




















of conduct appropriate to the welfare of the student body and for the maintenance
of order and discipline within the school system.

The Board of Education, assuming the responsibility granted by law, establishes
the following categories of misconduct as those which shall be subject to
corrective or disciplinary action, including suspension or expulsion.

1.  Citizenship, which includes the following but is not limited to:
A. Violation of state laws, local ordinances, approved fire and safety
codes, civil disobedience, school rules, and regulations.
B. Smoking is illegal on school property, and the possession of smoking
materials, including matches and lighter, are not permitted on school
property or at any school-sponsored activity.

2. Rights, Responsibilities, and Limitations
Civil Wrongs — The following activities are among those defined as criminal
under the laws of the State of Michigan and North Muskegon Schools.

Arson — Intentionally setting fire (or attempting to set on fire) to either

personal property or school property shall result in immediate

expulsion in accordance with the district’s arson policy.

Assault — The Michigan School Code mandates that the Board of

Education take the following disciplinary actions for students in grades

6 — 12 who engage in physical assault or verbal assault:

=  Physical assault of a school employee, volunteer or contractor —
permanent expulsion.

. Physical assault of another student — expulsion up to 180 school
days.

. Verbal assault of a school employee, volunteer or contractor —
expulsion up to 180 school days.

For purposes of this law and the Board of Education’s Policy the

following definitions will apply to these terms:

=  Physical assault: Intentionally causing or attempting to cause
physical harm to another through force or violence.

. Verbal assault: Any intentional threat or offer to do bodily injury
to another by force, under circumstances which create a well-
founded fear of actual harm, coupled with the apparent ability to
carry out the act if not prevented. Bomb threats and similar threats
directed at a school building, school property or a school-related
event are included as verbal assaults.

Attendance — Daily attendance is required in accordance with state law

and school board rules. Students will attend regularly scheduled

classes unless officially excused.

Bomb Threats — Issuing by word or writing or any other form of

communication, the intention to do damage or harm by bombing.

Burglary, Robbery, Theft — The permanent taking of personal or

school property which does not belong to you without the owner’s

permission.

Selling Pornographic Materials — Distribution of pornographic

materials on school property is prohibited.

Explosives — Explosives or incendiary devices are strictly prohibited on

school property or at school sponsored events. This includes fireworks

of any kind.




Extortion, Blackmail, or Coercion — Obtaining money or property by
violence or threat of violence or forcing someone to do something
against his/her will by force or threat of force.

False Alarm - Issuing by word or act or any other form of
communication, a false or misleading report of a fire.

Firearms — Possession of any weapons or facsimile weapons which
may be used to intimidate or threaten others is strictly prohibited and
will result in immediate expulsion in accordance with the district’s gun
free school policy.

Indecent Exposure — The purposeful exposure of parts of the body
normally covered by clothing.

Larceny — Theft

Malicious Mischief — Property damage

Off-Campus Events — Students at school-sponsored, off-campus
events shall be governed by school district rules and regulations and are
subject to the authority of school district officials. Failure to obey the
rules and regulations and/or failure to obey the lawful instructions of
school officials shall result in loss of eligibility to attend school-
sponsored, off-campus events.

Sexual Harassment/Assault — Sexual harassment consists of
unwelcome sexual conduct, either verbal, non-verbal, or physical,
which unreasonably interferes with a student’s educational right,
privilege, advantage, or opportunity or which creates an intimidating,
hostile or offensive educational environment.

Sexual harassment has no place in the North Muskegon School District
and will not be tolerated. A student who engages in sexual harassment
will be subject to appropriate discipline, including expulsion in
accordance with the district’s criminal sexual conduct policy.

The Board of Education’s policy prohibiting sexual harassment and
outlining grievance procedures may be obtained from the building
principal. Reports of sexual harassment should be made to the school’s
building principal or to the person who has been designated as the
school’s sexual harassment grievance officer.

Smoking, possession of tobacco — Smoking by anyone is illegal on
school property, and the possession of tobacco and smoking materials,
IE matches/lighters, is not permitted on school property or at any
school-sponsored activity.

Trespass — Being present in an unauthorized place or refusing to leave
when ordered to do so.

Unlawful Interference with School Authorities — Interfering with
staff by force, resistance, or violence.

Unlawful Intimidation of School Authorities — Interfering with staff
by intimidation with threat of force or violence.

Use or Threat to use Weapons — The use or threat to use any physical
object as a weapon to threaten or inflict violence on another person or
persons.

Vandalism — Willful destruction of, defacement of, or tampering with
personal or school property.



Weapons Possession — Possession of any weapon or facsimile weapon
is strictly prohibited and will result in immediate expulsion in
accordance with the district’s weapon free school policy.

Drugs, which includes the following but is not limited to:

Sale, Use, Distribution or Possession of Alcoholic Beverages, Illegal
and/or Unauthorized Medicine, Drugs, or Narcotics, or Imitation
Controlled Substances — Including by use of illustration and not limitation:
alcohol, marijuana, heroin, opium, cocaine, LSD, barbiturates,
amphetamines, and drugs manufactured for use with animals.

Sale or Distribution of Over the Counter Medications - Including but not
limited to: Advil, Tylenol, cough syrup, etc.

Look Alike Drug Policy
A. It is against school policy to deliver, attempt to deliver or cause to be
delivered a non-controlled substance which the person represents to be
a controlled substance.
B. Proof of any one of the following is prima facia evidence of the above:
(1) The substance substantially resembled a controlled illegal
substance
) The substance is unpacked or is packaged in a manner normally
used for illegal delivery or a controlled substance (baggy,
envelope, gum wrapper, unmarked capsule, etc.)
3) The substance isn’t labeled as required by the FDA
4) The person states that the substance may be resold at a price
that substantially exceeds the value of the substance (50 cents a
hit or more for example).
C. Sale of any drug is against school policy.
D. No person may advertise a non-controlled drug:
1) If the ad contains any untrue, deceptive or misleading
representation regarding the effect of the drug.
2) Promoting sale of a drug which has not been approved for
human consumption for its physical or psychological effects; or
3) Which the person knows is manufactured to resemble a
controlled substance, or which the person represents to be of a
nature, appearance, or effect that will allow the recipient to
display, sell, distribute, or use the drug as a controlled
substance.

In the case of school officials having proof of use, possession, delivery or attempt
to deliver any substance described in A or B above, the penalties shall be the
same as for illegal substance.

Use or Possession — To the extent that a school may bear the burden of legal and
moral culpability when knowledge of student’s possession or use of illegal
substance is known, a specific policy covers four situations:

A. In the case of school staff members, principal, or supervisor
having proof of distribution (any quantity) by a student, the
administration will recommend suspension or expulsion. Legal
authorities will be notified.



B. In the case of school staff members, principal, or supervisor
having found in a student’s possession a quantity suggesting more than
personal use, the administration will recommend suspension or
expulsion. Legal authorities will be notified.

C. In the case of school staff members having found in a student’s
possession drug paraphernalia or a quantity of controlled substance
which suggests personal use, the building principal will be notified at
ext. 113 for the middle school/high school.

D. In the case of the principal or supervisor having reasonable cause
to believe a student is “under the influence” of a drug or controlled
substance, the administration will observe the following procedure
under normal circumstances:

(1) Verify the information provided and assess its’ credibility.

(2) Assess the character, history, and school record of the student(s)
suspected.

(3) Determine if there is reasonable suspicion enough to conduct a
search.
Any search conducted must comply with State of Michigan

law.

(4) Circumstances will be reviewed with the Superintendent. We will
proceed with the written district policy/procedures.

If drugs are found, the following procedure will be observed:

(1) Call the police at 911.

(2) Assist the police in locating and identifying suspect(s) and/or
witnesses.

(3) Provide any evidence to the police.

(4) Notify the parent(s) or guardian(s).

All medication must be brought to the office for distribution to the student.
Students may not have in their possession prescription medication or over-the-
counter drugs.

The commission of or participation in such activities as stated above,
whether in school buildings, on school property, or at school-sponsored
events, is prohibited. Disciplinary action will be taken by the school
regardless of whether or not criminal charges result.

DUE PROCESS PROCEDURAL RULES AND REGULATIONS

1. The hallmark of the exercise of disciplinary authority shall be
reasonableness and fairness.

2. Every effort shall be made by administrators and faculty members to resolve
problems through effective utilization of the school district’s resources in
cooperation with the student and his/her parent(s) or guardian. The
administration shall make specific notice of charges against the student as
soon as possible after the administration is aware of the problem.

3. Inspections for the location of drugs, narcotics, liquor, weapons, poisons,
and missing properties are matters relating to health and safety and may be
regarded as reasonable purposes for inspection by school personnel

4. A student must be given an opportunity for a hearing with an appropriate
school administrator if his or her parent or guardian indicates the desire for
one. A hearing may be held to allow the student and his/her parent(s) or
guardian to discuss the facts which may have lead to disciplinary action.



The student and his/her parents or guardian must be told orally, if possible,
and in writing of the opportunity for a hearing in accordance with school
board policy.
5. The student (and/or students representative) has a right to:
A. Question professional members of the staff involved in or witnessing
the incident.

B. Present evidence on his or her behalf.
C. Have an impartial hearing (before a school official not involved in the
incident).
D. Be represented by qualified counsel.
E. A record of the hearing.
F. Appeal to a higher authority according to the following list:
(1) Principal 1* hearing
(2) Superintendent 2" hearing
3) Board of Education 31 hearing

It is the intent of North Muskegon Middle School/High School to develop an
understanding and appreciation of our representative form of government and the
rights and responsibilities whereby necessary changes are brought about. The
school is a community and the rules and regulations of the school are the laws of
that community. All those enjoying the rights of citizenship must also accept
responsibility to respect the laws of the community. It is the responsibility of the
administration to design rules, clarify regulations and due process procedures,
and take necessary discipline procedures to protect all members of the school
community.

DEFINITIONS OF TYPES OF DISCIPLINARY ACTION

REPRIMAND

A reprimand is criticism with the intent of correcting a fault. A scolding for
inappropriate behavior is considered a reprimand.

DETENTION

1. Students who violate a teacher’s classroom disciplinary policies may be kept
after school. Each student will be given at least 24 hours before the
detention is assigned to arrange for his/her transportation.

2. Tardiness and minor cases of misbehavior in the school will warrant
detention after school and students will be expected to do homework or read
a book. Students are to make arrangements if an emergency comes up and
they cannot stay on the day agreed.

3. Failure to show for an office or teacher detention without prior written or
verbal excuse will result in ISS or School Community Service. Failure to
show for scheduled detention on a continual basis will result in the student
being disciplined under “Persistent Misbehavior or Insubordination” in the
discipline section of the handbook.



4. If a student is absent the day of his/her assigned detention, he/she is
expected to stay on the next night.

5. Failure to bring assignments, refusing to study or misbehavior in the
detention room will result in being removed from the room and the student
will serve the detention the next night of detention.

6.  School detentions will last 45 minutes from the end of the school day.

Procedure: Every staff person shall have the authority to reprimand and/or detain
students. Such corrective measures shall be used for the purpose of improvement
in the personal conduct of the student, not as a means of public ridicule or
embarrassment.

SATURDAY SCHOOL

Saturday School is a program that will be offered to students to make up
absenteeism, in some cases as an alternative to out of school suspension and as
part of progressive discipline. At the discretion of the administration, a student
who has been suspended may be permitted to attend a Saturday School.

Saturday School is held at North Muskegon Middle School/High School. Failure
of students to arrive on time and abide by all the rules approved for this program
will result in the student receiving OSS (out of school suspension).

SCHOOL COMMUNITY SERVICE

1.  School Community Service is a program designed to curb adolescent
misbehavior by placing student on a work detail with the school custodians
in hopes that it will give them an appreciation for the work they do, develop
respect for school property, and build character and responsibility for their
actions. This program allows us flexibility to work with our parents and
helps to alleviate inconveniences placed on them.

2. Students will report to the detention room where they may finish their
homework under supervised instruction before being assigned to a custodian
at 3:45. They will then be transferred over to custodian supervision until
4:30, when parents may then pick up their child at the gymnasium entrance.

3. Tasks may include, but are not limited to: washing windows, lockers, and/or
walls; cleaning dry marker boards; mopping floors; picking up trash;
emptying waste baskets; etc.

IN SCHOOL SUSPENSION (ISS)

In School Suspension (all day detention) may be served in lieu of (or in
combination with) outside school suspension. The student and his/her parent or
guardian may select this alternative to an assigned OSS suspension IF IT IS
OFFERED BY THE ADMINISTRATION.



The In School Suspension program advocates placing a student who has
committed a suspendable offense in an on-campus, highly controlled, isolated
environment in which he/she is required to complete assignments under the
supervision of an adult. Under this program, a student serves his/her penalty for
a violation of school rules where he/she continues his/her education and retains
his/her opportunity to earn academic credit. It is the student’s responsibility to:

1. Report to in school suspension room at 7:45 a.m. with books, journals, paper
and pencils, and any other materials needed to complete work. Students will
not be allowed to go to their lockers during the day.

2. While in ISS, it is mandatory that students work independently and quietly.
Students are responsible for completing their assignments and returning
them to their teachers the following day if they are to receive credit. It is
also suggested that students bring a reading book and they may also be
required to copy out of the student handbook.

3. Rules and Regulations will be posted and a set will also be handed out to the
student upon receiving the ISS. Those students who are removed from ISS
for failure to comply will be sent home that day and may receive OSS the
following day. Students will be allowed a five (5) minute break in the
morning and afternoon. They will eat their lunch in the ISS room and will
be responsible for cleaning up after themselves.

OUT OF SCHOOL SUSPENSION (0SS)

Students who are suspended out of school (OSS) must leave school property and
may not return without the permission of school authorities or until after the
suspension time is over. Students on OSS are not to be on school property and
are expected to remain home under parental supervision. Students placed on out
of school suspension WILL receive credit for the work done during the time of
suspension. Students will gather homework assignments and return them to their
teachers upon request so that they will not fall behind in their classes.

1. Students/parents will contact the office for OSS assignments for more than
one (1) day and return the completed assignments the day they return to
school from suspension. (Tests will need to be made up after school the day
or day after his/her return.)

2. Students who have the option to attend In School Suspension (ISS), School
Community Service, or Saturday School in lieu of OSS are not allowed to
make up their work if parent(s)/guardian(s) choose OSS.

Procedure: Students on suspension will be given the opportunity to make up all
schoolwork deemed appropriate by the school administrator and the teachers
involved. The teacher may set a reasonable deadline for turning in this work.
Students who receive an out of school suspension will receive a 10% grade
reduction for the work assigned in all classes during the suspension period. Final
exams are not considered “assigned work” and grades on exams will not be
subject to reduction. Students must vacate the school premises after receiving a
suspension.  Students who are seen on school grounds after receiving a
suspension will be suspended an additional three (3) days.

1. The building administrator will confer with the person (or persons) involved.
2. The student shall be informed of the specific charge(s), which could be the
basis for disciplinary action.



3. The student will have the right to be heard and to present any relevant
information to the school administrator.

4. Once the building administrator (or designee) determines that suspension is
appropriate, he will:

A. Notify the parent(s) or guardian(s) as soon as possible of the
suspension, the reason for it, and the duration. Notification may be
made by any of the following forms: use of the formal Disciplinary
Notice to Parent(s) or Guardian(s) form, telephone, home visit, or a
suspension letter. Suspensions extending beyond ten (10) days will be
confirmed by a written statement sent through the mail.

B. Confer, at the earliest possible time, with the parent(s) or guardian(s)
and the student to discuss the conditions for the return of the student to
the school setting.

C. Advise the parent(s) or guardian(s) and student of their right to appeal
the decision.

D. Refer to law enforcement agencies when appropriate, as in cases of
arson, rape, vandalism, violence, theft, assault, weapons possession,
illegal possession of drugs, etc.

E. Complete and file, in the building, Discipline Notice to Parent(s) or
Guardian(s)

STUDENT UNDER SUSPENSION

When a student is suspended (OSS), he or she may not attend school or activities
sponsored by the school during the duration of his/her suspension. When a
student is expelled, he or she is dropped from the school rolls and may not return.
A student who has been expelled may not attend the social events or activities
sponsored by the school.

SPECIFIC PENALTIES
DRUGS AND ALCOHOL

The consumption and/or possession of any controlled substance or drug
paraphernalia by students are prohibited in any attendance center, or on school or
district grounds or at any school-sponsored activity.

Any student who has in his/her possession any controlled substance or appears to
be under the influence of any drugs before entering upon school or district
grounds or in an attendance center, at any school-sponsored activity off school
grounds or going to or from any school-sponsored activity, shall be refused
entrance and admission and may be subject to discipline, up to and including
suspension and/or expulsion.

Disciplinary action will be as follows: The following consequences are for the
student’s career at each building level (Middle School/High School) while
attending North Muskegon Public Schools. If the student has two offenses within
one school year the second offense will include recommendation for expulsion.

1™ offense Up to 10 day suspension (OSS)
2" offense Recommendation for expulsion



When a violation of the student code occurs, a due process conference will be
held with the student, the parent(s), or guardian(s), and the principal.
Disciplinary action will be determined based upon the available evidence, the
student’s prior violations and the conference results. If the student or
parent(s)/guardian(s) are dissatisfied with the decision of the principal, they may
appeal to the superintendent, and then appeal to the board.

WEAPONS

POLICE REPORT, IMMEDIATE SUSPENSION AND EXPULSION
Weapons are grouped into two categories:

1. Articles commonly used or designed to inflict bodily harm and/or to
intimidate other persons. Examples: firearms, explosives, metal knuckles,
knives, chains, clubs, star, etc.
=  District officials will confiscate any article which, in their professional

judgment, qualifies as a weapon. Such weapons will be submitted to
the law enforcement agency, and the student will be immediately
suspended (10 days) pending an expulsion hearing.

2. Articles designed for other purposes but which could easily be used to inflict
bodily harm and/or intimidate. Examples: belts, combs, pencils, compasses,
scissors, etc.

. These articles, if used as weapons, will be confiscated. The
student will be placed on immediate suspension (up to 10 days) and
expulsion will be considered

Any student found to be in possession of a weapon at any school sponsored
activity, while in school, on district premises before, during, or after school,
while in route to and from school or on any district transportation vehicle shall be
subject to expulsion and/or legal action.

Heavy chains are not allowed on school premises at any time. These chains will
be confiscated and parents notified. If chains are confiscated a second time, they
will not be returned.

The following infractions will result in the following consequences.

1. All Criminal Acts (previously defined) unless Specifically Addressed
1™ offense Up to 10 days suspension, OSS, and Probation

2. Fighting - initiator and/or combatant
Disrupting the educational process, disrespectful behavior toward
faculty/staff
Throwing Objects and/or Endangering the Safety of Others

1™ offense Up to five days ISS/OSS
2" offense Up to 6 - 9 days OSS
3" offense 10 days OSS

3. Possession or Use of Drug paraphernalia, Tobacco products



Alteration of School Records

Insubordination (not submitting to a staff directive, including verbal abuse
or threatening school officials)

Interfering with School Officials in Pursuit of their Duty

Leaving School Property without Permission during the School Day
Unauthorized distribution of materials

1% offense OSS remainder of the day and ISS or Saturday
School
2" offense 2 days OSS plus Saturday School
3" offense 5 days OSS
4" offense 10 days OSS
Theft or Vandalism

Public Defamation of Staff Members
Indecent Exposure

Fireworks
1™ offense Up to 5 day suspension (OSS/ISS)
2" offense Up to 10 day suspension (OSS/ISS)
Profanity (Written, Verbal, Non-Verbal, Gestured)
Forgery
Cheating

Truancy - Skipping classes or school

Unauthorized use of the facility

Unauthorized check out from school

Persistent Misbehavior — Any student who is referred to the office by a
staff member after exhausting the interventions in the general discipline
policy will face the following consequences.

1* offense ISS or Saturday School

2" offense 2 days ISS or 2 days Saturday School*
3" offense Up to 3 days OSS

4™ offense Up to 5 days OSS

5" offense Expulsion/Alternative Placement

* Each referral to the office for persistent misbehavior regardless of the teacher
is cumulative; however the principal may use discretion with this area. An
example is the length of time between violations.

Building administration has the right to use discretion to deviate from the
designated sequence of consequences and impose any of the set forth disciplinary
measures or any other available disciplinary measure (such as parent/guardian
attending is lieu of OSS) without imposing a less or more severe type of
discipline and, in addition, may refer a particular incident of misconduct to the
appropriate law enforcement agency.

6.

Bullying, Intimidation, Coercion or any other threatening acts will not
be tolerated. All students have the right to a safe educational environment,
which is conducive to learning for all. Those who impede the educational
progress of their fellow peers will be subjected to the following:

1% offense ISS or Saturday School
2" offense up to 3 days OSS/ISS
3" offense up to 10 days OSS/Possible expulsion



7. Cafeteria/Bus/Hallway/Classroom Misbehavior — Students who run, push
and shove, or act inappropriately in the cafeteria or hall between classes,
before or after school will be given a reprimand and/or serve a school
detention (dependent of the infraction or circumstances). If misbehavior
continues students will be subjected to “Persistent Misbehavior” guidelines.

8. Hate Speech/Written (Racial, Ethnic, Satanic, Nazi and Gender Slurs) —
Students will be referred to the office for making verbal, non-verbal gestures
and/or written messages about another.

1" offense Up to 3 days suspension + parent conference
required before student may return to school

2" offense Up to 5 days OSS + parent conference

3" offense up to 10 days OSS/Possible expulsion

9. Beepers and Cellular Phones — Beepers (including look-a-like) and cellular
phones are allowed on campus during the school day. These items must be
hidden from view and turned off during class time and while passing in the
hallways between classes. If these guidelines are not followed these objects
will be confiscated and appropriate disciplinary action will be taken.

Probation/Contracts

Conditional enrollment granted by school administrator (or designee) for a trial
period. The period of probation may be for varying lengths of time, but not to
exceed one semester.

Procedure: The building administrator shall establish the conditions of probation
and impose the terms. This will be done after consulting with the teacher(s),
counselor, and a conference with the student and the student’s parent(s) or
guardian(s). All conditions of probation shall be stated in writing, with a copy to
the parent(s) or guardian(s).

School probation is conferred upon a student returning to school who has a
history of misbehavior or truancy to the extent that he/she has been suspended
from school for ten (10) days or has quit school. In order to stay in school a
student must agree in writing to:

1. Pass all school subjects
2. Have regular attendance — no truancy
3. Not be referred to the office for misbehavior or disobedience

Students who exhaust all consequences previously defined will be subject to
probation and an individual contract. These contracts may be written by or in
conjunction with any or all of the following staff members: building principal,
counselor, school psychologist, school social worker, or any member of the
teaching staff.

NOTE: Parents will be contacted to be advised of the contract and to offer any
additional input.

Rather than a “clean slate” at the beginning of each new semester, students will
be subject to progressive discipline procedures at any time during the school year.
A “reasonable” time between referrals and the magnitude of the infraction will be
taken into consideration in regard to the punitive measures to be taken. The
building principal will have final authority in these cases.

Students in violation of the Probation Agreement will be suspended. A meeting
will be arranged with the parent(s) to discuss alternatives.



NORTH MUSKEGON PUBLIC SCHOOLS

TECHNOLOGY CODE OF ETHICS

Use of technology at North Muskegon Public Schools is a privilege extended to
students and staff in order to enhance learning and exchange information.
Interacting with the learning tools provided by technology will furnish a graduate
with many of the job readiness and learning skills required by our evolving
business and educational community. But with access comes responsibility - both
for the equipment and for the information accessed and created through the use of
technology. Users working within the guidelines of the North Muskegon
Technology Code as outlined will receive the maximum benefits of the network.

Each user of technology shall read the following Rights, Responsibilities, Printer
Usage, Internet Acceptable Use and Disciplinary Action statements and sign the
User's Responsibility Declaration form which follows prior to accessing or using
technology.

Rights

* Users have the right to use all authorized hardware and software for which they
have received training to facilitate learning and enhance educational information
exchange.

* Users have the right to access information from outside resources which
facilitates learning and enhances educational information exchange.

* Users have the right to access the Internet to retrieve information which
facilitates learning and enhances educational information exchange.

* Users have the conditional right to sign up for Listserves and Newsgroups on the
Internet which facilitate learning and enhance educational information
exchange.

Responsibilities (Listing does not indicate priority ranking)

Any user has the right to make use of all hardware and software on which he/she
has been trained. However, all students and staff utilizing technology as an
educational resource must also accept responsibility for the appropriate use and
maintenance of that hardware or software. Responsible users must adhere to the
following behavior guidelines:

* Users are responsible for utilizing district technology only for facilitating
learning and enhancing educational information exchange consistent with the
purpose of the district.

* Users are responsible for obtaining permission before using their own disks on
district equipment.



* Users are responsible for keeping programs of a viral nature off all school
equipment. The user will be held accountable for any deliberate attempts at
knowingly installing and/or running a computer virus.

* Users are responsible for properly using and caring for hardware and software.

* Users are to seek assistance if needed.

* Users are responsible for ensuring that no hardware or software is relocated,
modified or abused in any way.

* Users are responsible for seeing that no hardware is disconnected, removed or
relocated.

* Users are responsible for keeping all food and drink out of the computer labs
and away from other electronic equipment.

* Users are responsible for using only the network user ID assigned to them and
will be held accountable for all activity performed under that ID. The privacy
of passwords is to be maintained at all times.

* Users are responsible for adhering to the rules established in various labs
relating to specialized equipment which may be found there.

* Users are prohibited from using district technology for private business, for
product advertisement or political lobbying, or for making any unauthorized
financial commitments.

* Users are prohibited from the malicious use of technology to disrupt the use of
technology by others, to harass or discriminate against others, and to infiltrate
unauthorized computer systems.

PRINTER USAGE GUIDELINES

Multiple printers are available to students so that they can produce quality typewritten or
graphics documents. Students are also able to print articles and other documents related
to assigned topics and areas of personal interest. When utilizing printing resources,
students must adhere to the following guidelines.

* Users will responsible for keeping images deemed inappropriate for school use
from being printed on any printer.

* Users will be responsible for practicing printing conservation. Print only what
is needed and use what is printed.

* Users will be responsible for notifying the designated person(s) if there is need
for a printer set-up change.

INTERNET ACCEPTABLE USE

The Internet offers vast, diverse, and unique resources to both students and teachers. Our
goal in providing this service to teachers and students is to promote educational
excellence in our schools by facilitating resource sharing, innovation, and
communication. With access to computers and people all over the world also comes the
availability of material that may not be considered to be of educational value in the
school setting. However, the North Muskegon Public School District firmly believes that
the valuable information and interaction available on this worldwide network far
outweighs the possibility that users may procure material that is not consistent with the
educational goals of the district. The following guidelines will apply to all users of the
Internet.



RIGHTS

* Users have the right to access the Internet to facilitate diversity and personal
growth in technology, information gathering skills, and communication skills.

* Users have the right to use the following methods for accessing information:
Electronic Mail (E-mail), Telnet and File Transfer Protocol (FTP).

* Student Users have a conditional right to request newsgroups from the Internet
in order to facilitate real-time learning with members on the network.

* Student Users have the conditional right to sign up for Lists on the Internet.

RESPONSIBILITIES

* Users are responsible for all material received via the information network
under his/her user account. Users accept responsibility for preventing all
sexually offensive materials, inappropriate text files, or files dangerous to the
integrity of the school's network, equipment, or software from entering the
school network.

* Users are responsible for making appropriate use of the electronic mail system,
reporting any violations of privacy, and making only those e-mail contacts
which facilitate learning and enhance educational information exchange.

* Users are responsible for adhering to the copyright policy and procedure in the
use of hardware and software and in transmitting or copying of text or files on
the Internet or from other sources.

* Users are responsible for making all subscriptions to Listserves or Newsgroups
known to the technology designee and for seeking prior approval before
requesting such subscriptions on the Internet.

* Users will be responsible for logging all connections made while on-line. All
file transfers made while on-line must be included in this log.

* Users will be responsible for abiding by the generally accepted rules of network
etiquette. These include (but are not limited to) the following:

* Use appropriate language. Do not become abusive in the message, swear, or use
vulgarities.

* Do not reveal your personal address or phone number.

DISCIPLINARY ACTION

Users violating any of these Rights and Responsibilities will face disciplinary action
deemed appropriate in keeping with the disciplinary policies and guidelines of the school.
Users will be required to make full financial restitution for any unauthorized expenses
incurred or any damages caused.

Middle and High school students will be disciplined for violating the privileges outlined
in the above document. If the student should be found in violation of the Technology
Code of Ethics, he/she can expect the following action to be taken.



First Offense - The student will lose all computer privileges for two weeks. The offense
will be recorded in the student's file. The student will review the Technology Code of
Ethics with the appropriate staff member before computer privileges will be reinstated.

Second Offense - The student will lose all computer privileges for six weeks. The
offense will be recorded in the student's file. The student will be expected to write a
technology behavior plan for him/herself before computer privileges are restored. This
plan will be signed by the student, his/her parents, the building technology person, and an
administrator.

Third Offense - The student will lose computer privileges for the school year. When
privileges are reinstated, they will be on a limited basis.

Any violation which affects the integrity of the network will result in permanent
removal from the network for the remainder of the year.

The high school administration reserves the right to administer disciplinary action in a
discretionary manner. Disciplinary action for computer offenses may vary from those
outlined above.
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Parenthetical Documentation

The purpose of parenthetical documentation is to indicate for the readers of
your paper what you used from each source and from where within that
source you took your information. Remember that all information, ideas,
facts and graphics that are not originally yours or “common
knowledge” must be documented. This includes information which is
being directly quoted as well as information which you are
paraphrasing. Parenthetical references within the body of the paper must
clearly and specifically match sources listed on the works cited page.

In most instances the author’s last name and page reference are enough
to identify the source from which the cited information was borrowed.
(Patterson 183-85).

Examples:
Quote: “The study of comparative literature takes off from the idea of
humanity” (Readings 6).

Partial Quote: Medieval Europe was a place both of “raids, pillages,
slavery and extortion” as well as the birthplace of early cities (Townsend
10).

Paraphrase: International spying was a popular government activity in the
1990s (Jones 45).

Author’s name included in text: In his Autobiography Benjamin Franklin
states that he prepared a list of thirteen virtues (135-37).

Additional guidelines for parenthetical references:
e  If there are multiple authors with the same last name, then include
the person’s first initial in the citations. (A. Patterson 183-85)
e Ifthere is more than one work by the same author used in a paper,
then the specific title of the work must be included. (Patterson,
“Blow the Whistle” 214-40)




e Ifno author exists, then use the title of the article or book with the
corresponding page numbers. (“Fresco” 1129)

e Works found on the Internet should be cited as close to print
references as possible. Remember the purpose of parenthetical
documentation is to point the reader to a specific item in the works
cited page. Author’s last name is preferred, though if no author is
given, then cite the title of the web page. Don’t use the page
numbers on the bottom of the print outs as these aren’t the true
page numbers. It is suggested that paragraph numbers be used.
(Tanner pars. 24-27)

e When using illustrative materials such as a photograph, map,
chart, graphic, it should be labeled Figure, assigned an Arabic
numeral, and given a title or caption. This information should
appear directly below the illustration and have the same margins
as the text of the paper. Ex: Fig. 1. Photo of child at play

Research Terms

Bibliographical Information: the information needed to document print,
graphic and online sources. Common elements including title, author,
page number, publisher, date of publication, web address, etc.

Common Knowledge: facts that can be found in numerous places and
are likely to be known by a lot of people. Example: John F. Kennedy
was elected President of the United States in 1960. This is generally

known information and does not need to be documented.

Documentation: Correctly citing the bibliographical information about
the source of a quotation, paraphrase or summary. Correct
documentation has two parts: 1). The Works Cited page with all of the
bibliographical information about each source.

2). The information included directly after a quotation or idea that
refers to the page number and source where you found the idea or
information (parenthetical citation).

MLA Style: This is a style of documentation named for the Modern
Language Association. It is one of two commonly accepted styles of
documentation for research and writing. The other is APA developed



by the American Psychological Association. At North Muskegon
Public Schools we use MLA.

¢ Paraphrase: using someone’s ideas but putting them into your own
words. This is the skill most used when incorporating information
from outside sources into your writing. Although you use your own
words to paraphrase, you must still acknowledge the source of the
information.

¢  Plagiarism: use of someone else’s words or ideas without giving
him/her the proper credit by citing the source of the information. This
is dishonest and illegal. It is important to recognize that the same rules
regarding copyright and plagiarism apply to information and graphics
obtained from the Internet.

¢ Quotation: using someone else’s exact words. When you quote, place
the passage you are using in quotation marks and document the source.

¢ Summary: reading someone else’s ideas and writing the main idea of it
into your own words. When you summarize, the summary should be
much shorter than the original. This original source of the information
must be documented.

¢ Works Cited Page: This is the page that lists the sources you used
(books, magazines, websites, interviews, etc.), and gives all of the
bibliographical information about them.

Plagiarism: Recognizing and Avoiding

Plagiarism includes ANY one or more of the following:
1. Using specific ideas or concepts without citing the source.
2. Using the wrong bibliographical information to cite information
3. Using more than three words directly from a source and not
placing them in quotations and citing the source.



4. Using the words of the original source, but changing the order of
the words is still plagiarism even if you cite the source because the
information is still not in your own words.

5. Copying and pasting from the Internet

To avoid plagiarism, you must give credit whenever you use:
1. An other person’s idea, opinion or theory
2. Any facts, statistics, graphs, drawings — any pieces of information
that are not originally your own or common knowledge.
Quotations of another person’s actual spoken or written words.
4. A paraphrase or summary of another person’s spoken or written
words.

w

Works Cited Page

“Avoiding Plagiarism.” OWL (Online Writing Lab).
2 Aug. 2000. Purdue University. 19 Aug. 2000
<http://owl.english.purdue.edu/handouts/research /r_plagiar.htmi>.

“Documenting Sources from the World Wide Web.” Modern Language Association of
America. 8 Aug. 2000

<http://www.mla.org>.

Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. Fifth Ed. New York: The
Modem Language Association of America. 1999.




LA Citation Formats for Works Cited Pages

Print Resources

Book:

Ruiz, Ramon Eduardo. Triumphs and Tragedy: A History of the Mexican
People. New York: Norton, 1992.

Book with two or more authors:
Eggins, Suzanne, and Diane Slade. Analyzing Casual Conversation.
London: Cassell, 1997.

Book with an editor and no author:

Nabokov, Peter ed. Native American Testimony: A Chronicle of Indian-
White Relations from Prophecy to the Present. New York: Viking
Penguin, 1991.

A Signed Encyclopedia Article:
Greun, Erich. “Caesar, Julius.” The World Book Encyclopedia. 2000 Ed.

Unsigned Encyclopedia Article:
“Baseball.” The Encyclopedia Americana. 1998 Ed.

An Article from a Reference Book:

Roth, Mitchel. “Bonnie and Clyde.” Violence in America. Ed. Ronald
Gottesman. 2™ ed. 3 vols. New York: Charles Scribner’s Sons,
1999.

A Work in an Anthology:

Hansberry, Lorraine. _A Raisin in the Sun. Black Theater: A Twentieth-

Century Collection of the Work of Its Best Playwrights. Ed.
Lindsay Patterson. New York: Dodd, 1971. 221-76.

Poem from anthology:
Giovanni, Nikki. “Master Charge Blues.” Poetry Outloud. Ed. Robert
Alden Rubin. New York: Algonquin Books, 1993. 20-21.



Journal Article:

Wilcox, Rhonda V. “Shifting Roles in Synthetic Women in Star Trek: The
Next Generation.” Studies in Popular Culture. #56 Sept. 1999: 23-
25.

Newspaper Article:
Lohr, Steve. “Now Playing: Babes in Cyberspace.” Los Angeles Times 15
Mar. 1998: A3.

Pamphlet:
London. New York: Trip Builder, 1996.

Music Lyrics: (from CD jacket)
Crow, Sheryl. “Mississippi.” The Globe Sessions. New York, 1998.

Online Subscription Services (InfoTrac Databases, SIRS, First
Search). These are all Internet based databases which all residents from the
state of Michigan get for free.

Items Needed for Citations:

Author

Title of article

Title of periodical/newspaper in which originally appeared
Date of original publication

Page number

Name of subscription database
Subscribing library’s name

City and state of subscriber

Date accessed article

Web address of the subscription database



InfoTrac Databases
Infotrac Periodical Example:
Adams, Thomas. “Alternative Assessment in Elementary School
Mathematics.” Childhood Education Summer 1999: 90-102.
Infotrac General Reference Center Gold. Gale Group Databases.
North Muskegon MS/HS LMC, Muskegon, MI. 27 Nov. 2001
<http://infotrac.galegroup.com/itweb/lom>.

Infotrac Newspaper Example:

Mauch, Thomas H. “Researchers Identify Alzheimer’s Enzyme Inhibitor.”
Los Angeles Times 13 April 2001: B2. Infotrac Custom
Newspapers. Gale Group Databases. North Muskegon MS/HS
LMC, Muskegon, MI. 15 Sept. 2002
<http://infotrac.galegroup.com/itweb/lom_reethsphs>.

Infotrac News Service or Newswire Example:

Farrell, Mary Ann. “Lupus Symptoms.” Knight-Ridder/Tribune News
Service. 16 April 1999. Infotrac Custom Newspapers. Gale Group
Databases. North Muskegon MS/HS LMC, Muskegon, MI. 15
Sept. 2002 <http://infotrac.galegroup.com/itweb/lom_reethsphs>.

Infotrac Reference Book Example:

“Iraq.” 2002 World Almanac and Book of Facts. 2002: 720. Infotrac
General Reference Center Gold. Gale Group Databases. North
Muskegon MS/HS LMC, Muskegon, MI. 27 Nov. 2002
<http://infotrac.galegroup.com/itweb/lom_reethsphs>.

SIRS Databases

SIRS Researcher:

Frick, Robert. “Investing in Medical Miracles.” Kiplinger’s Personal
Finance Feb.1999: 80-87. SIRS Researcher. SIRS Knowledge
Source. North Muskegon MS/HS LMC, Muskegon, MI. 27 Oct.
2001 <http://www.sirs.com>.

SIRS Renaissance:

Green, Sonya Laurence. “Searching for Colors: The Renaissance of East
African Art.” World & I March 1999: 194-203. SIRS Renaissance.
SIRS Knowledge Source. North Muskegon MS/HS LMC,
Muskegon, MI. 27 Oct. 2001 <http://www.sirs.com>.




SIRS Government Reporter:

Cronin, Patrick. “Adapting to the New National Security Environment.”
United States Institute of Peace Special Report.Dec. 1, 2000: 21-
24. SIRS Government Reporter. SIRS Knowledge Source. North
Muskegon MS/HS LMC, Muskegon, MI. 27 Oct. 2001
<http://www.sirs.com>.

Other Online Databases

First Search:

Morow, Lance. “Tragedy as Child’s Play.” Time. 6, April 2000: 78-81. First
Search. Wilson Select. Article #06832948. North Muskegon
MS/HS LMC, Muskegon, MI. 22 June, 2000.
<http:/mewfirstsearch.oclc.org/>.

MOIS:

“Dietician.” Michigan Occupational Information System. V.6.0 2002.
Michigan Virtual University.

AOL:
“Table Tennis.” Compton’s Encyclopedia Online. Vers. 3.0. 1999.
American Online. 26 July 2000. Keyword: Compton’s.

Or...

“Cloning.” Biotech’s Life and Science Dictionary. 30 June 1998. Indiana
University. American Online. 4 July 1999. Path: Research and
Learning: Science: Biology: Biotechnology Dictionary.




Internet Resources
Formats for citing Internet resources are always changing. The following
are up-to-date at the time this document was published.

Items Needed for Citations:
Online Magazine:

Author

Article Title

Name of Periodical

Date of Article Publication
Page numbers

Date accessed article

Web address

Online Newspaper: Web Page:

Author Author/Sponsoring Institution
Article Title Title of Web Page

Name of Newspaper Creation/Update Date

Date of Publication Title of Web Site

Section of Paper Date accessed

Date accessed article Web address

Web address

Dissecting a Typical Personal Website Citation:

Author Title of Web Page Date Created

N N v

Marinucci, Steve. “Our Interview with Yoko Ono.” Jan. 19, 1998.
Abbeyrd’s Beatles Page. 17 March 2003 <http://abbeyrd.best.vwh.net>.

\ N

Title of Web Site Date Agcessed Address of Page Used



Personal Sites:

Sargent, Judy. “Anorexia Nervosa: Judy’s Story.” June 20, 2002.
Unbinding the Body Betrayed. 18 Aug. 2000
<http://angelfire.com/ms/anorexianervosa/index. html>.

Dawe, James. Jane Austen Page. 15 Sept. 1998
<http:/myquist.ee.ualberta.ca/~dawe/austen. himl>.

Note: Citing Internet sources is an inexact science. Not every source
used is going to fit one of the examples given. Follow the
dissected examples and use your best judgment when creating
citations for Internet sources. Be as complete as possible.

Dissecting a Typical Organization/Institution Website Citation:

Authors Title of Webpage

\

Cohen, Robert, and Thomas Thurston. “Social Acﬁésm in the 1930’s.”
Dec. 28, 2002. New Deal Network. 17 Mar. 2003

/ AN ™~

Date Updated Name of Organization Date Accessed

<http:/mewdeal.feri.org/stuents/ack.htm.>.

Address of Webpage Used




Organization or Institutional Site:

Delaney, Robert. “MLA Citation Style. Nov 25, 1999. B. Davis Schwartz
Memorial Library. 2 Jan 2000
<http://www.liunet.edu/swis/cwp/library/ workshop/citapa.htm>.

“Less-well-known eating disorders and related problems.” April 2002.
Anorexia Nervosa and Related Eating Disorders, Inc. 17 Mar. 2003
<http://www.anred.com/defslesser.html>.

A Document from a Reference Database:
“Fresco.” Britannica Online. Vers. 99.2. June 2000. Encyclopedia
Britannica. 20 June 2001 <http://www.eb.com:180>.

Online Periodical:

Abilock, Debbie. “The Gestalt of Searching Online.” Multimedia Schools.
Dec. 1998. 14 Dec. 1999
<http://www.infotoday.com/MMSchools/dec98/ story. htm>.

Online Newspaper:

Stevens, William K. “Computers Model World’s Climate.” New York
Times on the Web 21 June 1999. 23 July 2000
<http://www.nytimes.com/library/cyber/week/
110497weather.html>.

E-mail:
Kosut, Cynthia. Lckosut@aol.com. “It’s Greek to Me.”
4 Sept. 1999. Personal e-mail.

Song Lyrics (Online):
Crow, Sheryl. “Mississippi.” The Globe Sessions. New York, 1998.
<http://mtv.com/lyrics/0089.html>.

Graphics:
Brown, John. “Books.” animation-books.com. 5 June 2001
<http://www.animation-books.com/>.




Other Media Sources

Video:

The Grapes of Wrath. Screenplay by Nunnally Johnson. Dir. John Ford.
Perf. John Carradine, Jane Darewell and Henry Fonda.
Videocassette. Twentieth Century-Fox, 1940.

Television Program:
“Frederick Douglass.” Civil War Journal. Narr. Danny Glover. Arts and
Entertainment Network. 7 Mar. 1999.

Personal Interview:
Jackson, Jesse. Telephone interview. 16 March 1999.

Map or Chart:
Washington. Map. Chicago: Rand, 1999.
(if accessed from a web site, add the date of access and the URL)

Works Cited Page Format

Center Works Cited at the top of the page.

In alphabetical order list the sources used directly in your paper.
Do not number the sources.

When the documentation for a source requires more than one line,
indent every line after the first one tab space.

e Be sure that every entry ends with a period.




Notes



North Muskegon High School
1507 Mills Avenue
North Muskegon, Ml 49445
Telephone: 231-719-4110
www.nmps.k12.mi.us

Print services provided by Muskegon Area Intermediate School District.






