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Reynolds Elementary 

2026-2027  Calendar 

 
 
 

Aug     ​   12​ Open House 5:00-6:30 PM  

11-13​ Staff Professional Development                     

 18 ​ First Day of School - 7:35AM 
Doors Open at 7:20AM    
 

Sept​ 4​ No School Students/Staff 

7​ No School Students/Staff/Labor Day 

23​ Picture Day         

28​ No School  Students/Staff /Fair Day               

Oct      ​ 22​ Parent Teacher Conferences    

22​ ½ Day School- Students 11:10 AM                

            ​ 23          ½ Day  School-Students/Staff 11:10 AM         

Nov         3​ Picture Retake Day 

2-6​ Smiles on Wheels 

 25  ​ ½ Day Students/Staff 11:10 AM       ​          

                26        ​ Thanksgiving Break   

                27​ Thanksgiving Break         ​  

 Dec         TBD     ​ Christmas Program 7:00 PM @ HS   ​          

 TBD​ Christmas Program Snow Date                       

17        ​ ½ Day School Students/Staff  11:10 AM 

18​ Christmas Parties ½ Day 11:10 AM               

21        ​ Christmas Break Begins                                  

Jan       ​ 4 ​ No School Students/Staff Prof Dev 

5       ​ School Resumes  

            ​ 18​ No School Students/ Staff Prof Dev. 

Feb ​ TBD​ McTeacher Night -Hillsdale McDonalds 

11​ Parent Teacher Conferences (Evening)  

​ 12​ ½ Day Students/Staff  11:10 AM 

​ 15​ No school Students/Staff 

March ​ 3​ Literacy Night 

8-12        ​Kindergarten Registration (Online) 

​ 25 ​ ½ Day Students/Staff 11:10 AM  

​ 26​ No School Students/Staff/Good Friday 

​ 29-31 ​ Spring Break 

April  ​ 1-2 ​ Spring Break 

5​ School Resumes 

14        ​ Kindergarten Visitation 

15        ​ Kindergarten Screening 

            ​ 16        ​ Kindergarten Screening ​  

TBD​ Science Fair 

​ TBD​ Celebration of Learning /Honor Roll                                            
​                  Assembly 

May​ 3-7​ Smiles on Wheels 

​ 21​ Kindergarten Graduation 9:00 AM 

TBD​ Track and Field Day 

​ TBD​ Track and Field Rain Date 

27            Students ½ day 11:10 AM 

28​ Talent Show 9:00 AM 

28​ Student’s Last Day ½ Day 11:10 AM 

28 ​ Teachers Last Day 

 

 

 



School Hours & Daily Schedule 

●​ Student Drop-Off: 7:15 – 7:35 AM​
 

●​ Instruction Begins: 7:35 AM​
 

●​ Dismissal:​
 

○​ Car Riders & Walkers: 2:45 PM​
 

○​ Bus Riders: 2:55 PM​
 

●​ Office Hours: 7:15 AM – 3:30 PM 

Important: 

Students should not arrive before 7:20 AM. The school is not liable for any incident that occurs before or after school hours 
when staff supervision is not provided. Please ensure students are picked up promptly at dismissal. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 



FOREWORD  

Welcome to Reynolds Elementary School, home of the Rangers! Our school is a place where every child is known, valued, and inspired to achieve their personal 
best. We believe that learning flourishes in a safe, inclusive environment grounded in strong relationships, high expectations, and shared accountability. This 
handbook serves as a guide for students, families, and staff to understand our school’s expectations, policies, and core values. It reflects our collective commitment 
to Engagement, Encouragement, Empowerment, and Excellence,  the 4 Es that define what it means to be a Reynolds Ranger. We encourage you to review this 
handbook together as a family. By understanding the guidelines and working in partnership, we can create a school community where every student feels a deep 
sense of belonging and pride. Together, we will continue to build a culture where students are safe, challenged, and celebrated every day. 

Anti-Bullying Policy (5517.01)  

ANTI-DISCRIMINATION AND BULLYING  

It is the policy of the District to provide a safe and nurturing educational environment for all of its students. This policy protects all students from  
bullying/aggressive behavior regardless of the subject matter or motivation for such impermissible behavior. Bullying or other aggressive behavior toward a  
student, whether by other students, staff, or third parties, including Board members, parents, guests, contractors, vendors, and volunteers, is strictly prohibited.  
This prohibition includes written, physical, verbal, and psychological abuse, including hazing, gestures, comments, threats, or actions to a student, which cause or  
threaten to cause bodily harm, reasonable fear for personal safety or personal degradation. Demonstration of appropriate behavior, treating others with civility and  
respect, and refusing to tolerate harassment or bullying is expected of administrators, faculty, staff, and volunteers to provide positive examples for student  
behavior. This policy applies to all "at school" activities in the District, including activities on school property, in a school vehicle, 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, or where an employee is engaged in school business. Misconduct occurring outside of school may also be disciplined if it  
interferes with the school environment.  
 
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. 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. Parents 
or legal  guardians of the alleged victim(s), as well as of the alleged aggressor(s), shall be promptly notified of any complaint or investigation as well as the 
results of the investigation to the extent consistent with student confidentiality requirements. A record of the time and form of notice or attempts at notice shall be 
kept in the investigation file. To the extent appropriate and/or legally permitted, confidentiality will be maintained during the investigation process. However, a  
proper investigation will, in some circumstances, require the disclosure of names and allegations. Further, the appropriate authorities may be notified, depending  
on the nature of the complaint and/or the results of the investigation.  
 
Implementation  
The Superintendent is responsible to implement this policy, and may develop further guidelines, not inconsistent with this policy. This policy is not intended to 
and should not be interpreted to interfere with legitimate free speech rights of any individual. However, the District reserves the right and responsibility to 
maintain a  safe environment for students, conducive to learning and other legitimate objectives of the school program.  
 
Procedure  
Any student who believes s/he has been or is the victim of bullying, hazing, or other aggressive behavior should immediately report the situation to the Principal or  
assistant principal. The student may also report concerns to a teacher or counselor who will be responsible for notifying the appropriate administrator or Board 
official. Complaints against the building principal should be filed with the Superintendent. Complaints against the Superintendent should be filed with the Board 
President. A student may also submit a report or complaint to any of the above designated individuals through email, voicemail, regular mail or by leaving a sealed  
note addressed to the individual at that person's office or desk. The student may submit a report or complaint anonymously, but this may affect the ability to fully 
investigate the matter, when the complaining student is not available to provide additional information during the course of the investigation. The identity of a 
student who reports bullying, hazing or aggressive behavior, as well as those students who provide information during an investigation will remain confidential to 
the extent possible and to the extent allowable by law. Only school personnel directly involved in the investigation of the complaint or responsible for remedying 
any violations will be provided access to the identity of the complaining student(s) and student witnesses, and then only to the extent necessary to effectively deal 
with the situation. The identity of the student who files the report or complaint will not be voluntarily shared with the alleged perpetrator(s) or the  witnesses unless 
the student (and his/her parent/guardian) give written permission to do so. Any investigation report will likewise not be voluntarily produced with  the names of the 
reporting student(s) or witnesses. However, under certain circumstances, the District may be required by law to disclose the report and/or the  student(s) names. 
Also, under certain circumstances, the identity of the reporting student may become obvious even without disclosure by school personnel. 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 shall be 
made to those identified above. While reports may be made anonymously, formal disciplinary action may not be taken solely on the basis of an  anonymous report 
without other corroborating evidence. The Principal (or other administrator) shall promptly investigate and document all complaints about  bullying, aggressive or 
other behavior that may violate this policy. The investigation must be completed as promptly as the circumstances permit after a report or  complaint is made. If 
the investigation finds an instance of bullying or aggressive behavior has occurred, it will result in prompt and appropriate remedial action.  This may include up to 
expulsion for students, up to discharge for employees, exclusion for parents, guests, volunteers and contractors, and removal from any  official position and/or a 
request to resign for Board members. Individuals may also be referred to law enforcement or other appropriate officials. If, during an investigation of a reported act 
of harassment, intimidation and/or bullying/cyberbullying, the Principal or appropriate administrator believes that the reported misconduct may have created a 
hostile learning environment and may have constituted unlawful discriminatory harassment based on a Protected Class, the Principal will report the act of bullying 
and/or harassment to one of the Anti-Harassment Compliance Officers so that it may be investigated in accordance with the procedures set forth in Policy 5517 - 
Anti-Harassment. The individual responsible for conducting the investigation shall document all reported incidents and  report all verified incidents of bullying, 
aggressive or other prohibited behavior, as well as any remedial action taken, including disciplinary actions and referrals, to  the Superintendent. The 
Superintendent shall submit a compiled report to the Board on an annual basis.  
 
Non-Retaliation/False Reports  
Retaliation or false allegations against any person who reports, is thought to have reported, files a complaint, participates in an investigation or inquiry 
concerning allegations of bullying or aggressive behavior (as a witness or otherwise), or is the target of the bullying or aggressive behavior being investigated, is 
prohibited and will not be tolerated. Such retaliation shall be considered a serious violation of Board policy, independent of whether a complaint of bullying is 
substantiated.  
 
Suspected retaliation should be reported in the same manner as bullying/aggressive behavior. Making intentionally false reports about bullying/aggressive  
behavior for the purpose of getting someone in trouble is similarly prohibited and will not be tolerated. Retaliation and intentionally false reports may result in  
disciplinary action as indicated above.  
 
 

 



Definitions  
The following definitions are provided for guidance only. If a student or other individual believes there has been bullying, hazing, harassment or other 
aggressive behavior, regardless of whether it fits a particular definition, s/he should report it immediately and allow the administration to determine the 
appropriate course of action.  

"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. Such behavior includes, for example, bullying, hazing, stalking, intimidation, menacing, coercion, name-calling, taunting, making threats, 
and hitting/pushing/shoving.  

"At School" is defined as in a classroom, elsewhere on school premises, on a school bus or other school-related vehicle, or at a school-sponsored activity or 
event whether or not it is held on school premises. It also includes conduct using a telecommunications access device or telecommunications service provider 
that occurs off school premises if either owned by or under the control of the District.  

"Bullying" is defined as any written, verbal, or physical acts, including cyber bullying (i.e. any electronic communication, including, but not limited to electronically 
transmitted acts, such as internet, telephone or cell phone, personal digital assistant (PDA), or wireless hand held device) that, without regard to its subject 
matter  or motivating animus, is intended or that a reasonable person would know is likely to harm one (1) or more students either directly or indirectly by doing 
any of the following:  
A. substantially interfering with educational opportunities, benefits, or programs of one (1) or more students;  
B. adversely affecting the ability of a student to participate in or benefit from the school district's educational programs or activities by placing the student 
in reasonable fear of physical harm or by causing substantial emotional distress;  
C. having an actual and substantial detrimental effect on a student's physical or mental health; and/or  
D. causing substantial disruption in, or substantial interference with, the orderly operation of the school.  

Bullying can be physical, verbal, psychological, or a combination of all three. Some examples of bullying are:  
A. Physical – hitting, kicking, spitting, pushing, pulling; taking and/or damaging personal belongings or extorting money, blocking or impeding 
student movement, unwelcome physical contact.  
B. Verbal – taunting, malicious teasing, insulting, name calling, making threats.  
C. Psychological – spreading rumors, manipulating social relationships, coercion, or engaging in social exclusion/shunning, extortion, or intimidation. 
This may occur in a number of different ways, including but not limited to notes, emails, social media postings, and graffiti.  

"Harassment" includes, but is not limited to, any act which subjects an individual or group to unwanted, abusive behavior of a nonverbal, verbal, written or 
physical nature, often on the basis of age, race, religion, color, national origin, marital status or disability, but may also include sexual orientation, physical 
characteristics (e.g., height, weight, complexion), cultural background, socioeconomic status, or geographic location (e.g., from rival school, different state, rural 
area, city, etc.).  

"Intimidation/Menacing" includes, but is not limited to, any threat or act intended to: place a person in fear of physical injury or offensive physical contact; 
to substantially damage or interfere with a person's property; or to intentionally interfere with or block a person's movement without good reason.  

"Staff" includes all school employees and Board members.  

"Third parties" include, but are not limited to, coaches, school volunteers, parents, school visitors, service contractors, vendors, or others engaged in 
District business, and others not directly subject to school control at inter-district or intra-district athletic competitions or other school events.  

Anti-Harassment  
It is the policy of the Board of Education to maintain an education and work environment that is free from all forms of unlawful harassment, including sexual 
harassment. This commitment applies to all School District operations, programs, and activities. All students, administrators, teachers, staff, and all other 
school personnel share responsibility for avoiding, discouraging, and reporting any form of unlawful harassment. This policy applies to unlawful conduct 
occurring on school property, or at another location if such conduct occurs during an activity sponsored by the Board.  
The Board will vigorously enforce its prohibition against discriminatory harassment based on race, color, national origin, sex (including sexual orientation and 
gender identity), disability, age (except as authorized by law), religion, height, weight, marital or family status, military status, ancestry, or genetic information 
(collectively, "Protected Classes") that are protected by Federal civil rights laws (hereinafter referred to as unlawful harassment), and encourages those within 
the School District community as well as Third Parties, who feel aggrieved to seek assistance to rectify such problems. The Board will investigate all allegations 
of unlawful harassment and in those cases where unlawful harassment is substantiated, the Board will take immediate steps to end the harassment, prevent its 
recurrence, and remedy its effects. Individuals who are found to have engaged in unlawful harassment will be subject to appropriate disciplinary action. If you or 
someone you know has been the victim of sex-based discrimination, harassment, or retaliation, you may file a report with any District employee. Formal 
Complaints of sexual harassment must be filed with the Title IX Coordinator:  

Mel Rentschler, Superintendent  
301 Chestnut Street Reading, MI 49274  
517-283-2166  
mel.rentschler@readingrangers.org 

If you or someone you know has been the victim of disability-based discrimination, harassment, or retaliation, you may file a complaint with:  

Mel Rentschler, Superintendent  
301 Chestnut Street Reading, MI 49274  
517-283-2166 
mel.rentschler@readingrangers.org 

If you or someone you know has been the victim of any other type of unlawful discrimination, harassment, or retaliation, including unlawful conduct based on 
race, color, or national origin, you may file a complaint with:  

Mel Rentschler, Superintendent  
301 Chestnut Street Reading, MI 49274  
517-283-2166  
mel.rentschler@readingrangers.org 

A report of unlawful discrimination, including unlawful harassment or retaliation, may be made verbally or in writing. A student found to have perpetrated unlawful 
discrimination, including unlawful harassment or retaliation, may be subject to discipline, including suspension or  expulsion.  
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OK2SAY  
OK2SAY is the student safety program that allows students to confidentially report tips on potential harm or criminal activities directed at students, school  
employees, and schools. It uses a comprehensive communication system to facilitate tip sharing among students, parents, school personnel, community mental  
health service programs, the Michigan Department of Health and Human Services, and law enforcement officials about harmful behaviors that threaten to 
disrupt  the learning environment. Students have the capability to report tips in any of the following ways: online, texting OK2SAY, calling 8555OK2SAY, emailing  
OK2SAY@mi.gov, or by downloading the OK2SAY app.  

Title IX Sexual Harassment (Policy 2266)  
The Board of Education of the Reading Community School District (hereinafter referred to as “the Board” or “the District”) does not discriminate on the basis of 
sex (including sexual orientation or gender identity), in its education programs or activities, and is required by Title IX of the Education Amendments Act of 1972, 
and its implementing regulations, not to discriminate in such a manner. The requirement not to discriminate in its education program or activity extends to 
admission and employment. The Board is committed to maintaining an education and work environment that is free from discrimination based on sex, including 
sexual harassment. The Board prohibits Sexual Harassment that occurs within its education programs and activities. When the District has actual knowledge of 
Sexual  Harassment in its education program or activity against a person in the United States, it shall promptly respond in a manner that is not deliberately 
indifferent. Pursuant to its Title IX obligations, the Board is committed to eliminating Sexual Harassment and will take appropriate action when an individual is 
determined responsible for violating this policy. Board employees, students, third-party vendors and contractors, guests, and other members of the School District 
community who commit Sexual Harassment are subject to the full range of disciplinary sanctions set forth in this policy. The Board will provide persons who have 
experienced Sexual Harassment ongoing remedies as reasonably necessary to restore or preserve access to the District’s education programs and activities. 
Any person may report sex discrimination, including Sexual Harassment (whether or not the person reporting is the person alleged to be the victim of conduct that 
could constitute sex discrimination or Sexual Harassment), in person, by mail, by telephone, or by electronic mail, using the Title IX Coordinator’s(s’) contact 
information listed above, or by any other means that results in the Title IX Coordinator receiving the person’s oral or written report. Reports may be made at any 
time (including during non-business hours), by using the telephone number(s) or electronic mail address(es), or by mail to the office address(es), listed for the 
Title IX Coordinator(s). Students, Board members, and Board employees are required, and other members of the School District community, and Third Parties) 
are  encouraged, to report allegations of sex discrimination or Sexual Harassment promptly to the/a Title IX Coordinator or to any Board employee, who will in 
turn  notify the/a Title IX Coordinator. Reports can be made orally or in writing and should be as specific as possible. The person making the report should, to the 
extent  known, identify the alleged victim(s), perpetrator(s), and witness(es), and describe in detail what occurred, including date(s), time(s), and location(s).  

TECHNOLOGY POLICY  

Reading Community Schools integrates technology resources at all grade levels.   

Students will only be allowed to use district technology in a supervised environment. District technology will be limited to educational use related to 
classroom  assignments.   

To access email and/or the internet at school, students under the age of eighteen (18) must obtain parent/guardian permission by signing and returning 
the  handbook form. Students eighteen (18) and over may sign their own forms.  

Use of the internet is a privilege, not a right. The Board’s internet connection is provided for educational purposes only. Unauthorized and inappropriate use 
may  result in discipline.  

The Board has implemented technology protection measures which block/filter internet access to visual displays that are obscene, child pornography, or harmful 
to  minors. The Board also monitors online activity of students in an effort to restrict access to child pornography and other material that is obscene, objectionable,  
inappropriate and/or harmful to minors.  
 
Nevertheless, parents/guardians are advised that determined users may be able to gain access to information, communication and/or services on the internet  
which the Board of Education has not authorized for educational purposes and/or which they and/or their parents/guardians may consider inappropriate, offensive,  
objectionable or controversial. Parents/Guardians assume this risk by consenting to allow their students to participate in the use of the internet. Students 
accessing  the internet through the school’s computers assume personal responsibility and liability, both civil and criminal, for unauthorized or inappropriate use of 
the  internet.   

The Board has the right to monitor, review and inspect any directories, files and/or messages residing on or sent using the Board’s computers/networks. 
Messages  relating to or in support of illegal activities will be reported to the appropriate authorities. Questions? Email: shawn.shook@readingrangers.org or call 
517-283-2142 ext. 1218  

Technology 1:1 Devices  
1:1 Device Overview: Each student will be assigned a device. iPads: Dk-2nd Chromebooks: 3rd-7th and 8th-12th. Before a student can receive their device, the 
Reading Community  Schools 1:1 Yearly Agreement must be signed and the yearly insurance payment of $20 must be submitted to the office if you choose to 
insure your student’s  device. If you choose not to insure your student’s device, you will be required to pay for the repair or replacement of the device. 
 
High School Chromebooks: High School Students in grades 8th-12th will be assigned a Chromebook that they will use through 12th grade. 7th grade students 
will carry over their device from  6th grade for one additional year of use. Students will be allowed to take devices home during all breaks including summer break. 
Each student will get the same  Chromebook every year until they graduate. Students must bring their Chromebook to every class, unless advised not to by their 
teacher. Students should take  their Chromebook home every day. Students must bring their Chromebook to school every day in a fully charged condition. It is 
highly recommended to leave your  Chromebook charger at home.   
 
Internet Use & Filtering of Your Device: For students that take their device home, an internet connection will be required for most use cases. Devices come with 
the district internet filtering software installed. Students are bound to the Reading Community Schools Network and Internet  Acceptable Use Policy and the 
Google Acceptable Workspace Use Policy when using their device. Students are expected to alert a staff member when they  come across anything deemed 
inappropriate, dangerous, threatening, etc.   
 
Device Care and Repairs: The device assigned and/or loaned  to the student will be used only by that student and it is his/her responsibility to take care of the 
device. Do not decorate your device or device  accessories in any way (e.g. stickers, markers, paint). Students must keep their device in their immediate vicinity, 
and never leave their device unattended if  possible. When not at school, students must keep their device in a safe environment away from liquid, extreme heat or 
cold, or other potentially hazardous  locations. The device that is assigned to a student is property of the District. Do not attempt to open, modify, or repair the 
device, charger, or software/operating system in  any way. In the event that a device needs to be repaired or replaced, contact office staff. Devices are only to be 
repaired by the District. If a student's device is  damaged, they will receive a loaner device until their device is repaired or replaced.   
 
Device Accident Insurance: The District will be providing an accident insurance option for student devices. The device accident insurance will cover one school 
year; it is non-refundable, not  transferable to other students, and will not be prorated. This will only cover the device (Chromebook or iPad). The device accident 

 



insurance is for accidental  damage such as drops, falls, liquid spills, etc. Malicious\Negligent damage along with lost or stolen devices will not be covered. 
Parents/Guardians who do not  purchase the device accident insurance will be required to pay the full cost of the repair or replacement of the device. The district 
will be the deciding factor if a  device repair is practical or the device needs to be replaced.  
Device Accident Insurance Terms:  
Accident Insurance cost is $20 per student per school year. Power adapters, cables, cases, and any other accessories are not covered by the device 
accident  insurance. All replacement accessories must be purchased through the District to insure quality.  
Insurance claims are as follows: 1st claim is no cost for repair or replacement of the device, 2nd claim is $50 for repair and $150 for replacement of the device.  
Any other claims will be the full cost of the repair or replacement of the device. In the event of an insurance claim, the student or Parent/Guardian must report 
the  incident immediately to the school.  

Technology Usage Penalties  
Students who lose their technology privileges must use other resources to complete assignments while their privileges are suspended. The loss of 
technology  usage is NOT an excuse for failure to complete assignments while privileges are suspended.  

Offenses will accumulate from year to year. Staff and parents will be notified as to a student’s eligibility to use the district’s technology. It will be the student’s  
responsibility to reactivate access through a new password.  

* Intentional Violation - Moderate - No damage to system  
• Misuse of equipment not resulting in damage  
• Misuse of Internet privileges   
• Illegal installation of copyrighted software  
• Downloading files or software   
• Misuse of e-mail and/or network resources  
• Misuse of paper or printing privileges   
• Intruding on another person’s user’s files  

1st offense: Student will lose computer access for 30 school days  
2nd offense: Student will lose computer access for 90 school days   
3rd offense: Student will lose computer access for 180 school days  

* Intentional violation - Major: Results in damage to system software or technology equipment.  
Students will lose access to district technology up to permanently based on the severity of the violation.  

 
ATTENDANCE POLICY 

  
Parents are responsible to ensure regular and punctual attendance of each child pursuant to Part 24 of Michigan’s Revised School Code.  Reading 
Community Schools and Hillsdale County Probate Court have established the following truancy policy to ensure compliance with the Code.  
  
There are four types of absences: excused absences, late arrivals to school, unexcused absences, and chronic absences. 
  
EXCUSED ABSENCE 
The first five absences may be excused for any reason as long as the parent, guardian, or legal custodian contacts the school or sends a written 
documentation within 24 hours of the absence that states the reason. 
  
Six or more absences may be excused as long as the parent, guardian, or legal custodian sends written documentation within 24 hours of the absence that 
states the reason, and the absence is for any of the following reasons: 
Illness/medical reason 
Medical appointments 
Observance of a religious holiday 
Death in the family 
Emergencies beyond the control of the family 
Mandated court appearances 
Extraordinary educational opportunities pre-approved by the district administrators 
Parent or guardian’s military service 
Homelessness 
  
LATE ARRIVAL 
Late arrivals may be excused as long as the parent, guardian, or legal custodian sends written documentation within 24 hours of the late arrival that states 
the reason, and the late arrival is for any of the following reasons: 
Illness/medical reason 
Medical appointments 
Observance of a religious holiday 
Death in the family 
Emergencies beyond the control of the family 
Mandated court appearances 
Extraordinary educational opportunities pre-approved by the district administrators 
Parent or guardian’s military service 
Homelessness 
  
The accumulation of 10 unexcused late arrivals are treated as an unexcused absence. 
  
CHRONIC ABSENCE 
When a student accumulates 18 excused absences, he or she is considered chronically absent. 
  
UNEXCUSED ABSENCE PROCEDURES 
5 Unexcused Absences – Letter and Discretionary Meeting:  When a student accumulates five unexcused absences, the school will mail a letter to the 
parent, guardian, or legal custodian’s last known address.  The letter will apprise the parent, guardian, or legal custodian of the number of absences that 
have been accumulated, the truancy policy, and contact information for the school if the parent, guardian, or legal custodian desires a meeting to discuss the 
situation with school personnel.  
7 Unexcused Absences – Letter and Required Meeting: When a student accumulates seven unexcused absences, the school will mail a letter to the 

 



parent, guardian, or legal custodian’s last known address.  The letter will apprise the parent, guardian, or legal custodian of the number of absences that 
have been accumulated by the student, the steps necessary for a student to receive an excused absence, and a meeting date and time for the parent, 
guardian, or legal custodian to come to the school to discuss the matter with school personnel. 
10 Unexcused Absences –Referral to Court: When a student accumulates 10 unexcused absences, the school will refer the matter to the Hillsdale County 
Juvenile Court. 
  
CHRONIC ABSENCE PROCEDURES 
10 Excused Absences:  When a student accumulates ten excused absences, the school will mail a letter to the parent, guardian, or legal custodian’s last 
known address.  The letter will apprise the parent, guardian, or legal custodian of the number of absences that have been accumulated, the truancy policy, 
and contact information for the school if the parent, guardian, or legal custodian desires a meeting to discuss the situation with school personnel.  
18 Excused Absences:  When a student accumulates eighteen excused absences, the school will mail a letter to the parent, guardian, or legal custodian’s 
last known address.  The letter will apprise the parent, guardian, or legal custodian of the number of absences that have been accumulated, the truancy 
policy, and a meeting date and time for the parent, guardian, or legal custodian to come to the school to discuss the matter with school personnel. 
  
ONLINE LEARNING AND ABSENCES 
Students are required to comply with the policies and procedures required under their online coursework agreement.  Failure to comply will result in 
unexcused absences, which will be treated as all other unexcused absences. 
  
Prearranged Absences: If a student knows in advance that he/she will be absent from school (field trip, vacation, hunting, fair activities, college visit, etc.), a 
prearranged absence slip will be necessary. The teachers will sign this slip indicating the work to be done during the time of the absence. Teachers may, at 
their discretion, require that assignments be handed in upon the students return. 

  
Absences for Extra-Curricular Activities: Students who are excused for extra-curricular activities during class time have the responsibility of 
contacting their teachers in advance and making up their class work before the absence or as the teacher directs. Sponsors of activities should remind 
their students of this requirement. These times missed are not considered as absences. However, students may be denied the right to attend meetings, 
field trips, and other school-related activities by the classroom teacher if they are earning low grades or have excessive absences. 
  
Tardy: A student is considered tardy if not in class when the bell rings. If detained by a teacher and made tardy to the next class, the student will receive a 
pass for admittance without penalty. If the student is more than five (5) minutes late to class and does not have a pass, the tardy will be considered an 
unexcused absence. If a student arrives to school (1st period) or leaves early at the end of the day more than fifteen (15) minutes, it will be considered an 
unexcused absence pending other approval. If it is within fifteen (15) minutes, it will be recorded as a tardy. 

·          Tardiness: 
o​ Six (6) cumulative tardies will result in a minor disciplinary write-up with consequences per the code of conduct. 
o​ Tardies will reset after disciplinary action. Upon reset, six (6) more cumulative tardies will result in a major disciplinary write-up 
with consequences per the code of conduct. 
o​ All tardies will reset at the new semester. 

Leaving School During the Day: The procedure for signing out is:  
1. Students are required to report to the office and check out via the sign out sheet in the office before they leave the building.  
2. Students will be allowed to sign out if:  

A. Their parent/guardian has called the office in advance.  
B. The parent/guardian comes into the office when they wish to pick up his/her student.  
C. The student has a note from a parent/guardian with a phone number on the note so that the parent/guardian can be contacted to verify 
the note.  
D. The student has received permission from the principal.  

3. A student may not dismiss her/himself from any duration of the school day. A call from a parent/guardian after the student has left the building will not 
be accepted.  
4. Any student that fails to properly sign-out of school will be considered to be truant.  
5. Students arriving late, or returning after signing out, must report to the office and sign in.   

Assemblies and Special Programs: During the school year, there will be several student assemblies and special programs scheduled. These are to include, but  
are not limited to pep assemblies, honors programs, band concerts, etc. All school assemblies and special programs are considered scheduled school time; 
therefore, all students are required to be in attendance.   

GENERAL INFORMATION, RULES AND REGULATIONS  

Accident/Injury  
When an accident occurs, it must be reported at once to the teacher in charge, who will then report it to the principal's office. Proper medical referrals will be made  
when necessary. First aid kits are located in the principal's office.  

After-school Activities  
Students who are absent from school on the day of, without completing and submitting a pre-arranged absence form, shall not be present at elective 
after-school activities and may be asked to leave.   

 

 

 

 

 

 

 

 

 



 

Bus Discipline Code of Conduct 

  
Minor Offenses (Level 1) Consequences 

·          Inappropriate Behavior 
o    Standing while bus is in motion 
o​ Throwing objects inside the bus 
o    Any part of the body out the window 
o    Yelling out the window 
o    Moving from assigned seat without 
permission 
o    Eating/Drinking on bus without permission 
o    Littering 
o​ Dangerous behavior (careless play, 
rough-housing etc.) 

·          Defiance 
o​ Failure to obey bus driver 

·          Disrespect 
·          Inappropriate Language 

o​ Use of unacceptable language 
o​ Use of obscene gestures 

  

·          Verbal Warning (given by driver) 
·          Written Warning 

o​ Copy of slip given to student 
o​ Copy of slip put in mail 
o​ Driver contacts parents 

·          1st Offense-Off bus 1-day 
o​ Copy of slip given to student 
o​ Copy of slip put in mail 
o​ Transportation Supervisor contacts parents 

·          2nd Offense-Off bus 3-days 
o​ Copy of slip given to student 
o​ Copy of slip put in mail 
o​ Transportation Supervisor contacts parents 

·          3rd Offense-Off bus 5-days 
o​ Copy of slip given to student 
o​ Copy of slip put in mail 
o​ Transportation Supervisor contacts parents 

*After the 3rd offense, the student and parent must meet with the driver, 
Transportation Supervisor, and Superintendent in order to return riding the bus. 
  

Major Offenses (Level 2) Consequences 
·          Abusive Language 
·          Property Damage/Vandalism (restitution required) 
·          Bullying 
·          Theft (restitution required) 
·          Harassment 
  

·          1st Offense 
o​ Off Bus 3-days 
o​ Copy of slip given to student 
o​ Copy of slip put in mail 
o​ Transportation Supervisor meets with Building 
Principal 
o​ Parents are contacted 

·          2nd Offense 
o​ Off Bus 5-days 
o​ Copy of slip given to student 
o​ Copy of slip put in mail 
o​ Transportation Supervisor meets with Building 
Principal 
o​ Parents are contacted 

*After the 2nd offense, the student and parent must meet with driver, 
Transportation Supervisor, and Superintendent in order to return riding the 
bus. 

Major Offenses (Level 3) Consequences 
  
·          Fighting 
·          Use/Possession of Age Restricted Item 
·          Threaten Another Person Physically 
·          More Serious Group II 
·          Extortion 
·          Swearing at Staff Member 
·          Other 

  
·          Student will be referred to building Principal for discipline 

Major Offenses (Level 4) Consequences 
  
·          More Serious Group III 
·          Other 

  
·          Student will be referred to building Principal for discipline 

 
The Transportation Supervisor and Building Principals have the authority to determine any consequences and use the above as the guideline. More severe  
violations can result in additional school suspensions up to expulsion. Bus discipline is subject to restorative practices when deemed appropriate. Appeals of  
disciplinary decisions made by the transportation supervisor/building principal should be made to the superintendent.  

Bus Regulations  
1. Be at the appointed stop ten (10) minutes before pickup time.  
2. Bus drivers will not stop at the appointed stop if students are not in sight.  
3. Cross the highway after the bus is stopped in the following manner:  

a. Be sure the bus is stopped.  
b. After leaving the bus, go to the front of the bus in sight of the driver and wait for safe conditions to cross.  
c. Look both ways before crossing.  
d. Walk in front of the bus  
e. Students should NOT get mail when exiting and/or entering the bus.  

4. Stand 20 feet off the roadway while waiting for the bus.  
5. Always wait for the bus to stop before entering or exiting.  
6. Inform the driver when an absence is expected and a date of return.  
7. Call the bus garage by 5:30 am if student(s) will not be riding the bus.  

a. Phone: (517) 283-3106  
8. No blankets are permitted on the bus.  
9. No hoods are permitted to be worn on the bus.  
10.  Students who are suspended from the bus will not be permitted to attend any scheduled field trips or extracurricular activities on suspension days. 
 

Cell Phones/Personal Electronic Devices  
Cell phones and all other personal electronic devices are not permitted to be used during the school day. This includes, but is not limited to, personal computers, 

 



laptops, I-pads, smart watches, and smart/meta glasses. Upon entering the building, students will be required to  place his/her electronic device in the designated 
slot in the office area foyer. Devices will remain in the designated slot for the duration of the day. Upon dismissal  from school, students may retrieve his/her 
device from the designated slot to take it home.  
Headphones are permitted for classroom use at the teacher’s discretion.  Headphones (connected to Chromebooks) are permitted during breakfast and 
lunch at the principal’s discretion.  Headphones are not permitted in the hallway.  
In the event that a student violates this policy, his/her device will be placed in the office for the remainder of the day. Additionally, the student will receive a minor  
disciplinary write-up with consequences per the code of conduct. A second offense will be considered a major disciplinary offense with consequences per the  
code of conduct. Repeated infractions will continue to follow the code of conduct.  

Civil Rights Compliance Officer  
The Civil Rights Compliance Officers for Reading Community Schools are high school and elementary school principals. You may reach each at 
his/her corresponding office.  
 
Non-School-Sponsored Clubs and Activities 
Student-initiated groups for religious, political, or philosophical purposes may meet during non-instructional hours with prior approval from the Principal. Applicants 
must verify that the activity is student-led and voluntary, that staff are not actively involved, that it does not interfere with school operations, and that non-school 
individuals do not regularly direct the group. All school rules and expectations apply, including those related to behavior, safety, and equal access. Membership in 
fraternities, sororities, or secret societies is prohibited by law. Non-district-sponsored organizations may not use the school’s name, logo, or mascot or imply official 
school endorsement. 

Dress Code  
A definite relationship exists between good grooming, good work habits, and proper school behavior. The school does request that parents assume the primary  
responsibility of maintaining the high standards of dress that the school has always had. The rules are:  

1. All students must wear some type of shoes or sandals when in the building.  
2. All student hair, clothing, or body cleanliness must be such as to not constitute a health hazard, disruption or be offensive to those around  
them.  
3. Clothing with pictures or writing must not be offensive or pertain to offensive subject matter. Clothing that depicts or refers to alcoholic 
beverages, sex, violence, tobacco products or other illicit drugs is out of place in Reynolds Elementary School l and will not be allowed. 
4. Hats, hoods, and bandanas are not to be worn in the building during the school day; chains are not allowed at any time.  
5. Halter tops, bare midriffs, and underwear shirts are not acceptable for school dress. Sleeveless dress shirts are allowed, however, they  
must have at least 2” of fabric width on each shoulder.   
6. Skirts, dresses, shorts, etc. should reach to the fingertips of the hand when extended and should not be slit.   
7. Pants must be worn in the location for which they were intended--at the waist.  
8. Leggings will require an appropriate length (fingertip) shirt or sweater to also be worn. Shorts may be worn over leggings but must be of fingertip 
length.  
9. Arm-hole size around the arm and shoulder must be small enough as to not expose undergarments or excessive skin.  
10. Bottoms shall not contain holes nor allow for skin to be exposed from the waist to the student’s fingertips when arms are fully 
extended.   
11. Face paint is not permitted.  
12. Coats and bags are not permitted in classrooms. All coats and/or bags should be stowed in the student's locker at the start of the school day and only 
retrieved at  the end of the school day.  

When, in the judgment of the administration, a student is dressed inappropriately, he/she will be instructed to change clothes. If the student needs to leave school  
in order to change, he/she will earn an unexcused absence for each class hour missed. The school will provide a clothing change if needed. If a student refuses 
to  change, he/she will be placed in ISS. 

 
Repeated offenses of dress code violations will not be tolerated. Once a student has three dress code violations, he/she will be written up for disciplinary 
action.  
 
Emergency Drills  
Emergency drills will be practiced throughout the school year. These are required per state law. These drills include fire drills, tornado drills, and  lockdown 
drills. Staff will review the necessary protocol for these drills with students. Additionally, staff will review all emergency language with  students. These 
include the following terms: Shelter, Secure, Hold, Lockdown, and Evacuate. Students are expected to follow staff lead during all  emergency situations.   
 
School Activities & Programs 
Reynolds Elementary offers a variety of enrichment opportunities, events, and programs throughout the school year to support learning, leadership, creativity, and 
community engagement. These activities are designed to enhance the educational experience, build school spirit, and foster positive relationships among students 
and staff. 

Opportunities may include field trips, assemblies, school-wide celebrations, clubs, and special events. These experiences provide students with hands-on learning, 
real-world connections, and opportunities to develop social and leadership skills. 

Participation Expectations 

●​ Students must demonstrate good behavior, consistent attendance, and academic effort to participate in all school activities and programs. 
●​ School staff and administration reserve the right to revoke a student’s participation in any activity, including field trips, if the student fails to meet these 

standards. 
●​ Decisions regarding participation consider the student’s behavior history, current conduct, and adherence to school rules. 

Illness  
If you are ill at any time during the day and cannot attend your classes, report to the principal's office. If you are too ill to remain in school, the secretaries will  
contact your parents to come and pick you up. Students are not to leave the school building without properly checking out of the school in the office. Students  
who fail to properly check out of the school or classroom will be considered truant.  

 



Immunizations  
Students must be current with all immunizations required by law or have an authorized waiver from state immunization requirements. If a student does not have  
the necessary shots or waivers, the principal may remove the student or require compliance with a set deadline. This is for the safety of all students and in  
accordance with state law. Any questions about immunizations or waivers should be directed to the guidance counselor secretary.  

Individuals with Disabilities  
The Americans with Disabilities Act (A.D.A.) and Section 504 of the Rehabilitation Act provide that no individual will be discriminated against on the basis of 
a  disability. This protection applies not just to the student, but to all individuals who have access to the District’s programs and facilities.  

A student can access special education services through the proper evaluation procedures. Parent involvement in this process is important and required by  
Federal (IDEA) and State law. Contact the guidance counselor at 283-2142 extension 1231 to inquire about evaluation procedures and programs.  

Library  
Reynolds Elementary is fortunate to have an excellent Library. The chief purpose of the Library is for individual or class study, research, and recreational 
reading.  You are expected to conduct yourself in accordance with the purpose of the room and help maintain order and quiet.  
1. The Library is available to all students with a library pass from a teacher.  
2. Materials should not leave the library until they are properly checked out.  
3. Books and materials may be checked out for two weeks.  
4. Return all books and materials to the circulation desk in order that they may be discharged and the responsibility for the material ended. Students are  
responsible for any book, or other materials signed out in their name regardless of loss, loan or damage.  

Lockers  
Each student may have a locker assigned to him or her. Every locker is school district property and students do not have an expectation of privacy in their locker.  
School officials may inspect the locker at any time. This locker is subject to the following (since they are SCHOOL PROPERTY AND NOT STUDENT  
PROPERTY):  
1. It is the individual student's responsibility to keep his/her lockers clean, neat, and free of writing.  
2. Food should not be left in them for long periods of time.  
3. Obscene or questionable pictures, etc., should not be attached to or hung in lockers.  
4. Any signs/pictures etc. are to be attached with magnets – NOT TAPE.  
5. Drugs, alcohol, or any illegal substance including fireworks or weapons, may not be kept in any locker.  
6. All lockers and their contents are subject to search and seizure as law permits.  
7. For reasons of security and responsibility, no student is to share, loan or hold mutual ownership of a locker with another individual unless assigned by the  
school. Book bags brought to school are to be left in a student’s locker.  
8. Tell your locker combination to no other student. The combination locks are provided for your protection, and their purpose is defeated if they are not properly  
used.  
9. DO NOT leave valuables in your locker.  
10. If something is stolen from your locker, you and you alone are responsible.  
11. Lockers will be randomly checked periodically, and all contents are the responsibility of the person to whom the locker is assigned.  

Lost and Found  
Articles lost or found will be received and claimed by the Principal's office. The articles will be held for one month. After this period of time the articles will be  
disposed of.  

Lunch  
Behavior during lunch must ensure that the eating area (lunchroom) is both clean and safe. Students are expected to:  
1. Consume all food in his/her assigned seat. Students are not permitted to take food out of the lunchroom. 
2. Walk at all times.  
3. Voice Level 2.  
4. Wait one's turn in line (no cuts) when retrieving food from the cafeteria.  
5. Do not throw food or any other object.  
6. Dispose of all trash in the provided wastebaskets. 
7. No charging of food or ala carte items is permitted. 

*LUNCH IS CLOSED CAMPUS LUNCH. STUDENTS ARE NOT PERMITTED TO LEAVE DURING LUNCH WITHOUT EXPRESS PARENT/GUARDIAN  
PERMISSION.  

Medication  
The school will not administer non-prescription drugs without the consent and permission of the parent on the Medication Authorization portion of the 
emergency  form provided to the student at the beginning of the school year. The form only covers the current school year. Students who require medication 
(prescribed or  over the counter) must follow the above procedures.  
   
When a student needs to take any prescription drugs, the parent/guardian must complete an “Authorization for Medication or Treatment” form provided by the 
elementary school office. The prescription drug must be kept in the elementary school office in a labeled bottle from the pharmacy. Office personnel will 
administer the drug.  

When a student needs to possess an inhaler at school, the parent/guardian and student physician must complete the form “Authorization Student Self 
Possession  of Inhalers” provided by the elementary school office.  

Property Damage  
When a student damages school property, the student, parent, or guardian will be held responsible for the cost of repairing the damage, including custodial 
costs.  Also, the offending student(s) may be subject to discipline. 
 
Personal Display of Affection  
Students are not allowed to engage in personal display of affection such as embracing, kissing or petting in the school building. Such actions are inappropriate in  
school or on the school grounds.  

Report Cards  
Report cards are available at the end of each marking period. At the end of the semester, a final examination is given. The two marking period grades shall be  

 



averaged with the final exam to determine the semester grade. Semester exams shall count for 10% of a semester grade. Hard copies of the report cards 
will  only be printed and provided at the request of the parent/guardian. All finalized grade cards can be viewed via the parent-access on Skyward.  

Right to Inspect Instructional Materials  
Parents have the right to inspect any instructional materials used as part of the educational curriculum for their student. Instructional material means 
instructional  content, regardless of format, that is provided to the student, including printed or representational materials, audio-visual materials, and materials 
available in  electronic or digital formats. Instructional material does not include academic tests or academic assessments.  

Right to Inspect Student Records  
Parents have the right to inspect and review the student’s educational records. If the parent believes the record is inaccurate, misleading, or otherwise in 
violation  of the student’s rights, they have the right to request an amendment.  

Search and Seizure  
To maintain order and discipline in the schools and to protect the safety and welfare of students and school personnel, school authorities may search a 
student,  student lockers, and desks under the circumstances outlined below and may seize any illegal, unauthorized or contraband materials discovered in 
the search.  

1. Student lockers and desks are school property and remain at all times under the control of the school district; however, students are expected to  
assume full responsibility for the security of their lockers and desks.  

2. Students should not expect privacy regarding items placed in school property because school property is subject to search at any time by school  
officials.  

3. Periodic general inspection of lockers and desks may be conducted by school authorities for any reason at any time without notice, without student  
consent and without a search warrant. This search may include the use of “outside experts” if necessary.  

4. A student's failure to permit searches and seizures as provided in this policy will be considered grounds for disciplinary action. 5. A student's person 
and/or personal effects (e.g., purse, book bag, and athletic bag) may be searched whenever a school official has reasonable  suspicion to believe that 
the student is in possession of illegal or unauthorized materials. If a properly conducted search yields illegal or contraband  materials, such findings shall 
be turned over to proper legal authorities for ultimate disposition.  
6. Automobiles brought within the domain of the school are subject to the search and seizure procedures.  

Severe Weather  
All school closings will be announced on these radio stations: 98.5-WNWN in Coldwater; 1340 & 92.1-WCSR in Hillsdale; and 102.5 in Hillsdale. Please do not  
call the school. Any necessary information will be passed on to you by way of the radio stations, social media, and instant alert.  

Signs/Posters  
All signs and posters that are placed anywhere in or around the school building must be approved by the principal or designee.   

Student Records - Directory Information  
The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that Reading Community Schools, with certain exceptions, obtain your 
written  consent prior to the disclosure of personally identifiable information from your child’s education records. However, Reading Community Schools may 
disclose appropriately designated “directory information” without written consent, unless you have advised the school specifically to the contrary in accordance 
with  Reading Community School’s procedures. The primary purpose of directory information is to allow the school to include information from your child’s 
education  records in certain school publications. Examples include:  

• A playbill, showing your student’s role in a drama production  

• The annual yearbook  
• Honor roll or other recognition lists  
• Graduation programs  
• Higher Educational Institutions  

• Sports activity programs/rosters, such as for wrestling, showing 
weight and height of team members  

• District website posts  
• Newspapers  
• Military  

Directory information, which is information that is generally not considered harmful or an invasion of privacy if released, can also be disclosed to outside  
organizations without a parent’s prior written consent. Outside organizations include, but are not limited to, companies that manufacture class rings or 
publish yearbooks. In addition, two federal laws require local educational agencies (LEAs) receiving assistance under the Elementary and Secondary  
Education Act of 1965, as amended (ESEA) to provide military recruiters, upon request, with the following information: names, addresses and telephone  
listings unless parents have advised the LEA that they do not want their student’s information disclosed without their prior written consent.  

If you do not want the school district to disclose any or all of the types of information designated below as directory information from your child’s education  
records without your prior written consent, you must notify the school using the “opt-out” form. These forms are available in each school building office.  
Reading Community Schools has designated the following information as directory information:  

• Student's name  
• Address  
• Telephone listing  
• School Photograph  
• Date and place of birth  
• Major field of study  
• Dates of attendance  
• Dates of graduation  
• Telephone numbers for inclusion in school or PTO directories  
• Participation in officially recognized activities and sports  
• Weight and height of members of athletic teams  
• Degrees, honors, and awards received  

 

 



Student Right of Expression  
The District will balance student speech and expression rights with its responsibility to provide a safe, orderly learning environment. Students may not engage 
in speech or expressive conduct that would materially and substantially interfere with or disrupt school operations, including school activities and educational 
programming. An actual disruption is not required before school officials may regulate student speech or impose discipline if they can reasonably forecast a 
substantial and material disruption or interference with school operations.  
Students may be disciplined for speech or expressive conduct that: is materially and substantially disruptive or that school officials can reasonably forecast will 
create a substantial disruption; is obscene, sexually explicit, indecent, or lewd; promotes the use of or advertises illegal substances; incites violence; contains 
“fighting words” or constitutes a true threat of violence; constitutes hate speech or symbols; involves a student walkout; urges a violation of law, Board Policy, 
or rule; or is not constitutionally protected. Administrators will evaluate student speech on a case-by-case basis, including the location, context, and nexus to 
the school, before imposing discipline.  

Telephone  
The telephones located in the offices are business phones and should be treated as such, and are not to be used for personal calls. Students are not to use the  
office phone unless it is a case of emergency and then after asking permission. Cell phones may only be used with express permission.  

Textbooks  
Books are given to you on a loan basis; you should fill out a book contract for each classroom textbook you receive. Make sure that you examine the book and  
record any damage that exists before it becomes your responsibility. You will not be charged for any "normal" wear that the book receives, but beyond that you  
may be charged for damage to the book. If the book is lost you will be charged a replacement cost. At the end of the school year, make sure that you turn in 
the book that was assigned to you. If it is not turned in, it will be treated as if it was lost.  

Vacating of the School Building  
Students should be out of the school building within 10 minutes of the conclusion of the school day unless the student(s) are being directly supervised by a 
staff  member of Reading Community Schools.  

Valuables  
Students are cautioned not to bring large amounts of money, radios, or cameras to school. If you wear glasses or watches, keep track of them at all times.  
Students, not the school, are responsible for their property. If it is necessary to bring more money than needed to pay for lunch, leave it in the office for safe  
keeping. DO NOT LEAVE ITEMS OF VALUE IN YOUR LOCKER.  

Visitors  
Any person (other than students, employees, and Board members) entering the school is required to report directly to the office. Visitors will be required to sign  
the visitor log and obtain a visitor pass from the secretary. Visitors are not allowed to attend classes with you as it is disruptive to the entire educational  
experience.   

Withdrawal from School  
The Board of Education affirms that, while Michigan law requires attendance of each student until sixteen years of age, it is in the best interests of both students  
and the community that they complete the educational program that will equip them with skills and increase their chances for a successful and fulfilling life 
beyond  school. No student under the age of eighteen will be permitted to withdraw without the written consent of a parent.  

Work Permits  
In the employment of minors, standards established under Michigan Law have to do with conditions and hours of employment. Points to remember: 14 years is  
the minimum age for legal employment of minors. Minors under 18 years of age must secure a work permit and the employer must keep said work permit on file.  
Permits are issued by the principal’s office of the school in which such minor resides and those employed out of state should obtain the permit in the state in 
which  they work.  

STUDENT CONDUCT AND DISCIPLINE  

The Board of Education acknowledges that conduct is closely related to learning and that an effective instructional program requires an orderly school  
environment, which is, in part, reflected in the behavior of students. The Board believes that the best discipline is self-imposed and that students should learn to  
assume responsibility for their own behavior and the consequences of their actions.  
   
The Board shall require each student of this District to adhere to the Code of Conduct promulgated by the administration and to submit to such 
disciplinary measures as are appropriately assigned for infraction of those rules. Such rules shall require that students:  

A. Conform to reasonable standards of socially acceptable behavior  
B. Respect the person and property of others  
C. Preserve the degree of order necessary to the educational program in which they are engaged  
D. Respect the rights of others  
E. Obey constituted authority and respond to those who hold that authority  

The principal shall have the authority to assign discipline to students, subject to District guidelines and the student’s due process right to notice, hearing, 
and  appeal.  
   
Teachers and other employees of the District having authority over students shall have the authority to take such means as may be necessary to control the  
disorderly conduct of students in all situations and in all places where such students are within the jurisdiction of this Board, or when such conduct interferes 
with  the educational program of the schools or threatens the health and safety of others.  

Definitions  
Expulsion: Expulsion shall be the exclusion of a student from the schools of this District for 60 or more school days.  
Suspension: Suspension is the removal of a student from school for a specific amount of time less than 60 school days. Students may be suspended a maximum  
of ten days by the elementary principal.   
In-School Suspension: In-school suspension is the removal of a student from the educational and social setting of regular classes.  

*Students suspended or expelled from Reynolds Elementary School  are not permitted on school property for any reason during the 
suspension/expulsion period.  

 

 



In-School Suspension (I.S.S.)  
Rules the students will follow if given an in-school suspension:  
1. Each student will bring homework and/or approved reading material or work will be assigned by the I.S.S. supervisor.  
2. The student will not talk or cause other disturbances.  
3. The student will not sleep or waste time.  
4. Each student will sit in an assigned seat.  
5. Any student who is disrespectful to the supervisor will be referred to the principal.  
6. No student will be allowed to leave the room during the class period except for emergencies, or by written request from a teacher which must be 
approved daily by an administrator.  
7. Violations of any of these rules will result in a Group III first offense with the remaining day(s) still to be served.  

 
CODE OF CONDUCT  

 
The Student Code of Conduct applies to students whenever the student is on school grounds, or in attendance at extra-curricular activities or co-curricular  
activities both home and away from home. In all cases, if the seriousness of the offense dictates, the disciplinary action may be more severe than is listed under  
consequences.   

The following lists are meant to be a guide and are subject to the discretion of Administration and the Board of Education. Administration will, as required or 
permitted by state law, always consider the use of restorative practices as an alternative to, or in addition to, suspension or expulsion. Nothing in the following 
lists limit the District’s ability to impose more or less severe disciplinary consequences depending on the situation’s unique circumstances and the mandatory 7 
factors. Nothing in this handbook limits the District’s authority to discipline a student for conduct that is inappropriate in school, but that is not specifically outlined 
in this handbook. Depending on the circumstances of a particular situation, separate athletic or extracurricular sanctions may be imposed, in accordance with the 
applicable handbook or rules.  

Behaviors are categorized into three levels: Minor (Classroom Managed), Moderate, and Major (Office/Administration Managed). 

Minor Behaviors (Classroom-Managed) 
Handled by the classroom teacher with interventions and parent communication. These behaviors disrupt learning but are not harmful to others or property. 

●​ Disruption – Interrupting instruction or learning activities​
 Examples: Talking out of turn, making noises, distracting others​
 

●​ Insubordination – Failing to follow reasonable staff requests or directives​
 Examples: Ignoring directions, refusing to complete a task​
 

●​ Work Refusal – Refusing to start or complete classroom work​
 Examples: Sitting idle, pushing work away, repeatedly saying “no”​
 

●​ Unkind Words / Name-Calling – Using disrespectful or hurtful language toward others​
 Examples: Teasing, calling names, making fun of a peer​
 

●​ Minor Physical Contact – Inappropriate but non-aggressive touching​
 Examples: Poking, tapping, bumping, playful horseplay​
 

●​ Misuse of Classroom Materials – Using school materials in an unsafe or distracting way​
 Examples: Throwing pencils, scribbling on desks, playing with objects​
 

●​ Inappropriate Language – Mild or non-directed inappropriate language​
 Examples: Saying “stupid,” “shut up,” or other minor words not directed at someone 

Moderate Behaviors (Requires Additional Support) 
Repeated or escalating incidents that require additional support beyond the classroom. 

●​ Repeated Insubordination – Ongoing refusal to follow directions after multiple interventions​
 Examples: Continues to ignore teacher redirection, walks away during instruction​
 

●​ Repeated Unkind Behavior – Ongoing verbal or nonverbal behavior that harms others emotionally​
 Examples: Repeated teasing, exclusion, hurtful comments​
 

●​ Repeated Disruption – Continuous interference with instruction after previous redirections​
 Examples: Calling out persistently, walking around the room, throwing objects​
 

●​ Minor Property Damage – Small damage to school or personal property without malicious intent​
 Examples: Tearing paper, knocking over supplies, breaking a pencil intentionally​
 

●​ Leaving Classroom Without Permission – Exiting the learning area without adult approval​
 Examples: Walking out of class, leaving a group without notifying the teacher​
 

●​ Verbal Refusal to Comply After Multiple Redirections – Clearly refusing a directive in a defiant or disrespectful tone​
 Examples: Saying “no” or “you can’t make me” repeatedly​
 

●​ Minor Physical Aggression – Pushing, shoving, or light contact made in anger without serious harm​
 Examples: Shoving in line, bumping shoulders intentionally, light hitting without injury 

 
 

 



Major Behaviors (Office/Administration-Managed) 
Serious, unsafe, or severe rule violations that require immediate administrative involvement. 

●​ Physical Aggression / Fighting – Intentional physical harm toward another person​
 Examples: Hitting, kicking, biting, punching, wrestling aggressively​
 

●​ Threats to Harm Others or Self – Verbal, written, or gestured threats toward safety​
 Examples: Saying “I’m going to hurt you” or making suicidal statements​
 

●​ Harassment or Bullying – Ongoing or targeted behavior that intimidates or humiliates another​
 Examples: Repeated name-calling, exclusion, cyberbullying, spreading rumors​
 

●​ Elopement from Building or Grounds – Leaving the school premises without permission or supervision​
 Examples: Running out of the classroom, leaving the playground or campus​
 

●​ Abusive or Vulgar Language Directed at Staff or Students – Using profanity or slurs toward another person​
 Examples: Swearing at a teacher or student, using hateful language​
 

●​ Theft – Taking property that belongs to others or the school​
 Examples: Taking another student’s supplies, lunch money, or electronics​
 

●​ Possession of Dangerous Item – Having or using an item that could cause harm​
 Examples: Pocket knife, lighter, sharp object, or imitation weapon​
 

●​ Vandalism / Major Property Damage – Intentional damage to school property or belongings​
 Examples: Breaking equipment, writing on walls, destroying materials 

*This is not an all-inclusive list; it may be amended at any time.  
*Students who are suspended in/out of school, by the building principal, will not be allowed to participate in any extracurricular event or 
practice  during their suspension. 
 
Restorative Approach 
Our approach to discipline is restorative, consistent, and educational. We believe behavior incidents are opportunities for growth and reflection, not just 
punishment. Our goal is to help every student learn to make positive choices and contribute to a safe, respectful, and supportive school community.After any 
behavior incident, staff support students in a process designed to build accountability and empathy: 

1.​ Reflect on what happened.​
 

2.​ Identify who was affected by the behavior.​
 

3.​ Repair the harm through apology, restitution, or community service.​
 

4.​ Rebuild relationships and rejoin the learning community positively. 

Progressive and Consistent Responses 
Teachers handle minor misbehaviors with reteaching, reflection, and classroom interventions. Repeated or serious behaviors may result in additional support from 
the behavior support team or administration. 

For all incidents requiring administrative involvement, the building principal or administration uses professional discretion to determine the appropriate response. 
This decision is guided by seven key factors: 

Seven Factors Considered for Discipline Decisions 

1.​ The Severity of the Behavior​
 – How serious, harmful, or dangerous was the behavior to others or school property?​
 

2.​ The Frequency of the Behavior​
 – Is this a one-time incident, or is it part of a repeated pattern?​
 

3.​ The Student’s Age and Developmental Level​
 – Younger students may need more support and reteaching, while older students may face stricter consequences.​
 

4.​ The Student’s Behavioral History​
 – Prior interventions, behavior plans, or previous referrals are considered.​
 

5.​ The Intent of the Behavior​
 – Was the behavior intentional, accidental, or provoked by external factors?​
 

6.​ The Impact on Others and the School Community​
 – Who was affected, and how significant was the disruption or harm?​
 

7.​ The Goal of Restoring Relationships and Learning​
 – Consequences are designed to teach accountability, support growth, and repair harm whenever possible. 

 
 

 



Possible Responses and Consequences 
Based on these factors, administrative responses may include: 

●​ Reflection or Restorative Conversation 
●​ Parent Contact or Conference 
●​ Loss of Privileges (temporary removal from non-academic activities) 
●​ Restitution or Service (apology, cleanup, or community contribution) 
●​ Behavior Plan or Support Team Referral 
●​ In-School Suspension (ISS) 
●​ Out-of-School Suspension (OSS) 
●​ Expulsion (for severe infractions per district policy) 

Administrative Discretion 
The principal or administrative team evaluates all behavior incidents individually, taking into account the seven factors above. This ensures that consequences are: 

●​ Fair and consistent across students, 
●​ Developmentally appropriate, 
●​ Aligned to restorative practices, and 
●​ Focused on supporting student growth and a safe school environment. 

Academic Misconduct  
It is the school’s intent to maintain and encourage high standards of personal conduct. These standards include personal honesty, discipline, and integrity. We  
believe that students are in school to do their own work. We assume that any schoolwork that is turned in for credit by a student is a result of that student’s effort.  
Generally, academic misconduct occurs any time a student turns in work that is not his/her own. Academic misconduct is a serious violation of school policy.  

Specifically, students should be aware of the following information:  

1. Homework: Daily homework assignments should represent a reasonable effort on the part of the students. Generally, collaboration among students on such  
assignments as laboratory reports and daily mathematics homework is acceptable. However, teachers may periodically designate homework and laboratory  
assignments on which collaboration is not permissible. The copying of someone else’s work is not permissible.  

2. Closed Book Quizzes, Tests, and Assignments: The result of a quiz or a test should represent only the student’s own work. This work must be performed 
during the testing period without any unauthorized assistance. Specifically, this language prohibits such behavior as looking at another student’s papers, or 
having inappropriate written material available for use. In all testing situations, it is the student’s responsibility to be certain that:   

A. Desks and all writing papers are cleared. All inappropriate materials should be cleared from the test area. The nature of the inappropriate 
materials and  test area will be defined by the teacher.  
 B. Personal behavior is appropriate. Thus, eyes should not scan the room, conversation should not occur with others, tests should stay on the 
desk, etc.  

3. Open Book Tests: The same rules apply to open book tests that apply to closed book tests, except that teachers will define the specific resources that  
students may use.  
4. Major Papers and Products: The basic guideline is that a student turns in his/her own work. Thus, plagiarism of, or inappropriate use of purchased or 
borrowed papers is specifically prohibited.  
5. Unauthorized Access: Students are prohibited from gaining unauthorized access to test materials through such behavior as going into teacher’s files and 
looking through a teacher’s desk. This is considered a Group III offense.  
6. Taking or transmitting images or messages during testing.   
7. Other Situations: Students who provide unauthorized assistance; i.e., papers to be copied, answers to tests, have violated the policy.  
Consequences  
Violations: The faculty will adhere to the following procedure in cases of academic misconduct:  

A. A student will receive a grade of F or zero at the teacher’s discretion for the work involved.  
B. The teacher will inform the student’s counselor and the administration of the violation.  
C. The student’s parents will be informed of the violation by the teacher.  
D. The counselor will meet with the student and discuss the seriousness of the violation and explore ways to assist the student to make 
more  appropriate decisions.  
E. The administration will keep a record of all disciplinary violations. If academic misconduct persists, then other actions of corrective or disciplinary  
nature may be taken.  
F. Any action taken by a teacher or an administrator is subject to the appeal procedure by the student and his/her parent/guardian. This appeal must 
include a conference with all parties involved.  
G. Academic misconduct violations are considered as other Group II Offenses, unless otherwise indicated.  

DUE PROCESS RIGHTS  

The Board of Education recognizes the importance of safeguarding a student's constitutional rights, particularly when subject to the District's 
disciplinary  administrative guidelines.  
 To better ensure appropriate due process is provided a student, the Board established the following guidelines:  

Due Process Rights  
The Board also recognizes that exclusion from the educational program of the schools is a severe sanction that should only be imposed after careful 
and appropriate consideration.  
Except as otherwise noted below with respect to possession of a firearm in a weapon-free school zone, if suspension or expulsion of a student is considered, 
the Board (Superintendent) shall consider the following factors prior to making a determination of whether to suspend or expel: A. the student's age  

B. the student's disciplinary history  
C. whether the student has a disability  
D. the seriousness of the violation or behavior  
E. whether the violation or behavior committed by the student threatened the safety of any student or staff member  
F. whether restorative practices will be used to address the violation or behavior  
G. whether a lesser intervention would properly address the violation or behavior  

The Board and/or Superintendent will exercise discretion over whether or not to suspend or expel a student. In exercising that discretion for a suspension of 
more than ten (10) days or expulsion, there is a rebuttable presumption that a suspension or expulsion is not justified unless the Board and/or Superintendent 

 



can demonstrate that it considered each of the factors listed above. For a suspension of ten (10) days or fewer, there is no rebuttable presumption, but the 
Board and/or Superintendent will still consider these factors in making the determination.  
Emergency Removal  
The Board recognizes exclusion from the educational programs of the District, whether by suspension or expulsion, is the most severe sanction that can be 
imposed on a student and is one that cannot be imposed without appropriate due process since exclusion deprives a child of the right to an education. The 
Board also recognizes that it may be necessary for a teacher to remove a student from class for conduct disruptive to the learning environment and that such 
removals are not subject to a prior hearing, provided the removal is for a period of less than twenty-four (24) hours. However, if an emergency removal may 
result in a suspension, then due process must be ensured.  
A student may be removed from a class, subject, or activity for one (1) day by his/her teacher for certain conduct as specified in the Code of Conduct, or s/he 
may be given a short-term suspension by the Superintendent. A student so removed may be allowed to attend other classes taught by other teachers during the 
term of the one (1) day removal. A student removed from the same class for ten (10) days will be entitled to the process for short-term suspensions outlined in 
AG 5610. A student removed from the same class for more than ten (10) days will be entitled to the process for long-term suspensions outlined in AG 5610. The 
Board designates the Superintendent as its representative at any hearings regarding the appeal of a suspension.  

A. Short Term Suspension (10 days or less)  
A student must be given both written notice of his/her suspension and the reasons therefore, and the opportunity to respond to the charges against him/her prior 
to  the suspension. 
 
B. Long Term Suspension or Expulsion (10 days or more)  
A student and his/her parent or guardian must be given written notice of the intention to suspend or expel and the reasons therefore, and an opportunity to 
appear  with a representative before the Board to answer the charges. The student and/or his/her parent or guardian must also be provided a brief description of 
the  student's rights and of the hearing procedure, a list of the witnesses who will provide testimony to the Board, and a summary of the facts to which the 
witnesses  will testify. The hearing may be private, but the Board must act publicly.  
 
ADVISORY TO ALL PARENTS  
As part of the Reading Community School District’s pest management program, pesticides are occasionally applied. You have a right to be informed  prior to any 
pesticide application made to the school grounds and building. In certain emergencies, pesticides may be applied without prior notice, but  you will be provided 
notice following any such application. If you need prior notification, please contact the office of the superintendent.  

ESEA Section 1111(h)(6) PARENTS RIGHT-TO-KNOW  

In accordance with the ESEA Section 1111(h)(6) PARENTS RIGHT-TO-KNOW, the District is notifying every parent of a student in a Title I school that you have  
the right and may request information regarding the professional qualifications of your child's classroom teacher. This information regarding the professional  
qualifications of your child's classroom teachers including, at a minimum, the following:  
1. Whether the teacher has met State qualification and licensing criteria for the grade levels and subject areas in which the teacher provides instruction. 2. 
Whether the teacher is teaching under emergency or other provisional status through which State qualification or licensing criteria have been waived.  3. The 
baccalaureate degree major of the teacher and any other graduate certification or degree held by the teacher, and the field of discipline of the certification  or 
degree. 4. Whether the child is provided services by paraprofessionals and, if so, their qualifications. If at any time your child has been taught for four or more 
consecutive weeks by a teacher not highly qualified, the school will notify you. If you have questions, please feel free to contact superintendent Martin DuBois 
at 517-283-2166. 
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