 
Welcome to New Lebanon Jr/Sr High School

This PARENT HANDBOOK is designed to help acquaint you with the practices and procedures of New Lebanon Jr/Sr High School.  The adolescent years are an exciting time for parents and students, full of changes and new opportunities.  To help students navigate this learning environment, we support both rigorous academic achievement and the social/emotional needs of our students.  This handbook is organized by topic and is arranged alphabetically.  If you cannot find the information you are looking for here, please do not hesitate to call or email me.

Leslie Whitcomb, Principal

lwhitcomb@newlebanoncsd.org
518-794-7900 ext 2005
REGULAR DAY BELL SCHEDULE





1ST SET
7:35 - 
8:16





2ND SET
8:19 - 
9:00





3RD SET
9:03 - 
9:44





4TH SET
9:47 - 
10:28





5TH SET
10:31-
11:12





6TH SET
11:15-
11:56





7TH SET
11:59 - 12:40





8TH SET
12:43-
1:24





9TH SET
1:27 - 
2:10

                                                
GENERAL INFORMATION – listed alphabetically
ACADEMIC PROGRAMS

Please consult the Course Selection Guide for information on our academic programs.  The Guide is available in the Guidance Office. 
ACADEMIC ASSISTANCE

If students experience academic problems or if they need extra help with school work, their first remedy should always be to contact their classroom teacher.  Most difficulties can be addressed by a meeting between the student and teacher.  If there is still an issue, we recommend that the student contact the school counselor.  The counselor may decide that a parent/teacher/student conference may be the most effective way to address an issue.  Parents should also feel free to contact their child’s teacher directly through eBoard or by leaving a phone message.  The counselor, Meghan Pepe, is also available to arrange parent/teacher conferences.

ADVANCED ACADEMICS

New Lebanon Jr/Sr High School offers several opportunities for advanced academics.  Junior high students have two opportunities for acceleration in grade 8: algebra and living environment, both high school courses.  Eighth graders may also earn a high school credit through the second language proficiency exam administered in June.  New Lebanon offers both Advanced Placement and dual (college and high school) credit courses.  The school counselor, Meghan Pepe, can explain these options to parents.  All our high school course offerings are listed in our Course Selection Guide.   The guide is accessible through Miss Pepe’s eBoard located on the school’s webpage.
Advanced courses are often a loaded topic for parents.  Let me assure you that our placement protocols are based on a desire to offer the greatest measure of success and challenge to all our students.  Many parents, however, confuse successful mastery of skills with participation in an accelerated program.  From experience, we know that if a student is accelerated before developing a solid foundation in key concepts, we may doom that child to lowered achievement throughout high school.  That lack of success often translates into a negative attitude toward a specific course or toward school in general.  When students progress at a pace appropriate to their learning, chances of successful mastery are increased, and we provide the appropriate level of challenge for all students.  Your child’s teacher is available to discuss the factors that are used to determine your child’s placement.  Our ultimate goal is for students to develop a competitive transcript while mastering the necessary skills for success. 

AGENDA BOOKS (STUDENT PLANNERS)  
All students are issued an agenda book at the beginning of the year.  Replacement agendas are available in the office at a cost of $5. The agenda book is designed to help students develop effective study habits and accept accountability for their own responsibilities.  Regularly checking your child’s agenda for organization and completeness will help reinforce these important developmental skills.  The agenda is also a venue for you to follow what is happening in your child’s class, to know when tests and major assignments are due and to engage in purposeful discussions with your child about academics and about school in general.  Our hall passes are included in the back of the book.  Students must have an agenda to have passes for the hallway.

AIS

The Academic Intervention Services (AIS) Program is provides focused instruction, progress monitoring or support services for students who are at risk of not achieving the New York State learning standards, as evidenced by both standardized test scores and classroom performance.  If your child requires these services, you will be notified by mail.

ATTENDANCE 
Regular attendance in all classes is an important element of academic success.  In fact, poor attendance, beginning as early as grade 5, is statistically linked to an increased risk of dropping out.  By setting the expectation for daily attendance in school, parents can greatly improve their child’s achievement. 
Parents who wish to view their child’s attendance records electronically may set up a parent account on the parent portal of our student management system.  The link to and process for setting up an account is described on the JSHS webpage.   
Students who are absent are responsible for missed work.  
Parents may request homework assignments from the office when your child will be absent for 2 or more days.  When making a request, we ask the following:

· Request be called in by 9:00 a.m. to the Main Office  - 518-794-7600
· Call the office at 1:30 to confirm that there is work for your child;

· Pick-up your child’s work from the Main Office by 2:30 p.m.

It is also a good idea for your child to get the phone number of a “homework buddy” in each class.  For serious illnesses or periods of convalescence that will require extended absence, please contact the building principal to make arrangements to continue education while your child is at home.

There is no real way to make up for missed classroom instruction.  While we encourage all families to plan vacations during school recesses, we realize that special opportunities may arise during the school year that require students to miss many days of class work.  While teachers will make efforts to provide some work when notified of a planned absence, it is most likely that extended absences will affect your child’s grades.  Please note that, by school policy, “for unexcused absences, make-up work will generally not be offered.”  Excused absences are:  
· Student or family illness

· Late bus arrival

· Religious observance

· Doctor’s appointment (with documentation)

· Medical quarantine

· Court appearance

· College visit (with principal’s prior approval)

· School-related activities

· Academic examination

· Family or school crisis
Absence:

· Students who miss school because of illness must bring a dated note signed by a parent or guardian or a medical note from a doctor with the specific reason for the student’s absence. Without a note, the absence will be recorded as “unexcused.”   District policy and NY State Regulations  determine which absences are considered excused or unexcused.  
Excused early from school:
· A parent or guardian must come to the Health Office to sign out a 7th or 8th grade student.  If you anticipate requiring someone other than a parent or guardian picking up your child, please include that person on your “emergency contact” list.  We cannot release a child to friends or family members without the specific written permission of a parent or guardian.  Keeping the emergency contact list current and complete will save parents time and will prevent inconvenience High school students may sign themselves out if we have a note from a parent indicating that the student has your permission to leave.  If a student does not have a note signed by a parent, a parent must come in the building to sign out a high school student.

Arriving late to school: 
· Students who arrive late to school must report to the health office and sign in.  Students are assigned a detention following three incidents of lateness.  
College visits and special requests:
· College visits are excused absences when approved in writing by Principal Leslie Whitcomb.  Student athletes who feel that they have special circumstances that warrant excusing their absence for purposes of competing or attending practice must have written approval from Ms. Whitcomb.
Absences and participation in athletics:

· An athlete who is absent from school all day may not participate in a sport – even to attend practice.  In order to participate, a student must be in attendance for 4 class periods in a day.  Exceptions to this attendance rule can be made only by Principal Leslie Whitcomb for special circumstances, such as a college visit that cannot be rescheduled.
                                                      

BRINGING ITEMS NOT RELATED TO INSTRUCTION 
Electronic entertainment devices, trading cards or other items not related to instruction are best left at home.  The school cannot promise the security of such items and these belongings often present a disruption to instruction.  The District cannot be responsible for the safety of these items.  Moreover, if an object does present a distraction, a teacher may confiscate the item and give it to administration to be held until a parent can pick it up. 

CELL PHONES
Cell phones should be out of sight and turned off during the school day.  Cell phones may be confiscated by teachers or administration if they create a distraction during the school day.  Generally, the phone is returned at the end of the school day.  However, for serious incidents involving cell phones, or if the inappropriate behavior has persisted over time, parents may be required to come to school before the phone is returned. 

Parents are requested to refrain from calling a child’s cellphone or send a text message during the school day.  During the school day (7:35 to 2:10) please contact your child through the school landline – 794-7600.  We can make sure that your child will receive your message or return your call between classes, during lunch or during a study hall, and you will not risk disrupting classroom instruction.
COMMUNICATION
Check our website www.newlebanoncsd.org for District and school information.  Do not hesitate to contact the main office if you need any specific information or wish to share a concern.  We also use an automatic calling service to provide timely information regarding topics of general concern during the school year.  Each faculty member has an eBoard, accessible through the JSHS webpage, which contains academic information.  Many teachers use their eBoard to post assignments and due dates.  Parents can send an email to a teacher by clicking on the envelope icon on an eBoard.  Information on emergency closing is available through the information line – prompt 3 when you call into the JSHS – 518-794-7600.
 
COMMUNITY SERVICE HOURS

The main office records community service hours for our students.  Forms for submitting hours are available through class advisors, coaches and in the main office.  Students may request a tally of their hours at any time.

CONFIDENTIAL INFORMATION
The Family Education Rights and Privacy Act (FERPA) affords parents and students over 18 years of age certain rights with respect to the student’s educational records.  Please see your child’s counselor if additional information is needed.
 
CONCERNS – PROCEDURES FOR ADDRESSING CONCERNS
If you have a problem, suggestion, or concern, we want to hear it.   Teachers, administration and our school counselor are always ready to assist you.  You can call or email any of the staff members at the Jr/Sr High School.  

If there is a need to schedule an appointment with the school counselor, Meghan Pepe, a conference may be arranged by calling the guidance office at 794-7600.  Miss Pepe can help you to arrange an appointment with your child’s teachers to discuss your concerns.   The best way to contact a teacher with a concern is to email that teacher directly.  

COURSE CHANGES

Course changes must occur during the add/drop period in September.  Students must complete an add/drop request form to have a change request considered.  These forms are available in the guidance office.    

DETENTIONS
Students may be assigned to 4:00 detention as a consequence for various behavioral infractions.  Parents must provide transportation home from detention.  Students are expected to remain busy with schoolwork or reading throughout the detention period.  Students may bring a snack to consume during detention and will be expected to clean up after themselves.  Electronic entertainment devices are not allowed during detention.  The detention monitor may impose other restrictions as necessary during detention.  

DANCES
We have several dances at New Lebanon during the school year.  Students who wish to bring a guest from another school to a dance must receive permission from the principal to do so.  Guest Forms are available in the main office.  Host students must provide contact information on that sheet.  District residents who do not attend New Lebanon Jr/Sr High School are requested to bring emergency contact information with them when attending a school dance.  It is also helpful if those students, or their parents, introduce themselves to a chaperone or administrator at the dance.  We certainly want to be able to welcome all eligible students to these events. 

DRESS CODE
There is considerable evidence to indicate a close relationship between pupil behavior and appearance.  Anything that distracts from the important job of learning is considered to be inappropriate.  Clothing which is extremely casual or which would be chosen for a party is likely to engender a casual or party attitude toward school.
It is the student’s responsibility to arrive at school properly dressed.  Students who choose inappropriate attire may be lent appropriate clothing, may miss class or classes while waiting for appropriate clothing, or may face further disciplinary action.

The school Code of Conduct describes appropriate dress.  Our most frequent infractions of the dress code are to the following rules:

· Clothing must cover all undergarments

· Midriffs must be covered

· No short shorts or short skirts – fingertip length is requested.

We do not want to become the fashion police, but we will enforce these rules.  Please help us and help your child by monitoring his or her dress for school.  

Specific areas of concern for girls have been extremely short and often tight shorts as well as visible bra straps with camisole tops.  These tops require a another shirt to be worn as an additional layer.  Under no circumstances should a student be sent to school in a strapless top.  Areas of concern with boys have been low pants that expose underwear and sleeveless undershirts.  Parents can avoid embarrassment to their children by monitoring the clothes worn to school.  

EMAIL

All teachers and staff have personal email accounts and a computer in their classrooms at school.  Email is your most effective way to initiate contact with a teacher.  If you would like a teacher to call you back, please indicate the best time and number where you can be reached.

All accounts are set up the same way:  first initial, last name, @newlebanoncsd.org.  For example, the email address for the principal is:  lwhitcomb@newlebanoncsd.org.  Parents may also email a teacher by clicking on the envelope icon on the teacher’s eBoard (accessible through the JSHS webpage).
EMERGENCY CLOSINGS & WEATHER DELAYS 
As soon as the District decides to either close school or delay the opening of school, that information is recorded on the JSHS information line.  Generally, the information is available by 6:15 AM, though weather conditions occasionally require that we make these decisions later in the morning.    To reach the line, call into the school (518-794-7600) and select option 3, the information line.  Our closing/delay information is posted on the local television stations and displayed on the crawl across the bottom of the screen.  The following radio stations also carry closing/delay information:  WCTW 98.5FM, WHUC 1230AM, and WZCR 93.5FM.   
EMERGENCY CONTACT INFORMATION
It is imperative that all students have up-to-date emergency contacts on file with the school.  You will receive a student information sheet at the beginning of the school year. Please make sure that we have current information and that you let us know of any changes or additions to your emergency information – either phone numbers or names of allowable emergency contacts.  Occasionally, an accident or extreme illness makes it necessary for school personnel to contact a parent/guardian.   A student CANNOT be released to any individual who is not listed as an emergency contact.  

In most cases, when parents are divorced, both mother and father continue to have equal rights of access to their children.  If there are legal papers that limit the rights of one parent, this information must be provided to the school.  It is the parent’s responsibility to update emergency contact information when moving and/or changing any of the telephone numbers listed in our records.

Parents who wish to view their emergency contact list electronically may set up a parent account on the parent portal of our student management system.  The link to and process for setting up an account is described on the JSHS webpage
  
GRADING POLICIES
Grades will reflect a teacher’s most objective assessment of your child’s academic achievement.   Grading policies may vary slightly from teacher to teacher or from discipline to discipline, but all policies are created to encourage student success and to promote productive learning behaviors.   Teachers have available a written explanation of their grading policies.  These will be provided to parents during Open House in the fall and at other times during the year by request.   If you have a question regarding any specific grade, your best source of information is your child’s teacher.   
HALLWAYS AND HALL PASSES
Students in the hallways are expected to have a pass from a teacher.  Space is included in our student agendas for this purpose. When leaving the classroom during class time, students must have a properly filled out hall pass in their agenda.  Lost agenda books can be replaced in the main office for $5.
 
HOMEWORK 
Regular, purposeful homework is an essential component of the instructional process.  Homework provides reinforcement of skills and extension of classroom instruction.  It may serve as a basis for further study and preparation for future class assignments.  Additionally, homework reinforces the importance of personal responsibility regarding meeting deadlines and following instructions independently.  

Your child is responsible for maintaining a record of assignments in his or her agenda (provided by the school), completing assigned homework as directed, storing that work in the appropriate place in the binder and handing it in to the teacher when requested.  It is reasonable to expect your child to spend between 30-180 minutes per night on homework, and a similar amount of time reading if there is no homework assigned on a given night.  You may also ask that your child reorganize class notes or review past assignments on nights when homework has not been assigned.

In the past, parents have asked for advice regarding how much they should help their children with homework.  The following research-based information appears in Robert Marzano’s book, Classroom Instruction That Works.  Perhaps you may find this helpful:  “It is probably safe to say that many parents assume that they should help their children with homework.  …While it is certainly legitimate to inform parents of the homework assigned to their children, it does not seem advisable to have parents help their children with homework.  Specifically, many studies have shown minimal and even somewhat negative effects when parents are asked to help students with homework.  …This does not mean that parents should not help ‘facilitate’ homework….  Parents should be careful, however, not to solve content problems for students.” 

                                                                                            
HONOR ROLL
We acknowledge academic achievement.  At the end of each marking period, parents of students who are on the Honor Roll and the High Honor Roll will receive a letter of acknowledgement. 
 

 
Students are also recognized at Annual Academic Award held during May of each school year.  At that time, we honor those students who have been on the honor roll for 3 out of 4 quarters.

Honor Roll eligibility is calculated as follows:

 
Honors:  average of 85 – 89.99

High Honors:  average of 90 or higher

Students on honor roll may not have any failing or incomplete grades as of the date that report cards are printed.

INJURIES 

Students should report all injuries to the school nurse.  This includes injuries occurring during the school day or while attending or participating in school-sponsored events outside regular school hours.  It is important that all injuries be reported, even if the family does not intend to seek medical follow-up at the time of the incident.  For reported injuries, the District carries insurance to cover 80% of expenses not covered by the family’s insurance. 

Students with head injuries must have a doctor’s release to return to regular school activities.   In accordance with the regulations and standards of the New York State Public High School Athletic Association, students who are injured while participating in athletics must be cleared by a physician prior to resuming participation in practice or athletic contests. 

INTERNET USE
Utilization of the Internet by students must be consistent with the educational objectives of the classroom.  Transmission of any copyrighted, threatening or obscene material is prohibited.  Accessing the Internet through District equipment is a privilege, and inappropriate use will result in cancellation of this privilege.  All students must sign an Acceptable Use Policy prior to obtaining Internet access during any given year.  A summary of the AUP is printed in the student planner.

LOST AND FOUND

We have a lost and found, which, after only a few short weeks of school, is filled with lost belongings.  The lost and found is located in the main office.  When purses, glasses, jewelry or other small, valuable items are found, they are generally kept at the reception desk rather than in the lost and found.  Please make sure to put names in all articles brought to school.  We have many coats, shoes and even glasses left here at the end of the year.  Names placed in articles help us reunite missing items with their owners.     

LUNCH
Students are not allowed to leave the school grounds for lunch unless they have been signed out by a parent or by an individual listed as an emergency contact.  Students may bring lunch to school or purchase it in the cafeteria.  Free and reduced price lunches are available to those who qualify. Applications for free and reduced lunch are available in the health office.  Parents can create a lunch account for their children.  This account eliminates the need to send students to school with cash for lunch.  Please contact Mrs. Patty Metzler in the kitchen (but not during lunch time!) to obtain information on creating a student account – 794-7600 ext 2014. 

All students access their account by keying in a code.  There is not distinction made between students with a lunch account and students with a reduced or free lunch.   Please do not take avoid applying for free/reduced out of concern that your child will in any way be singled out.   There is no way for other students to know who received a subsidized lunch. 

It is important that all students have some unstructured time in their day.  During lunch, students have the opportunity to relax in the cafeteria or in a gymnasium, depending on availability. 

MEDICAL EXAMINATIONS

New York State Education Law requires that seventh graders, tenth graders, and all students participating in interscholastic sports need to have a current physical examination on file with the health office.  In addition, we perform scoliosis screenings for students in grades 7, 8 and 9.  Students entering the school after November 1 must submit a physical examination form within one month of entrance. Health Appraisal forms are available in the main office or in the health office.   Please contact the school nurse if you have any questions regarding physicals.

Parents who wish to view their child’s medical file electronically may set up a parent account on the parent portal of our student management system.  The link to and process for setting up an account is described on the JSHS webpage.   
MEDICATIONS

Students may not have any medications, even over the counter medications, in their possession during school.  All medications need to be kept in the nurse’s office and must be administered by the nurse.  If your child requires over the counter medications, please complete a “parent and prescriber’s authorization for administration of medication in school.”  These forms are available in the health office.  Make sure that your child knows to bring the medication to the nurse’s office first thing in the morning.  If your child requires prescription medication, the medication, in its original container, must also be kept in the nurse’s office.  You may contact the health office or the main office to have the appropriate form sent home.  These forms are also available through the JSHS webpage.
OPEN HOUSE
Open house is offered during September.  The specific date is published in the district calendar.  Open house is an opportunity for parents to tour the school and visit the classrooms of any of our teachers, not just those teachers in which the child is currently enrolled.  Teachers will provide information on their program, syllabus and classroom procedures.  Teachers are not available for individual conferences during open house, but parents may make appointments at any time to meet individually to discuss their child’s progress.      

PARENT-TEACHER CONFERENCES

Parent-teacher conferences are held in the fall of each year.  The specific date is published in the district calendar.  On conference day, students will be released early from school.  All faculty members will be available in their classrooms until the end of the regular school day, 2:30.  

Conferences are held on a first come basis.  On conference day, teachers will post sign-up lists outside their classrooms.  That way, if the teacher is busy when you arrive, you need not wait outside the classroom.  You will be able to sign up for a slot, visit another classroom that may not have parents waiting and return, knowing that you will be able to see the teacher.
Teachers are always available for conferences by appointment.  If you are not free on the date selected for parent conferences, please call your child's teacher or our school counselor, Meghan Pepe, at 794-7600 to arrange a meeting at a more convenient time.  
PERSONAL PROPERTY
Students are responsible for the safety and security of their personal property.  While we are proud of the safe environment we enjoy here at New Lebanon, we cannot guarantee the security of personal items brought to school.  It is partly for that reason that we discourage the use of any personal electronic entertainment devices in school.  

PLANNERS (STUDENT AGENDA BOOKS)  
All students are issued an agenda book at the beginning of the year.  Replacement agendas are available in the office at a cost of $5. The agenda book is designed to help students develop effective study habits and accept accountability for their own responsibilities.  Regularly checking your child’s agenda for organization and completeness will help reinforce these important developmental skills.  The agenda is also a venue for you to follow what is happening in your child’s class, to know when tests and major assignments are due and to engage in purposeful discussions with your child about academics and about school in general.  Our hall passes are included in the back of the book.  Students must have an agenda to have passes for the hallway.

REGISTRATION PROCEDURES
Students entering New Lebanon Jr/Sr High School for the first time must register for school with the school registrar, Mrs. Roblez.  Potential entrants may arrange to visit the school and shadow a current student.  These arrangements can be made through our school counselor, Miss Meghan Pepe.  

REPORT CARDS/ PROGRESS REPORTS
Progress Reports will be issued midway through each ten-week marking period.  The dates for reporting periods are in the District calendar and in the student agendas.  With the exception of the final report card, all progress reports and report cards are distributed to students in school.  We call families, using our automatic calling service, to announce report card distribution.  We also announce reporting periods on the JSHS webpage.

Parents who wish to view reports electronically may set up a parent account on the parent portal of our student management system.  The link to and process for setting up an account is described on the JSHS webpage.   
SAFETY AND SECURITY
Every effort is made to provide a safe learning environment for all students.  Any student who has a concern about his/her safety or security should see a counselor, administrator, or any staff member immediately.  Students should report any dangerous or threatening behavior to school authorities.

  
TARDY PROCEDURES
We have developed practices to help students understand the importance of punctuality.  According to the U.S. Department of Labor statistics, the lack of punctuality is the most common reason why employees are dismissed from their first jobs.  Our goal is to make punctuality a habit.  Teachers have individual classroom policies to encourage punctuality and to provide consequences for lateness.   
 
TELEPHONE MESSAGES TO STUDENTS AND USE OF TELEPHONES
Students may use the telephone in the main office to make necessary phone calls.  Generally, a staff member will ask a student to explain why he or she needs to use the phone. Students are not allowed to use the office phone to make social arrangements for after school or for similar personal calls. 

Of course we will always assist parents who need to leave important messages for their children.  However, your courtesy and understanding for our office staff would be appreciated in this regard. The end and beginning of the day are especially busy in the office, with announcements regarding sports, clubs and other daily business that students and staff must hear.  It is an important part of growing up for children to learn that they must plan ahead.  Please help in developing this sense of responsibility by asking your child if he or she is prepared for the next day of school.  This is also a great way to find out about the many activities in which your child is becoming involved.  
 
TEXTBOOKS
The classroom teachers will assign textbooks to students.  A record is kept of each book that is assigned.  Students must return that same textbook at the end of the year.  If the book is damaged or is not returned, parents will be notified of the cost to replace the text.  Students may bring payment to the guidance office.
 
VISITORS ON CAMPUS
We encourage parents to visit our school.  For the safety of the students, all parents and other visitors must sign in and wear a “visitor” badge while in the school.  If parents intend to visit a particular teacher, they must first come to the office so that we may call to assure that a teacher is available.  Prior arrangements with the classroom teacher are preferred.  Students from other districts may not visit classrooms as companions of students.  Their presence serves no educational purpose and may create an educational disruption.  

 
                                                       
QUESTIONS?
Call us at (518) 794-7600
 
 
