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August 2008

Dear Families,

Welcome to the West Des Moines Community Schools! We are very excited about the
educational programs we are able to provide for your child in our respective elementary school
buildings. We have developed this family handbook in order to share important information that
is consistent district-wide for all elementary students and families. Information that is specific to
your child’s school is published as an insert with this district handbook.

We employ the highest quality professionals so that your child may experience the joy of
learning, in an engaging and caring learning environment. Our highly qualified educators
provide learning experiences and activities for each student that are designed to develop
responsible, creative, lifelong learners.

Each building principal in our district believes that a positive connection between school and
home is essential for students to grow to their potential. Please do not hesitate to contact your
school with your ideas, questions, concerns and information. Together, we are sure to make this
school year a successful experience for your child and your family.

Thank you for allowing us to participate in your child’s education and journey in the West Des
Moines Community School District. We appreciate and honor this opportunity to share with
your family.

Respectfully,

Elementary School Principals
West Des Moines Community School District



West Des Moines Community Schools

District Goals 2008 - 2009

Mission Statement
Working in partnership with each family and the community, it is the mission of
the district to educate responsible, lifelong learners so that each student possesses
the skills, knowledge, creativity, sense of self-worth and values necessary to thrive
in and contribute to a diverse and changing world.

Guiding Principles
Continuous Improvement
Personalized Learning
Optimum Use of Resources
Integration
Diversity

Shared Vision
The West Des Moines Community School District will be a caring community of
learners that knows and lifts every child. We will inspire joy in learning. Our
schools will excel at preparing each student for his or her life journey.

District Goals
Using the Mission Statement as our foundation and the Guiding Principles to
inform our actions, the district will work towards the realization of the Shared
Vision by accomplishing the following goals set forth by the Board of Education:

1. Close the gap between present practices and the Shared Vision.

2. Improve student achievement through effective instructional and
assessment practices.




Homework

Homework may be assigned by the teacher for enrichment, reinforcement, and extension of the
school experience that is consistent with student ability and developmental level. The amount of
time necessary to complete homework will vary according to the assignment and the student’s
ability.

In grades 4-6, homework may be given on a nightly basis. Students are expected to fill out
assignment notebooks and keep track of their homework. Assignments are due at the beginning
of the next school day unless otherwise stated by the teacher. If situations or emergencies arise
preventing your child from finishing an assignment by the due date, please send a note
explaining why it is not finished.

THE TEACHER WILL:

Relate assignments to the classroom objectives.

Coordinate assignments with other teachers, if it is necessary.

Give precise, clear directions.

Take into consideration home responsibilities.

Maintain contact between home and school regarding homework.

Modify or enhance homework assignments according to individual student ability and
need.
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THE STUDENTS SHOULD:
1. Ask for clarification, if needed.
2. Have necessary materials before leaving school.
3. Plan ahead by estimating the amount of time it will take to complete assignments.
4. Complete and return assignments as directed.

FAMILIES CAN HELP BY:
1. Providing a quiet, comfortable environment and adequate time to complete homework.
2. Providing motivation, guidance, and resource, but insisting upon the child doing his/her
own homework.
3. Conferring with the teacher if there are any questions about the purpose or procedures of
the homework.

Insurance

In a school setting where there is a large group of children playing together, there may be some
accidents. Thus, a low cost student accident policy is available through the West Des Moines
Community School District (the plan is available for in-school or 24-hour coverage). Students
are not required to purchase this insurance. The school makes no profit and only offers it as a
service to the students. Information concerning student insurance is sent home with each child
during the opening week of school.

Lost and Found

Each elementary school has lost and found boxes which are located throughout the building.
Families and students are encouraged to check these boxes as needed. Items that are not claimed
are donated to area charitable institutions periodically, and at the end of the year.
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Non-activity Night

As per Board Policy 508.2, Wednesday evening is designated as non-activity night in the West
Des Moines Community School District. Schools schedule K-12 student programs or meetings
to conclude before 7:00 p.m. on Wednesday.

No Pets, Please!

We welcome members of our school family to visit our schools during the day. Our buildings
are also open to the community for many activities such as youth organization meetings, youth
sports contests, after school classes and adult classes.

However, we cannot welcome pets into our schools. Student safety and the cleanliness of the
building are put at risk when animals accompany their owners for a drop-in visit at school.
There are exceptions, of course. If your student is bringing a pet for show and tell or for a class
project, please contact the principal for permission before the animal comes to school.

Animals which are kept at school for instructional purposes will be in good health with no
evidence of disease, be of such disposition as to not pose a safety threat to children, and be
maintained in a clean and sanitary manner. Documentation of current vaccinations will be
available for all cats and dogs. Pets/animals and/or their cages will not be allowed in kitchen,
sinks or food preparation areas due to health and sanitation guidelines.

Recess

Recess provides children opportunities for physical exercise, release of energies, relaxation with
friends, and social skill development. Outdoor recess is held except during inclement weather.
During cold weather, the current outdoor temperature is monitored.  Wind-chill factor
information is used as a guide for a recommended, safe level of temperature. During inclement
weather, an indoor, supervised recess occurs. Safe and responsible behavior is expected and
enforced.

A written request from a parent is needed for a child to be excused from recess. This note should
state the reason that prevents the child from participating in recess. If a child needs to be
excused from recess for more than three days, a physician’s note is required.

Students are asked to dress appropriately for the weather. Weather changes occur quickly, so
children need to be dressed in a manner to reflect any seasonal change in weather.

School Fee Waiver

Students whose families meet the income guidelines for free and reduced price lunch, the Family
Investment Program (FIP), Supplemental Security Income (SSI), transportation assistance under
open enrollment, or who are in foster care are eligible to have their student fees waived or
partially waived. Parents or students who believe they may qualify for a waiver should contact
the principal or lunch secretary for a waiver form. This waiver does not carry over from year to
year and must be completed annually.

12



School Pictures
School pictures for all children are taken in the fall. A prepay picture information packet will be
sent home with students prior to the day pictures are taken.

Student Dress and Appearance

Students are expected to practice good hygiene and wear neat and appropriate attire at all times.
The dress and physical appearance of our elementary students is expected to be age appropriate.
Personal enhancement products (i.e., make up) are not encouraged. Clothing should not draw
undue attention, and should provide adequate coverage of the person so as to not be disruptive or
distracting. Some articles of concern are low rider pants, short shorts, tube tops, halter tops,
midriff tops, and spaghetti straps. The wearing of obscene or unbecoming apparel is not
appropriate. Consistent with our drug and alcohol prevention program, we discourage students
from wearing clothing that promote these types of products. Students that are dressed
inappropriately will be asked to change or be given something appropriate to wear for the day.
Shoes must be worn at all times for health and safety reasons. Hats are not allowed in the
classroom, except on special occasions.

Student Supplies

It is very important that children bring school supplies to begin the year. Teachers at each grade
level have prepared a list of supplies which students will need. Each elementary school supply
list is posted on our district website. Please contact the school if you did not receive a supply list
or need assistance with obtaining school supplies.

Telephone Usage/Cell Phones
We encourage children to limit their use of the phone to necessary calls. Students will not be
interrupted from instruction to talk on the phone unless there is an emergency.

Students are discouraged from bringing cell phones to schools. Telephones are available in all
classrooms and staff members will assist students in making all necessary calls.

The school district is not responsible for lost, damaged or stolen cell phones. Cell phone use
during the school day may result in confiscation of the phone.

Tobacco Use Free Policy

The district’s Tobacco Use Free District Policy (Policy 908) directs that there be no use of
tobacco products on any district property, which includes vehicles, buildings, and grounds.
Thank you for your support and cooperation with this policy.

Visitors

Parents are encouraged and welcomed to visit their child's classroom. All visitors are expected
to check in at the office and pick up a visitor badge. Please call your child's teacher to arrange a
time. Schedules may occasionally change, and it is helpful to arrange a time to visit. Please
enter the building through the front door during the school day.

If parents need to drop off a cold lunch or school materials necessary for a student, please stop
by the office. We want to try to avoid disruptions to a class in session.
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Volunteer Program

The volunteer programs in our elementary schools enrich the educational experiences of students
and create a better understanding of our schools in the community. There are many choices for
volunteers, including classroom assistance, participation in building and activity support groups,
and service on district-wide or building committees. Community members are encouraged to
join the volunteer program. Adults working with students in our schools may be subject to a
screening process. You may obtain more information about sharing your time and skills by
calling your school office.
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EDUCATIONAL PROGRAMS

Curricular Areas Grade Placement
Art Grades K-6
Balanced Language Literacy Grades K-6
Band Grades 5-6
English As A Second Language Grades 1-6
Extended Learning Program Grades K-6
Guidance and Counseling Grades K-6
Health Grades K-6
Media Grades K-6
Mathematics Grades K-6
Orchestra Grades 4-6
Physical Education Grades K-6
Science Grades K-6
Social Studies Grades K-6
Spanish Grades 1-6
Special Education Grades K-6
Title | Reading and Mathematics Grades K-4
Vocal/General Music Grades K-6
Art

The Art Department of the West Des Moines Community School District is continually striving
to improve and enhance its program. There is a strong foundation that is the underlying basis for
each art teacher to implement in his/her respective building.

Developmentally appropriate art content makes up the foundation of the West Des Moines
program. The art content is taken from the four areas of the visual art discipline: aesthetics, art
production, art history, and art criticism. Implicit in the four areas is the understanding that the
visual arts serve three functions of society: personal, social, and physical. Essential concepts,
techniques, and art activities are taught using the district adopted curriculum materials such as
the SMART program.

In addition to the district-adopted materials, the teacher develops units that are specific to the
lives of our children. The art educators collaborate with the grade level teachers on content to
enhance the world of art. Students are exposed to the community resources available as sources
of inspiration.

Balanced Language Literacy

Balanced language literacy is implemented in each elementary school by integrating the
components of speaking, writing, reading, viewing, and listening into the language curriculum.
These components in literacy learning are taught in a framework which focuses on oral and
written language.
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Readers’ Workshop

The literature study component in readers’ workshop includes whole class and thematic web
books which provide a body of carefully selected genres for reading aloud and shared reading.
The teacher models strategies for expanding the understanding and the interpretation of the text
and for learning to think critically. The rereading of favorite texts by the students enables them to
make connections and to form concepts which are reflected in their oral and written responses.

For the small group differentiated reading component in the literacy framework, small groups of
students with similar reading levels receive instruction that is focused on the development of the
reading process. The strategies required to understand increasingly challenging texts and to read
with fluency are modeled for the students.

The students are provided the opportunity to practice their reading during the component of
independent reading. The teacher continues to play a major instructional role by modeling ways
for students to select appropriate books, to read continuously, and to respond to the texts.

Lanquage and Word Study

Instruction in language and word study focuses on developing the students’ knowledge and skills
in their use of language. In this block of study, the students become acquainted with high-quality
literature, poetry and informational texts. During the process of understanding and interpreting
their language, the students share their responses in several ways.

For practice in daily oral language, the students participate in interactive editing of one or two
sentences which presents challenges including capitalization, punctuation, grammar, spelling and
choice of words.

To learn handwriting correctly with appropriate letter formation and correct spacing, the
D’Nealian Handwriting Program is utilized in grades one through six in the West Des Moines
Elementary Schools. Although the kindergarten level does not use a formal text, the students are
involved in pre-writing experiences. In first grade, formal instruction begins by using a
consumable text. Cursive handwriting is introduced in second grade, then reviewed and
practiced in third grade. No formal texts are used for handwriting in the intermediate grades.
Neatness and legibility are continually emphasized during handwriting as instruction continues
to be focused on individual needs.

The basis for improved student spelling is a systematic program which is integrated into
language literacy. In kindergarten and first grade, developmental spelling is encouraged in
language and word study. The West Des Moines Community School District implements the
McDougal, Littell Spelling Program for grades two through six. This research-based program
creates lists that have a logical framework of consistent spelling principles. Through teacher
guidance, the students discover these principles and apply them in their basic word lists,
challenge words, and personal word lists.

Speaking opportunities to share personal and published work provide the students with related

activities which help them to acquire skills in formal discussion, individual presentation and
group interaction. Listening is an integral component of the language literacy program in our
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elementary schools. By approaching listening as an active process, it is continually modeled by
the teachers and demonstrated with other resources available in the classrooms. As students
grow in their ability to listen, they begin to view themselves as listeners as they seek meaning in
the texts and reflect their understanding in thoughtful responses.

Writer’s Workshop

In developing their ability to write, students learn how to view themselves as writers. They
discover in shared writing how writing works as the teacher and the students compose messages
and stories. The teacher’s scribing enables the students’ ideas to be recorded. As the students
begin to respond to writing, they learn the value of interactive writing. Writers” workshop
provides the environment in which the students can explore their own ideas, topics, and styles
through practicing the initial steps of the writing process. Directed writing lessons focus on
different genres, structure and meaning of the text and conventions of writing. Peer and student-
teacher conferences assist the students with the editing phase of the writing process. Writing
experiences are interwoven throughout the entire curriculum.

Portfolios

The students display a sample of their responses to language in their portfolios. These
documents are both teacher and student assessed and represent many areas of the curriculum.
Samples in the portfolio will include readers’ responses such as journals, connections, letters and
illustrations, a variety of genres of writing, personal spelling lists, handwriting and daily oral
language. Self-reflection by the students is encouraged and shared with parents at parent-teacher
conferences.

Reading Resource Program

Students who have individual needs in reading and writing are provided support by the reading
resource teacher. Early intervention is determined by observing the students in the classroom,
conferencing with these students, and diagnosing their specific needs. In-class support for
targeted students may include individual or small groups of students who need direct teaching of
specific strategies and reinforcement of the strategies which have already been taught in the
classroom. The reading resource teacher collaborates with the classroom teacher and offers
opportunities for engaging in individual or small group book discussions, developing strategies
for reading in the content areas, generating and sharing various genres of writing, and practicing
appropriate work and study skills.

When needed, the reading resource teacher may provide targeted students with opportunities for
individual and/or small group support outside the classroom. The pull-out approach is utilized
when teacher referrals are received for students whose individual needs dictate more intensive
interventions. Along with more guided and independent practice in reading and writing,
additional observation and ongoing assessment of the students’ progress are implemented in this
program.

Additional opportunities for successful experiences in reading and writing, and more practice in
a specific reading and writing strategy are also provided. The reading resource teacher plans
opportunities to enable the targeted students to make connections between reading and writing
and their personal experiences. The students continue in the program until they have achieved
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sufficient growth. The length of time they are supported by the reading resource pull-out
program is based on their individual needs.

The reading resource teacher supports teachers in translating theory into practice and observes,
analyzes, and provides feedback for both teachers and students. Information about pertinent
research is disseminated to the staff.

Reading Recovery

In first grade, one-to-one instruction may be provided through Reading Recovery. This is a
short-term, early intervention program designed to assist students who are having difficulty
learning to read and write. Students eligible for the program are identified by their classroom
teachers. Reading Recovery provides one-to-one tutoring, five days per week, 30 minutes each
day, by a specially trained teacher. The daily lessons consist of a variety of reading and writing
experiences. Reading Recovery is supplemental to classroom instruction and lasts an average of
12-20 weeks. The goal of the program is for students to develop a self-extending system that
uses a variety of strategies to read increasingly difficult text and to independently write their own
messages.

Band

Band lessons are offered to fifth and sixth grade students in the West Des Moines Community
School District. Instruments need to be purchased or rented through a music store. A few larger
instruments are available to rent from the school.

Every band student receives one half-hour lesson a week at no cost. The students are asked to
purchase a lesson book for their lesson and home practice. The instrumentalist is asked to
practice 20-30 minutes daily on his or her instrument.

Large group band rehearsal dates, times, and locations will be announced at the beginning of the
school year. Please watch your school newsletter for announcements.

English as a Second Language (ESL)

Many of our elementary schools offer English as a Second Language programs. The ESL
teacher provides non-English or limited English speaking students with instruction in English
upon the recommendation of the West Des Moines School District Welcome Center, classroom
teacher or building principal, and evaluation of students by the ESL teacher or the Welcome
Center. Program objectives include: teaching students the skills in speaking, listening, reading,
and writing which will allow them to function at their grade level; helping students understand
and participate in American culture; assisting students in learning to use English as a natural
vehicle of communication; and teaching students to pronounce the sounds of English so they can
be understood by native speakers.

Extended Learning Program (ELP)
Extended Learning is a program to enhance the gifts and talents of students in grade K-12.
Students meet with specially trained teachers on a regular basis to work on activities designed to
help them reach their potential. In addition to serving identified learners, primary students
participate in enrichment activities where students’ minds are stretched and inspired through
whole-class and small group lessons.
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The ELP curriculum is based upon the Autonomous Learner Model for the Gifted and Talented
and the individual needs, interests, and abilities of the participating students. Orientation
activities, individual development skills, and enrichment activities are the focus in the
elementary grades.

General Music

Brain research suggests that music can help lay the foundation for academic and career success.
Music education includes the study of the language of music, both aural and visual. Skills and
concepts are mastered through a developmentally appropriate and sequential process. Classroom
activities provide opportunities for music reading, listening, creating, and performing.

Active involvement and participation in the musical arts build lifelong skills including self-
confidence, higher reading abilities, higher-order thinking skills, self-discipline, cooperation, and
appreciation of the aesthetics of music.

Guidance and Counseling Program

Each of our elementary schools offers a comprehensive guidance and counseling program which
serves all students by offering a developmental, preventive and sequential series of activities that
may take place with an entire class, small group or individually.

Classroom guidance is offered to all students in grades K-6 on a regular basis. The lesson topics
may include units such as friendship, conflict resolution, feelings, decision making, study skills,
or assertiveness.

Small groups are conducted in the counselor’s office. These groups focus mainly on enhancing
communication skills and fostering better friendships.

Individual counseling is offered for students who are experiencing a situation that is best handled
on a one-on-one basis. Often, this involves making a connection with an outside agency.

In addition to counseling, the counselor provides consultations to parents and teachers about
student concerns. Further, the counselor will coordinate many events that help the children with
orientation and transition to our school, transitions to junior high, conflict managers and outside
resources that will help our families.

Our comprehensive counseling program focuses on the prevention of problems rather than
remediation. Materials, procedures, and techniques used by the counselor enable students to
develop effective interpersonal, as well as intrapersonal, skills.

Health

The health program is a sequential program integrated within the science curriculum. The
subject matter and learning experiences develop knowledge, attitudes, appreciation, and conduct
essential to individual and group health.
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Mathematics

The district’s elementary mathematics program challenges students to experience mathematics
rather than to just observe it. Because mathematics is an important life skill, students must
develop an understanding of it and be provided experiences that will cause them to become
active, flexible thinkers and users of mathematics.

The primary focus of the mathematics curriculum is to assist students in becoming independent
problem solvers. Instruction provides for a natural learning sequence which allows for the
transition from concrete to abstract learning experiences. This is encouraged by teaching a
variety of strategies. Teachers use a variety of resources including enrichment activities,
computer software, calculators, and a growing collection of math manipulatives to assist teachers
extend beyond the basic series and reinforce math skills.

Media Center

The media center is the center of information for our students and staff. The media center
provides materials to implement, enrich, and support the curriculum of the school as well as
provide independent reading materials for students at all reading levels. Children are presented
booktalks and assisted in selecting appropriate materials. They are also instructed in the Dewey
Decimal system, research skills, and other library skills. Learning activities are provided to
develop use of technology to locate information, such as OPAC, electronic encyclopedia, etc.

Orchestra

Instruction: Orchestra instruction is offered for fourth, fifth, and sixth grade students in the West
Des Moines Community Schools. String students receive one group lesson each week during the
school day. In addition, students are invited to participate in one of the elementary orchestras
most appropriate for the student’s performance level. These large group ensembles rehearse in
the morning before the school day begins.

Performance: During the school year, elementary students have several opportunities to perform
as part of a large ensemble during the Orchestra Concerts. In addition, solo and chamber
ensemble opportunities are available through the Solo and Ensemble Festival held once a year as
well as the Chamber Concert held each spring.

Cost: Instruments need to be purchased or rented through a music store or the Valley Orchestra
Parent’s Guild. There are a few larger instruments, cello and bass, available through the school.
Other expenses include lesson book, rosin, shoulder rest (violin and viola only), and rock stop
(cello and bass only.)

Commitment: In order to develop the necessary skills and reach their potential, students are
asked to practice 20-30 minutes daily. Parental interest and encouragement are very important
for student success!

Physical Education

The elementary physical education program ties together the physical, mental, social, and
emotional aspects of the human being. Tests given twice a year identify students’ personal
physical fitness. The program develops psychomotor skills, explores lifetime sport and leisure
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activities and their relationship to physical fitness, and the principles of proper nutrition. While
the individual builds muscular strength, organic power, and skill, the student also learns to solve
problems, use imagination, be creative, and react in an intellectually and socially satisfying way.
Students are encouraged to dress appropriately for physical activity and movement.

Science

The science curriculum includes topics from the biological, physical, and environmental
sciences. Within these areas, students are encouraged to observe, infer, predict, classify, and
measure. Students also get opportunities to conduct scientific experiments under the supervision
of classroom teachers.

Social Studies

Elementary social studies focuses on the areas of history, geography, and civics. The
fundamental concepts include: the democratic ideal, cultural diversity, economic development,
global perspective, and participatory citizenship.

The curriculum is organized around diverse thematic units at each grade level. Focus questions
provide direction for teachers and a springboard for student inquiry. The instruction is inquiry
based, hands-on, and project oriented.

Spanish
Foreign Language in the Elementary School (FLES) is an innovative and growing program that

many schools across the country are incorporating into the traditional classroom curriculum. The
West Des Moines FLES program is based upon the theory that children learn a second language
best when they are fully immersed in the language. Therefore, most of the FLES instruction in
our elementary program is in Spanish, as opposed to an English-Spanish translation. Students in
grades one through six receive Spanish instruction for 60 minutes per week, divided into two
thirty minute class periods. The teacher uses pictures, songs, games, rhymes, and gestures to
help students understand.

The FLES curriculum is an interdisciplinary program based on the regular classroom curriculum,
so that students have the opportunity to learn about science, math, language arts, and social
studies topics in their Spanish class. The main focus of the curriculum, however, is
communication. Beginning with the first grade, students learn to communicate in a practical,
conversational manner. As students progress in language comprehension, reading and writing
skills are introduced in a content-based manner.

Special Education

Special education is a program designed for and available to eligible students whose learning
needs are different in part from most of their peers. Every student will have the opportunity to
successfully complete a program of studies designed to meet his or her individual needs and
abilities. Special education is viewed as a part of, rather than apart from, the total school
program. This sequential and continuous special education experience will enable students to
function as independently as possible throughout and beyond their educational career.
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Three types of programs at the elementary level include: collaborative resource, special class
with integration (SCIN), and self-contained. Eligible students are identified by area education
agency personnel, local staff members, and parents and are staffed in one of the three support
programs that best fits the student’s needs.

Title |

Title | programs are offered in several of the district’s elementary schools. Title I is a federally
funded program, which provides supplementary instruction in the areas of reading and math.
Students are identified for the program through information gathered from teacher referral,
parent input, standardized testing, and authentic measures.
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COMMUNICATION & PARENT INVOLVEMENT

After School Activities

Elementary schools in the West Des Moines Community School District sponsor a variety of
after school activities involving students and their families. Please check your school
information and calendar for further information.

Infinite Campus

Parent/Student Internet Portal -- http://portal.wdmcs.org

The West Des Moines Community School District uses a student information management
system called Infinite Campus. This program increases access to student information for our
teachers and administrators. Infinite Campus also allows students and parents/guardians to view
some of this information through a secure internet connection. This internet view for parents and
students is called a portal.

The student portal allows students in grades 6-12 to see their schedules, attendance, academic
work and grades as entered by the teachers. It also allows the student to see final grades, as well
as calculated grades within a quarter or trimester. Each student can only see his or her own
information. An account must be set up for each student. The student account information will
be provided by the office staff. Students with an account from the previous year can use the
account in the current school year. Students should check to see that their e-mail addresses are
correct.

The parent portal allows a parent/guardian to see the same information as their student
regarding schedule, attendance, academic work and grades. For students in grades K-5,
information on attendance and schedules is available through the parent portal. With one
account, the parent/guardian can view information about all of their students, even if the students
attend different buildings. The parent/guardian can edit an e-mail address and indicate
preferences on methods of contact for absences and emergencies (under Change Contact Info).
If there are incorrect phone numbers, addresses or other information, parents/guardians may
contact one of the offices at the school their student(s) attend to have the information updated.
These changes can only be made by the school office staff. When these important changes are
made by one building office, they are reflected for every student in the family with information
in the Infinite Campus system. Adults with an account from the previous year can use the
account in the current school year.

Information on creating an account for a parent will be available at registration or from the
school office at the building attended by your child(ren). Each individual parent/guardian may
have a separate account. After creating your account, if you forget your password or user name,
you can contact the office of the secondary school your child attends and they will assist you by
creating a new password. If you have difficulty creating your account, please contact the office
at your school.
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Informaline
Informaline is a district-wide newsletter sent home twice a month. It provides School Board
meeting highlights and information of interest to district parents.

Pupil Progress Reporting/Parent-Teacher Conferences

Scheduled Parent-Teacher Conferences are held at the end of the first and second trimesters, and
trimester reports are sent home with pupils at the end of each trimester. Purposes of the parent-
teacher conferences are for teachers and parents to share information about the child, and for the
teacher to report the student’s school progress. Letter grades at the elementary level are given
only in sixth grade. Additional conferences may be arranged by either the teacher or parent, as
desired.

School Newsletters
Each elementary school regularly publishes a newsletter. It will contain informational items
pertaining to activities at your school.

Staff Directory

The West Des Moines Community School District continues to provide ways to assist with
communication between school, parents and the community via the Internet. Our district website
provides a "one stop shop" staff directory page. This page contains a searchable listing of contact
information for our staff, including building, phone number, email address and web page. (Staff
members are not required to have a web page, although many do.)

To use the directory search:

Step 1 - Open up your browser and enter the following URL address: http://www.wdmcs.org
Step 2 - Click on the blue Staff Directory tab under the district logo.

Step 3 - You may search by the teacher's last name or by building. To narrow your search
results, provide as specific information as possible.

Step 4 - Click on the Search button. The results will appear below the button.

West Des Moines Community School District Activity Calendar

The official school district activity calendar is your complete reference for district activities and
events. Elementary school activities are listed on this calendar. Watch for calendar additions,
deletions and reminders in your school newsletter and/or Informaline.

The district calendar is distributed to all families during school registration. Please contact the
school office if you did not receive one.

West Des Moines Community School District Website

Each elementary school has an internet website. You can access your school’s website by
clicking on the schools link on the West Des Moines Community School District home page at
www.wdmcs.org.
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STUDENT SAFETY

Bicycles/Skateboards/Roller Blades/Scooters/Roller Shoes

To enhance student safety to and from school, we recommend that only students in grades 4-6
ride their bicycles to school. Wearing bicycle helmets is encouraged and required by some
schools. Bicycles are to be walked on school property and parked in the bike racks. The school
district is not responsible for students riding bicycles to and from school, and assumes no
responsibility for bicycles on the school grounds. Bicycle locks are encouraged. Damage or
theft of bicycles should be reported to the local police department.

Bicycle riding should be considered a privilege. The bike riding privilege may be revoked if a
student does not abide by the school guidelines and/or causes safety concerns.

Skateboards, scooters, roller shoes and roller blades are not allowed on school property.

Bus Safety
Bus safety drills are conducted by district transportation personnel in the fall and spring.

Equal Educational Opportunities: Prohibition Of Discrimination, Harassment And
Bullying Toward Students (Policy 502.2)

Nondiscrimination

No student in the West Des Moines Community School District will be excluded from
participation in, be denied the benefits of, or be subjected to discrimination in District programs
on the basis of race, color, creed, national origin, sex, physical or mental disability, religion,
sexual orientation, gender identity or marital status. The policy of the District will be to provide
educational programs and opportunities for students as needed on the basis of individual needs,
interests, abilities and potential.

Harassment and Bullying Prohibited

The District is committed to providing all students a safe and civil educational environment in
which all are treated with dignity and respect. The District is also committed to promoting
understanding and appreciation of the cultural diversity of our society. The District will educate
students about our cultural diversity and will promote tolerance of individual differences.

Harassment and bullying of students is against the policy of the State of lowa as well as of the
District. The District will promote procedures and practices to reduce and eliminate harassment
and bullying. The District prohibits harassment and bullying of students by other students, by
employees, and by volunteers while in school, on school property, and at any school function or
school-sponsored activity. This includes harassment or bullying based on any student’s actual or
perceived traits or characteristics, including the student’s actual or perceived age, race, color,
creed, national origin, sex, physical or mental ability or disability, religion, sexual orientation,
gender identity, marital status, physical attributes, ancestry, political party preference, political
belief, socio-economic status or familial status.
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Acts of harassment or bullying may be treated as grounds for discipline. Discipline may include
suspension or expulsion of a student, suspension or termination of an employee’s employment,
and/or exclusion of a volunteer from District activities or premises.

Definitions

Harassment and bullying may include any electronic (such as emails or instant messages),
written, or verbal communication and/or any physical act or conduct toward a student that is
based on an actual or perceived trait or characteristic that creates or could reasonably be
expected to create an objectively hostile school environment.

An objectively hostile school environment is created if the communication, act or conduct

e places the student in reasonable fear of harm to the student’s person or  property;
or

e has a substantially detrimental effect on the student’s physical or mental health; or

e has the effect of substantially interfering with the student’s academic performance; or

e has the effect of substantially interfering with the student’s ability to participate in or
benefit from District services, activities, or privileges.

Examples of prohibited behavior may include, but are not limited to, the following:

e unwelcome touching;

e inappropriate or demeaning remarks, jokes, stories, activities, symbols, signs or
posters;

e implied or explicit threats concerning grades, awards, property or opportunities;

e requiring, explicitly or implicitly, that a student submit to harassment or bullying as a
term or condition of the student’s participation in any educational program or activity.

Sexual Harassment

It is the policy of the District to maintain a learning environment that is free from sexual
harassment. All employees, visitors and students must avoid any action or conduct which could
reasonably be perceived as sexual harassment. It will be a violation of this policy for any person
to harass a student through conduct or communications of a sexual nature as defined in this

policy.

Definition: Sexual harassment will consist of unwelcome sexual advances, requests for sexual
acts or favors, and other verbal or physical conduct of a sexual nature when:
e Submission to such conduct is made either explicitly or implicitly a term or condition
of the student's educational opportunities or benefits; or
e Submission to or rejection of such conduct by a student is used as the basis for
educational decisions affecting that student; or
e Such conduct has the purpose or effect of substantially interfering with a student's
education by creating an intimidating, hostile, or offensive educational environment.

Sexual harassment may include, but is not limited to the following:
e requests or pressure for sexual activity;
e unwelcome touching;
e other verbal or physical conduct of a sexual nature, such as inappropriate jokes,
symbols, signs or posters of a sexual nature;
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e repeated remarks to or about a person with sexual or demeaning implications.

Complaint Procedures

Any person alleging a violation of this policy may file a complaint with an administrator in the
student’s school or by the using the Bullying and Harassment Complaint Form (at the end of this
policy). Employees who are aware of harassment or bullying will file a written complaint or will
report the conduct to a building administrator or to the compliance officer. The complainant may
bypass any step of the complaint procedure where the person to whom the complaint is to be
lodged is believed to be involved in the alleged misconduct. The complainant may then file the
initial complaint with the Associate Superintendent of Human Resources, Lisa Remy, whose
decision may be appealed to the Superintendent.

The complainant may be required to complete a written complaint form and to provide any
evidence of harassment or bullying including, but not limited to, letters, emails, tapes, signs, and
pictures. If a written complaint is filed, an investigator will promptly review the allegations to
determine if the complaint states a possible violation of this policy. If so, the investigator will
commence an investigation and proceed to completion. Both the complainant and the alleged
perpetrator will be given an opportunity to give a statement as a part of the investigation. District
employees, students and volunteers are expected to fully and fairly cooperate in the
investigation.

A written investigative report will be completed following a formal investigation, and a summary
of the report, including a determination that the complaint was founded, unfounded, or
inconclusive will be forwarded to the complainant, to the parent or guardian, and to the alleged
perpetrator. The investigator will consider the totality of the circumstances presented in
determining whether the conduct objectively constitutes discrimination, bullying or harassment.

Grievance Procedures- Students With Disabilities

The District has established a policy addressing complaints of discrimination (including
harassment) for students with disabilities, 604.9 Grievance Procedure — Students with
Disabilities (Section 504). This policy also addresses procedures for handling concerns regarding
accommodations for students with disabilities.

Compliance Officer

The District’s Associate Superintendent of Human Resources will be designated as the District's
compliance officer to ensure that all cases of alleged discrimination, harassment and bullying are
treated in accordance with District policy. In the event the compliance officer is the alleged
perpetrator, the Superintendent will be the alternate compliance officer.

Confidentiality

Confidentiality, both of the complainant and of the accused, will be respected consistent with the
District's legal obligations, and with the necessity to investigate allegations of misconduct and to
take corrective action when this conduct has occurred.
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No Retaliation

No person will retaliate against a student or other person because the student or other person has
filed a complaint of discrimination or harassment, assisted or participated in an investigation, or
has opposed language or conduct that violates this policy, as long as the participation or action
was done in good faith. Persons who engage in retaliation or who knowingly file false
complaints or give false statements in an investigation will be subject to discipline up to and
including suspension, expulsion or termination of employment.

Corrective Actions

The District will take reasonable corrective action to address any improper discrimination,
harassment or bullying. Corrective actions designed to remedy violations of this policy may
include disciplinary measures such as warning, reprimand, suspension, expulsion, discharge or
exclusion of a perpetrator.

Appeal
An appeal of an investigator’s decision may be made to the Associate Superintendent of Human
Resources.

Notification

Notice of this policy will be communicated to staff, students, and parents of the District and to
the District community. Notification will be included in employee and student handbooks and
will be published in such other manner as the compliance officer will determine.

Training

The District may educate staff, parents and students about discrimination, harassment and
bullying, effective methods of prevention, and what to do in the event of such actions. The
District will assess the effectiveness of this policy and its education programs and will make
reports to the lowa Department of Education as required.

Other Agencies

Students and their parents may also contact the lowa Civil Rights Commission, 211 E. Maple,
Des Moines lowa, 50309 (515 281-4121) and/or the Office of Civil Rights of the United States
Department of Education, 111 N Canal St., Suite 1053, Chicago, Illinois 60606-7204 (319 886-
8434) for assistance. The inquiry or complaint to the federal office may be done instead of, or in
addition to, an inquiry or complaint at the local level.

Bullying and Harassment Investigation Procedures
Individuals who feel that they have been harassed or bullied should:

e Communicate to the harasser/bully that the individual expects the behavior to stop, if the
individual is comfortable doing so. If the individual wants assistance communicating
with the harasser, the individual should ask a teacher, counselor or principal to help.

e |f the harassment or bullying does not stop, or the individual does not feel comfortable
confronting the harasser, the individual should:

¢ tell ateacher, counselor or principal; and
¢ write down exactly what happened, keep a copy and give another copy to the
teacher, counselor or principal including:
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what, when and where it happened;

who was involved;

exactly what was said or what the harasser did;
witnesses to the harassment;

what the student said or did, either at the time or later;
how the student felt; and

how the harasser responded.

O O0O0O0O00O0

Complaint Procedure

An individual who believes that the individual has been harassed or bullied will notify the
building investigator. An alternate investigator(s) will also be designated at each building. The
investigator may request that the individual complete the Harassment/Bullying Complaint form
and turn over evidence of the harassment, including but not limited to, letters, tapes or pictures.
The complainant will be given a copy of the completed complaint form. Information received
during the investigation is kept confidential to the extent possible.

The investigator, with the approval of the principal, or the principal has the authority to initiate
an investigation in the absence of a written complaint.

Investigation Procedure

The investigator will receive and review all complaints. The investigator will reasonably and
promptly commence an investigation upon receipt of a complaint alleging a violation of this
policy. The investigator will interview the complainant and the alleged harasser. The alleged
harasser may file a written statement in response to the complaint. The investigator may also
interview witnesses as deemed appropriate.

Upon completion of an investigation, the investigator will make written findings and conclusions
as to each allegation of harassment and report the findings and conclusions to the principal. The
investigator will provide a copy of the findings of the investigation to the principal.

Resolution of the Complaint

Following receipt of the investigator’s report, the principal may investigate further, if deemed
necessary, and make a determination of any appropriate additional steps which may include
discipline.

Prior to the determination of the appropriate remedial action, the principal may, at the principal’s
discretion, interview the complainant and the alleged harasser. The principal will file a written
report closing the case and documenting any disciplinary action taken or any other action taken
in response to the complaint. The complainant, the alleged harasser and the investigator will
receive notice as to the conclusion of the investigation. The principal will maintain a log of
information necessary to comply with lowa Department of Education reporting procedures.

Points to Remember in the Investigation

e Evidence uncovered in the investigation will be handled with discretion; however, there is no
guarantee of confidentiality.

e All complaints must be taken seriously and those stating claims will be investigated.
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e No retaliation will be tolerated against individuals involved in the investigation process.
e Retaliators will be disciplined up to and including suspension and expulsion.

Conflicts
If the investigator is a witness to the incident, the alternate investigator will investigate.

Fire and Tornado Drills
Regular fire and tornado drills are conducted in each school building throughout the school year
so that students may become familiar with the proper safety procedures.

Pedestrian Safety

Elementary staff in each building stress to our students that they have responsibilities as
pedestrians in the same way that drivers have responsibilities. Please go over the safest route to
school with your children, and stress to them that they are to use that route.

Personal Safety

Please review with your child how important it is to reject a ride from a stranger. Please notify
law enforcement officials and school officials immediately upon receipt of information regarding
child molestation/abduction or attempted molestation/abduction.

Student Behavior

A safe and orderly climate is essential to any school. A vital part of the total educational
program is to set and maintain high standards of behavior for its students. Students are expected
to conduct themselves on the way to and from school, at school, on buses, and at all school-
sponsored activities in a considerate and responsible manner.

Classroom and Office Procedures
Each elementary school develops common sets of expectations. Classroom rules are established in
each room and enforced by the teacher in charge. Teachers will inform parents of their classroom
discipline plans and procedures.

During most discipline interactions, an adult is attempting to teach students another way to
behave. Sometimes the student is not demonstrating a level of instructional control to be able to
learn. At this point the student is out of instructional control and may be sent to the office. When
students are sent to the office for discipline reasons, they are given the opportunity to learn the
skill that gave them the problem.

Severe behaviors in the classroom or on the playground such as fighting, swearing/inappropriate
language directed toward an adult, insensitive language directed toward others (racial, religious,
gender), or property damage will result in an immediate visit to the Principal/Assistant
Principal’s office. Other referrals may result from an accumulation of inappropriate actions or
decisions.
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Student Activity Conduct Code -- Statement of Philosophy

The West Des Moines Community School District strives to develop each student’s potential and
to foster positive interpersonal relationships. Essential to the achievement of these goals is
reasonable and necessary order, which will result only through good discipline.

To that end, the district has codes of conduct governing the actions of all of its students. These
codes outline the expectations for acceptable conduct in the areas of academics, attendance and
discipline.

The Board of Education of the West Des Moines Community School District affirms its support
of the student responsibility and discipline policies, affirms its intent to support staff who enforce
these policies and affirms its intent to hold staff accountable for implementing these policies.

A Student Activity Conduct Code outlines further expectations for those who participate in
activities. Participation in an activity program is a privilege granted to students (K-12) displaying
the interest and talent the activity requires. These students serve as representatives of our district
to their peers, to the public within our district, and to other school districts. Because of the
responsibility inherent in representing the West Des Moines Community School District, a
higher level of conduct is demanded of those students than is expected of the general student
population.

It should be clearly understood that students who participate in activities may not use alcohol,
tobacco, or controlled substances at any time in any location to remain eligible.

Student Discipline - Board Policy 503.1

The students served in the West Des Moines Community School District are highly motivated
and respectful of the rights of others. They recognize the importance of education and display
this through their compliance with necessary rules and policies relative to their behavior while in
school.

However, in any school setting, it is realistic to acknowledge that situations will arise which are
in conflict with established rules and policies. In that event, students may be disciplined for
conduct, acts or behavior which disrupt the orderly and efficient operation of the school or
school activity, conduct which disrupts the rights of other students to obtain their education or
participate, or conduct which interrupts the maintenance of a scholarly, disciplined atmosphere.

Breach of Discipline May Include, Without Limitations:

1. Refusal to conform to school policies, rules or regulations.

2. Conduct which disturbs the orderly, efficient and disciplined atmosphere and operation of
the school or school-related activity.

3. Refusal to comply with directions from teachers, administrators or other school
personnel.

4. Physical attack or threats of physical attack to students, teachers, administrators or other

school personnel.

5. Possession of weapons, firearms, contraband, dangerous objects or look-alikes.
6. Extortion.
7. Criminal or illegal behavior.
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8. Theft or robbery.

9. Damaging, altering, injuring, defacing or destruction of any building, fixture or tangible
property.

10.  Causing a fire or explosion, or placing any burning or combustible material, or any
incendiary or explosive device or material, in or near any school property, whether or not
any such property is actually damaged or destroyed.

11.  Threatening to place or attempting to place any incendiary or explosive device or
material, or any destructive substance or device in or about the school premises or
premises where a school-sponsored activity will be held.

12. Fighting or engaging in disruptive or violent behavior at school or at school events.

13. Making noise in the vicinity of the school or school-sponsored activities, which disrupts
the orderly, efficient and disciplined atmosphere of the school or the school-sponsored
activity.

14.  Abusive epithets, threatening gestures, or other uncivil behaviors to other students,
teachers, administrators or other school personnel.

15. By words or action initiating or circulating a report or warning of fire, epidemic or other
catastrophe knowing such report to be false or such warning to be baseless.

16.  Obstructing school premises or access to school premises or premises where a school
activity is being held.

17. Possessing or consuming alcoholic liquors or beer on school property or while attending
a school activity.

18. Possession of a controlled substance or controlled substance look-alike.

19. Use of tobacco or any controlled substance.

20.  Gambling.

21. Documented conduct detrimental to the best interest of the school district.

22, Harassment or bullying as described in Policy Code No. 502.2

This discipline policy shall govern students while on school premises; while on school owned
and/or operated school or chartered buses; while attending or engaged in school activities; while
away from school grounds if misconduct will directly affect the good order, efficiency,
management and welfare of the school.

I. Consequences for Violating the Regulations, Rules and Policies of the School District
Students who violate policies, rules or regulations of the school district, or who have documented
cases of conduct detrimental to the best interest of the school district, may be suspended or
expelled from school or otherwise punished as provided by this policy.

The principal or designee(s) shall have the authority to suspend students temporarily. Such
suspension may be for a period not to exceed ten (10) school days. A suspended student shall be
given opportunity to make up work and receive credit on the same basis as other absentees. A
day of suspension shall be counted as an absence. The initiative to make up work must be made
by the student.

The principal or designee(s) may impose a range of penalties based upon professional judgment
and the facts and circumstances of each situation. Consequences may range from warning,
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counseling, reprimand, detention, in-school suspension, loss of privileges, suspension from
school, suspension from participation in activities, or recommendation for expulsion.

The Board of Education, upon the recommendation of the Superintendent, may expel a student
from school for violation of the policies, rules or regulations of the school district or for
documented cases of misconduct detrimental to the best interest of the school district. The Board
may also expel any child whose presence in school may be injurious to the health and/or safety
of others or to the welfare of the school.

The Superintendent may assist a student who is expelled to maintain their educational progress
or participate in an alternative form of educational programming.

I1. Firearms and Other Dangerous Weapons

Any student who possesses a dangerous weapon while on school property will be suspended and
may be recommended for expulsion to the Board of Education. Any student who brings a
firearm to school, or knowingly possesses a firearm at school shall be automatically expelled
from school by the Board of Education for a period of not less than one year. The superintendent
may, at his/her discretion, recommend to the Board of Education to modify the one-year
mandatory expulsion requirement on a case-by-case basis.

All school officials shall be responsible for promptly reporting to the local law enforcement
agency any dangerous weapon or firearm found or possessed on school property.

For purposes of this policy a dangerous weapon shall be defined as follows:
Dangerous Weapon: Any instrument or device designed primarily for use in inflicting
death or injury upon a human being or animal, and which is capable of inflicting
death upon a human being when used in the manner for which it was designed.
Additionally, any instrument or device of any sort whatsoever which is actually used
in such a manner as to indicate that the student intends to inflict death or serious
injury upon another, and which, when so used, is capable of inflicting death upon a
human being, is a dangerous weapon. Dangerous weapons include, but are not
limited to, any offensive weapon, pistol, revolver, or other firearm, dagger, razor,
stiletto, switchblade knife, or knife having a blade exceeding five inches in length.
For purposes of this policy a firearm shall be defined as follows:
Firearm: A firearm means (a) any weapon (including a starter gun) which will or is
designed to or can readily be converted to expel a projectile by the action of an explosive;
(b) the frame or receiver of any such weapon; (c) any firearm muffler or firearm silencer;
or (d) any destructive device. Such term does not include an antique firearm.

I11. Students with Disabilities

If it becomes necessary to suspend a child with a disability from either an existing special
education program or regular class offering, after procedural safeguards and due process
procedures are properly observed, the school district remains responsible to offer an appropriate
instructional program to the child by establishing the necessary program or contracting such
services from another district or agency, or as otherwise provided in Chapters 273, 281, and 442
of the Code.
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A child with a disability in this district is entitled to an appropriate instructional program through
21 years of age or graduation after the satisfactory completion of the appropriate course of study.

IVV. Readmission

Readmission shall be in the manner prescribed by the Board of Education of the school district.
A student shall be eligible for readmission at the beginning of the school year or at any such
other time as is determined by the Board.

V. Posting and Publication

The discipline policy and administrative rules and procedures shall be printed and distributed to
attendance centers; shall be made available to staff, students and parents/guardians; and shall be
posted in at least one location in each attendance center which is accessible to staff,
parents/guardians and students at the beginning of the school year.

V1. Request for an Accurate Record

Upon the request of school officials of a school to which a student seeks to transfer or has
transferred, school officials of the West Des Moines Community School District shall provide an
accurate record of any suspension or expulsion actions taken, and the basis for those actions
taken, against the student under sections 279.9 (alcohol, tobacco, and controlled substances),
280. 19A (alternative school students/drop outs), 282.3 (exclusion of students “whose presence
in school has been found to be injurious to the health of other pupils™), 282.4 (generic expulsion
statute), and 282.5 (generic suspension/expulsion section) of the School Code of lowa.

If you have any questions or concerns regarding this discipline information, please contact your
principal.

NOTE: The discipline policy takes a strong stand against possession of weapons,
dangerous objects or “look-alikes” on school grounds or at school sponsored activities. A
student found to be in possession of “look-alikes” or ANY type of weapon is subject to out-
of-school suspension for up to ten days and for possible recommendation for expulsion.
Federal and state law require school districts to expel, for not less than one year, a student
who is in possession of a firearm on school grounds. (See exception noted under “Firearms
and Other Dangerous Weapons” section of the discipline policy.)

If you have any questions or concerns regarding this discipline information, please contact
your principal.

Threats

Everyone needs to be aware that students who write or talk about injuring or killing another
student, staff member, or any other person or about using weapons must expect such statements
to be taken very seriously. Because of recent events in schools across the United States, staff
and administrators will consider such talking or writing about hurting or Killing someone or
using weapons as a serious threat. When we hear about such threats or statements, the situation
will be investigated. If the information is substantiated, if someone did in fact make such threats
or statements, the student(s) involved will be disciplined per district and/or building policy. Itis
important that students think about what they say, especially when they are upset or angry.
Remember that teachers, counselors and administrators are here to help all students. Students
affected will be referred to the appropriate personnel.
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STUDENT SERVICES

AEA Services

Heartland Area Education Agency supports educators, parents, and the community to improve
student learning. Heartland is one of 15 area education agencies created to ensure educational
opportunities for children from birth to age 21. Support to local schools is provided in three
areas: Educational Services, Media Services, and Special Education Services (assessment,
consultation, speech-language, hearing screenings, and others).

A team of specialists (school psychologist, educational consultant, social worker, speech-
language pathologist, and others) work at each elementary school in the district several times a
week, and is available to assist teachers in supporting the learning and behavioral needs of
students. If you have concerns about your child, please notify your child’s teacher and a time
will be arranged to discuss these concerns with someone from the AEA team.

Heartland also provides screening services to infants and toddlers. If you believe your preschool
age child is having difficulty communicating, hearing, or seems to be developing at a slower rate
than you think is typical for his or her age, please call 270-9030 for more information. This
service is provided at no cost to the parent.

Heartland will conduct an annual Hearing Conservation Program at each elementary school
during the school year. All students in kindergarten through grade five will receive a hearing
screening. Students in grade 6 will no longer receive a hearing screening. Students who do not
pass this screening may receive individual hearing tests by an audiologist and consultation with
school personnel. Parents will be notified about the results of the hearing tests only if their child
does not pass the test. This is a screening process only, and does not identify all hearing or ear
problems. If your child has had hearing or ear problems recently, feel free to send this
information to the school nurse for the audiologist. If you do not want your child to participate
in the screening program and follow-up assessments by an audiologist, please notify your school.
If there are any questions about the hearing testing program in your school, please contact the
school nurse or principal.

Code 411 Substance Abuse Education Program

The substance abuse education program Code 411 is a joint project of the West Des Moines and
Clive Police Departments. Code 411 is taught in sixth grade by a uniformed police officer for
one hour sessions over ten weeks. It is also taught in second grade by a police officer for one-
half hour sessions over four weeks. Code 411 replaces the D.A.R.E. program in our schools.

Long term goals of the Code 411 program include:
e areduction in the supply of controlled substances as a result of reduced demand;
e improved decision making in all life situations;
e more positive identification with police officers;
e an overall reduction in criminal behaviors.

35




Health Services

Reporting Absences

Regular attendance is a very important part of your child’s education. Your child should attend
school unless he/she has had a fever within the last 24 hours, has vomited within the last eight
hours or has a constant cough that you feel would disturb both your child and the class. If your
child is ill, please call the school secretary before the start of the school day

Allergies
A significant number of students in our district have allergies, ranging from a mild sensitivity to

severe and life-threatening. Allergies to latex and peanuts/peanut products tend to be the most
severe. Exposure to even a minute amount of the substance could cause a severe reaction and,
without immediate medical assistance, can lead to loss of consciousness and even death.

Families are asked to alert the school nurse and the district’s Nutrition Services Department if a
student has an allergy and specific accommodations are required.

Schools can adapt lunchroom and classroom procedures to address the needs of all students.
Schools may restrict the presence of peanuts and peanut products, restrict the delivery of balloon
bouquets and take other precautions.

Please check your school handbook for specific information on restrictions and procedures
related to allergies.

Medication Policy

If it is necessary for your child to take medication at school, please observe the medication

policy in effect for all West Des Moines Community Schools.

e The Health Office must have written authorization form the parent/guardian. Please include
the student’s name, name of medication, amount to be given, time of medication is to be
given, reason for the medication, and parent/guardian signature.

e The medication must be in the original current container (NO plastic bags or envelopes with
loose pills).

e The directions on the medication container must match the parent authorization.

ALL medications (prescription and over-the-counter) must be kept in the Health Office at all
time. The only exception to this policy is if a student has authorization to self-administer asthma
medications.

Authorization for Self-Administration of Asthma Medications
lowa Code (280.16) allows students to possess and self-administer asthma and/or other airway
constricting medications in schools. In order to do this in the West Des Moines Community
School District, the School Nurse must have on file a written consent from parent(s)/guardian.
e Parent(s)/Guardian must provide signed, dated authorization for student medication self-
administration.
e Physician (person licensed under chapter 148, 150, or 150A or section 147.107) provides
written authorization containing: (1) name and purpose of the medication; (2) prescribed
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dosage; (3) times or special circumstances under which the medication is to be
administered.

e The medication must be in the original, labeled container as dispensed or the
manufacturer’s label containing the student’s name, name of medication, directions for
use, and date.

e Authorization must be renewed annually. If any changes occur in the medication,
dosage, or time of administration, the parent/guardian is to notify school officials
immediately.

e If the student abuses the self-administration policy, the ability to self-administer may be
withdrawn by the school or discipline may be imposed.

e The West Des Moines Community School District and its employees acting reasonably
and in good faith will not be liable for any improper use of medication or for supervising,
monitoring, or interfering with a student’s self-administration of the medication(s).

Provided the above requirements are fulfilled a student with asthma or other airway constricting
disease may possess and use the student’s medication while at school, at school-sponsored
activities, under the supervision of school personnel, and before or after normal school activities,
such as in before-school or after- school care on school-operated property.

Immunization School Entry Requirement

By law, all children must submit the following minimum standards for immunization prior to the

beginning of the school year or upon entry to any of the West Des Moines Community schools.

Proof of at least one of each required immunization must be submitted prior to enrollment. All

new students arriving from outside the United States must show proof of immunization before

admittance to the West Des Moines Schools. The immunization record must contain the date of
immunization (month, day, year) and signature of doctor or health official.

e DPT/DT Booster — Three doses with at least one dose after applicant’s 4" birthday if born
on or before September 15, 2000. Or four doses with at least one dose after applicant’s 4™
birthday if born after September 15, 2000.

e Polio Booster — at least three doses with one dose given on or after the age of 4 years.

e MMR (Measles, Mumps, Rubella) — One dose given after 12 months of age, the 2™ dose
received no less than 28 days after the first dose.

e Hepatitis B — Three doses if applicant was born on or after July 1, 1994,

e Varicella — One dose given on or after 12 months of age if born after September 15, 1997 or
applicant has a reliable history of the disease.

Children under the age of six should have at least one blood lead test and one dental screening
before enrolling in school. Although a TB test is not required, it is recommended for students
who have lived outside of the United States.

Immunizations are available at:

Polk County Health Department

1907 Carpenter

Des Moines, lowa.

** Call #286-3798 for an appointment.

37



Health Records

In keeping adequate health histories, we are better able to evaluate, understand and be responsive
to your child’s individual needs. Please send a note or call the school nurse regarding any
developments concerning your child’s health. This would include hospitalizations, all
medications (type, amount and time given), fractures, all recent diagnoses of medical conditions
and any other medical information which would be pertinent to the student’s performance and
attendance.

Head Lice

The incidence of head lice (pediculosis) has been increasing over the last few years. The lowa
Department of Public Health has identified this as a community based problem. The resistance
of lice to many of the current over-the-counter medications has added to this problem.

Individual class notification of head lice is no longer necessary because parents should assume
there is head lice at school at all times. Weekly checking for head lice as part of your child’s
routine hygiene care, must become the parent’s responsibility. Due to the large ratio of students
per school nurse, parents are able to do a much more thorough and effective job of examining
their child’s head. Our school nurse or her assistant will be happy to assist you with any
guestions you may have regarding identification and treatment of head lice. While head lice are
an extreme nuisance, it is very important for parents to understand that head lice do not
pose any health hazards.

Parent/Family Teacher Organizations
Each elementary school in the district has an active, dedicated parent organization. Your
membership and active participation is encouraged. These organizations provide opportunities
and services for our West Des Moines students. Each elementary school organization holds
regular meetings throughout the school year. Please check your school handbook or newsletter
for meeting dates and other information.

School Food Services

In accordance with USDA regulations for the National School Lunch Program, a student lunch
consists of a 2 oz. serving of meat/meat alternate, two or more servings of fruits and/or
vegetables, bread alternate, and milk. The published menus are planned to meet the 2005
Dietary Guideline for Americans.

The West Des Moines Community School District’s Food Service Department has implemented
a computerized accounting system for lunches, milk, juice, cookies, and second entrees. This
system allows students to deposit money into a meal account and/or a cash account. Money
deposited in the meal account may be used only to purchase school lunches; money deposited in
the cash account may be used for lunches and/or a la carte items. Money for school lunches and
a la carte items may be deposited in student accounts at the office in the mornings, or through the
envelope system from the classroom. Please send money to school in a sealed envelope on
which is written the child’s name, homeroom teacher, and the account into which the money is to
be deposited. Please make sure you are aware of your child’s food service account balance. It is
very important to maintain a positive balance in your child’s account.
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Students will have computerized access to their accounts in the lunch line. The lunch clerk will
be able to answer questions regarding lunch account balances.

School Lunch Prices for 2007-2008 School Year
(*** These prices are subject to change for the 2008-2009 School Year ***)

Student Lunch $2.00
Reduced Priced Lunch $0.40
Adult Lunch $3.00

Breakfast

Breakfast operates just like the lunch program. No money is exchanged in the dining room.
Monies placed in the SNAP accounts for cash may be used for breakfasts. Each student who
participates in the general breakfast program will be charged $1.30 per day. Free or reduced
breakfast ($.30) is available for qualifying students. An adult breakfast is $1.65. It is important
to note that these prices are current through the end of the 2007-2008 school year and are
subject to change for the 2008-2009 school year. Breakfast is offered in each elementary
building. Please check with your elementary school office for specific times and information.
When their breakfast is finished, students are expected to remain under adult supervision until
they are dismissed to go to their classroom.

Free and Reduced Meals

To apply for free or reduced price meals, pick up an application at any district school or the
Nutrition Services at the Learning Resource Center (3550 Mills Civic Parkway). Applications
may also be found online at www.wdmcs.org in the Nutrition section. Only one application per
household is required. Complete the application and return it to the school or Nutrition Services.
All individuals will be notified by the Nutrition Services of their eligibility status within 10 days.
An application must be submitted each year.

Students are required to eat a school lunch, bring a sack lunch or go home for lunch. If they go
home for lunch, we ask that they bring a permission note from home.

Parents are encouraged to join their children for lunch. If you wish to order a school lunch,
please call the school before the start of the school day on the day you are coming, so that we
will be able to order it for you. Please pre-pay in the office.

Student Assistance

The West Des Moines Community School District contracts the services of Employee and
Family Resources for our Student Assistance Program. If you need assistance with family or
school issues, call 244-6090 to speak to a counselor or schedule an appointment. The phone line
IS open 24 hours a day, seven days a week. Counselor sessions to assess problems are provided
at no cost to you. When additional services are needed, the Student Assistance counselor will
refer you to an appropriate, beneficial and affordable resource.
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Student Wellness (Policy 608.1)
The district, in partnership with the community, is concerned about nutrition and education awareness,
responsible eating habits, physical activity and childhood obesity. The entire school environment, not
just the classroom, will positively influence a student’s understanding, beliefs and habits as they relate to
good nutrition and regular physical activity. In trying to address the issues that underlie the soaring rates
of childhood obesity, the following recommendations, guidelines and goals are intended to provide:
e healthy food and beverage options to our students through the district’s nutrition services

program,
e nutrition education that enables students to make healthy decisions about their eating habits,
e physical activity that embraces a healthy life style, and
e access to healthy nutritional food and beverage options throughout the school day.

Although teachers and other school personnel can educate, support and reinforce healthy eating
and regular physical activity, schools alone cannot solve the wellness issues of our children. It
will take the combined efforts of families, schools, communities, government agencies, health
providers, the food industry and the media to make significant progress. Schools, however, do
have an especially critical role to play.

I.  Nutrition Education Goals

The West Des Moines Community Schools’ nutrition education curriculum:

A. Is offered at grade levels (K-2, 3-5, 6-8, 9-12) as part of a sequential, comprehensive,
standards-based program designed to provide students with the knowledge and skills
necessary to promote and protect their health.

B. Is part of health education classes and classroom instruction in subjects such as physical
education, mathematics, science, language arts, social sciences and electives.

C. Includes enjoyable, developmentally appropriate and culturally relevant participatory

activities

Promotes fruits, vegetables, whole-grain products and low-fat or fat-free dairy products
Emphasizes caloric balance between food intake and energy expenditure (physical
activity/exercise)

Links with school meal programs, other school foods and nutrition-related community
services

Teaches media literacy with an emphasis on food marketing

Includes training for teachers and other staff

Promotes wellness, healthy lifestyles and safety in every school.

m Mmoo
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I1. Physical Activity Goals

A. The district will provide physical education classes and teach physical activity skills to
students that will encourage lifelong fitness.

B. Elementary schools will provide recess opportunities that include vigorous physical
activity.

C. Employees will be discouraged from using physical activity (e.g., running laps, pushups)
or withholding opportunities for physical activity (e.g., recess, physical education) as
punishment.

D. Physical activity may be encouraged as a reward in place of food or candy.
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111. Other School-Based Activities Goals
The district will:

A

B.

nm

C
D.

Discourage sedentary activities when they are not instructionally appropriate, e.g.
watching popular movies and/or playing computer games.

Encourage opportunities for physical activities to be incorporated into lessons across
subject areas.

Encourage classroom teachers to provide short physical activity breaks between lessons
or classes, as appropriate.

Offer healthy eating guidelines to parents, send home nutrition information, post nutrition
tips on school web sites and/or provide nutrient analyses of school menus.

Encourage parents to pack healthy lunches and snacks.

Provide parents, employees and students with suggestions of healthy food ideas and non-
food incentives for celebrations/parties, rewards and fundraising activities. It is
understood that the serving of treats and snacks as an incentive or as part of an occasional
classroom celebration or special event is a popular tradition that, used in moderation,
provides motivation and a needed break. Parents, employees and students are encouraged
to consider these guidelines and goals in selecting treats and snacks to be served to a
group or classroom during the regular school day.

Promote healthy foods, including fruits, vegetables, whole grains, and low-fat dairy
products.

. Nutrition Guidelines
A.
B.

The district encourages balance, variety and moderation in making food choices.
Meals and beverages served through the Nutrition Services Program will meet the
requirements of the Child Nutrition Act (42 U.S. C. 1779).

. Ala carte items served through Nutrition Services and food and beverages served in

district vending machines will encourage healthy choices for students.

The district will pursue meal time schedules that:

1. strive to provide students with at least 10 minutes to eat after sitting down for
breakfast and 15 minutes after sitting down for lunch

2. are not superseded by tutoring, club or organizational meetings or activities, unless
students may eat during such activities

3. strive to hold lunch periods to follow morning/noon recess periods (in elementary
schools)

Teachers will minimize the use of foods and beverages as rewards for academic

performance or good behavior. When foods and beverages are used as rewards, they

should be used sparingly and in moderation. The use of nonfood rewards and incentives

to encourage academic performance and good behavior is to be maximized. Teachers

should not withhold food or beverages (including food served through meals) as a

punishment.

Foods and beverages offered or sold as concessions at school-sponsored events will

include healthy choices.

All schools will receive a list of fundraising activities that promote physical activity and

ideas for non-food related fundraising options.
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V. The implementation of this wellness policy will be measured as follows:

A.

B.

The Director of Nutrition Services will be responsible for ensuring that the district’s
nutrition services meet this policy.

Teaching & Learning Services will ensure nutrition education goals, physical activity
goals and guidelines, and other school-based activities are included in the K-12
curriculum, as various curricular areas come up for review, update and revision.
Building administrators will help to monitor the implementation of the policy at the
building level.

The Student Wellness Policy Advisory Committee will annually identify indicators of
successful implementation of this policy.

The Staff Wellness Coordinator will develop and distribute lists of healthy snack options
and non-food related fundraising activities.

Rules and regulations may be developed to provide more specific guidance and interpretation
concerning the implementation of this policy.
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GENERAL DISTRICT INFORMATION

Legal Notifications

Academic Suspension Appeal
The violation of certain school rules can result in the suspension of the student from participating
in academic activities. Such an academic suspension will result in the removal of the student
from the classroom setting for a defined period of time. Educational services due the student will
be continued through provisions as designated by the principal and/or designee.

In the event the student believes suspension is unfair, an appeal may be made to:

1. Other supervisory administrative staff in the line of authority.

2. The Superintendent of Schools.

Such appeals must be filed within three school days and a decision confirming or denying the
appeal presented within two school days. Suspensions will be served while the appeal is being
heard unless there is an allegation that due process (i.e., notice and opportunity to be heard) was
not provided.

No appeal will be heard, investigated or acted upon unless it is reduced to writing and signed by
the party bringing the appeal.

Access to Student Records

The West Des Moines Community School District intends to comply with the Family Education
Rights and Privacy Act (FERPA) which affords parents and students over 18 years of age certain
rights with respect to the student’s education records:

e The right to inspect and review the student’s education records within 45 days of the day
the school receives a request for access.

e The right to request the amendment of the student’s education records that the parent or
eligible student believes are inaccurate.

e The right to consent to disclosures of personally identifiable information contained in the
student’s education records, except to the extent that FERPA authorizes disclosure
without consent.

e The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the West Des Monies Community School District to comply with the
requirements of FERPA. (Contact: Family Policy Compliance Office, U.S. Department
of Education, 400 Maryland Avenue SW, Washington, DC 20202-4605)

In addition, parents or guardians shall be informed if keeping information in the files becomes
unnecessary, and they shall have the right subsequently to request that it be destroyed. For
further information, see Board Policy 506.3. Copies are available at the Learning Resource
Center, 3550 Mills Civic Parkway, West Des Moines, IA 50265-5556. All Board policies are
posted on the West Des Moines Community School District web site — www.wdmcs.org.
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Allegations of Abuse

In compliance with state regulations, the West Des Moines Community School District has
appointed Lisa Remy, Associate Superintendent of Human Resources, as the investigator of
allegations of abuse of students by school employees. She can be reached at 633-5037.
Alternate investigators are Dr. Lori Diebel, Director of Human Resources (633-5038) and Ken
Sand (967-5783).

Asbestos Notification

Pursuant to the requirement of the Asbestos Hazard Emergency Response Act (AHERA), a copy
of the Asbestos Management Plan for each building in the West Des Moines Community School
District is available for review by all parents, teachers, employees, etc. in each respective
facility. A complete set of all plans is also available at the Operations facility, 2102 Delavan
Drive, West Des Moines.

Automobile Insurance Coverage

If an employee, student or volunteer is acting within the scope of his/her duties for the school
district and has written authorization by a designated representative of the school district, the
school district’s automobile insurance policy will provide coverage for negligence for bodily
injury and property damage to others.

Under no circumstances will the school district’s automobile insurance policy provide coverage
for the physical damage to the vehicle owned and/or operated by the employee, student or
volunteer.

Equal Access
The West Des Moines Community School District believes that it is important for students to

learn the meaning and practice of freedom of speech while in school, in order that as future
citizens they will appreciate the proper exercise of this vital liberty. In adopting an equal access
policy, the school district does not forego its authority to maintain an orderly and disciplined
school environment.

The schools in this district will have a limited public forum for student groups wishing to meet to
engage in speech, subject to restrictions outlined in Board Policy 504.21.
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Non-Discrimination and Equity Information

Equity Coordinators

The following personnel have been appointed to serve in equity coordinator capacities in the
West Des Moines Community School District. Concerns regarding compliance with any of the
equity policies outlined below shall be directed to the appropriate coordinator.

Lisa Remy Equity Coordinator
Associate Superintendent of Human Resources
Learning Resource Center
3550 Mills Civic Parkway
West Des Moines, A 50265-5556
Phone (515) 633-5037

Dr. Lori Diebel Affirmative Action/EEO Coordinator
Director of Human Resources
Learning Resource Center
3550 Muills Civic Parkway
West Des Moines, IA 50265-5556
Phone (515) 633-5038

Dr. Nancy Moorhead Coordinator for Section 504 of the Vocational Rehabilitation
Act of 1973  (Special Education)
Principal, Jordan Creek Elementary School
4105 Fuller Road
West Des Moines, A 50265-5318
Phone (515) 633-5200

Equity Statement

To provide equity for all students, it is the policy of the West Des Moines Community School
District that no otherwise qualified person will be excluded from educational activities or be
subjected to discrimination on the basis of race, color, creed, national origin, sex, physical or
mental disability, religion, sexual orientation, gender identity or marital status.

To provide equity for all employees and applicants for employment, it is the policy of the West
Des Moines Community School District not to discriminate on the basis of age, race, color,
creed, national origin, sex, physical or mental disability, religion, sexual orientation or gender
identity in its practices or employment policies.

Further, the Board affirms the right of all persons to be treated with respect and to be protected
from intimidation, discrimination, physical harm and harassment, thereby meeting the
requirements of Title VI and VII of the 1964 Civil Rights Act, Title IX of the 1972 Education
Amendments and the Federal Rehabilitation Act of 1973 and the Code of lowa.

The curriculum content and instructional materials reflect the cultural and racial diversity present

in the United States, and the variety of careers, roles and lifestyles open to women as well as men
in our society. One of the objectives of the total curriculum and teaching strategies is to reduce
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stereotyping and to eliminate bias on the basis of sex, race, ethnicity, religion and physical
disability.

The curriculum should foster respect and appreciation for the cultural diversity found in our
country and an awareness of the rights, duties and responsibilities of each individual as a
member of a pluralistic society.

Any concerns regarding compliance with the district’s Equity Statement may be directed to Lisa
Remy (address above); to the Director of the lowa Civil Rights Commission, Des Moines, lowa;
or to the Director of the Chicago Office for Civil Rights, U.S. Department of Education,
Chicago, Illinois.

Affirmative Action - Equal Employment Opportunity (Policy 401.1)

The goal of the Board of Education of the West Des Moines Community School District is to
provide fair and equal opportunity for employment, promotion, wages, benefits and all other
privileges, terms and conditions of employment. The district will affirmatively recruit women
and men, members of diverse racial/ethnic groups and persons with disabilities for job categories
where the representative groups are underrepresented.

Further, it shall be the policy not to discriminate against nor to uphold preferential treatment
toward any employee or applicant on the basis of age, race, color, creed, national origin, sex,
religion, sexual orientation, gender identity, or physical or mental disability. (Adherence to bona
fide occupational/ educational qualifications will not be interpreted as discriminatory.)

Prior to a final approval of employment for any regular position whether part or full-time, the
school district will perform a criminal background check.

Employees, students and parents will be reminded annually of the district’s written statement in
appropriate publications such as calendar, handbooks, newsletters, newspapers or educational
brochures.

Inquiries or grievances related to this policy may be directed to: Equity Coordinator, Lisa Remy
Associate Superintendent of Human Resources or Affirmative Action/EEO Coordinator, Dr. Lori
Diebel, Director of Human Resources, 3550 Mills Civic Parkway, West Des Moines, 1A 50265,
(515) 633-5000. Inquiries may also be directed in writing to the Director of the Region VII
Office of Civil Rights, U.S. Department of Education, 111 N. Canal St., Suite 1053, Chicago,
Illinois 60606-7204 (319-886-8434) or the lowa Civil Rights Commission, 211 E. Maple, Des
Moines, lowa, 50309, (515)-281-4121). This inquiry or complaint to the federal office may be
done instead of, or in addition to, an inquiry or complaint at the local level.

Further information and copies of the procedures for filing a complaint are available in the
school district’s Office of Human Resources.
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Equity Grievance Procedure (Policy 402.10)

Employees and applicants for employment in the district will have the right to file a formal
complaint alleging discrimination under federal or state regulations requiring non-discrimination
in programs and employment.

LEVEL 1:
(INFORMAL)

LEVEL 2:
(FORMAL)

LEVEL 3:
(FORMAL)

The employee or patron will first discuss the complaint with the person(s)
involved with the objective of resolving the matter informally.

If the complaint is not resolved at Level 1, the grievant may pursue the
grievance by filing a written complaint. The grievance form may be
obtained from the immediate supervisor or building principal. The written
complaint must be filed with the immediate supervisor or building
principal within fifteen (15) working days from the date of the event
giving rise to the grievance or from the date the grievant could reasonably
become aware of the occurrence. An investigation of the complaint will
be completed and a written response from the immediate supervisor or
building principal will be sent to the grievant within fifteen (15) working
days after receipt of the complaint. A copy of the complaint and
supervisor’s response will be filed with Human Resources.

If the complaint is not resolved at Level 2, the grievant may present a copy
of the form and a written appeal to the Director of Human Resources
within ten (10) working days after receiving the response from the
immediate supervisor or building principal.

An investigation of the complaint will be completed by the Director of
Human Resources and an attempt will be made to resolve it. A written
report will be sent to the grievant within fifteen (15) working days after
receipt of the appeal.

If the complaint is not resolved at Level 3, the grievant has the right to file a formal complaint
with one of the following:
U.S. Equal Employment Opportunities Commission (EEOC)

1801 L St.,, NW
Washington, DC 20507

-or- lowa Civil Rights Commission by calling (515) 281-4121 or toll free (800) 457-
4416

-or- EEOC Field Office by calling toll free (800) 669-4000. For individuals with

hearing impairments, EEOC’s toll free TDD number is (800) 669-6820

The complaint must be filed within 180 calendar days from the date of the event giving rise to
the grievance or from the date the grievant could reasonably become aware of the occurrence.
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Open Enroliment

Parents or guardians considering the use of the open enrollment option to enroll their children in

another public school district in the state of lowa should be aware of the following deadlines:
September 1, 2008 - last date for open enrollment requests for entering kindergarten
students and those students falling under the "good cause™ definition for the 2008-2009
school year.
March 1, 2009 - last date for regular open enrollment requests for the 2009-2010 school
year.

Applications must be filed with the district of residence and the receiving district. Parents or
guardians of open enrolled students who meet the federal income guidelines are eligible for
transportation assistance. This may be in the form of actual transportation or in the form of a
cash stipend. Parents and students should be aware that open enrollment may result in the loss of
athletic eligibility for participation in varsity sports.

For further information, contact your school principal or Kurt Subra, Chief Financial Officer, at
633-5075

Protection of Pupil Rights Amendment (PPRA)

PPRA affords parents and students who are 18 or emancipated minors (“eligible students™)
certain rights regarding the district’s conduct of surveys, collection and use of information for
marketing purposes and certain physical exams. These include the right to:

e Consent before students are required to submit to a survey that concerns one or more of
the following protected areas if the survey is funded in whole or in part by a program of
the U.S. Department of Education:

1. Political affiliations or beliefs of the student or student’s parent;
Mental or psychological problems of the student or student’s family;
Sex behavior or attitudes;
Illegal, anti-social, self-incriminating or demeaning behavior;
Critical appraisals of others with whom respondents have close family
relationships;

6. Legally recognized privileged relationships, such as with lawyers, doctors or
ministers;

7. Religious practices, affiliations or beliefs of the student or parent;

8. Income, other than as required by law to determine program eligibility.

e Receive notice and an opportunity to opt a student out of:

1. Any other protected information survey, regardless of funding;

2. Any non-emergency, invasive physical exam or screening required as a condition
of attendance, administered by the school or its agent, and not necessary to protect
the immediate health and safety of a student, except for hearing, vision or
scoliosis screenings, or any physical exam or screening permitted under state law.

e Inspect, upon request and before administration or use:

1. Protected information surveys of students;

2. Instruments used to collect personal information from students for any of the
above marketing, sales or other distribution purposes;

3. Instructional materials used as part of the educational curriculum.

gk own
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The West Des Moines Community School district will develop and adopt policies, in
consultation with parents, regarding these rights, as well as arrangements to protect student
privacy in the administration of protected surveys and the collection, disclosure, or use of
personal information for marketing, sales or other distribution purposes. The district will
directly notify parents and eligible students of these policies at least annually at the start of each
school year and after any substantive changes. The district will also directly notify parents and
eligible students, such as through U.S. mail or email, at least annually at the start of each school
year of the specific or approximate dates of the following activities and provide an opportunity to
opt a student out of participating in

e Collection, disclosure or use of personal information for marketing, sales or other

distribution;

e Administration of any protected information survey not funded in whole or in part by the

U.S.
Department of Education;

e Any non-emergency, invasive physical examination or screening as described above.
Parents and/or eligible students who believe their rights have been violated may file a complaint
with the Family Policy Compliance Office, U.S. Department of Education, 400 Maryland
Avenue SW, Washington, DC 20202-4605.

Public Conduct On School Premises (Policy 909)

The Board of Education expects that students, employees and visitors will treat each other with
respect, engage in responsible behavior, exercise self-discipline and model fairness, equity and
respect. Individuals violating this policy will be subject to discipline. Students will be
disciplined consistent with the student conduct policies. Employees will be disciplined
consistent with employee discipline policies and laws. Others will be subject to discipline
according to this policy.

Individuals are permitted to attend school sponsored or approved activities or visit school
premises only as guests of the school district, and, as a condition, they must comply with the
school district's rules and policies. Individuals will not be allowed to interfere with or disrupt the
education program or activity. Visitors, like the participants, are expected to display mature,
responsible behavior. The failure of individuals to do so is not only disruptive but embarrassing
to the students, the school district and the entire community.
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To protect the rights of students to participate in the education program or activities without
fear of interference or disruption and to permit the school officials, employees and activity
sponsors and officials to perform their duties without interference or disruption, the following
provisions are in effect:

. Abusive, verbal or physical conduct of individuals directed at students, school
officials, employees, officials and activity sponsors of sponsored or approved
activities or at other individuals will not be tolerated.

. Verbal or physical conduct of individuals that interferes with the performance of
students, school officials, employees, officials and activity sponsors of
sponsored or approved activities will not be tolerated.

o The use of vulgar, obscene or demeaning expression directed at students, school
officials, employees, officials and activity sponsors of sponsored or approved
activities participating in a sponsored or approved activity or at other individuals
will not be tolerated.

If an individual becomes physically or verbally abusive, uses vulgar, obscene or demeaning
expression, or in any way interrupts an activity, the individual may be removed from the event
by the individual in charge of the event. Law enforcement may be contacted for assistance.

Individuals removed from school premises have the ability to follow the Board’s chain of
command and complaint policies should they choose to do so. The exclusion is in effect should
the individual choose to appeal the decision of the superintendent. The term “individual” as
used in this policy also includes students and employees.

If an individual has been notified of exclusion and thereafter tries to enter a school building or
attends a sponsored or approved activity, the individual will be advised that his/her attendance
will be referred for prosecution. The school district may obtain a court order for permanent
exclusion from the school building or from future school sponsored or approved activities.

Release of Information and Photographs

In the West Des Moines Community School District, information and photographs or likenesses
may be released without written consent unless qualified objectors comply with the procedure in
the final paragraph below. This information may include student name, address, telephone
number, e-mail address, date and place of birth, photographs, grade level, major field of study,
officially recognized activities and sports, height and weight of members of athletic teams, dates
of attendance, degrees and awards received, and the most recent previous educational agency or
institution attended by the student. Some of this information may be compiled in an annual
directory, published and distributed by parent groups at some schools.

Limited student information may be posted on the World Wide Web pages, under guidelines
developed by the West Des Moines Community School District. That information may include a
student’s name (for purposes of recognition, posting artwork or written work, etc.) or a photo of
a group of students (without individual student identification).
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In addition, two federal laws require school districts receiving assistance under the Elementary
and Secondary Education Act of 1965 (ESEA) to provide military recruiters, upon request, with
three directory information categories — names, addresses and telephone listings — unless parents
have advised the school district that they do not want their student’s information disclosed
without their prior written consent.

Objections to release of information or photographs may be submitted on forms available at the
time of registration at all WDMCS schools. Or, objections may be sent within two weeks of the
student’s enrollment in school to Kay Rosene, Director of School/Community Relations, West
Des Moines Community School District, 3550 Mills Civic Parkway, West Des Moines, lowa
50265-5556. Appropriate district staff will be informed of the objection to release of information
or photographs.

Search and Seizure

School authorities may, without a search warrant, search a student, student lockers, desks, work
areas or student automobiles under the circumstances permitted by the law. Any illegal,
unauthorized or contraband materials discovered in the search may be seized.

Items of contraband may include but are not limited to nonprescription controlled substances
such as marijuana, cocaine, amphetamines, barbiturates; apparatus used for administration of
controlled substances; drug look alikes; alcoholic beverages; tobacco; weapons; explosives;
poisons; or other dangerous objects or stolen property. Such items are not to be possessed by a
student anywhere on the school premises or at school sponsored activities.

Searches of individual persons and/or individual locker, desk or work area searches will be
conducted immediately and without prior notification whenever there exists “reasonable
suspicion.” Maintenance inspections of lockers, desks, or work areas may be conducted at any
time and without prior notice.

Periodic inspections of school lockers, desks or other facilities or spaces owned by the school
and provided as a courtesy to a student may be conducted -- without prior notice -- using a drug-
sniffing animal. A drug-sniffing animal may not be used to search the body of a student.

Students are permitted to park on school premises as a matter of privilege, not a right. The
interior of a student’s automobile on the school premises may be searched without a search
warrant, if there is reasonable suspicion to believe that illegal, unauthorized or contraband items
are contained inside.
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Teacher Qualifications

Parents/guardians in the West Des Moines Community School District have the right to learn
about the following qualifications of their child’s teacher: state licensure requirements for the
grade level and content areas taught, current licensing status of the teacher and
baccalaureate/graduate certification/degree. You may also request the qualifications of an
instructional paraprofessional who serves your student in a Title | program or if your school
operates a schoolwide Title | program.

Parents/guardians may request this information from the Office of Human Resources by calling
633-5034 or sending a letter of request to the Office of Human Resources, 3550 Mills Civic
Parkway, West Des Moines, lowa 50265.

Video/Audio Monitoring Systems and Stop Arm Cameras on School Buses

The West Des Moines Community School District Board of Education has authorized the use of
video/audio systems on school district buses. These systems will be used to monitor student
behavior to maintain order on the school buses and to promote and maintain a safe environment.
Students and parents are hereby notified that the content of the videotapes may be used in a
student disciplinary proceeding. The contents of the videotapes are confidential student records
and may be retained with other student records. Videotapes will only be retained if necessary for
use in a student disciplinary proceeding or other matter as determined necessary by the
administration.

All district-owned school buses are equipped with a video/audio monitoring system. The above
notice is also posted in all buses.

In addition, all new buses purchased since 2001 are equipped with stop arm cameras. These
cameras are used to identify drivers who pass a school bus when the stop arm is extended.
Eventually, all district buses will be equipped with both video/audio monitoring systems and stop
arm cameras.
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Other General Information

Complaints Regarding School Personnel

Board Policy 906.1 provides a process for citizens of the school district — students, parents and
community members — to file complaints regarding any WDMCSD staff member. Concerns
should first be expressed directly with the staff member. If the issue is not resolved, the concern
should be discussed with the employee’s immediate supervisor.

A formal, written complaint must be filed with the immediate supervisor if the concern is not
resolved and a more formal investigation is requested. If the complaint is not resolved, the
appeal process may be implemented by contacting - in order - the next supervisor in the line of
responsibility, then the appropriate member of the Superintendency. The issue may be resolved
at any step in the appeal process. The Board of Education is the final appeal body. If specific
information is shared with an individual Board member, he or she may be recused from
participating in an appeal hearing.

No appeal will be heard by the Board of Education and no concerns regarding staff members will
be investigated or acted upon unless the concern is submitted in written form, signed by the
person lodging the complaint and submitted to the Board through the Superintendent. Due
process rights dictate that information should not be shared with the Board until it formally
convenes as a hearing or appeal body.

Crisis Management

The West Des Moines Community School District has plans in place to manage emergency and
crisis situations that occur during school hours, involving students, staff or facilities. The
emergency plan provides the procedures to follow at the time an emergency situation takes place.
This may include responding to threats of violence, fire, tornado, bomb or terrorist acts. A crisis
management plan provides the procedures to follow in the aftermath of a traumatic incident that
effects the population at an individual site or across the district. This may include emergency
situations as well as tragedies impacting an employee or student. For more information, log on
to wdmcs.org/district/about/emergency-plan.

The plans include a process to communicate relevant information to appropriate audiences.
Members of the administrative team, at the school and district level, are responsible for
assessment of an incident or situation to determine if a crisis exists.

As part of the crisis management process, appropriate administrators determine whether
communication is required. In the event of a school level, local or national emergency, the
district will communicate via local media regarding safety measures and parent-student contact.
In the event of a crisis, the district will communicate with those who are most affected by the
crisis or at some risk a) when required by law, b) when there is a validated current or future risk
or threat to the health or safety of students, staff or community members. If the judgment is
made that no current or future threat exists, formal communication is not required.
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Diversity, A Guiding Principle

“We value differences in others and find ways to share and appreciate those differences.”

As one of the five guiding principles of the West Des Moines Community School District,
understanding and appreciating diversity is a key component in building a community of
learners. Students, staff and community members have a right to expect and receive respect for
differences -- in abilities, ethnic background, religion, age, gender, culture or sexual orientation.

Our responsibilities, as members of the learning community, are to provide a safe learning
environment, to report acts of discrimination and harassment whenever they occur and to treat all
learners with respect.

English as a Second Language Welcome Center

All new families, for which English is a second language, must register their children for school
at the district’s Welcome Center. The Welcome Center is located at Valley High School. An
appointment is necessary and may be scheduled by calling 633-4001.

Equal Opportunities for Students

The West Des Moines Community Schools Foundation sponsors a program called EqualOp to
“banish barriers for kids.” Economically disadvantaged students in grades K-12, who wish to
participate in extracurricular or co-curricular activities such as band, orchestra, chorus, debate,
language clubs and sports, may receive financial assistance. This may include some assistance
with payment of fees, transportation (such as a Metro bus pass) and related expenses (such as
shoes or uniforms). Requests for either type of financial assistance should be made verbally or
in writing to the building administrator.

Gangs and Gang-Related Activities

In the West Des Moines Community School District we do not tolerate gang activity. The
presence of or student involvement in gangs or gang-related activities on school grounds, while
school is in session, or at school-related events, including the wearing, possessing, using,
distributing, displaying, or selling of any clothing, jewelry, emblem, badge, symbol, sign, colors,
or any other thing which is evidence of membership in or affiliation with any gang, is strictly
prohibited. Any student who violates this policy shall be subject to disciplinary actions that
includes, but is not limited to suspension or expulsion in accordance with the district's student
discipline policy 503.1.

As used herein, the phrase "gang-related activity" shall mean any conduct engaged in by a
student (1) on behalf of any gang, (2) to perpetuate the existence of any gang, or (3) to effect the
common purpose and design of any gang, including without limitation, recruiting students for
membership in any gang, threatening or intimidating other students or employees to commit acts
or omissions against his will in furtherance of the common purpose and design of any gang.

As used herein, the term "gang" is defined by lowa Code 732A means

any ongoing organization, association, or group of three or more persons,
whether formal or informal, having as its primary activities, the commission of
one or more criminal acts, which has an identifiable name or identifying sign or
symbol, and whose members individually or collectively engage in or have
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engaged in a pattern of criminal gang activity. The “pattern of gang activity”
means the commission, attempting to commit, or solicitation of two or more
criminal acts, provided the criminal acts were committed on separate dates or
by two or more persons who are members of, or belong to, the same criminal
street gang.

Purchasing Procedures

All purchases for the West Des Moines Community School District should be made by
employees of the district, unless otherwise authorized by an administrator. Controls and
procedures as well as documentation are built into the district’s purchase order system process.
Parents, students and/or school volunteers may not make purchases nor receive reimbursement
for purchases made on behalf of the district, unless prior approval has been given by an
administrator.

Special Services to Our Patrons

A sign language interpreter, translator and printed material in Braille can be made available at
most district events. Contact your school at least 48 hours in advance of the event to request
these services.

No qualified individual with a disability will be excluded on the basis of a disability from
participating in a public meeting in the West Des Moines Community School District. To
receive more information or request an accommodation to participate, contact Kay Rosene in the
Office of School Community Relations at 633-5023.

Telephone Recording Device
Most school offices and principals’ telephones are now equipped to record phone calls. Phones
at the Learning Resource Center and Operations may also be able to record calls.

The capability to record a phone call is intended to improve customer service and enhance the
safety of our staff, students and families.

Technology Use By Students (Policy 605.8)

The district encourages the appropriate use of technology-based tools and information resources
by students. These resources include district-provided computers, productivity software tools,
instructional software, networks, electronic media and telecommunications tools, such as access
to internet resources. These district-provided resources and tools are provided solely for the
advancement and promotion of learning and teaching. The use of these resources will be
consistent with the district’s educational mission and policies, as well as state and federal laws
and regulations.

Access to district networks and electronic information resources is a privilege and not a right and
will be provided for the student as is appropriate to the school building and grade level. Students
are to use district technology and communications resources at times and locations where they
are supervised by district staff.
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Students may be given access to internet resources external to the district without specific
parent/guardian permission. Access to telecommunications resources external to the district
enables students to explore libraries, databases and references throughout the world. Access to
the instructional software and productivity tools allows students to integrate the use of
technology into their learning processes. These internet research activities provide the capability
to access publicly available file repositories throughout the world, which opens classrooms to
electronic information resources that have not necessarily been screened by educators for use by
students of various ages. Parents and guardians have an important role in setting and conveying
the standards that their children should follow when using media and information resources and
are ultimately responsible for the student’s activities or behaviors. Questions from parents or
guardians concerning technology use by students should be directed to the building
administrator.

The following guidelines will be followed when students use district telecommunication tools,

networks, software, computers and other technology resources.

1.Students will use the technology equipment and resources under the supervision of district
staff.

2.The use of these resources will be consistent with the district’s educational mission and
policies, as well as state and federal laws and regulations.

3.Use of these resources is a privilege that requires a high level of personal responsibility to act
in a considerate and responsible manner.

4.Students will not violate copyright laws or otherwise use the intellectual property of another
individual or organization without permission.

5.Students will not access, upload, download, transmit or distribute obscene, profane, abusive,
threatening or sexually explicit material, or material encouraging the toleration or promotion of
discrimination towards individuals or groups of individuals based upon age, race, creed, color,
gender, sexual orientation, national origin, religion or disability.

6.Students will not use district technology resources to harass, insult, attack or threaten harm or
embarrassment to others.

7.Students will respect the property and privacy of others, including their electronic storage
areas. Students will not access or attempt to access another individual’s materials, information
or files without permission.

8.Students will keep their network account access privileges private and secured with appropriate
passwords as appropriate for the student’s age and school guidelines. Students will not engage
in the unauthorized use of another’s individual password. Any violation or attempted violation
of security systems will be treated as a serious disciplinary offense.

9.Students will make every effort to protect district equipment from physical and electronic
damage. Users will not vandalize technology equipment. Vandalizing, in this context, is any
unauthorized access and/or malicious attempt to damage computer hardware/software or
networks or destroying the data of another user, including creating, uploading or intentionally
introducing or transmitting viruses and other destructive programs.

10. Students will not intentionally waste limited resources, including unauthorized uploading or

downloading of material from the internet.

11. Student users may be given access to a district-provided e-mail account under the supervision

of a teacher or designated staff member/supervisor. Appropriate and respectful language will

be used in electronic mail and other electronic communications.
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12. Student users should protect themselves by not revealing personal information such as full
name, phone numbers and home addresses to internet sites.

13. District resources will not be used for personal or commercial purposes without prior approval
of the building administrator.

14. Personal devices may, in some situations, be allowed to connect to the district network and
devices. All requests for connecting personally owned devices of any nature to district
equipment and networks need the prior approval of the building administrator and the directors
of curriculum and technology. The contents of these personal devices may be inspected by
district personnel on request and in accordance with this policy.

15. Users will not seek to gain unauthorized access to information resources or other computing
devices or entities.

16. Users will not use the system to communicate, submit, publish or display inaccurate
information, rumors, disparaging portrayals or any other information that is known to be false
or misleading.

The district makes no warranties of any kind, whether expressed or implied, for the access it is
providing. The district is not responsible for any damages suffered by students or by third
parties. This includes loss of data resulting from delays, non-deliveries, mis-deliveries, or
service interruptions caused by the district or user errors or omissions. Use of any information
obtained via the internet is at the user's risk. The district can not be responsible for the accuracy
or quality of information obtained through the internet.

Students and their parents or guardians will hold the district harmless from student violations of
copyright laws, software licensing requirements, student access of inappropriate materials,
violations by the student of others’ rights to confidentiality, free speech and privacy, and damage
to systems accessed by the student.

If a student accesses, whether accidentally or intentionally, any fee-based telecommunications
service or if a student incurs other types of costs, the student will be responsible for paying those
costs. The individual in whose name a system account is issued is responsible at all times for its
proper use and payment of all charges incurred for use of telecommunications and internet
reference services that impose fees or other charges for their use. Transmission of material,
information, or software in violation of any law, board policy, or regulations is prohibited. The
district reserves the right, as further outlined below, to inspect all files on district owned
computers, media and servers and on personal devices that the user has asked to attach to district
owned equipment or networks.

Any statement of personal belief found on the computer network or internet or other
telecommunications system is implicitly understood to be representative of the author’s
individual point of view, and not that of the West Des Moines Community School District, its
administrators, teachers or staff.

System Monitoring

The district unconditionally reserves the right to monitor and examine all files and activity on
district computer and network systems. The district technology directors or their designee may
monitor or examine all system activities as deemed appropriate to ensure proper use of the
system. In addition, the directors or their designee may inspect the contents of electronic mail
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sent by a student to an identified address and may disclose the contents to others when required
to do so by law or policies of the district, or to investigate complaints regarding electronic mail
that is alleged to contain defamatory, abusive, obscene, profane, sexually oriented, threatening,
offensive or illegal material. The building administrator will determine what is inappropriate use
according to the guidelines listed and age and grade of the student. The determination may be
appealed to the Superintendent or his/her designee. The directors or their designee may close an
account at any time as required to protect district systems or as a proportional consequence of
inappropriate activity. The administration, faculty and staff of the West Des Moines Community
School District may ask the Board of Education to deny, revoke or suspend specific user
accounts.

Sanctions

Communication over networks should not be considered to be private or secure. Messages may
be diverted accidentally to another or unintentional destination. In the event of student misuse of
district equipment or resources, whether accidentally or intentionally, the district may suspend or
revoke a system user’s privilege of access to the district’s computers and network. Failure to
abide by district policy and applicable laws governing use of these resources may result in the
suspension and/or revocation of access to these resources. A student is expected to provide full
cooperation to district administration and staff, or other agencies, associated with any
investigation concerning or relating to misuse of the district’s technology resources.

The district reserves the right to charge a student for physical damages or for electronic damages
incurred from purposeful introduction of viruses or other programs that have the intent of
damaging or altering computer programs or files. Fees, fines or other charges may also be
imposed as a result of misuse or damage to these technology resources by the student.

Prior to disciplinary action or as soon as practical, the building administrator or his/her designee
will inform the student of the suspected violation and give the student an opportunity to present
an explanation. The school may take disciplinary action up to and including expulsion and/or
appropriate legal action upon any violation of district policy, administrative regulation and/or
state or federal law. When applicable, law enforcement or other agencies may be involved. The
district will cooperate with any investigation conducted by any official or agency concerning or
related to misuse of the district’s technology resources.

The district Director of Technology, with the assistance of district administrators, is responsible
for disseminating and interpreting district policy and administrative regulations governing the
use of the district’s systems, establishing storage allocations and restrictions and file retention
policies.
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