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The Family Handbook

This handbook is intended to serve as a guide to help students and their families come to know Kazoo School’s programs and opportunities as well as to set forth basic expectations and agreements. Please take the time to familiarize yourself with the contents. We are hopeful that the handbook will answer many questions you may have about academics, security, discipline, school rules, safety, athletics and other topics. 

Please understand that no set of rules or guidelines can cover every conceivable situation that might arise at a school. The rules, policies and procedures set forth in this handbook are intended to apply under normal circumstances. However, from time to time, there may be situations that require immediate or nonstandard responses. This handbook does not limit the authority of Kazoo School to deviate from the normal rules and procedures set forth in this handbook, and to deal with individual circumstances as they arise in the manner deemed most appropriate by the School taking into consideration the best interests of the School, its faculty, employees, students or overall School community. The policies may also be revised or updated periodically, even during the school year. You will be advised of any changes as they are made either electronically (email) or by mail. Any student or parent with a question about any handbook policy or statement should feel free to speak with the Head of School.

The policies and procedures set forth in this handbook are not a right or part of the enrollment contract. The procedures herein do not confer any contractual rights on any student, but instead serve as an aid to the School in its everyday decision-making responsibilities.

Welcome To The Kazoo School:

The educator and philosopher John Dewey wrote, education is not a preparation for life, but life itself. While students move through their school years, grow, develop and mature, Dewey conveys in his message that we never graduate from learning.  Learning is not about preparing for a test, a grade, or a position; we are learners because it gives our lives meaning and purpose. 

At Kazoo School, learning and teaching is more than the mere enjoyment of collecting and sharing facts; learning is an active experience for all members of our community. We are a school that values critical thinking and the hands-on opportunity to learn by doing that is the hallmark of experiential learning; we see our students as able teachers and our adults as life-long students.  Our faculty is dedicated to learning how children learn and developing age appropriate curriculum that reflects this understanding of pedagogy.

Since 1972, the Kazoo School has cultivated an atmosphere of mutual consideration and respect through close relationships among teachers, students, and parents. We emphasize cooperative effort, accountability for one’s actions, the value of service learning, responsible stewardship of the environment and a strong commitment to building a multicultural community. 

Welcome to the Kazoo School!







David H. Feldman







Head of School

Our Mission

Kazoo School nurtures curiosity, creativity, and self-confidence, through a school experience that is active and rigorous. 

We recognize that students have different needs at different developmental stages, and we provide a curriculum that integrates academic, social, emotional, and physical learning opportunities for each child.  

We celebrate our cultural differences and embrace a commitment to inclusiveness, sustainability, and the partnership between family and school.

- Approved by the Board of Trustees June 2009
We Believe

· We believe that academic excellence is the foundation of education.

· We believe in encouraging the development of creative, self-reliant students who can solve problems, make informed critical choices, and function as productive members of society.

· We believe that small class sizes, teacher autonomy, collaboration in curriculum development, and non-competitive methods of assessment enable individualized recognition of each child’s unique strengths and needs.

· We believe that the diversity of social, cultural, and economic backgrounds represented in the school community contributes to understanding the rights and responsibilities of each member of the larger community.

· We believe in maintaining an environment where emotional, physical, and intellectual safety is the standard, and students are taught effective conflict resolution through peaceful problem solving.

· We believe the involvement of parents in many aspects of the school, including assistance in the classrooms, membership on our Board of Trustees, helping with fundraising, and community building is integral to their children’s school experience.
· We believe in furthering the development of an environmental ethic in all students by means of our educational program.

· We witness the positive results of these principles in our graduates, who make a successful transition into secondary education.
Achieving Our Mission

The mission of Kazoo School is achieved by means of an educational program that fosters individual academic excellence, a positive self-image, a life-long love of learning, and respect and concern for others. The keystone of this program is a progressive, developmental, interdisciplinary, and integrated curriculum.

Academic Excellence

Faculty challenge students to achieve new goals - to not be content with getting by or doing just enough.  Teachers help students to set goals and find joy in mastery.  This does not mean that we want our students to be grade or test focused, instead, faculty want students to strive continuously to do their best.

Progressive Education

Progressive education is an approach that focuses on child-centered and developmentally appropriate principles of learning. Kazoo School builds upon the natural curiosity within children to converse, inquire, and construct knowledge from personal, social, and academic experience.

Developmental Education

Every child develops individually and is influenced by his/her own background and life experiences. At Kazoo School, every student’s style of learning, rate of learning, and capacity to learn is respected as they are guided to achieve personal academic excellence.

Interdisciplinary Education

An interdisciplinary education combines the study of two or more disciplines, i.e. mathematics, language arts, social studies, or science to find relationships among them. The intention of interdisciplinary study is to: develop concepts and skills, to draw on student’s strengths in one area to help in another area, and to apply what is learned to new and different situations that simulate the “real world”.

Integrated Education

An integrated education combines thinking, feeling, sensing, insight and creativity using a variety of teaching methods and learning strategies. An integrated education builds upon prior knowledge to introduce new information. In addition, integration combines academic subject areas to equally stimulate habits and disciplines of each subject.

Governance

Board of Trustees

The Kazoo School is governed by a Board of Trustees with between thirteen and twenty-one voting members charged with oversight of the school’s mission and the long-term health and sustainability of the corporation. The school is a not for profit institution with a 501 (c) (3) status granted by the IRS.  

The Board is composed of current and past Kazoo School Parents, alums, School community members, and volunteers from the greater Kalamazoo area.  The Board is self-perpetuating and recruits members through its Committee on Trustees.

The President of the Parent Association is a voting member of the Board and the Head of School sits on the Board as an ex-officio member.

The Board of Trustees focuses on three areas critical to the success of the school: it selects, evaluates, and supports the Head of School, to whom it delegates authority to manage the school; it develops broad institutional policies that guide the Head in running the school; and it is accountable for the financial well-being of the school. 

The Board uses a system of standing committees to carry out its work and solicits participation from the whole community in participating in the work of these committees.

Board Committees:
Audit




Building and Grounds

Development




Education

Executive

Finance




Governance




Trustees
Head of School

The Head of School is the chief administrative officer of the Kazoo School Corporation and supervises and controls all of the operational and educational affairs of the corporation, including recruiting and supervision of teachers, school curriculum, student admission standards, general supervision of students, financial matters, building and grounds, fund raising, liaison with the parent body, and such other duties as may be prescribed by the Board of Trustees.  

The Head of School is the only employee of the Board of Trustees; all other school personnel report to the Head of School.

The School Day TC  "The School Day" \l 1 
During the school day, students are actively engaged in activities that support the Kazoo School mission and beliefs. 

The curriculum at Kazoo School includes language arts, math, science, social studies, creative arts, music, daily physical education and a developmental Spanish program for all students – beginning in preschool.  A library collection, an expanding use of computers, and other hands-on curricular activities support the academic program.

Student interactions with teachers and fellow students are varied and flexible.  Small class size allows many opportunities for individual conferences and learning opportunities between the student and teacher.  Students may work individually or in groups.  Students throughout the school get to know each other as older students support younger “buddies” during shared learning activities.

The Middle School curriculum provides challenging learning and problem-solving activities, expanded reading and writing opportunities, a structured math program, and activities that allow for social interaction with each other and the community.

The daily basegroup meeting is a time for the teacher and students to discuss timely issues, upcoming activities and classroom agendas for the day.  Each day includes a mid-morning snack break and lunch followed by an outdoor recess.

Kazoo School makes use of the surrounding neighborhood and the greater Kalamazoo community.  Classes may visit libraries, museums, universities and colleges, parks, farms, businesses, theaters and health care facilities.  Visitors often participate in our classrooms.

Absences TC  "Prearranged Absences" \l 2 
Parents are asked to call the school (269-345-3239) when their child will be absent, and to let teachers know in advance explaining the need for any prearranged absence.  

For absences of one week or more, the contact needs to be with the Head of School.  We ask parents to not put their children into the troublesome bind of missing school unnecessarily.  Families are asked not to extend or create holidays outside the regular vacation times.  The school cannot excuse such absences and teachers are not responsible for the results of family decisions that cause children to miss school.  It is important for parents to know that such choices often place their children in the middle, and schoolwork along with a child’s feeling of control may suffer.

After School TC  "After School" \l 2 
School is dismissed at 3:15 Monday through Friday.  Teachers walk their classes out of the building to the playing field through the East exit.  Children who regularly need to be in school after dismissal can register to participate in our Extended Day Program that runs from 3:15 PM to 6:00 PM. Forms are included in the registration mailing; please call the office for additional information.

Arrival TC  "Early Arrival" \l 2 
Students start their School day at 8:00 A.M.  Students arriving before 7:45 A.M.  should register for the  Extended Day Program.  The Extended Day Program provides supervision for children in Preschool to 8th grade beginning at 7:00 A.M.

Assembly

Each Friday morning students in Kindergarten through 8th grade gather in the gym at 8:00 A.M. for our weekly school assembly.  The event is open to parents, community members and friends; it is a wonderful opportunity to come together to share an experience as members of a larger community.

Assessment

The primary objective of the Kazoo School curriculum is to promote learning and continuous progress for each student. The teachers stress pride in individual accomplishment and set expectations and goals according to each student’s capabilities. Kazoo School has developed a comprehensive student assessment process that focuses on all aspects of a student’s intellectual, social/emotional, physical, and creative growth.

Multiple sources of documentation are used for assessment. Examples of qualitative resources are student journals, final project work, self-assessments, conferences, reflective writing and work samples, observations and written comments by teachers. Evaluation can also be quantitative. Examples of this are test scores, inventories and checklists. Quizzes and homework are other tools used to measure achievement. 

Letter or numerical grades are not used to summarize progress until a student enters middle school.

Attendance TC  "Attendance" \l 2 
Regular attendance at school is an essential part of the learning process.  We expect students to attend school every day unless they are ill.  In cases of illness or other unforeseen cause of absence, parents should promptly call the School Office at (269) 345-3239.
Backpacks and Use of Lockers TC  "Use of Lockers" \l 2 
Students are given lockers or classroom spaces to store their coats, book bags and other materials.  These spaces are given to students to maintain school safety by reducing clutter in the hallways and classrooms.  We ask students to keep backpacks and other book bags in their assigned space during the school day.  Students with lockers are expected to keep them neat, unmarked and in good working order. It is important to not store food in lockers overnight.  

Before School 

Families may enroll students in the Extended Day Program and drop-off at School beginning at 7:00 A.M.  Registration forms are part of the Summer Enrollment packet, and can also be obtained in the School Office.

Birthdays 

Celebrating a birthday at school is strictly voluntary.  In consultation with the classroom teacher, students may bring a special treat to share with their basegroup on or near their birthdays.  “Summer Birthday” students may schedule with the teacher a time to celebrate during the school year.  Healthy snacks are encouraged. Invitations to parties may not be handed out at school.

Cell Phones and School Telephones TC  "Student use of Telephones" \l 2 
Students may not carry or use cell phones during the school day or while attending school activities and trips.  If it is necessary for a student to have a cell phone, the phone must be turned off and kept in the student's locker during the school day.  Students may use the office phones to return a call from a parent or to make a call in an emergency situation.

Emergency School Closing TC  "Snow/Emergency School Closing" \l 2 
When severe weather forces us to close, an automated telephone calling system will be activated by the Head of School to alert families of our status.  Major television and radio stations will also be notified and the Website, www.kazooschool.org will announce the status.  Phone numbers and e-mail addresses used by the Emergency Alert System are entered online by parents.  Parents will be given a password-protected Website to enter this data or make changes to currently held information.
Food Allergies and Dietary Restrictions

Whether the issue is safety, religious observance, health consciousness, or personal choice, families have important concerns when it comes to food being shared at school.  Communication between families and the School is critical in supporting the needs of students and helping to ensure a strong and positive school experience.

Kazoo School is a place that embraces a commitment to inclusiveness, and we want to make sure that our community is respectful of the safety needs and the diversity of our community.  To help us be more sensitive to the needs of our families we offer these guidelines. 

Family’s Responsibility

· Communicate with your child’s teacher before bringing food into the classroom to share with students.  A phone call, e-mail, or note to the teacher gives our faculty the opportunity to talk with families whose children have dietary restrictions. When necessary, those parents can bring in alternative treats so all children can participate in the celebration.

· When possible, provide an ingredients list for the teacher for food brought in to share with children.  This can help families make decisions when allergies and dietary restrictions limit a child’s ability to eat a treat brought to school.

· Notify the school if your child has any food allergies or dietary restrictions.

· Work with your child’s Teacher and the Head of School to develop a plan that reasonably accommodates your child’s needs throughout the school including in the classroom, extended day programs, and during school-sponsored activities.

· For allergies:

· Provide written medical documentation, instructions, and medications as directed by a physician.

· Provide properly labeled medications and replace medications after use or upon expiration.

· Educate your child in the self-management of his/her food allergy including:

· safe and unsafe foods

· strategies for avoiding exposure to unsafe foods

· symptoms of allergic reactions

· how and when to tell an adult he/she may be having an allergy-related problem

· how to read food labels (age appropriate)

· Provide emergency contact information.

School’s Responsibility

· Review the health records submitted by parents and physicians.

· Communicate with families about the need to plan in advance before bringing treats or celebratory foods into the classroom.

· Include students with dietary restrictions and allergies in school activities. Students should not be excluded from projects or school activities that involve food items solely based on their dietary restrictions.

· Assure that all staff who interact with the student(s) on a regular basis understand the food allergies and dietary restrictions of children in their classroom.

· In the case of food allergies:

· Coordinate with the family to be sure medications are appropriately stored, and be sure that an emergency kit is available that contains a physician’s standing order for epinephrine. Medications are kept with the Assistant to the Head of School in the Main Office. Students will be allowed to carry their own epinephrine, if age appropriate, after approval from the students physician/clinic, parent, and Head of School.

· Be prepared to handle a reaction and ensure that there is a staff member available who is properly trained to administer medications during the school day regardless of time or location.

· Discuss field trips with the family of the food-allergic child to decide appropriate strategies for managing the food allergy.

· Follow laws regarding sharing medical information about the student.

Student’s Responsibility

· Should not trade food with others.

· Should not eat anything with unknown ingredients or known to contain any allergen.

· Should be proactive in the care and management of their food allergies and reactions based on their developmental level.
· Should notify an adult immediately if they eat something they believe may contain the food to which they are allergic.
Homework

The purpose of homework is to reinforce learning that takes place in the classroom.  It is also a way for students to develop and refine more mature learning habits.   Assignments consist of both daily and long-term projects.

Parents can help by providing an environment conducive to concentration, and they can help their children work on a suitable schedule. Students need different amounts of support and encouragement.  Students don't need their parents to do their homework for them, nor do they need parents to claim responsibility for their child’s homework.  Students need to learn how to increase their responsibilities in this area of extended learning.  

Hours

For students in Full Day Preschool through 8th grade, the School day begins at 8:00 A.M. and ends at 3:15 P.M.

For students in our Half Day Preschool program the school day is from 8:00 A.M. until 11:15 A.M.

Leaving During the School Day TC  "Leaving During the School Day" \l 2 
Students are not to leave the school grounds during the school day.  Children who must leave school before dismissal because of a scheduled appointment should be picked up from the main office and signed-out. 

Library

The Kazoo School library provides a collection of fiction, non-fiction, reference books, magazines, videos and software for children and young adults.  There is a growing collection of child development and education books for adults.  The library is open to students, faculty, and parents during regular school hours and during the Extended Day Program. 

Library materials may be checked out for a period of two weeks for students in Kindergarten through 8th grade and one week for students in the Preschool.

Beginning in 2010, the School’s Library collection will be accessible only to faculty while the onsite space is closed for renovation.  Faculty will integrate trips to the Kalamazoo Public Library into the program of study to support the development of research skills, and the continued enjoyment of reading for pleasure.

Lost and Found TC  "Lost and Found" \l 2 
Articles that are found are brought to the lost and found box under the Parent Association bulletin board.  We will make every effort to return marked items to the owners. Twice a year - after the first semester and at the end of the school year in June - items remaining in the lost and found are given to charities. 

Lunch and Snack

Students bring their lunch and a daily snack each day.  Opportunities to pre-order a variety of restaurant/fast food provided meals are available to students for a fee.  Parents can sign-up for these options on the School’s Website.  Students eat lunch in their classrooms with their teacher.  The lunch period is 30-minutes and is followed by a 30-minute recess period. 

Mixed Age Groups

Kazoo School operates with a mixed-age group system in comparison to the conventional single graded system (1st, 2nd, 3rd grade etc.) found in most public schools.  At Kazoo School classes are called basegroups.  Students are grouped in multiage basegroups according to their developmental levels.  Ages in a given class may span two to three chronological years or two traditional grade levels. 

Kazoo School teachers spend numerous hours grouping students for each class.  Their collective professional judgment, extensive contact with enrolled students, and observations of new students play a vital part in basegrouping.

Basegroup class size is targeted to 16-18 students preschool through 8th grade.

Multi-aged groupings allow students to progress at their own best pace and in appropriately varied ways.  Instruction and learning opportunities are designed to correspond to individual needs, interests and abilities.

Younger students in multi-aged classrooms benefit from being grouped with older role models, and are motivated to set higher goals for themselves.  Older students’ self-esteem is bolstered by serving as peer teachers and leaders.

Individual differences within each basegroup are accepted and respected.  Students with a range of abilities and talents are both challenged and supported.  Competition among students is minimized, cooperation and collaboration is encouraged.

Pre-Interns and Interns 

Pre-interns and interns from Western Michigan University often volunteer with Kazoo School teachers.  The staff has always been actively involved with teacher education and has a long tradition of working closely with area university and college faculty.

Professional Development Days

Professional development days are scheduled throughout the year.  These days provide the staff with time for planning, discussing student needs, and attending conferences to keep current with educational methods and research.  The dates are noted on the yearly calendar.  School is not in session on these days.

Recess/Playground Rules

The boundaries of our playground during recess are:

· the north sidewalk along Cherry Street

· the edge of the woods to the south

· the school parking lot

· the cement curb just beyond the backstop

Recess Rules:

· Recess is a time to have fun with friends in a safe environment. 

· The Kazoo School Bill of Responsibilities and Rights will be followed during recess.

· Students will climb up the ladder of the slide and slide down on their bottoms.

· Swings will be used in a safe manner.  Chains will not be wrapped over the high cross bar.

· Large group games (such as soccer, football, frisbee, basketball, etc.) will be played in areas designated by the recess supervisor.

· Students may not enter the building except with permission from a supervisor. Students will attend to their bathroom needs before recess.

· Play equipment must be returned after use. 

· Recess is over when the whistle is blown.  Students will line up immediately by the east door.

· Students enter the school building by class and go directly to their classrooms.

Standardized Tests

Beginning in middle school, standardized tests are given to students during the spring.  Currently, such testing consists of the Comprehensive Testing Program Four developed by the Educational Records Bureau of Princeton, New Jersey.  Results of the tests help the School evaluate the performance not only of students individually, but also to examine trends and patterns within the School over a number of years.  The goal in the administration of these tests is to give our students the opportunity to practice this form of assessment.  While the results are made available to parents, it is important to keep in mind that the School views standardized testing as only one of many ways to evaluate a student’s progress.

Any Kazoo School student who has received a formal psycho-educational evaluation with a recommendation stating that he/she is eligible for extended time or other accommodations on standardized tests should contact the Head of School to arrange for the implementation of these recommendations.

Tardiness TC  "Tardiness" \l 2 
Being on time is important.  Part of the school’s role is to help students develop good learning habits, and punctuality is certainly one of these.  Students who arrive at school late are to report to the office and sign-in with the Assistant to the Head of School. If a pattern of regular lateness develops, parents will be informed and it will be necessary that an agreement be made that breaks the pattern of tardiness.

Tutoring and Special Services 

Parents can make arrangements for private tutors to work with their child at school during school hours or after school.  Arrangements for use of a classroom must be made through the Kazoo School office.

Additional student services provided by the state and private organizations are available upon request.  They include diagnostic testing for learning disabilities and psychological screening.  Screening and therapy for hearing, vision, speech and language can be requested.

Kazoo School may not be an appropriate learning environment for every student.  After every effort has been made, given the resources of Kazoo School to accommodate a child’s special needs, a recommendation may be made for an alternative learning situation.

Communication

Blogs

The School maintains a password protected, intranet site called the Online Classroom, where each member of the faculty hosts a Blog that is updated regularly.  The Blogs are a great way to learn about activities and projects taking place across the School.  In the Middle School, students write their own Blogs and share their creative writing with the community.  Teachers and students may use Blogs to share writing, photography, ideas, and a forum for discussion.  

You can access the Online Classroom at: 
http://www.kazooschool.org/onlineclassrooms/ 

Log-in: kazooschool 

Password: 1401cherrystreet
Diagnostic Information

When a therapist, doctor, or diagnostician does work with a student a request is often made to gather written information or rating scales from the child’s teachers.  It is the policy of the Kazoo School that all rating scales and written requests for information as part of an evaluation for learning issues be processed through our Head of School.  The Head of School will distribute the material and then submit the completed documents directly to the requesting evaluator(s).

The E-News

The E-News is an electronic newsletter, sent via e-mail and posted on the Website, containing information about the school program, the many activities of the Parent Association, and the community activities available to Kazoo School families. 

First Names

The practice of addressing teachers by their first names acknowledges that teachers are facilitators of the learning process and partners with students and parents.  The environment is one of participation and partnership rather than hierarchy.  

Permitting children to address adults by their first names must be something that adults invite; good manners dictate that all of us address people in the formal until invited to do otherwise. Formally teaching this lesson is something children can take with them as they mature; the central focus is on the concept of respect.  

Simply addressing a person with a title does not mean that one person has respect for another.  At the same time, we show respect when we take the time to wait until we are invited to use a familiar form of address.  Using Dr., Mr., Mrs., Ms., Sir, or M’am often is a reflection of your family’s practices or the culture in which we were raised.  

Inviting the use of a first name is an extension of a privilege given only in an environment of mutual respect. 
Friday Folders

Each Friday a folder containing announcements, handouts and updates is sent home with your child.   These weekly folders are returned to school on Monday so they can be used again the following week.

Open House

 TC  "Open House" \l 2 
Held during the early weeks of the new school year, Open House is an opportunity for teachers to explain their expectations, program, and procedures to parents.  During this evening event, parents hear brief presentations from their child’s teachers. 

Pre-Conference Progress Reports

Pre-Conference Progress Reports are completed and given to parents/guardians one week prior to Parent-Teacher Conference at the end of the first and third quarter of the academic year.  Information from this report serves as a springboard for discussion during conferences.  These reports become a part of each student’s academic file.

Parent Conferences

Two formal conferences are scheduled during the year, one in the fall and one in the spring. Additional conferences, in person or by phone, may be requested as needed by a teacher or parent. During conferences, teachers share student progress in all areas. Examples of student work are also shared. In addition, informal contacts are encouraged whenever a parent or teacher has specific questions or concerns. Faculty believe that ongoing communication encourages the cooperation between home and school that is vital for each student’s development.  During the spring conference, Middle School students actively participate in the discussion with parents and teachers.

Progress Reports

The Progress Report is a written evaluation for each student and is completed by all teachers at the end of each semester. The Progress Report is designed to provide information about academic growth, progress toward independent learning, social/emotional development, and physical growth. It is comprised of narrative statements detailing specific areas of development.  In Middle School, a letter grade is added to this assessment.

Parents are encouraged to contact the teacher if they do not understand any part of the report. They are also encouraged to share the report with their children. A copy of the Progress Report becomes part of a student’s permanent academic file.
Student Records TC  "Access to Student Records" \l 2 
It is the School’s policy to communicate openly with parents and guardians regarding the progress of their child.  Parents and legal guardians may review the permanent records of their child or specify, in writing, others who may examine these records.  A written request from a parent or guardian is required for the school to provide non-school personnel with access to your child’s records.

Website

 TC  "Open House" \l 2 
The Kazoo School Website is:  http//www.kazooschool.org

Updated regularly, information, photos, calendars, forms and contact points can be accessed through this interactive electronic resource. 

Health, Security, and Transportation

Bicycles TC  "Bicycles" \l 2 
Bicycles may be locked to the fence along the south side of the school.   Students need to lock their bicycle securely; bicycles may not be brought into the school building for storage.  Bicycles are not to be used during the school day. 

Emergencies TC  "Emergencies" \l 2 
If a serious health emergency occurs at school, we will:

First:   Call you, your spouse, the child’s guardian or emergency contact person.

Second:   If we are unable to contact any of the above, we will take the child by ambulance or car to the nearest emergency room.  In the meantime, school personnel will continue to try to reach parents as stated in step one.

Health Care Plan

Upon enrollment and annually thereafter, the school will obtain and keep on file at the school a signed statement from the child’s parents containing all of the following:

· The child’s immunizations are up to date from the child’s physician or health department.

· The immunization record or health waiver is on file with Kazoo School.

· The health appraisal must be completed by a physician and returned to school.

Parents are expected to bring documentation to the School each time the child’s shots are updated.

Every child enrolled in the School, ages 3 years to 6 years old, will renew his/her Health Appraisal every year.  Children ages 6 and up will sign a form every two years, which states the child’s immunizations are up to date and that their child is in good health.
Hand Washing Procedures for Children and Faculty

These are times when children and faculty should wash their hands: 

· When they come in from going for a walk or from playing outside. 

· After they use the toilet. 

· Before they eat or drink. 

· When soiled. 

· After each nose blow. 

· After handling any live animal or pet.
Cleaning and Sanitizing of all Equipment, Toys and Other Surfaces

Equipment, toys, and classroom surfaces are cleaned and sanitized regularly using a bleach solution.  The concentration of bleach in the solution is tested to maintain child safety and an effective concentration.

Sanitation and Hygiene when Handling Bodily Fluids
All Kazoo School faculty receive blood borne pathogen training to insure that bodily fluids are disposed of properly.  

Health Information Sharing

Parents and students agree, as a condition of continued enrollment, to consent to the release of any of the student's health related information, including information relating to drug treatment, testing, medical and mental health records, to employees or agents of Kazoo School, as determined by the Head of School or his or her designee, to meet the medical or safety needs of the student and the community or the legal responsibilities of the School. 

Kazoo School will maintain appropriate administrative, technical, and physical safeguards to protect the security of all health-related information within its care or custody. While it is the obligation of Kazoo School to safeguard student medical information, we must also balance matters of privacy and confidentiality with safeguarding the interests and well being of our students and our community. Thus, parents/guardians and students consent to allow employees and agents of Kazoo School who have a need to know medical and/or psychological information necessary to serve the best interests of the student and/or the community. In the event of a disclosure required by law, every effort will be made to notify the parents/guardians in advance.
Illness at School TC  "Illness at School" \l 2 
If a child becomes ill at school, we will call the parents/guardian and ask that they pick up their child as quickly as possible.  If we cannot reach the parents/guardian, we will call the emergency contact person.  It is not only best for a sick child to be at home, it is our responsibility to watch out for the health needs of all children at school.  After parents have been notified, a sick child will wait in the school office for his/her ride.  

No child should come to school with any contagious disease, an unexplained rash, a temperature of 100o or above, or vomiting.  We ask that students stay home until they are symptom-free for 24 hours.  We believe that a child must be healthy to experience useful days at school.

Medication TC  "Student Use of Medication" \l 2 
In order to comply with state guidelines regarding the dispensing of medication at school, it is necessary for the school to control the location and administering of all prescription and non-prescription medicines, and to restrict the use of these medicines to the appropriately authorized students. The Kazoo School’s policy is:

· Student medication of any kind (pills, liquids, drops, etc.) except inhalers and epi-pens will be kept in the School Office.

· The Assistant to the Head of School must have appropriate written authorization from the prescribing physician and the parent/guardian on file. Non-prescription medication requires written authorization from the parent. Such authorization must include:




The name of the student




The name of the medication




The prescribed dosage of the medication




The time of administration of the medication




The exact date the medication is to be given

The full name of the doctor prescribing the medication

· State guidelines require that the medicine be sent in the original pharmacy container or, in the case of non-prescription drugs, the original manufacturer's container labeled with the ingredients and the student's name.

· Medicine of any kind may only be taken in the presence of the Assistant to the Head of School, or, in her absence, in the presence of her substitute or a school administrator.  Children should also bring a note to the classroom teacher so the teacher can remind the student of the arrangements. 

· Provisions of state law and school policy prohibit any member of the faculty or staff, from providing any medicine including Tylenol to students without the written permission of a parent or guardian. 

· When a medication is no longer needed, parents are responsible for removing from the school any unused medications.  At the end of the school year, should there be any medications not picked up, the school will dispose of them.   

Returning to School TC  "Returning to School" \l 2 
Children who have been severely ill need to bring a clearance from their doctor and give this to the Assistant to the Head of School.  Children who return to school for limited activity need to have a doctor's statement supporting their request.  If your child is diagnosed as having a communicable disease such as chicken pox, measles, etc., it is important for you to notify the school at once, and we will decide whether other families need to be informed.  

Security TC  "Security" \l 2 
All visitors entering the School must enter through the West doors.  After 8:00 A.M. visitors to the School must sign in at the table outside the Main Office. Children are dismissed from the East doors onto the playground.  Children participating in Extended Day activities (sports, drama, etc…) will be dismissed from the Extended Day Classroom.  School doors are locked after dismissal except for the West entrance. Only students in School sponsored, adult supervised activities may be in the school after 3:30 P.M.
Skateboards, Scooters, Roller Blades and Heelies TC  "Skateboards and Roller Blades" \l 2 
Skateboards, scooters, roller blades, Heelies, and similar items are not to be used during the school day.  Students who use these items as transportation to and from school need to leave these items in their lockers during the day.  If a student uses a skateboard, scooter, roller blades, or Heelies during the day, the item will be confiscated and returned to the student at the end of the school day.  Additionally, the student will lose the privilege of bringing the item to school. 

Substance Abuse TC  "Substance Abuse" \l 2 
The fundamental role of the Kazoo School is to provide its student body with the academic and social skills necessary to become healthy, productive citizens who will contribute positively to the school and community.  We recognize that substance abuse is a negative and destructive behavior that is inconsistent with the needs of healthy, growing and developing individuals.  A person’s use of alcohol, tobacco and other drugs can lead to the illness of chemical dependency.  Therefore the School prohibits the use of these substances and will provide preventive education for all students and assistance to any student displaying signs of risk.  Furthermore, we believe that it is the responsibility of the Kazoo School community to take steps to promote and maintain a drug free environment.

The possession or use of drugs or alcohol, on the school campus or at school-sponsored activities, will lead to an out of school suspension.  A repeat of the behavior may cause expulsion.  The selling of alcohol or drugs is considered an extreme offense leading to expulsion.  Smoking is forbidden on the school campus and at all school-sponsored activities.

We also recognize that what students do outside of school may have an impact on their health, safety and academic performance.  Parents should expect to hear from teachers, or administrators anytime that we note a significant change in a child’s behavior or possess information of activities that might endanger a student's health and well-being.  Communication between school and home is the best way to prevent students from abusing any harmful substances.
Transportation

Volunteer drivers are frequently needed during and after school hours to transport students for field trips and extracurricular activities. All volunteer drivers must be licensed and insured, and should be confirmed by the staff member in charge of the field trip or activity.  No unauthorized substitute drivers will be allowed to transport students during these events.

All students will wear a seat belt and sit in a size/age appropriate car seat when transported in a private vehicle.  Each student will be belted separately.

Student Conduct

Attire and Appearance TC  "Attire and Appearance" \l 2 
Attire and grooming are, within reasonable limits, matters of personal taste; however, a student's choice of clothing should not offend others nor should it be a distraction to the learning environment of school. Students who dress outside of these guidelines will be spoken to about their clothing, and asked to change clothes. If the student continues to come to school inappropriately dressed then parents will be contacted to assist in helping to address the student's behavior. 

Bill of Responsibilities and Rights

Kazoo School is dedicated to helping students solve problems and mediate conflicts using a variety of strategies.  The staff and volunteers of Kazoo School are committed to teaching children creative conflict resolution methods and helping students use those methods in the most effective ways possible.  These methods include, but are not limited to: guided practice role-play, discussion, report writing, student incident plan, observation of others and individual behavior plans.  It is our desire to move students through these methods without significant punitive action, because it is our philosophy that students learn best when they take an active and responsible role in problem solving.

EACH PERSON HAS THE RESPONSIBILITY...

to respect and take care of community property.

to put every supply back in its proper place after using it.

to try to solve his or her own problems.

to respect other people’s possessions or projects.

to do his or her own clean-up jobs carefully and completely.

to listen carefully when someone is talking.

to stay within school rooms unless permission is given by an adult to leave.

to cooperate in organized activities and follow through with them.

EACH PERSON HAS THE RIGHT...

to be free from hurt and to feel safe.

to have personal privacy.

to explore his or her own interests with responsibility.

to discover the joy of learning.

There are occasions when student behavior calls for different actions because it poses a threat to the physical or emotional well being of the student and/or others, and is disruptive to the learning environment.  This document outlines the policies of Kazoo School for dealing with such behavior.

Parents and students should be aware that some activities may be violations of the law and could be subject to legal actions by city authorities and/or parent of students affected by those actions.

It is impossible to list all of the potential kinds of inappropriate behaviors for which students may be subject to disciplinary action in the school setting.  However, the following is a list of examples of behaviors which will not be tolerated at Kazoo School and for which disciplinary action up to and including expulsion will be taken.

1.  

Behavior in violation of the Kazoo School Bill of Responsibilities and Rights.

2.  

Assaulting any person, physically or verbally, including, but not limited to:  sexual 


harassment, and racial epithets. 

3.

Profane language and or gestures.

4.

Possession, use, or distribution of any substance, device, or contrivance, which is 



unlawful for a student to possess (includes drugs, alcohol, and tobacco products).

5.

Possession or use of any weapon or look-alike weapon.

Bullying

Bullying will not be tolerated at our school.

Bullying occurs when a student is the target of negative actions usually in the form of intentional, repeated hurtful acts, words, or other behavior such as: 
1.
Intimidation, such as name-calling or threatening; 
2.
Social alienation, such as shunning or spreading rumors; or 
3.
Physical aggression, such as spitting or pushing.

Any student who believes that he/she has been the victim of bullying shall report the incident(s) to the Head of School, any teacher, or trusted adult. 
Any student found to have engaged in bullying shall be subject to appropriate disciplinary actions, which may include suspension or expulsion.
Conduct Policies
Procedures for Administering Student Conduct Policies

Disciplinary steps will occur progressively by level with the intent to provide guidance, intervention, or recommend professional services (i.e. counseling, evaluation, diagnosis, and/or tutoring) whenever possible.  In case of severe offenses, however, it may be necessary to proceed directly to an advanced level of action.  Levels of possible disciplinary action are the following:

Level I:
Conference between teacher and student, problem-solving, consequences.
  

Level II:   
Conference with teacher and parents, consequences, action plan.

Level III: 
Suspension, consequences, team meeting with parents, teacher 





and when appropriate the Head of School.

Level IV: 
Suspension, team meeting with teacher, parents, student and Head of School.  Consequences of violation may include expulsion. 
Kazoo School will keep records of all disciplinary action taken with students and will notify the parents of all actions taken.  Particular care will be taken to detail the reasons why actions that are not progressive and proceed directly to an advanced level are necessary.

Consequences 

Level 1:

A problem of a less serious nature that can be handled by the teacher within the classroom is usually a onetime, non-recurring behavior that is not part of a larger, more serious behavior pattern.

Step 1

A conference is held between the teacher/supervisor and the student to:

· Discuss the problem in order to clarify the situation and identify inappropriate behavior.
· Guide the student toward understanding the problem and accepting responsibility for inappropriate behavior.

· Define together acceptable, alternative behavior.
· Identify meaningful consequences for this behavior, which are related to the situation.

· Clarify consequences for this behavior if inappropriate behavior occurs again. 

· Implement consequences as agreed upon in conference.

Step 2

· The student may be requested by the teacher/supervisor to complete a Student Incident Plan.  This will be placed in the teacher’s classroom file.

Step 3

· The teacher will make a phone call or written note informing the parent of the incident and a request for parental support.

Level 2:

A problem of a more serious nature which requires involving parents so they can be informed, participate in the process, and provide support.  It usually involves a specific behavior of a serious nature or inappropriate behavior that is recurrent and part of a larger, more serious behavior pattern.

Step 1

A conference is held between the teacher and the student to:

· Discuss the problem in order to clarify the situation and identify inappropriate behavior.

· Guide the student toward understanding the problem and accepting responsibility for inappropriate behavior.

· Define together acceptable, alternative behavior.

· Implement consequences for the inappropriate behavior.

· Identify further consequences if inappropriate behavior occurs again.

Step 2

· An Incident Report will be completed by the teacher/supervisor, one copy shared with parents, and one given to the Head of School.

· The teacher will conference with the student’s parent(s) to discuss the situation, the consequences for this behavior and future consequences if the inappropriate behavior occurs again.  The Head of School may be involved in this meeting.

· The teacher may develop a contract between the student and teacher that will serve to guide the student’s future behavior and will define consequences.  The teacher will share the terms of the contract with the parents during the conference.  The effectiveness of the contract will be re-evaluated after a length of time stated during the initial conference.

· A record of the meeting between teacher and parent, action taken, recommendations, referrals, and date for follow-up communication will be documented in the teacher’s classroom file.

Level 3:

A problem of a most serious nature that requires removal from the classroom and may result in the disciplinary action of Suspension.  Examples might include:  posing a serious physical threat to a student or staff member, involvement in illegal activity, severely disrupting the learning environment, or being severely verbally abusive.

Step 1

· The teacher/supervisor will immediately notify the Head of School of the problem.  Together, they will determine consequences.  

Step 2

· The teacher/supervisor will notify the parent(s) immediately.  Arrangements for a Team Meeting will be made at this time and will include the basegroup teacher, Head of School, parent(s) and student when applicable.  If a Student Contract is in place, it will be re-evaluated and revised or a Student Contract will be developed between the student and teacher.

Step 3

· Arrangements will be made for a suspension unless it is determined by the Head of School that the problem is of such a nature or serious threat that the student must be removed from the school.

Step 4 

· The student and parent(s) will meet with the Head of School for a re-entry meeting during which a student will be expected to take responsibility for his/her actions, demonstrate a sincere desire to return to their classroom, and be willing to make appropriate restitution.  An agreement with terms of re-entry and consequences for violation of these terms may be developed.

Level 4:

A problem of a most severe nature that requires the student to be:

· Temporarily Removed from the school for a period of time designated by the Head of School, or 

· Permanently removed or withdrawn from the school, as designated by the Head of School.  

Examples might include: threats of violence, violent behavior, illegal activity, or severely disrupting the learning environment.

Step 1

· The teacher will immediately notify the Head of School of the problem.  Together, they will determine consequences.  

Step 2

· The teacher will notify the parent immediately.  Arrangements for a Team Meeting will be made at this time and will involve the basegroup teacher, Head of School, parent(s) and student when applicable.

Step 3

· Arrangements will be made for a suspension.  Date and time will be set for a meeting with the student, parent(s) and Head of School.  Documentation of this meeting, action taken, recommendations, referrals, and date for follow-up communication will be documented in the Student’s Personal File.

Step 4

· The Head of School will use this meeting to determine whether it is appropriate for the student to continue to attend Kazoo School.

Consequences for Violation of the Student Code of Conduct 

In-House Suspension 

During IHS students will be placed in the office or a classroom and supervised by Kazoo School staff members.  Students will remain seated and may not interact with other students.  A student placed in IHS is expected to assume complete responsibility for the academic work missed in the classroom and will be given full credit for the work completed.  Our primary goal for IHS is to help students explore their behavior problems and learn from their mistakes without jeopardizing their academic status.  Once a student is placed in IHS the student must earn their way back into the regular school schedule by meeting specific requirements.

Responsibilities such as bringing materials, having a completed assignment sheet, being on time, and obeying classroom rules will be assessed on a daily basis.  The completion of work in a manner satisfactory to the supervisor is an absolute necessity.  If a student is insubordinate or fails to fulfill his work obligations to the satisfaction of the supervisor, the suspension will be served out of school. Students may not participate in extra-curricular activities on the days of IHS.

Out-Of-School Suspension

This is removal from Kazoo School for a designated period of time due to a violation of the school’s conduct policies.  The student is not allowed on school premises during, before or after the school day.  He/she may not participate or attend any school activity such as athletic events, music concerts, plays, etc.  In addition, students assigned to Out-Of-School Suspension are expected to keep up with the work of their classes and will be given full credit for work completed.

Out of School Conduct

Students should be aware that certain activities, even outside of school hours or off school property, may result in loss of school privileges and other disciplinary action up to and including suspension or expulsion. 

Students may be subject to discipline for misconduct which is, or may be, disruptive of the educational process, interferes with the work of the school, is contrary to the mission of the school, impinges on the rights of other students, employees, or members of the school community, or has a direct or immediate effect on the discipline or general welfare of the school, even if such conduct takes place off campus, during non-school hours, or on breaks from school. 

Such conduct will be evaluated at the sole discretion of the school, and the school reserves the right to deviate from the regular disciplinary process as may be deemed necessary under the circumstances. Some examples of such outside conduct that may have disciplinary ramifications at school include any violation of law; underage purchase, use or possession of alcohol or a controlled substance; use or misuse of computers, or computer websites (personal, at home or at school), which do, or could, impact the welfare of any member of the school community or the reputation or functioning of the school.
Field Trip Behavior TC  "Field Trip and Camp Behavior" \l 2 
Field trips are an important part of our school program.  On occasions when students travel outside the building for a daytime visit or an overnight experience, they are representing the Kazoo School and should behave in ways consistent with the school’s guidelines for behavior.

Food TC  "Food" \l 2 
We share a common space with many different age groups and have a responsibility to keep our space clean and safe.  Spilled food poses a physical hazard and a means of attracting bugs and other pests.  Students are responsible for the cleaning and care of their space and will take turns overseeing this task.  Students should take home unfinished lunches and snacks at the end of the school day and should not store food in their lockers overnight.

Nuisance Items TC  "Nuisance Items" \l 2 
Students are not to bring computer games, and other electronic devices to school.  Nor should they bring toys or items that would detract from the learning environment of the school.  The school does not and will not assume responsibility for the protection of items that are not a necessary part of the learning environment and too often become the type of property that gets lost or taken. Teachers will confiscate these nuisance items if they are used during the school day and turn them over to the Head of School.  Parents will be notified, and asked to retrieve these items.

Public Displays of Affection

When student couples are together in public they have a responsibility to others as well as to themselves to conduct themselves appropriately.  Public displays of affection are unacceptable when they embarrass or make others uncomfortable.  Examples of such behaviors include, but are not limited to, extended kissing or hugging, lying or sitting together inappropriately, and placing hands on each other in inappropriate ways.

Sexual Harassment 

Sexual harassment is unacceptable.  Sexual harassment is unwanted sexual attention that makes a person uncomfortable or causes problems in school, work, or in social settings.  Some examples are verbal slurs or abuse; suggestive, offensive, or derogatory comments; sexist remarks about someone's body, clothing, or sexual activity; insults of a sexual nature; requests or demands for sexual favors; catcalls or other suggestive or insulting sounds or gestures; unnecessary and unwanted physical contact; and physical assault.

Students who have complaints of sexual harassment should report them immediately to the Head of School, their teacher, or another trusted adult.  Complaints will be considered confidential, and each complaint will be thoroughly investigated.  If the evidence supports the allegation that sexual harassment has occurred, corrective action, including the possibility of dismissal will be taken.

Co-Curricular Programs and Activities

Athletic Program

The Kazoo School supports a no-cut policy, based on the belief that all students should have the opportunity to experience and contribute to a team, regardless of skill level. The no-cut policy provides some limitations, particularly in team sports such as basketball and volleyball, where large teams are not always easy to manage and issues surrounding playing time and practice time can occur.  Our coaches are sensitive to this issue and try to work with their teams to create a positive experience for all participants.  We have found that the benefits of providing our students with an equal opportunity to join a team, or a no-cut policy, far outweigh the disadvantages.  

With this opportunity comes responsibilities.  The athletes are expected to attend all practice sessions and contests.  Absences must be excused by the coach, and should be detailed in a parental note.  Generally, half of the contests will be held at other schools, which requires that our athletes travel during the week. Athletes should ensure that they have appropriate clothing and especially footwear for participation in their selected activity.  Any physical limitations or medical restrictions should be communicated with the coach before the first practice.  Homework schedules and healthy sleep patterns are an important part of the student's responsibility.

Our no-cut policy refers to the opportunity to join a team -- it does not guarantee playing time; however all athletes who adhere to the coach's training guidelines will participate in competitions.    

Student athletes need support from their coach, teammates and their families in order to meet the challenges that an athletic team offers.  They are experiencing an increased academic workload, and may also have many additional interests outside of school. For some of our students, participation on a School team is the first competitive team experience they have had, and juggling their many commitments is a part of their learning process. Student athletes stay eligible for participation by keeping up to date with this workload.

In order that the Middle School athletic programs serve the athletes during the season, and also best prepare them for potential participation in High School, the program's focus is on skill development, knowledge of the activity, basic strategies, and the rules of the sport.

Being part of an athletic team at any level requires commitment and dedication.  Most students who fully commit themselves to the programs will see marked improvements by the end of the season.  Enjoyment of the activity is critical to the motivation of the athletes, but they should expect to work hard, and understand that success will not come overnight.  Joining a team offers countless opportunities for personal development beyond the attainment of physical skills.  Athletes learn self-discipline, the value of hard work and self-sacrifice, goal setting, problem solving, self-evaluation, and teamwork.  There is much to learn about oneself and others in winning and losing; we hope our athletes will develop perseverance, and excellent sportsmanship.  

All teams are open to 5th, 6th, 7th  & 8th graders.

Extended Day

The Extended Day program is open to all students enrolled at Kazoo School in Preschool through eighth grade.  The program adheres to the philosophy, rules, and policies of the School.  

The before school session runs from 7:00 a.m. to 7:45 a.m. when classrooms open for the day.  The after school session runs from 3:15 p.m. to 6:00 p.m.  Students have a snack time from 3:15 to 3:30 and then move into their selected sessions.  

Students participate in a variety of enrichment activities that run in six-week blocks.  Sessions may include drama, art, music, science, sports, yearbook, Lego club, chess club, etc… Fees for the extended day program are sent home to families at the start of each new block.

Special Days and Activities 

Students have opportunities to participate in many other special school activities throughout the year.  These activities may include field trips, assemblies, Middle School Track and All School Field Day, a day of ice skating, cross-country skiing, or swimming. There are fees for some of these activities.  If a fee becomes a financial hardship, arrangements can be made in the office to ensure that everyone can participate.

These activities are possible when parent support is available.  Teachers call on parents to assist with transportation and supervision of students for many of these special programs.

Winter Programs 

This creative student performance is a traditional highlight and an all-school family evening.  The date is included on the school calendar.

Yearbook 

The Kazoo School Yearbook, is published in the spring.  It includes each student’s picture and a sampling of pictures taken throughout the year showing class and school activities.  The Yearbook Committee welcomes volunteers to assist with layout and accepts photos taken by Kazoo community members at special events.  The cost of the yearbook is covered through sponsorships.

Parents in the Kazoo School
There are many ways parents can help throughout the year starting with becoming active in the Kazoo School Parents’ Association.   

Parent Association

The goals of the Parent Association are to help build community, increase communication and aid the school in fulfilling its mission.  Meetings are held monthly.

Volunteers

Parents are invited to help at school by being a recess volunteer, sharing artistic, legal, financial, public relations, marketing, governance, architectural or fundraising expertise, assistance with library circulation, recycling pick-ups, carpentry, refreshments for events, computer work...and many, many other activities.  The Parent Association maintains a database of volunteer skills and resources to share with faculty and administration.

Like our faculty and staff, School volunteers are responsible for upholding the mission, philosophy and core values of the Kazoo School.  The Director of Auxiliary Services, the Recess Supervisor, the appropriate classroom teacher, or the Head of School will meet with each volunteer to review School rules, guidelines, and responsibilities of the volunteer.  The Head of School is responsible for the supervision of faculty, staff, and volunteers.  All teachers, and volunteer instructors will undergo the appropriate background check as mandated by law.

Classroom Volunteers 

Your child’s teacher may have classroom activities with which you can help such as being a reading listener, typing stories, making presentations in your area of interest or expertise, or driving for field trips.  Teachers may solicit parent volunteers during the basegroup meeting at the beginning of the year.

The Parent Resource Survey, posted on the School’s Website, will provide more specific ways you can offer your assistance.  It’s a good way to get to know other Kazoo School parents.

Kazoo School depends on the time and effort that its parents contribute in all of these areas to provide the learning experiences that are so important for its children.

Our faculty, staff, and administrators see parents as educational partners.  Our hope is that parents will actively participate in the activities of the Parent Association. 

Parents are always welcome in the School.  This is a school community where parents and teachers work in partnership on behalf of children. 

Chaperone Supervisory Responsibilities 
1.
All adults who transport students on school-sponsored field trips must complete a TRANSPORTATION VOLUNTEER FORM and have it on file in the school office.  All drivers must have a valid driver’s license and proof of current vehicle insurance.   
2.
Chaperones need to be punctual when driving on field trips.  Please give the teacher or delegated supervisor the courtesy of at least 24 hours notice, if there is a need to cancel. 
3.
Students will wear seatbelts when being transported on Kazoo School sponsored field trips and activities with no more than 5 students in a vehicle.  Double buckling is not acceptable. 
4.
No student between the ages of 3 and 8, who is less that 4 feet 9 inches tall or less than 80 pounds, may be transported without a certified booster seat and secured safety belt.  No student may be transported without being restrained using a secured safety belt in the rear seat. Volunteer drivers must comply with the federal motor vehicle safety standard for front seat passengers. 
5.
Before departing on field trips, chaperones will review expectations for student behavior in their vehicle (i.e. seat belts, quiet voices, and level of activity). 
6.
Chaperones will be responsible for supervising students in their car and monitoring their behavior.  Problems should be reported to the teacher or delegated supervisor, as soon as possible. 
7.
Chaperones are responsible to help waiting children stay calm prior to entering the building or until the teacher arrives. 
8.
Chaperones are responsible for supervising their group of students throughout the duration of the field trip, unless special arrangements have been made with the teacher or delegated supervisor.  
9.
Chaperones are expected to take an active, supportive role and intervene when conflict or inappropriate behavior occurs. 
10.
Chaperones will model appropriate behavior which includes positive listening and etiquette while the teacher or tour guide is talking or during a performance. 
11.
Chaperones will not purchase or provide food or souvenirs for students, unless the teacher has previously approved arrangements. 
12.
Upon returning to Kazoo School, each chaperone will park their vehicle, accompany students to their classroom and remain with students until the teacher or delegated supervisor arrives. 
13.
The Kazoo School Bill of Responsibilities and Rights is in effect during all school-sponsored events.  Chaperones are expected to familiarize themselves with this document. 
14.
The teacher or delegated supervisor will inform all chaperones of their supervisory responsibilities. 
POLICY A: Use of alcoholic beverages and tobacco products are strictly prohibited at school- sponsored curricular or extracurricular events involving students. 
POLICY B: At a school sponsored curricular or extracurricular event involving students, in which parents are involved as assistants, the teacher or a staff designated adult has overall authority. 
Parent Education 

It can be difficult for parents to understand the changes their children are undergoing during various periods of development.  The Kazoo School assumes an additional educational responsibility as it works with children. Parents need to understand their own transitions and the developmental aspects of their children; parent education is therefore a significant component of our school program.    

Annual Fund

I frequently hear people say, “Families pay tuition; doesn’t that money fund the needs of the school?”  It’s a good question, after all, tuition seems to be rising and parents are asked to volunteer more of their time, why is it necessary to ask members of our community to make Kazoo School a priority in their annual donations?  The answer is important and requires a clear understanding of the way non-profit schools operate.

The simple and important answer is – no, tuition dollars don’t cover the costs of running the school.  Each year, our board works very hard with our administration to keep tuition low and a Kazoo School education accessible to all families.  With this economic commitment to our families we annually construct a budget with a built-in gap –the budget has an intentional deficit that needs to be closed by community giving.  In 2011, the difference between tuition and the real cost of a Kazoo School education was just over $2500 per child.  Annual Fund is a critical component of the School’s budget and supports its daily operations.  Your gifts, quite literally, help to keep the lights on.  

Giving to the Annual Fund impacts each and every Kazoo School student in tangible ways – you need only to visit a classroom, the playing field, or a school program to see your gifts at work.  Equally important, the Fund supports the professional development of our dedicated teachers who make Kazoo School unique.   

Annual Fund supports all of the elements of the annual budget that makes the operation of our school possible; things like field trips, library books, classroom materials, the facility and, of course, the school’s financial aid program, enriching our community by extending the opportunity for a Kazoo School education to children for whom it would otherwise not be possible.

It is hard to overstate the importance of your participation in the Annual Fund. Kazoo School families come from a wide range of economic backgrounds, and some families are able to contribute more than others.  Every donation, no matter its size, contributes to the whole. Participation at any level demonstrates a strong commitment to the Kazoo School and its mission.

Scrip Program

One of the easiest ways in which funds are raised at Kazoo School is through the Scrip Program. In this program, parents and other supporters of the school purchase gift cards and gift certificates at face value that Kazoo School has purchased at a discount from a variety of retailers. The difference (which ranges from 2-20% of the face value of the card) is kept by Kazoo School and is put towards the operating budget of the school.   

Each Family is required to earn $150 in profit for the school.  After this amount is reached the school will share, 50-50, any additional profit a family raises.  Many families choose to apply these profits to their annual tuition bill and thus reduce their annual expenses.

By using the Scrip program, Kazoo School is not asking you

· to spend any additional out of pocket dollars

· to change where you and your family shop to meet your needs

· to buy additional services and/or goods that you don’t want or need

Kazoo School is simply asking you to purchase gift cards to use at the places you already shop and help generate funds to support the school. 

How Can I Support Kazoo School?

· Actively participate in the Scrip program

· Establish an endowed fund in honor of a family or family member, a favorite classmate, teacher, or program at the school.

· Establish an Annual Fund Endowment:  Ensure that your annual support of Kazoo School will continue in perpetuity. A one-time gift of $5,000 would provide an annual gift in your name of approximately $250.
· Gifts of Securities:  Stock gifts are welcome and encouraged. The Business Office will be happy to provide information about transferring stock.
· Gifts of Life Insurance and gifts of retirement plans you no longer need. Make Kazoo a beneficiary of your will or revocable trust, or a beneficiary of your retirement plan, and leave your cash flow and current financial planning unchanged.
· Bequests:  You can provide now for a future gift to Kazoo School by including a bequest provision in your will. 
In Your Search for Answers

In your search for answers to your questions we hope the following starting points will be useful.  All of us are happy to be helpful, but these hints should give you a good head start.

For answers to questions about child development, what is normal for young people at different ages. 

Your Child’s Teacher, The Head of School

For answers to questions about how your child is doing in a specific class, for answers to questions about a certain teacher's expectations and/or assessment practices.

The Specific Teacher

For answers to questions about participation in student activities, after school programs and special events.

The Assistant to the Head of School

For answers to questions about participation in middle school athletics or physical education.

Athletic Director

For answers to questions about the philosophy of the school, concerns about the quality of instruction, questions about the overall program, concerns and comments about school climate and tone, or to dispel gossip.

The Head of School

For answers to questions about how your child is faring in his/her overall school life.

The teacher first, then the Head of School

For answers to concerns you have about how students are being treated by other students, about a new student's adjustment to the Kazoo School

The teacher first, then the Head of School

When all else fails, you feel you have tried to find answers and you are not succeeding.

The Head of School

When you are pleased with the job being done by any of us who work with your child (ren) and you.

That person 

The Kazoo School’s Computing Policy

Section A: Introduction

A.1 
The Kazoo School views computers and computing resources as important educational tools for furthering its mission. Using these resources is a privilege, not a right. Like all privileges, a set of responsibilities accompanies its proper exercise. This policy outlines those responsibilities so those who use their privileges conscientiously can be protected from those who do not. 

A.2 
When computer users choose to violate the terms of this policy, they can expect sanctions to be imposed. These may include suspension of computer privileges, disciplinary review, suspension or expulsion from the school, termination of employment, and/or legal action. 

Computer users are responsible for:

· Reporting Computing Policy violations to the Head of School,

· Cooperating with system administrators in investigations of system abuse

· Behaving courteously, ethically, and legally even in the absence of reminders 

Section B: Care of Computing Resources

B.1 
The Kazoo School’s computing resources and personal computing resources brought to school are limited and valuable. Users are expected to be good stewards of the School’s and community member’s investment in computing resources. 

B.2 
Theft, vandalism, tampering, destruction, or disregard for the physical condition of computers or peripheral devices is a serious breach of discipline and will be treated that way. Users are expected to report others’ abuse of computers and peripheral devices to faculty or school administrators without hesitation.

B.3 
What this means to you:

· You are to report promptly others’ abuse of computers to school administrators.

· You may not vandalize, steal, destroy or otherwise cause harm to School or a community member’s computing resources.

· You may not engage in any behavior that creates a nuisance for other computer users or technical support staff by altering computer software preferences or configurations.

Section C: Software Piracy

C.1 
Software piracy is defined as the installation and/or use of licensed software that has not been paid for. Software piracy is stealing and will not be tolerated in any form. Protected software may not be copied into, from, or by any Kazoo School facility or system, except by license. This applies to copying software between computers within the school as well as copying software between school and home/personal computers.

C.2 
Anyone using illegal copies of software or distributing software illegally to others may have all computer privileges immediately suspended.  As with any form of stealing, software piracy will be reviewed for additional disciplinary action.

C.3 
Typically, a software purchase includes a single-user license. This means that the software may be loaded onto a single computer and used only on that computer. Making additional copies of that software to use on other computers is illegal. If the software is to be used on another computer, it must first be removed from the original computer.

C.4 
The School often enters into a variety of software licensing agreements, some of which are quite complex.  Users authorized to install software are expected to consult School staff when considering purchasing or installing software to certify that doing so will comply with vendor licensing agreements.

C.5 
The Business Manager is responsible for ensuring that the Kazoo School’s computers are fully compliant with vendor licensing agreements. All school owned software licenses acquired by donations, grade level purchases, or promotional programs must be registered so they can be inventoried and a legal backup copy made. The School may remove unregistered software from school computers until proper licensing can be verified. Personally owned software may not under any circumstances be installed on school computers. Similarly, school owned software may not be copied to personally owned computers. 

C.6 
What this means to you:

· You may not use or install on school computers any software not licensed by the School.

· You may not take any licensed software from school to use at home or elsewhere.

· When software has been licensed by the School, you may not assume it is legal to make copies of it to install and/or use on other school computers.

· You may not bring in any licensed software to sell or to lend to someone else, even if you are selling or lending the original disks.

· Only authorized school personnel may install software. All software installed on School computers must be licensed by the School and registered with the School.

Section D: E-mail and Internet Access 

D.1 
The Kazoo School's network is connected to the Internet and thus allows access to millions of computers and computer users throughout the world. Unacceptable actions over the network will not be tolerated and will result in loss of the offending individual's network access. 

D.2 
As members of the Kazoo School networking community, all users of the School’s facilities are expected to read and abide by the School's computing policy. 

D.3 
Take responsibility for your actions. All e-mail and postings must identify the sender clearly and accurately. Anonymous or pseudonymous electronic communications appear to dissociate you from responsibility for your actions and are rarely appropriate. Identifying yourself as another individual may constitute fraud and is prohibited. Any communications that would be improper or illegal on any other medium are equally so on the computer: libelous material, obscene or offensive messages, threats, etc.

D.4 
Users must not send messages to unwilling recipients. They must never use school computing facilities for harassment, plagiarism, or other illegal or unethical activities.

D.5 
Do not engage in actions that are damaging to the School community. The Internet accesses a wide world of users; there is no guardian to filter material that may not be appropriate for students. Access to this material by students may cause the School community to decide to terminate participation in a program or activity, thus depriving others of a valuable resource. Anyone accessing inappropriate material will have all networking privileges taken away. Anyone distributing inappropriate materials over the network will have all networking privileges revoked and have further disciplinary action taken against them. "Appropriateness" will be determined by the School’s Administration. In general, if material gathered from other media is unsuitable for the school environment, the same material accessed via the Internet is equally unsuitable and thus prohibited.

D.6 
Logging onto on-line chat groups is not allowed through the School’s network. The only exception is those chat groups set up specifically by the School for co-curricular student use.

D.7 
What this means to you:

· You may not e-mail or post news anonymously or using someone else's name.

· You may not send unwanted material to others.

· You may not use the network for any activity that is inappropriate in a school environment (where "inappropriate" is determined by the school's administrators).

· You may not log onto on-line chat groups except to those created by the School for co-curricular purposes.

Section E: Intellectual Property Rights

E.1 
The Kazoo School’s computing facilities shall not be used to violate copyright and other intellectual-property rights.  In cases where the law is unclear, such as regarding works published over the Internet, users should be conservative and assume that anything published on the Internet is copyrighted. 

E. 2 
Fair use laws regarding copyright apply; in general, a single copy made for personal use falls within fair use laws, while multiple copies do not. However, the ready availability of image search engines and music sharing technologies creates the false impression that stealing is acceptable because it is easy to do. The Kazoo School condemns stealing in all its forms.

E.3 
Computers and associated peripherals such as printers and scanners may not be used to create fraudulent or counterfeit documents, such as IDs, currency, tickets, legal documents, etc. 

E.4 
What this means to you:

· You may not copy files belonging to others without their permission.

· You may not quote extensively from any source without proper attribution and permission.

· You may not use the computers to create or alter IDs, currency, or other legal documents.

· You may not make copies of copyrighted songs or albums, digital images, movies, or other artistic works unless explicitly permitted by fair use provisions of copyright law.

Section F: Commercial Activity 

F.1 
The Kazoo School networks are not to be used for commercial purposes, such as marketing, reselling bandwidth, or business transactions between commercial organizations. Commercial advertising is forbidden. E-mail may not be used to broadcast non-commercial advertisements. 

F.2 
What this means to you:

· You may not use the network for commercial activity. If you are unsure of the definition of commercial activity, you must consult School administrators.

Section G: Shared Resources 

G.1
The computer network, computers (including laptops), hard drives and all connected peripherals located at the Kazoo School and provided to students and faculty by the Kazoo School are the property of the Kazoo School, including all data stored on those devices and related servers. Individuals using this computer system are subject to having all of their activities on this system monitored and recorded by the System Administrator in conjunction with school administrators.

G.2 
Anyone using the Kazoo School network with a School owned computing device, or a community member owned device brought into the School expressly consents to the monitoring of their computing activities, and is advised that when such monitoring reveals possible evidence that is in violation of current Kazoo School Computer Policy, system personnel may provide this evidence to school administrators.

G.3 
Shared resources on the School network include file servers and other computers on which users' work is stored. To protect private information, mechanisms exist to prevent unauthorized examination by others. Attempts to circumvent these mechanisms will be treated as violations of privacy and a breach of ethical standards. 

G.4 
Information you have not been invited to use is not yours to access. Even if a user's files are unprotected, it is improper for another user to read them unless the owner has given permission. Any attempt to access another user's files by any means will result in immediate suspension of all computer privileges and further disciplinary actions.

G.5 
Users are expected to safeguard their data, authorization codes, and passwords by choosing passwords difficult to guess and changing these passwords frequently. It is a violation of Kazoo School’s computing policy to attempt to bypass password security features in any manner.

G.6 
Technical support personnel may access other's files when necessary for the maintenance of computer systems. When performing this maintenance, every effort is made to ensure the privacy of a user's files.  However, the Kazoo School reserves the right to monitor any files kept in disk areas it provides users and to take action if software designed to breach security measures, including software to crack or capture passwords or break encryption protocols, is found. Action taken would include immediate suspension of all computing privileges.

G.7 
Any attempt to deliberately degrade or disrupt system performance or to interfere with the work of others is a breach of the School’s policy.

G.8 
Limits may be set on certain computing resources such as storage space, printing access, bandwidth priority for specific applications, computer login time, etc. Users may not attempt to bypass these limitations.

G.9 
The Kazoo School reserves the right to limit recreational computing as it sees fit. 

G.10 
Users may not use any other networking software on the Kazoo School’s network.

G.11 
What this means to you:

· You may not read, modify, or otherwise use another user's files without specific permission.

· You may not attempt to evade, disable or "crack" password or other security provisions put in place to protect other users' work.

· Anyone using the computer network, computers, hard drives and all connected peripherals of the Kazoo School expressly consents to having their activities monitored.

· You may not attempt to bypass limits set on computing resources such as space, printing limits or other resource allocation parameters.

· You may use only the networking software provided by the Kazoo School.

Section H: Computer Accounts 

H.1 
The Kazoo School provides computer accounts only to the Kazoo School community. These accounts may only be used by the individuals to whom the account is assigned. Users may not authorize anyone, including family members, to use their account(s) for any reason. Users are responsible for all activity on their accounts and must take all reasonable precautions, including password maintenance and file protection measures, to prevent use of their accounts by unauthorized persons.

H.2 
Students may not access accounts through the Kazoo School’s network that belong to other individuals, including family members. 

H.3 
What this means to you:

· You may not let anyone else (including family members) use your account. Sharing passwords with peers is a violation.

· You may not use anyone else's account anywhere on the Kazoo School network (including accounts belonging to family members).
Section I:  Technology Agreement
I.
Introduction

Kazoo School’s vision is to create a one-to-one, wireless learning environment for our 

Middle School students.  This enables our students to have direct and continuous access to a computing device throughout the school day as well as to extend learning opportunities beyond the classroom walls after school. 

Through this initiative, Kazoo School hopes to: 

· Increase student engagement, motivation, and self-directed learning. 

· Increase access for students to up-to-date resources and information. 

· Improve home-school communication. 

· Provide students with skills they will need for 21st century learning. 

Computers allow students to direct their own learning and have a greater reliance on active learning strategies. Students are able to transfer knowledge across disciplines. The increased access to technology enhances instruction and provides more learning opportunities for our students. 

Whether they are using a computer provided by the School, or a computing device brought from home, students will be responsible for bringing the device with them to class, taking it home at the end of the day, and charging it for use before the next day. It is important to note that these units stay with the student, and are not to be left unattended at school at any time.  

The School is not responsible for lose, theft or damage of a community member owned computing device brought to School.

II.
Responsibilities 

A. The student agrees:

· They will take good care of their computing devices. 

· That their computing devices will never be left unattended and will remain in their possession at all times.  When a situation occurs or a class activity requires that the student not bring their computer to class, the computer should be left in a designated secure area. 

· They will never share their password with another student. Passwords should always be kept confidential. 

· They are responsible for bringing their computer, fully charged, to school each day.

· The will keep food and beverages away from their computer.  

· They will not remove any labels or disassemble School owned computing devices. 

· They will not write or place decorations (such as stickers, etc.) on School owned computing devices. 

· In the event the computer is stolen, the student will immediately notify the Head of School and the parent will file a report with the Kalamazoo Police Department. 

· To follow the Kazoo School’s Appropriate Use Policy using their computer at home and at school. 

· That School owned computers and all peripherals will be returned to the school:

· on a date determined by Kazoo School,  

· if the student is suspended or expelled from school,  

· the student leaves Kazoo School, or 

· the student fails to comply with the terms of this agreement or the School’s Appropriate Use Policy. 

B. The parent/guardian acknowledges: 

· In the event of theft or damage of a School owned computing device the parent will be responsible for the total cost of damages, no matter where the damage occurs (school, home, etc.).  The total charges will never be more than $800 per incident.  (See VI.  Insurance)

· If the School owned computer is damaged or not working properly, it must be returned to the Kazoo School for repair. Parents, guardians, or students are not allowed to attempt repairs themselves or contract with any other individual or business for the repair of the device. 

· In the event the device is stolen, the parents/guardians will immediately notify the Head of School and must file a report with the Kalamazoo Police Department. A copy of the police report will be required to be submitted to the Head of School. 

· The parents/guardians will be given the child’s login name and password so that they can supervise the student’s use of the computer while the student is at home. They are responsible for monitoring their student’s use of the Internet when their student is not at school. 

· That violation of the of the Kazoo School’s Appropriate Use Policy can result in the student facing disciplinary action, including but not limited to, the loss of network privileges, prohibition from using School owned and/or personal technology at School, suspension, or being required to withdraw from Kazoo School. 

· That School owned computer devices and all peripherals will be returned to the school:  

· on a date determined by the Kazoo School,  

· if the student is suspended or expelled from school,  

· when the student withdraws from Kazoo School, or 

· if the student fails to comply with the terms of this agreement or the School’s Appropriate Use Policy. 

III. Requirements

A.
The School owned laptop computer is the property of the Kazoo School and is being loaned to the student for educational purposes during the Academic School year. Your right of possession and use is limited to, and conditional upon, your full and complete compliance with this agreement, the School’s Appropriate Use Policy, and the School’s conduct policies. 

B.
All software loaded on the laptop is the property of the Kazoo School and may not be copied, altered, or removed from the laptop. 

C.
Parents, guardians, and students do not have the right or expectation of privacy for any computing device being used on the School network. 

 
D. 
Internet access, E-mail, and other media that are accessed, created or stored on the School’s system are the sole property of the Kazoo School. The School has the right to review these items for appropriateness and to limit or revoke a student’s access to them at any time, and for any reason. 

 
E. 
The ability of a student to access the Internet at home varies from circumstance to circumstance and no guaranty is offered or implied. Accessing the Internet from home is the financial responsibility of the parent or guardian. 

IV. 
Prohibited Items 

A. 
Altering/modifying the original pre-set (loaded) software image on School owned computing devices is prohibited. Examples include, but are not limited to the following: 

· loading software applications not authorized by the Kazoo School, 

· changing the computer name, 

· changing or removing operating system extensions, 

· altering security software, 

· altering the pre-loaded operating system or applications, or 

· taking apart the computer for access to internal parts. 


B. 
Loading pornographic, obscene, or vulgar images, sounds, music, language or materials (including, but not limited to, screen savers, backgrounds, pictures, and movies) is prohibited. 

C. 
Students are not allowed to download or install any software or other materials, including screen savers on the school owned laptops. School staff will perform all approved software loads. 


D. 
Altering/modifying system policies as set by School personnel. 


E. 
The laptop speakers must be muted at all times unless permission is obtained from the teacher for instructional purposes. Ear buds may be used with the permission of the teacher. 


F. 
Do not delete any folders or files that you did not create or that you do not recognize. Deletion of certain files may result in a computer failure and will interfere with your ability to complete class work. 


G. 
Music and games are a distraction during class and will not be brought to school unless you have permission for an educational project.  

V. 
Insurance 

A. 
 The School recommends that families obtain insurance for the computer devices they bring from home to cover damage and/or theft.  Coverage is often available through your homeowners or renters insurance policy. 


B.
Students/Parents/Guardians will not be charged for normal wear and tear or routine maintenance of the School owned laptop. 


C. 
In case of theft, vandalism or other criminal acts, the student or parent 

MUST file a police report. A copy of the report must be submitted to the Head of School. 


D. 
If the laptop is destroyed or damaged as a result of a fire, the student or parent MUST file a police report. A copy of the report must be submitted to the Head of School. 


E. 
All payments for damage and/or loss must be made before the School owned laptop can be repaired or a loaner can be issued. 

VI. 
Students Eligible for Laptops 

A.
All of the following are required for a student to receive a School owned laptop:

· All fees associated with Kazoo School that are currently due must be paid in full. 

· The student must be enrolled in grades 6 - 8 at the Kazoo School.

· The student must be attending classes at the Kazoo School.  


B. 
In addition to the above, submission of the following fully completed forms is required: 

· Kazoo School Appropriate Use Policy, signed by student and parent/guardian

· Kazoo School Laptop Agreement, signed by student and parent/guardian

· Agreement of Appropriate use of the Internet Communications System, signed by        student and parent/guardian.

AGREEMENT FOR APPROPRIATE USE OF THE INTERNET AND SCHOOL NETWORK 
You are being given access to the School’s electronic communications system.   Through this system, you will be able to communicate with other schools, colleges, organizations, and people around the world through the Internet and the School’s network.  You will have access to hundreds of databases, libraries, and computer services all over the world.  With this educational opportunity comes responsibility.  Inappropriate system use will result in the loss of the privilege to use this educational tool. Please note that the Internet is a network of many types of communication and information networks.  It is possible that you may run across some material you (or your parents) might find objectionable.  

While the School will take reasonable steps to restrict access to such material, it is not possible to absolutely prevent such access.  It will be your responsibility to follow the rules for appropriate use.  

RULES FOR APPROPRIATE USE  
• You will be assigned an individual account and are responsible for not sharing the password for that account with others.  

• The account is to be used for identified educational purposes.  

• You will be held responsible at all times for the proper use of your account, and the School may suspend or revoke your access if you violate the rules.  

• You will be held responsible for any postings to a social networking site that would materially disrupt classwork, involve substantial disorder, or interfere with the rights of others.

INAPPROPRIATE USES  
• Using the system for any illegal purpose.  

• Borrowing someone’s account without permission.  

• Posting personal information about yourself or others (such as addresses and phone numbers).  

• Downloading or using copyrighted information without permission from the copyright holder.  

• Posting messages or accessing materials that are abusive, obscene, sexually oriented, threatening, harassing, damaging to another’s reputation, or illegal.  

• Using personal electronic mail accounts.  

• Wasting school resources through the improper use of the computer system.  

• Gaining unauthorized access to restricted information or resources.  

CONSEQUENCES FOR INAPPROPRIATE USE  
• Suspension of access to the system;  

• Revocation of the computer system account; or  

• Other disciplinary or legal action, in accordance with the Kazoo School Conduct Polices and applicable laws.  

I understand that my computer use is not private and that the School will monitor my activity on the School network. I have read this document and agree to abide by its provisions.  I understand that violation of these provisions may result in suspension or revocation of system access.  

Student’s Name   ____________________________________(PRINTED) 

Grade Level_______   

Student’s Signature ________________________________________________ 

Date __________________________  

PARENT OR GUARDIAN  
I give permission for my child to participate in the School’s electronic communications system. I have read the School’s policies and guidelines.  In consideration of the privilege of my child’s using the School’s electronic communications system, and in consideration for having access to the public networks, I hereby release the School, its operators, and any institutions with which they are affiliated from any and all claims and damages of any nature arising from my child’s use of, or inability to use, the system, including, without limitation, the type of damage identified in the School’s policies and guidelines.  

Parent or Guardian’s Name   ____________________________________(PRINTED) 

Signature of Parent or Guardian __________________________________Date________

Home address____________________________________________ 

Home phone number_______________________  

Section J:  Appropriate Use Policy - Student Agreement

The Kazoo School's computers and facilities are intended to support and enhance the educational and administrative work of the school; therefore, their use should be consistent with Kazoo's educational goals. 

User cooperation is expected at all times; supervising faculty and administrators reserve the right to examine e-mail and/or any file stored or created using the School’s network or resources.  Users are reminded that use of the school’s computers and systems is a privilege that may be revoked temporarily or permanently if abused. 
I have read and fully understand the conditions and terms of this Appropriate Use Policy (AUP).  I agree to be a responsible user of the Kazoo School computer system. 

________________________________________________________________________ 

Student Name (please print) 


Student Signature 



Date

Section K:  Appropriate Use Policy - Parental Agreement

I have read and fully understand the conditions and terms of this Appropriate Use Policy (AUP).  I agree to be responsible for my child's use of the Kazoo School computer system when my child is accessing the system. 

I hereby give consent to the Kazoo School, to access my child's electronic communications on the system, as it deems necessary for compliance with this agreement and any applicable laws.

I hereby release Kazoo School from any and all claims and damages of any nature arising out of my child's use of, or inability to use, the system, including, but not limited to claims that may arise from unauthorized use of the system.

I understand it is impossible to restrict my child's access to all potentially controversial materials.  I agree not to hold Kazoo School responsible for any information or materials acquired by my child on the system. 

I fully understand that if my child's Kazoo School account is suspended, terminated or revoked, Kazoo School will not refund any tuition, use fee, or portion thereof.  I further understand and agree that I am fully responsible for any financial obligations arising from my child's use or unauthorized use of the system to purchase products or services. 

I hereby give my permission to issue an account for my child. 

________________________________________________________________________ 

Parent/Guardian Name (please print) 

Parent/Guardian Signature 

Date

A Note to Parents about Student Usage of Facebook, MySpace, Twitter and other social networking sites 

Facebook, MySpace, and Twitter are social networking websites that allow users all over the world to meet and keep in touch with one another.  These sites have become popular with students of all ages.

The sites are free to use, and have age restrictions built into their registration process.  However, there is no tool built into the registration process to verify a users age.  At Kazoo School, we are finding that more and more students are using these sites and we feel it’s important to educate everyone about their benefits, age restrictions, and dangers. Students use the sites to create profiles about themselves, with photos and lists of interests that often include personal information. 

While these sites can be a great tool for people to communicate, it is important to stress the repercussions of posting personal information online for anyone in the world to see. Please ask your child/children about MySpace, Twitter, and Facebook and consider exploring these sites with them.  

The Computing Policy was last updated on September 8, 2011.

The Kazoo School reserves the right to amend this statement at any time with or without notice.
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