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MISSION STATEMENT

The mission of the Otto-Eldred School District is to maintain a safe, 
supportive, and healthy school environment in which to prepare and en-
courage students to pursue academic excellence and to lead exemplary/
commendable lives.

ADMINISTRATION

Mr. Matthew Splain.......Superintendent...............814-817-1380, opt.3
Mr. Harley Ramsey........High School Principal....814-817-1380, opt.2
Mr. Ryan McGinnis.......Elementary Principal......814-817-1380, opt.1
Mrs. Lindsay Burns.......Assistant Principal.........814-817-1380, opt.4
Mrs. Brenda Long..........Business Manager..........814-817-1380, opt.3 

HOW TO USE THIS HANDBOOK

The School Handbook has been written to provide important information 
concerning specific rules, policies, and procedures related to the safety 
and operation of our schools.  In order for schools to operate safely and 
efficiently, you and your student(s) must be familiar with and abide by the 
expectations, procedures and rules outlined in this handbook.

If you have any questions regarding this handbook, please contact your 
student’s building principal.

SCHOOL WEBSITES

The Otto-Eldred School District maintains three official websites that are kept 
up-to-date with information and dates of importance.  Please check the website 
frequently for news, pictures, and other school-related information.

Otto-Eldred Elementary School ......................................................www.oees.org
Otto-Eldred Jr./Sr. High School ......................................................www.oehs.org
Otto-Eldred District Page ................................................................www.oesd.org

PARENTS

In order to meet the challenge of providing the best education possible for the children of the Otto-Eldred School District, our instructional staff is 
committed to providing a high-quality education program.  We recognize that the most important component in providing all children with the high-
est quality of education is having a highly qualified teacher as the instructional leader in all of our classrooms.  Our school district also recognizes 
the importance of providing plentiful opportunities for our instructional staff to engage in meaningful and research-driven professional development, 
which ensures that all staff are well-versed in both the knowledge of the curriculum as well as how to best deliver instruction through effective teaching 
strategies. 

We are proud of our school faculty and staff and appreciate their continued efforts and dedicated support to helping provide a safe and engaging learning 
community for the students.  Parents and teachers share in the role of providing educational opportunities for our students.  As educators, we welcome 
your thoughts, ideas, concerns, and participation in school events.  When we all work together toward the common goal of helping to provide meaning-
ful, relevant learning for the students, we create a culture of academic success for the students to prosper from.  As the parent of a child enrolled in our 
school, you have the legal right to request and receive information regarding the professional qualifications of your child’s teacher.  This information 
can be obtained by contacting the building principal.  Thank you for your continued support and assistance in our school!
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ning Title l services for their children. Parent involvement will 
be encouraged.
     B.  At the annual fall meeting the School Parent lnvolve-
ment Policy will be reviewed. A separate evaluation/sugges-
tion sheet for updating the policy will be given to all parents 
in attendance.
(See attachment)
      C.  lndividual parent/teacher conferences will be held 
following the Fall meeting. Title I teachers will discuss with 
parents the goals and objectives for each child and how 
these relate to the state’s and the district’s high performances 
and high standards. Parents will be asked for their input in 
meeting these standards.
      D. Title I teachers will explain to parents the multiple 
criteria used for eligibility: (L) Teacher survey, (2) Parent 
survey, (3) Report cards, (4) District learning outcomes for 
both Reading and/or Math.

lll. A section for parent comments and suggestions is pro-
vided on the report. All parent suggestions will be honored 
and responded to in a timely way.

lV. The school will provide materials to parents upon request 
to help parents promote education at home. ln addition to par-
ent requests, information will be distributed through: A district 
wide newsletter; Monthly fliers sent home with the children; 
At periodic parent meetings throughout the year. Linkage to 
parent literacy programs, parent workshops and Head Start 
will also be done via the district newsletter. Phone numbers 
and meeting times for these services will be published.

V. A School Student/Parent Compact developed by teachers, 
administrators, students, and parents will outline the mutual 
responsibilities of the home and the school as they relate to 
the child’s education. This will be sent home with every child 
at the beginning of each school year.

The purpose of these pages is to provide guidelines to aid students of the Otto-Eldred Elementary 
School in adjusting to and functioning successfully within the school setting.  It is, therefore, 
extremely important that all students become familiar with the information contained in this 
document and conduct themselves accordingly.

These pages are designed to help the school community achieve an orderly, quiet atmosphere 
for proper study and instruction.  We all can contribute to a more efficient and pleasant school 
setting, making Otto-Eldred a school of which we are proud.  Please share these pages with 
your parents as some of the material pertains directly to them.  Also it is important that they 
know what is expected of you as a student and learner.
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ANNUAL PUBLIC NOTICE
The Otto-Eldred School District has prepared their Annual 
Public Notice relating to all screening and evaluation proce-
dures that district students may be eligible to obtain.  A copy 
of the Annual Public Notice may be obtained by calling the 
high school (814-817-1380), or by picking up a copy of the 
Notice at all local post offices.  The Notice is also available 
on our website at www.oehs.org.  

EQUAL RIGHTS AND OPPORTUNITIES POLICY
The Otto-Eldred School District declares itself to be an Equal 
Rights and Opportunities District.  It does not discriminate 
against individuals or groups because of race, color, national 
origin, ethnicity, religion, age, sex, marital status, veteran 
status, or handicap or disability status.  The District’s commit-
ment to nondiscrimination extends to students, employees, 
prospective employees, and the community.
 This statement is in compliance with federal laws (in-
cluding Title IX of Education Amendments of 1972, section 
504 of the Rehabilitation Act of 1973, and the Americans 
with disabilities Act of 1990), state laws, and State Depart-
ment of Education regulations concerning equal rights and 
opportunities.  To assure compliance within our community, 
the Compliance Officer is the high school principal.  Please 
phone the high school office at 814-817-1380.

SPECIAL EDUCATION TESTING & SERVICES
The Education for All Handicapped Children Act (Public Law 
94-142) guarantees that all exceptional children be given 
free, public education suited to their own specific needs.  
The law also requires that all exceptional children receive 
an Individualized Education Plan (I.E.P.).  All handicapped 
children, gifted children and children receiving speech, vision 
or hearing therapy must receive an I.E.P.  No child will be 
placed in an educational program for exceptionalities without 
written parent consent.

 As a parent, you have a right for your child to be tested 
for special education services.  If you wish to request testing 
for your child or you would like further information, please 
contact Mrs. Burns at the high school (817-1380) or Mr. 
McGinnis at the elementary school (817-1380).
 A behavior management program will be developed 
for those seriously emotionally disturbed, as well as those 
eligible students whose actual or anticipated behavior as 
determined by an IEP team is a manifestation of the student’s 
disability.
 As part of the behavior planning the IEP team will review 
the District’s Procedure for Behavior Management as well 
as those relevant portions of the student discipline policies 
for possible inclusion into the plan.  The application of the 
agreed upon plan will not constitute a change in educational 
placement.  A complete copy of the District’s Procedure for 
Behavior Management is available upon request.

RELATIONSHIP TO BOARD POLICY
The student handbook and school board policy manual 
are two separate entities.  However, the student handbook 
should be a reflection of school board policies.  It is a concise 
guide to board policies that governs student behavior while 
at school, school-sponsored events, or traveling to and from 
school or school-sponsored events.

School Parent lnvolvement Policy - - Title I
l. A parent information slip for the child’s involvement in Title 
I programs will be sent home during the first marking period 
of each school year. This form will inform parents of the 
service being offered
and the nature of the Title I program being offered.

ll. Title I will convene an annual meeting in early Fall to inform 
parents of the school’s participation in Title I
     A.  At this meeting the Title I program and its correlation 
to the regular classroom curriculum will be explained, and 
parents will be informed of their rights to be involved in plan-
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Grading Procedure
Report cards are sent home each nine weeks (every 45 
school days). Parents may keep the report form but must
sign and return the report card envelope. If any grade 
clarification or questions come to mind you may request a
teacher conference,

Parents are encouraged to check their child’s academic 
progress by establishing an online account. You may do
this by contacting our technology coordinator, Mrs. Julie 
Cochran. Please email her at jcochran@ottoeldred.org.

Parents may view their student’s grades at any time through 
this procedure.
All intermediate grades (4-6) will be assessed percentage 
grades in Language Arts, Math, Science, Social Studies,
and Spelling. Primary grades (l-3) will be given letter grades 
in Language Arts, Math, and Spelling.

Grades of O (Outstanding), S (average), U (unsatisfactory), 
N (needs improvement), and I (improvement shown) will 
be given in other subject areas.

Below are the percentage grading standards and their cor-
responding letter grades

  A - 100 -92%

  B - 9I -82%

  C - 8l -70%

  D - 69 -60%

  E - 59 -0%

District policy dictates that if a student fails two subjects 
for their final grade retention of that grade is mandatory.
School policy dictates that a student receive a grade of 
50% or higher regardless of the actual “earned” grade for
the first three grading period. Students receive the “earned” 
grade during the final grading period. This policy exists

to encourage students to continue to work hard for passing 
grades throughout the school year.

MARKING PERIOD INCOMPLETE
Student has work or tests that are not complete. The work 
or test must be completed within a two-week period, or a 
grade of zero will be assigned to the incomplete work or 
tests.  The zero grades will be factored in with other grades to 
determine the nine (9) weeks final grade.  The principal may 
grant special consideration for extenuating circumstances.  
Students will be allowed to make up incomplete work for 
excused absences only.
 Any grade assessment missed due to excused absence 
must be made up within three (3) days of the students re-
turn to school.  The building principal will allow exception in 
extenuating circumstances.
 Educational Travel must be approved by the Super-
intendent.  Students are to meet with teachers prior to leav-
ing for the trip.  Work is to be made up within one week of 
returning.

PSSA TESTING
PSSA tests are administered each spring to 7th and 8th 
grade students.  A student’s level of proficiency on the PSSA 
may affect his or her scheduling or tutoring requirements.
 Proficient on PSSA Math, Reading and Writing (or 
equivalent) are a requirement for graduation.

BUS RIDING CHANGE
The school buses are filled to capacity, therefore request-
ing a child to ride a bus other than their assigned bus,may 
cause problems for the bus drivers. The child must bring 
a note from a parent if it becomes necessary for them to 
ride another bus or get off at another stop. This is for your 
child’s protection.
In the event of a special occasion (birthday party, sleepover, 
playing with friends) the school will require a note from the 
parents of both parties to ensure that everyone involved 
has been informed. Such events will be accommodated 
as available.

For security and safety reasons, we will not accept 
phone messages in regards to bus changes. 
No exceptions please.

BUS CIRCLE/PARENT PICK-UP
Location for parents to pick up and drop off their children is 
the parking lot on the Mechanic Street entrance.
The cul-de-sac in the front of the school is for buses only.

. Please reserve the handicapped parking Ianes 
  for those in need.

. Please don’t park along the curb that separates
   the parking lot and the cul-de-sac.

CHANGE OF ADDRESS AND/OR 
TELEPHONE NUMBER
It is important that we have your correct address and tele-
phone numbers, both home and work, in the office.

Should you move during the school year, or your tele-
phone number is changed, please notify the school office 
immediately.

SCHOOL CRISIS PLAN
The Otto-Eldred Elementary School has developed a Crisis 
Team trained in methods of response to crisis that  may oc-
cur in our school. The faculty, staff and students are trained 
on a yearly basis, with practice drills occurring on a monthly 
basis. Inquiries about the Crisis Plan may be directed to 
Ryan McGinnis, Elementary Principal.

TREATS (PARTIES/BIRTHDAY)

New state regulations require us to restrict homemade 
treats for birthdays and holidays. These new regulations 
dictate that any treats/snacks that are sent to the school 
for classmates must be individually wrapped and must 
be prepared commercially (in an unopened, original 
box) or by our cafeteria staff.
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Please be advised that cupcakes from Wal-Mart 
bakery, although in a box, do not meet the regu-
lations since they are not individually wrapped. 
Any treat brought into the office that does not meet the 
regulations will not be allowed into the classroom, per Mr. 
McGinnis, Elementary Principal.

If you would like to provide a birthday treat for your child’s 
class, you may also arrange this through the cafeteria by 
contacting Chris Krott, Cafeteria Manager. There are a few 
options for treats in the school cafeteria that already meet 
these regulations for you to select from.

PARENT-TEACHER ORGANIZATION  P.T.O.

The Otto-Eldred Elementary P.T.O. meets regularly (usu-
ally once each six weeks). This organization furthers the 
communication between the school and the parents of the 
children in the school. The P.T.O. plays a critical role in 
providing funding for field trips, the purchase of equipment, 
and procurement of assembly programs. The P.T.O.
is beneficial to the school as well as the surrounding com-
munities and needs the support of everyone. Please join!

PHOTOGRAPHS

From time to time students are photographed during school 
functions. Periodically these photos are used in the year-
book and at times in the newspapers or our website. Please 
contact the school if you do not wish your child’s photo to 
be used through the local media.

RECESS

A recess break is scheduled at mid-day for all classes. It is 
important for your child to dress appropriate to the forecast-
ed weather conditions throughout the entire school year. If, 
for some reason, you wish your child to stay indoors during 
the recess break, please notify the classroom teacher of 
your wishes with a note. Without such notice classroom 
teachers expect all students to participate in recess.

RESTROOM USE

Restrooms are provided for use by the students. However, 
students who misuse them or abuse the privilege of go-
ing to the restrooms may have this privilege restricted or 
disciplinary action taken.

Normally, students are not permitted to go to the restrooms 
during instruction or a test. If your child has a health problem 
which necessitates his/her going to the restroom frequently 
or is unable to wait until a scheduled time, be sure to notify 
us so we can make appropriate arrangements.

EARLY DISMISSAL OF STUDENTS

Parents wishing to take a child out of school before the end 
of the day must stop at the office to sign the child out. The 
office staff will call for the child from the classroom at that 
time. When the student has an appointment with a doctor 
or dentist, please send a note to the teacher beforehand. 
If the child retums to school, please bring him/her to the 
office first before returning to the classroom.

Children will not be released by a telephone request. 
A child who must leave school during the day must be 
released to the parent, guardian, or to someone that the 
parent or guardian has authorized as a designee.

HEALTH SERVICES

The school nurse will be available at varying times during 
the school day. Whenever a child is too ill to remain in
school, the parents or “emergency contact” will be notified. 
It is the responsibility of the parents to make arrangements 
for the child to be transported home; nevertheless, we will 
assist in any way possible.

Certain health screening services will be provided to student 
throughout their elementary schooling.
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SCREENINGS/EXAMINATIONS

Grade

Pre-Kg.--Vision, Hearing, Height & Weight (fall and spring)

Kg.--Vision, Hearing, Height & Weight (fall and
         spring),  Dental,

1 --  Vision, Hearing, Height & Weight

2 --  Vision, Hearing, Height & Weight

3 --   Vision, Hearing, Height & Weight, Dental

4  --  Vision, Height & Weight

5  --  Vision, Height & Weight

6   --    Vision, Height & Weight, Physical, Scoliosis screening

If your child exhibits one or more of the symptoms of illness 
such as: sore throat, runny nose, diarrhea, chills, cough-
ing, earache, paleness, skin rash, inflamed eye, enlarged 
glands, or upset stomach, please don’t send your child to 
school. Many times this only results in the school having to 
contact you later in the day to take your child home.

Periodically, a case of head lice does occur at school. If 
your child is identified, the parents/guardian will be notified 
and advised of the proper treatment and care in getting rid 
of the unwelcome guest. Lice can infest anyone -no matter 
how clean you keep your family. Please check your child’s 
head occasionally throughout the school year.
If you identify your child with lice at home, please notify 
the school nurse so proper measures can be taken in the
classrooms.

GUIDELINES FOR THE ADMINISTRATION OF 
MEDICINE DURING SCHOOL HOURS

The Otto-Eldred School District recognizes that parents 
have the primary responsibility for the health of their 
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children. Although the district strongly recommends that 
medication be given at home, it realizes {hat the health of
some children requires that they receive medication while 
in school.
Parents should confer with the child’s physician to arrange 
medication time intervals to avoid school hours whenever 
possible. When medication absolutely must be given during 
school hours, certain procedures must be followed.

l. Any medication to be given during school hours MUST 
be delivered directly to the school nurse by the parent or 
a responsible adult.

2. The medication MUST be brought to school in the original 
prescription.
3. A doctor’s order is necessary to have on file.
4. Consent form for all medications including over the 
counter such at Tylenol, cold medicines, etc., should be 
signed by the parent at this time.

All medications need to be picked up by parent or 
guardian at the end of the school year. If medica-
tion is not picked up, it will be discarded.

BICYCLES

If your child rides their bike to school, we suggest the use 
of locks and chains for security, and bike helmets for safety. 
They must park their bikes in the bike rack provided in front 
of the school. The school district is not responsible for dam-
ages incurred to bikes while they are parked at the bike rack.

BULLYING

The Otto-Eldred School District has adopted a specific 
policy which outlines the problematic behavior known as 
bullying. Though very similar to harassment (pages 18-21 in 
this handbook) bullying can be defined as “behavior which 
can be identified as an attack, physical, psychological, so-
cial or verbal in nature, which causes distress to the victim. 
The intention of the bully is to cause distress for his/her own 
gain or gratification or to enhance his/her own power.” In the 
purpose of this policy, bullying includes physical violence, 
harassment, intimidation, victimization and teasing.

Please be informed that any type of bullying or harassment 
will not be tolerated at Otto-Eldred Elementary School. If a 
student decides to bully another child, consequences could 
range from counseling, to isolation, detention, suspension 
and possible action by the police. Certainly, the age of the 
student and severity of each incident will be considered in 
determining consequences.

If you feel as though you are being bullied the following 
actions should be considered:

1. Try to ignore inappropriate behaviors of others. Walk    
    away.
2. If someone says or does something that offends you,  
    approach the individual in a non-threatening way and
    try to “talk it out”.

3. If that doesn’t work, tell an adult.

4. Never retaliate by hitting, pushing, yelling, or swearing.
    “Two wrongs don’t make a right.”

BUS GUIDELINES

Failure to follow school policies is potentially more dangerous 
while in a vehicle than in a school building.  Riding a school 
bus is a privilege.  The following rules must be followed for 
the transportation system to function smoothly.
1. Sit in seats – Do not stand.  Bus drivers may assign seats.
2. No use of abusive language or profanity.
3. No food/drink is to be consumed on the bus.
4. No fighting on the bus.
5. Students boarding or leaving the bus should do so in an 

orderly fashion.  Students boarding at the elementary 
building for transport to the high school are to wait behind 
the white sidewalk line until driver signals for boarding.

6. Throwing water, paper wads, pencils, or other projectiles 
is strictly forbidden.  Because of the possibility of injury 
to others and for road safety, a first offense of this nature 
will be treated under the terms of the second offense as 
shown below.

7. Keep arms, hands, etc. away from windows and doors.  
Objects are not to be thrown out of the bus.

8. Students are to board and exit buses at assigned stops.
9. Be on time at home bus stop.
10. Wait at bus stop off the highway out of the way of traffic.
11. Remain in one seat for the entire trip.
12. Students may ride only the bus to which they are as-

signed.  Exceptions to this rule involve two criteria.
a) A note dated and signed by the parent or guardian 

requesting the change.
b) The principal’s signature permitting the change.  (Driv-

ers will not allow students to board buses unless both 
criteria are met.)

13. No use or possession of tobacco products, alcohol, or 
drugs. (Automatic 3 - days suspension.)

14. Students are not permitted to provide transportation to 
other students between school events.

The following procedures will be followed for students with 
unsatisfactory conduct.

First Offense – Student’s parents or guardian will be notified 
by the bus driver of unbecoming conduct.  The student will 
receive a detention.

Second Offense – Student is prohibited from riding all 
school buses in the district for three days.  The student is 
not excused from the normal school day because of revoked 
bus privileges.  The bus driver will notify the parents and the 
school prior to prohibiting a child from riding the bus.  

Third Offense – Student is prohibited from riding all school 
buses in the district until the Otto-Eldred Board of Education 
reinstates the privilege.  The student is not excused from the 
normal school day because of revoked privileges.  The bus 
driver will notify the parents and the school prior to prohibiting 
a child from riding the bus.

District transportation contracted by the Otto-Eldred School 
District maintains audio and video capabilities.  Audio and 
video can be used to enforce safety regulations on district 
provided transportation as needed.
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PAW PRIDE

The Otto-Eldred Elementary School has implemented a 
positive behavior support plan which encourages self-
discipline and pride throughout the grade levels.  
PAW Pride is exhibited by the following behaviors:

Prepared:     Be ready to learn, have your needed items, 
        and homework completed.

Respect:      Treat others as you want to be treated. Kind
        word and actions.

Integrity:      Knowing the difference between right and 
                    wrong and choosing to do the right thing,    
	 						even	when	it’s	difficult.

Discipline:    Do what is expected of you at all times,   
       follow directions given to you.

Excellence:   Always do your very best and take pride in
        everything that you do.

Students are expected to utilize and follow these charac-
ter traits at all times to learn proper behavior and citizen-
ship for lifelong use.

HONOR ROLL
In order to be eligible for the honor roll for a particular mark-
ing period, a student must have no mark below a 76% in 
any subject for that marking period.  The student must also 
have at least an 87% average for honor roll and at least a 
94% average for high honors.  
 The school office sends the honor roll listing to the local 
newspapers regularly and in a timely manner as each mark-
ing period ends.  The newspapers themselves determine the 
timing of the publishing of the information.

PROGRESS REPORTS
Parents may view their student’s grades at any time by ac-
cessing www.oehs.org.  For those who do not have access 
to an online computer, we will provide a paper copy upon 
written request at the midpoint of each marking period.  To 
obtain your user name and password, you may contact Mrs. 
Julie Cochran, our technology coordinator, at jcochran@
ottoeldred.org.  

ATTENDANCE PROCEDURES
Regular school attendance is essential for successful stu-
dent achievement.  We believe students should take pride 
in a good attendance record.  Prospective employers are 
often as interested in attendance data as they are in the 
grades of those they are about to hire.  Regular attendance 
certainly relates to the students reliability and dependability; 
two important traits.  When it is necessary to miss school, 
an excuse for the absence must accompany the student 
on the day he or she returns.  This excuse, containing the 
student’s full name, date of days missed, specific reason for 
the absence and the parent or legal guardian’s signature, 
must be presented to the attendance personnel at the high 
school office.  It is best to schedule appointments with doc-
tors, dentist, or other professionals after school hours.  We 
realize however, that this is not always possible.  When a 
student is scheduled for such an appointment before coming 
to school, or when a student must be excused early from 
school for such an appointment, the student must obtain a 
pink appointment confirmation form from the high school of-
fice.  This form is to be signed by the doctor or a member of 
his or her office staff while the student is at the appointment, 
and it confirms the date and time of that appointment.  This 
form must be returned before the excuse will be marked as 
a legal absence.
 In addition, we must have a note signed by the parent 
or legal guardian
a) informing us in the case of absence, or
b) a note requesting the early release in the case of

 a mid-day appointment or
c) a note explaining the late arrival to school in the case 

of a morning appointment.

When a student leaves for an appointment he or she is to 
obtain a pink appointment confirmation form at the front 
office and sign out at that time.  In all cases, students are 
required to sign in at the front office upon their return to 
school.  No students may be released on an excuse from 
any other person.  We may not excuse students without 
written permission.  Phone calls will only be accepted 
as a parent’s permission for excusal in extenuating 
circumstances.
 The nurse excuses students who become ill during the 
school day.  They must contact the office or nurse.  Students 
should not make phone calls home to report illness.  The 
appropriate school personnel will notify the student’s home 
when necessary.  Excusable reasons for absence include 
illness, pre-approved educational trips, job and educational 
interviews, pre-approved religious activities, death in the 
family or impassable roads.  Although no student should 
attend school when truly ill, often students amass a large 
number of absences for minor ailments.  After a total of 
ten days of absence for minor ailments in the current 
school year, a doctor’s excuse for further absences is 
required.  A notice will be sent home after ten such absences 
have occurred. Planned absences for educational travel must 
be submitted in writing to the Superintendent of Schools 
for approval.  The student is responsible for alerting teach-
ers to the impending absences and securing homework 
assignments to be done.  The student is responsible for all 
make up work.  All work is to be made up within one week 
of returning.  When a student is late for school, he or she 
must check with all teachers for missed work.  An excuse 
must be presented to cover the instance of tardiness.  This 
note should be like one for illness and contain the student’s 
full name, reason for being late, date arrived late, and the 
parent or legal guardian’s signature.
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 Failure to present an excuse within three days of 
the student’s return to school will result in an absence 
being listed as unexcused and/or illegal.  In addition 
students may be given a zero for assignments on any 
days of unexcused/illegal absences.  In case of exces-
sive absences, course credit may be affected.  Three 
days of illegal absence constitutes truancy and will be 
referred to the District Magistrate.  

GUIDANCE OFFICE VISITS
The purpose of the guidance office is to provide a place 
where students may seek information and help with prob-
lems.  Students should obtain a pass from the counselor or 
the teacher before going to the guidance office.  However, 
in emergencies, a student may go to the guidance of-
fice at any time.

NURSE’S OFFICE VISITS
If a student is feeling ill, he or she may request to visit the 
school nurse.  Students should not make phone calls 
home to report illness during the school day. The 
school nurse will assess the situation and contact parents 
if necessary.  
 The school nurse is not permitted to dispense any non-
prescription medicine such as aspirin.  Students who are 
under a doctor’s care and who need to take prescription 
medication during the school day are to notify the school 
nurse.  The nurse will keep the medication safely stored 
and dispense the prescribed dosage at the proper time.  
Students are not to carry prescription medication in 
school.

TELEPHONE USE
There are occasions when it is necessary for students to 
use the telephone during the day.  Students will not be 
excused from regular classes for this purpose.  Proper 
times would include lunch and study hall periods.  Any call 
made during the day may not exceed five minutes.  Except 

in emergency situations, students will not be called to the 
office to take phone calls.  All efforts will be made by office 
personnel to take a message and relay it to the student when 
time permits.  Students should not use any other phone in 
the building for any reason.

CAFETERIA

Our school cafeteria is a place for all students to relax, eat 
breakfast or lunch, converse with friends, and take a break 
before beginning their classroom schedule.  Any behavior, 
which interferes with the proper operation of the cafeteria, 
will result in disciplinary action.  This could range from being 
given an assigned seat during lunch, eating in the monitored 
ISS room, to being assigned an after school detention
    Young children develop rapidly during elementary years.  
That development is nurtured by proper nutrition.  It is ex-
pected that all children consume at least some food and 
drink during their lunch period unless the school obtains a 
note from the child’s parent allowing them to skip the meal.  
    Students may bring lunches from home rather than eating 
a cafeteria prepared lunch.  It is assumed that such a lunch 
has the parent’s approval.  However, it is requested that no 
soda pop be brought to school to drink at lunch time.  Also, 
students bringing food for lunch should only bring enough 
for themselves.  (Please refrain from microwavable items.)

Cafeteria Guidelines:
1. Students are to enter the cafeteria in an orderly fashion.
2. Students are to purchase only the lunch they intend to 

consume and not purchase for others.  Rules regarding 
payment for lunches will be strictly enforced.

3. Students are not to crowd in line.  If a student has created 
a mess, that student will be provided the means by which 
to clean it up.  Common courtesy should be the guiding 
factor.

4. Students wishing to use the telephone or the rest room 
from the cafeteria are to secure a pass from the duty 
teacher in the cafeteria.  No more than two students should 
be out of the cafeteria for these purposes at any one time.

LUNCH
Families who have financial difficulties may be eligible for 
free or reduced lunches.   The application for free & reduced 
lunches may be found at www.paschoolmeals.com and can 
be completed at any time of the school year should your 
financial circumstances change.  If you have questions or 
need help with the application, please contact Chris Krott, 
Cafeteria Manager

STUDENT CAFETERIA ACCOUNTS
A computerized system handles the purchase of all food 
items in our cafeteria.  On the first day of school, each student 
will be issued a Personal Identification Number (PIN) that 
will be used for items in the cafeteria.  This number should 
be kept confidential by the students as it is used to draw on 
a student’s lunch account.  A student need only know his or 
her PIN to buy food.  Students enter their PIN into a keypad 
on the cafeteria line.  Deposits to a student’s individual ac-
count will be accepted during breakfast or lunch.  Students 
will deposit money into his or her own account upon arrival 
at school in the morning to establish the account.  Lunches 
are currently $2.00.  A $10.00 deposit will buy a week 
worth of lunches.  Breakfast is currently $1.25.  (Breakfast 
is provided at no cost to any student who qualifies for free 
OR reduced lunch.)  Meal prices are subject to change.  
Whether a student is entitled to regular, reduced price, or a 
free meal, the computer will automatically make the neces-
sary calculations in the student’s account.  Those receiving 
a free lunch need not place any money on account-unless 
a second lunch or extra items are desired.  Those receiving 
reduced lunch will have the reduced price deducted from 
the account automatically.  (Please note: only a student’s 
first full lunch is free or reduced.  Second lunches or 
other extra items such as ice cream or extra pieces of 
pizza will be charged at full price and deducted from the 
account balance.)  To purchase lunch (or breakfast or any 
food item) a student must enter his or her PIN into a keypad 
at the end of the food line.  Cafeteria personnel will then enter 
the cost of items purchased into the computer 
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terminal and the proper amount will be deducted from the 
student’s individual account.  
 All students must use their own PIN if they wish to pur-
chase anything in our cafeteria.  The computer keeps track 
of all purchases made with a student’s pin.  Parents may 
request a printout of pin activity if questions arise.  Milk and 
ice cream as well as hot items are to be paid for with the pin.
 A student’s cafeteria account is NOT a credit account.  
PIN purchases will only be permitted if there is a money 
balance in an account.  Parents will be notified if a student’s 
account has a negative balance.  Students will have one 
week from the notification to pay their debt.  Students with 
excessive debt will be referred to the District Magistrate for 
collection purposes.
 If a student’s lunch account balance has a negative bal-
ance of over $5.00, only a standard lunch will be provided.  
No extra or a la cart purchases will be permitted until the 
account is paid in full.
 If a student’s lunch account balance has a negative bal-
ance of over $20.00, the account will automatically change 
to a cash basis only until the account balance is paid in full.
 The school district subscribes to mySchoolBucks.com, 
which is a secure environment, in which parents can pre-
pay for student meals using credit/debit cards, view current 
account balances, set up recurring payments when the ac-
count reaches a low balance threshold, view student meal 
purchases, and set spending limits.  For information to set up 
this account please call the Chris Krott, Cafeteria Manager.

BREAKFAST 
Students wishing to eat breakfast should report to the cafete-
ria.  Students must be in homeroom by 8:08 am or they will 
be marked tardy.  The cost of lunch for secondary students 
is $2.00.  The application for free and reduced lunches may 
be found at www.paschool meals.com and can be completed 
at any time of the school year if circumstances change.  If 
you have questions or need help with the application please 
contact Chris Krott, Cafeteria Manager.

DRESS

It is not the intent of the board of education to regulate the 
personal areas of the lives of its students and staff.  How-
ever, in the best interest of all students and the educational 
program, certain standards of dress and behavior should be 
followed.  In consideration of the fact that our school is a co-
educational community of young people, the way we dress 
during school should reflect decency, good taste, modesty 
and a regard for others.  Students and faculty should not wear 
clothing that disrupts the educational process by its design, 
style or imprinted message.  Also, articles of clothing deemed 
to be unhealthy or a safety hazard should not be worn.  This 
includes but is not limited to:  extremely long skirts, ex-
tremely short skirts, extremely tight clothing, Spandex 
leggings, sheer or low-cut blouses or shirts, tank tops or 
spaghetti strap tops (less than 2” thickness on shoulder 
“females”), boxer shorts, short shorts, sleeveless shirts 
(muscle), fishnet tops, bareback or midriff shirts, straps 
on pants, clothing with offensive or indecent advertising 
(including alcohol or tobacco products), inappropriate 
symbols or sayings, chains hanging off clothing, pins, 
excessively soiled clothing, clothes with holes, cleats 
on footwear, hats, head bands, or bare feet.  Clothing 
style should not reveal undergarments.  Also students 
and faculty must maintain acceptable personal hygiene 
habits.  Shorts are acceptable provided they are not cut too 
short, they are not too tight; and that they are not too casual 
in appearance (acceptable shorts should have pockets 
and a finished hem and be past mid –thigh length).
 Footwear should not present a safety hazard to the 
student & should meet the requirements for specific 
classes as needed (wood shop, chemistry, etc). 
 In recognition of changes in styles that occur from time 
to time, the intent here is not to measure with a ruler, but 
rather to rely on good judgement and common sense. 
 Clothes used for gym class or outdoor activities are 
not appropriate for regular classroom time.
 If a questionable situation should arise, it should 

be called to the attention of the principal.  The principal 
will make a decision on the acceptability of the clothing 
in question.
 While every effort is made to maintain comfortable 
temperatures in the building during cold weather, sometimes 
students may feel the need to wear a jacket during the day.  If 
a jacket or coat is needed it may be worn.  If it is not needed, 
it should be hung in the back of the classroom.  At no time 
should a student carry a jacket or coat throughout the 
day.
 In summary, clothing should be worn as designed, as 
long as clothing properly fits and covers the student appro-
priately.  Certain classes may require more specific dress 
requirements.

LIBRARY BOOKS

Library Book Policy

All library materials are the property of the Otto-Eldred 
School District. All students are welcome to borrow
materials with the following guidelines:

1. Books may be borrowed for 2 weeks.
a. Please protect them in a book bag.
b. New books may be signed out when old books are 
returned.
c. You may renew any book you are not finished with by 
the due date.

2. When the book becomes overdue, you will receive an 
overdue notice.
a. Any student with 1 or 2 overdue books (depending on 
grade) will not be permitted to borrow any more items 
until other overdue items are returned.
b. If the book is not returned, arrangements must be 
made to replace the book.

3. If a book becomes damaged in any way, return it as 
soon as possible so the librarian may attempt to repair it.   
DO NOT ATTEMPT REPAIRS YOURSELF.
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a. If the book can not be repaired you may be billed for the 
book’s value.

4. Your school records may be held if replacement of lost 
or damaged books has not been made.

5 . For your protection: do not lend your books to anyone. 
You are responsible for what you borrow from your library.

If you have any questions or concerns, please contact 
your librarian, she will be happy to help you in any way
she can.

LOST OR DAMAGED TEXTBOOKS
Students are responsible for the care of the textbooks, 
workbooks, and other curriculum books issued to them.
In the case that one of these items is lost or damaged, the 
parents will be assessed for the monetary value of the
repair or replacement of the item.

LOST AND FOUND
A lost and found area is kept in the cafeteria. Any item found 
without a name is placed in this area. Students or parents 
can claim these items by taking them from the display.
We do not attempt to determine true ownership of unmarked 
items, therefore it is important that all lunch boxes, clothing, 
toys, and so forth have your child.

STUDENT CONDUCT CODE
A. Primarily, a student attends school to learn.  To create 

an attitude and atmosphere conducive to learning, the 
student shall:
1. Meet all school obligations punctually and regu-

larly; 
2. Report to each class with completed assign-

ments and necessary materials;
3. Devote energies to learning; make a sincere ef-

fort to do excellent work;
4. Develop standards of personal conduct which 

produce acceptable behavior;

5. Accept responsibility for his or her actions;
6. Recognize and respond positively to authority of 

school personnel;
7. Respect and consider the personal and property 

rights of others;
8. Help to keep school property free from damage 

and defacement;
9. Comply with school rules and regulations and 

with local, state, and federal laws;
B. Correcting and/or disciplining of students will result from 

actions of misconduct categorized below.
1. Attendance

a. Violation of compulsory school laws.
b. Failure to attend school regularly if above 

compulsory school age (17 years).
c. Repeated tardiness or absence without 

causes.
d. Tardiness to or skipping of classes.

2. Citizenship
a. Violation of state laws, local ordinances, 

approved fire and safety codes, school rules 
and regulations.

b. Disobedience, including insubordination and 
defiance.

c. Gross misbehavior, including deliberate, 
malicious, or willful misconduct.

d. Use of profanity, obscenities, or degrading 
epithets.

e. Immoral conduct and/or indecency.
f. Display, distribution, or sale of pornographic 

materials.
g. Possession, use, sale, or distribution of 

intoxicants, illegal or unauthorized medicine, 
drugs or narcotics including by way of illus-
tration and not limitation: alcohol, marijuana, 
heroin, opium, cocaine, LSD, barbiturates, 
and amphetamines.

h. Possession or use of tobacco.
i. Dress and appearance, which represent 

health or safety problems or cause disrup-
tion of the educational process.

j. Fraudulently using the name of another 
person or falsifying times, dates, grades, 
residence, or other data used by the school.

k. Unlawful interference with or intimidation of 
students or school employees.

l. Any outward display of affection beyond the 
simple holding of hands.

m. Cheating in any form on test, classwork, 
homework or any other school endeavors. 

3. Plagiarism/Cheating
 School board policy lists the following penalties 

for student cheating (by category):
a. Plagiarism/Cheating on major assessment 

(paper, test, AR test, project) – Student 
receives a zero for the assessment and can 
receive between a 50%-64% for a marking 
period grade, depending on how the zero for 
the assessment affects his or her marking 
period average.  (Student may receive a 
zero for the final exam grade. 

b. Cheating on minor assessment (homework, 
worksheet) – student will receive a zero for 
the assessment but will not necessarily fail 
for the marking period.

c. Cheating on Final Exam/Project – Student 
will receive a zero for the final exam grade. 

Plagiarism is defined as the intentional or unintentional 
unauthorized use or close imitation of the language and 
thoughts of another author and the representation of them 
as one’s own original work.

Second Offense: As above, plus the student is suspended 
for three days.

4. Safety
a. Disruptive behavior on school buses.
b. Bodily conditions: The condition under which 

a student is suspected of having a com-
municable disease or of neglecting personal 
hygiene to the point of disrupting the educa-
tional process.
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c. Threats or physical attacks to students or 
school employees.

d. Violence or threat of violence.
e. The act of possessing, using, or threatening 

to use any weapons or instruments capable 
of inflicting bodily harm

f. The use of any object that is itself a projec-
tile or that launches a projectile of any type 
(including water or other liquids) such as but 
not limited to rubber bands, squirt guns, and 
the like.

5. Property
a. Unauthorized possession of property not 

one’s own.
b. Being present in an unauthorized place or 

refusing to leave when ordered.
c. Willful destruction or defacement of property.
d. Purposefully setting fire to school property.

 Additions to misconduct listing may be made by the 
Board of Education or school administrators to ensure an 
orderly and safe school system.
 School officials are responsible for students’ behavior 
in school buildings, on school property, and at school-
sponsored events on or off school property.  School officials 
are also responsible for the conduct of students on school 
buses.
A. Disciplinary responses to student misconduct (see Ap-

pendix A).
B. In addition to conforming to the Student Conduct Code, 

students involved with extra-curricular and co-curricular 
activities must conform to the eligibility standards estab-
lished by the district or building.  Attendance, scholastic 
achievement, and training/membership rules may affect 
student eligibility.

VISITORS
To avoid disruption of classes, the board of education has ad-
opted a policy that states: Visitors from neighboring schools 
or not in school will not be permitted to attend classes with 
members of our student body.
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 Adult visitors who have legitimate business with the 
school are issued a visitor’s pass by the school office or the 
guidance office if they are meeting with students or if they 
intend to visit student areas.
EMERGENCY SCHOOL CLOSINGS
When it is necessary to close or delay the opening of school, 
the school will notify by the automated phone calls and the 
local radio stations will be notified as early as possible.  Stu-
dents and parents should tune their radio to the Bradford, 
Olean or Port Allegany radio stations for the information.  
These local radio stations will also be notified if school is 
dismissed early.
 Students and Parents may also check www.oees.org 
for school closing information.

FUND RAISING

Many school groups finance their activities in large part by 
selling something.  Whether it be pizza or subs, candy bars 
or jewelry, magazine subscriptions or greeting cards, there 
seems never to be a shortage of things for sale.  The school 
district realizes the importance of such fund raising activi-
ties to both school and local community organizations that 
provide benefits for our children.  The school building is not 
to be a public marketplace, however.
 In an effort to be fair to all groups and to avoid overbur-
dening our local community with multiple sales campaigns 
occurring at the same time, a school district-wide fund raising 
calendar is kept in both school buildings.  Any group wishing 
to schedule a fund-raising sale must complete an application 
detailing the sale and have it approved by the principal of 
the school.  The principal will then schedule the activity on 
the common calendar.  Every attempt will be made to avoid 
overlap of fund-raisers.
 The sale of any item by students (or any school person-
nel) to faculty, staff, or other students must be approved and 
scheduled by the principal before any such sale can take 
place on school property — building, grounds, and buses.  
The principal will use his judgment and may restrict or deny 
the sale of any items if such sale is determined to be dis-

ruptive to the learning atmosphere of the school.  Lollipops, 
suckers, or any candy are examples of items not permitted 
to be sold in school.  No food items sold for consumption 
will be allowed to be sold during the school day.
 Our school provides a daily breakfast and lunch program 
for students and staff.  The constant sale of candy, suckers 
and the like by students to students during the school day 
is to be avoided.  The principal may approve occasional 
exceptions for special events.

HOMEWORK
Homework is necessary.  It develops both accountability 
and responsibility.  It fosters initiative and independence 
while helping the student learn to budget time.  Parents and 
students are urged to accept the responsibility of home-
work, realizing that it will aid the student’s achievement.  If a 
student misses an assignment due to an excused absence, 
the student has the same length of time he missed to make 
up the assignment.

PRINCIPAL-ASSIGNED DETENTION
Students in violation of school rules and policies may be 
assigned after school detention sessions by the high school 
principal.  These sessions may be held before school or 
after school beginning at 3:00 p.m. and will run until 4:00 
p.m.  Students must have books and assignments with them 
when they report to the detention area.  Every parent will be 
notified by phone. 
 This notification will be at least 24 hours prior to 
the detention date to allow the student an opportunity 
to arrange transportation home from the detention ses-
sion.
 Students should also bring coats as well as books and 
other study materials. No excuse will be accepted for failure 
to attend assigned detention.  Any student failing to report 
to detention will be assigned Saturday detention.  Further 
failure to appear will result in in-school suspension.
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SATURDAY DETENTION
Students may be assigned Saturday detention by the high 
school principal for infractions of the school’s rules and/or 
policies.  Detention sessions will be three hours in length from 
8:00 a.m. to 11:00 a.m. on specified Saturdays.  Students 
must be punctual and have books and assignments with 
them when they arrive.  Each student so assigned will have 
their parents contacted by phone notifying them of the date 
and time he or she is to report for Saturday study.  This noti-
fication will be at least 24 hours prior to the detention date to 
allow the student an opportunity to arrange transportation to 
and from the detention session.  Students should also bring 
coats since they may not go to lockers prior to going home.
 No excuse will be accepted for failure to appear for as-
signed detention.  Any student failing to report to detention 
will be assigned one day in-school suspension.  Further 
failure will result in a suspension until a parent conference 
is scheduled to make arrangements to do the detention.

SUSPENSIONS
School suspensions can be either in school or out of 
school.   In either case, parents will be notified in writing of 
the infractions involved as well as the dates and type of the 
suspension.
 When a student is under an in-school suspension (ISS), 
he or she will be assigned to the suspension room for the 
entire day(s).  Teachers will monitor the in-school suspension 
room.  The ISS room will be completely quiet and students 
must work on school assignments for the entire time they 
are under suspension.  No music, sleeping, or trips to the 
telephone are allowed in the ISS room.
 Out of school suspensions (OSS) are alternatives to ISS 
that may be warranted by circumstances and imposed by the 
high school principal.  A student’s return to school from OSS 
will be preceded by a parental conference with the principal.

RETENTION POLICY
1. Failure to pass two of the major subjects will result in 
retention. Major subjects include: Reading. Math, Social 
Studies, Language, Science and Spelling.

2. Retention privileges may be exercised without meeting 
the criteria in #1 upon recommendation of school officials 
or parents when both parties mutually agree that this action 
will benefit the student in question.

SAFETY AND SECURITY

All doors to the building are locked at all times. Visitors, 
including parents, must “ring in” at the front entrance
and report to the office. Absolutely no visitor or parent are 
permitted in the hallways or classrooms without approval 
from the office at each visit. Visitors and parents are asked 
to wait in the lobby while waiting for their child.

SCHOOL DAYS

Student instruction begins at 8:20 a.m. and ends at 2:40 p.m. 
If your child walks to school, or you provide transportation, 
please arrive well in advance to instruction but not before 
7:50 a.m. since monitoring of students will not begin until 
that time. The school district will not take responsibility to 
any accidents or injuries that occur as a result of early ar-
riving students.
If you wish to pick your child up after school, please try to 
refrain from interrupting his/her studies before 2:40 p.m. Also, 
please remember to stop in at the office upon late arrivals or 
early dismissals. A student is considered tardy if he/she 
arrives after 8:10 a.m. and before 10:00 a.m. After 10:00 
a.m. and until 1:40 p.m. any student arriving or being 
dismissed is considered a (ll2) one-half day of school 
absence. After 1:40 p.m. the excuse is considered an 
early dismissal. Tardiness time will accumulate as illegal 
school absence.

EDUCATIONAL SUPPORT PROGRAMS AND 
SERVICES

Learning Support

The Learning Support class serves students with overall 
delays and instruction is given individually and in small
groups with aide assistance. Students are included in 
homeroom and specials with their peers whenever possible.

Emotional Support

The Emotional Support program service identifies students 
whose regular needs or mental illnesses interfere with their 
academic progress in the regular education environment. In-
struction is provided based upon the student’s individualized 
educational plan. Students are included in regular educa-
tion whenever possible based upon each students unique 
needs. Behavior management components are designed 
and exercised in all educational settings.

Speech-Language Support

The Speech and Language Support Program provides 
specially designed instruction for students who have diffi-
culties in communication skills. Areas of difficulty which can 
be addressed include: articulation (specific speech-sound 
production), language skill development (form, content and 
use), voice quality, and fluency (stuttering). One-on-one or 
small-group instruction is provided in the speech therapy 
room setting or within the child’s classroom depending 
upon which arrangement best meets the child’s individual 
communication needs.

Enrichment

The Enrichment Program is designed to provide challenge 
for and meet the needs of mentally gifted students.  Activities 
and units of study are presented in various subject areas. 
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Overall goals include enhancing student self-esteem, build-
ing leadership, communication and interpersonal skills, and 
applying higher-level thinking skills.

Hearing Support

The Hearing Support Program provides several services 
to a school district and its students. From initial screening
assistance to special instruction, the hearing teacher is 
available as a “second opinion”: to the school nurse before a
student is referred to an audiologist. If a child shows a signifi-
cant loss of hearing or difficulty in classes, special sessions 
are set up to provide auditory, speech, reading and language 
instruction. Depending upon the severity of loss,  intervention 
can range from consultation to inclusion in a resource room.

Vision Support

The Vision Support Program provides services to children 
who are blind and/or visually impaired. Children who qualify 
must have a visual field of less than 20 degrees and/or 20/70 
or worse in the best eye with correction. Children from 3 to 
post-l2th grade are served. Support may be provided in the 
home setting or in the school.

Physical Therapy

Physical therapy in the education setting is directed toward 
assisting students with disabilities to participate in and benefit 
from their individual education program. Physical therapy 
needs must relate to the student’s educational goals and 
enhance the implementation of those goals.

Occupational Therapy

Occupational therapy in the education is directed toward 
assisting students with disabilities to participate in and ben-
efit from their individual education program. Occupational 
therapy needs must relate to the student’s educational goals 
and enhance the implementation of those goals.

Chapter 15

In accordance with Chapter 15, the Otto-Eldred School 
district will provide protected handicapped students with the 
aids, services and accommodations that are designed to 
meet the educational needs of these students as adequately
as the needs of non-handicapped students. The Otto-Eldred 
School District does not discriminate against protected
handicapped students and follows the district’s responsibility 
under this chapter.

TESTING
Student Achievement Tests (PSSA’s) are typically given in 
mid-April of the school year to students in grades 3-6. The 
purpose of these tests is an attempt to make necessary 
curriculum changes and to give parents and students an 
indication of academic advancement. Parents can help their 
children perform to their potential by ensuring a good night’s 
sleep, a nutritious breakfast, and a stress-free outlook by 
their adult models.

WITHDRAWAL FROM SCHOOL
If you are transferring your child to another school or are 
moving to another location, please notify the school a few 
days in advance. Before leaving the student is responsible 
for turning in all books and paying any unpaid debts. 
Records may not be sent with the student, though parents 
may have a copy of their child’s records. Official records 
must be sent through the mail after a request in received 
from the new school.

ALCOHOL/OTHER DRUG AWARENESS POLICY
The Otto-Eldred School District recognizes that the misuse 
of drugs is a serious problem with legal, physical and social 
implications for the whole school community.  This policy, in-
cluding its regulations and guidelines, is a coordinated effort 
to openly and effectively respond to the potential and current 
uses and abuses of alcohol, other drugs, and mood altering 

substances by students of the Otto-Eldred School District.
 No student shall possess, use, sell, distribute, or be 
under the influence of any narcotic, drug, marijuana, alco-
holic beverage, or controlled substance as defined by the 
Controlled Substance, Drug, Device and Cosmetic Act of 
1972, while on school property or while under the authority 
of this school district.
 Through the use of drug and alcohol awareness curricu-
lum, classroom activities, community support and resources, 
a strong and consistent administrative and faculty effort, and 
rehabilitative and disciplinary procedures, the Otto-Eldred 
School District will strive to educate, prevent and intervene 
in the use and abuse of alcohol, other drugs, and mood 
altering substances by Otto-Eldred School District students.
 The Board prohibits the use, possession or distribution 
of any drug/alcohol during school hours, on school property 
at anytime and/or at any school sponsored event.

Alcohol/Other Drugs/Mood Altering Substance shall 
include any alcohol or malt beverage, any drug listed in 
Act 64 (1972) as a controlled substance, chemical, abused 
substance or medication for which a prescription is required 
under the law, and/or any substance which is intended to 
alter mood, mental, and/or physical functions.  Examples of 
the above include but are not limited to beer, wine, liquor, 
marijuana, hashish, chemical solvents, glue, look alike sub-
stances, and any prescription capsules or pills not registered 
with the nurse, annotated within the student’s health record, 
and given in accordance with the school district policy for the 
administration of medication to students in school.

Building Core Team is a multi-disciplinary team composed 
of school personnel (teachers, staff, administrators, nurses, 
and counselors) and invited specialists of the community.  
This team has been trained to understand and work on the 
issues of adolescent chemical use, abuse, and dependency 
and will play a primary role in the identification and referral 
process of students coming to their attention through the 
procedures outlined in this policy.
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Chemical Abuse Specialist – a certified addiction counselor 
with expertise in the area of chemical dependency.

Distribution – deliver, sell, pass, share or give any alcohol, 
other drug, or mood altering substance, as defined by this 
policy, from one person to another or to aid therein.

Possession – possess or hold, without any attempt to dis-
tribute, any alcohol, other drug or mood altering substance 
determined to be illegal or as defined by this policy.

Cooperative Behavior – shall be defined as the willing-
ness of a student to work with staff and school personnel in 
a reasonable and helpful manner, complying with requests 
and recommendations of the members of the building core 
team designed for student support in the area of referrals.

Uncooperative Behavior – is resistance or refusal, verbal, 
physical or passive, on the part of the student to comply with 
the reasonable requests or recommendation of school per-
sonnel.  Defiance, assault, deceit, and flight shall constitute 
examples of uncooperative student behavior.  Uncoopera-
tive behavior shall also include the refusal to comply with 
the recommendations of the members of the building core 
team designed for student support in the area of referrals.

Drug Paraphernalia – includes any utensil or item, which 
in the school personnel’s judgment can be clearly associ-
ated with the use of alcohol, other drugs, or mood altering 
substances.

Assessment – includes both psychological and physiologi-
cal examinations.  Any costs involved are the responsibility 
of the student’s parent(s) or legal guardian(s).
 As an extension of this policy, all school district person-
nel shall use the following Otto-Eldred District regulations 
and guidelines when responding to alcohol, other drugs, 
and mood altering substance-related situations.

Rules and Regulations:
A student who is on school grounds at anytime, during a 
school session, or anywhere at a school-sponsored activity 
is under the influence of alcohol, other drugs or mood altering 

substances or who possesses, uses, dispenses, distributes, 
sells or aids in the procurement of alcohol, other drugs or 
mood altering substances, shall be subject to discipline 
pursuant to the provisions and procedures outlined in this 
board policy.

School Guidelines:
As an integral part of the Otto-Eldred School District Drug 
and Alcohol Prevention Program, these guidelines represent 
one component in a district-wide effort to respond effectively 
to alcohol, other drug, and mood altering substance related 
situations that may occur at school or at school-sponsored 
activities.  These guidelines are intended to provide a con-
sistent minimum disciplinary standard response to alcohol, 
other drug, and mood-altering substance related incidents.  
The Otto-Eldred School District will provide a safe and 
healthy environment for students with due consideration for 
their legal rights and responsibilities.  The Board reserves the 
right to use any extraordinary measures deemed necessary 
to control substance abuse even if those measures are not 
provided for in any rule or regulations enumerated herein.

SEE ATTACHMENT – Summary of Alcohol and Other Drug 
Administration Guidelines.

HARASSMENT (Sexual, Ethnic, etc.)

Each staff member shall be responsible to maintain a work-
ing environment free from all forms of unlawful harassment.
 Each student shall be responsible to respect the rights 
of their fellow students and to ensure an atmosphere free 
from all forms of unlawful harassment.
 Students shall be informed that they may choose to 
report harassment complaints to:
 • building principal • counselors
 • teachers • nurses
An employee who receives harassment complaints from 
a student shall report such to the building principal or the 
superintendent.
 The Otto-Eldred High School will promptly and thor-
oughly investigate all reported complaints of harassment of 
a verbal, physical or written nature.   If deemed necessary 

the report will be turned over to the state police.  Parents 
are encouraged to contact the state police.  If the harass-
ment continues, the high school administration will initiate 
disciplinary procedures as per the student “code of conduct”.

WEAPONS POSSESSION OR USE
Possession of a dangerous weapon or use of a weapon 
on school property, at school functions, or going to or from 
school, including at or near school bus stops is prohibited.  
A student who brings or is found to be in possession of a 
dangerous weapon, on a school bus, or school premises, 
or any school sponsored activity is subject to administra-
tive and legal action.
 A student found in possession of, or who uses, a dan-
gerous weapon shall be subject to disciplinary action up to 
and including expulsion from school.

Definitions:
1. Dangerous weapon means a loaded firearm, firearm, 

replica firearm, knife, chains, clubs, any type of explo-
sive device, or any article that is commonly used or is 
designed to inflict bodily harm.

2. Weapon means an article that is not per se a dangerous 
weapon, which is used for the purpose of inflicting bodily 
harm upon a person or is used to cause a person to be 
placed in fear of bodily harm.  Examples include, but are 
not limited to, belts, combs, pencils, files, compasses,  
scissors and lighters.

MESSAGE T-SHIRTS, SWEATS,
SHIRTS, JEWELRY
Message T-shirts, sweats, shirts, jewelry, and similar apparel 
which encourage the use of drugs, alcohol, violence, and/or 
tobacco products/usage or unacceptable double meaning, 
or that could be sexually demeaning, have no place in the 
school setting.  Such apparel is not to be worn to school.
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If a child lives with criticism, he learns to condemn.

If a child lives with hostility, he learns to fight.

If a child lives with ridicule, he learns to be shy.

If a child lives with tolerance, he learns to be patient.

If a child lives with encouragement, he learns to confide.

If a child lives with praise, he learns to appreciate.

If a child lives with fairness, he learns justice.

If a child lives with security, he learns to have faith.

If a child lives with approval, he learns to like himself.

If a child lives with acceptance and friendship,

He learns to find love in the world.  

                                                                  -Dorothy Low Nolte
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 LEVEL OF MISCONDUCT EXAMPLES DISCIPLINARY RESPONSE PROCEDURES RESPONSE OPTIONS

APPENDIX A

DISCIPLINARY RESPONSE PROCEDURES

I. Minor misbehavior on the
 part of the student which 

impedes orderly classroom 
procedures or interferes with 
the orderly operation of the 
school.  These behaviors 
can usually be handled by an 
individual staff member but 
sometimes require the

 intervention of other school 
support personnel.

II. Misbehavior whose frequency 
or seriousness tends to dis-
rupt the learning climate of 
the school. These infractions, 
which usually result from 
the continuation of LEVEL I 
misbehaviors,  require the 
intervention of personnel on 
the administrative level be-
cause the execution of LEVEL 
I disciplinary options have 
failed to correct the situation.  
Also included in this level 
are misbehaviors which do 
not represent a direct threat 
to the health and safety of 
others but whose educational 
consequences are serious 
enough to require corrective 
action on the part of

 administrative personnel.

Classroom disturbance; 
classroom tardiness; 
abusive language. Non-
defiant failure to com-
plete assignments or 
carry out directions.

Continuation of
unmodified LEVEL I
misbehavior.

School tardiness;
truancy; tobacco
violations; using forged 
notes or excuses;
disruptive classroom 
behavior; cutting class; 
plagiarism*/cheating*.

* See Conduct Code 
(page 7)

I. There is immediate intervention 
by the staff member supervising 
the student or observing

 the misbehavior.  Repeated 
misbehavior requires a parent/
teacher conference; conference 
with the counselor and/or

 administrator.  Teacher will
 document actions taken and 

communicate with the parent, 
principal and other faculty if

 necessary.

II. The student is referred to the 
administrator for appropriate 
disciplinary action.

 
 The administrator meets with 

the student and/or teacher and 
effects the most appropriate 
response.

 The teacher is informed of the 
administrator’s action.

 A proper and accurate record 
of the offense and the disciplin-
ary action is maintained by the 
administrator.

Verbal reprimand; 
special assignment; 
behavior contract; 
counseling;
withdrawal of
privileges; timeout;
strict supervised 
study; detention; 
parent conference.  
Communication with 
student, parent,
principal.

Teacher/schedule 
change; behavior 
modification;
social probation;
peer counseling; 
referral to outside 
agency; detention; 
loss of privileges; 
parent conference.

Suspension.



 LEVEL OF MISCONDUCT EXAMPLES DISCIPLINARY RESPONSE PROCEDURES RESPONSE OPTIONS

APPENDIX A

DISCIPLINARY RESPONSE PROCEDURES

III. Acts directed against persons 
or property but whose con-
sequences do not seriously 
endanger the health or safety 
of others in the school.

IV. Acts which result in violence 
to another’s person or prop-
erty or which pose a direct 
threat to the safety of oth-
ers in the school. These acts 
are clearly criminal and are 
so serious that they always 
require administrative actions 
which result in the immediate 
removal of the student from 
school, the intervention of law 
enforcement authorities and 
action by the school board 
directors.

Continuation of unmodi-
fied LEVEL II misbe-
havior fighting (simple); 
vandalism (minor); pos-
session/use of unauthor-
ized substance; stealing; 
threats to others; unco-
operative behavior in 
ISS.

Unmodified LEVEL III 
misconduct; extortion; 
bomb threats; posses-
sion/use/transfer of dan-
gerous weapons; assault/
battery; vandalism; theft/
possession/sale of stolen 
property; arson; furnish-
ing/selling/possession of 
unauthorized substances.

III. The administrator initiated dis-
ciplinary action by investigating 
the infraction and conferring with 
staff on the extent of the conse-
quences.

 The administrator meets with the 
student and confers with the par-
ent about the student’s miscon-
duct and the resulting disciplin-
ary action.

 A proper and accurate record of 
offenses and disciplinary actions 
is maintained by the administra-
tor.

IV. The administrator verifies the of-
fense, confers with staff involved 
and meets with student.

 The student is immediately re-
moved from the school environ-
ment.  Parents are notified.

 School officials contact law en-
forcement agency and assist in 
prosecuting offender.

 A complete and accurate report 
is submitted to the superinten-
dent for board action.

 The student is given a full due 
process hearing before the 
board.

Temporary removal 
from class; alterna-
tive program; loss of 
privileges; temporary 
in or out of school 
suspension; deten-
tion.

Expulsion; alternative 
schools; other board 
actions which results 
in appropriate place-
ment.
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1. A student is suspec ted of  
possible drug or alcohol use.  
There is no violation or physical 
evidence. 

2. A student contac ts a staf f 
member in regard to the drug or 
alcohol use by another student.

3. A student volunteers information 
about personal drug or alcohol 
use and asks for help. 

4. The student has a drug or alcohol 
related medical emergency. 

5. The student possesses drug 
related paraphernalia.  No 
evidence of use. 

6. A student possesses, uses, 
or is under the influence of 
drugs or alcohol.  First offense, 
cooperative behavior. 

The student is informed of available 
help and enc ourage d to seek 
assistance. 

The student who contacts a staff 
member is encouraged to have the 
student with a problem personally 
seek assistance. 

The student is informed of services 
available and encouraged to seek 
assistance. 

I f  ava i lab le, the nurse w i l l  be 
summoned immediately.  Student 
will be transported to nearest medical 
facility by ambulance. 

Paraphernal ia is confiscated by 
admin istra t ion .  S ta f f  member 
writes an anecdotal report of the 
incident. 

Administration is summoned.  Staff 
member writes an anecdotal report 
of the incident.  Superintendent or 
designee contacted.

Staff member encouraged to contact 
the counselor, nurse, or principal for 
assistance. 

Limited to the staff member, although 
the counselor, nurse, or principal may be 
contacted for assistance. 

A staff member should request intervention 
of core team and contact counselor, nurse, 
and/or principal. 

The principal will investigate the incident.  
This may include a search of the student, 
locker, and other possessions (may include 
vehicle if on school property). 

The student, his/her locker, and other 
possessions (may include vehicle if on 
school proper ty) wil l be searched at 
discretion of administration.  Confiscation 
of substance. 

Administrator responsible to search 
locker and other possessions (may 
include vehicle if on school property).  
Confiscation of substance and collecting 
of pertinent data. 

Limited to behavioral 
problems.

Not applicable.

Inform parents 
after discussion with 

student.

Immediate notifica-
tion

of parent.

Phone contact
with parent.

Immediate
notification of parent.  
Parental conference 

arranged as soon
as possible.

Not applicable.

Not applicable.

Not applicable.

At the
discretion 

of 
Administrator.

At the
discretion

of the
Administration.

At the
discretion

of the
Administration.

None/Referral to Core Team. 

None/Possible referral to the Core Team. 

None/Referral to Core Team.

If there is evidence of further violation, see 
appropriate situational category.  Referral to 
Core Team. 

If there is evidence of further violation, see 
appropriate situational category.  Referral to 
Core Team. 

Informal hearing, out of school suspension 
un t i l  pare n t a l  c o n fe re n c e i s  h e l d .  
Mandatory referral (through the Core 
Team) for assessment by a licensed drug 
and alcohol facility.  Student must comply 
with the recommendation of the facility’s 
assessment. 

Situation/Category Discipline/RehabilitationNotification
of Police

Notification of 
Parents

InvestigationImmediate Action

SUMMARIZATION of ALCOHOL and other DRUG ADMINISTRATION GUIDELINES
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7. A student possesses, uses, or is 
under the inf luence of drugs or 
alcohol.  First offense, uncooperative 
behavior.

8. A student is c augh t aga in,  in 
possession, use, or under the 
influence of drugs or alcohol. 

9.  A student is distributing a drug, alcohol 
or controlled substance. 

10. A student is caught again distributing 
a d rug,  a l c ohol  or  c on tro l l e d 
substance. 

11. A student possesses, uses, or is un-
der the influence of drugs or alcohol 
at a school-related activity on or off 
school property.

Administration is summoned.  Staff member 
writes an anecdotal report of the incident.  
Superintendent or designee contacted.

Admin is t rat ion is summoned.  S taf f 
member writes an anecdotal repor t of 
the incident.  Superintendent or designee 
contacted. 

A d m i n i s t r a t i o n  s u m m o n e d .   S t a f f 
member writes an anecdotal repor t of 
the incident.  Superintendent or designee 
contacted. 

Ad m i n i s t r a t i o n  s u m m o n e d .   S t a f f 
member writes an anecdotal repor t of 
the incident.  Superintendent or designee 
contacted. 

Chaperone will contact group advisor and 
principal.

Administrator responsible to search locker and 
other possessions (may include vehicle if on 
school property).  Confiscation of substance and 
collection of pertinent data.

Administrator responsible to search locker and 
other possessions (may include vehicle if on 
school property).  Confiscation of substance and 
collection of pertinent data. 

The student, his/her locker and possessions 
(may include vehicle if on school property) 
w i l l  b e  s e a r c h e d .   C o n f i s c a t i o n  o f 
substance. 

The student and his/her possessions (may include 
vehicle if on school property) will be searched.  
Confiscation of substance. 

The student and his/her possessions (may include 
vehicle if on school property) will be searched.  
Confiscation of substance.  Superintendent or 
designee contacted.

Yes, parent requested
to come to the school as 

soon as possible.

Yes, parent requested 
to come to the school as 

soon as possible.

Yes, parent is requested 
to come to the

principal’s office
immediately.

Yes, parent is requested 
to come to the

principal’s office
immediately.

Yes, as soon as
possible.

Yes.  Automatic.

Yes.  Automatic.

Yes.

Yes.

At the discretion 
of the

Administration.

Informal hearing, 3 days school suspension (in 
or out of school at discretion of administrator).  
Referral to Core Team.  Student must comply with 
the recommendation of the facility’s assessment.

Informal hearing, 3 days school suspension (in or 
out of school at discretion of administrator).  Referral 
to Core Team and their recommendation must be 
followed or case is referred to School Board for a 
formal expulsion hearing. 

Same as Discipline/Rehabilitation for Situational 
Category 8. 

The student is suspended from school for up to 10 
days pending the result of a formal expulsion hearing 
before the Board of Education.

The student may be sent home immediately at pa-
rental expense, escorted by the legal authorities or 
detained until a parent/guardian can accompany 
the student.  Further discipline as provided by the 
appropriate situation category will be administered 
following the administration’s investigation as per 
6,  7, 8, 9 above.

Situation/Category Discipline/RehabilitationNotification
of Police

Notification of 
Parents

InvestigationImmediate Action

SUMMARIZATION of ALCOHOL and other DRUG ADMINISTRATION GUIDELINES



Mr. Ryan McGinnis........................... Elementary Principal
Mrs. Lindsay Burns...............................Assistant Principal
Ms. Kim Alfieri........................................School Counselor
Mrs. Suzanne Strait.....Secretary to the Elementary Principal
Mrs. Amy Coffman..........................Attendance Secretarial
Mrs. Amy Jordan.................................. Preschool Teacher
Mrs. Martha Baker..........................................Kindergarten
Mrs. Melanie Splain........................................Kindergarten
Mrs. Diane Gardner ...............................................Grade 1
Mr. James Stuck.................................................... Grade 1
Mrs. Val Archer ......................................................Grade 2
Mrs. Karen Givan.................................................... Grade 2
Mr. Scott Flexman..................................................Grade 3
Mrs. Ursula Rosenswie..........................................Grade 3
Mrs. Mary Mahar-Yoder..........................................Grade 3
Mrs. Nicole Garthwaite.......................................... Grade 4
Mrs. Shannon Kio...................................................Grade 4
Mr. Rob Dickinson..................................................Grade 4
Mrs. Susan Wertz.................................................. Grade 5
Mrs. Stephanie Wolfe.............................................Grade 5
Mrs. Tammy Reitler.................................................Grade 5
Mrs. Kristin Bentley.................................................Grade 6
Mrs. Valerie Blauser................................................Grade 6
TBD........................................................................Grade 6

Mrs. Melissa Merry..............................Literacy Coordinator
Mrs. Teri Lucas........................................Learning Support
Mrs. Tammi Rouff.....................................Learning Support
Ms. Nicole Smith...................................Behavioral Support
Ms. Megan Wolfe.....................................Learning Support
Mrs. Tammy Maxson.......................................................Art
Miss Amanda Davis...............................Physical Education
Mrs. Drenda Duke......................................................Music
Ms. Rachel Burkhouse......................................... Librarian
Mr. Dave Pfaff .......................................Technology Center
Ms. Amber Webster.....................................................Band
Mrs. Lorinda Smith....................................Speech Therapy
Mr. Brendon Miller..............................................Technology
Mrs. Deb Shaffer...........................................Custodial Staff
Ms. Sanderson.............................................Custodial Staff
Mrs. Mary Kay Templin..............................................Nurse
Mrs. Cheryl Kriner............................................Nurse’s Aide
Ms. Chris Krott...................................... Cafeteria Manager
Mrs. Lori Hall...............................................Preschool Aide
Mrs. Terry Wilson.................................School Psychologist
Mrs. Julie Cochran.........................Technology Coordinator
Mrs. Kiley Walker....................................Kindergarten Aide
Mrs. Janine McClain...............................Kindergarten Aide
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 *Please note that you may reach classroom teacher via their school email by entering their first initial, full last name followed by @ottoeldred.org.
                 For instance, to reach Mr. McGinnis you would use the following email address: rmcginnis@ottoeldred.org.  



I understand that the Handbook/Calendar contains the rules and policies of the school that are to be followed by all students.

Policies are subject to change and I will be notified of any changes.
It is understood that not all school board policies are listed in this handbook.

Information on any policy can be accessed by contacting OESD.

If it is your desire to not have your child’s photo used in school publications (website, newsletters, facebook, etc.),
please indicate so by placing a check next to the statement below.

I Do Not wish to have my child’s photo used for school publications.

✁

Parent/Guardian  ____________________________________________

Student  ___________________________________________________

Grade  _____________________  Homeroom ___________________

 
 Date ____________/ _________ / ______________ 

I hereby acknowledge the receipt of the Student Handbook/Calendar for the Otto-Eldred Junior/Senior High School.

Activities Participation
Alcohol & Other Drug Awareness Policy
Athletic Events Policy
Attendance Procedures
Cafeteria Accounts
Dances

Detention & Suspension
Dress Guidelines
Electronic Devices
Emergency School Closings
Fund Raising Policy
Graduation Requirements

Health/Guidance Office Visits
Lockers
Marking System
Progress Reports/Honor Roll
Student Conduct Code
Summer School Grading Policy

Peer Helpers Policy
Telephone Use
Tobacco
Transportation Guidelines
Visitors
Weapon Possession or Use 

I have specifically read and understand the following policies.

The following email addresses may be used to contact parents/guardians regarding school matters.

  email:  Name: 
_______________________________________________________  _________________________________________________________

_______________________________________________________  _________________________________________________________

_______________________________________________________  _________________________________________________________

_______________________________________________________  _________________________________________________________
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