
TECHNOLOGY GUIDELINES 

 
To keep our families informed of our proper use of the school computer network which includes the Internet, technology                   
teachers have written an Acceptable Use Policy (AUP) for all students. This policy must be reviewed so that parents                   
and students fully understand what behavior is expected when accessing the Internet at school, and the consequences                 
if the policy is violated. [Your signatures [parent and student(s)] on the Handbook is an acknowledgement of                 
the policy and will grant your child/ren computer network access which includes the Internet, and serves as                 
a commitment to honor all technology guidelines.) 
 
All computer users are expected to abide by rules of network accessibility. These include, but are not limited to the                    
following: 
 

❖ Do not reveal the personal address or phone number of yourself, or any other persons. 
 
❖ Do not use the network in such a way that would disrupt the use of the network by others. 
 
❖ Remember, this is not your own personal computer.  You may not change any settings(s), add software, or 

access other students’ files. 
 
With access to computers and information from all over the world, it is possible that your child may find material on the                      
Internet that you would consider objectionable. We have installed blocking software to limit access to inappropriate                
material. However, the software is not 100% effective in blocking access and we cannot guarantee that your child will                   
not accidentally gain access to inappropriate material.  
 
The use of the computer network is a privilege, not a right. If a student willfully tries to access inappropriate sites, or                      
does not follow the rules, that privilege may be taken away. The Principals, in consultation with the network                  
administrators and teachers, will determine if someone is abusing his or her privilege to use the computer network. 
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District expectations for Bring Your Learning Technology (BYLT) require that students adhere to the following five 
criteria: 
 

1. Students must use the device for learning.  They should only ever use their own device and are not to put their 
hands on another student’s device at any time. 

2. Students using BYLT must connect to the NAPLS Student Network.  

3. Our district common language when technology is not to be in use is “Devices Down”.  This means all 
technology use must stop until a teacher says otherwise. 

4. Students are not to take pictures or video without a teacher’s permission at any time. 

5. BYLT is not be used during recess, breakfast club, or on the bus. 

 
The following is the Computer and Technology Appropriate Use Policy as adopted by the New Albany Plain Local                  
Schools Board of Education in June 2008. 

New Albany-Plain Local Schools 
COMPUTER AND TECHNOLOGY APPROPRIATE USE POLICY 

 
AUP Sections 
1 – Acceptable Use 6 – Guarantee of Service 
2 – Privileges 7 – Security 
3 – Internet and Information Access 8 – Vandalism 
4 – Procedures & Caveats 9 – Copyright & Intellectual Property 
5 – Netiquette 10 – Personal Technology Devices 
 
New Albany-Plain Local School District provides a variety of technology tools and networked computer access to all                 
students and staff. In addition, an increasing number of personally owned technology devices are brought onto campus                 
to support the educational process. With this access to sophisticated technology tools comes a responsibility on the part                  
of the user to insure proper usage of these resources. The reason technology tools, networked resources, or personal                  
devices are used on campus is to provide students and staff support for the teaching and learning process. 

The district views technology as a tool to help increase productivity, achievement, organization, and learning               
opportunities. In order to maintain adequate resources for all members of the learning community, each user must be                  
vigilant in their efforts to maintain the hardware and software associated with the campus. Each technology user will be                   
held responsible for the following guidelines: 

Acceptable Use: 

Technology must be used to support education and research and be consistent with the objectives of The New                  
Albany - Plain Local Schools. The computer network also supports the administrative and professional functions of                
the staff as well as efficiencies associated with electronic communication. 

● Games are not considered an educational use of technology. Games may not be played when using technology                 
tools on the New Albany - Plain Local Schools campus with the following exceptions: 

o Games that are created as part of an educational curriculum in classes such as computer               
programming, multimedia and web design.  

o Games that directly support current curricular objectives. 

● Use of any other organization’s networks or computing resources must comply with the rules appropriate for that                 
network. 

● Transmission of any material in violation of any federal or state regulation is prohibited. This includes, but is not                   
limited to: copyrighted material, threatening, harassing, or obscene material, or material protected by trade              
secret. 
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● Use for commercial activities by for-profit institutions is generally not acceptable. Use for product advertisement               
or political lobbying is also prohibited. 

● Installation of software, freeware, shareware, and demos not owned or authorized by the New Albany-Plain               
Local School District is prohibited on district computers. 

● Staff members are assigned a campus email account. It should be understood that the primary purpose of this                  
account is to conduct school business. The District understands that just as a US postal mailbox is able to                   
receive paper mail from anyone, a staff member’s e-mail mailbox can receive mail from anyone. Unsolicited mail                 
(including spam) that is received by a staff member, in no way reflects appropriate or inappropriate use by that                   
staff member.  

 
Privileges: 

The use of THE NEW-ALBANY NETWORK is a privilege, not a right, and inappropriate use may result in a                   
cancellation of those privileges. The system administrators, school administrators, teachers, and staff members             
have a responsibility to report and investigate observed inappropriate use. During the course of investigating               
inappropriate use, staff may access, view, and/or document histories, logs, files, computer screens, and electronic               
or wireless communications; privacy should not be assumed when using The New Albany Network. The school                
disciplinary ladder and/or individual rules for specialized facilities will determine consequences. Building Principals             
and System Administrators may close an account at any time as required. The administrators, faculty, and staff of                  
New Albany-Plain Local Schools may request the System Administration to deny, revoke, or suspend specific user                
rights and/or accounts. In a school environment such as the New Albany-Plain Local Schools, where the majority of                  
the work is produced on computers, loss of privileges could have a very serious impact on academic opportunity                  
and success. 

 

Information and Internet Access:  

In compliance with the Federal Child Internet Protection Act (CIPA) the School District filters the Internet for                 
inappropriate content. All devices accessing the Internet through THE NEW-ALBANY NETWORK receive filtered             
Internet content. 

Filtered/Blocked Internet Categories:  
● Intolerance and Hate  ● Spyware 
● Criminal Activity  ● Proxies and Translators 
● Tasteless and Offensive  ● Phishing/Fraud 
● Violence and Weapons  ● Personals, Dating, and Chat 
● Alcohol and Tobacco ● Intimate Apparel and Swimwear 
● Illegal Drugs  ● Non-educational Games 
● Gambling  ● Sexually Explicit Images 
● Hacking ● Other Sites 

It should be noted that, although Internet filters are very effective and the technology has greatly improved over the                   
past decade, that there is no such thing as a 100% perfect Internet filter technology. Although rare, it may be                    
possible for an inappropriate website, particularly a new one, to pass through the filter. Students should simply                 
close any webpage deemed inappropriate and tell a staff member what happened. Staff should, if possible, report                 
the Internet address (URL) of the inappropriate site to the Technology team by email or calling Pam Hampton at                   
413-8349.  

With Internet access comes the responsibility to use this powerful educational tool wisely and in accordance with all                  
other sections of this appropriate use policy. Purposeful intent to bypass or compromise the Campus Internet filter                 
is considered inappropriate use. Random searching for information, which could be classified in the above               
examples of filtered categories, is inappropriate use. Bringing content on Campus that would otherwise be filtered                
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is also considered inappropriate. In addition, specific Internet sites may be added to or removed from the “Block                  
List”. We do not block 3rd party email servers such as Yahoo mail or Hotmail because of the educational value of                     
allowing students to e-mail work to and from Campus and because many other individuals (including parents)                
communicate with staff using these free services. Students who wish to sign up for an Internet e-mail account                  
should first acquire permission from parents. E-mail used to transmit a document on campus from home would be                  
considered an appropriate use of this technology, however, instant messaging a friend to conduct friendly chat                
would not.  

Students and staff should realize that although the Internet is a powerful tool for accessing information, it has no                   
formal review process. A critical part of using the Internet as a resource is for the user to learn how to determine the                       
validity of information posted. Individuals need to ask:  

 
Who authored the information and is it possible to contact them?  
With what organization is the author affiliated? 
How often is the information updated?  
Do other sources agree with this information?  
Is the information based on personal opinion, propaganda, advertising, emotion, research, or facts?  

Downloading information from the Internet should be done with caution. Just because it is posted, does not mean it                   
is legal to download. Generally, downloading published music or video without paying for it legitimately is illegal.                 
Students and staff need to familiarize themselves with copyright and fair use laws and guidelines. 

Procedures and Caveats: 

You should be aware that student files are generally only kept for one school year. Files older than nine                   
weeks may be deleted at any time to make room for current project work. If you have older project files you want to                       
keep, you need to make a copy on a disk, thumb drive, or recordable DVD or CD-ROM. If you need to keep a                       
number of large files for an extended period of time on school equipment, please let a member of the technology                    
team know so that proper arrangements can be made (provided sufficient storage space is available). 

● Some large file types may be deleted immediately if no educational value is apparently obvious. These may                 
include, but are not limited to: 

o Movies (example files: .avi, .mov, .mpeg) 

o Songs (example files: .wav, .mp3, .mid) 

o Pictures (example files: .gif, .jpg, .jpeg, .bmp, etc.) 

It is the user’s responsibility to keep your folders free of files for which there exists no further use. 

● Viruses and Other Malware are an ever-increasing problem. Malware is a term used to describe any software                 
program whose intentions are to destroy or disrupt a system. Although viruses are the most well known malware,                  
worms and Trojan horses are the fastest growing category of malware today. (Many resources are available online                 
that outline the distinctions between viruses, worms, and Trojans.) The district has deployed security measures to                
protect district systems from the various forms of malware. Those measures include, but are not limited to, virus                  
protection software on all district owned systems, spam and virus filtering software for the e-mail servers,                
strengthened security settings on systems, rapid deployment of security updates, and a firewall to protect the                
district network.  

 

Due to the increasing interconnectedness of computer networks it is in the district’s best interests to ensure that                  
personally owned technology devices such as home computers and notebooks are free of malware as well. As                 
such, the district recommends that all students and parents consider implementing three basic security              
measures on their personal computers if possible:  

1. Install and regularly update virus protection software. 
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2. Enable the Windows Firewall or use a third party firewall program. 

3. Turn on Windows Automatic Updates to automatically install security fixes. 

Perhaps the most important defense against malware is you. Always exercise caution when using e-mail or                
browsing the Internet. Beware of messages from people you don’t know, always scan email attachments for                
viruses, and be suspicious of any website you visit that asks permission to install software on your machine. Also                   
be aware that many popular free programs contain spyware that may track your activities online, log keystrokes to                  
look for passwords and credit card information, and/or display unwanted advertising. Always be sure to read the                 
fine print when installing such programs. 

Intentionally disabling any security mechanisms on district systems or intentionally infecting any system on the               
district network with malware is considered a form of vandalism and appropriate disciplinary measures will be taken. 

Netiquette: 

You are expected to abide by generally accepted rules of network etiquette (or netiquette). These include, but are                  
not limited to, the following: 

● Be polite.  Do not be abusive. 

● Use appropriate language.  Do not swear, use vulgarities or any other inappropriate language. 

● Illegal activities are strictly forbidden. 

● Never reveal your personal address, phone number, credit card number or those of other students               
or colleagues via Internet computer resources. US Postal Service mail should be addressed to the               
school, where it will be physically forwarded to you. Do not post names with personal pictures on                 
the Internet. Remember, once information has been posted on the Internet, it is likely posted and                
archived forever by Internet archiving sites such as www.archive.org 

● Unless you are registering for a service directly related to your coursework, do not register for                
anything on the World Wide Web, which involves filling out a form. (Cisco Academy students and                
other Internet supported classes may be required to fill out forms, these students may use               
interactive web sites that involve forms necessary to provide web hosting, e-mail, or execute              
certification and assessment communication). 

● Remember that any given student computer may be used by others beside yourself during the               
course of a day.  Leave the computer in as good or better shape as you found it. 

● Do not use the network in such a way that you would disrupt the use of the network by other users. 

Guarantee of Service: 

New Albany-Plain Local Schools makes no warranties of any kind for the service it is providing. New Albany-Plain                  
Local Schools will not be responsible for any damages you suffer. This includes loss of data resulting from delays,                   
non-deliveries, erroneous deliveries or service interruptions caused by negligence, errors, or omissions. Use of any               
information obtained via THE NEW-ALBANY NETWORK is at your own risk. New Albany-Plain Local Schools               
specifically denies any responsibility for the accuracy or quality of information obtained through its services. No                
assumption of privacy should be made when district personnel investigate problems with, or inappropriate use of                
any system on campus.  

Security: 

Security on any computer system is a high priority, especially when the system involves many users. If you feel you                    
can identify a security problem on THE NEW-ALBANY NETWORK, you must notify a system administrator or                
faculty member. Do not demonstrate the problem to others users. Do not use another individual’s account.                
Attempts to login to the system as any other user will result in cancellation of user privileges. Attempts to login to                     
THE NEW-ALBANY NETWORK or other school computing facilities as a system operator or administrator will result                
in cancellation of user privileges. Any user identified as a security risk or having a history of problems with other                    
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computer systems may be denied access to THE NEW-ALBANY NETWORK and/or other school computing              
facilities. 

Vandalism: 

Vandalism may result in cancellation of network privileges as well as financial responsibility to cover the cost of                  
system recovery. Vandalism is defined as any attempt to harm or destroy data or accounts of other users, or any                    
hardware or software associated with New Albany-Plain Local Schools.  

Copyright and Intellectual Property: 

Students who use the intellectual property of others must pay attention to the portion limits and distribution allowed                  
under the Laws of Fair Use; this includes citing the owner of the work. For more information, use the Internet to                     
search the keywords copyright and fair use or fair use guidelines . New Albany-Plain Local Schools understands                
that work created by students or staff is copyrighted by the respective individual/s. The district also recognizes the                  
importance of sharing quality work with wider audiences in order to either showcase the work or increase the quality                   
of similar work. In this realm, the district seeks permission for the right to display student and staff created                   
materials to the public for the reasons stated above, see Form 7540 F1, Section A, permission for the District to                    
publish student work. 

 
Use of Personal Technology on Campus 

Digital electronics are welcome on the NAPLS campus and are to be used primarily to support the educational                  
process. 

The Board recognizes that efficient operation of electronic communications tools and networks may from time to                
time include personal use; however, at no time should personal use interfere with the educational process or                 
operation of the District. 

In accordance with Federal law, students shall use the NAPLS Student wireless network as opposed to their own                  
personal networks. Students should be particularly sensitive to taking photographs and audio or video recordings.               
Students must obtain permission from all parties prior to capturing images and/or audio/video recordings. 

Failure to abide by these guidelines could result in the student losing privileges and benefits of using these                  
technologies during school hours. Students are responsible for the condition and maintenance of their individual               
devices. NAPL cannot assume responsibility for handheld devices or other personal electronic devices that are lost                
or damaged. Like a calculator, these devices are the property of the student and will be treated as such. 

 
 
 
 
 
 
 
 
 
 
 

GUIDELINES FOR DRESS AND GROOMING 
 

Children and parents are expected to exercise good judgment about students' appearance and apparel at school. Both                 
should be clean, safe, modest, comfortable and suitable for the weather. In general, clothing that could materially affect                  
the educational environment of the schools or other students or their rights or privileges to be educated in the schools is                     
inappropriate.  
 
Guidelines  
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1. Abbreviated clothing such as halter tops, strapless, cropped or see-through shirts, tank tops and short-shorts or                
miniskirts are not permitted. 

 
2. Torn and/or ripped jeans and/or other articles of clothing are not permitted. 
 
3. The hem of acceptable shorts and skirts must extend to the fingertips when the arm is fully extended at the side. 
 
4. Tight-fitting clothing is not appropriate or comfortable. Clothing with inappropriate words or pictures or that               

portrays violence/hate speech is not allowed. 
 
5. Clothing must be worn correctly at school, not mismatched, backwards, etc. unless a special event for such is                  

announced. Slacks and pants must be fastened at the waist rather than hanging loosely on the hips. Overall                  
straps must be fastened. 

 
6. High-heels, clogs, thongs, flip-flops, and slip-on sandals without straps or backs are not safe for school.                

Shoelaces must be tied.  Shoes with wheels are not permitted. 
 
7. Head coverings and sunglasses may not be worn indoors (with exception of "Hat Day" and medical needs or                  

cultural traditions). 
 
8. Jewelry, make-up, purses, and dangling earrings are discouraged. 
 
9. Hair should be clean and neatly arranged out of the eyes.  Coloring/bleaching of hair is discouraged in the 

elementary grades. 
 
The safety and comfort of your child must be conducive to learning. Parents will be notified if a child arrives at school in                       
questionable attire. School personnel will determine if any child's dress is inappropriate. Parents will be contacted to                 
bring different clothing to school or to take the child home to change. 
 

BULLYING, HARASSMENT, AND INTIMIDATION 
 
Bullying and Other Forms of Aggressive Behavior 
 
Harassment, intimidation, or bullying means any intentional written, verbal, graphic, or physical act that a student or                 
group of students exhibits toward another particular student(s) more than once and the behavior both causes mental or                  
physical harm to the other student(s) and is sufficiently severe, persistent, or pervasive that it creates an intimidating,                  
threatening, or abusive educational environment for the other student(s). 
 
Aggressive behavior is defined as inappropriate conduct that is repeated enough, or serious enough, to impact                
negatively a student’s educational, physical, or emotional well-being. This type of behavior is a form of intimidation and                  
harassment, although it need not be based on any of the legally protected characteristics, such as sex, race, color,                   
national origin, marital status, or disability. It would include, but not be limited to, such behaviors as stalking,                  
bullying/cyberbullying, intimidating, menacing, coercion, name-calling, taunting, making threats, and hazing. 
 
Harassment, intimidation, or bullying also means electronically transmitted acts (i.e., internet, email, cellular telephone,              
personal digital assistant (PDA), or wireless handheld device) that a student(s) or a group of students exhibits toward                  
another particular student(s) more than once and the behavior both causes mental and physical harm to the other                  
student and is sufficiently severe, persistent, or pervasive that it creates an intimidating, threatening, or abusive                
educational environment for the other student(s). 
 
The District has implemented an Anti-Bullying Pledge to address bullying and other forms of aggressive behavior. This                 
Anti-Bullying Pledge can be found on page 50 of this student handbook.  
 
Harassment 
 
Conduct constituting harassment may take different forms, including but not limited to the following: 
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Sexual Harassment 
 
A. Verbal: 

 
The making of written or oral innuendoes, suggestive comments, off-color jokes, propositions, or threats to a fellow                 
student, staff member, or other person associated with the District. 
 
B. Nonverbal: 
 
Causing the placement of suggestive objects, pictures, or graphic commentaries in the school environment or the                
making of suggestive or insulting gestures, sounds, leering, whistling, and the like to a fellow student, staff member, or                   
other person associated with the District.  
 
C. Physical Contact: 
 
Threatening or causing unwanted touching, contact, or attempts at same, including patting, pinching, pushing the body,                
etc., of a fellow student, staff member, or other person associated with the District. 
 
 
Gender / Ethnic / Religious / Disability Harassment 
 
A. Verbal: 
 
Written or oral innuendoes, comments, insults, threats, or disparaging remarks concerning a person's gender, national               
origin, religious beliefs, etc. toward a fellow student, staff member, or other person associated with the District. 
 
Conducting a "campaign of silence" toward a fellow student, staff member, or other person associated with the District                  
by refusing to have any form of social interaction with the person. 
 
B. Nonverbal: 
 
Placing objects, pictures, or graphic commentaries in the school environment or making insulting or threatening               
gestures toward a fellow student, staff member, or other person associated with the District. 
 
C. Physical: 
 
Any intimidating or disparaging action such as hitting, hissing, or spitting on a fellow student, staff member, or other 
person associated with the District. 
 
Any student who believes that she/he is the victim of any of the above actions or has observed such actions taken by 
another student, staff member, or other person associated with the District should take the following steps immediately: 
 

A. If the alleged harasser is a student, staff member, or other person associated with the District other                 
than the student's Principal, the affected student should, as soon as possible after the incident, contact                
his/her Principal. 

 
B. If the alleged harasser is the student's Principal, the affected student should, as soon as possible after                 

the incident, contact the Superintendent. 
 
The student may submit a report in writing, by telephone, or in person. The reporting student should provide the name                    
of the person(s) whom she/he believes to be responsible for the harassment and the nature of the harassing incident(s). 
 
The report shall be investigated in a timely and confidential manner. While a charge is under investigation, no                  
information is to be released to anyone who is not involved with the investigation, except as may be required by law or                      
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in the context of a legal or administrative proceeding. No one involved will discuss the subject outside of the                   
investigation. 
 
If the investigation reveals that the complaint is valid, then appropriate remedial and/or disciplinary action will be taken                  
promptly to prevent the continuance of the harassment or its recurrence. 
 
Given the nature of harassing behavior, the school recognizes that false accusations can have serious effects on                 
innocent individuals. Therefore, all students are expected to act responsibly, honestly, and with the utmost candor                
whenever they present harassment allegations or charges. 
 
Some forms of sexual harassment of a student by another student may be considered a form of child abuse which will                     
require that the student-abuser be reported to proper authorities. 
 
Hazing by any school group, club or team is not permitted. This includes any form of initiation that causes or creates a                      
risk of causing mental or physical harm, no matter how willing the participant may be. 
 
Under no circumstances will the School threaten or retaliate against anyone who raises or files a harassment complaint. 
 
For more specific information on hazing, harassment, bullying, intimidation, and aggressive behavior, refer to BOE               
Policy 5516 (Student Anti-Hazing), BOE Policy 5517 (Anti-Harassment), BOE Policy 5517.01 (Bullying and Other Forms               
of Aggressive Behavior).  
 

CODE OF CONDUCT 
 
Philosophy 
 
Our approaches for discipline and due process are designed in accordance with Ohio law and New Albany-Plain Local                  
School District Policy 5500 to allow every child to obtain a top quality education in a safe environment. Students can                    
expect to exercise their right to freedom of expression and association and to fair treatment as long as they respect                    
those same rights of their fellow students and staff. Disciplinary procedures and consequences are designed to insure                 
a fair hearing before a student is suspended or expelled from school due to his/her behavior. 
 

EXPECTATIONS OF STUDENT BEHAVIOR 
 

Each child is expected to abide by the national, state and local laws and the schoolwide and classroom rules. Respect                    
for the rights of others is essential and a common theme to all these mandates. Students are expected to act                    
courteously to and work cooperatively with other children and adults, regardless of ability, gender, race, ethnic, religious                 
or economic background in order to maintain an atmosphere that is friendly, productive, and above all, safe.  
 
Students also need to be responsible for completing assigned tasks on time, for dressing appropriately according to the                  
guidelines, and caring for personal and school property. At all times, students are expected to act in a manner that                    
reflects pride in self, family and the school. 
 
Because mutual respect and positive behavior are encouraged at all times, we maintain a policy of NO FIGHTING,                  
which includes but is not limited to, no hitting, punching, kicking, tripping, pushing, shoving, hair-pulling,               
clothes-grabbing, jumping on, biting, or similar disrespect to another. We strive to maintain a school environment where                 
all children may feel safe from assault. 
 
Students are also expected to speak respectfully to and about others. Threats or swearing are never allowed and                  
unkind remarks known as “put downs” and “back talk” are unacceptable. Children who feel they are being harassed                  
have the right to seek help from any adult staff member. 
 
Coping strategies and alternatives to fighting are taught in all grades.  Consequently, “fighting back” is not permitted. 
 
In promoting respect, theft and deliberate or careless destruction of school or personal property is forbidden.                
Restitution will be sought for damages that occur from willful, inappropriate behavior. 
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New Albany Elementary does not permit chewing gum at school.  
 
Once students arrive at school, they may not leave the premises until dismissal unless special arrangements have been                  
made by the parent or parent-designee through the office. 
 
Rules are established to create safe procedures for all students while on school premises and to insure that each day                    
runs efficiently so that teaching and learning can be accomplished. 

 
STUDENTS RIGHTS AND RESPONSIBILITIES 
 
All students have rights as bestowed to them by Ohio law, the Constitution of the United States, the Board of Education,                     
and their parents/guardians. In the exercise of these rights, students have basic responsibilities. Every right has a                 
corresponding responsibility. A student may temporarily forfeit his/her right to educational opportunities when his/her              
conduct disrupts the educational process, deprives others of their basic rights, and violates the school rules and local                  
ordinances established herein. 

 
The rules and procedures of the school are designed to allow each student to obtain a safe, orderly, and appropriate                    
education. Students can expect their rights to freedom of expression and association and to fair treatment as long as                   
they respect those rights for their fellow students and staff. Students will be expected to follow teacher directions and                   
obey all school rules. Disciplinary procedures are designed to insure a fair hearing before a student is suspended or                   
expelled from school because of his/her behavior. It is the responsibility of the student to know the rules and to act                     
accordingly. 
 
SCHOOL DECORUM 
 
The administration and faculty expects that all students will exhibit proper behavior and common courtesy. This is                 
expected before, during, and after school hours. As required by Ohio Revised Code 3313.661, the Board has adopted                  
the Student Discipline Code that outlines those behaviors considered unacceptable and for which a student may be                 
disciplined, suspended, or expelled. In addition, the laws of the State of Ohio outline the due process procedures that                   
must be followed in disciplinary matters. A copy of the code shall be posted in a central location in each school and                      
made available to students on request. 
 
DISCIPLINARY ACTIONS IN RESPONSE TO VIOLATION OF RULE(S) 
 
Disciplinary Action—A violation of any rule may result in disciplinary action including assigned work, promotion and                
retention or credit penalties, detention, loss of privileges, written notice to or conference with parents, compensatory                
payment of damages, Saturday School, Alternative Learning Center (A.L.C.), out-of-school suspension, expulsion,            
emergency removal, or referral to police, Children’s Services, and/or Juvenile Court. Where applicable under Policy               
5610.01, permanent exclusion may also result. 
 
 
 
 
 
Rule 1. Academic Misconduct 
 
Students shall not cheat, plagiarize, alter, falsify, copy, or misuse information. Authorization or credit must be given for                  
information obtained from any source. This includes print materials and technology-generated information. Principals             
may establish, publish, and disseminate guidelines as to academic penalties. 
 
Rule 2. Acceptable Use of Technology 
 
Students shall not use available technology tools for illegal, unethical, non-educational, and/or for-profit use. 
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Rule 3. Narcotics, Alcoholic Beverages, Drugs, Drug Paraphernalia, Counterfeit Controlled Substances, or          
Mood Altering Chemicals of Any Kind 

 
Students shall not knowingly buy, sell, supply, apply, possess, use, transmit, conceal, be under the influence of the                  
just-listed items, or otherwise violate the Substance Abuse Policy (Policy 5530). 
 
Rule 4. Damage to or Theft of Private Property 
 
Students shall not cause or attempt to cause damage to private property of students, teachers, school personnel, or                  
other persons, or steal or attempt to steal private property of students, teachers, school personnel, or other persons, or                   
steal or attempt to steal private property or private information, or engage or attempt to engage in or participate or                    
attempt to participate in the unauthorized removal of private property or private information, including              
technology-generated data. 
 
Rule 5. Damage to or Theft of School Property 
 
Students shall not cause or attempt to cause damage to school property or steal or attempt to steal school property or                     
school information, engage in or attempt to engage in or participate or attempt to participate in the unauthorized                  
removal of school property or school information, including technology-generated data. 
 
Rule 6. Disrespect 
 
Students shall not act or use technology so as to intimidate, insult, sexually harass, or otherwise abuse, orally or in                    
writing, any member of the school staff or student body. 
 
Rule 7. Disruption to School 
 
Students shall not, by use of violence, force, noise, coercion, threat, harassment, intimidation, fear, passive resistance,                
false alarm, or any other conduct, cause, attempt, or threaten to cause the disruption or obstruction of any lawful                   
mission, process, activity, or function of the school. Students shall not urge other students to engage in such conduct for                    
the purpose of causing, attempting, or threatening to cause the disruption or obstruction of any lawful mission, process,                  
activity, or function of the school.  
 
Rule 8. Dress and Appearance 
 
Students shall not violate school rules relating to dress and appearance. Students shall attend school dressed in a                  
manner that is clean, not hazardous to their safety or the safety of others, and that does not detract from or disrupt the                       
educational environment. No article of clothing may be worn which displays ads or promotions for alcoholic beverages,                 
tobacco or any other drug, or which advocates violence/hate speech or discriminates against any institution, individual,                
racial, ethnic or cultural group, or displays inappropriate, offensive or sexual innuendos. Any apparel that contains gang                 
related colors, fads, symbols or paraphernalia will not be permitted. 
 
 
 
 
 
Rule 9. Electronic Devices 
 
Digital electronics are welcome on the NAPLS campus and are to be used primarily to support the educational process. 
The Board recognizes that efficient operation of electronic communications tools and networks may from time to time                 
include personal use; however, at no time should personal use interfere with the educational process or operation of the                   
District. 
In accordance with Federal law, students should use the NAPLS Guest wireless network as opposed to their own                  
personal networks. Students should be particularly sensitive to taking photographs and audio or video recordings.               
Students must obtain permission from all parties prior to capturing images and/or audio/video recordings. 
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Failure to abide by these guidelines could result in the student losing privileges and benefits of using these technologies                   
during school hours. Students are responsible for the condition and maintenance of their individual devices. NAPLS                
cannot assume responsibility for handheld devices or other personal electronic devices that are lost or damaged. Like a                  
calculator, these devices are the property of the student and will be treated as such.The school administration may                  
search the electronic device of any student upon reasonable suspicion that a code of conduct violation may have                  
occurred.  
 
Rule 10. Extortion 
 
Students shall not use or attempt to use an expressed or implied threat, violence, harassment, coercion, or intimidation                  
to obtain money, information, or any other type of property belonging to another student, a school employee, or any                   
other person. 
 
Rule 11. Falsification of Facts or Other Information 
 
Students shall not forge the writing of another or falsely use the name of another person or falsify times, dates, grades,                     
addresses, or other data on school forms or school-related correspondence, including technology systems. 
 
Rule 12. Felony, Misdemeanor, and Violation of Ordinances 
 
Students shall not commit any act not listed herein that would be a felony, misdemeanor, or violation of an ordinance if                     
committed by an adult. 
 
Rule 13. Fighting or Assault 
 
Students shall not knowingly act or behave in such a way as that attempts or threatens to cause, or does or could                      
cause, physical harm to another student, any school employee, or other persons. These actions include, but will not be                   
limited to, fighting, pushing, unauthorized touching and disruptions. Students also shall not entice another to fight, either                 
with themselves or with another student.  
 
Rule 14. Gambling 
 
Students shall not engage in or promote games of chance, placing of bets, or risk anything of value through any 
medium. 
 
 
 
 
Rule 15. General Misconduct 
 
Students shall not violate the policies of the Board of Education, school rules, or school regulations. This includes                  
conduct not specifically set herein that substantially and materially disrupts or interferes with the good order, discipline,                 
operation, or academic or educational process taking place in the school, or that substantially and materially is or poses                   
a threat to the safety of persons or property. Students are responsible for becoming familiar with these policies, rules,                   
and regulations. 
 
Rule 16.  Harassment 
 
Harassment on the basis of race, color, national origin, ancestry, citizenship, religion, disability, age, or gender is                 
prohibited. Students shall not harass another student or employee using, but not limited to, slurs or other verbal or                   
physical conduct relating to an individual’s race, color, national origin, ancestry, citizenship, religion, disability, age, or                
gender, when such conduct has the purpose or the effect of (A) creating an intimidating, hostile, or offensive                  
educational environment, or (B) otherwise adversely impacting upon a student’s educational opportunities. (See Policy              
5517, Sexual and Other Forms of Harassment.) 
 
Rule 17. Hazing 
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Students shall not threaten, act, or participate in or attempt to threaten, act, or participate in any act or acts that injures,                      
degrades, disgraces, or tends to injure, degrade, or disgrace any student. (See Policy 5516, Student Anti-Hazing.) 
 
Rule 18. Insubordination 
 
Students shall comply with directives, requests, and orders of teachers, student teachers, substitute teachers,              
educational aides, bus drivers, principals, and other appropriate school personnel. 
 
Rule 19. Offensive Language or Gestures 
 
Students shall not speak, write, or use technology to obtain or to generate profane, vulgar, derogatory, demeaning,                 
sexual, or other improper or inappropriate language, or use profane, vulgar, sexual, or other improper or inappropriate                 
gestures or signs or engage or attempt to engage in profane, vulgar, sexual, or other improper or inappropriate actions. 
 
Rule 20. Public Display of Affection or Sexual Misconduct 
 
Students shall not engage in kissing, embracing, or any sexual acts or displays not appropriate to the educational 
environment. 
 
Rule 21. Repeated Violations of the Discipline Code 
 
Students who engage in acts that violate this Code, whether or not suspended or expelled, shall be subject to more                    
severe punishment, including suspension or expulsion, for subsequent violations. The school district shall be entitled to                
maintain records of each student’s misconduct and consider such records to determine the type and severity of                 
punishment to be imposed for a violation of this Code. 
 
Rule 22. Tobacco 
 
Students shall not possess, use, transmit, conceal, or sell cigarettes (including clove cigarettes) or tobacco. (See Policy                 
7434, Tobacco-Free Schools, and Policy 5512, Use of Tobacco.) 
 
Rule 23. Transportation Violation 
 
Students shall not act or participate in any act or acts or attempt to act or participate in any act that poses or tends to                         
pose a danger to the safe operation of a school bus or conveyance, including, but not limited to, failing to remain                     
seated; throwing objects at passengers, the driver, or out of the windows; extending arms or objects out of the windows;                    
or shouting and other disorderly conduct that could cause physical harm, emotional stress, or diversion of the driver’s                  
attention. 
 
Rule 24. Truancy, Class Cuts, Tardiness 
 
Students shall not be absent from all or any portion of regularly scheduled classes or other mandatory activities without                   
school authorization and parental consent. 
 
Rule 25. Weapons and Dangerous Instruments 
 
As described in New Albany Board Policy 5772 (Dangerous Weapons), students shall not knowingly convey, attempt to                 
convey, or possess any deadly weapon or dangerous object onto or on any property owned by or controlled by the                    
Board of Education, to any activity held under the auspices of the school, at any interscholastic competition,                 
extracurricular activity, or any other school program or activity that is not located in a school or on property that is                     
owned or controlled by the Board of Education, or while otherwise within the District’s off-premises institutional                
authority. 
 
A weapon includes conventional objects like firearms, pellet or BB guns, knives, metal knuckles, martial arts devices, or                  
club type implements. It may also include any toy that is presented as a real weapon or reacted to as a real weapon or                        
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an object converted from its original use to an object used to threaten or injure another. This includes, but is not limited                      
to, padlocks, pens, pencils, chairs, jewelry, and so on. Criminal charges may be filed for this violation. Possession of a                    
weapon will subject a student to expulsion and possible permanent exclusion. It will make no difference whether or not                   
the weapon belongs to someone else, unless the student can provide convincing evidence that the weapon was placed                  
in the student’s possession without his/her knowledge. If it can be confirmed that a weapon was brought on District                   
property by a student other than the one who possessed the weapon, that student shall also be subject to the same                     
disciplinary action. 
 
Notwithstanding anything to the contrary herein, a student who brings a knife to a school operated by the Board of                    
Education or onto any other property owned or controlled by it or who possesses a knife or firearm at a school or any                       
other property owned or controlled by the Board of Education, any interscholastic competition, extracurricular event, or                
any other school program or activity that is not located in a school or on property that is owned or controlled by the                       
Board of Education, which firearm or knife was initially brought onto said property or to said event, program, or activity                    
by another person, may be expelled by the Superintendent for a period not to exceed one (1) year, which expulsion may                     
be extended, as necessary to impose any expulsion authorized hereunder, into the school year following that in which                  
the incident giving rise to the expulsion takes place. 
 
Unless she/he is permanently excluded pursuant to Ohio Revised Code 3313.662, a student who brings a firearm to a                   
school operated by the Board of Education, or any other property owned or controlled by it, shall be expelled by the                     
Superintendent for one (1) year, which expulsion shall extend, as necessary to impose any expulsion required                
hereunder, into the school year following that in which the incident giving rise to the expulsion takes place, provided that                    
the Superintendent may reduce, on a case-by-case basis, any such expulsion imposed pursuant to this firearm                
provision based upon either (a) any other applicable legal requirements, including but not limited to circumstances                
subject to 20 U.S.C. 1400 et seq. and/or Ohio Revised Code Chapter 3323 as now in force or hereafter amended in                     
which a student is disabled and the incident giving rise to the one (1) year expulsion is a manifestation of the disability                      
insofar as such an expulsion is precluded by said law(s), or (b) the Superintendent’s determination in his/her discretion                  
that the interest of the expelled student is served, and the interests of other students, school employees, and other                   
members of the school community are not disproportionately disserved by such a reduction. 
 
As used herein, “firearm” shall be defined as in 18 U.S.C. 921 as now in force or hereafter amended. As used herein,                      
“knife” shall be defined as any instrument that possesses a pointed or sharp-edged blade of metal or other rigid material                    
and that is designed or can be used for cutting, slicing, or stabbing. This definition shall include, but not be limited to,                      
straight razors, utility knives, box cutters, ice picks, pocket knives, switchblades, and buck knives. Any weapon-related                
expulsion shall be subject to all procedural requirements and rights applicable to expulsions on other grounds under                 
Ohio law, and nothing expressed or implied in this paragraph is intended to, nor shall it, preclude the Superintendent                   
from expelling a student in accordance with that law for otherwise possessing a weapon or other dangerous                 
instrumentality that is not as just defined herein.  
 
 

EMERGENCY REMOVAL, SUSPENSION, EXPULSION FROM SCHOOL 
 
An Emergency Removal is appropriate when the student's presence poses a continuing danger to persons or property                 
or an ongoing threat of disrupting the education process, and is to be used when, in the authority's opinion, immediate                    
action must be taken. 
 

1. If the student's actions are of the type described above: 
 

a. The Superintendent or Principal or Assistant Principal may remove the student from            
the premises, curricular or extracurricular activities. The student's parents or          
guardians shall be notified of the removal. 

 
b. A teacher may remove students from curricular or extracurricular activities under           

his/her supervision. 
 

c. If a teacher makes an emergency removal from curricular activities, reasons must be             
submitted to the Principal in writing as soon after the removal as practical. 
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2. A hearing must be held within seventy-two (72) hours after a removal from curricular activities is ordered. 

 
a. Written notice of the hearing and the reasons for the removal from curricular activities              

and any intended disciplinary action must be given to the student as soon as practical               
prior to the hearing. The student must have the opportunity to appear at an informal               
hearing before the Superintendent, Principal or Assistant Principal, and the student           
has the right to challenge the reasons for the intended suspension or otherwise             
explain his/her actions. 

 
b. The person who ordered or requested the removal must be at the hearing. 

 
c. Within twenty-four (24) hours of the decision to invoke disciplinary action, notification            

of the impending action must be sent to the parent, guardian, and custodian of the               
student and also to the Treasurer of the Board. 

 
The notice must include the reasons for the action, the right of the student or parent to appeal to                   
the Board of Education or its designee, the right to be represented at the appeal, and to request                  
the hearing on appeal be held in executive session. 

 
3. If the Superintendent, Principal or Assistant Principal reinstates a student prior to the hearing for               

emergency removal from curricular activities, the teacher may demand and shall be given written              
reason for the reinstatement.  The teacher may not refuse a directive to reinstate the student. 

 
4. In all cases of normal disciplinary procedure where a student is removed from a curricular activity                

for less than twenty-four (24) hours, and is not subject to further discipline, the procedural               
requirements set forth herein do not apply. 
 

5. In an emergency removal, a student can be kept from the class or activity until the case has been                   
disposed of. 
 

A Suspension is the removal of a student for a period of one (1) to ten (10) days. Suspensions can be invoked by the                        
Superintendent or Principal in accordance with Section 3313.66 of the Ohio Revised Code. A summary of suspension                 
procedures is set forth below. This summary is not exhaustive. Students and parents should consult Board of                 
Education policies for a complete description of their procedural rights.  The following procedure will be followed: 
 
 

1. A student may be suspended by the Superintendent, or a Principal, Assistant Principal or              
other administrator. The Superintendent or Principal must give the student (and student’s            
parents) written notice of the intention to suspend and the reasons for the intended              
suspension. 

 
2. If the student and parents so request, they will be given the opportunity to appear at an                 

informal hearing before the Principal, Assistant Principal, or other administrator to explain            
the student’s actions and/or to challenge the reasons for the intended suspension. This             
hearing may take place immediately. 

 
3. Within twenty-four (24) hours of any suspension, the Superintendent or Principal will give             

written notification of the suspension to the Treasurer of the Board of Education and the               
parent, guardian or custodian of the student. This notification will include the reason or              
reasons for the suspension and the right of the student (and parents) to appeal the               
suspension to the Board of Education or its designee, the right to be represented at this                
appeal by legal counsel or another person of their choice, and to request that this appeal                
be held in executive session.  
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The request for an appeal hearing shall be submitted to the superintendent within 5 days               
of receipt of this notice and will be held in accordance with the procedural              
requirements of Section 3313.66 of the Ohio Revised Code. 

 
 
Out-of-school suspensions are considered unexcused absences. Elementary students should get assignments from            
teachers and classmates, and are encouraged to do all work to maintain academic progress. 
 
Suspended students cannot participate in or attend any school-related activities during the period of suspension. 
 
An Expulsion is the removal of a student from school for a period longer than ten (10) days. The Superintendent may                     
expel in accordance with Section 3313.66 of the Ohio Revised Code. A summary of expulsion procedures is set forth                   
below. This summary is not exhaustive. Students and parents should consult Board of Education policies for a                 
complete description of their procedural rights. 
 
The following procedure will be followed: 
 

1. Prior to the expulsion, the Superintendent will give to the student she/he intends to expel, and                
to his/her parent, guardian or custodian, written notice of his intention to expel the student,               
including: 

 
a. the reason or reasons for the intended expulsion. 

 
b. the right of the pupil or his/her parent, guardian, custodian or other representative, upon              

request, to appear before the Superintendent, or this designee, to challenge the reason. 
 

c. the time and the place of this hearing, which must not be less than three (3) days nor more                   
than five (5) days after the written notification by the Superintendent of his intent to expel                
is given. 

 
2. If the student and parents so request, they will be given the opportunity to appear at a hearing                  

before the Superintendent or his designee to explain the student’s actions and/or challenge the              
reasons for the intended expulsion. 

 
 
 

3. Within twenty-four (24) hours after an expulsion, the Superintendent will give written            
notification to the expelled pupil, to the Treasurer of the Board of Education, and the parent,                
guardian or custodian, or their representative. The notice shall advise the student and the              
student’s parents of the reasons for the expulsion and shall advise the student and parents of                
their rights to appeal the expulsion to the Board of Education or its designee, to be                
represented at this appeal and to request that this appeal be held in executive session. 

 
The request for an appeal hearing shall be submitted to the superintendent within 5 days               
of receipt of this notice and will be held in accordance with the procedural              
requirements of Section 3313.66 of the Ohio Revised Code. 

 
 

TOBACCO PRODUCTS 
 
All New Albany Schools in the New Albany Plain Local School District maintain tobacco-free campuses as per Board                  
Policy 5512 (Use of Tobacco). The use of tobacco products by anyone (students, employees, parents, and                
visitors) at any time at the school facilities or on the school grounds is not permitted. The possession of                   
tobacco products by students is also prohibited at school, or any property or vehicle owned or contracted by the Board,                    
at any school-sponsored activity, when the student is within the District’s off-premise institutional authority, or in any                 
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setting in which failure to abide by such restrictions can materially affect the educational environment of the school or                   
other students or their rights and privileges to be educated in the schools. 
 
 

DRUG AND ALCOHOL 
 

Drugs and alcohol may have harmful effects on the social, mental, physical, and intellectual development of children. 
 
Except for supervised, prescribed medications, students shall not be under the influence of, not use, possess, offer for                  
sale, or distribute drugs, alcohol or dangerous, controlled substances at New Albany Elementary, anywhere on the                
school grounds, or district facilities as per Board Policy 5530 (Substance Abuse). The possession of such substances                 
by students is also prohibited at all times when the student is in school, on any property or vehicle owned or controlled                      
by the Board, any school-sponsored activity, or when the student is within the District’s off-premises institutional                
authority, or in any other setting in which failure to abide by such restrictions can materially affect the educational                   
environment of the schools or other students or their rights or privileges to be educated in the schools. 
 
Our staff will take an active role in reducing and eliminating the use of drugs and alcohol by: 
 

1. Prevention: Drug Abuse Resistance Education (D.A.R.E.) is an awareness program that supplements            
the curriculum. For one semester a police officer teaches the students about the seriousness of drug                
and alcohol abuse.  The program is focused on fifth graders who receive extensive instruction. 
 

2. Intervention: Identification of students affected by their own or others' use or abuse of drugs and                
alcohol; take disciplinary actions; make referrals to community agencies; follow through in ways that              
support students in adhering to a healthy and safe lifestyle. 

 
The District is concerned about any student who is a victim of alcohol or drug abuse and will facilitate the process by                      
which he/she receives help through programs and services in the community. Contact the office (413-8600) whenever                
such help is needed. 

 
 
 
 

WEAPON AND WEAPON-LIKE INSTRUMENTS 
 
As outlined in Board Policy 5772 (Dangerous Weapons), guns, knives and other weapons and potentially harmful                
created/converted instruments, whether real or the toy variety, may never be brought to school. Any other potentially                 
harmful items, including but not limited to, matches, lighters, fireworks, and bullets are also forbidden. Students and                 
parents should report any knowledge of dangerous weapons and/or threats to the building principals immediately.               
Failure to report such knowledge may also constitute grounds for the disciplinary action of students. 
 

CRIMINAL ACTS 
 
Any criminal acts committed at or related to the school will be reported to law enforcement officials as well as being                     
disciplined by the school. It is not considered double jeopardy (being tried twice for the same crime), when school rules                    
and the law are violated.  Certain criminal acts may result in permanent exclusion. 
 

SEARCH AND SEIZURE 
 
Board Policy 5771 (Search and Seizure) states that search of a student and his/her possessions may be conducted at                   
any time there is reasonable suspicion (i.e. justifiable reason) that the student is in violation of law or school rules. A                     
search may also be conducted to protect the safety of others. All searches may be conducted without a student's                   
consent. 
 
Students are provided desks and other equipment in which to store materials. It should be clearly understood that this                   
equipment is the property of the school and may be searched at any time as deemed necessary. 
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Anything that is found in the course of a search that may be evidence of a violation of school rules or the law may be                         
taken and held or turned over to the police. The School reserves the right not to return items which have been                     
confiscated. 

STUDENT RIGHTS OF EXPRESSIONS 
 
The School recognizes the right of students to express themselves. With the right of expression comes the                 
responsibility to do it appropriately. Students may distribute or display, at appropriate times, non-sponsored,              
noncommercial written materials and petitions, buttons, badges, or other insignia, clothing, banners, and audio and               
video materials.  All items must meet school guidelines and not infringe on the rights of others. 
 
Materials cannot be displayed if they: 

1. are obscene to minors, libelous, indecent or vulgar, 
2. advertise any product or service not permitted to minors by law, 
3. intend to be insulting or harassing, 
4. intend to incite fighting or present a likelihood of disrupting school or a school event. 

 
Materials that could materially affect the educational environment of the schools or other students or their rights or                  
privileges to be educated in the schools may not be distributed or displayed, and the District may develop other                   
appropriate criteria to restrict such actions.  
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