
 
 
   

   

 
 

Maplewood Career Center
 
2019-2020
 

7075 STATE ROUTE 88 
RAVENNA, OH 44266 

330.296.2892 

Property of:____________________________________________________
 

Address:______________________________________________________
 

Phone #: ______________________ Email: ________________________
 

In case of emergency, please notify:
 
Name:________________________ Phone #: ______________________
 

The information in this book was the best available at press time. Watch for additional information and changes. 

No part of this publication may be reproduced, stored in a retrieval system, or transmitted 

in any form, without getting prior written permission of the publisher.


©2019. SDI Innovations. All Rights Reserved.
 

2880 U.S. Hwy. 231 S. • Lafayette, IN 47909 • 765.471.8883
http://www.schooldatebooks.com • sdi@schooldatebooks.com 

014001_5144 

mailto:sdi@schooldatebooks.com
http:http://www.schooldatebooks.com


 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
 

 
 

 
 

 
 

 
 

 

Alternative Learning Center.................................. 31
 
Apprenticeship Program....................................... 11
 
Attendance Philosophy and Regulations................ 8
 
Award of Merit for Volunteerism ........................... 15
 
Bomb Threats ....................................................... 21
 
Bullying and Other Forms of Aggressive Behavior ....22
 
Calendar of Events ............................................... 33
 
Career-Technical Education Credit Flexibility ......... 6
 
Change of Address or Telephone Number ............. 6
 
Chemical Intervention........................................... 21
 
Chemical Use/Abuse Procedure .......................... 21
 
Code of Conduct................................................... 19
 
College Credit Plus (CCP)...................................... 7
 
College Visitation .................................................... 7
 
Computer Technology and Network Use .............. 16
 
Continuing From Junior to Senior Program............ 7
 
Control of Blood-Borne Pathogens....................... 14
 
Control of Casual-Contact 


Communicable Diseases ................................. 13
 
Control of Noncasual-Contact 


Communicable Diseases ................................. 13
 
Credits .................................................................... 6
 
Detentions ............................................................ 31
 
Directory Information .............................................. 4
 
Discipline .............................................................. 30
 
Discipline Disposition Guidelines.......................... 19
 
Dress and Grooming ............................................ 20
 
Driving Policy........................................................ 15
 
Due Process Rights.............................................. 31
 
Early Dismissals ..................................................... 9
 
Early Placement ................................................... 10
 
Educational Emancipation .................................... 10
 
Electronic Devices ................................................ 22
 
Emergencies......................................................... 12
 
Equal Education Opportunity.................................. 1
 
Excessive Absences: Excused And/Or Unexcused.... 9
 
Excused Absences ................................................. 8
 
Expulsion From School......................................... 32
 
Extended Absence Policy ....................................... 9
 
Family Educational Rights and Privacy Act Notice ... 2
 
Fire and Tornado Drills ......................................... 12
 
Food and Beverages ............................................ 21
 
Grade Calculation................................................... 6
 
Grading Policy ........................................................ 5
 
Grading Scale......................................................... 6
 

TABLE OF CONTENTS
 
Hall Conduct ......................................................... 20
 
Important Notice ................................................... 26
 
Inspection of Information Collection Instrument ..... 4
 
Lab Uniforms ........................................................ 20
 
Lost and Found....................................................... 6
 
Lunch Period ........................................................ 20
 
Military Testing / Processing ................................. 10
 
Permanent Exclusion............................................ 32
 
Philosophy.............................................................. 1
 
Preparedness for Toxic and Asbestos Hazards .... 13
 
Program Expenses............................................... 11
 
Resource Center .................................................. 14
 
Returning to Associate School Activities............... 10
 
Safe School Helpline .............................................. 2
 
Safety Standards.................................................. 12
 
School Closings.................................................... 12
 
School Day Schedule ............................................. 1
 
Search and Seizure .............................................. 18
 
Senior Awards Ceremony ..................................... 15
 
Special Interest Groups........................................ 18
 
Student Activities .................................................. 15
 
Student Rights and Responsibilities ....................... 2
 
Student Services Office .......................................... 6
 
Student Well-Being ............................................... 13
 
Substance Use ..................................................... 21
 
Suspension........................................................... 31
 
Tardiness ................................................................ 9
 
Telephone Calls .................................................... 10
 
Textbooks and Workbooks ................................... 12
 
Theft Prevention ................................................... 12
 
Transferring From a Program ................................. 7
 
Transporting Ill or Injured Students....................... 14
 
Truancy................................................................... 8
 
Unexcused Absences ............................................. 8
 
Vacation ................................................................ 10
 
Video Surveillance ................................................ 17
 
Violations Not Listed Herein ................................. 30
 
Visitors .................................................................. 10
 
Withdrawing From Maplewood to Return to
 

Associate School ............................................... 7
 
Withdrawing From School ...................................... 7
 
Work Permits ........................................................ 16
 
Zero Tolerance...................................................... 21
 



 
 

 

 

 
 

 
 
 

 

MISSION STATEMENT
 
Maplewood provides individuals with educational experiences that aid in personal growth and the

development of career/technical skills leading to graduation, higher education, and/or employment. 

PROGRAM OFFERINGS 
Animal Science
 

Applied Engineering and Machining
 
Auto Collision Technology

Auto Service Technology


Carpentry
 
Cosmetology
 

Criminal Justice
 
Culinary Arts
 

Dental Assisting
 
Early Childhood Education
 

Electricity
 
Graphic Communications
 

Hospitality Service Careers

Information Technology
 

Marketing and Management

Masonry
 

Mechanical, Groundskeeping, and Construction
 
Medical Assisting
 

Option 4
 
Power Equipment Mechanics
 

Robotics and Computer Technology
 
Welding
 

Randy Griffith...............................................................................................Superintendent, ext. 551001
 
Craig Morgan........................................................................Career and Technical Director, ext. 551020
 
Doug Daugherty ............................................................... Supervisor of Student Discipline, ext. 551021
 
Michael Lenzo ...................................................................... Supervisor of Business Affairs, ext.551003
 
Jackie Pritchett .................................................................................................... Supervisor, ext.551022
 
Ted Slankard........................................................................................................ Supervisor, ext.551023
 

Adopted on April 18, 2019, by the Maplewood Career Center Board of Education 



 

 

USING THIS HANDBOOK
 
This handbook will provide you with information necessary for a successful year. Please refer to this 
handbook when a question arises. This is your notice of expectations and consequences for infractions. 

PHILOSOPHY
 
All students have rights as bestowed to them by Ohio law, the Constitution of the United States, and the 
Maplewood Career Center Board of Education. In the exercise of these rights, students assume basic 
responsibilities when their conduct disrupts the educational process, deprives others of their basic rights,
or violates the rules established by Maplewood. 
Each student must take the responsibility for his/her actions. The choice of action solely rests with the 
individual. The student who chooses to violate any rule or regulation herein is expected to serve the 
consequences of his/her action. 

EQUAL EDUCATION OPPORTUNITY 
Maplewood Career Center provides an equal education opportunity for all students. Any student who 
believes she/he has been discriminated against based on his/her race, color, disability, religion, gender, 
or national origin while at school or a school activity should immediately contact one of the Maplewood 
Career Center’s Compliance Officers: 

Supervisor of Business Affairs Treasurer 
Michael Lenzo Michelle E. Seckman 
330-296-2892 330-296-2892 
7075 State Route 88 7075 State Route 88 
Ravenna, OH 44266 Ravenna, OH 44266 
lenzomi@mwood.cc seckmanmi@mwood.cc 

Any student making a complaint or participating in a school investigation will be protected from any
threat or retaliation. The Compliance Officer can provide additional information concerning equal 
access to educational opportunity 

SCHOOL DAY SCHEDULE 

PERIOD BEGIN END 

1 8:12 8:54 
2 8:57 9:37 
3 9:40 10:20 
First Lunch 10:20 10:50 
4A 10:23 11:03 
4B 10:53 11:33 
Second Lunch 11:03 11:33 
5A 11:06 11:46 
5B 11:36 12:16 
Third Lunch 11:46 12:16 
6 12:19 12:59 
7 1:02 1:42 
8 1:45 2:26 
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STUDENT RIGHTS AND RESPONSIBILITIES
 
Maplewood Career Center’s rules and procedures are designed to allow students to be educated in
a safe and orderly environment. All students are expected to follow staff members’ directions and to 
obey all school rules.  Students must arrive at school on time, prepared to learn and participate. If for 
some reason this is not possible, the student should seek help from the Career and Technical Director. 
In order to keep parents informed of their child’s progress in school, parents will be provided information 
on a regular basis and whenever concerns arise. Many times it will be the responsibility of the student to 
deliver the information. Maplewood Career Center, however, may use the mail, email, or hand delivery 
when appropriate. At the end of the third week of school, parents/guardians will be mailed a user name 
and password for Maplewood’s online grade book (ProgressBook).  Parents/Guardians are encouraged
to build a two-way link with their child’s teachers and support staff by informing the staff of suggestions 
or concerns that may help their child better accomplish his/her educational goals. 

SAFE SCHOOL HELPLINE 
Maplewood will provide a safe school helpline program for students, parents, and the community to report
threats to the safety of students or school personnel. The safe school helpline is a toll-free number: 
1-888-295-2504. Callers to the helpline will be able to inform the school anonymously of threats to the 
safety of students or school personnel. 
Maplewood will provide an annual report to the Ohio Department of Education regarding activity on the 
safe school helpline. The report will contain the number of calls received and the percentage of calls that 
are related to drugs, fights, harassment, theft, threats, weapons, safety, suicide, abuse, and discrimination. 

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT NOTICE 
In order to provide appropriate educational services and programming, the Board of Education, must 
collect, retain, and use information about individual students. Simultaneously, the Board recognizes the 
need to safeguard student’s privacy and restrict access to students’ personally identifiable information. 
Student “personally identifiable information” includes, but is not limited to: the student’s name; the 
name of the student’s parent or other family members; the address of the student or student’s family; a 
personal identifier, such as the student’s social security number, student number, or biometric record; 
other indirect identifiers, such as the student’s date of birth, place of birth, and mother’s maiden name; 
other information that, alone or in combination, is linked or linkable to a specific student that would allow 
a reasonable person in the school community, who does not have personal knowledge of the relevant 
circumstances, to identify the student with reasonable certainty; or information requested by a person who
the District reasonably believes knows the identity of the student to whom the education record relates. 
The Board is responsible for the records of all students who attend or have attended schools in this 
District. Only records mandated by the State or Federal government and/ or necessary and relevant to the
function of the School District or specifically permitted by this Board will be compiled by Board employees. 
In all cases, permitted, narrative information in student records shall be objectively-based on the personal
observation or knowledge of the originator.
 
Student records shall be available only to students and their parents, eligible students, and designated 

school officials who have a legitimate educational interest in the information or to other individuals or 

organizations as permitted by law.
 
The term “parents” includes legal guardians or other persons standing in loco parentis (such as a
grandparent or stepparent with whom the child lives, or a person who is legally responsible for the welfare
of the child). The term “eligible student” refers to a student who is eighteen (18) years of age or older or 
a student of any age who is enrolled in a postsecondary institution. 
Both parents shall have equal access to student records unless stipulated otherwise by court order or 
law. In the case of eligible students parents may be allowed access to the records without the student’s 
consent, provided the student is considered a dependent under Section 152 of the Internal Revenue Code. 
A school official is a person employed by the Board as an administrator, supervisor, teacher/instructor
(including substitutes), or support staff member (including health or medical staff and law enforcement unit
personnel) a person serving on the Board; a person or company with whom the Board has contracted to
perform a special task (such as an attorney, auditor, or medical consultant); a contractor, consultant, volunteer
or other party to whom the Board has outsourced a service otherwise performed by Board employees (e.g.
a therapist); or a parent or student serving on an official committee, such as a disciplinary or grievance
committee, or assisting another school official in performing his/her tasks (including volunteers). 
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“Legitimate educational interest” is defined as a “direct or delegated responsibility for helping the student 
achieve one (1) or more of the educational goals of the District” or if the record is necessary in order for 
the school official to perform an administrative, supervisory, or instructional task or to perform a service 
or benefit for the student or the student’s family. The Board directs that reasonable and appropriate 
methods (including but not limited to physical and/or technological access controls) are utilized to control
access to student records and to make certain that school officials obtain access to only those education 
records in which they have legitimate educational interest. 
The Board authorizes the administration to: 
A.	 forward student records, including disciplinary records with respect to suspensions and expulsions, 

upon request to a private or public school or school district in which a student of this District is
enrolled, seeks or intends to enroll, or is instructed to enroll, on a full-time or part-time basis, upon 
condition that: 
1.	 a reasonable attempt is made to notify the student’s parent or eligible student of the transfer 

(unless the disclosure is initiated by the parent or eligible student; or the Board’s annual
notification - Form 8330 F9 - includes a notice that the Board will forward education records to 
other agencies or institutions that have requested the records and in which the student seeks 
or intends to enroll or is already enrolled so long as the disclosure is for purposes related to the 
student’s enrollment or transfer); 

2.	 the parent or eligible student, upon request, receives a copy of the record; and 
3.	 the parent or eligible student, upon request, has an opportunity for a hearing to challenge the 

content of the record; 
B.	 provide “personally-identifiable” information to appropriate parties, including parents of an eligible 

student, whose knowledge of the information is necessary to protect the health and safety of the 
student or other individuals, if there is an articulable and significant threat to the health or safety of 
a student or other individuals, considering the totality of the circumstances; 

C.	 report a crime committed by a child to appropriate authorities, and, with respect to reporting a crime 
committed by a student with a disability, to transmit copies of the student’s special education and 
disciplinary records to the authorities for their consideration; 

D.	 release de-identified records and information in accordance with Federal regulations; 
E.	 disclose personally identifiable information from education records, without consent, to organiza

tions conducting studies “for, or on behalf of“ the District for purposes of developing, validating or 
administering predictive tests, administering student aid programs, or improving instruction; 

Information disclosed under this exception must be protected so that students and parents cannot be personally
identified by anyone other than representative of the organization conducting the study, and must be destroyed
when no longer needed for the study. In order to release information under this provision, the District will enter
into a written agreement with the recipient organization that specifies the purpose of the study. 
This written agreement must include: (1) specification of the purpose, scope, duration of the 
study, and the information to be disclosed; (2) a statement requiring the organization to use 
the personally identifiable information only to meet the purpose of the study; (3) a statement 
requiring the organization to prohibit personal identification of parents and students by anyone
other than a representative of the organization with legitimate interests; and (4) a requirement 
that the organization destroy all personally identifiable information when it is no longer needed 
for the study, along with a specific time period in which the information must be destroyed. 
While the disclosure of personally identifiable information without consent is allowed under 
this exception, it is recommended that whenever possible the administration either release de-
identified information or remove the students’ names and social security identification numbers 
to reduce the risk of unauthorized disclosure of personally identifiable information. 
F.	 disclose personally identifiable information from education records without consent, to

authorized representatives of the Comptroller General, the Attorney General, and the Secretary
of Education, as well as state and local educational authorities. The disclosed records must 
be used to audit or evaluate a federal or state supported education program, or to enforce or 
comply with federal requirements related to those education programs. A written agreement 
between the parties is required under this exception. 

The District will verify that the authorized representative complies with FERPA regulations. 
G.	 request each person or party requesting access to a student’s record to abide by Federal regulations

and State laws concerning the disclosure of information. 
3 



  

  
 

 
         

 

 
 
 

The Board will comply with a legitimate request for access to a student’s records within a reasonable 
period of time but not more than forty-five (45) days after receiving the request or within such shorter
period as may be applicable to students with disabilities. Upon the request of the viewer, a record shall 
be reproduced, unless said record is copyrighted, or otherwise restricted, and the viewer may be charged
a fee equivalent to the cost of handling and reproduction. Based upon reasonable requests, viewers of
education records will receive explanation and interpretation of the records. 
The Board shall maintain a record of each request for access and each disclosure of personally identifiable
information. Such disclosure records will indicate the student, person viewing the record, their legitimate,
interest in the information, information disclosed, date of disclosure, and date parental/eligible student 
consent was obtained (if required). 
Only “directory information” regarding a student shall be released to any person or party, other than the 
student or his/her parent, without the written consent of the parent, or, if the student is an eligible student, 
without the written consent of the student, except to those persons or parties stipulated by the Board’s 
policy and administrative guidelines and/or those specified in the law. 

DIRECTORY INFORMATION 
Each year the Superintendent shall provide public notice to students and their parents of the District’s 
intent to make available, upon request, certain information known as “directory information.” The Board 
designates as student “directory information”: a student’s name, address, and telephone number; date 
and place of birth; major field of study; participation in officially-recognized activities and sports; height 
and weight, if a member of an athletic team; dates of attendance; date of graduation; or awards received. 
Directory information shall not be provided to any organization for profit-making purposes.
 
Parents and eligible students may refuse to allow the Board to disclose any or all of such “directory 

information” upon written notification to the Board within ten (10) days after receipt of the Superintendent’s

annual public notice.
 
In accordance with Federal and State law, the Board shall release the names, addresses, and telephone 

listings of secondary students to a recruiting officer for any branch of the United States Armed Forces or 
an institution of higher education who requests such information. A secondary school student or parent 
of the student may request in writing that the student’s name, address, and telephone listing not be 
released without prior consent of the parent(s)/eligible student. The recruiting officer is to sign a form 
indicating that “any information received by the recruiting officer shall be used solely for the purpose of 
informing students about military service and shall not be released to any person other than individuals
within the recruiting services of the Armed Forces.” The Superintendent is authorized to charge mailing 
fees for providing this information to a recruiting officer. 
Whenever consent of the parent(s)/eligible student is required for the inspection and/or release of a 
student’s health or education records or for the release of “directory information,” either parent may 
provide such consent unless agreed to otherwise in writing by both parents or specifically stated by 
court order. If the student is under the guardianship of an institution, the Superintendent shall appoint a 
person who has no conflicting interest to provide such written consent. 
The Board may disclose “directory information,” on former students without student or parental consent, 
unless the parent or eligible student previously submitted a request that such information not be disclosed
without their prior written consent. The Board shall not permit the collection, disclosure, or use of personal
information collected from students for the purpose of marketing or for selling that information (or otherwise
providing that information to others for that purpose). 

INSPECTION OF INFORMATION COLLECTION INSTRUMENT 
The parent of a student or an eligible student has the right to inspect upon request any instrument used
in the collection of personal information before the instrument is administered or distributed to a student. 
Personal information for this section is defined as individually identifiable information including a student 
or parent’s first and last name, a home or other physical address (including street name and the name of 
the city or town), a telephone number, or a Social Security identification number. In order to review the 
instrument, the parent or eligible student must submit a written request to the building director at least 
ten (10) business days before the scheduled date of the activity. The instrument will be provided to the 
parent or eligible student within five (5) business days of the director receiving the request. 
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The Superintendent shall directly notify the parent(s) of a student and eligible students, at least annually 
at the beginning of the school year, of the specific or approximate dates during the school year when 
such activities are scheduled or expected to be scheduled. 
This section does not apply to the collection, disclosure, or use of personal information collected from 
students for the exclusive purpose of developing, evaluating, or providing educational products or services
for, or to, students or educational institutions, such as the following: 
A.	 college or other postsecondary education recruitment, or military recruitment 
B.	 book clubs, magazine, and programs providing access to low-cost literary products 
C.	 curriculum and instructional materials used by elementary and secondary schools 
D.	 tests and assessments used by elementary and secondary schools to provide cognitive, evaluative, 

diagnostic, clinical, aptitude, or achievement information about students (or to generate other
statistically useful data for the purpose of securing such tests and assessments) and the subsequent
analysis and public release of the aggregate data from such tests and assessments 

E.	 the sale by students of products or services to raise funds for school-related or education-related 
activities 

F.	 student recognition programs 
The Superintendent is directed to prepare administrative guidelines to ensure that students and parents 
are adequately informed each year regarding their rights to: 
A.	 inspect and review the student’s education records; 
B.	 request amendments if the parent believes the record is inaccurate, misleading, or violate the

student’s privacy rights; 
C.	 consent to disclosures of personally-identifiable information contained in the student’s education 

records, except to those disclosures allowed by the law; 
D.	 challenge Board noncompliance with a parent’s request to amend the records through a hearing; 
E.	 file a complaint with the United States Department of Education; 
F. obtain a copy of the Board policy and administrative guidelines on student records. 
The Superintendent shall also develop procedural guidelines for: 
A.	 the proper storage and retention of records including a list of the type and location of records; 
B.	 informing Board employees of the Federal and State laws concerning student records. 
The Board authorizes the use of the microfilm process or electromagnetic processes of reproduction for 
the recording, filing, maintaining, and preserving of records. 
No liability shall attach to any member, officer, or employee of this Board as a consequence of permitting 
access or furnishing student records in accordance with this policy and regulations. 

Any entity receiving personally identifiable information pursuant to a study, audit, evaluation or 
enforcement/compliance activity must comply with all FERPA regulations. Further, such an entity
must enter into a written contract with the Board of Education delineating its responsibilities in 
safeguarding the disclosed information. Specifically, the entity must demonstrate the existence 
of a sound data security plan or data stewardship program, and must also provide assurances
that the personally identifiable information will not be disclosed without prior authorization from 
the Board. Further, the entity conducting the study, audit, evaluation or enforcement/compliance 
activity is required to destroy the disclosed information once it is no longer needed or when 
the timeframe for the activity has ended, as specified in its written agreement with the Board of 
Education. 

GRADING POLICY 
Report cards will be issued at the end of each nine-week grading period as the means of giving students 

and their parents an evaluation of the student’s progress.
 
All incomplete work must be completed within two weeks of the end of the grading period or at a time 

agreed upon by the student, teacher, and supervisor.  Any incomplete work that is not made up will be 

counted as a zero and the grade calculated accordingly.
 

5 



   
   
   
   
   

  
  
  
  

 

 

GRADING SCALE 
A = 100 – 90% 
B = 89 – 80 
C = 79 – 70 
D = 69 – 60 
F = 59 – 0 

GRADE CALCULATION 
Each quarter grade is worth 50% of the semester grade. Midterm and final exams will be calculated into 
the second and fourth quarter grades respectively. 

SEMESTER GRADE CALCULATION FORMULA:
 
(QTR 1 GRADE) + (QTR 2 GRADE)
 

2
 
FINAL GRADING FORMULA:
 

(1st Semester Grade) + (2nd Semester Grade)
 
2
 

Students who do not receive a passing grade for the SECOND SEMESTER will not receive credit or 
pass the course for the year. Students who fail their career and technical laboratory during their junior 
year will not be permitted to repeat the junior year in the same program without written permission from 
the program supervisor. These students will have the option of choosing another program or returning 
to their associate school. 

CREDITS 
Students earn a maximum 7 credits each year. The specific number of credits for each area will vary 
depending upon the student’s program and individual schedule. The credit distribution for each is: 

Technical Lab........................................................................................... 3
 
Technical Class........................................................................................ 1
 
Academic Class (year) ............................................................................ 1
 
Academic Class (semester)..................................................................... ½
 

CAREER-TECHNICAL EDUCATION CREDIT FLEXIBILITY 
Maplewood participates in the state mandated CTE CREDIT Flex (Career Technical Education Credit 
Flexibility) program. All credit flexibility requests must be submitted to the Maplewood guidance counselors
by March 30 of the previous school year. 

STUDENT SERVICES OFFICE 
The Student Services office is located across from the cafeteria. Students should consult with a counselor 
whatever the concern may be (credits, interpersonal problems, study techniques, career plans, etc.). 
Arrangements to see a counselor can be made before or after school, during lunch, or by asking for a
pass from the instructor. 

LOST AND FOUND 
A lost and found department is maintained in the Student Services office. All articles are to be turned 
in or claimed there. 

CHANGE OF ADDRESS OR TELEPHONE NUMBER 
Students who have an address or telephone number change during the school year must report the 
change to the Student Services office immediately. Students who move from one district to another 
must enroll in the new district before Maplewood will recognize their change of school district. Proof of
a change of residence will be requested before an address change is made. Proof of residence may 
include: a driver’s license, utility bill, or a notarized letter. 

014001_5144 6 



 

 

 
 

  

 

COLLEGE VISITATION
 
Students may be excused from school for up to 2 days (except during the last 2 weeks of school and 
during special state testing times) to visit and evaluate colleges or post-secondary technical schools. 
To be considered an excused absence, a parent/guardian must accompany the student and the 
visitation form (obtained in the Student Services office) must be completed with parent signatures and 
submitted to the Student Services office 2 days before the visitation. In addition, the student must have 
the bottom portion of the permission form signed by an official of the college/technical school visited and 
must return it to the Attendance Secretary the following day. Any student with a current grade of an “F” 
will not be permitted to go on a college visit until the grade is raised to a passing level. 
Deviation from this procedure shall render the absence as an unexcused absence and/or truancy 
at the discretion of the Career and Technical Director. 

TRANSFERRING FROM A PROGRAM 
Students may transfer from one program to another if an opening is available and the change occurs 
during the second week of school. A completed program transfer form must be submitted before a 
schedule change is effective. Until the change is effective, the student will follow the existing schedule. 

WITHDRAWING FROM MAPLEWOOD TO RETURN TO ASSOCIATE SCHOOL 
Students may return to the associate school during the second week of school or at the end of the school 

year. This is with the approval of the associate school administration.
 
Students starting as full time students will remain full time students. Students starting as half day students

may remain half day students or transition to full day students at the end of the first semester or at the 

end of the school year.
 
Withdrawals must be preceded by conferences with the supervisor and counselor as the signatures are 

obtained on the Return to Associate School form.
 

WITHDRAWING FROM SCHOOL 
No student under the age of 18 is allowed to withdraw from school without the written consent of his/
her parents and compliance with state law. A student who otherwise withdraws from school shall be 
reported to the student’s associate school district and to the Bureau of Motor Vehicles for suspension 
of their driver’s license, if she/he is under the age of 18. 
Parents must notify the Director about plans to transfer their child to another school. School records,
including disciplinary records of suspension and expulsion, will be transferred to the new school within 
14 days of the parent’s notice or request pending payment of all financial obligations. 

CONTINUING FROM JUNIOR TO SENIOR PROGRAM 
In order for a junior to be eligible to continue to the senior year, a student must successfully
complete the junior lab. A student failing lab may repeat the junior program with super 
visor approval may enter another program, or may return to the associate school. The
student should meet w ith his/her counselor to discuss options and any requirements.
  Should a student so desire, he/she may change to a different Career and Technical program (subject to 
availability) after the junior year. This may be done whether the junior year was successfully completed 
or not. The student will be placed in a junior lab at the onset of the new school year. The student should 
discuss this option with his/her guidance counselor.

 COLLEGE CREDIT PLUS (CCP) 
College Credit Plus is an opportunity for students to earn college credit while still in high school.
Qualifying students can earn up to 30 credits in one school year.  Maplewood Career Center students
who participate in the College Credit Plus program will need to arrange their CCP schedule around their 
lab and related academic classes. 
Students who are interested in participating in the CCP program must complete and submit the intent 
form to their Maplewood Career Center counselor prior to April 1, annually.  The intent forms are available 
in the Maplewood Career Center Student Services office.  
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ATTENDANCE PHILOSOPHY AND REGULATIONS 
Maplewood staff feels strongly that it has an obligation to teach students to assume responsibility for 
their attendance. Regular attendance and punctuality are necessary to succeed in school and on the job.
Chronic absenteeism, truancy, and excessive tardiness are often the cause for academic failure and for 
loss of employment. Admirable attendance and punctuality habits will enhance success. 
Note: MANY ASSOCIATE SCHOOLS OPERATE UNDER A DIFFERENT SCHOOL CALENDAR. 
MAPLEWOOD STUDENTS ARE EXPECTED TO BE IN ATTENDANCE ON THE DAYS MAPLEWOOD 
IS IN SESSION. THE ASSOCIATE SCHOOL DISTRICTS WILL PROVIDE TRANSPORTATION FROM 
PICK-UP SITES OR THE ASSOCIATE SCHOOL. IT IS THE STUDENT’S RESPONSIBILITY TO 
ARRANGE TRANSPORTATION TO AND FROM PICK-UP SITES OR THE ASSOCIATE SCHOOL. 
LACK OF TRANSPORTATION WILL NOT CONSTITUTE AN EXCUSED ABSENCE. 

EXCUSED ABSENCES 
Attendance is governed by the Ohio Compulsory Attendance Laws. Maplewood adheres to these
regulations which are specific and leave little option for school authorities to excuse students from
school except for: 
1.	 Personal illness/illness in the family 
2.	 Death in the family 
3.	 Quarantine of the home 
4.	 Court appearance or incarceration 
5.	 Religious holidays 
6.	 School-sanctioned activities (field trips, job interviews, etc.) when arranged by the Career and

Technical instructor and related to the Career and Technical field 
7.	 College or military visitations only when forms are properly submitted 
8.	 Necessary work at home due to absence or incapacity of parent/guardian. 
When a student is unable to attend school, parents are to call 330-235-0018. 
If there is no call, the school will verify the absence by calling the number provided by the parent/guardian.
We must make these attempts in accordance with Ohio’s Missing Child regulations.
 
If there is no contact with the parent/guardian, the student must present a parent’s note to the Attendance

Secretary WITHIN 48 HOURS AFTER RETURNING TO SCHOOL. This rule will be strictly enforced.

If an absence is to be changed to excused, the student will receive an excused slip. It is the student’s 

responsibility to show each instructor the slip.
 
Once the student has shown the teacher the excused slip, missed academic work may be made up. Due 
to the nature of the laboratory operation and the equipment used, most programs are unable to provide
meaningful and realistic laboratory assignments to students who are absent during the regular school
day; therefore, students will not receive participation credit for the missed lab experience. Once 
the daily lab assignment is completed, the student may use the remainder of the lab to make up missed
lab assignments, if applicable. 
NOTE: The student will have one day plus the number of days absent to submit all assignments missed 
due to an excused absence. 

UNEXCUSED ABSENCES 
The law does not allow the school to excuse absences due to interviews not made by the instructor, 
transporting friends or relatives to airports, baby-sitting, shopping trips, drivers’ permit tests, transportation
problems (including traffic jams, accidents, etc.), over-sleeping, vacations with anyone other than parents,
exams not sanctioned by the school, visits to other schools, movies, theater parties, trips to barber or
beauty shop, work for pay, holidays other than those excused by law, or any other absence considered 
not part of a reasonable school program. Personal business should be attended to after school hours. 
NOTE: Students will be permitted to make up all work, including tests, for no more than 60% of the 
assignment, test, assessment, etc. 

TRUANCY
 
A student who is absent from school or any portion thereof without school authorization and lawful 
parental consent is considered truant. 
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EXCESSIVE ABSENCES: EXCUSED AND/OR UNEXCUSED
 
The Attendance Secretary will conference with the student and will send a memorandum of that meeting 
to the parents at the 5th absence, not supported by a medical excuse. At the 10th absence, not supported
by a medical excuse, the student will be placed on an Attendance Contract. 
A student will be considered habitually truant if the student is absent without legitimate excuse for five 
or more consecutive days, for seven or more school days in one month, or twelve or more school days 
in one school year. Furthermore, a student will be considered chronically truant if the student is absent 
without a legitimate excuse for seven or more consecutive days, for ten or more school days in one 
month, or fifteen or more school days in one school year. If a student is habitually or chronically truant
and the student’s parent fails to ensure attendance, a complaint will be filed with the Judge of 
Juvenile Court in compliance with State law. 

EXTENDED ABSENCE POLICY 
Due to the nature of the laboratory operation and the equipment used, most programs are not able to 
provide meaningful and realistic laboratory assignments to students who are absent from the regular school
day. To insure that students have received instruction and completed an adequate number of assignments
on which to base a grade, the succeeding policy will be followed concerning laboratory grading. 
If a student is absent 15 or more consecutive days in any grading period with an approved medical 
excuse, he/she will be issued an “ME” (medical excuse) grade for lab. This grade will not count in the 
calculation of semester or final grades. 
If further extenuating circumstances exist, the student or his/her guardian/parent has the responsibility 

of bringing such to the attention of the student’s counselor.
 
For all classes other than lab, the student will be expected to submit work for the issuance of a grade.
 

TARDINESS 
To School: 
Students not present in the classroom when the tardy bell rings for first period are considered tardy 
regardless of the reason (unless conducting school related business with a staff member and the students
present a pass from that staff member). Tardy students are to report directly to the Student Services 
office for a tardy admit slip before reporting to class. 
Tardies will not be excused unless a doctor’s note or court note is provided within 48 hours of return.
Detentions and Alternative Learning Center assignments will be issued by the Attendance Secretary. 
Please refer to the Code of Conduct section for the specific consequences of tardiness to school. 
Tardiness due to a student’s driving to school may result in a loss of driving privileges. 
To Class: 
Any student late to class during the school day will be issued consequences by the instructor. 

EARLY DISMISSALS 
Once students arrive on Maplewood property, they are not permitted to leave Maplewood property unless
he/she has received permission to do so and has properly signed out in the Student Services office.  Early
dismissals will only be excused if the student provides a doctor’s note or court note within 48 hours of return. 
All early dismissals shall comply with the following guidelines: 
1.	 Students will not be permitted to leave without a written note from their parents/guardians explaining 

the reason for the request and providing a telephone number where they can be reached should 
questions arise. 

2.	 All requests must be given to the Attendance Secretary by 8:10 a.m. of the day of the desired dismissal. 
3.	 Students granted permission to leave must sign out in the Student Services office before departing, 

and sign in upon returning (if same day). 
4.	 Medical or dental appointments should not be made during school hours unless it is an emergency. 

Appropriate telephone numbers and names (i.e., doctors/dentist), must be included on the note.
Appointments will be confirmed. 

5.	 Students leaving early due to illness may not be taken home by other students. Students who become
ill at school must check with the nurse. If it is determined that the student should be sent home, the 
nurse (not the student) will notify the parent/guardian. 

Students who do not follow these procedures will be considered truant and will be responsible for the 
consequences. 
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RETURNING TO ASSOCIATE SCHOOL ACTIVITIES
 
Group Dismissals: 
Participation at associate school activities during the school day will occur as permitted. The associate 
school will contact Maplewood one week prior to the event. 
Individual Dismissals: 
Only those students directly involved (a performer, a receiver of recognition) in an activity as determined 

by the associate school may be dismissed.
 
Dismissal will be granted upon the proper completion of the Individual Student Dismissal to Associate 

School form which may be picked up at the associate school or Maplewood’s Student Services office. 

This form must be properly completed and returned to the Maplewood Student Services office at least 

1 day prior to the date of the event.
 

VACATION 
Students must complete and submit a vacation request form, one week before their absence, to the
Attendance Secretary. Vacation forms are located in the Student Services office. Course work must be 
completed prior to departure. Students who do not receive prior approval will not be considered excused.
Students will only be excused for vacations if the student’s parent/guardian is also going on the vacation. 

MILITARY TESTING / PROCESSING 
Students who must have military testing and/or processing done before the end of the school year, may 
be excused up to 2 days (except the last 2 weeks of school or during special state testing times). All
requests for military testing must be made through the Student Services office. A military processing 
form (obtained in the Student Services office) must be completed and submitted at least 1 day before
the anticipated absence, or the absence will NOT be excused. 

TELEPHONE CALLS 
Made by students: 
Students may use lab telephones ONLY if the call is job related and the instructor has given permission. 
Incoming for students: 
The Student Services office will take messages for students, delivering them at an appropriate time. 
Only emergency messages will be immediately relayed to students. The office will determine if the 
message is an emergency. 

VISITORS 
Maplewood prohibits individual student-visitors from attending classes or visiting during the lunch period.

As a courtesy, parents wishing to visit are asked to make arrangements prior to visiting.
 
All visitors must register and obtain a visitor’s pass at the Main Office upon arrival. Individuals who do 

not report to the office will be asked to leave.  


EDUCATIONAL EMANCIPATION 
Students who turn 18 years old are considered adult students. They are obligated to comply with the 

same rules, guidelines, and regulations as all other students.
 
Adult students may request to be considered as educationally emancipated (responsible for all of their 

actions). Forms for emancipation are available in the High School Office.
 

EARLY PLACEMENT 
The Early Placement program is designed to give students an opportunity to broaden their educational 
experiences through employment while attending school. The program offers an opportunity for a gradual
transition from school-oriented work experience to employment. 
This program is a privilege which must be earned by the student. It is not mandatory. The instructor has 
the prerogative to permit students to participate. The privilege may be forfeited if the student’s grades 
drop or if behavioral infractions occur. The guidelines below are the criteria that each student in the 
Early Placement Program must meet and maintain in order to qualify for and remain in the program. 
Minimum eligibility requirements that must be met for participation at the end of the first semester: 

Attendance: 92% Maplewood attendance rate including excused, unexcused, 
vacation, and medical leave absences 

MCC academic GPA: 2.0 Junior Year – 2.0 Senior Year 
Lab GPA: 2.0 
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Additional requirements: 
Obligations: All financial obligations must be paid and disciplinary consequences

served prior to release. 
Work hours: Students are expected to work a minimum of 15 hours per week. 
Transportation: Students must have a valid driver’s license, reliable transportation, 

a vehicle registered in the High School Office, and a parking pass
displayed on the registered vehicle daily. 

Parental approval: Parent or guardian and student must sign the Early Placement paperwork. 
Paperwork: 
Release: 

All paperwork must be completed prior to beginning the job. 
A meeting with the supervisor is required before placement may begin. 

Two (2) of the three (3) minimum eligibility requirements must be met for a student to be released on 
Early Placement beginning the sixth week of the second semester.  
All senior students passing their Career and Technical labs are eligible during the final nine week grading period. 
Failure to comply with the following may result in removal from Early Placement:  maintaining
appropriate grades, conducting oneself appropriately at school and work, maintain appropriate attendance
at school and work, maintaining employment where placed, abiding by the Early Placement Agreement, etc. 

APPRENTICESHIP PROGRAM 
The Apprenticeship program is designed to give students an opportunity to broaden their educational 
experiences through employment while attending school. This program is a privilege which must be 
earned. The instructor and/or apprenticeship coordinator have the prerogative to permit students to 
participate. The privilege may be forfeited if the student’s grades drop or if behavioral infractions occur. 
The guidelines listed below are the criteria that each student in the Apprenticeship Program must meet 
and maintain in order to qualify for and remain in the program: 
Minimum eligibility requirements that must be met for participating in the Apprenticeship Program: 

Attendance: 93% Maplewood attendance rate including excused, unexcused
vacation, and medical leave absences 

MCC academic GPA: 2.5 
Lab GPA: 3.0 

Additional requirements: 
Obligations: All financial obligations must be paid and disciplinary consequences

served prior to release. 
Work hours: Students are expected to work a minimum of 18 hours. 
Student status: Must be on track to receive a high school diploma. (No deficiencies) 
Transportation:	 Students must have a valid driver’s license, reliable transportation,

a vehicle registered in the High School Office, and a parking pass
displayed on the registered vehicle daily. 

Parental approval: Parent or guardian and student must sign the Apprenticeship Agreement. 
Paperwork: All paperwork must be completed prior to beginning the job.
Release: A meeting with the supervisor is required before placement may begin. 
Commitment: Willingness to commit to a stated time frame after graduation that

may involve 1 to 4 additional years to complete the apprenticeship. 
Failure to comply with the following may result removal the Apprenticeship Program: maintaining
appropriate grades, conducting oneself appropriately at school and work, maintain appropriate attendance
at school and work, maintaining employment where placed, abiding by the Apprenticeship Program.   

PROGRAM EXPENSES 
Expenses incurred for personal items such as uniforms, required tools, safety items, and materials must
be paid by the individual student when possible by the third Friday of classes. Class fees, determined 
and explained by the instructor, are also the student’s obligation. All fees and fines must be paid prior 
to receiving a Career Passport, grades, and certificates. Transcripts will be withheld until all financial 
obligations have been met. 
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TEXTBOOKS AND WORKBOOKS
 
All textbooks are owned by the Maplewood Career Center Board of Education and are lent to students 
via the instructor. Students will pay for lost or damaged textbooks assigned to them. 

THEFT PREVENTION
 
Maplewood is not responsible for lost or stolen items.  Students are required to lock materials in a secure 
location at the end of each lab session. 
1. Secure your property whenever you are not in the area even if you leave “just for a second.” 
2. Mark your personal property. 
3. Always lock your locker. 
4. Do not tell others your locker combination. 
5. Do not share lockers with anyone. 
6. Should a theft occur, immediately inform your instructor and complete the theft form. 
Please be advised that as a public school, Maplewood cannot legally provide insurance against theft or 
loss for the student-owned tool kits or personal possessions. Students should not bring items of value 
to school. Items such as jewelry, expensive clothing, electronic equipment, and the like, are tempting 
targets for theft and extortion. 

SAFETY STANDARDS 
Maplewood will adhere to the industrial safety standards set up by the Federal Occupational Safety and 
Health Act and all appropriate laws established by the State of Ohio and local regulations. A student will 
be removed from lab if he/she does not adhere to the safety standards. 
Students will be required to wear the appropriate clothing and protection devices (safety glasses, gloves,
hard hats, ear plugs, etc.), and will conduct themselves in a safe and appropriate manner in accordance 
with lab and equipment specifications. Instructors will give specific information as it relates to the individual
Career and Technical program. Horseplay is prohibited at all times. Safety infractions will be addressed. 
NOTE: Prescription safety glasses must meet industrial standards for polycarbonate unbreakable lenses
or students must wear protective goggles over prescription glasses. 

EMERGENCIES 
In the case of power outages or other emergencies, students will immediately and quietly comply with 
all instructions. 

FIRE AND TORNADO DRILLS 
Fire and tornado drills will be held periodically throughout the school year. Directions for fire and tornado 
drills are posted in each room. Students are to walk to the designated area as directed by the instructor. 

SCHOOL CLOSINGS 
From time to time, the associate schools will close due to a disease epidemic, hazardous weather, damage
to a building, or utility failures. If such conditions prevent bus transportation by the associate school, 
student attendance at Maplewood is not mandatory. If it becomes necessary to close when 5 associate 
schools close or if the emergency pertains just to Maplewood, we will announce the closings on local 
television, radio stations, and by Leader Alert, our home calling service. (Please do NOT call the school.) 
Caution: Listen carefully to school closings. You may hear “Maplewood High School” which is 
in Trumbull County.
 
Note: If Maplewood exceeds the number of calamity days, an appropriate number of days will be made 

up at the end of the regularly scheduled school calendar.
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STUDENT WELL-BEING
 
Student safety is the responsibility of both the student and the staff. Staff members are familiar with 
emergency procedures, such as evacuation procedures, and will guide students during drills and actual 
emergency events.  If a student is aware of any dangerous situation or accident, she/he must notify a 
staff person immediately. 
Students with specific health care needs should deliver written notice about such needs, along with 
physician documentation, to the school nurse.
 
Maplewood has a health clinic staffed by a full-time registered nurse and equipped to provide for

emergency treatment of injuries or illnesses. The clinic is located in the center of the building adjacent 

to the Student Services office.
 
All injuries must be reported to a teacher or the clinic.  If the injuries are minor, the student will be treated 
and may return to class. If medical attention is required, Maplewood Career Center will attempt to make 
contact with the student’s parents. 
Any student who becomes ill during the school day should request permission to go to the clinic. The 
school nurse or an appropriate adult will determine whether or not the student should remain in school
or go home. No student will be released from school without parental permission. 
Emergency Medical Authorization: 
State law requires that all students have an emergency medical authorization completed and signed
by a parent, on file at Maplewood. Students are required to submit a completed emergency medical
authorization form by September 6, 2019. The forms will be kept by the nurse. 
Immunization Records: 
Verification of an appropriate immunization must be on file by October 31, 2019, or students will be 
excluded from school. The nurse will notify students of any deficiencies by early October 2019. 
Medication: 
Every effort should be made to schedule the dispensing of medication at a time other than school hours; 
however, students requiring to take scheduled medication during school hours must report to the clinic
upon entering the building and give the nurse the medication (prescribed or over-the-counter) in the 
original container. An authorization form should also accompany the medication. The nurse will store 
and dispense it according to the doctor’s or parent’s directions. Any deviation from this must receive 
prior permission from the Supervisor of Student Discipline or the student will be in violation of the code 
of conduct for possession and/or use of an illicit or controlled substance. 

PREPAREDNESS FOR TOXIC AND ASBESTOS HAZARDS 
Maplewood Career Center is concerned for the safety of students and attempts to comply with all Federal
and State Laws and Regulations to protect students from hazards that may result in industrial accidents 
beyond the control of school officials or from the presence of asbestos materials used in previous
construction. A copy of the district’s Preparedness for Toxic Hazard and Asbestos Hazard Policy and 
asbestos management plan is available for inspection at the board office upon request. 

CONTROL OF CASUAL-CONTACT COMMUNICABLE DISEASES 
Because a school has a high concentration of people, it is necessary to take specific measures when the 
health or safety of the group is at risk. The school’s professional staff may remove or isolate a student 
who has been ill or has been exposed to a communicable disease or highly-transient pest, such as lice. 
Specific communicable diseases include: diphtheria, scarlet fever, strep infections, whooping cough, 
mumps, measles, rubella, and other conditions indicated by the local and state Health Departments. 

CONTROL OF NONCASUAL-CONTACT COMMUNICABLE DISEASES 
Maplewood Career Center has an obligation to protect staff and students from noncasual-contact,
communicable diseases. When a noncasual-contact communicable disease is suspected, the student’s 
health will be reviewed by a panel of resource people, including the county health department. The school
will protect the privacy of the persons affected and those in contact with the affected person. Students 
and staff will be permitted to remain in school unless there is definitive evidence to warrant exclusion. 
Noncasual-contact communicable diseases include sexually transmitted diseases, AIDS, ARC-AIDS 
Related Complex, HIV, Hepatitis B, and other diseases that may be specified by the state board of 
health. As required by Federal law, parents will be requested to have their child’s blood checked for 
HIV and HBV when the child bleeds at school and students or staff members are exposed to the blood. 
Any testing is subject to laws protecting confidentiality. 
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CONTROL OF BLOOD-BORNE PATHOGENS
 
Maplewood Career Center seeks to provide a safe educational environment for students and take
appropriate measures to protect those students who may be exposed to blood-borne pathogens in the
school environment and/or during their participation in school-related activities. While the risks of students
being exposed to blood-borne pathogens may be low, students must assume that all body fluids are 
potentially infectious and must take precaution to follow universal procedures in order to reduce such 
risks and minimize and/or prevent the potential for accidental infection.  Students may be exposed to 
blood-borne pathogens in situations, including, but not limited to the following: 
A.	 engaging in activities with other students in the school environment where physical injuries or other 

actions that can cause bleeding or exposure to saliva and other body fluids may occur. 
B.	 working with equipment in the school environment that can cause cuts or similar injuries that produce 

bleeding. 
C.	 participating in extracurricular activities (i.e. athletic activities) where physical injuries or other actions

that can cause bleeding may occur. 
Whenever a student has contact with blood or other potentially infectious material he/she must immediately
notify his/her teacher, who will contact the appropriate person to assist the student in completing the 
requisite documents. The parents of a student who is exposed will be contacted immediately regarding the 
exposure and encouraged to have the student’s blood tested for Hepatitis B and HIV by his/her physician. 
The student’s parents are encouraged to consult with the student’s physician concerning any necessary 
post-exposure treatment. 

TRANSPORTING ILL OR INJURED STUDENTS 
Non-Emergency Situations: 
If a student becomes ill or receives a minor injury at school and needs to be taken home or to a medical 
facility, the responsibility will be assumed by the parent/guardian. If attempts to locate the parent/guardian
have been unsuccessful, the school nurse will contact those individuals designated on the student’s 
Emergency Medical Authorization form. 
Only the parent/guardian may give permission for the student to be removed and transported from 
school for illness or injury by someone other than the individual(s) designated on the Emergency Medical
Authorization form. If no contact can be made with the parent/guardian or designated individual(s) and 
in the nurse’s judgment the student’s condition warrants medical treatment beyond basic first aid, the 
nurse or designee will call emergency medical services. 
Emergency Situations: 
When a student requires an ambulance and/or emergency treatment, emergency medical services will 
be called. In all cases, the decision to transport will be cooperatively made between the school nurse 
and the EMS team. The cost for such transportation will be the responsibility of the student’s parent/ 
guardian. The school nurse will contact the parent/guardian regarding the situation as soon as possible. 

RESOURCE CENTER 
The Resource Center serves as a school-wide information/materials area, containing computers,
supplementary reference books and pamphlets, and a variety of teaching/learning materials. Students are
encouraged to use the facility for self-help activities for Career and Technical programs and academic studies. 
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STUDENT ACTIVITIES
 
Students are encouraged to actively participate in: 
Ambassador Club: 
The Ambassador Club plans and provides school-wide social and leadership activities for the student 
body. It promotes Maplewood at school and community activities. 
National Honor Society: 
Maplewood has established its own chapter of National Honor Society. Eligibility is based upon a minimum
3.0 average from the associate school and a 3.5 average at Maplewood. 
Career and Technical Clubs: 
Each Career and Technical area sponsors a club that is designed to develop the interests of students 

in their chosen vocation.
 
Agriculture: The National FFA Organization (FFA)
 
Family and Consumer Sciences: Family, Career and Community Leaders of America (FCCLA)
 
Marketing: Distributive Education Clubs of America (DECA)
 
Trade and Industry: SkillsUSA
 

AWARD OF MERIT FOR VOLUNTEERISM 
The purpose of this award is to foster a spirit of volunteerism by encouraging student involvement in 
volunteer activities in the areas of school service, community service, and church or private organization 
service. Any Maplewood student is eligible to participate and earn recognition by meeting the required 
number of validated points. 

SENIOR AWARDS CEREMONY 
At the end of the senior year, seniors will be recognized for successfully completing their Career and Technical
program at the Senior Awards Ceremony. Participants will receive a Career Passport containing a resume,
writing sample, a list of Career and Technical competencies, and certificates. To be eligible, students must: 
A.	 pass their Career and Technical lab; 
B.	 complete 5 academic classes satisfactorily while attending Maplewood. (Seniors completing only one year

at Maplewood are required to satisfactorily complete 3 academic classes while attending Maplewood.) 
Participation is a privilege. As this is a formal function, the dress code is more restrictive than normal. Further 
details will be given in May. Career Passports and certificates will be withheld if any obligations are owed. 

DRIVING POLICY 
Students are encouraged to ride the buses provided by the associate schools. However, Maplewood extends
the privilege of driving to school. Students driving to school must obey all regulations as set forth by the school. 
1.	 The posted speed limit is 10 mph. Students are responsible for operating their vehicles with control 

at all times. 
2.	 Students must register their vehicles in the High School Office. Registration is a pledge of both the 

student and the parent to abide by school regulations. Parking permits will be issued at the time 
of registration and must be displayed in the vehicle (hung on the rear view mirror, number facing 
the front windshield) whenever the vehicle is on school property. Students must notify the office of 
change of vehicle and/or change of license plates. The full fee will be charged for lost permits. 

3.	 Permits must be displayed by September 16, 2019, in order to avoid negative consequences. 
4.	 Upon arriving at Maplewood, vehicles must be parked in the assigned areas, and students are to 

immediately go into the building; there is no loitering in the parking lot. Co-op students are to park
in the south parking lot. Vehicles are to be parked vertically, taking only one parking space. Students 
are not permitted to park in the grass. 

5.	 Once students arrive on school property, they are not permitted to leave without an early dismissal 
pass or school dismissal. 

6.	 Students who are tardy to school will be given a consequence. Repeated tardies to school may 
result in loss of driving privileges. Tardiness or absences due to car trouble, traffic jams, accidents, 
etc. are not excused. 
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7.	 Students are not permitted to go to the parking lots during the day unless special permission is 
obtained from the High School Office and their cars are registered.  

8.	 Students are prohibited from riding in truck beds. 
9.	 Smoking is prohibited on school grounds. This includes smoking in vehicles. 
10. Vehicles are NEVER permitted to pass school buses. 
11. Maplewood does not accept responsibility for theft or damage to vehicles and/or contents. 
12. Vehicles may be searched should reasonable suspicion dictate its necessity. 
13. Maplewood reserves the right to revoke driving privileges for violation of the driving policy. 

Emergency Driving:
 
If a student does not regularly drive to school but it becomes necessary for him/her to drive due to an 

emergency, the student must call the High School Office prior to 8:00 a.m., and must register the vehicle 
in the office upon arrival at Maplewood. 
Exiting the Parking Lot: 
Students being picked up by others in the appropriate row of the south lot (parallel to doors A and B) 
will be dismissed followed by the school buses.  Students parking in the north lot will not leave until 
after the buses. 
Being Dropped Off/Picked Up Before/After School: 
Students who receive a ride to school are to be dropped off at the exit in the teachers’ parking lot nearest 
to the main entrance and entrance J. Students are not to be dropped off at the south entrance of the 
building, entrance A. 
Students who are picked up after school are to meet their rides in the south parking lot only. 

WORK PERMITS 
All minors between the ages of 14 and 18 must have a work permit. Applications are available in the 
Student Services office. 

COMPUTER TECHNOLOGY AND NETWORK USE 
Computer use at Maplewood is encouraged and made available to students for educational purposes. 
The school retains the ownership of all hardware and software. The school reserves the right to inspect, 
copy, and/or delete all files and records created, stored, or used on school owned computers. 
Students must observe the following guidelines. Failure to do so will result in negative consequences
which may include denial of technology access and/or loss of access to school technology. 
1.	 The use of school equipment and access to the Internet is a privilege, not a right. Use of the Internet 

is restricted to specific class assignments issued by an instructor. There is no guarantee of privacy 
regarding the use of any school district equipment at any time. Use of the Internet will be controlled 
based upon curriculum needs. 

2.	 Files stored on school computers are restricted to school related assignments only. Personal files 
may not be stored. 

3.	 Password security is the student’s responsibility. 
4.	 Students shall not copy, without authorization, damage, or alter any hardware or software. Students 

shall not delete a file (without authorization) or knowingly introduce a virus to any school program. 
5.	 Students shall not use or alter another person’s password, files, directories, or text. 
6.	 All non-school software and flash drives must be checked for viruses and approved for use by a 

network administrator before being used on any computer and are subject to inspection and approval
by school personnel at any time. 

7. 	 Use of all telecommunications is restricted to school related projects and must be supervised by 
the teacher or network administrator. Internet users must complete an Internet Use Consent form, 
which must be approved before using the Internet. Students violating the Internet Agreement may 
forfeit the privilege to access the Internet. 

8.	 No student will attempt unauthorized access to the school’s networks or any other unauthorized 
databases. 

16 



 
 
 
 
 
 
 
 
 

 
 

 
 

 
 

 
 

 

 
 

  
 

 

 

  

 

In addition, the following are not permitted: 
1.	 Using email 
2.	 Damaging computers, computer systems, or computer networks 
3.	 Violating copyright laws 
4.	 Using another’s password 
5.	 Trespassing in another’s folders, work, or files 
6.	 Employing the network for commercial purposes 
7.	 Bypassing network security and filters 
8.	 Downloading games, movies, music, and software without permission 
9.	 Using chat rooms or instant messenger services 
10. Printing Internet pages or non-school related items 
11.	 Using the Internet to engage in cyber bullying is prohibited. Cyber bullying is defined as the use of informa

tion and communication technologies such as social networks, e-mail, cell phone text messages, instant
messaging, defamatory personal websites, and defamatory online personal polling websites, to support
deliberate, repeated, and hostile behavior by an individual or group that is intended to harm others. 

Cyber bullying includes, but is not limited to the following: 
1.	 Posting slurs or rumors or other disparaging remarks about a student on a website or on a web blog 
2.	 Sending email or instant messages that are mean or threatening or so numerous as to drive up the 

victim’s cell phone bill 
3.	 Using a camera phone to take and send embarrassing photographs/recordings of students 
4. Posting misleading or fake photographs of students on websites 
Students who inadvertently visit an unassigned/unauthorized website must immediately report the
incident to an instructor. Failure to report an unassigned/unauthorized website visit may be considered 
a violation of the Internet Agreement. 

VIDEO SURVEILLANCE 
Maplewood has installed cameras and video equipment to monitor some sections of the building and 
grounds. The purpose of this equipment is to assist in meeting the curricular needs of Criminal Justice 
and in providing a safe and secure environment for its students, staff, and general public. Students, 
parents, and members of the general public will not be permitted to view video surveillance tapes unless 
Maplewood Career Center is required by law (court order, subpoena) to provide surveillance tape. In 
order to be both proactive and preventive, the following guidelines are for the implementation and use 
of the equipment. 
General Guidelines: 
1.	 The monitoring devices are the property and the responsibility of the school. 
2.	 Cameras and recording devices will be used on a 24-hour basis throughout the year. 
Use of Tapes/Files: 
1.	 The school reserves the right to use tapes/files in disciplinary occurrences. Tapes/files may be used as

part of the disciplinary investigation to show rule violations to hearing officers, police and court authorities.
When properly identified, these tapes/files may be stored in the school safe for future reference. 

2.	 Administrators who use tapes as part of the due process hearing procedure will complete a form 
indicating the use of a specific tape. The information on this form will include date, time, and reason 
for the use of the tapes. 

3.	 While Criminal Justice students monitor the camera transmission, authorized staff and selected 
students will observe tapes. 

4.	 When school authorities observe any behavior that may be in violation of the law by any person, the
school may contact local authorities to determine if the incident is sufficient to warrant criminal charges. 

5.	 Outside agencies may request viewing of a tape file to assist them in their investigative responsibilities. 
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SEARCH AND SEIZURE
 
Administrators may search a student or his/her property (including vehicles, purses, book bags, gym 
bags, etc.) with or without the student’s consent, whenever they reasonably suspect that a search will 
lead to the discovery of evidence of a violation of law or of school rules. The extent of the search will be 
governed by the seriousness of the alleged infraction.  Student lockers are the property of the District 
and students have no reasonable expectation of privacy in their contents or in the contents of any other 
District property including desks or other containers.  District authorities may conduct random searches 
of the lockers and their contents at any time without announcement. Unannounced and random canine 
searches may also be conducted. 
Additionally, students have no reasonable expectation of privacy in their actions in public areas
including but not limited to, common areas, hallways, cafeterias and classrooms. The District may use 
video cameras in such areas and on all school vehicles transporting students to and from regular and 
extracurricular activities. 
Anything that is found in the course of a search may be used as evidence of a violation of the District’s 
rules or the law, and may be taken and held or turned over to the police. The District reserves the right 
not to return items that have been confiscated. 

SPECIAL INTEREST GROUPS 
Any request from civic institutions, charitable organizations, or special interest groups which involves 
such activities as patriotic functions, contests, exhibits, sales of products to and by students, sending 
promotional materials home with students, graduation prizes, fund raising, and free teaching materials 
will be carefully reviewed to ensure that such activities promote student interests without advancing the 
special interests of any particular group. 
It is Board Policy that students, staff members, and District facilities not be used for advertising or promoting
the interests of any non-school agency or organization, public or private, without the approval of the
Board or its designee. Any such approval, granted for whatever cause or group, shall not be construed 
as an endorsement of said cause or group by this Board. 
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CODE OF CONDUCT 
DISCIPLINE DISPOSITION GUIDELINES 

Good discipline is fundamental to successful education. The primary purpose of our school is to provide 
an education for all of our students. Every student has a right to this opportunity. When this educational 
process is interrupted or interfered with, corrective measures are necessary. These measures will gener
ally begin with teacher or staff attempts to change behavior to minimize minor offenses. For repeated 
violations of the code, the student may be subject to detentions, loss of privileges, referral to counseling, 
parental notification and conference, assignment to the Alternative Learning Center, referral to Juvenile 
Court, out-of-school suspension, expulsion, or exclusion. Any acts that detract from the school day, 
destroy order, lower the morals of the student body, or infringe on the rights of others will be handled 
accordingly by the Supervisor of Student Discipline, the Career and Technical Director, or a designee. 
Any misconduct on or off school property that is directly related to and affects the welfare and morale of 
the school is within the scope of authority of school officials. 
This Student Conduct Code will be in effect before, during, and after school hours and at any school 
sponsored activity involving Maplewood students. Any guests are also expected to abide by this code. 
A major component of the educational program at Maplewood Career Center is to prepare students 
to become responsible citizens and workers by learning how to conduct themselves properly and in 
accordance with established standards. Students are expected to behave in accordance with Federal, 
State and local laws and rules, and Maplewood Board of Education policies and Administrative Guidelines,
and in a way that respects the rights and safety of others. Staff will take corrective action to modify the 
student’s behavior when behavior does not fall within these parameters. 
School staff may report suspected criminal misconduct by a student to law enforcement. Law enforcement
officers will be permitted to carry out necessary law enforcement functions in the schools, including the 
removal of a student from school grounds in appropriate circumstances. 

EACH STUDENT W I LL BE EXPECTED TO: 
A.	 Act courteously to adults and fellow students. 
B.	 Be prompt to school and attentive in class. 
C.	 Work cooperatively with others when involved in accomplishing a common goal regardless of the 

other’s ability, gender, race, or ethnic background 
D.	 Complete assigned tasks on time and as directed. 
E.	 Help maintain a school environment that is safe, friendly, and productive. 
F.	 Act in a manner that reflects pride in self, family, and in Maplewood Career Center. 
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DRESS AND GROOMING
 
Students dress should be appropriate to the educational activities and the environment of the school. 
Attire and/or appearance that is considered unsafe, unclean, unprofessional, immodest, vulgar, or
offensive will not be permitted. In general, dress and grooming should be appropriate. The following are 
examples of dress being “unfit” for school wear: 
A.	 Apparel with drug, alcohol, obscene or suggestive messages, tobacco, cigarettes, gang identifiers, 

cult identifiers 
B.	 Shorts less than mid-thigh, pajama pants, spandex/ biker pants, low baggy hip-hugger pants                                                                                         
C.	 Tank tops, rag tops, sleeveless shirts (shoulders must be covered) 
D.	 Unbuttoned/Low cut shirts and blouses 
E.	 Midriff shirts/blouses, see-through clothing 
F.	 Heavy chains of any length 
G. Sunglasses (prescription sunglasses are permitted when deemed necessary by a physician) 
H.	 Short skirts/dresses (length must be no more than 3 inches above the knee) 
I.	 Attire with holes (visible undergarments are not permitted) 
J.	 Extreme make-up 
K.	 Spiked collars 
L.	 Three visible body piercings with the exception of earrings and a tongue stud 
M. Coveralls or outerwear (other than a jacket) may not be worn outside of lab 
N.	 Slippers 
O. Blankets 
P. Hooded sweatshirts with the hoods up 
Situations not covered in the above list shall rest in the hands of the administration and the faculty. 
Students failing to comply with the Dress Code will be given a pass to the Alternative Learning Center 
to complete the instructional packet on proper attire at work. Once completed, a determination of
consequences will be made. 

LAB UNIFORMS 
Students, who fail to wear their lab uniform in programs where uniforms are a requirement, will receive a 
“0” for the day and may be removed to the Alternative Learning Center at the discretion of the instructor. 
In addition, individual program instructors may prescribe a more restrictive dress code in laboratories 
or for special situations. 

HALL CONDUCT 
While in the halls students are expected to maintain reasonable conduct: whistling, loud talking, running,
and pushing are not permitted. Public displays of affection are inappropriate. Students in the halls during 
class time must have a hall pass. Unacceptable behavior may result in consequences. 

LUNCH PERIOD 
All students are to eat their lunch in the cafeteria and are to report promptly as scheduled. A free or 
reduced lunch program is offered to eligible students. Free/Reduced Lunch applications are available 
in the Student Services office. 
Students will remain in the cafeteria during lunch. Permission may be obtained from the monitor to go 
to the Student Services office, the Resource Center, or the restroom. While eating or socializing in the 
cafeteria, students are expected to: 
1.	 observe good dining room standards: sitting at the tables, conversing quietly with others, etc. 
2.	 leave the table and surrounding area clean and orderly, putting trash in the proper containers. 

FOOD AND BEVERAGES ARE PROHIBITED OUTSIDE THE CAFETERIA.
 
OFF-CAMPUS LUNCH IS PROHIBITED.
 

NO “FOOD DELIVERY” FOR INDIVIDUAL LUNCHES.
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FOOD AND BEVERAGES
 
Food and beverages, unless packed as a lunch, are prohibited in the halls. Prior to entering the building,
students are to appropriately dispose of opened beverage containers. Lunches are to be kept in the 
student’s hall locker, not the lab locker. No food or beverage is to be taken into the labs or class rooms, 
or eaten anywhere other than in the cafeteria. 
Exception: Students are permitted to have water.  The water must be in a clear plastic container in which 
the water was purchased. Sports bottles, tumblers, Yeti’s, etc. are not permitted. 

ZERO TOLERANCE
 
In accordance with legislation, Maplewood does not expect nor will it tolerate truancies from school or 
disruptive, inappropriate, and violent behavior. Violence in any form is objectionable whether it is evidenced
by words, threats, or physical confrontation. While on school property or at a school-sponsored event 
students are prohibited from planning altercations which might occur after school hours and/or off of 
school premises. Although prevention and intervention strategies will be utilized by instructional and 
counseling staff, students bear the responsibility to meet behavioral standards. 

BOMB THREATS 
Students are prohibited from making bomb threats to the building or to any premises at which a school 
activity is occurring. Consequences for violating the bomb threat policy are delineated in the Code of 
Conduct under the individual infractions sections. 

SUBSTANCE USE 
Maplewood recognizes the serious problems that alcohol and/or drug use and dependency causes. 
We have the dual responsibility to discipline students who use or possess alcohol or drugs, and to offer 
help in seeking treatment for those who are chemically dependent. In every instance, Maplewood will 
endeavor to support and provide opportunities for help and follow-up services; yet, there is no tolerance 
for illicit substance use or possession on school property. 

CHEMICAL INTERVENTION 
Maplewood works with other agencies to assist students in their individual intervention program. 
Concerned students should see a counselor. 

CHEMICAL USE/ABUSE PROCEDURE 
In accordance with Federal law, the Maplewood Career Center Board of Education prohibits possession 
of, use of, or smelling of alcoholic beverages, illegal drugs (marijuana, barbiturates, amphetamines, 
narcotics, hallucinogens, cocaine, etc.), controlled substances, counterfeit or look-a-like controlled
substances, all chemicals which release toxic vapors, inhalants, anabolic steroids, any prescription or 
patent drug (except those for which permission to use in school has been granted pursuant to the Board 
policy--see Clinic Section), and/or the possession of drug paraphernalia (syringes, roach clips, etc.), 
selling, buying, or exchanging or attempting to sell, buy, or exchange the above items is strictly prohibited
on school grounds and at school-sanctioned or sponsored events away from school property. Acting 
as a “lookout” while others might use, sell, exchange, or attempt to do the preceding is prohibited and
will result in the same consequences as for those involved in the act. The following will occur whenever 
there is a violation of the above: 
1.	 A 10-day out-of-school suspension. 
2.	 Automatic recommendation for expulsion. 
3.	 Referral to the appropriate authorities. 
4.	 A urinalysis may be required immediately. (The student assumes financial responsibility.) 
5.	 Students may be expelled for up to 80 school days. These days may begin in one school year and 

continue into the next, depending upon the date of the infraction. 
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ELECTRONIC DEVICES
 
In order to protect the integrity of the teaching and learning process all electronic devices are strictly 
regulated during the school day.  The following regulations must be followed by students possessing an 
electronic device while on school property: 
Cell Phones/music devices: 
•	 Cell phones, music playing devices, and headphones are permitted in the building and students may

carry them 
•	 Cell phones, music playing devices, and headphones are to be turned OFF while in the building 
•	 Student carried cell phones, music playing devices, and headphones should not vibrate, be heard, 

or be seen in the halls, restrooms, locker rooms, common areas, labs, classrooms, etc. 
• Students are NOT allowed to use cell phones in the hallways 
Exception: Students will be permitted to use their cell phone and music playing devices during their
30 minute individually assigned lunch period held in the Maplewood dining area (Cafeteria) and in the 
Cafeteria before 8:12 a.m. Music playing devices will only be permitted in conjunction with headphone 
use.  Wi-Fi Internet service access will be open for student use in the Maplewood dining area during 
school lunch periods. Students may take out their cell phones, music playing devices, or headphones 
and turn them on once they are IN the Maplewood dining area. Cell phones must be turned OFF and 
no longer visible BEFORE students exit the Maplewood dining area. Students are permitted to text on 
Smart watches during their lunch periods only. 
Devices which are NOT permitted include but are not limited to the following: 
•	 Laptops, IPads, Tablets, Nooks, Kindles, and similar devices 
•	 Laser Pointers, cameras, radios, DVD’s, TV’s, recording devices, etc. 
• Handheld, portable, and/or other types of gaming devices 
Maplewood Career Center provides the technology and equipment students need to succeed in their 
academic and lab settings.  Consequently, the need for individual electronic devices at school does not exist. 
Failure to abide by the rules for possession and use of cell phones and music playing devices or
possession of devices which are not permitted in the building will result in disciplinary consequences. 

BULLYING AND OTHER FORMS OF AGGRESSIVE BEHAVIOR 
The Board of Education is committed to providing a safe, positive, productive, and nurturing educational
environment for all of its students. The Board encourages the promotion of positive interpersonal relations 
between members of the school community. 
Members of the School District community, which includes students, or third parties who believe they 
have been subject to harassment, intimidation, or bullying based on race, color, or national origin should 
utilize the Board’s complaint process under Bylaws & Policies 2260 (Nondiscrimination and Access to 
Equal Educational Opportunity). Bylaws & Policies2260 can be found on the School District’s web site. 
The Board designates the following individuals to serve as the District’s “Compliance Officers” with 
respect to Bylaws & Policies 2260 (Nondiscrimination and Access to Equal Educational Opportunity). 

Supervisor of Business Affairs 
Michael Lenzo 

Treasurer 
Michelle E. Seckman 

330-296-2892 330-296-2892 
7075 State Route 88 7075 State Route 88 
Ravenna, OH 44266 Ravenna, OH 44266 
lenzomi@mwood.cc seckmanmi@mwood.cc 

The names, titles, and contact information of these individuals will be published annually in the parent/
student and staff handbooks and on the School District’s web site. 
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Harassment, intimidation, or bullying toward a student, whether by other students, staff, or third parties 
is strictly prohibited and will not be tolerated. This prohibition includes aggressive behavior, physical, 
verbal, and psychological abuse, and violence within a dating relationship. The Board will not tolerate 
any gestures, comments, threats, or actions which cause or threaten to cause bodily harm or personal 
degradation. This policy applies to all activities in the District, including activities on school property, on 
a school bus, or while en route to or from school, and those occurring off school property if the student 
or employee is at any school-sponsored, school-approved or school-related activity or function, such as 
field trips or athletic events where students are under the school’s control, in a school vehicle, or where 
an employee is engaged in school business. 
This policy has been developed in consultation with parents, District employees, volunteers, students, and
community members as prescribed in R.C. 3313.666 and the State Board of Education’s Model Policy. 
Harassment, intimidation, or bullying means: 
A.	 any intentional written, verbal, electronic, or physical act that a student or group of students exhibits

toward another particular student(s) more than once and the behavior both causes mental or physical
harm to the other student(s) and is sufficiently severe, persistent, or pervasive that it creates an 
intimidating, threatening, or abusive educational environment for the other student(s); or 

B.	 violence within a dating relationship. 
“Electronic act” means an act committed through the use of a cellular telephone, computer, pager,
personal communication device, or other electronic communication device. 
Aggressive behavior is defined as inappropriate conduct that is repeated enough, or serious enough, 
to negatively impact a student’s educational, physical, or emotional well-being. This type of behavior 
is a form of intimidation and harassment, although it need not be based on any of the legally protected 
characteristics, such as sex, race, color, national origin, marital status, or disability. It would include, but 
not be limited to, such behaviors as stalking, bullying/cyber bullying, intimidating, menacing, coercion, 
name calling, taunting, making threats, and hazing. 
Harassment, intimidation, or bullying also means cyber bullying through electronically transmitted acts (i.e.,
internet, e-mail, cellular telephone, personal digital assistance (PDA), or wireless hand-held device) that a
student(s) or a group of students exhibits toward another particular student(s) more than once and the behavior
both causes mental and physical harm to the other student and is sufficiently severe, persistent, or pervasive
that it creates an intimidating, threatening, or abusive educational environment for the other student(s). 
Any student or student’s parent/guardian who believes she/he has been or is the victim of aggressive behavior
should immediately report the situation to the building director or assistant director, or the Superintendent.
The student may also report concerns to teachers and other school staff who will be responsible for notifying
the appropriate administrator or Board official. Complaints against the building director should be filed
with the Superintendent. Complaints against the Superintendent should be filed with the Board President 
Every student is encouraged, and every staff member is required, to report any situation that they believe
to be aggressive behavior directed toward a student. Reports may be made to those identified above. 
All complaints about aggressive behavior that may violate this policy shall be promptly investigated. 
The building director or appropriate administrator shall prepare a written report of the investigation upon 
completion. Such report shall include findings of fact, a determination of whether acts of harassment, 
intimidation, and/or bullying were verified, and, when prohibited acts are verified, a recommendation 
for intervention, including disciplinary action shall be included in the report. Where appropriate, written 
witness statements shall be attached to the report. 
During an investigation regarding issues of harassment, intimidation, or bullying based on race, color, 
or national origin that will be handled under Bylaws & Policies 2260 (Nondiscrimination and Access to 
Equal Educational Opportunity), if the Building Compliance Officer determines that it is necessary to 
separate parties or witnesses during the investigation, the Compliance Officer(s) or designee will use 
a neutral location, other than the Alternative Learning Center, and will explain to the student(s) that the 
separation is not punitive or disciplinary. 
The District shall implement intervention strategies (AG 5517.01) to protect a victim or other person
from new or additional harassment, intimidation, or bullying and from retaliation following such 
a report. The Compliance Officer shall minimize the burden on the Complainant when taking any steps 
to separate the Complainant and the alleged perpetrator (i.e., Compliance Officer shall not, as a matter 
of course, remove Complainants from classes or workstations while allowing perpetrators to remain). 
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In those cases where unlawful harassment is substantiated, the Board will take immediate steps to end the
harassment, prevent its reoccurrence, and remedy its effects. Individuals who are found to have engaged in
unlawful harassment will be subject to appropriate disciplinary action. The Board will also follow-up with the
victim of any unlawful harassment regarding the outcome of the investigation and will offer to provide counseling
if necessary. If appropriate, the Board may institute other remedies, such as providing the Complainant with
an escort between classes and activities or offering academic support services (e.g., tutoring). The Board
may also determine to create a committee of students and school officials to identify strategies to ensure a
harassment-free environment, or institute climate checks, training of staff and students, communicate the
availability of school resources to victims of harassment, and/or revise Board policies as necessary. 
This policy shall not be interpreted to infringe upon the First Amendment rights of students (i.e., to prohibit
a reasoned and civil exchange of opinions, or debate, that is conducted at appropriate times and places 
during the school day and is protected by State or Federal law). 
The complainant shall be notified of the findings of the investigation, and as appropriate, that remedial 
action has been taken. If after investigation, acts of bullying against a specific student are verified, the 
building director or appropriate administrator shall notify the custodial parent/ guardian of the victim of 
such finding. In providing such notification care shall be taken to respect the statutory privacy rights of 
the perpetrator of such harassment, intimidation, and/or bullying. 
If after investigation, acts of harassment, intimidation, and/or bullying by a specific student are verified, the
building director or appropriate administrator shall notify in writing the custodial parent/guardian of the
perpetrator of that finding. If disciplinary consequences are imposed against such student, a description 
of such discipline shall be included in the notification. 
Complaints 
Students and/or their parents/guardians may file reports regarding suspected harassment, intimidation, or
bullying. Such reports shall be reasonably specific including person(s) involved, number of times and places of
the alleged conduct, the target of suspected harassment, intimidation, and/or bullying, and the names of any
potential student or staff, witnesses. Such reports may be filed with any school staff member or administrator,
and they shall be promptly forwarded to the building director for review, investigation, and action. 
Students, parents/guardians, and school personnel may make informal or anonymous complaints of
conduct that they consider to be harassment, intimidation, and/or bullying by verbal report to a teacher,
school administrator, or other school personnel. Such complaints shall be reasonably specific including
person(s) involved, number of times and places of the alleged conduct, the target of suspected harassment,
intimidation, and/or bullying, and the names of any potential student or staff witnesses. A school staff member
or administrator who receives an informal or anonymous complaint shall promptly document the complaint
in writing, including the information provided. This written report shall be promptly forwarded by the school
staff member and/or administrator to the building director for review, investigation, and appropriate action. 
Individuals who receive the complaint Anonymous complaints shall be reviewed and reasonable action 
shall be taken to address the situation, to the extent such action may be taken that (1) does not disclose 
the source of the complaint, and (2) is consistent with the due process rights of the student(s) alleged 
to have committed acts of harassment, intimidation, and/or bullying. 
When an individual making an informal complaint has requested anonymity, the investigation of such complaint
shall be limited as is appropriate in view of the anonymity of the complaint. Such limitation of investigation may
include restricting action to a simple review of the complaint subject to receipt of further information and/or the
withdrawal by the complaining student of the condition that his/her report be anonymous. 
Privacy/Confidentiality 
The School District will respect the privacy of the complainant, the individual(s) against whom the complaint is
filed, and the witnesses as much as possible, consistent with the Board’s legal obligations to investigate, to take
appropriate action, and to conform with any discovery or disclosure obligations. All records generated under this
policy and its related administrative guidelines shall be maintained as confidential to the extent permitted by law. 
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Reporting Requirement 
At least semi-annually, the Superintendent shall provide to the President of the Board a written summary 
of all reported incidents and post the summary on the District web site (if one exists). The list shall be 
limited to the number of verified acts of harassment, intimidation, and/or bullying, whether in the classroom,
on school property, to and from school, or at school-sponsored events. 
Allegations of criminal misconduct and suspected child abuse will be reported to the appropriate law 
enforcement agency and/or to Child Protective Services in accordance with statute. District personnel
shall cooperate with investigations by such agencies. 
Immunity 
A School District employee, student, or volunteer shall be individually immune from liability in a civil action
for damages arising from reporting an incident in accordance with this policy and R.C. 3313.666 if that 
person reports an incident of harassment, intimidation, and/or bullying promptly, in good faith, and in 
compliance with the procedures specified in this policy. Such immunity from liability shall not apply to an 
employee, student, or volunteer determined to have made an intentionally false report about harassment,
intimidation, and/or bullying. 
Notification 
Notice of this policy will be annually circulated to and posted in conspicuous locations in all school 
buildings and departments within the District and discussed with students, as well as incorporated into 
the teacher, student, and parent/ guardian handbooks. At least once each school year a written
statement describing the policy and consequences for violations of the policy shall be sent to
each student’s custodial parent or guardian. The statement may be sent with regular student 

report cards or may be delivered electronically.
 
The policy and an explanation of the seriousness of bullying by electronic means shall be made

available to students in the District and to their custodial parents or guardians.
 
State and Federal rights posters on discrimination and harassment shall also be posted at each

building. All new hires will be required to review and sign off on this policy and the related 

complaint procedure.
 
Education and Training
 
In support of this policy, the Board promotes preventative educational measures to create greater
awareness of aggressive behavior, including bullying and violence within a dating relationship. The 
Superintendent or designee shall provide appropriate training to all members of the School District 
community related to the implementation of this policy and its accompanying administrative guidelines. 
All training regarding the Board’s policy and administrative guidelines and aggressive behavior and 
bullying in general, will be age and content appropriate. 
Annually, the District shall provide all students enrolled in the District with age-appropriate instruc-
tion regarding the Board’s policy, including a written or verbal discussion of the consequences 
for violations of the policy. 
Students in grades seven (7) through twelve (12) shall receive age-appropriate instruction in dating 
violence prevention education, including instruction in recognizing dating violence warning signs and 
characteristics of healthy relationships. Parents, who submit a written request to the building director 
to examine the dating violence prevention instruction materials used in the school, will be afforded an 
opportunity to review the materials within a reasonable period of time. 
District shall provide training, workshops, and/or courses on this policy for school employees and
volunteers who have direct contact with students. Time spent by school staff in these training programs 
shall apply toward mandated continuing education requirements. 
In accordance with Board Policy 8462, the Superintendent shall include a review of this policy on 
bullying and other forms of harassment in the required training in the prevention of child abuse, 
violence, and substance abuse and the promotion of positive youth development. 
The Superintendent shall develop administrative guidelines to implement this policy. Guidelines shall 
include reporting and investigative procedures, as needed. The complaint procedure established by the 
Superintendent shall be followed. 

25 



 
 

   
   

    
      

    
      

      

        

 
 

 
 

 

 

 

  

 
 

 

IMPORTANT NOTICE
 
Your possession of these rules and the fact that you have signed an acknowledgment of having had these
rules reviewed with you by your teacher constitutes a first warning. No further warnings will be given. It is 
your responsibility to familiarize yourself with these rules and the consequences of violating them. The rules in this 
booklet apply to all students, regardless of age, at all school-sponsored activities, whether on schoolproperty 
or not, and when being transported on a board-owned vehicle. Each of the behaviors and/or types of misconduct 
listed below are prohibited and may subject the student to disciplinary action including, but not limited to, student 
conference, parent/guardian notification, parent/guardian conference, detention, in-school discipline, suspension, 
and/or expulsion from school. Furthermore, any criminal acts committed at or related to Maplewood Career 
Center will be reported to law enforcement officials as well as disciplined at school. Certain criminal acts may 
result in permanent exclusion from school. 
Aiding or Abetting Violation of School Rules: A student shall not assist another student in the violation
 
of any school rule. Students are expected to resist peer pressure and exercise sound decision-making 

regarding their behavior.
 
Arson:  A student shall not intentionally or purposely destroy or damage, or attempt to destroy or damage,

school or district buildings or property by means of fire. Anything, such as fire, that endangers school 

property and its occupants will not be tolerated. Arson is a felony.
 
Bomb Threats and Other False Alarms and Reports:   Making a bomb threat (i.e., intentionally giving 

a false alarm of a bomb) against a school building or any premises at which a school activity is being held

at the time the threat is made may result in expulsion for a period of up to one (1) school year. Additionally,

intentionally giving a false alarm of a fire, or interfering with any fire alarm is prohibited. It should be 

remembered that false emergency alarms or reports endanger the safety forces that are responding to

the alarm/report, the citizens of the community, and the persons in the building. What may seem like 

a prank is a dangerous stunt that is against the law and will subject the student to disciplinary action.
 
Burglary: A student shall not enter Maplewood Career Center or any building owned by the Board with 

the intent to commit a crime.
 
Computer Technology and Network Use:  A student shall not violate the guidelines for computer 

technology and network use. A student shall not access the Internet without permission nor misuse 

computers, software, or databases. This includes using unauthorized software programs or introducing 

viruses into any system. Copyright law infractions, altering information, and gaining access to unauthorized

Internet sites are strictly prohibited. In addition, inappropriate use of computers could result in a loss of 

the student’s Internet privileges.
 
Damaging Property (Vandalism):   Defacing, cutting, or otherwise damaging property that belongs to

the school, district, other students, employees or others and disregard for school property.
 
Display of Affection/Sexual Activity:   A student shall refrain from any display of affection while on 

school property or attending school functions, with the exception of hand holding. Sexual activity of any 

nature is prohibited.
 
Disobedience/Insubordination: A student shall comply with directions from teachers, or other authorized

school personnel during any period of time when the student is under the authority of school personnel. 

Violations of any directive or disciplinary procedure shall constitute insubordination. 

Disrespect: No student will be disrespectful to any staff person or other student either verbally or 

non-verbally. (Name-calling will be considered a form of disrespect.)
 
Disruptive Behavior: No student shall engage in behavior that disrupts the orderly conduct of a school 

function or disrupts the learning environment.
 
Electronic Devices: 

Cell Phones/music devices:
 
•	 Cell phones, music playing devices, and headphones are permitted in the building and students may

carry them 
•	 Cell phones, music playing devices, and headphones are to be turned OFF while in the building 
•	 Student carried cell phones, music playing devices, and headphones should not vibrate, be heard, 

or be seen in the halls, restrooms, locker rooms, common areas, labs, classrooms, etc. 
•	 Students are NOT allowed to use cell phones in the hallways 
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Exception:  Students will be permitted to use their cell phone and music playing devices during their
30 minute individually assigned lunch period held in the Maplewood dining area (Cafeteria) and in the 
Cafeteria before 8:12 a.m. Music playing devices will only be permitted in conjunction with headphone 
use.  Wi-Fi Internet service access will be open for student use in the Maplewood dining area during 
school lunch periods. Students may take out their cell phones, music playing devices, or headphones 
and turn them on once they are IN the Maplewood dining area. Cell phones must be turned OFF and 
no longer visible BEFORE students exit the Maplewood dining area. Students are permitted to text on 
Smart watches during their lunch periods only. 
Devices which are NOT permitted include but are not limited to the following: 
•	 Laptops, IPads, Tablets, Nooks, Kindles, and similar devices 
•	 Laser Pointers, cameras, radios, DVD’s, TV’s, recording devices, etc. 
• Handheld, portable, and/or other types of gaming devices 
Failure to comply with ANY of these stipulations set forth under Electronic Devices will result in confiscation
of the device, progressive disciplinary consequences, and/or loss of the privilege to carry permitted 
electronic devices. NOTE: Carrying a permitted electronic device is a privilege that will be revoked if a
student is unwilling to follow related school rules. 
Extortion: Extortion is the use of threat, intimidation, force, or deception to take, or receive something 
from someone else. Extortion is against the law.
 
Falsification: A student shall not issue or transfer or cause to be issued or transferred to a school 

employee any school related document, form, pass, absence excuse, or early dismissal excuse while 

having knowledge that any of the following conditions apply to said item:
 
1.	 The item was procured by giving false information or by failing to give correct information.
 
2.	 The item contains false information and/or false authorization or signature. A student shall not offer 

a materially false statement during the course of a suspension or an expulsion hearing with the intent
of affecting the outcome of such hearing. A student shall not mislead any school personnel as to his/
her identity when asked for such identity. A student shall in no manner cause false or misleading 
information to influence school operations. 

Fighting: A student shall not fight. Fighting is defined as the willful act of hostile bodily contact among 
two or more persons. Words can constitute provocation. A student shall not encourage or provoke a 
fight, nor shall any student encourage others to fight. Those fighting may be referred to the Ravenna 
City Police for disorderly conduct. 
Gambling: No student shall gamble or wager. 
Harassment and/or Aggressive Behavior (Including Bullying/Cyber bullying): The Board encourages
the promotion of positive interpersonal relations between members of the school community. Harass
ment and/or aggressive behavior (including bullying/cyber bullying) toward a student, whether by other 
students, staff, or third parties, is strictly prohibited and will not be tolerated. This prohibition includes 
physical, verbal, and psychological abuse, and any speech or action that creates a hostile, intimidating, 
or offensive learning environment. The Board will not tolerate any gestures, comments, threats, or
actions which cause or threaten to cause bodily harm or personal degradation. Individuals engaging 
in such conduct will be subject to disciplinary action.  All issues of harassment, intimidation, or bullying 
based on race, color, or national origin will be handled under Bylaws & Policies 2260 (Nondiscrimination 
and Access to Equal Educational Opportunity). (For more information, please refer to the Bullying and 
Other Forms of Aggressive Behavior section and Bylaws & Policies 2260, which can be found on the 
School District’s website) 
Hazing: Performing any act or coercing another, including the victim, to perform any act of initiation into 
any class, team, or organization that causes or creates a substantial risk of causing mental or physical 
harm. Permission, consent, or assumption and of risk by an individual subjected to hazing shall not 
lessen the prohibitions contained in this rule. 
Hazing by any individual, school group, club, or team is not permitted. This includes any form of initiation 
that causes or creates a risk of causing mental or physical harm, no matter how willing the participant
may be. Hazing activities are prohibited at any time in school facilities, on school property, and/or off 
school property but connected to activities or incidents that have occurred on school property. 
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All incidents of hazing must be reported immediately to any of the following individuals: the building 

director or other administrator; teacher; student club advisor/supervisor, and/or Superintendent. Students

who engage in hazing may also be liable for civil and criminal penalties.
 
Igniting Materials: A student shall not ignite or possess matches, lighters, and other devices that 

produce flames. 

Improper Dress: Students shall follow the dress code established in the Code of Conduct.
 
Inappropriate Writings: A student shall not draw or possess drawings of gang, drug/alcohol, or cult 

signs/symbols. 

Knowledge of Dangerous Weapons or Threats of Violence:  Because the Board of Education
 
believes that students, staff members, and visitors are entitled to function in a safe school environment, 

students are required to report knowledge of dangerous weapons/ instruments or threats of violence to 

the Supervisor of Student Discipline.
 
Misconduct Against a School Official or Employee or the Property of Such a Person, Regardless 

of Where it Occurs: Maplewood Career Center prohibits misconduct committed by a student against a 

school official or employee including, but not limited to, harassment (of any type), vandalization, assault 

(physical and/ or verbal), and destruction of property. All issues of harassment, intimidation, or bullying 

based on race, color, or national origin will be handled under Bylaws & Policies 2260 (Nondiscrimination 

and Access to Equal Educational Opportunity)
 
Misconduct Off School Grounds: Students may be subject to discipline for their misconduct even when it

occurs off school property when the misconduct is connected to activities or incidents that occurred on property

owned or controlled by the District. Misconduct is defined as any violation of the Student Discipline Code.
 
Offensive Language/Obscene Gestures/Symbols: A student shall not use, display, or write any
 
offensive language whether directed towards a specific individual or not. Communicating with any person

in a manner that is insulting, taunting, or challenging in such a way as to provoke a violent response is 

prohibited. This includes obscene gestures, signs, pictures, or publications.
 
Possession and/or Use of Explosives and/or Fireworks: A student shall not possess or use any 

compound or mixture with the primary or common purpose is to function by explosion, with substantially 

instantaneous release of gas and heat (including, but not limited to, explosives and chemical-reaction 

objects such as smoke bombs and poppers). Also, a student shall not possess or offer to sell any 

substance, combination of substances, or articles prepared to produce a visible and/or audible effect by 

combustion, explosion, deflagration, or denotation.
 
Possession of Pornography: A student shall not possess sexually explicit material. 

Possession or Use of Illicit or Controlled Substances: A student shall not possess, use, distribute, 

transmit, sell, or conceal paraphernalia used to administer narcotics, inhalants, toxins, or drugs; nor shall

a student possess, use, transmit, sell, conceal, smell of, or be under the influence of narcotics, inhalants,

toxins, drugs, or alcohol, or any look-a-like or counterfeit drugs or alcohol while under the jurisdiction of 

the school. A recommendation for expulsion is mandatory. (See Chemical Use/Abuse section.)
 
Possession or Use of Tobacco Products:  A student shall not use, distribute, sell, or be in possession of

tobacco or any tobacco product or paraphernalia (matches, lighter, cigarettes, chewing tobacco, look-a-like

chewing tobacco, e-cigarettes, vaping paraphernalia of any sort, etc.), at school or any school function.
 
Smoking of electronic cigarettes, “vapor devices”, and other substitute forms of cigarettes whether they 

contain nicotine or not, are also prohibited. 

Parking Violation:  A student must register his/her vehicle with the High School office and display the 

parking pass at all times.
 
Physical Assault of a Staff Member, Student, or Person Associated with the District:  A student 

shall not act with intent to cause fear in another person or immediate bodily harm or death, or intentionally

bully, inflict or attempt to inflict harm on another person. Physical assault, regardless of whether it causes

injury, will not be tolerated. Any intentionally harmful or potentially harmful physical contact or bullying 

initiated by a student against a staff member will be considered to be assault. Assault may result in 

criminal charges and may subject the student to expulsion.
 
Reckless Driving: A student shall not operate his/her vehicle in a reckless manner. Some examples of 

recklessness, not intended to be exhaustive, include: speeding, peeling tires, etc. Students shall register

to drive and shall park only in the areas assigned to them. Students driving to school are responsible for 

displaying a permit at all times. No student shall ride in a truck bed while on school property.
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Refusing to Accept Discipline:  Students who fail to comply with disciplinary penalties may face

enhanced penalties for such action. 

Repeated and Multiple Violations of the Code of Conduct:   Any student who has had repeated and

multiple violations of the rules listed herein may be recommended for expulsion.
 
Safety: No student shall engage in any activity which leads or has the possibility of leading to injury of 

self or others or damage of property.
 
Scholastic Dishonesty: Scholastic dishonesty includes, but is not limited to cheating on an assignment/

test/quiz, plagiarism, collusion, copying another student’s work, collaborating with another student on school

work or a test without permission. In addition, knowingly using, buying, selling, stealing, transporting, soliciting

a whole or part of the contents of an administered test, substitution of another student’s work for one’s

own, securing copies of a test or answers in advance of a test. Students displaying scholastic dishonesty

will be given a “zero” on the test, quiz, project, assignment, and will be issued additional consequences.
 
School Equipment:  No student shall make unauthorized use of any school safety equipment (including 

but not limited to: fire extinguishers, showers, fire and burglar alarms, eye rinses, blankets), school 

telephones, duplicating equipment, or materials and supplies.
 
Sleeping During the School Day:  Students are not permitted to sleep in class/lab, activity period, etc.
 
Student Records: A student shall not obtain any form of access to any school records, grades, or 

related information without authorization from a school official. A student wishing to review his/her records

should see a guidance counselor.
 
Tardiness to School: A student who is not on time to school is considered tardy.  Tardies will reset 

every grading period. The consequences are listed below:
 

Tardy #3 1 detention 
Tardy #4 1 detention 
Tardy #5 1 detention 
Tardy #6 2 detentions 
Tardy #7 1 day ALC and completion of instructional packet on Tardiness 
Tardy #8 1 day ALC and conference with counselor 
Tardy #9 2 days of ALC 
Tardy #10 2 days of ALC  (Parental conference conducted by the counselor and a referral 

to an assessment agency if deemed appropriate.) 
Tardy #11 Referral to the Supervisor of Student Discipline for further consequences (such 

as loss of driving privileges, a paper, etc. as assigned) 
Tardiness to Class: A student who is not on time to class is considered tardy.  The consequences are 
listed below: 

Tardy #1 Verbal Warning 
Tardy #2 1 detention 
Tardy #3 3 detentions 
Tardy #4 Discipline referral to the Supervisor of Student Discipline for additional consequences 

Terroristic Threat:  A student shall not threaten, directly or indirectly, to commit a crime of violence 
with the purpose to terrorize another or with reckless disregard of the risk of causing terror in another. 
Theft: A student shall not attempt to take any property belonging to the school or private property of 
another student, teacher, employee, visitor, or employer of a work-study or early release program. Theft 
also applies to the unauthorized possession, access, or use of a data base, copyright laws, computer 
software, computer hardware, school information, or unauthorized academic information. 
Trespassing:  Although schools are public facilities, the law allows the Board to restrict access to school
property. Being present in any Board-owned facility or portion of a Board-owned facility when it is closed 
to the public or when the student does not have the authorization to be there, or unauthorized presence 
in a Board-owned vehicle; or unauthorized access or activity in a Board-owned computer, into district, 
school or staff computer files, into a school or district file server, or into the network. When a student has 
been removed, suspended, expelled, or permanently excluded from school, the student is prohibited 
from being present on school property without authorization of the director. 
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Truancy:  A student who is absent from school or any portion thereof without school authorization and 
lawful parental consent is considered truant. Consequences are as follows: 

Truancy #1 1-day assignment to the Alterative Learning Center and completion of the
 instructional Truancy Packet 

Truancy #2 2-day assignment to the Alternative Learning Center and a parental conference 
Truancy #3 3-day assignment to the Alternative Learning Center 
Truancy #4 4-day assignment to the Alternative Learning Center 
Truancy #5 Referral to Juvenile Court, Bureau of Motor Vehicles (minors), or recommendation

for expulsion for non-attendance (18 year olds) 
Unauthorized Area: A student shall not be in any hallway, classroom, laboratory, restroom, or other 
area that he/she is not duly assigned without authorization.
 
Unauthorized Use of Vehicles:  A student shall not occupy or use vehicles during school hours without 

parental permission and school authorization.
 
Use and/or Possession of a Weapon:  A weapon is any device that may be used for offensive or defensive
purpose, including but not limited to conventional objects such as guns, pellet guns, knives, or club type
implements. It may also include any toy that is presented as a real weapon or reacted to as a real weapon.
Possession and/or use of a weapon may subject a student to expulsion and possible permanent exclusion. 
A knife is defined as any cutting instrument consisting of a sharp blade fastened to a handle, a razor 
blade or any similar device that is used for, or is readily capable of causing death or serious bodily injury.
Use of an Object as a Weapon:  Any object that is used to threaten, harm, or harass another may be 
considered a weapon. This includes, but is not limited to, padlocks, pens, pencils, laser pointers, and 
jewelry. 
Verbal and/or Written Threat to a Staff Member, Student, or Person Associated with the District: 
A student shall not make an oral or written statement or otherwise express an action that a staff member, 
student, or other person associated with Maplewood Career Center reasonably feels to be a threat. 
Profanity directed toward a staff member in a threatening tone may also be considered a verbal assault. 
Confrontation with a student or staff member that bullies, intimidates, or causes fear of bodily harm or 
death is also prohibited. 
Violation of Safety Code:  No student shall, after being warned by an instructor or an administrator, violate
an established departmental or class safety code. All horseplay will be considered a safety code violation. 
Violent Conduct: Students may be expelled for up to one school year for committing an act at school, 
on school property, at an interscholastic competition, extra-curricular event, or any other school program,
or directing an act at a Board official or employee, regardless of where or when that act may occur, that 
would be a criminal offense if committed by an adult and could result in serious physical harm to people. 

VIOLATIONS NOT LISTED HEREIN 
The administration reserves the right to establish rules and procedures in areas where precedent has 
not been set. 

DISCIPLINE 
It is important to remember that Maplewood Career Center’s rules apply on school property, at school 
sponsored events, on school transportation, and on property not owned or controlled by the Board 
of Education but that is connected to activities or incidents that have occurred on property owned or 
controlled by the Board of Education. Furthermore, students may be disciplined for conduct that regardless
of where or when it occurs is directed at a Board of Education employee or official, or the property of 
such official or employee. 
Maplewood Career Center is committed to providing prompt, reasonable discipline consistent with the 
severity of the incident. The consequences for misbehavior are designed to be fair, firm, and consistent 
for all students in Maplewood Career Center. Because it is not possible to list all misbehaviors that 
occur, misbehaviors not listed above will be responded to as necessary by staff.  The following types of
discipline may be issued to students who violate the Student Code of Conduct. 
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DETENTIONS
 
Each detention requires one 40 minute period of study time in the detention room. Detentions will be 
issued using the following procedures: 
1.	 A copy of the detention report will be given to the student stating the offense, the number of detentions,

and a date by which the detention must be served. Should the instructor request, the student will
have parents sign the student’s copy and return it to the instructor. 

2.	 Detentions must be served within two weeks of the date assigned. 
3.	 Truancy from detentions will result in assignment to the Alternative Learning Center. 

ALTERNATIVE LEARNING CENTER 
This restriction program will be assigned to those who commit violations in the Student Code of Conduct.
Students will be responsible for completing infraction specific packets, as well as obtaining and completing
academic classroom assignments. Students will remain in the Alternative Learning Center until 2:26 p.m. 
NOTE: CREDIT FOR MAKE-UP LAB WORK WILL NOT BE GIVEN WHEN A STUDENT IS ASSIGNED 
TO THE ALTERNATIVE LEARNING CENTER. The student will receive a “0” for all lab work given 
or due on the day of the assignment to the Alternative Learning Center. 

DUE PROCESS RIGHTS 
Before a student is suspended, expelled, or permanently excluded from school, there are specific
procedures that must be followed. As long as the in-school discipline is served entirely in the school 
setting, it will not require any notice or meeting, or be subject to appeal. 

SUSPENSION 
Suspension for up to ten (10) days may result from violations of the Student Conduct Code, excessive
misconduct, repeated minor offenses, unserved detentions, or failure to attend the Alternative Learning 
Center. A student may be assigned to an out-of-school suspension by the Supervisor of Student Discipline
or the Career and Technical Director. A student shall be suspended in the following manner: 
1.	 The student shall receive a written Notice of Intended Suspension from the Supervisor of Student

Discipline or the Director listing the reasons for the intended suspension. 
2.	 The student will then have the opportunity to an informal hearing to explain his/her actions. 
3.	 If the Supervisor of Student Discipline determines, as a result of the hearing, that the student shall 

be suspended, within 1 school day, the parent/guardian shall be notified in writing. 
4.	 The student and parent/guardian may appeal in writing the suspension to the Career and Technical 

Director within 14 days after notification of suspension. 
NOTE: Students will be permitted to make up all work, including tests, for no more than 60% of the 
assignment, test, assessment, etc. 
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EXPULSION FROM SCHOOL
 
When a student is being considered for expulsion, the student and parent will be provided with a formal 
notice of the proposed expulsion. This written notice will include the reasons for the intended expulsion, 
notification of the opportunity to appear in person before the Superintendent or the Superintendent’s 
designee to challenge the reasons for the expulsion and/or explain the student’s action, and notification 
of the time and place to appear. Students being considered for expulsion may be removed immediately. 
A hearing will be scheduled no earlier than three (3), nor no later than five (5) school days after the notice 
is given. Parents may request an extension of time for the hearing. The student may be represented by 
his/her parents, legal counsel, and/or by a person of his/her choice at the hearing. 
In accordance with Board Policy 5610, the Superintendent shall initiate expulsion proceedings against 
a student who has committed an act that warrants expulsion under Board policy even if the student 
withdraws from school prior to the hearing or decision to impose the expulsion. The expulsion will be 
imposed for the same duration that it would have been had the student remained enrolled. 
If a student is expelled, the student and the student’s parents will be provided with written notice within one
(1) school day of the imposed expulsion. The notice will include the reasons for the expulsion, the right of 
the student, or the student’s parent(s)/guardian(s) or custodian(s) to appeal the expulsion to the Board 
or its designee, the right to be represented in all appeal proceedings, the right to be granted a hearing 
before the Board or its designee, and the right to request that the hearing be held in executive session. 
Within fourteen (14) days after the Superintendent notifies the parents of the expulsion, the expulsion 
may be appealed, in writing, to the Board of Education or its designee. A hearing on the requested appeal
will be formal with an opportunity for sworn testimony. If the expulsion is upheld on appeal, a student’s 
parents may pursue further appeal to the Court of Common Pleas.  Students serving expulsions will not 
be awarded grades or credit during the period of expulsion. Expulsion for certain violations including use 
or possession of alcohol or drugs may result in revocation of student’s driver’s license. When a student 
is expelled, the Superintendent will notify any college in which the expelled student is enrolled under 
the Post-Secondary Enrollment Option at the time the expulsion is imposed. 

PERMANENT EXCLUSION 
State law provides for the permanent exclusion of a student, 16 years of age or older who engages in certain
criminal activity. Permanently excluded students may never be permitted to return to school anywhere in
the State of Ohio. A permanent exclusion may be considered if the student is convicted or adjudicated
delinquent for committing one or more of the following crimes while on the property of any Ohio school: 
A.	 conveying deadly weapons onto school property or to a school function; 
B.	 possessing deadly weapons onto school property or at a school function; 
C.	 carrying a concealed weapon onto school property or at school functions; 
D.	 trafficking in drugs onto school property or at a school function; 
E.	 murder, aggravated murder on school property or at a school function; 
F.	 voluntary or involuntary manslaughter on school grounds or at a school function; 
G. assault or aggravated assault on school property or at a school function; 
H.	 rape, gross sexual imposition, or felonious sexual penetration on school grounds or at a school 

function when the victim is a school employee; 
I. complicity in any of the above offenses regardless of the location.
 
This process is formal and may follow an expulsion with the proper notification to the parents.
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CALENDAR OF EVENTS
 
August	 20 .................................................................... Student/Teacher Orientation (PM)
 

26 ............................................................................................Students’ First Day
 

September	 02 ............................................................................... Labor Day - School Closed
 

October	 02 .............................................................. Parent/Teacher Evening Conferences
 
11 .............................................................................NEOEA Day - School Closed
 
29 .......................................................... End of First Nine Weeks Grading Period
 

November 01 & 02 ............................................................................Christmas in the Woods
 
07 ................................................................... Sophomore Visit & Showcase Day
 

Student Independent Study Offsite
 
14 ...................................................................... Career Night & Spaghetti Dinner
 
26 & 27 ............................................................................................... Blood Drive
 
28 & 29 ........................................................ Thanksgiving Break - School Closed
 

December	 02 .................................................................Teacher Comp Day - School Closed
 
23 - 31 ....................................................................Winter Break - School Closed
 

January	 1 –3 ........................................................................Winter Break - School Closed
 
17 .....................................................End of Second Nine Weeks Grading Period
 
20 .....................................................  Martin Luther King Jr. Day - School Closed
 

February	 05 .................................................................Spring Parent/Teacher Conferences
 
17 ...................................................................... Presidents’ Day - School Closed
 

March	 20 ......................................................... End of Third Nine Weeks Grading Period
 
23 - 27 ....................................................................Spring Break - School Closed
 

April	 01 ........................................................................................ Dinner with Teachers
 
10 ........................................................................... Good Friday – School Closed
 

May	 25 ......................................................................... Memorial Day - School Closed
 

June	 02 ............................................................................................Students’ Last Day
 

Note:  When calamity days must be made up, Blizzard Bags will be used for the first three days.  Following
the use of Blizzard Bags, Maplewood Career Center will begin making up school days beginning on. 
June 3, 2020. 
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34 



implicit – understood without being stated. It is implicit that she be at the airport on time. 

12 MONDAY
 

AUGUST 
TUESDAY13 

AUGUST 
WEDNESDAY14 

AUGUST 
THURSDAY15 

AUGUST
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THIS WEEK
IN HISTORY August 14, 1908 — The first international beauty contest is held in Folkestone, England. 

-vest- (clothes, endow) – vestry, vestment, vestibule, vest, investiture, divest 

FRIDAY 

SATURDAY 

SUNDAY 

36 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

16 

17 

18 

AUGUST
 

AUGUST
 

AUGUST
 

Datebookstore.com 
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urbane – suave; refined; elegant. The count was urbane and sophisticated in his dress. 

19 MONDAY
 

AUGUST 
TUESDAY20 

AUGUST 
WEDNESDAY21 

AUGUST 
THURSDAY22 

AUGUST
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THIS WEEK
IN HISTORY

August 21, 1911 — Vincenzo Peruggia walks out of the Louvre in Paris,
France, with the Mona Lisa hidden beneath his clothes. 

bene- (good) – benefit, benevolent, beneficial, benediction, benefactor, benign 

FRIDAY 

SATURDAY 

SUNDAY 

38 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

23 

24 

25 

AUGUST
 

AUGUST
 

AUGUST
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warranty – guarantee. The manufacturer's warranty replaces all defective parts for up to five 
years. 

26 MONDAY
 

AUGUST 
TUESDAY27 

AUGUST 
WEDNESDAY28 

AUGUST 
THURSDAY29 

AUGUST
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THIS WEEK
IN HISTORY

August 31, 1955 — The world’s first solar-powered car is demonstrated
at the General Motors Powerama in Chicago. 

-pond- (weight) – ponderous, ponder, preponderant, pound, imponderable, compound 

FRIDAY 

SATURDAY 

SUNDAY 

40 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

30 Muharram begins at sundown 

31
 

1
 

AUGUST 

AUGUST 

SEPTEMBER 

Datebookstore.com 
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histrionic – overly dramatic. The actor s histrionic performance made his character seem 
foolish. 

Labor Day2 MONDAY 

3 TUESDAY 

’ SEPTEMBER 

4 WEDNESDAY 
SEPTEMBER 

5 THURSDAY 
SEPTEMBER 

SEPTEMBER
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THIS WEEK
IN HISTORY

September 4, 1882 — At 3 p.m., Thomas Edison flips a switch in Edison Electric’s Pearl Street station in
New York City, lighting a portion of the city. This is often considered the beginning of the age of electricity. 

corp- (body) – corpulent, corporation, corporeal, corporal, corpse, corpuscle 

FRIDAY 

SATURDAY 

SUNDAY 

42 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

6 

7 

8 

SEPTEMBER
 

SEPTEMBER
 

SEPTEMBER
 

Datebookstore.com 
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culmination – end or final result. His inauguration as president marked the culmination of his 
campaign days. 

9 MONDAY
 

SEPTEMBER 
TUESDAY10 

SEPTEMBER 
WEDNESDAY11 Patriot Day 

SEPTEMBER 
THURSDAY12 

SEPTEMBER
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THIS WEEK
IN HISTORY

September 11, 2001 — A terrorist attack on the World Trade Center in New York
City and the Pentagon in Arlington, Virginia, destroys the 110-story twin towers and

severely damages a wing of the headquarters of the Department of Defense. 

dorm- (sleep) – dormitory, dormant, dormer, dormancy 

FRIDAY 

SATURDAY 

SUNDAY 

44 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 
 

13 

14 

15 

SEPTEMBER
 

SEPTEMBER
 

SEPTEMBER
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hedonism – belief that pleasure is the sole aim in life. Hedonism and asceticism are opposite 
philosophies of human behavior. 

16 MONDAY
 

SEPTEMBER 
TUESDAY17 

SEPTEMBER 
WEDNESDAY18 

SEPTEMBER 
THURSDAY19 

SEPTEMBER
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THIS WEEK
IN HISTORY

September 16, 1620 — The Mayflower sails from Plymouth, England,
bound for the New World with 102 passengers on board. 

-pater- (father) – paternalistic, patronize, paternity, patriarch, expatriate, paterfamilias 

FRIDAY 

SATURDAY 

SUNDAY 

46 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

20 

21 

22 

SEPTEMBER
 

SEPTEMBER
 

SEPTEMBER
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opulence – wealth. Visitors from other countries are often amazed at the opulence in the 
United States. 

First Day of Autumn 23 MONDAY 

SEPTEMBER 
TUESDAY24 

SEPTEMBER 
WEDNESDAY25 

SEPTEMBER 
THURSDAY26 

SEPTEMBER
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THIS WEEK
IN HISTORY

September 25, 1957 — Nine black students enter all-white Central High School in Little Rock,
Ark., escorted by the U.S. Army enforcing federal court-ordered racial integration. 

-nov- (new) – novel, nova, novice, novitiate, Nova Scotia, innovation, renovate 

FRIDAY 

SATURDAY 

SUNDAY 

48 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

27 

28 

29 

SEPTEMBER
 

SEPTEMBER
 
Rosh Hashanah begins at sundown 

SEPTEMBER 

Datebookstore.com 
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traverse – go through or across. When you traverse this field, be careful not to step on the 
wildflowers. 

30 MONDAY
 

SEPTEMBER 
1 TUESDAY 

OCTOBER 
2 WEDNESDAY 

OCTOBER 
3 THURSDAY 

OCTOBER
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THIS WEEK
IN HISTORY

October 4, 1957 — The Soviet Union launches Sputnik, the world’s
first artificial satellite, touching off the Space Age. 

-punct- (point) – punctuate, punctilious, puncture, punctual, acupuncture, contrapuntal 

FRIDAY 

SATURDAY 

SUNDAY 

50 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

4 

5 

6 

OCTOBER
 

OCTOBER
 

OCTOBER
 

Datebookstore.com 
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betroth – become engaged to marry. The announcement that they were betrothed surprised 
everyone. 

7 MONDAY
 

OCTOBER 
8 TUESDAY Yom Kippur begins at sundown 

OCTOBER 
9 WEDNESDAY 

OCTOBER 
THURSDAY10 

OCTOBER
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THIS WEEK
IN HISTORY

October 12, 1492 — Christopher Columbus lands at a Bahamian
island, believing that he has reached East Asia. 

-ject- (throw) – eject, reject, conjecture, dejected, inject, subject, projection, interject 

FRIDAY 

SATURDAY 

SUNDAY 

52 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

11 

12 

13 

OCTOBER
 

OCTOBER
 

OCTOBER
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evasive – not frank, not direct. Her evasive answers convinced the judge she was withholding 
important information. 

Columbus Day (Observed)14 MONDAY 

OCTOBER 
TUESDAY15 

OCTOBER 
WEDNESDAY16 

OCTOBER 
THURSDAY17 

OCTOBER
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THIS WEEK
IN HISTORY

October 17, 1931 — Al Capone, a longtime organized crime kingpin,
lands in jail after being convicted for tax evasion. 

-tion (act or state) – completion, reaction, devastation, production, creation, transition 

FRIDAY 

SATURDAY 

SUNDAY 

54 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

18 

19 

20 

OCTOBER
 

OCTOBER
 

OCTOBER
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denouement – outcome; final development in a play. The denouement was obvious as early 
as the middle of the first act. 

21 MONDAY
 

OCTOBER 
TUESDAY22 

OCTOBER 
WEDNESDAY23 

OCTOBER 
THURSDAY24 

OCTOBER
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THIS WEEK
IN HISTORY

October 23, 1946 — Following its inaugural meetings in London in January 1946, the United Nations
General Assembly convenes its first U.S. meeting at an auditorium in Flushing Meadows, New York. 

-loc- (place) – locomotive, location, local, locus, relocate, dislocate, localize 

FRIDAY 

SATURDAY 

SUNDAY 

56 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

25 

26 

27 

OCTOBER
 

OCTOBER
 

OCTOBER
 

Datebookstore.com 
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impale – pierce. He was impaled by the spear his enemy hurled. 

28 MONDAY
 

TUESDAY29 
OCTOBER 

WEDNESDAY30 
OCTOBER 

THURSDAY31 Halloween 
OCTOBER 

OCTOBER
 
www.maplewood.thezonelive.com 57 

http:www.maplewood.thezonelive.com


THIS WEEK
IN HISTORY

October 29, 1929 — New York Stock Exchange prices collapse. Stockholders sell 16 million
shares and lose billions of dollars. The market’s crash ushers in the Great Depression. 

-dox- (opinion) – orthodox, heterodox, doxology, indoctrinate, paradox 

FRIDAY 

SATURDAY 

SUNDAY 

58 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

  

1 

2 

3 

NOVEMBER
 

NOVEMBER
 
Standard Time returns 

NOVEMBER 
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penchant – strong inclination; liking. She had a penchant for fine jewelry. 

4 MONDAY
 

NOVEMBER 
5 TUESDAY Election Day 

NOVEMBER 
6 WEDNESDAY 

NOVEMBER 
7 THURSDAY 

NOVEMBER
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THIS WEEK
IN HISTORY

November 4, 1922 — English archaeologist Howard Carter discovers the entrance
to King Tutankhamun’s tomb in the Valley of the Kings, Egypt. 

amphi- (both) – amphibious, amphitheater, amphibian, amphiboles 

FRIDAY 

SATURDAY 

SUNDAY 

60 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

8 

9 

10 

NOVEMBER 
Mawlid al-Nabi begins at sundown 

NOVEMBER 

NOVEMBER 

Datebookstore.com 
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trilogy – group of three works. We read Heir to the Empire, the first book of the Star Wars 
trilogy. 

Veterans Day (Observed) 11 MONDAY 

NOVEMBER 
TUESDAY12 

NOVEMBER 
WEDNESDAY13 

NOVEMBER 
THURSDAY14 

NOVEMBER
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THIS WEEK
IN HISTORY

November 11, 1918 — World War I comes to an end. Many countries recognize
this day as Armistice Day; Americans also celebrate it as Veterans Day. 

magn- (great) – Magna Carta, magnanimous, magnate, magnificent, magnum opus 

FRIDAY 

SATURDAY 

SUNDAY 

62 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

15 

16 

17 

NOVEMBER
 

NOVEMBER
 

NOVEMBER
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restitution – payment for damage or loss. He offered to make restitution for the window he 
broke. 

18 MONDAY
 

NOVEMBER 
TUESDAY19 

NOVEMBER 
WEDNESDAY20 

NOVEMBER 
THURSDAY21 

NOVEMBER
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THIS WEEK
IN HISTORY

November 19, 1969 — Brazilian soccer star Pelé scores his 1,000th professional
goal during a game at Maracanã Stadium in Rio de Janeiro. 

eu- (good) – Eucharist, euphony, eulogy, euphemism, Europe, eugenics 

FRIDAY 

SATURDAY 

SUNDAY 

64 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

22 

23 

24 

NOVEMBER
 

NOVEMBER
 

NOVEMBER
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increment – increase. The job offers a 10 percent annual increment in salary. 

25 MONDAY
 

NOVEMBER 
TUESDAY26 

NOVEMBER 
WEDNESDAY27 

NOVEMBER 
THURSDAY28 Thanksgiving 

NOVEMBER
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THIS WEEK
IN HISTORY

November 26, 1864 — Charles Dodgson, aka Lewis Carroll, sends a manuscript of fantastic stories to
10-year-old Alice Liddell. Dodgson publishes the story in 1865 as Alice’s Adventures in Wonderland. 

endo- (within) – endoplasm, endocrine, endogamous, endoskeleton, endothermic 

FRIDAY 

SATURDAY 

SUNDAY 

66 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

29 

30 

1 

NOVEMBER
 

NOVEMBER
 

DECEMBER
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frugality – thrift. We must live with frugality if we are to get ahead financially. 

2 MONDAY
 

DECEMBER 
3 TUESDAY 

DECEMBER 
4 WEDNESDAY 

DECEMBER 
5 THURSDAY 

DECEMBER
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THIS WEEK
IN HISTORY

December 5, 1933 — The 21st Amendment to the U.S. Constitution is ratified, repealing
the 18th Amendment and bringing an end to national prohibition of alcohol. 

-phobia (fear) – claustrophobia, acrophobia, xenophobia, agoraphobia, hydrophobia 

FRIDAY 

SATURDAY 

SUNDAY 

68 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

6 

7 

8 

DECEMBER
 

DECEMBER
 

DECEMBER
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deviate – turn away from, sidestep. Don't deviate from the truth. 

9 MONDAY
 

DECEMBER 
TUESDAY10 

DECEMBER 
WEDNESDAY11 

DECEMBER 
THURSDAY12 

DECEMBER
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THIS WEEK
IN HISTORY December 10, 1898 — The Treaty of Paris ends the Spanish-American War. 

ortho- (straight) – orthopedics, orthodontist, orthodox, orthography, orthogonal 

FRIDAY 

SATURDAY 

SUNDAY 

70 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

13 

14 

15 

DECEMBER
 

DECEMBER
 

DECEMBER
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bogus – counterfeit; not authentic. The police quickly found who was producing the bogus 
money. 

16 MONDAY
 

DECEMBER 
TUESDAY17 

DECEMBER 
WEDNESDAY18 

DECEMBER 
THURSDAY19 

DECEMBER
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THIS WEEK
IN HISTORY

December 19, 1974 — The first personal computer goes on sale. The Altair
8800 is sold as a kit through Popular Electronics magazine. 

-put- (think) – reputation, putative, impute, dispute, computer, disreputable 

FRIDAY 

SATURDAY 

SUNDAY 

72 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

20 

21 

22 

DECEMBER
 

DECEMBER
 
First Day of Winter
Hanukkah begins at sundown 

DECEMBER 

Datebookstore.com 

http:Datebookstore.com


glut – overstock; fill to excess. The market is glutted with athletic shoes. 

23 MONDAY
 

DECEMBER 
TUESDAY24 

DECEMBER 
WEDNESDAY25 Christmas 

DECEMBER 
THURSDAY26 Kwanzaa begins 

DECEMBER 
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THIS WEEK
IN HISTORY December 27, 1904 — Peter Pan, by playwright James Barrie, opens at the Duke of York’s Theatre in London. 

-ver- (true) – verify, veracity, veritable, verdict, verisimilitude, aver, cinema verity 

FRIDAY 

SATURDAY 

SUNDAY 

74 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

27 

28 

29 

DECEMBER
 

DECEMBER
 

DECEMBER
 

Datebookstore.com 
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desecrate – violate the sanctity of. The robbers desecrated the temple. 

30 MONDAY
 

DECEMBER 
TUESDAY31 

DECEMBER 
1 WEDNESDAY New Year’s Day 

JANUARY 
2 THURSDAY 

JANUARY
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THIS WEEK
IN HISTORY

January 1, 1863 — President Abraham Lincoln signs the Emancipation Proclamation, declaring
all persons held as slaves in areas that were fighting Union forces to be forever free. 

matri- (mother) – matricide, matron, matriarch, matrimony, matrilineal 

FRIDAY 

SATURDAY 

SUNDAY 

76 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

3 

4 

5 

JANUARY
 

JANUARY
 

JANUARY
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goad – urge on. The boy was goaded by his friends until he gave in to their wishes. 

6 MONDAY
 

JANUARY 
7 TUESDAY 

JANUARY 
8 WEDNESDAY 

JANUARY 
9 THURSDAY 

JANUARY
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THIS WEEK
IN HISTORY

January 10, 1946 — Delegates from 51 nations meet in London, England,
for the first meeting of the United Nations General Assembly. 

mega- (large) – megalith, megaphone, megalomania, megalopolis, megahertz 

FRIDAY 

SATURDAY 

SUNDAY 

78 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

10 

11 

12 

JANUARY
 

JANUARY
 

JANUARY
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tureen – deep table dish for holding soup. Her great–grandmother had served soup in the 
antique tureen. 

13 MONDAY
 

JANUARY 
TUESDAY14 

JANUARY 
WEDNESDAY15 

JANUARY 
THURSDAY16 

JANUARY
 
www.maplewood.thezonelive.com 79 

http:www.maplewood.thezonelive.com


THIS WEEK
IN HISTORY

January 15, 1929 — Martin Luther King Jr., a black civil rights leader, minister,
advocate of nonviolence, and Nobel Peace Prize recipient, is born. 

pop- (people) – popular, populist, populate, population, popularize, populous 

FRIDAY 

SATURDAY 

SUNDAY 

80 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

17 

18 

19 

JANUARY
 

JANUARY
 

JANUARY
 

Datebookstore.com 
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ornithology – study of birds. John James Audubon was a famous scholar of ornithology. 

Martin Luther King, Jr. Day 20 MONDAY (Observed) 

JANUARY 
TUESDAY21 

JANUARY 
WEDNESDAY22 

JANUARY 
THURSDAY23 

JANUARY
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THIS WEEK
IN HISTORY January 21, 1976 — Britain and France put the supersonic Concorde airplane into service for the first time. 

-sangui- (blood) – sanguinary, sanguine, consanguinity, sangria 

FRIDAY 

SATURDAY 

SUNDAY 

82 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

24 

25 

26 

JANUARY 
Chinese New Year 

JANUARY 

JANUARY 
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supple – flexible; pliant. The fisherman found a supple tree limb to use as a fishing rod. 

27 MONDAY
 

JANUARY 
TUESDAY28 

JANUARY 
WEDNESDAY29 

JANUARY 
THURSDAY30 

JANUARY
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THIS WEEK
IN HISTORY

January 30, 1948 — A Hindu fanatic assassinates Mohandas Gandhi, the
political and spiritual leader of the Indian independence movement. 

-vita- (life) – vitamin, vitality, vital, revitalize, viable, vitalize 

FRIDAY 

SATURDAY 

SUNDAY 

84 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

31 

1 

2 

JANUARY
 

FEBRUARY
 
Groundhog Day 

FEBRUARY 
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itinerary – plan of a trip. She left her itinerary with us in case we need to contact her. 

3 MONDAY
 

FEBRUARY 
4 TUESDAY 

FEBRUARY 
5 WEDNESDAY 

FEBRUARY 
6 THURSDAY 

FEBRUARY
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THIS WEEK
IN HISTORY

February 4, 2003 — The Federal Republic of Yugoslavia disbands; two Balkan
republics, Serbia and Montenegro, unite and adopt a constitution, forming the

state of Serbia and Montenegro. The union holds until June 2006. 

-demo- (people) – democracy, demography, undemocratic, democratize 

FRIDAY 

SATURDAY 

SUNDAY 

86 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 
 

7 

8 

9 

FEBRUARY
 

FEBRUARY
 

FEBRUARY
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coerce – force. Don't try to coerce me into doing this. 

10 MONDAY
 

FEBRUARY 
TUESDAY11 

FEBRUARY 
WEDNESDAY12 Lincoln’s Birthday 

FEBRUARY 
THURSDAY13 

FEBRUARY
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THIS WEEK
IN HISTORY

February 11, 660 BC — Traditional founding date of Japan by Emperor Jimmu Tenno.
The name Japan is often translated as “The Land of the Rising Sun.” 

stereo- (solid) – stereoscope, stereophonic, stereotype, stereopticon, stereotropism 

FRIDAY 

SATURDAY 

SUNDAY 

88 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

14 Valentine’s Day 

15
 

16
 

FEBRUARY
 

FEBRUARY
 

FEBRUARY
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dissertation – formal essay. For her degree, she wrote a dissertation on learning disabilities. 

Presidents’ Day 17 MONDAY 

FEBRUARY 
TUESDAY18 

FEBRUARY 
WEDNESDAY19 

FEBRUARY 
THURSDAY20 

FEBRUARY
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THIS WEEK
IN HISTORY

February 18, 1930 — As part of a scientific effort to study midair effects on animals,
Elm Farm Ollie becomes the first cow to ever fly in an airplane. 

-ism (doctrine) – Marxism, capitalism, Imagism, Cubism, nihilism, pluralism 

FRIDAY 

SATURDAY 

SUNDAY 

90 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

21 

22 

23 

FEBRUARY 
Washington’s Birthday 

FEBRUARY 

FEBRUARY 

Datebookstore.com 
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amble – move at an easy pace. He ambled around the town. 

24 MONDAY
 

FEBRUARY 
TUESDAY25 

FEBRUARY 
WEDNESDAY26 Ash Wednesday 

FEBRUARY 
THURSDAY27 

FEBRUARY
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THIS WEEK
IN HISTORY

February 26, 1919 —Grand Canyon National Park is established, covering 1.2 million acres. A gorge
of the Colorado River, it is considered one of the world’s most spectacular natural phenomena. 

-cognosc-, -cognit- (to learn) – agnostic, incognito, cognition 

FRIDAY 

SATURDAY 

SUNDAY 

92 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

  

28 

29 

1 

FEBRUARY 

FEBRUARY 

MARCH 

Datebookstore.com 
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epitome – a representative or example of a type. He is the epitome of a male chauvinist. 

2 MONDAY
 

MARCH 
3 TUESDAY 

MARCH 
4 WEDNESDAY 

MARCH 
5 THURSDAY 

MARCH
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THIS WEEK
IN HISTORY

March 3, 1931 — President Herbert Hoover signs a congressional act making
The Star-Spangled Banner the national anthem of the United States. 

-graph-, -gram- (writing) – epigram, telegram, stenography 

FRIDAY 

SATURDAY 

SUNDAY 

94 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

6 

7 

8 

MARCH
 

MARCH
 
Daylight-Saving Time begins 

MARCH 
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adhere – stick fast. I will adhere to my opinion until I’m proven wrong. 

9 MONDAY
 

MARCH 
TUESDAY10 

MARCH 
WEDNESDAY11 

MARCH 
THURSDAY12 

MARCH
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THIS WEEK
IN HISTORY

March 11, 2009 — Toyota Motor Co. sells its millionth hybrid vehicle in its Toyota
and Lexus lines in the United States. The Prius is the top-selling model. 

-ile (pertaining to, capable of) – civil, ductile, puerile 

FRIDAY 

SATURDAY 

SUNDAY 

96 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

13 

14 

15 

MARCH
 

MARCH
 

MARCH
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ogle – look at with strong interest; stare. It is impolite to ogle at people walking by. 

16 MONDAY
 

MARCH 
TUESDAY17 St. Patrick’s Day 

MARCH 
WEDNESDAY18 

MARCH 
THURSDAY19 First Day of Spring 

MARCH
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THIS WEEK
IN HISTORY March 20, 1916 — Albert Einstein publishes his theory of general relativity. 

-dict- (to say) – abdicate, diction, verdict 

FRIDAY 

SATURDAY 

SUNDAY 

98 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

20 

21 

22 

MARCH
 

MARCH
 

MARCH
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infamous – notorious; disreputable. Jesse James was an infamous outlaw. 

23 MONDAY
 

MARCH 
TUESDAY24 

MARCH 
WEDNESDAY25 

MARCH 
THURSDAY26 

MARCH
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THIS WEEK
IN HISTORY

March 24, 1989 — The tanker Exxon Valdez runs aground in Prince William Sound on the
Gulf of Alaska, leaking 11 million gallons of oil into one of nature’s richest habitats. 

-ab-, -abs- (from, away from) – abduct, abdicate, absent 

FRIDAY 

SATURDAY 

SUNDAY 

100 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 
 

27 

28 

29 

MARCH
 

MARCH
 

MARCH
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verdigris – a green coating on copper due to oxidation. The statue became coated with 
verdigris. 

30 MONDAY
 

MARCH 
TUESDAY31 

MARCH 
1 WEDNESDAY April Fools’ Day 

APRIL 
2 THURSDAY 

APRIL
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THIS WEEK
IN HISTORY

March 30, 1867 — U.S. Secretary of State William Seward reaches an agreement to purchase Alaska from
Russia for $7.2 million. Uncertain of its value, the U.S. Senate approves the purchase by only one vote. 

-jur-, -jurat- (to swear) – abjure, perjure, jury 

FRIDAY 

SATURDAY 

SUNDAY 

102 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 
 

3 

4 
APRIL 

5 Palm Sunday 
APRIL 

APRIL 
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soporific – sleep–producing. Thanksgiving dinner had a soporific effect on all our guests. 

6 MONDAY
 

APRIL 
7 TUESDAY 

APRIL 
8 WEDNESDAY Passover begins at sundown 

APRIL 
9 THURSDAY 

APRIL
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THIS WEEK
IN HISTORY

April 6, 648 BC — The earliest solar eclipse recorded by the Ancient Greeks occurs
on this date. Earlier eclipses had been recorded in China and Babylon. 

-solv-, -solut- (to loosen, explain) – absolve, dissolute, absolute 

FRIDAY 

SATURDAY 

SUNDAY 

104 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

10 Good Friday 

APRIL 
11 

APRIL 
12 Easter 

APRIL 
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antipathy – aversion. Dogs are her greatest antipathy. 

13 MONDAY
 

APRIL 
TUESDAY14 

APRIL 
WEDNESDAY15 

APRIL 
THURSDAY16 

APRIL
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THIS WEEK
IN HISTORY

April 15, 1912 — The “unsinkable” luxury liner Titanic strikes an iceberg and sinks on its maiden voyage
from Southampton, England, to New York City. More than 1,500 of its 2,200 passengers are killed. 

-cord- (heart) – accord, cordial, discord 

FRIDAY 

SATURDAY 

SUNDAY 

106 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

17 

18 

19 

APRIL
 

APRIL
 

APRIL
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ruddy – having a fresh, healthy color. The athlete’s ruddy skin was a sign of good health. 

20 MONDAY
 

APRIL 
TUESDAY21 

APRIL 
WEDNESDAY22 Earth Day 

APRIL 
THURSDAY23 Ramadan begins at sundown 

APRIL
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THIS WEEK
IN HISTORY

April 22, 1970 — Americans celebrate the first Earth Day, an event to increase
public awareness of the world’s environmental problems. 

acr- (sharp) – acrimonious, acerbity, acidulate 

FRIDAY 

SATURDAY 

SUNDAY 

108 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

24 

25 

26 

APRIL
 

APRIL
 

APRIL
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maudlin – tearfully sentimental. I am annoyed when a movie turns needlessly maudlin. 

27 MONDAY
 

APRIL 
TUESDAY28 

APRIL 
WEDNESDAY29 

APRIL 
THURSDAY30 

APRIL
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THIS WEEK
IN HISTORY

April 29, 1429 — 17-year-old Joan of Arc leads a French force to end the English
siege of the city of Orléans. She is captured and killed in 1431. 

-ag-, -act- (to do) – act, agent, retroactive 

FRIDAY 

SATURDAY 

SUNDAY 

110 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

1 

2 

3 

MAY
 

MAY
 

MAY
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vilify – make abusive and slanderous statements. The Nazi propaganda vilified the Jews. 

4 MONDAY
 

5 TUESDAY Cinco de Mayo 
MAY 

6 WEDNESDAY 
MAY 

7 THURSDAY 
MAY 

MAY
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THIS WEEK
IN HISTORY

May 6, 1889 — The Eiffel Tower opens to the public at the Paris World’s Fair. The top is reached
by 1,665 steps. The tower holds the claim of being the world’s tallest building for 41 years. 

ad- (to, forward) – admit, adhere, advance 

FRIDAY 

SATURDAY 

SUNDAY 

112 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

8 

MAY 
9
 

MAY 
Mother’s Day10
 

MAY 
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inter – bury. They had plans to inter the body after an autopsy. 

11 MONDAY
 

MAY 
TUESDAY12 

MAY 
WEDNESDAY13 

MAY 
THURSDAY14 

MAY
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THIS WEEK
IN HISTORY

May 17,1954 — The U.S. Supreme Court unanimously rules racial segregation in public educational
facilities unconstitutional in the landmark case Brown v. Board of Education of Topeka. 

-mon-, -monit- (to warn) – admonish, premonition, monitor 

FRIDAY 

SATURDAY 

SUNDAY 

114 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

15 

16 

17 

MAY
 

MAY
 

MAY
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tractable – manageable. His new computer made complex graphic design more tractable, so 
he got more done. 

Laylat al-Qadr begins at sundown18 MONDAY 

MAY 
TUESDAY19 

MAY 
WEDNESDAY20 

MAY 
THURSDAY21 

MAY
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THIS WEEK
IN HISTORY

May 21, 1927 — Charles Lindbergh makes the first solo trans-Atlantic flight from New York to Paris. On
this date in 1932, Amelia Earhart becomes the first woman to fly solo across the Atlantic Ocean. 

-agri-, -agrari- (field) – agrarian, agriculture 

FRIDAY 

SATURDAY 

SUNDAY 

116 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

22 

23 

24 

MAY 
Eid al-Fitr begins at sundown 

MAY 

MAY 
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steadfast – firm; unwavering. The president spoke with steadfast resolve. 

Memorial Day (Observed)25 MONDAY 

MAY 
TUESDAY26 

MAY 
WEDNESDAY27 

MAY 
THURSDAY28 

MAY
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THIS WEEK
IN HISTORY

May 27, 1937 — The Golden Gate Bridge opens in San Francisco. About
200,000 people walk across the bridge on that first day. 

-ali- (another) – alias, alienate, inalienable 

FRIDAY 

SATURDAY 

SUNDAY 

118 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

29 

30 

31 

MAY
 

MAY
 

MAY
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incite – stir up; provoke. The movie incited a riot. 

1 MONDAY
 

JUNE 
2 TUESDAY 

JUNE 
3 WEDNESDAY 

JUNE 
4 THURSDAY 

JUNE
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THIS WEEK
IN HISTORY

June 1, 1980 — CNN (Cable News Network) makes its debut as
the world’s first 24-hour television news network. 

alter- (other) – alternator, alteration, alter ego, alternative, altruism, altercation 

FRIDAY 

SATURDAY 

SUNDAY 

120 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 

5 

6 

7 

JUNE
 

JUNE
 

JUNE
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awry – crooked; amiss; wrong. The surprise party went awry when he learned of their plans. 

8 MONDAY
 

JUNE 
9 TUESDAY 

JUNE 
WEDNESDAY10 

JUNE 
THURSDAY11 

JUNE
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THIS WEEK
IN HISTORY

June 8, 1968 — Three days after falling prey to an assassin in California, U.S. Sen.
Robert F. Kennedy is laid to rest at Arlington National Cemetery, just 30 yards from

the grave of his assassinated older brother, President John F. Kennedy. 

amat- (love) – amatory, amateur, amorous, amiable, amigo, amour 

FRIDAY 

SATURDAY 

SUNDAY 

122 

WEEKLY HALL PASS

Date Depart Time Destination Return Time Teacher

 
 

12 

13 
JUNE 

14 Flag Day 
JUNE 

JUNE 

Datebookstore.com 

http:Datebookstore.com


M O N D A Y T U E S D A Y W E D N E S D A Y T H U R S D A Y

G O A L S

123 

JUNE 2020
1 2 3 4

8 9 10 11

15 16 17 18

22 23 24 25

29 30 1 2
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F R I D A Y S A T U R D A Y S U N D A Y

R E M I N D E R S

N O T E S

124 

5 6 7

12 13 14

19 20 21

26 27 28

3 4 5
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Father’s DayFirst Day of Summer

Flag Day



M O N D A Y T U E S D A Y W E D N E S D A Y T H U R S D A Y

G O A L S

125 

JULY 2020
29 30 1 2

6 7 8 9

13 14 15 16

20 21 22 23

27 28 29 30
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Eid al-Adha begins at 
sundown



F R I D A Y S A T U R D A Y S U N D A Y

R E M I N D E R S

N O T E S

126 

3 4 5

10 11 12

17 18 19

24 25 26

31 1 2

Datebookstore.com 
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M O N D A Y T U E S D A Y W E D N E S D A Y T H U R S D A Y

G O A L S

127 

AUGUST 2020
27 28 29 30

3 4 5 6

10 11 12 13

17 18 19 20

24 25 26 27

31
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Muharram begins at 
sundown



F R I D A Y S A T U R D A Y S U N D A Y

R E M I N D E R S

N O T E S

128 

31 1 2

7 8 9

14 15 16

21 22 23

28 29 30
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LANGUAGE ARTS  c apitaliz a tion & plur als 

CAPITALIZATION         THE FOLLOWING CHART PROVIDES A QUICK OVERVIEW OF CAPITALIZATION RULES. 

All proper nouns Shannon O’Connor, Orlando, Bill of Rights 
All proper adjectives Kraft cheese, Bounty paper towels, Phillips screwdriver 
The first word in every sentence Her dress is stunning. 
Races, languages, nationalities Asian, French, African-American 
Nouns/Pronouns that refer to a supreme being God, Allah, Yahweh 
Days of the week Sunday, Monday, Tuesday 
Formal epithets Ivan the Terrible 
Bodies of water Amazon River, Lake Huron, Wea Creek 
Cities, towns Houston, Lafayette, Dearborn 
Counties Tippecanoe, Cork 
Countries U.S.A, Mexico, Canada 
Continents Africa, North America 
Landforms Mojave Desert, the Appalachians 
Holidays and holy days Veterans Day, Christmas, Yom Kippur 
Months January, February 
Official documents Emancipation Proclamation 
Official titles President Obama, Mayor Bradley 
Periods and events in history Middle Ages, Renaissance 
Planets, heavenly bodies Mars, Jupiter, Milky Way 
Public areas Yellowstone National Park 
Sections of a country or continent  the Northwest, the Middle East 
Special events Battle of Lexington 
Streets, roads, highways Rodeo Drive, Route 66, Interstate 65 
Trade names Honda Accord, Kellogg’s Corn Flakes 

PLURALS      THE FOLLOWING CHART PROVIDES A QUICK OVERVIEW OF PLURALIZATION RULES. 

The plurals of most nouns are formed by adding s to the singular. 
Examples: pie = pies | desk = desks | machine = machines 

The plural forms of nouns ending in s. sh, x, z, and ch are made by adding es to the singular. 
Examples: bus = buses | dish = dishes | fox = foxes | buzz = buzzes | church = churches 

The plurals of common nouns that end in y preceded by a consonant are formed by changing 
the y to i and adding es. 

Examples: fly = flies | copy = copies 
The plurals of words that end in y preceded by a vowel are formed by adding only s. 

Examples: holiday = holidays | monkey = monkeys 
The plurals of words ending in o preceded by a vowel are formed by adding s. 

Examples: studio = studios | rodeo = rodeos 
The plurals of words ending in o preceded by a consonant are formed by adding s or es. 

Examples: hero = heroes | banjo = banjos | tomato = tomatoes | piano = pianos 
The plurals of nouns ending in f or fe are formed in one of two ways: 
{1} If the f sound is still heard in the plural form, simply add s. 

Examples: roof = roofs | chief = chiefs 
{2} If the final sound in the plural is a ve sound, change the f to ve and add s. 

Examples: wife = wives | knife = knives 
Foreign words and some English words form the plural by taking on an irregular spelling. 

Examples: crisis = crises | criterion = criteria | goose = geese | ox = oxen 
The plurals of symbols, letters, and figures are formed by adding an s. 

Examples: 5 = 5s 
The plural of nouns that end in ful are formed by adding s at the end of the word. 

Examples: handful = handfuls | pailful = pailfuls | tankful = tankfuls 
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LANGUAGE ARTS  punc tu a tion

 PERIOD . 
Use: to end a sentence that makes a statement 
or that gives a command not used as an 
exclamation. 

Example: Go to your room, and do not come  
out until dinner. 

Use: after an initial or an abbreviation. 
Examples: Mary J. Jones, Mr., Mrs., Ms. 

COMMA , 
Use: to separate words or groups of words in  
a series. 

Example: I used worms, minnows, larva, bread 
balls, and bacon for bait. 

Note: Some stylebooks and teachers require a 
comma before “and” in a series. 

Example: He ran, jumped, and yelled. 

Use: to separate an explanatory phrase from the 
rest of the sentence. 

Example: Escargots, or snails, are a delicacy  
that I relish. 

Use: to distinguish items in an address and in  
a date. 

Examples: John Doe, 290 Main St. Midtown, IN 
48105 
September 20, 1960 

Use: to separate a title or an initial that follows  
a name. 

Example: Joseph Jones, Ph.D. 

QUESTION MARK ? 
Use: at the end of a direct or indirect question.  

Example: Did your relatives invite you to visit 
them this summer? 

Use: to punctuate a short question within  
parentheses. 

Example: I am leaving tomorrow (is that  
possible?) to visit my cousins in France. 

APOSTROPHE , 
Use: to show that one or more letters or numbers 
have been left out of a word to form a contraction. 

Examples: do not = don’t | I have = I’ve 

Use: followed by an s is the possessive form of  
singular nouns. 

Example: I clearly saw this young man’s car run 
that stop sign. 

Use: possessive form of plural nouns ending in  
s is usually made by adding just an apostrophe.  
An apostrophe and s must be added to nouns 
not ending in s. 

Example: bosses = bosses’, children’s 

COLON : 
Use: after words  
introducing a list, quotation,  
question, or example. 

Example: Sarah dropped her book bag and out 
spilled everything: books, pens, pencils, homework, 
and makeup. 

SEMICOLON ; 
Use: to join compound sentences that are not 
connected with a conjunction. 

Example: It’s elementary, my dear Watson; 
the butler is clearly responsible. 

Use: to separate groups of words. 
Example: I packed a toothbrush, deodorant, 

and perfume; jeans, a raincoat, and sweatshirts; 
and boots and tennis shoes. 

QUOTATION MARKS “” 
Use: to frame direct quotations in a sentence.  
Only the exact words quoted are placed within  
the quotation marks. 

Example: “I don’t know,” she said, “if I will 
be able to afford the vacation.” 

Use: to distinguish a word that is being discussed.  
Example: Mr. Jones suggested I replace the word 

“always” with “often” in my theme. 

Use: to indicate that a word is slang. 
Example: Julie only bought that outfit to show 

that she’s “with it.” 

Use: to punctuate titles of poems, short stories, 
songs, lectures, course titles, chapters of books,  
and articles found in magazines, newspapers,  
and encyclopedias. 

Examples: “You Are My Sunshine,” “Violence  
in Our Society,” “The Road Not Taken” 

  SINGLE QUOTATION MARK ‘’ 
Use: to punctuate a quotation within a quotation. 

Example: “My favorite song is ‘I’ve Been Working 
on the Railroad,’ ” answered little Joey. 

EXCLAMATION MARK ! 
Use: to express strong feeling. 

Example: Help! Help! 



  
 
 

 
 
 

 

 

  

 
 

 

 

 

 
 

 

 

LANGUAGE ARTS  ML A st yle of do cumenta tion 

YOUR WORKS-CITED LIST 
Your works-cited list should appear at the end of your essay. It provides  the information  
necessary for a reader to locate and retrieve any source you cite in the essay. Each source  
you cite in the essay must appear in your works-cited list; likewise, each entry in the  
works-cited list must be cited in the text. 

According to the Modern Language Association Handbook for Writers of Research Papers, 8th edition: 

{1} Double-space all entries. 
{2} Begin the first line of an entry flush with the left margin, and indent lines that follow by one-half inch. 
{3} List entries in alphabetical order by the author’s last name. If you are listing more than one work by the 

same author, alphabetize the works according to title. Instead of repeating the author’s name, type three 
hyphens followed by a period, and then give the title. 

{4} Italicize the titles of works published independently. Books, plays, long poems, pamphlets, periodicals, 
and films are all published independently. 

{5} If the title of a book you are citing includes the title of another book, italicize the main title but not  
the other title. 

{6} Use quotation marks to indicate titles of short works included in larger works, song titles, and titles of unpublished 
works. 

{7} Separate the author, title, and publication information with a period followed by one space. 
{8} Use lowercase abbreviations to identify parts of a work (for example, vol. for volume), a named  

translator (trans.), and a named editor (ed.). However, when these designations follow a period,  
the first letter should be capitalized. 

{9} Use the shortened forms for the publisher’s name. When the publisher’s name includes the name of a 
person, cite the last name alone. When the publisher’s name includes the name of more than one person, 
cite only the first of these names. 

{10} Use the phrase, “Accessed 5 Jan. 2019” instead of listing the date or the abbreviation, “n.d.” 

ANY CITATION  
(GENERAL GUIDELINES) 

Author. Title. Title of container (self contained if book), Other contributors 
(translators or editors), Version (edition), Number (vol. and/or no.), 
Publisher, Publication Date, Location (pages, paragraphs, URL, or DOI). 
2nd container’s title, Other contributors, Version, Number, Publisher, 
Publication date, Date of Access (if applicable). 

PAGE ON A WEBSITE “How to Change Your Car’s Oil.” eHow, 25 Sept. 2018, www.ehow.com/ 
how_2018_how-oil.html. Accessed 5 Jan. 2019. 

ARTICLE IN A  
JOURNAL FROM 
A WEBSITE 
(ALSO IN PRINT) 

Doe, Jim. “Laws of the Open Sea.” Maritime Law, vol. 3, no. 6, 2018, pp. 
595-600, www.maritimelaw.org/article. Accessed 8 Feb. 2019. 

ARTICLE IN  
A PERIODICAL 
(GENERAL GUIDELINES) 

Author’s last name, first name. “Article title.” Periodical title, Day Month 
Year, pages. 

BYLINED ARTICLE  
FROM A DAILY  
NEWSPAPER 

Barringer, Felicity. “Where Many Elderly Live, Signs of the Future.” 
New York Times, 7 Mar. 2018, p. A12. 

UNBYLINED ARTICLE 
FROM A DAILY  
NEWSPAPER 

“Infant Mortality Down; Race Disparity Widens.” Washington Post, 

12 Mar. 2018, p. A12. 

ARTICLE FROM A 
MONTHLY OR  
BIMONTHLY MAGAZINE 

Willis, Garry. “The Words that Remade America: Lincoln at Gettysburg.” 
Atlantic, June 2019, pp. 57-79. 

ARTICLE FROM A 
WEEKLY OR BIWEEKLY 
MAGAZINE 

Hughes, Robert. “Futurisms Farthest Frontier.” Time, 9 July 2019, pp. 58-59. 

EDITORIAL “A Question of Medical Sight.” Editorial. Plain Dealer, 11 Mar. 2019, p. 6B. 
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LANGUAGE ARTS  ML A st yle of do cumenta tion 

BOOK 
(GENERAL GUIDELINES) 

Author’s last name, first name. Book title. Publisher, publication date. 

BOOK BY ONE AUTHOR Wheelen, Richard. Sherman’s March. Crowell, 1978. 

TWO OR MORE BOOKS 
BY THE SAME AUTHOR 

Garreau, Joel. Edge City: Life on the New Frontier. Doubleday, 1991. 

---. The Nine Nations of North America. Houghton, 1981. 

BOOK BY TWO OR 
THREE AUTHORS 

Purves, Alan C., and Victoria Rippere. Elements of Writing About a Literary 

Work. NCTE, 1968. 

BOOK BY FOUR OR 
MORE AUTHORS Pratt, Robert A., et al. Masters of British Literature. Houghton, 1956. 

BOOK BY A 
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MATHEMATICS  tr  igonometr y

  TRIGONOMETRIC RATIOS	   TRIGONOMETRIC RATIOS 

sin (A+B) = sin A cos B + cos A sin B Law of Sines 
sin (A-B) = sin A cos B - cos A sin B a b c

B 

A C 

c	 

= = 
cos (A+B) = cos A cos B - sin A sin B sin A sin B sin C 
cos (A-B) = cos A cos B + sin A sin B 

tan A + tan B
tan (A+B) = 1 - tan A tan B

tan A - tan Btan (A-B) = 1 + tan A tan B 
sinθtanθ = cosθ

sin2θ + cos2θ = 1 
cos2θ - sin2θ = cos2θ 
tan2θ+1 = sec2θ 
cot2θ+1 = csc2θ 

45º 

45º 

2 1 

1 
1sin 45º = 
2 
1cos 45º = 
2 

tan 45º = 1 

Law of Cosines 

a2 = b2+c2-2bc(cos A) 
b2 = a2+c2-2ac(cos B) 
c2 = a2+b2-2ab(cos C)a 
Law of Tangents 

a -b  tan 1/2(A-B)=
a+b tan 1/2(A+B) 
b-c  tan 1/2(B-C)=
b+c tan 1/2(B+C) 
c-a  tan 1/2(C-A)=b c+a tan 1/2(C+A) 

2 

a (adjacent) 
3 o (opposite) 1

sinθ = =31 h (hypotenuse) cscθsin 30º = sin 60º = 
2 2 

3 1 a (adjacent) 1 
cosθ = = cos 30º = cos 60º = h (hypotenuse) secθ 

1 
2 2 

o (opposite) 1tan 30º = tan 60º = 3 tanθ = =3 a (adjacent) cotθ

o 
(o

pp
os

it
e)

h (hypo
ten

use
) 

30º 

60º 
1 

θ 0 π/2 π 3π/2 2π

 sinθ 0 1 0 −1 0

 cosθ 1 0 −1 0 1 

tanθ 
(sin/cos) 0 ∞ 0 −∞ 0 

secθ 
(1/cos) 1 ∞ −1 ∞ 1 

cscθ 
(1/sin) ∞ 1 ∞ −1  ∞ 

cotθ 
(1/tan) ∞ 0 −∞ 0  ∞		

y 
  VALUES OF TRIGONOMETRIC RATIOS 

r	 θ = 1 radian 
π radians = 180º x 

QUADRANTS 

θ 
r 

r 

2π radians = 360º 

Quad II Quad I 
90º-180º 0º-90º 

sin, csc are + all ratios are + 

Quad III Quad IV 
180º-270º 270º-360º 

tan, cot are + cos, sec are + 
note: ∞ denotes undefined or infinite 
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SUCCESS SKILLS  leadership — a go o d leader shar es c  redit  

A Good Leader Shares Credit
 
Who ‘Dun It’?   

Everyone loves a mystery, but not when it involves one person getting 
all the credit for a whole team’s effort. Good leaders know this and 
make sharing and giving credit a top priority. 

TELL ALL  Sometimes it’s important for a group to have a face to put before a 
crowd, to help you achieve awareness and goals. But that face can’t claim all the 
credit. And your acknowledgement must be sincere. So tell all—who did what and 
what that meant to your success. 

GO PUBLIC  What’s the best way to share the credit? 
 Say “we” instead of “I” 
 Send emails and notes or speak face-to-face, telling others how important their 

role was in the group’s success and give specific examples 
 Publicly acknowledge individuals and their efforts 
Sharing the credit is more than saying “thank you.” It’s also saying, “This person 
did this and here’s how it was vital to our success.” 
Save any mystery for a good book or movie. 

“MY GRANDFATHER 
ONCE TOLD ME THAT 
THERE ARE TWO KINDS 
OF PEOPLE: THOSE 
WHO WORK AND 
THOSE WHO TAKE THE 
CREDIT. 
HE TOLD ME TO TRY 
TO BE IN THE FIRST 
GROUP; THERE WAS 
LESS COMPETITION 
THERE.” 
—Indira Gandhi 

 Look around, from the desk in the next row to 
the supper table at home to your community 
and nation. Who do you know who shares the 
credit generously, sincerely, and without a 
personal agenda? 

________________________________________ 

________________________________________ 

________________________________________ 

P  eople  I Know 
Who  

Share the Credit 
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CHARACTER  p eople of char ac t  er 

The qualities of a great man are “vision, integrity, courage, 
     understanding, the power of articulation, and  
   profundity of character.” 

~PRESIDENT DWIGHT D. EISENHOWER 

Good character requires doing the right
thing even when it’s costly or risky.

  “The function of education is   

 to teach one to think intensively 

and to think critically...intelligence 

plus character – that is the 

goal of a true education.” 

~MARTIN LUTHER KING, JR. 

“We learned about honesty and integrity – that the truth matters... 
that you don’t take shortcuts or play by your own set of rules... 
and success doesn’t count unless you earn it fair and square.” 

~MICHELLE OBAMA 



       

HALL PASS
 
DATE OUT IN TEACHER DESTINATION U/E DATE OUT IN TEACHER DESTINATION U/E 

Destination Codes: R=Restroom  L=Locker G=Guidance M=Media Center O=Office  U=Unexcused E=Excused 

137 



138 



139 



140 



141 


