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“Every individual of the social order should be given unlimited opportunity to make the most of himself” 
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Our Vision: 
To educate, motivate and activate the potential for excellence that lies within every young male 
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To create a collaborative community that ensures all students achieve at high levels and graduate 

prepared to excel in a global society 
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ROYAL BITS OF INFORMATION  

  
Woodson Facts  

• Dr. Carter G. Woodson was a historian, journalist and educator 
who  
devoted his life to the historical research of African American people, 

culture and history. 

• Attended Berea College, Berea KY and earned his BA in 

Literature  

• He was the second African American to earn his doctorate from Harvard University  

• Known as the “Father of Black History  

CGW Royal Administrative Team: 

Jaynae Boateng, Program Director  

Nekesha Cozart, Administrative Dean  

Rosz Akins, Dean of Scholars  

Christa Dunn, Guidance Counselor  

 

CGW Royal Administrative Support:  
Lisa McNary  

Delphine Ridgeway  

 

Main Office- 2000 Winchester Road Lexington, KY 40509  
  Telephone: (859)381-3933 
  Fax:  (859)381-3372 
 
 
Hours of Operation- School Day 8:25am - 3:15pm  

Scholars may enter building at 7:55am   
Afterschool Program 3:15pm - 3:50pm  
Certified Personnel Hours 7:55- 3:25 

 

 

Beverly Hollinshed,  Guidance Counselor



 

Carter Godwin Woodson was born on December 19, 1875, in 
New Canton, Virginia, to Anna Eliza and James Woodson. The 
first son of nine children, the young Woodson worked as a 
sharecropper and a miner to help his family. He began high 
school in his late teens and proved to be an excellent scholar, 
completing a four-year course of study in less than two years.  

After attending Berea College in Kentucky, Woodson worked for 
the U.S. government as an education superintendent in the 
Philippines and undertook more travels before returning to the 
U.S. Woodson then earned his bachelor’s and master’s from the 
University of Chicago and went on to receive a doctorate from 
Harvard University in 1912—becoming the second African 
American to earn a Ph.D. from the prestigious institution, after 
W.E.B. Du Bois. After finishing his education, Woodson  
dedicated himself to the field of African-American history, working 
to make sure that the subject was taught in schools and studied 

by scholars. For his efforts, Woodson is often called the "Father of Black  
History."  

In 1915, Carter G. Woodson helped found the Association for the Study of Negro Life and History 
(which later became the Association for the Study of Afro-American Life and History), which had the 
goal of placing African-American historical contributions front and center. The next year he established 
the Journal of Negro History, a scholarly publication.  

Woodson also formed the African-American-owned Associated Publishers Press in 1921 and would 
go on to write more than a dozen books over the years, including A Century of Negro Migration (1918), 
The History of the Negro Church (1921), The Negro in Our History (1922) and Mis-Education of the 
Negro (1933). Mis-Education—with its focus on the Western indoctrination system and African-
American self-empowerment—is a particularly noted work and has become regularly course adopted 
by college institutions.  

In addition to his writing pursuits, Woodson also worked in a number of educational positions, serving 
as a principal for Washington, D.C.'s Armstrong Manual Training School before working as a college 
dean at Howard University and the West Virginia Collegiate Institute.  

Woodson lobbied schools and organizations to participate in a special program to encourage the study 
of African-American history, which began in February 1926 with Negro History Week. The program 
was later expanded and renamed Black History Month. (Woodson had chosen February for the initial 
weeklong celebration to honor the birth months of abolitionist Frederick Douglass and President 
Abraham Lincoln.) Woodson later created the Negro History Bulletin in 1937 and also penned literature 
for elementary and secondary school scholars.  

Woodson died on April 3, 1950, a respected and honored figure who received accolades for his vision. 
His legacy continues on, with Black History Month being a national cultural force recognized by a 
variety of media formats, organizations and educational institutions.1  

                                                  
1 "Carter G. Woodson," The Biography.com website, http://www.biography.com/people/carter-g-woodson-9536515 (accessed Jul 01 2012).   

 



WELL EXPECTATIONS FOR STAFF  
 

Well Dressed- business professional attire each day with comfortable and safe shoes.  Men wear ties 
unless Dress Down Day.  

Well Spoken- model proper usage of language for our scholars & families  

Well Read- keep abreast of current research based strategies, articles on males and read for pleasure 
to escape the stress of our jobs  

Well Prepared- be prepared daily to provide effective instruction in an efficient manner that allows us to 
work smarter not harder.  

  
CGWA SCHOLAR CREED 

  
 

 
 
 
 
 
 
 

I promise to give my very best to achieve my every goal.  
To be disciplined with everything in my control.  
Learning as much as I can for knowledge is the key  

There is nothing I cannot do, but the 
first step starts with me.  

I represent my family, even my community as a whole And I 
refuse to let negativity keep me from my goal.  

I will exceed and excel if I just have faith and believe  
I am a Carter G. Woodson Royal  

And there is no limit to what I can achieve!  
I will arise above all prejudices  

And stay positive the whole way through.  
For I am a Carter G. Woodson Royal  

and you can be one, too!  
 
 



 

EMPLOYEE CODE OF CONDUCT  
 

  
Each Fayette County Schools employee shall:  
  
1. Report to work on time and prepared for duty.  

2. Comply with directives and duties that are legal and safe.  

3. Maintain safe and secure working and learning environments.  

4. Demonstrate professionalism, respect, fairness, and dignity when interacting with students, 

parents, staff/co-workers, and community members.  

5. Comply with federal laws, state statutes, and FCPS policies that prohibit conduct that could 

reasonably be construed as coercive, retaliating, harassing, intimidating, bullying, discriminating, 

or threatening.  

6. Communicate truthfully and honestly and ensure that all records, disclosures or other 

communications are complete, fair, accurate, timely and understandable to the best of his or her 

knowledge.  

7. Acquire, use, maintain, and dispose of district assets, including technology, in an ethical and 

responsible manner.  

8. Maintain the confidentiality of information as required under federal laws, state statutes, and 

FCPS policies.  

9. Use established protocols to intervene against and/or report actions, behaviors or safety 

concerns that may represent one or more violations of federal law, state statute, or FCPS policy.  

10. Refrain from activities outside of the contract day that may reasonably limit and/or   interfere with 

his or her ability to effectively perform duties as assigned.   

11. Comply with all other federal laws, state statutes, and FCPS policies as well as established 

operational routines or procedures.  



 

 

 

 

 

 

 

 

 

 

 



DISTRICT POLICIES  
- CERTIFIED PERSONNEL -  

Harassment/Discrimination  
DEFINITION  
Harassment/Discrimination of employees is unlawful behavior based on the race, color, national origin, 
age, religion, marital status, political beliefs, sex, genetic information or disability of an employee 
involving intimidation by threats of or actual physical violence; the creation, by whatever means, of a 
climate of hostility or intimidation, or the use of language, conduct, or symbols in such manner as to be 
commonly understood to convey hatred or prejudice.  

PROHIBITION  
Harassment/Discrimination is prohibited at all times on school property and off school grounds during 
school-sponsored activities. This prohibition also applies to visitors to the school who may come into 
contact with employees and students. (Acts of harassment/discrimination based on sex may be 
committed by persons of the same or the opposite sex.)  

District staff shall provide for a prompt and equitable resolution of complaints concerning 
harassment/discrimination.  

DISCIPLINARY ACTION  
Employees who engage in harassment/discrimination of another employee or a student on the basis of 
any of the areas mentioned above shall be subject to disciplinary action including, but not limited to, 
termination of employment.  

GUIDELINES  
Employees who believe they or any other employee, student, or visitor is being or has been subjected to 
harassment/discrimination shall, as soon as reasonably practicable, report it. In each school building, the 
Principal is the person responsible for receiving reports of harassment/discrimination at the building level. 
Otherwise, reports of harassment/discrimination may be made directly to the Superintendent. If an employee 
is not assigned to a particular school, a report of harassment/discrimination may be made to the employee’s 
immediate supervisor or to the Superintendent. Additionally, if sexual discrimination or harassment is being 
alleged, reports may be made directly to the District Title IX Coordinator. Complaints of 
harassment/discrimination, whether verbal or written, shall lead to a documented investigation and a written 
report. Without a report being made to the Principal, Superintendent or Title IX/Equity Coordinator, the District 
shall not be deemed to have received a complaint of harassment/discrimination.  

In applicable cases, employees must report harassment/discrimination to appropriate law enforcement 
authorities in accordance with law.1 The Superintendent shall provide for the following:  

1. Investigation of allegations of harassment/discrimination to commence as soon as circumstances allow, 
but not later than three (3) working days of receipt of the original complaint, regardless of the manner in 
which the complaint is communicated to a District administrator. A written report of all findings of the 
investigation shall be completed within thirty (30) calendar days, unless additional time is necessary due 
to the matter being investigated by a law enforcement or governmental agency.  

 

 
 
 
 
 



GUIDELINES (CONTINUED) 
The Superintendent/designee may take interim measures to protect complainants during the 

investigation.  
2. A process to identify and implement, within five (5) working days of the submission of the written 

investigative report, methods to correct and prevent reoccurrence of the harassment/discrimination. 
If corrective action is not required, an explanation shall be included in the report.  
 

Harassment/Discrimination  
3. A process to be developed and implemented to communicate requirements of this policy to all staff, 

which may include, but not be limited to, the following:  
• written notice provided in publications such as handbooks, staff memoranda, and/or pamphlets;  
• postings in the same location as are documents that must be posted according to state/federal 

law; and/or  
• such other measures as determined by the Superintendent/designee.  
Method(s) used shall provide a summary of this policy, along with information concerning how 
individuals can access the District’s complete policy.  

4. Annual training explaining prohibited behaviors and the necessity for prompt reporting of alleged 
harassment/discrimination; and  

5. Development of alternate methods of filing complaints for individuals with disabilities and others who 
may need accommodation.  

PROHIBITED CONDUCT  
Depending on the circumstances and facts of the situation, and within the definition of 
harassment/discrimination contained in this policy, examples of conduct and/or actions that could be 
considered a violation of this policy include, but are not limited to:  

1. Any nicknames, slurs, stories, jokes, written materials or pictures that are lewd, vulgar, or 
profane and relate to any of the protected categories listed in the definition of 
harassment/discrimination contained in this policy;  

2. Unwanted touching, sexual advances, requests for sexual favors, and spreading sexual 
rumors;  

3. Instances involving sexual violence;  
4. Causing an employee to believe that he or she must submit to unwelcome sexual conduct in 

order to maintain employment or that a personnel decision will be based on whether or not the 
employee submits to unwelcome sexual conduct;  

5. Implied or overt threats of physical violence or acts of aggression or assault based on any of 
the protected categories;   

6. Seeking to involve individuals with disabilities in antisocial, dangerous or criminal activity where 
they, because of disability, are unable to comprehend fully or consent to the activity; and  

7. Destroying or damaging an individual's property based on any of the protected categories.  
 

 
 
 



HARRASSMENT/ DISCRIMINATION 
CONFIDENTIALITY  
District employees involved in the investigation of complaints shall respect, as much as possible, the 
privacy and anonymity of all parties involved.  

APPEAL  
Upon the completion of the investigation and correction of the conditions leading to the 
harassment/discrimination, any party may appeal in writing any part of the findings and corrective 
actions to the Superintendent.  

If a supervisory staff member is an alleged party in the harassment/discrimination complaint, 
provision shall be made for addressing the complaint to a higher level of authority.  
Failure by employees to report, notify, and/or initiate an investigation of alleged 
harassment/discrimination as required by this policy or to take corrective action shall be cause for 
disciplinary action.  

RETALIATION PROHIBITED  
No one shall retaliate against an employee or student because s/he submits a grievance, assists or 
participates in an investigation, proceeding, or hearing regarding the charge of 
harassment/discrimination of an individual or because s/he has opposed language or conduct that 
violates this policy.  

Upon the resolution of allegations, the Superintendent shall take steps to protect employees and 
students against retaliation.  

OTHER CLAIMS  
When a complaint is received that does not appear to be covered by this policy, administrators shall 
review other policies that may govern the allegations, including but not limited to, 03.113, 03.1325 
and/or 09.422.  

REFERENCES:  
1KRS 158.156  
 42 USC 2000e, Civil Rights Act of 1964, Title VII; KRS Chapter 344  
 29 C.F.R. 1604.11, Equal Employment Opportunity Commission (EEOC) Regulations  

   Implementing Title VII  
 20 U.S.C. 1681, Education Amendments of 1972, Title IX  
 34 C.F.R. 106.1-106.71, U.S. Department of Education Office for Civil Rights  

   Regulations Implementing Title IX  
 Genetic Information Nondiscrimination Act of 2008  

RELATED POLICIES:  
03.113, 03.1325, 03.16, 09.2211, 09.422, 09.42811  

Adopted/Amended: 08/16/2012 
STUDENTS               *Report any time adult staff immobilizes a student.  09.2212  
    



Use of Physical Restraint and Seclusion 
Use of physical restraint or seclusion by school personnel is subject to 704 KAR 007:160. However, 
nothing in this policy prohibits the exercise of law enforcement duties by sworn law enforcement officers.  

DEFINITIONS  

• Physical Restraint means a personal restriction that immobilizes or reduces the ability of a student 
to move the student's torso, arms, legs, or head freely.  

• Seclusion means the involuntary confinement of a student alone in a room or area from which the 
student is prevented from leaving, but does not mean classroom timeouts, supervised inschool 
detentions, or out-of-school suspensions.  

PHYSICAL RESTRAINT  

All School Personnel  

Use of physical restraint by all school personnel is permitted when a student's behavior poses an imminent 
danger of physical harm to self or others in clearly unavoidable emergency circumstances. In such situations, 
staff who have not had core team training may physically restrain students, but shall summon core trained 
school personnel as soon as possible.  

In all situations involving use of physical restraint (including restraint by core trained personnel):  

• The student shall be monitored for physical and psychological well being for the duration of the restraint.  

• Personnel shall use only the amount of force reasonably believed necessary to protect the student or 
others from imminent danger of physical harm.  

Core Trained Personnel  

School personnel who have undergone core team training may also use physical restraint after less restrictive 
behavioral interventions have been ineffective in stopping misbehavior as noted below:  

1. In nonemergency circumstances when a student's behavior poses an imminent danger of physical harm 
to self or others;  

2. As provided in KRS 503.050 (including when personnel believe physical restraint is necessary to protect 
themselves against the use or imminent use of unlawful physical force);  

3. As provided in KRS 503.070 (including when personnel believe physical restraint is necessary to protect 
a third person against the use or imminent use of unlawful physical force);  

4. To prevent property damage as provided in KRS Chapter 503 (including when personnel believe physical 
restraint is immediately necessary to prevent intentional or wanton property destruction, theft, or a felony 
involving the use of force); and  

5. As provided in KRS 503.110 (including when personnel believe physical restraint is necessary to maintain 
reasonable discipline in a school, class, or other group, and the force used is not designed to cause or 
known to create a substantial risk of causing death, serious physical injury, disfigurement, extreme pain, 
or extreme mental distress).   

 
 
 

 



(CONTINUED) Use of Physical Restraint and Seclusion 

SECLUSION  
Seclusion may be implemented only if: the student's behavior poses an imminent danger of physical 
harm to self or others; less restrictive interventions have been ineffective in stopping the imminent 
danger of physical harm; the student is monitored visually for the duration of the seclusion; and staff are 
appropriately trained to use seclusion.  

PARAMETERS  
The Board has established this policy and related procedures addressing use of physical restraint and 
seclusion that are designed to promote the safety of all students, school personnel, and visitors. As 
required by 704 KAR 007:160, school personnel and parents shall be made aware of how to access this 
policy and related procedures. Methods of notification may include, but are not limited to, publication in 
the District's local code of acceptable behavior and discipline and District employee handbooks.  

TRAINING  
Training of personnel on use of physical restraint and seclusion shall be provided as required by 704 
KAR 007:160:  

• All school personnel shall be trained annually to use an array of positive behavioral supports and 
interventions and as further required by 704 KAR 007:160.  

• A core team of selected school personnel designated to respond to dangerous behavior and to 
implement physical restraint of students shall receive additional yearly training in the areas 
required by 704 KAR 007:160. (Exception: Core team members who are school resource officers 
or other sworn law enforcement officers are not required to undergo this training.)  

REQUIRED PROCEDURES  

The Superintendent/designee shall develop procedures to be followed during and after each use of 
physical restraint or seclusion to include the following:  

1. Documentation of the event in the student information system;  
2. Notice to parents; and  

3. A process for the parent or emancipated youth to request a debriefing session.  
NOTIFICATION REQUIREMENTS  
The Principal of the school shall be notified as soon as possible when seclusion or physical restraint is 
used, but no later than the end of the school day on which it occurs.  
Following each incident of physical restraint or seclusion of a student and if the student is not an 
emancipated youth, the parent of the student shall be notified of the incident either verbally or through 
electronic communication as soon as possible within twenty-four (24) hours of the incident. If the parent 
cannot be reached during that time frame, a written communication shall be mailed via U. S. mail.  

If death, substantial risk of death, extreme physical pain, protracted and obvious disfigurement or 
protracted loss or impairment of the function of a bodily member, organ, or mental faculty results from 
use of physical restraint or seclusion, the Superintendent/designee shall notify the Kentucky 
Department of Education and local law enforcement within twenty-four (24) hours. 

 
 
 
 
 



(CONTINUED)  Use of Physical Restraint and Seclusion 
DEBRIEFING SESSION  

If the parent or emancipated student requests a debriefing session following use or parental notification of the 
use of physical restraint or seclusion, individuals who are to participate shall be those specified by state 
regulation.  
A requested debriefing session shall occur as soon as practicable, but no later than five (5) school days 
following receipt of the request from the parent or emancipated youth, unless a meeting is delayed by 
written mutual agreement of the parent/emancipated student and the school.  

The debriefing session shall address elements specified by state regulation, and all documentation used 
during the session shall become part of the student's education record.  

PARENT COMPLAINTS  

Parents may submit a complaint regarding the physical restraint or seclusion of their child using the Board's 
grievance policy and procedures. On receipt of a complaint, the District and school shall investigate the 
circumstances surrounding the physical restraint or seclusion, make written findings, and, where appropriate, 
take corrective action.  

STATEMENTS FROM PHYSICIAN  

The Superintendent/designee shall review and respond to any statement received from a student's 
licensed physician that the student is not to be subjected to physical restraint.  

DOCUMENTATION  

All incidents involving physical restraint or seclusion shall be documented by a written record of each use by 
the end of the next school day, and the documentation shall be maintained in the student's education record. 
In addition, each entry shall be informed by an interview with the student and include information required by 
704 KAR 007:160.  

Specified data related to incidents of physical restraint and seclusion shall be reported in the state student 
information system.  

At the end of each school year, the Superintendent/designee shall review data on District use of physical 
restraint and seclusion to identify any recommendations to be made to the Board for policy and procedure 
revisions.  

REFERENCES:  
704 KAR 007:160   
KRS Chapter 503: KRS 503.050, KRS 503.070, KRS 503.080, KRS 503.110  
Individuals with Disabilities Education Improvement Act of 2004  
Section 504 of Rehabilitation Act of 1973 RELATED POLICIES:  

09.4281, 10.2  
adopted/Amended: 04/18/2013  

 Order #:  545  
 
 
 
 
 
 
 
 
 



704 KAR 7:160. Use of physical restraint and seclusion in public schools.  
  

      RELATES TO: KRS 156.160(1)(h), 158.444(1)  
      STATUTORY AUTHORITY: KRS 156.160(1)(h), 156.070, 158.444 (1)  
      NECESSITY, FUNCTION, AND CONFORMITY: KRS 156.160(1)(h) and 158.444 (1) give the Kentucky Board of Education the authority to 
promulgate administrative regulations related to medical inspection, physical and health education and recreation, and other regulations 
necessary or advisable for the physical welfare and safety of the public school children. This administrative regulation establishes the 
requirements for the use of physical restraint and seclusion in districts and the notification and data reporting requirements for the use of physical 
restraint and seclusion in districts and does not prohibit the lawful exercise of law enforcement duties by sworn law enforcement officers.  
   
      Section 1. Definitions. (1) "Aversive behavioral interventions" means a physical or sensory intervention program intended to modify behavior 
that the implementer knows would cause physical trauma, emotional trauma, or both, to a student even when the substance or stimulus appears 
to be pleasant or neutral to others and may include hitting, pinching, slapping, water spray, noxious fumes, extreme physical exercise, loud 
auditory stimuli, withholding of meals, or denial of reasonable access to toileting facilities.  
(2) "Behavioral intervention" means the implementation of strategies to address behavior that is dangerous or inappropriate, or otherwise 
impedes the learning of the students.  
(3) "Chemical restraint" means the use of medication to control behavior or restrict a student’s freedom of movement that includes over-
the-counter medications used for purposes not specified on the label but does not include medication prescribed by a licensed medical 
professional and supervised by qualified and trained individuals in accordance with professional standards.  
(4) "Dangerous behavior" means behavior that presents an imminent danger of physical harm to self or others but does not include 
inappropriate behaviors such as disrespect, noncompliance, insubordination, or out of seat behaviors.  
(5) "De-escalation" means the use of behavior management techniques intended to:       (a) Mitigate and defuse dangerous behavior of 
a student; or  
      (b) Reduce the imminent danger of physical harm to self or others.  
(6) "Emancipated youth" means a student under the age of eighteen (18) who is or has been married or has by court order or otherwise 
been freed from the care, custody, and control of the student’s parents.  
(7) "Emergency" means a sudden, urgent occurrence, usually unexpected but sometimes anticipated, that requires immediate action.       
(8) "Mechanical restraint" means the use of any device or equipment to restrict a student’s freedom of movement, but does not include:  
(a) A device implemented by trained school personnel or utilized by a student that has been prescribed by an appropriate medical or related 

services professional that is used for the specific and approved purposes for which the device was designed;  
(b) An adaptive device or mechanical support used to achieve proper body position, balance, or alignment to allow greater freedom of mobility 

than would be possible without the use of the device or mechanical support;  
(c) A vehicle safety restraint if used as intended during the transport of a student in a moving vehicle;  
(d) Restraint for medical immobilization; or  
(e) An orthopedically prescribed device that permits a student to participate in activities without risk of harm.  
(9) "Parent" means a natural parent, a guardian, or an individual acting as a parent in the absence of a parent or a guardian of the student.  
(10) "Physical Restraint" means a personal restriction that immobilizes or reduces the ability of a student to move the student’s torso, arms, 
legs, or head freely, but does not include:  
(a) Temporary touching or holding of the hand, wrist, arm, shoulder, or back for the purpose of encouraging a student to move voluntarily to a 

safe location;  
(b) A behavioral intervention, such as proximity control or verbal soothing, used as a response to calm and comfort an upset student;  
(c) Less restrictive physical contact or redirection to promote student safety; or  
(d) Physical guidance or prompting when teaching a skill or redirecting the student’s attention.  
      (11) "Positive behavioral supports" means a school-wide systematic approach to embed evidence-based practices and data-driven decision-
making to:  
(a) Improve school climate and culture in order to achieve improved academic and social outcomes;  
(b) Increase learning for all students, including those with the most complex and intensive behavior needs;  
(c) Encompass a range of systemic and individualized positive strategies to reinforce desired behaviors;       (d) Diminish reoccurrence of 

inappropriate or dangerous behaviors; and       (e) Teach appropriate behaviors to students.  
(12) "Prone restraint" means the student is restrained in a face down position on the floor or other surface, and physical pressure is 
applied to the student’s body to keep the student in the prone position.  
(13) "School personnel" means teachers, principals, administrators, counselors, social workers, psychologists, paraprofessionals, 
nurses, librarians, school resource officers, sworn law enforcement officers, and other support staff who are employed in a school or who 
perform services in the school on a contractual basis.       (14) "School resource officer" is defined in KRS 158.441(2).  
(15) "Seclusion" means the involuntary confinement of a student alone in a room or area from which the student is prevented from leaving but 

does not mean classroom timeouts, supervised in-school detentions, or out-of-school suspensions.  
(16) "Student" means any person enrolled in a preschool, school level as established in 703 KAR 5:240, Section 5, or other educational program 

offered by a local public school district.  
 
 
 
 
 
 
 



(17) "Supine restraint" means the student is restrained in a face up position on the student’s back on the floor or other surface,  
and physical pressure is applied to the student’s body to keep the student in the supine position.  
(18) "Timeout" means a behavior management technique that is part of an approved program, involves the monitored separation of the student 

in a non-locked setting, and is implemented for the purpose of calming.  
   
      Section 2. (1) Each local school district shall establish policies and procedures that:  
(a) Ensure school personnel are aware of and parents are notified how to access the policies and procedures regarding physical restraint and 

seclusion;  
(b) Are designed to ensure the safety of all students, school personnel, and visitors;  
(c) Require school personnel to be trained in accordance with the requirements outlined in Section 6 of this administrative regulation;  
(d) Outline procedures to be followed during and after each use of physical restraint or seclusion, including notice to parents, documentation of 

the event in the student information system, and a process for the parent or emancipated youth to request a debriefing session;  
(e) Require notification, within twenty four (24) hours, to the Kentucky Department of Education and local law enforcement in the event of death, 

substantial risk of death, extreme physical pain, protracted and obvious disfigurement or protracted loss or impairment of the function of a 
bodily member, organ, or mental faculty resulting from the use of physical restraint or seclusion;  

(f) Outline a procedure by which parents may submit a complaint regarding the physical restraint or seclusion of their child, which shall require 
the district and school to investigate the circumstances surrounding the physical restraint or seclusion, make written findings, and if 
appropriate, take corrective action; and  

(g) Outline a procedure to regularly review data on physical restraint and seclusion usage and revise policies as needed.  
      (2) Each local school district shall revise existing policies or develop policies consistent with this administrative regulation within ninety (90) 
calendar days of the effective date of this administrative regulation.  
   
      Section 3. (1) Physical restraint shall not be used in a public school or educational program:  
(a) As punishment or discipline;  
(b) To force compliance or to retaliate;  
(c) As a substitute for appropriate educational or behavioral support;  
(d) To prevent property damage, except as permitted under KRS Chapter 503;       (e) As a routine school safety measure; or       (f) As a 

convenience for staff.  
      (2) School personnel shall not impose the following on any student at any time:       (a) 
Mechanical restraint;  
(b) Chemical restraint;  
(c) Aversive behavioral interventions;  
(d) Physical restraint that is life-threatening;       (e) Prone or supine restraint; or  
      (f) Physical restraint if they know that physical restraint is contraindicated based on the student’s disability, health care needs, or medical or 
psychiatric condition.  
      (3) Physical restraint may only be implemented in a public school or educational program if:  
(a) The student’s behavior poses an imminent danger of physical harm to self or others and as permitted under KRS 503.050,  
503.070, and 503.110;  
(b) The physical restraint does not interfere with the student’s ability to communicate in the student’s primary language or mode of 

communication, unless the student uses sign language or an augmentative mode of communication as the student’s primary mode of 
communication and the implementer determines that freedom of the student’s hands for brief periods during the restraint appears likely to 
result in physical harm to self or others;  

(c) The student’s physical and psychological well-being is monitored for the duration of the physical restraint;  
(d) Less restrictive behavioral interventions have been ineffective in stopping the imminent danger of physical harm to self or others, except in 

the case of a clearly unavoidable emergency situation posing imminent danger of physical harm to self or others; and  
(e) School personnel implementing the physical restraint are appropriately trained as required by Section 6(3) of this administrative regulation, 

except to the extent necessary to prevent physical harm to self or others in clearly unavoidable emergency circumstances where other school 
personnel intervene and summon trained school personnel as soon as possible.  

(4) When implementing a physical restraint, school personnel shall use only the amount of force reasonably believed to be necessary to protect 
the student or others from imminent danger of physical harm.  

(5) The use of physical restraint shall end as soon as:  
      (a) The student’s behavior no longer poses an imminent danger of physical harm to self or others; or       (b) A 
medical condition occurs putting the student at risk of harm.  
   
      Section 4. (1) Seclusion shall not be used in a public school or educational program:  
(a) As punishment or discipline;  
(b) To force compliance or to retaliate;  
(c) As a substitute for appropriate educational or behavioral support;  
(d) To prevent property damage in the absence of imminent danger of physical harm to self or others;       (e) As a routine school safety measure;       

(f) As a convenience for staff; or       (g) As a substitute for timeout.  
      (2) Seclusion may only be implemented in a public school or educational program if:  

(a) The student’s behavior poses an imminent danger of physical harm to self or others;  
(b) The student is visually monitored for the duration of the seclusion;  
(c) Less restrictive interventions have been ineffective in stopping the imminent danger of physical harm to self or others; and       (d) 

School personnel implementing the seclusion are appropriately trained to use seclusion.  
      (3) The use of seclusion shall end as soon as:  
      (a) The student’s behavior no longer poses an imminent danger of physical harm to self or others; or       (b) A 
medical condition occurs putting the student at risk of harm.  



      (4) A setting used for seclusion shall:  
(a) Be free of objects and fixtures with which a student could inflict physical harm to self or others;  
(b) Provide school personnel a view of the student at all times;  
(c) Provide adequate lighting and ventilation;  
(d) Be reviewed by district administration to ensure programmatic implementation of guidelines and data related to its use;       (e) Have an 

unlocked and unobstructed door; and       (f) Have at least an annual fire and safety inspection.  
   
      Section 5. (1) All physical restraints and seclusions shall be documented by a written record of each use of seclusion or physical restraint 
and be maintained in the student’s education record. Each record of a use of physical restraint or seclusion shall be informed by an interview 
with the student and shall include:  
(a) The student’s name;  
(b) A description of the use of physical restraint or seclusion and the student behavior that resulted in the physical restraint or seclusion;  
(c) The date of the physical restraint or seclusion and school personnel involved;  
(d) The beginning and ending times of the physical restraint or seclusion;  
(e) A description of any events leading up to the use of physical restraint or seclusion including possible factors contributing to the dangerous 

behavior;  
(f) A description of the student’s behavior during physical restraint or seclusion;  
(g) A description of techniques used in physically restraining or secluding the student and any other interactions between the student and school 

personnel during the use of physical restraint or seclusion;  
(h) A description of any behavioral interventions used immediately prior to the implementation of physical restraint or seclusion;       (i) A 

description of any injuries to students, school personnel, or others;  
(j) A description as to how the student’s behavior posed an imminent danger of physical harm to self or others;  
(k) The date the parent was notified;  
(l) A description of the effectiveness of physical restraint or seclusion in de-escalating the situation;  
(m) A description of the school personnel response to the dangerous behavior;  
(n) A description of the planned positive behavioral interventions which shall be used to reduce the future need for physical restraint or seclusion 

of the student; and  
(o) For any student not identified as eligible for services under either Section 504 of the Rehabilitation Act or the Individuals with Disabilities 

Education Act, documentation of a referral under either law or documentation of the basis for declining to refer the student.       (2) If the 
student is not an emancipated youth, the parent of the student shall be notified of the physical restraint and seclusion verbally or through 
electronic communication, if available to the parent, as soon as possible within twenty-four (24) hours of the incident. If the parent cannot 
be reached within twenty-four (24) hours, a written communication shall be mailed to the parent via U.S. mail.  

(3) The principal of the school shall be notified of the seclusion or physical restraint as soon as possible, but no later than the end of the school 
day on which it occurred.  

(4) The physical restraint or seclusion record as outlined in subsection (1) of this section shall be completed by the end of the next school day 
following the use of seclusion or physical restraint.  

(5) If the parent or emancipated youth requests a debriefing session under Section 2(1)(d) of this administrative regulation, a debriefing session 
shall be held after the imposition of physical restraint or seclusion upon a student.  

(6) The following persons shall participate in the debriefing session:  
(a) The implementer of the physical restraint or seclusion;  
(b) At least two (2) of any other school personnel who were in the proximity of the student immediately before or during the physical restraint or 

seclusion;  
(c) The parent of an unemancipated student;  
(d) The student, if the parent requests or if the student is an emancipated youth; and  
(e) Appropriate supervisory and administrative school personnel, which may include appropriate Admissions and Release Committee members, 

Section 504 team members, or response to intervention team members.  
(7) The debriefing session shall occur as soon as practicable, but not later than five (5) school days following the request of the parent or the 

emancipated youth, unless delayed by written mutual agreement of the parent or emancipated youth and the school.  
(8) The debriefing session shall include:  
(a) Identification of the events leading up to the seclusion or physical restraint;  
(b) Consideration of relevant information in the student’s records and information from teachers, parents, other school district professionals, and 

the student;  
(c) Planning for the prevention and reduction of the need for seclusion or physical restraint, with consideration of recommended appropriate 

positive behavioral supports and interventions to assist school personnel responsible for implementing the student’s IEP, or Section 504 
plan, or response to intervention plan, if applicable, and consideration of whether positive behavioral supports and interventions were 
implemented with fidelity; and  

(d) For any student not identified as eligible for services under either Section 504 of the Rehabilitation Act or the Individuals with Disabilities 
Education Act, consideration of a referral under either law and documentation of the referral or documentation of the basis for declining to 
refer the student.       (9) All documentation utilized in the debriefing session shall become part of the student’s education record.  

   
Section 6. (1)(a) All school personnel shall be trained in state administrative regulations and school district policies and procedures  

regarding physical restraint and seclusion.  
      (b) All school personnel shall be trained annually to use an array of positive behavioral supports and interventions to:  
1. Increase appropriate student behaviors;  
2. Decrease inappropriate or dangerous student behaviors; and       3. Respond to dangerous behavior.  
      (c) This training may be delivered utilizing web-based applications.       (d) This 
training shall include:  
1. Appropriate procedures for preventing the need for physical restraint and seclusion, including positive behavioral supports and 
interventions;  



2. State administrative regulations and school district policies and procedures regarding physical restraint and seclusion;       3. Proper 
use of positive reinforcement;  
4. The continuum of use for alternative behavioral interventions;  
5. Crisis prevention;  
6. De-escalation strategies for responding to inappropriate or dangerous behavior, including verbal de-escalation, and relationship building; and  
7. Proper use of seclusion as established in Section 4 of this administrative regulation, including instruction on monitoring physical signs of 

distress and obtaining medical assistance if necessary.  
(2) All school personnel shall receive annual written or electronic communication from the district identifying core team members in the 
school setting who have been trained to implement physical restraint.  
(3) A core team of selected school personnel shall be designated to respond to dangerous behavior and to implement physical restraint 
of students. The core team, except school resource officers and other sworn law enforcement officers, shall receive additional yearly training in 
the following areas:  
      (a) Appropriate procedures for preventing the use of physical restraint except as permitted by this administrative regulation;       (b) A 
description and identification of dangerous behaviors that may indicate the need for physical restraint and methods for evaluating the risk of 
harm in individual situations, in order to determine whether the use of physical restraint is safe and warranted;       (c) Simulated experience of 
administering and receiving physical restraint, and instruction regarding the effect on the person physically restrained, including instruction on 
monitoring physical signs of distress and obtaining medical assistance;       (d) Instruction regarding documentation and notification requirements 
and investigation of injuries; and       (e) Demonstration by core team members of proficiency in the prevention and use of physical restraint.  
   
      Section 7. The following data shall be reported by the district in the student information system related to incidents of physical restraint and 
seclusion:  
(1) Aggregate number of uses of physical restraint;  
(2) Aggregate number of students placed in physical restraint;  
(3) Aggregate number of uses of seclusion;  
(4) Aggregate number of students placed in seclusion;  
(5) Aggregate number of instances of substantial risk of death, extreme physical pain, protracted and obvious disfigurement or protracted loss 

or impairment of the function of a bodily member, organ, or mental faculty to students related to physical restraint and seclusion;  
(6) Aggregate number of instances of substantial risk of death, extreme physical pain, protracted and obvious disfigurement or protracted loss 

or impairment of the function of a bodily member, organ, or mental faculty to school personnel related to physical restraint and seclusion; 
and  

(7) Aggregate number of instances in which a school resource officer or other sworn law enforcement officer is involved in the physical restraint 
or seclusion of a student. (39 Ky.R. 678; 1207; 1400; eff. 2-1-2013.)  

  
STUDENTS  09.2212 AP.21  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Physical Restraint and Seclusion Forms  
DOCUMENTATION OF USE  

Please attach additional sheets as needed.  
STUDENT NAME:  DATE OF USE:   

Description of Physical Restraint or Seclusion Measure Used:  

Beginning Time of Measure Used:  Ending Time of Measure Used:   

School Personnel Involved:  

Student Behavior Prompting Use:  

How Student Behavior Posed Imminent Danger of:  
� Physical harm to self/others ___________________________________________________________  
� Property damage, destruction, criminal mischief, theft, or a felony involving use of force _________  

___________________________________________________________________________________  
� Disruption of reasonable discipline/order ________________________________________________  

School Personnel Response to Behavior and Techniques Used:  

Events Leading Up to Use of Measure:  

Student’s Behavior During Restraint or Seclusion and Interactions During Use:  

Behavioral Interventions Used Just Prior to Physical Restraint/Seclusion:  

Injuries to Student(s), School Personnel or Others:  

Effectiveness of Restraint/Seclusion in De-escalating the Situation:  

Student Post-Incident Interview Comments:  

Planned Future Positive Behavioral Interventions:  

Documentation of Referral for Section 504 or IDEA Services (OR BASIS FOR NOT DOING SO):  

Date Notice Sent to Parent/Guardian/Authorized Individual Acting as Parent:  

Check as applicable:  
� Parent � Emancipated Youth notified on ________________(date) of the five (5) school day timeline to request 
debriefing session.  

________________________________________________ ________________________ Signature of 
Staff Member Completing Report Date Report Provided to Principal  



STUDENTS 09.2212 AP.21  (Continued)  

Physical Restraint and Seclusion Forms  
NOTICE TO PARENT  

ADMINISTRATIVE NOTE: AS SOON AS POSSIBLE WITHIN TWENTY-FOUR (24) HOURS FOLLOWING EACH 
INCIDENT INVOLVING USE OF PHYSICAL RESTRAINT OR SECLUSION, NOTICE SHALL BE PROVIDED TO THE 
PARENT/GUARDIAN OF A STUDENT WHO IS NOT EMANCIPATED EITHER VERBALLY OR BY EMAIL, IF 
EMAIL IS AVAILABLE TO THE RECIPIENT. IF THE RECIPIENT CANNOT BE REACHED WITHIN TWENTY-FOUR 
(24) HOURS, A WRITTEN COMMUNICATION SHALL BE MAILED VIA U. S. MAIL. IN ANY EVENT, THIS FORM 
SHOULD BE COMPLETED AND KEPT ON FILE TO DOCUMENT THE NOTIFICATION.  

_______________  
 Date    

Dear parent/guardian,  
On _________________, authorized school personnel used the following with your child:  

Date  

 � Seclusion  � Physical Restraint  
The following is a summary description of the measure used:  
______________________________________________________________________________  
______________________________________________________________________________  
This occurrence took place at _____________________________________________________  

Location and Time Frame  
and was necessary due to the following behavior by your child:  
______________________________________________________________________________  
______________________________________________________________________________  
Because the safety of students, school personnel and visitors is our utmost concern, we did not take this 
action lightly.  
Please contact me directly if you have questions about this information or if you want to request a 
debriefing session. The District must receive such request within five (5) school days from the date you 
received notice of the use of physical restraint or seclusion. We will do our best to schedule a meeting as 
soon as practicable, but no later than five (5) school days following receipt of your request, unless we 
mutually agree otherwise.  
I can be reached at _____________________________________. Telephone 

Number  
Sincerely,  

________________________________________, _____________________  
Signature  Position  

Review/Revised:3/21/13  
 
 

 



FERPA  
Family Educational Rights and Privacy Act  

The following rules and procedures shall be complied with relative to disclosure of student records:  
1. The District shall annually notify parents of students currently in attendance, or eligible students 

currently in attendance, of their rights under the Family Educational Rights and Privacy Act (FERPA).  
The notification also shall be furnished to parents of all new students and to all new eligible students 
by the Principal at the time of enrollment.  

2. Unless the parent or secondary school student requests in writing that the District not release 
information, the student's name, address, and telephone number (if listed) shall be released to Armed 
Forces recruiters upon their request.  
Subject to federal opt-out rights, directory information shall be made available to Armed Forces 
recruiters on the same basis as it is provided to the public.  

3. Parents or eligible students who wish to review educational records may make a request on the 
appropriate form. Forms are available at the school and in the Central Office. Access shall be provided 
within a reasonable time frame, not to exceed forty-five (45) calendar days of District receipt of the 
request. Because, a shorter timeline is required in certain situations involving IDEA students, staff 
shall adhere to the District's special education procedures for responding to such requests.  
If circumstances effectively prevent a parent or eligible student from exercising inspection rights, 
copies of the requested records shall be provided within the above stated time frame.  

Until any questions are resolved, no student record held by the District shall be discarded when the 
record is under an outstanding request to inspect or review.  

4. School authorities shall make a documented effort to notify the parent or eligible student prior to 
complying with a court order or subpoena that directs the disclosure of information concerning the 
student. In compliance with FERPA, notice to the parent is not required when a court order directs 
that the parent/eligible student is not to be notified, or when the order is issued in the context of a 
dependency, neglect, or abuse proceeding in which the parent is a party.  
As noted in the District's annual FERPA notice, parent consent/notification is not required to release 
student records to another school district or post-secondary institution in which a student seeks or 
intends to enroll or is already enrolled.  

5. The District shall disclose personally identifiable student information to an organization designated to 
conduct a study for or on behalf of the District only when a written agreement has been established 
with the organization. Such disclosure does not require parent/eligible student consent.  

6. The parent or eligible student must sign a request and consent form before a student's records are to 
be transferred to an agency or individual not authorized under law to receive them.  

    
 

 



 

(CONTINUED)  

Family Educational Rights and Privacy Act  

7. A log shall be maintained of student records requests and disclosures, including emergency disclosures 
in response to an actual, impending, or imminent articulable and significant health/safety threat. The 
log requirement does not apply to the following:  

a. Disclosures made to parents or eligible students,  
b. Records released pursuant to written consent,  
c. Access by school officials and others having a legitimate educational interest under  

FERPA,  
d. Disclosure to a party with written consent from a parent or eligible student,  

e. Disclosures of directory information, or  
f. Disclosures of records made pursuant to a subpoena or court order where a court order or other 

law provides that the parent or student are not to be notified.  
8. A challenge to the records may take the form of an informal discussion among the parents, student, and 

school officials. Any agreement between these parties shall be reduced in writing, signed by all parties, 
and placed in the student's records.  

9. Upon request, the Superintendent/designee shall, arrange for a record amendment hearing in 
compliance with 702 KAR 001:140.  

RELATED PROCEDURES:  

All 09.14 procedures  
Review/Revised:8/25/2014  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Notification of FERPA Rights  
Distribute this notice annually to parents and students.  

The Family Educational Rights and Privacy Act (FERPA) affords parents and "eligible students" 
(students 18 years of age or older or students who are attending a postsecondary institution) certain rights 
with respect to the student's education records. They are:  

1. The right to inspect and review the student's education records within forty-five  
(45) days of the day the District receives a request for access.  

Parents or eligible students should submit to the school Principal/designee a written request that 
identifies the record(s) they wish to inspect. The Principal will make arrangements for access 
and notify the parent or eligible student of the time and place where the record(s) may be 
inspected.  

2. The right to inspect and review logs documenting disclosures of the student's education 
records.  

Except for disclosure to school officials, disclosures related to some judicial orders or lawfully 
issued subpoenas, disclosures of directory information, and disclosure to the parent or eligible 
student, FERPA regulations require the District to record the disclosure.  

3. The right to request the amendment of the student's education records that the parent or 
eligible student believes are inaccurate, misleading, or in violation of the student's privacy 
or other rights.  

Parents or eligible students may ask the District to amend a record that they believe is inaccurate, 
misleading, or in violation of privacy or other rights. They should write the school Principal, 
clearly identify the part of the record they want changed, and specify why it is inaccurate, 
misleading, or in violation of their privacy or other rights.  
If the District decides not to amend the record as requested by the parent or eligible student, the 
District will notify the parent or eligible student of the decision and advise him/her of the right 
to a hearing regarding the request for amendment. Additional information regarding the hearing 
procedures will be provided to the parent or eligible student when notified of the right to a 
hearing.  

4. The right to provide written consent prior to disclosure of personally identifiable 
information contained in the student's education records, except to the extent that FERPA 
authorizes disclosure without consent. Exceptions that permit disclosure without consent 
include:  

a. Disclosure to school officials with legitimate educational interests. A "school official" is a 
person employed by the District as an administrator, supervisor, instructor, or support staff 
member (including health or medical staff and law enforcement unit personnel); a person 
serving on the school Board; a volunteer, or an outside person or company with whom the 
District has contracted to perform a special task (such as an attorney, auditor, medical 
consultant, or therapist); or a parent or student serving on an official committee, such as a 
disciplinary or grievance committee, or assisting another school official in performing 
his/her tasks.  

A school official has a legitimate educational interest if the official needs to review an  
education record in order to fulfill his/her professional responsibility to the District.  



 

Notification of FERPA Rights  

This may include contractors, consultants, volunteers, and other parties to whom the District 
has outsourced services or functions.  

b. Upon request, disclosure of education records without parent/eligible student notice or 
consent to officials of another school district or post-secondary institution in which a 
student seeks or intends to enroll or is already enrolled or to other entities authorized by 
law so long as the disclosure is for purposes related to the student's enrollment or transfer.  

c. Disclosure of information to those whose knowledge of such information is necessary to 
respond to an actual, impending, or imminent articulable and significant health/safety 
threat.  

d. Disclosure to state and local educational authorities and accrediting organizations, subject 
to requirements of FERPA regulations.  

Designated Kentucky State agencies may be permitted access to student record information, 
which will depend on the authority granted to their particular agency.  

5. The right to notify the District in writing to withhold information the Board has designated 
as directory information as listed in the annual directory information notice the District 
provides to parents/eligible students.  

To exercise this right, parents/eligible students shall notify the District by the deadline designated 
by the District.  

6. The right to prohibit the disclosure of personally identifiable information concerning the 
student to recruiting representatives of the U. S. Armed Forces and its service academies, 
the Kentucky Air National Guard, and the Kentucky Army National Guard.  

Unless the parent or secondary school student requests in writing that the District not release 
information, the student's name, address, and telephone number (if listed) shall be released to 
Armed Forces recruiters upon their request.  

7. The right to file a complaint with the U.S. Department of Education concerning alleged 
failures by the District to comply with the requirements of FERPA. The name and address of 
the Office that administers FERPA is:  

Family Policy Compliance  
Office U.S. Department of  
Education 400 Maryland  

     Avenue, SW  
Washington, DC 20202-4605  

Review/Revised:8/25/2014  
    

 

 

 



Family Education Rights and Privacy Act Definitions   

Although this listing is not intended to take the place of the complete FERPA law and regulations, the 
following definitions shall apply when implementing Policy 09.14 and the procedures that follow.  

EDUCATION RECORDS - Refers to records directly related to a student that are maintained by the District 
or by a party acting for the District.  
A "record" shall include any information recorded in any way, including, but not limited to, 
handwriting, print, computer media, video or audiotape, film, microfilm, and microfiche. Student 
records shall include disciplinary records with regard to suspension and expulsion.  
Staff should refer to federal regulations for examples of documents that are not considered education 
records.  
DIRECTORY INFORMATION  

"Directory Information" shall be released, upon written request, to the news media, athletic 
associations, military recruiters, higher education providers, scholarship or college entrance 
committees, or official organizations only if the need for data is connected with student help activities. 
"Directory Information" shall be released, unless the parent, legal guardian, custodian, or student 18 
years of age or older specifies in writing, by October 1 of each school year or within 30 days of 
enrollment if after October 1, that all or part of the data relating to the student be withheld. The request 
to withhold must be in writing and shall be filed in the office of the Principal. Any other requests for 
directory information shall be in writing seeking approval by the Superintendent. The request 
shall clearly describe the reason and the use for which the information shall be used. Any information 
released by the Superintendent shall be used specifically for the purpose stated in the request and none 
other. Directory information designated by the District is listed in 09.14 AP.12.  
Unless the parent/guardian or eligible student requests in writing by October 151 of each school year 
that the District not release information, the student's name, address, and telephone number (if listed) 
shall be released to Armed Forces recruiters upon their request.  
STUDENT - Except as otherwise specifically designated by law, "student" shall mean any individual who 
is or has been in attendance in the District and for whom the District maintains education records.  

DISCLOSURE - Refers to permitting access to, or release or transfer of, personally identifiable 
information contained in a student's education record to any party, by any means, including oral, 
written, or electronic.  
EDUCATION PROGRAM - Programs principally engaged in the provision of education, including, but not 
limited to, early childhood education, elementary and secondary education, postsecondary education, 
special education, job training, career and technical education and adult education, and any program 
that is administered by an educational agency or institution.  

    
 

 

 

 

 



EARLY CHILDHOOD EDUCATION PROGRAM - A Head Start program, a state licensed or regulated child 
care program, or a program that serves children from birth through age six (6) that addresses the 
children's cognitive, social, emotional and physical development and is a (a) state prekindergarten 
program; (b) a program authorized under the Individuals with Disabilities Education Act; or (c) a 
program operated by a local education agency.  

NOTE: For additional information about student records, please refer to the District's Confidentiality 
and Nondiscrimination Handbook, which is available on the District's web site.  
REFERENCES:  

34 CFR Part 99, 20 U.S.C. 1232g  
P. L. 107-110 (No Child Left Behind Act of 2001)  

Review/Revised:7/23/1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Data Sharing 
FAYETTE COUNTY PUBLIC SCHOOLS  

DATA SHARING AGREEMENTS  
This notice is to share important information with you regarding recent legislation pertaining to online 
data sharing. It is imperative that our schools look at data sharing closely and ensure we are 
complying with the law.  

First, there are no "free" apps. The currency for so-called "free" apps is the data you provide in using 
the app. Thus, the Office of Technology will begin vetting any such apps to ensure these apps are 
complying with Kentucky law. If you wish to use a "free" app, please contact your School Technology 
Coordinator before you do so to ascertain whether this app has been vetted and found to be secure.  

Second, the Office of Technology will be providing any companies with which we contract 
information regarding new requirements under the law. Any company wishing to contract with FCPS 
will be required to comply with these requirements. Some companies have already made changes 
in their standard contracts to meet the requirements. We expect there will be others that are less 
prepared and less willing to do so, however. It will take time to sort this out in some circumstances.  
The law requires that in addition to complying with FERPA and KFERPA, companies must:  

• Ensure that the data will be accessed, used and manipulated only by those individuals 
necessary for the successful implementation of the project.  

• Advise all individuals accessing the data on proper procedures for securely maintaining the 
data.  

• Take appropriate technical and organizational measures against the unauthorized or 
unlawful accessing of the data.  

• Permanently delete all copies of the data when they are no longer required.  
• Promptly comply with any request from FCPS to amend, transfer or delete the data or a 

subset thereof.  

• Ensure that student data will not be used to advertise or facilitate advertising or to create 
or correct an individual or household profile for any advertisement purpose, and shall not 
sell, disclose, or otherwise process student data for any commercial purpose.  

• Pursuant to KRS 61.931, et seq., the third party warrants it has procedures and practices 
in place to safeguard against security breaches.  

• In the event of a security breach, notify the FCPS within 24 hours of the suspected or 
confirmed breach, and begin conducting a reasonable and prompt investigation to 
determine whether the security breach has resulted in or is likely to result in the misuse of 
personal information.  

• Within 48 hours of completion of the investigation, notify the FCPS if the investigation finds 
that the misuse of personal information occurred or is likely to occur.  

*Staff/FCPS employees can no longer download free apps!  Due to Data Sharing Agreement, district 
will vet all companies.  TRT will have to find out from Amy Johns if app has been vetted. 

 

 

 

 

 



 

ATTENDANCE/AESOP/ABSENCES  
Attendance  

• Teachers are expected to report to school at 7:55 a.m. which is the same time the scholars may 
enter the building. Please be on time to your supervision spots to greet and monitor scholars.  

• Teachers must take attendance in Infinite Campus at the beginning of every class period.   
Absences   

• Please record all absences in the Aesop System prior to the date of absence which is now 
located under Frontline. (http://www.frontlinek12.com/Products/Aesop.html) is the url for 
Aesop. Personal and Professional Development must have prior approval by Mrs. Boateng/ 
Mrs. Cozart  

• If an unplanned absence is necessary, please text Mrs. Boateng, Mrs. Cozart & Mrs. McNary 
THE MINUTE YOU SUSPECT YOU WILL BE ABSENT in order to ensure that a substitute may 
be secured. Please make sure sub plans are in place.  

Substitute Plans 

• Sub plans should be detailed, clear and easy to follow.  The plans should be located on teacher’s 
desk at all times, including links to canvas, etc.  

• Sub plans should include: the Master Schedule, Sub’s schedule for the day, emergency drill 
procedures, classroom rosters for each class period, red/green room # signs, lunch schedule, 
seating chart (if applicable), classroom expectations and management plan.  

Requesting Substitutes:  
1. Be sure and create a school preference list In AESOP (at least 5 current/active subs)  

2. Teachers should create a preference list for their classroom in AESOP (3-5 current/active subs)  

3. Subs may be called directly. The employee or bookkeeper would then need to go into AESOP 
and assign the sub to that absence.  

4. If the absence is already posted:  
a. The Campus User or bookkeeper can go in and assign a sub.  
b. You can call the sub help desk for assistance @ 859-281-6715 or via email at 

fcps.subhelp@fayette.kyschools.us .  Please refer to CGWA preferred substitute card.  

c. A substitute can also login and accept a job in AESOP.  
 
 
 
 
 
 
 
 
 
 



SICK LEAVE:  
In accordance with provisions stated in KRS 161.155, administrators, teachers, full-time classified employees & eligible part-time classified employees of the Fayette 
County Board of Education may be granted sick leave days not to exceed twelve days per school year for the following:  

A. For personal illness, including illness or temporary disabilities arising from pregnancy. Sick leave may not be used for any period of absence required for 
child rearing.  

B. For the purpose of attending to a member of the immediate family who is ill. Immediate family includes the employee’s spouse, children (including 
stepchildren), foster children, parents, spouse’s parents, grandparents, spouse’s grandparents without reference to the location or residence of said relative, 
siblings, daughter-in-law, son-in-law, and any other blood relative who resides in the employee’s home. C. For adoption of a child up to thirty days 
following the adoption of a child or children.  

D. For mourning an immediate member of employee’s family.  
The Board may allow employees to use up to three days sick leave per school year for emergency leave pursuant to KRS 161.152 and consistent with the emergency 
leave provisions.  
Board Policy 03.1232 and 03.2232  

EMERGENCY LEAVE:  
In accordance with provisions stated in KRS 161.152, administrators, teachers, full-time classified employees and eligible part-time classified employees of the Fayette 
County Board of Education may be granted emergency leave days not to exceed three days per school year for the following: A. Illness or death of relatives or personal 
friends.  

B. Personal disasters of the magnitude of tornados, fires, floods, etc. This applies only in cases not covered by sick leave.  
C. Appearance as a witness or to produce documents at legal proceedings when the employee’s presence is required by subpoena. This is not to include 

appearances in actions in which the employee is a party and the subpoena is obtained by or on behalf of the employee. This also does not include jury duty 
(see Policy 03.1237). Court documentation shall accompany the emergency leave request.  

D. Weather-related transportation problems which prevent travel from another area to home and/or workstation, such as airport closing and flight cancellations. 
This, however, does not include travel between residence and workstation.  

E. Other emergency reasons as approved by the Superintendent or the Superintendent’s designee where there exists a pressing necessity that requires 
immediate attention.  

F. Illness of the employee, if all other available sick leave has been exhausted.  
The board may allow employees to use up to three days sick leave per school year for emergency leave pursuant to KRS 161.152 and consistent with the above 
provisions.  
Board Policy 03.1236 and 03.2236  

PERSONAL LEAVE:  
Personal Leave may be used on either a whole-day or one-half day basis on individual dates or in succession. Personal Leave shall not be taken on the Opening or 
Closing day of school. Personal Leave Notice shall be given at least two (2) days in advance to the Principal or Supervisor. The maximum number of employees that 
may be absent on personal leave or any given day shall not exceed five percent (5%) within the major job categories or (one person classified, two people certified) 
which ever is greater. The immediate Supervisor is authorized to limit the use of Personal Leave in emergencies. Board Policy 03.1231 and 03.2231  

VACATION LEAVE:  
Regular twelve-month employees shall be eligible for vacation as specified:  

A. Vacations must be scheduled in advance with the immediate supervisor. B. No more than 
eighteen (18) vacation days can be carried over into the next fiscal year. Board Policy 03.122 and 
03.222  

JURY LEAVE:  
Employees who will be absent from work to serve on a jury duty must give advance notice to their immediate supervisor(s).  
In accordance with KRS 161.153 and Board Policy 03.1237/03.2237, certified staff and all eligible permanent classified employees of the FCBE shall be granted leave 
with full pay, less any compensation received as Jury Pay, for jury duty in any duly constituted Local, State, or Federal Court for the period of actual jury service. This 
leave shall be in addition to all other leave to which the employee may be entitled.  

1. Inform the Courtroom clerk on the first day of service, that you are employed by the FCBE and your Certificate of Jury Service should indicate:  
dates served, amount of Jury Pay, amount of Expenses, and Juror ID#.  

2. Employees reporting for jury duty and released from serving for part of a day or any full day(s) shall report to their respective school or department for 
assignment if released with at least 1 hour remaining in their workday.  

3. A JURY DUTY LEAVE CARD must be filled out completely at the end of each payroll period indicating the dates and numbers of hours absent. A copy 
of the Certificate of Jury Service must be attached to the Jury Duty Leave Card. 4. The Jury Duty pay (not including expenses) will be deducted from the 
employees wages by the Payroll Department.  

MILITARY LEAVE:  
All regular employees who are members of the National Guard, any reserve component of the armed forces of the United States, or of the reserve corps of the United 
States Public Health Service shall be entitled to leave of absence without loss of time, pay, regular leave, impairment of efficiency rating, or any other rights or benefits 
to which they are entitled, while in the performance of duty or training in the service of Kentucky or the United States under competent orders, for a period in any federal 
fiscal year not to exceed twenty-one (21) working days.  

Such employees while on military leave shall be paid their salaries or compensation. Military Leave shall not be available to an employee not employed on a twelve-month basis 
during any period when such employee is working at other than the usual work assignment; nor shall it be available when the employee is working on a temporary or a special project 
basis or during any period of active military service when the employee is not carrying out regular duties. The employee is responsible for notifying his immediate super 
 
 
 
 
 
 
 
 
 
 
 
 
 



INFINITE CAMPUS  
Infinite Campus(IC) is the district student information system where all documentation on a student is 
housed.  

• Grades: IC Teacher representative will assist teachers with setting up grade book.  
• PLP: Generically document any communication with parent/guardian and/or students.  
• IEP’s/ 504 plans: Teachers must know the plans & accommodations scholars are to receive and 

must implement them daily. It’s the Law!  
  
  
  

PURCHASING POLICY  
 

PURCHASING & CLASSROOM SUPPLIES  

1. PO Requests should be completed on the appropriate form. Program Director must sign your 
request before it is presented to bookkeeper.  

2. All PO Requests should be completed in a timely manner. Please do not wait until the need is 
urgent to complete your request.  

3. PO Requests should indicate a discount if you are aware of any.  

4. Please do not make purchases without prior approval from Program Director. Staff members will not be 
reimbursed for purchases made without prior approval from Program Director and materials will be 
viewed as a donation to the Academy.   

5. Classroom supplies are located in the teacher workroom in the middle school area of Carter G. Woodson 
Academy. Please contact Mrs. McNary if you are unable to find something that you need for your 
classroom.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SAFETY  
• All staff must wear ID on lanyard at all times during the school day. 
• Teachers must know all drill procedures and where to report to be safe.  
• Teachers are responsible for teaching scholars appropriate protocol for each drill(fire, 

earthquake, severe weather & lock down)  
• For every drill, each teacher should take their class roster, Green/Red Room # Signs with 

them to their designated area. Green indicates that all scholars are present and accounted 
for. Red indicates that not all scholars are present and accounted for.  

Badges/Keys   
• Do not give your badge and/or keys to anyone. Badges/keys are to be kept with you at all 

times.  
• Keep all classroom doors locked at all times or lock when you leave in the event of a lock-

down.  
• Please keep personal or valuable items locked in your desk/room.  

Supervision   
• Supervise Scholars at all times.  
• Teachers are to be at their classroom door during every class change to assist with 

hallway supervision and getting scholars to class on time.  
Please be at your post on time every time to prevent & eliminate any potential problems.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



SCHOOL EXPECTATIONS  
Homework Policy  
Carter G. Woodson Academy Middle School Homework & Late Work Policy  

Guidelines for the Assignment of Homework and Responsibilities of Students, Staff, and Parents  

I. Purpose:   

Homework contributes toward building responsibility, self-discipline, and lifelong learning habits. 
It is the intention of the Carter G. Woodson Academy to assign relevant, challenging, and meaningful 
homework assignments that reinforce classroom learning objectives. Homework should provide scholars 
with the opportunity to apply information they have learned, complete unfinished class assignments, and 
develop independence. Homework assignments may be modified based on students’ individual needs 
(i.e. IEP, 504 Plans).  

Homework assignments include:  
• Practice exercises to follow classroom instruction  
• Preview assignments to prepare for subsequent lessons  
• Extension assignments to transfer new skills or concepts to new situations 

 Creative activities to integrate many skills toward the production of a response or product  
II. Time:  Actual time required to complete assignments will vary with each scholar’s study 
habits, academic skills, and selected courses. Scholars are strongly encouraged to pursue 
nonassigned, independent, leisure reading.  

III.  Late Work:   

Scholars are expected to turn work in on time. Scholars who turn in late assignments will receive 
any of the following based upon individual teacher discretion or leadership intervention.  
• partial credit  
• no credit (meaning zero points)  
• missed reward activity  
• communication with parents  
• Teacher assigned detention with them before or after school  

Scholars who miss homework because of an absence will receive the opportunity to make up missed 
work. Scholars are given one calendar day for each day absent plus one extra day to turn in their work. 
It’s the students’ responsibility to get work missed due to illness or absence and turn it into the appropriate 
teacher(s) upon his return to school.  

  
Responsibilities of Staff:   

• Assign relevant, challenging, and meaningful homework that reinforces classroom learning  
• Give clear instructions and make sure homework is posted in the classroom  
• Give feedback in a timely manner and/or correct homework individually or in class  
• Communicate all homework assignments via internet to parent/ guardian email  
• Communicate with other teachers when there are long term projects  
• Continue to contact parents if a pattern of late or incomplete homework develops. 
 

 
 



Responsibilities of Parents:   
• Set a regular, uninterrupted study time each day  
• Establish a quiet, well-lit study area  
• Check postings daily for homework assignments  
• Monitor student’s organization and daily list of assignments in their agenda  
• Help scholar work to find the answer, not just get it done  
• Be encouraging when the student gets frustrated with difficult assignments  
• Contact teacher and use Infinite Campus to stay well informed about the student’s learning 

process  
Responsibilities of Scholars:   

• Write down assignments in the “Carter G. Woodson Student Agenda”  
• Check postings for daily assignments  
• Charge electronic devices nightly  
• Bring all necessary materials to school and to class everyday (pencils, paper, folders, books, 

Thinkpad etc.)  
• Be sure all assignments are clear; don’t be afraid to ask questions if necessary  
• Set aside a regular time for studying  
• Find a quiet, well-lit study area  
• Work on homework independently whenever possible, so that it reflects student ability  Produce 

quality work  
• Make sure assignments are done according to the given instructions, completed, and turned in 

on time.  
  
**High School will need to refer to each class syllabus for homework and 
late policy.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

Failure Policy  
CARTER G. WOODSON ACADEMY FAILURE POLICY  

Carter G Woodson Academy has high academic expectations for all scholars.  These expectations 
include being well read, well spoken and well prepared.  Additional academic supports will include the 
following:  

• After School Tutoring (individual teacher schedule)     
• BMW STEM Tutoring (Tuesday nights and Saturday mornings) at First Baptist Bracktown  

 
Middle School  

• Scholars who fail one core class must attend the district summer school (if offered).  If a scholar 
fails the summer school core class or decides not to attend summer school, he will repeat his 
current grade level the following school year.  

• Scholars who fail two core classes will automatically repeat their current grade level with no 
options for summer school.  If a scholar fails the same grade twice at CGWA, then he must enroll 
at his home middle school.   

• 8th grade scholars who fail 2 classes, must repeat the same grade at CGWA.  If they choose to 
attend the district summer school, they must enroll at their home high school.  

• To participate in the 8th grade promotion ceremony, scholars must have successfully passed all 
classes.  If a scholar has not passed all classes and needs to attend summer school, he will not 
be eligible to participate in the 8th grade promotion ceremony. 

High School  
• Scholars who fail a graduation requirement must retake the course the following year or attend 

summer school at Frederick Douglass High School (if offered).  In order for a high school scholar 
to be promoted to the next grade level, he must earn the appropriate number of credits.  For 
example, a freshman must earn six credits to be promoted to a sophomore.   

Parents/guardians will receive information regarding their scholar’s academic performance 
through progress reports, report cards and various school communications (parent- teacher 
conferences, emails, phone calls, infinite campus portal).  

Middle School will receive:  
• Quarterly Progress Reports (every 4.5 weeks)  
• Report Cards (every 9 weeks)  

High School will receive:  
• Semester Progress Report (every 4.5 weeks)  
• Report Cards (end of 18 weeks)  

 
 
 
 
 
 
 
 
 



 
 

BEHAVIOR EXPECTATIONS  
A. EXPECTATION ENFORCEMENT  

Teachers are required to enforce school expectations throughout the building. In the event 
that scholar safety is in jeopardy, teachers shall take immediate and appropriate action to 
maintain scholar safety without jeopardizing their own safety. It is the teacher's responsibility to 
maintain an orderly classroom, to be alert to what is happening in his or her class, and to let 
administration know of discipline issues requiring a higher level of intervention. To clarify what 
teachers should handle and what administrators should handle, please refer to the discipline level 
plan below.  
B. CARTER G. WOODSON BEHAVIOR PLAN  

As a group of diverse educators, it is our individual personalities, strengths, and methods that 
make each of our classrooms a unique learning environment for our scholars. Although we vary 
on the details of how we handle specific situations from classroom to classroom, collectively we 
hold to common beliefs regarding scholar behavior. The intent of this document is to embrace 
our unique styles while standing unified as a staff before our scholars and parents/ guardians. 
We want to come together to support our schoolwide behavioral expectations to ensure scholars 
are provided with consistent enforcement of those expectations and are not receiving mixed 
messages on what is appropriate or acceptable and what is not.  
As we implement the behavior plan, here are some important things to keep in mind:  

• The Examples of Misbehavior in each level are NONINCLUSIVE. However, a Level  
1 misbehavior not on the list should be easily identified as Level 1 by comparison.  

• The Menu of Corrective Responses in each level is INCLUSIVE. When a misbehavior 
occurs, staff should use their professional judgment to select an appropriate consequence 
from the menu provided for that level.  

• An office referral is not used to document discipline until Level 2. Refer to the checklist 
provided in Level 2 for recurring Level 1 misbehaviors.  

• The 3 levels are not intended to categorize misbehaviors by severity. They determine who 
ultimately handles the misbehavior and how it is documented.  

Here are some suggestions for the initial implementation of this plan in your classroom:  
1. Think about misbehaviors that you commonly see in your classroom. Are they specifically 

listed in the Examples of Misbehavior? If not, compare the misbehaviors to those 
examples given and identify the appropriate level for them in advance. Write them into 
your behavior plan!  

2. Think about your typical responses to behaviors listed in each of the levels. Do you tend 
to select a consequence that is already listed in the Menu of Corrective Responses for 
that level? If not, focus on that part of the behavior plan and decide in advance how you 
will adjust your classroom management style accordingly.  

3. Read the F.A.Q. provided for each level to identify who ultimately handles the 
misbehavior and whether or not an office referral should be submitted for documentation. 
Refer to the Behavior Intervention Handbook as an additional resource.  

4. Review the checklist for elevating Level 1 misbehaviors to Level 2. Make sure you have 
a method for documenting those Level 1 behaviors in the event they continue to occur in 
your classroom. General documentation may place in the scholar’s PLP in Infinite 
Campus (IC).  

Additional techniques and strategies may be found on the last page of the behavior plan.  
 



 

 

Rationale: The behavior plan has been designed to...  

Promote consistency in handling disciplinary concerns in the building.  
Provide guidelines for handling misbehavior.  

Allow for teacher autonomy in handling specific situations within the context of each “level”. ( 
Clarify how/when an office referral should be used to document an incident.  
To support our CSIP Learning Climate goal regarding school−wide expectations and behavior.  

  
C. WRITING DISCIPLINE REFERRALS  

Discipline referrals shall be submitted electronically through the webapp located at 
https://webapps.fcps.net/disctracking/1.00/. Save or bookmark this link. In order to enter a referral, you 
must know the student's ID number. The following guidelines should help you in completing a Student 
Discipline Referral. Well-written documents can assist in the timely, accurate, and consistent processing 
of discipline referrals.  
1. Fill out the referral form completely. Do not put other students' names on the behavior 

referral. The names of victims or key witness may be communicated to an administrator directly or 
included in a separate email.  
2. Give the behavior intervention history (briefly) in the narrative of the referral if this is behavior you 

have dealt with before in this student.  
3. Do not sanitize student language. Direct quotes must be written in all caps. Infinite Campus does 

not recognize quotation marks. "S-Word and F-Word" could be Sugar Foot.  
4. Write facts clinically and clearly in logical order. Write the referral as though the parent will see it, 

because they will. The text of all referrals and resolutions is sent to the parent.  
5. Do not editorialize regarding the behavior and do not appeal for a specific consequence in the 

text of the referral. Personal comments such as these have no place in a referral but may be delivered 
to the administrator receiving the referral in person.  
6. Submit behavior referrals as soon as possible.  
7. If disruptive behavior rises to the level in which a scholar needs to be removed from  your 

classroom, call the office. If the teacher decides to put a scholar out of class please instruct 
scholar to stand outside your classroom door until you come to address him.   
8. Do not rely on referrals to notify administration of a serious issue. If a scholar is extremely 

disruptive or you suspect a scholar to be under the influence, possess a weapon, is  acting 
aggressively toward another scholar, suicidal, etc., CALL THE OFFICE  IMMEDIATELY.   
9. Be sure referrals rise to a level needing administrative intervention before writing a referral.  

  
  

**NOTE TO TEACHERS:  PLEASE REFER TO “BEHAVIOR EXPECTATIONS” 
SECTION OF SCHOLAR HANDBOOK FOR NUMBER OF OPPORTUNITIES 
ALLOWED FOR SCHOLAR LEVELS.**  
  
  
C. WRITING POSITIVE RECOGNITION REFERRALS  

Positive  Recognition Referrals shall be submitted electronically through the web app located at  Fill 
out the positive recognition referral completely by writing the reason for the scholar recognition and 
submit to appropriate administrator.  



 

CGWA 

BEHAVIOR PLAN 
LEVEL 1 

Level 1 Infractions are misbehaviors that can be adequately corrected at the time and in the 
setting in which they occur.  

Examples of Misbehaviors  Menu of Corrective Responses  
  

• Use of prohibited electronic devices  
• Dress code violation  
• Hall pass abuse (e.g. gone more than 5 

minutes, no hall pass)  
• Minor destruction of property (e.g. writing 

on desks, wall)  
• Not completing class work  
• Not having homework  
• Not having materials  
• Not following staff directions  
• Being disrespectful with staff  
• Being off task  
• Disrespectful comments or gestures (e.g.  

rolling eyes)  
• Leaving area in room  
• Being out of seat  
• Making disruptive noises  
• Talking out  
• Spreading rumors/gossip  
• Running/horseplay in building  
• Inappropriate language  
• Inappropriate gestures  
• Cursing (isolated)  
• Spitting (not at a person)  
• Name calling, minor teasing  
• Throwing objects (no safety concern)  
• Using/taking other’s belongings  
• Not keeping hands/feet to self  

• Confiscate device (send to office – if 
student refuses to turn it over proceed to 
Level 2)  

• Gentle verbal reprimand  Proximity 
correction  

• Maintain a “behavior log”  
• Contact parents  
• Use  a  monitoring  form 

 (for “awar eness” misbehaviors)  
• Clarify,  teach and practice  

expectations(for  
“ability” misbehaviors)  

• Use planned ignoring, if  appropriate (for  
“attention seeking” behaviors)  

• Assign a brief time-out at another location 
in room or hall  

• Assign 1  to 10  minute  timeout 
 inanother teacher’s room or with 
behavior coach  

• Require  restitution  (e.g. 
 restoring, rep airing  
damage done to furniture)  

• Loss of participation or privilege (e.g. loss 
one or more hall passes)  

• Teacher assigned detention  

Level 1 F.A.Q.  
1. Where are Level 1 infractions usually 
handled?  
2. Who usually handles Level 1 
infractions?  
3. Do I write an office referral?  

1. In the classroom  
2. Classroom teacher (or staff member 
who witnesses misconduct  
3. No  

  



  CGWA  

BEHAVIOR PLAN  
LEVEL 2  

Level 2 Infractions require formal office referral and/or immediate administrative 
involvement, and may involve other persons such as the counselor, social worker, etc.  

Examples of Misbehaviors  Menu of Corrective Responses  
  

• Repeated Level 1 infractions 
(documented over time w/parent 
communication)  

  
  Other behaviors of concern such as:  

• Cheating  
• Tobacco use  
• Stealing  
• Defiance/minor, insubordination 

(e.g.refusing to turn over cell 
phone)  

• Inappropriate use of internet or 
technology  

• Major destruction of property  
(e.g.classroom materials, 
textbooks, technology)  

• Cursing peers or staff  
• Bullying (first offense or relatively 

minor incident)  
• Leaving classroom without 

permission.  
• Skipping class  

• Continue Level 1 consequences 
that have not yet been  
implemented  

• Contact parents  
• Consult with counselor, school 

social worker, Youth Service 
Center Coordinator, school 
psychologist, administrator, etc.  

• Referral to the counselor or 
administration for extra services.  

• Restitution (including financial 
restitution if documented 
accountability paperwork is on file 
with parent signature)  

• Additional corrections may be 
implemented by administrators in 
accordance with FCPS Student  
Code of Conduct  

Level 2 F.A.Q.  
1. Where are Level 1 infractions usually 

handled?  
2. Who usually handles Level 1 

infractions?  
3. Do I write an office referral?  

1. IN THE FRONT OFFICE  
2. ADMINISTRATIVE TEAM  
  
3. YES  

    
  
 
 
 
 
 



 Checklist for elevating repeated Level 1 offenses to Level 2:  

Before submitting an office referral, make sure to...  
v' Document repeated offenses and interventions attempted from Level 1 Menu 

of  
Corrective Responses v' Document parent 

communication regarding misbehavior  
     



CARTER G. WOODSON ACADEMY  

BEHAVIOR PLAN LEVEL 
3  

Level 3 Infractions are serious violations that usually involve criminal behavior or severe threats 
to the safety of self or others. They require immediate involvement by administrative team 
and/or law enforcement including removal of student from classroom.  

Examples of Misbehaviors  Menu of Corrective Responses  

• Possession of weapons  
• Inappropriate sexual touching  
• Threat of harm to self or others  
• Inappropriate sexual/racial comments  
• Physical aggression  
• Bullying (repeated offenses or relatively 

major incident)  
• Spitting at someone  
• Leaving building/campus  
• Serious physical fighting  
• Physically hurting self/others  
• Illegal drugs  
• Stealing property of significant value  
• Severe, prolonged disruption to the 

learning environment after previous adult 
intervention  

• Severe defiance or profanity after previous 
adult intervention  

• Student removal by administration or law 
enforcement (if needed to maintain safety of 
students and staff)  

• Referral to the counselor or administration 
for extra services.  

• Schedule ARC or consultation as necessary 
for students identified for special education 
services  

• Implementation of consequences as 
appropriate according to the FCPS Student 
Code of Conduct  

  

Level 3 F.A.Q.  

1. Where are Level 3 infractions usually 
handled?  
2. Who usually handles Level 3 
infractions?  
3. Do I write an office referral?  

1. IN THE FRONT OFFICE  
2. ADMINISTRATIVE TEAM and/or LAW 

ENFORCEMENT  
3. YES  

    
 
Techniques to Prevent or Reduce Misbehavior (Level 1)  

• Monitor/improve 4:1 Ratio of Positive to Negative Interactions (for every 1 time you interact with a 
scholar when he is not meeting expectations, interact with him 4 times when he is meeting 
expectations).  

• Ensure that there are clearly defined behavioral expectations.  
• Teach, model, practice and prompt desired behavior.  
• Recognize students for meeting expectations, especially if it is a newly acquired skill.  
• Re-teach behavioral expectations in given setting.  
• Modify the setting in which misbehavior occurs.  
• Develop incentives or group rewards for scholars who do meet expectations.  
• Reflect on your relationship with each scholar and strive to make positive connections.  



Techniques to Prevent or Reduce Misbehavior (Level 2)  
• Continue Level 1 techniques  
• Strive to serve as an “ally” and a “consultant” to the identified scholar (“Ally” meaning,  

“I am on your side and I want you to be successful.” “Consultant” meaning, “I have ideas to help 
you reach goals that are important to you.”)  

• Develop a formal or informal behavior improvement plan or behavior contract with scholar.  
• Consult with other teachers or support staff (counselor, Social Worker, Youth Resource Center, 

etc.) to brainstorm additional strategies.  

Techniques to Prevent or Reduce Misbehavior (Level 3)  
• Implementation of behavior support plan may be necessary.  
• On-going consultation with support staff and administration.  
• Mental health services may also be considered.  

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



ACADEMIC INTERVENTIONS  
 

  
  
  
  
  

Academic Intervention Handbook  

Filled with interventions to address 16 of the 
most common student deficiencies.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  
 
 



Organization is Lacking  
1.  Have the student store their materials in the 
classroom if they’re not needed at home.  
2.  Present the student with multiple 
storage/organization formats. (e.g. assignment 
notebooks) Help teach them how to prioritize and 
organize assignments. (Do not “order them 
around,” however)  
3.  Offer a calendar with due dates, tests/quizzes, 
important dates, etc. (for both the student and 
parent) Be sure to remind the student of 
important dates, anyway.  
4.  Don’t allow disorganization as an excuse for 
not completing assignments.  
5.  If previous assignments/handouts are not 
needed, make sure they are discarded.  
6.  Give the student a written list of needed 
materials for the next day, especially if the 
materials are not commonly used.  
7.  Be sure to watch and see how (or if) the 
student improves. Be sure to point out if 
something’s working, and, if not, try another 
organizational method.  
8.  Give time at the beginning and/or end of the 
class period for the student to get their materials 
together.  
9.  Do not hand out more materials than are 
necessary (e.g. one assignment at a time).  
10.  Keep in contact with parents and other 
teachers to make sure they help keep this student 
organized as well. Do not apply too much 
pressure to the situation, however.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cannot Comprehend Abstract Concepts  
1.  Relate abstract concepts to real, tangible 
objects.  
2.  Be sure to thoroughly teach only one abstract 
concept at a time. Only start a new concept after 
the previous is mastered.  
3.  Review already learned abstract concepts 
frequently.  
4.  Make sure that the students are paying full, 
complete attention.  
5.  Make sure all concepts/skills that relate to the 
abstract concept being taught are already 
mastered.  
6.  Move slowly and frequently stop to make sure 
the students are keeping up with what you’re 
teaching.  
7.  Give plenty of work time for the students to 
practice and ask questions.  
8.  Start off using almost purely “real 
situations”/metaphors, and slowly shift over into 
dealing purely with the abstract concept (e.g. 
start off using magnets for electrons and protons, 
then eventually just shift over to representing the 
two with their symbols).  
9.  Work through the first few problems with the 
students, explaining each step.  
10.  Be sure to explain the significance of the 
concept and how it actually works in the real 
world. All of a sudden it will seem a lot less 
“bizarre.”  
11.  Encourage question-asking. Allow students to 
come in during study hall, before/after 
school/class, and/or in the beginning/end of class. 
Provide a list of other teachers who might be able 
to help as well.  
12.  Move slowly. Do not provide more 
information than necessary at one time. Teach 
the abstract concept only, and then deal with a 
much less “brain-twisting” concept after the 
abstract one is mastered. 
 
 
 
 
 
 
 



Doesn’t Listen to What is Said the First Time 
(Directions/Questions)  
 
1. Have the student write down/take notes 
of everything that is said. 
2. Present directions with only a few steps. 
Introduce each new step after the previous is 
completed. 
3. Say the student’s name, then ask them a 
question/give them a direction. 
4. Ask, don’t order, the student to repeat 
what was just said. 
5. Don’t allow the student to get away with, 
“Well, I just didn’t realize that I had to listen.” 
(or similar excuses) 
6. Present the direction/question in 
multiple forms (ex: hand out a sheet with what is 
being said as well). 
7. Be sure to speak slowly and clearly, 
stopping if the student looks confused. 
8. Make sure to make eye contact with the 
student and that they are paying attention. 
9. Remove objects around the room that 
might prove distracting. 
10. Do not get angry if a student keeps asking 
questions or dismiss the question right away. If all 
else, have the student write down the question 
for later. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Cannot Remember Information over  
Time  
  
1. Mark/have the student mark important 
information that should be more closely studied. 
Give them time every so often in class to allow 
them to do so.  
2. Give the information significance/make it 
seem important.  
3. Use examples/stories/discussions that 
could further help the student remember the 
information.  
4. Do not present too much information at 
one time.  
5. Reteach/review the information in a 
variety of teaching formats.  
6. Make sure homework presented reviews 
past information and doesn’t present too much 
new information.  
7. Do not present new information until the 
old information is mastered. Build new 
information off of old information as well (if 
possible).  
8. Have the student use the newfound 
information in practice (ex: have a lab dealing 
with the information).  
9. Don’t rearrange the seating mid-unit.  
10. Review already learned information with 
decent frequency.  
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Needs Information Presented at Snail’s Pace  
1. Ask the student to rephrase what was 
just presented in their own words.  
2. Present the information piece-bypiece. 
Don’t teach too much at one time.  
3. Be consistent in how much you teach in a 
day.  
4. Enforce and review the really important 
information more strongly than normal.  
5. Be sure to be clear and not too quick in 
your presentation of the information. Stop every 
so often to make sure the students are keeping 
up with you.  
6. Remove objects that might distract the 
student.  
7. Make sure to use plenty of examples.  
8. Associate new material with material 
already learned.  
9. Teach the material multiple times and in 
multiple ways. Each student learns best in a 
different way.  
10. If a large amount of students work 
slower/faster than normal, separate the groups 
into different hours, one that intentionally goes 
faster and one that intentionally goes slower.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Doesn’t Understand what is Read  
1. Have the student mark/highlight 
important information and key words.  
2. Give time in class for students to start 
reading and ask for help if necessary.  
3. Don’t test the reading material the next 
day.  
4. Have students pair up while reading. That 
way, if one doesn’t understand something, the 
other can help.  
5. Make sure to have dictionaries available 
in your room.  
6. Make sure to discuss the material the 
next day.  
7. Talk about/give a preview to the reading 
before actually giving it out, so the student has at 
least some idea what it’s about.  
8. Allow for time to read the material more 
than one time and/or come in for questions.  
9. Hand out the reading material in 
bitesizes. There is no use to read 10 pages of 
information if you don’t understand the 1st.  
10. Provide other sources that help explain 
(though don’t summarize) the material.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Can’t Do Homework because the Reading is Too 
Hard  
1. Use simple, step-by-step directions. Have 
the student do only one step at a time, and then 
have them do the next after the previous has 
been checked.  
2. Give plenty of time to finish the 
homework and/or come in and ask for help.  
3. Have the student read the directions for 
an assignment one day, discuss them, and 
actually have the student do the assignment the 
next day.  
4. Make the homework challenge a  
student’s ability to understand what is being 
taught, not their ability to read or write (i.e. keep 
the reading as simple as possible).  
5. The more reading an assignment 
requires, the shorter the actual assignment 
should be.  
6. Explain the directions in-class, going 
through the first problem or two with the class as 
an example.  
7. Make sure the homework deals with 
what has already been learned.  
8. Provide diagrams/pictures with the 
reading as a reference point.  
9. Allow for time in the beginning of the 
class period for students to come up and ask 
questions about the previous day’s homework. 
Students are much more likely to respond to this 
than an offer to come in for help during a study 
hall.  
10. Make sure that readings/assignments 
given out at the same time all deal with the same 
subject matter.  
11. Be sure to look at all the readings you 
give out to students and evaluate how easy they 
are to read. Make/find a simpler version if 
necessary.  
 
 
 
 
 
 
 
 
 

Cannot Do Word Problems  
1. Make sure the word problems are short, 
very well worded, and only one or two steps long.  
2. Have the student paraphrase the 
problem using their own terminology.  
3. Be weary of textbook word problems. 
They can often be convoluted and confusing to 
the student.  
4. Solve a word problem or two with the 
class every time the word problems deal with a 
new form of math problem.  
5. Ask the students for any problems from 
the previous night’s homework that they didn’t 
understand. Allow for some work time at the end 
of class so they can ask questions, also.  
6. Make sure the student understands the 
type of math problem the word problem deals 
with before they actually try the word problem.  
7. Enforce that word problems are no more 
different or difficult that the math problems being 
worked on in class.  
8. Make sure the students understand 
which words correlate with which math functions.  
9. Have the student read the word problem 
until they understand it. Then have them write 
out the math equivalent of the word problem as 
they read it. Finally, have them look at the word 
problem one last time and modify the math 
equation as needed.  
10. Every word problem has an equation in it 
that deals with the current type of math problem 
you’re working on. Have students identify that 
equation, and have them worry about the actual 
question in the word problem after they solve the 
equation.  
 
 
 
 
 
 
 
 
 
 
 
 



1. Make tests/quizzes shorter, but give 
them out more often.  
2. Present many ways for the student to 
review for a test, including a sample test, an extra 
study session, and (most importantly) a run-down 
of what will be tested and how it will be tested.  
3. Do not act surprised, angry, upset, etc. if 
the student does not seem to care about their 
constant failure. If you lose your calm, the 
student will just care even less, and you will look 
like a fool in their eyes.  
4. Do not mock the student, point out their 
constant mistakes, preach, or do anything else to 
make an “enemy” with the student or to make 
them feel bad about themselves.  
5. Have the tests be graded on how much 
the student knows, not how well they can write 
or perform unrelated tasks.  
6. Do not give tests to students who have 
no/little hope of passing. Make sure they know 
the material before you test them on it.  
7. Always allow for time at the beginning of 
class and/or outside of class for students to ask 
questions.  
8. Be very picky on homework, but allow for 
the student to make corrections.  
That way, they learn what they should do without 
having to sacrifice important points in the 
process.  
9. Be sure to review previous units, tests, 
quizzes, etc. frequently. It makes chance of 
success on any sort of comprehensive test much 
easier to achieve.  
10. Make sure the student sees success. Only 
if there seems to be hope at the end will they 
continue to try. And never lose hope yourself!  
 
 
 
 
 
 
 
 
 
 
 

1. Make sure all homework assigned is 
important, and be sure to assign homework in 
smaller quantities.  
2. Be picky. Point out any quality issues the 
student is suffering and provide ways to better 
them.  
3. Be consistent in how good of a quality 
students must have for their assignments.  
4. Be sure to provide for time (in the 
beginning of and/or outside of class) for students 
to come in for help. Also give out the names of 
staff that could be of  
assistance (NOTE: Students are much more likely 
to ask questions if you provide time in-class for 
them to do so).  
5. Give examples for the proper way to 
complete homework assignments given out.  
6. Allow the student to make corrections to 
their assignments or have them checked over 
before they are due.  
7. Give time at the end of class for students 
to start working on their assignments. Walk 
around to make sure that the current quality is 
acceptable.  
8. Allow plenty of time before the 
assignment is due in case students have questions 
or are stressed for time.  
9. Make sure to have the student fix the 
quality mistakes one-at-a-time. Do not expect 
them to shift from “sloppy” to  
“pristine” in one leap.  
10. Make students with unacceptable quality 
on their assignments redo said assignments.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Doesn’t Complete Homework/Prepare for Class  
1. Make sure the homework is intended as 
review for concepts already learned, instead of as 
a way to present new information. Do NOT use 
homework as a form of punishment.  
2. Give out relatively small amounts of 
homework (e.g. only one or two worksheets). 
Remind the students of all needed 
homework/materials for the next day, both in 
speech and text.  
3. Require roughly the same quantity of 
homework every day.  
4. Describe precisely what has to be done 
for homework and how it should be done, 
working out an example for each type of problem 
with the class.  
5. Make sure there is a time (such as study 
hall) for students to work on homework in school 
(and receive assistance) if necessary.  
6. If a student keeps on forgetting to bring a 
material home or to school, provide a second 
copy so that they can have one at both locations.  
7. If a student does not complete a 
homework assignment, be sure to make the 
student finish the assignment anyway (at school if 
necessary).  
8. Do not get angry at, irritated with, or give 
up on a student who constantly seems to forget.  
9. Break up long assignments/projects into 
smaller assignments/”checkpoints.”  
10. Do not refuse to lend materials to a 
student unless they keep on forgetting to return 
them. Establish a system that requires the 
student to give you something of theirs while 
they borrow the material(s).  
 
 
 
 
 
 
 
 
 
 
 
 
 

Doesn’t Care about Grades or Performance  
1. Give the student more say in which kind 
of assignments are to be done (e.g. have them 
choose one of four assignments to do).  
2. Do not throw away the possibility of drug 
use, especially if the student frequently seems  
“out of it.”  
3. Do not belittle, argue with, or criticize the 
student, and do not start to show distaste 
towards the student or take their actions of 
indifference personally.  
4. Make sure that the student also realizes 
their indifference, and try to make them realize 
what a problem that is. Do not talk to them about 
this when they are currently being punished for 
something, however.  
5. Talk to friends, family, previous teachers, 
etc. about the student’s behavior. They might 
have the best advice.  
6. Figure out what the student likes to do, 
and work it into the assignments (but don’t make 
it extremely blunt or childish, like “tell us about 
your favorite activity” speeches).  
7. Take action as soon as you start to see 
problems develop. Watch carefully for any sort of 
progress.  
8. Check to verify that the student is not 
getting overwhelmed in extracirriculars or 
anything of the sort outside of school.  
9. Make sure you demonstrate that you 
care and are interested in the student. Do not, at 
all costs, give up on this step or the student.  
10. Make the assignments shorter and more 
doable. Explain why each assignment/lesson is 
actually significant.  
 
 
 
 
 
 
 
 
 
 
 
 
 



Cannot Remember Assorted Facts  
1. Utilize fill-in-the-blank, “word box,” 
multiple choice, true/false, etc. worksheets for 
review purposes.  
2. Teach and reteach the material in a 
variety of mediums.  
3. Do not punish a student if they do not 
remember a fact or name – instead, reward them 
if they do remember the fact.  
4. Be sure to stop every so often while 
presenting the information to make sure that the 
students are still caught up to you.  
5. Discuss the material in class and make it 
important to the student – the more 
important/interesting something seems, the 
more likely it will be remembered  
6. Have the student mark and/or write 
down important facts that need to be 
remembered.  
7. Build each new fact upon an old one. 
Suddenly the insignificant seems important 
enough to memorize (it also provides review of 
old facts).  
8. Allow plenty of time for study and review, 
both in and out of class.  
9. Divide longer facts/numbers into smaller 
units, and, in the case of words, define the parts 
of the words (e.g. from bronchitis to bronch-, 
which means lung, and –itis, which means the 
inflammation of).  
10. Divide the students up into teams for 
friendly, slightly competitive activities in which 
the winner gets Extra Credit points (or some 
similar reward – one that matters, though, not 
“candy”)  
11. Emphasize the successful  
identification/discussion of facts as inverse to the 
memorization of them.  
 
 
 
 
 
 
 
 
 
 

Cannot Identify Supporting Details  
1. Make sure the student can figure out 
what the main idea is. Then have them find 
anything that “proves/verifies” the main idea.  
2. Play Devil’s Advocate. As the student tries 
to explain the main idea, ask them “why?” (e.g. 
“why is pollution bad?”) Be sure to be supporting 
and not demanding when doing this, however.  
3. Double-check that the student 
understands other language concepts that are 
present in the reading material.  
4. Do not give the student too much to read 
and too little time to read it.  
5. Lessen the “clutter” on the page (e.g. 
unnecessary pictures, large blocks of text) to 
make the text seem less frightening and more 
straightforward.  
6. Be sure to provide plenty of practice with 
supporting details (and other English concepts) 
even after they have been “mastered.”  
7. Create an environment where the 
student isn’t afraid to ask a question, no matter 
how “simple” it is.  
8. Make sure to pause every so often in the 
text and while teaching to make sure the students 
understand what is being presented to them.  
9. Be sure to review what supporting details 
are, using concise (not broad) explanations and 
relevant examples.  
10. Do not teach other English concepts 
while working with supporting details.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Will Not Wait for Help from the Teacher  
1. Tell the student you’ll help them soon. If 
you can’t however, find another student to help 
them out instead.  
2. Make sure the students all understand 
the directions after you’ve given them. You can’t 
waste time repeating directions.  
3. Tell the student to move on to the next 
problem until you have time to help them.  
4. Make sure to respond appropriately if a 
student will not patiently wait for help (i.e.  
don’t blow up at them).  
5. Do not put students under a time crunch 
or have “the best assignment win.” Both will 
cause students to want more of your help more 
often.  
6. Make sure students understand that their 
work does not have to be perfect, and do not 
mark off for tiny errors.  
7. Provide extra information (e.g. a packet 
of definitions) someplace in the room in case 
there are a few common/simple questions. If one 
question is constantly asked, just explain it to the 
whole class.  
8. Make yourself available for help outside 
of the classroom as well.  
9. Prioritize – even if a student has 
interrupted you, if their question is very 
simple/short to answer, answer it.  
10. Have a pre-set path around the 
classroom, going to each student/group and 
asking if they have any questions. Thus, if a 
student needs a question answered, they have no 
choice but to wait.  
 
 
 
 
 
 
 
 

Won’t Take Notes  
1. Make sure to teach/review good note 
taking,.  
2. Point out the information that should, 
without a doubt, be written down. Tell students 
when they should/shouldn’t take notes.  
3. Provide a “note sheet” for students to fill 
out if they have trouble figuring out what to write 
down for notes.  
4. Give the students a reason to use notes 
(e.g. allow them to use notes on the smaller 
tests/assignments).  
5. Do not allow a student to perform an 
assignment if their notes are not thorough 
enough for it and/or only answer a student’s 
questions if their notes are properly filled out..  
6. Make sure that not only is the student in 
a position (e.g. close enough to hear/see) where 
they can actually take notes, but be sure to be 
loud, clear, simple, and slow enough to be 
understood.  
7. Present the information in a variety of 
mediums (e.g. vocal and PowerPoint).  
8. Give out the information in “chunks,” 
stopping to make sure that they comprehend 
what you have taught them every so often.  
9. Check to make sure that the students 
have the materials out to take notes and are 
actually taking notes.  
10. Keep the information interesting. Discuss 
it, don’t just tell it (otherwise students might drift 
off). 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 BEHAVIOR INTERVENTIONS  
    

Behavior Intervention Handbook  

Filled with interventions to address 15 of 
the most common student behaviors.

  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 



Cheats on Assignments, Tests, etc.  

1. Be sure to review in class for the test.  
2. Put more emphasis on  

completion/participation grades in 
homework assignments. The less 
points that are at stake, the less 
likely a student is to cheat.  

3. Put more emphasis on short answer 
questions/”essays” in assignments 
and tests. It’s much easier to cheat on 
fill-inthe-blank and multiple choice.  

4. Keep cheaters away from students 
that might be easy and/or “beneficial” 
to cheat off of. Be careful said 
students aren’t allowing others to 
cheat, too.  

5. Do not create a “competitive feeling” 
in the classroom (e.g. curving to the 
best score). Fear of failure is a large 
reason many students cheat.  

6. Force the student to move anything 
that is not needed for the test (such as 
backpacks) to the back of the room for 
the duration of the test. Search for 
other common ways to cheat (e.g. cell 
phone).  

7. Do not be overly accusative. If you just 
preach and punish, the student will not 
want to change their ways.  

8. Do not allow students who are finished 
with the test to read, talk, etc. That 
makes it much more difficult to watch 
for cheaters.  

9. Do not do work during tests.  
10. Investigate students who appear to be 

cheating, but don’t ever 
accuse/interrogate.  

Doesn’t Pay Attention in Class  
1. Keep periods in which students have to 

listen short. Hold back on the 
lectures/speeches.  

2. Make sure to keep the same  
requirements for listening every time. 
Rarely, if ever, judge when to act on a  
“situation-by-situation” basis.  

3. Make sure to call the student’s 
attention to the facts that are extremely 
important to remember (and don’t just 
say, “You need to know this.” Students 
who are already not paying attention 
won’t notice).  

4. Divide directions up into small steps. 
Present each step after the last is 
finished.  

5. Check for signs that the students are 
paying attention.  

6. Every so often, ask that a student 
paraphrase what you just said, so as to 
keep them “on their feet.” 7. Give the 
information out in various formats 
(spoken, written, video, etc.).  

8. Get rid of objects around the room that 
prove to be consistently distracting.  

9. Make it so the student cannot start the 
assignment until directions are 
completed (e.g. hold onto necessary 
materials until you’re done speaking).  

10. If a student has a question dealing with 
what was already stated, only help 
them if they can repeat what was 
already said. If they cannot, suggest 
that they ask another student and 
come back later.  

11. Group students together, so that if one 
misses the directions, the others won’t.  



Swears  

1. Do not swear yourself.  
2. Keep the student away from other 

students, situations, competitions, etc. 
that might make them angry enough to 
swear.  

3. When responding to swearing, act very 
calm and nonthreatening. Do NOT act 
angry, surprised, amused, etc.  

4. If a student who doesn’t normally swear 
starts to, correct this quickly. Otherwise 
it’ll become a habit.  

5. Never ignore a swear, no matter how 
small. It’ll seem like you don’t mind.  

6. Treat the students with respect, 
“equality,” and interest. They’ll be much 
more likely to listen to you (don’t 
preach).  

7. Respond the same to every cursing 
situation (unless one student has 
cursed many times, of course). Act 
appropriately, and don’t be too harsh.  

8. Try to figure out the reasoning behind 
the swearing. (e.g.  

popularity, anger)  
9. Never yell at the student, much less in 

public. Do not make it a battle of 
“good/evil,” either.  

10. Be sure to remind students over the 
course of the year of your “anti-
swearing” policy. Be sure to provide a 
valid reason as to why you have a 
distaste for swears (and “it’s the rule” 
doesn’t count). If there’s a decent 
reason not to swear, students will be 
less likely to.  

11. Provide “substitute words” for the 
student to use instead of swears.  

Lies  

1. Give the student every reason to 
succeed. Not only is it harder to make 
excuses then, but if they do succeed, 
then why lie?  

2. Ask the student to repeat what they said 
(but don’t call it a lie). If it’s a lie, they’ll 
be less likely to want to repeat it.  

3. Lessen the punishment for forgetting 
assignments and materials. The student 
has less reason to lie then.  

4. Be sure to be open and respectful with 
the student. If you understand and care 
(and they realize that), they will be much 
more open.  

5. Even if the student claims to have had 
the assignment “stolen,” still force them 
to redo it. Then there’s no benefit of 
lying.  

6. Do not accuse the student of something 
you are sure they have done. If you know 
they did it, then there’s no reason to have 
them confess the act themselves.  

7. Don’t take everything at face value or be 
overly suspicious. Do a “check for 
verification” (with the parents, for 
example) every so often.  

8. Don’t assume everything the student 
says is a lie or that they’re a “liar.”  

9. Do not punish severely. Support, and 
help change. Do not be an aggressor, at 
all costs.  

10. Do not get angry at the liar or start to 
show actual distaste for them. Do not 
make favorites, either.  

11. Do not argue, bicker, or debate over the 
validity of what the student is saying. It 
wastes time, puts them on the 
defensive, and gives them attention 
they might be looking for.  



Puts the Blame on Others  

1. Do not allow the student to “get away 
completely,” even if they had a good 
excuse. They still didn’t finish the 
assignment.  

2. Make sure that the materials you give the 
student are in great condition, so they 
cannot be blamed.  

3. Give the student all the help, information, 
etc. they ask for.  

Explain precisely what you want 
completed, along with necessary 
materials/activities for the next day.  

4. Do not create a “competitive feeling,” in 
which a student who makes a mistake 
gets left behind or is the center of 
frustration by other students.  

5. Do not create such large punishments for 
mistakes that the student “needs” to pawn 
off the blame.  

6. Give the student a full list of materials and 
activities for the next day.  

7. Do not accuse, argue, or bicker with the 
student, especially not in front of the 
class. It wastes time and just makes 
things worse. Instead, discuss it privately 
and don’t say “it’s your fault.”  

8. Be respectful/open with the student. The 
more “equal” you are, the more willing 
they’ll be to open up.  

9. Make it so the student can’t blame others 
for their mistakes (e.g. keep them out of 
groups).  

10. Do not let excuses slide one time and not 
the next. Do not waver.  

11. Share both some blame and some credit 
for what your students do.  
 

Is Frequently Late/Absent  
1. Keep in contact with parents, guardians, 

etc. Share information on both ends.  
2. Have a sign-in/sign-out sheet for students 

going on doctor visits, dentist visits, etc. 
Make sure to have parent/doctor 
recognition if the student misses some of 
school.  

3. Make sure to keep the class  
fun/interesting without seeming “child-
like” and “unimportant.” Make every day 
important.  

4. Assess whether your class is good for the 
student, or if it’s too difficult or too easy.  

5. Have the student make up any time they 
missed in class (e.g. they skip 15 minutes, 
they stay after school/class 15 minutes).  

6. Start class as soon as the bell rings. Make 
it vital to arrive on-time.  

7. Be sure that the “transition period” 
between hours is long enough.  

8. Do not get angry or preachy with the 
student.  

9. Make sure to ask the student as to why 
they were late or absent. Just be prepared 
for lies and excuses. (do not assume 
everything said is true). (Don’t do this as 
an accusation or in front of the class, 
either)  

10. Do not make a scene out of a student’s 
late arrival/absence or make it a bad 
experience for them. Instead, give them a 
seat near the door and have materials 
ready for them, just in case they decide to 
show up.  

11. Make sure to have make-up work be 
shorter than the original work. Doing 2+ 
times the homework upon re-arrival to 
school is not very encouraging. 



Cannot Switch From One Project to the Next  
1. If neither project is due the next day, allow 

the student to choose which assignment 
they work on.  

2. Be sure to clearly explain and repeat the 
time limits for each project,  

giving a reminder every so often and warning 
students when the time limit for a project is 
up.  

3. Be sure to remind the student that they can 
finish an unfinished project at a different 
time (e.g. study hall). If they are nearly 
completed, however, let them finish before 
moving on to the next project.  

4. Give plenty of time for the student to work 
on their projects.  

5. Provide for a five minute or so “bumper 
period” where the students can wrap up one 
project and move onto the next.  

6. Gather the materials for one project and 
hand out the materials for the next when 
switching from  
one project to 

the next.  
7. Make sure to tell the student (preferably 

using a handout as well) what the schedule 
will be for working on projects beforehand. 
Alert them of any changes as soon as 
possible.  

8. Make sure the student realizes that 
perfection is not necessary, and that 
sacrificing a whole project to make the other 
“flawless” is not a good idea.  

9. If the student still cannot switch from one 
project to the next without finishing the first, 
make sure that you have the student work 
on the most important project first.  

10. Have the students work in groups, so that if 
one cannot make the change from one 
project to the next, the others can help them.  

Doesn’t Work in Class or Finish Classroom 
Assignments  
1. Clearly explain the directions in the 

beginning of the class, asking if students 
have any questions afterward. Use 
examples, as well (i.e. work out a few 
problems in class).  

2. Give out smaller assignments oneat-a-
time (or divide a big assignment into 
chunks). Give each new assignment after 
the last is completed and checked off.  

3. Be sure to answer any questions as 
quickly as possible and to provide as 
many other materials as possible (e.g. 
written copy of the directions, necessary 
work materials).  

4. Be sure not to be irritated, impatient, etc.  
when students ask questions.  

5. Have students work on in-class 
assignments in pairs/groups. Pair 
nonworkers with hard workers if 
necessary.  

6. Assign roughly the same amount of work 
each day, and provide more than enough 
time to finish an assignment.  

7. Give out multiple assignments/formats 
for the student to work with, and allow 
them to choose one.  

8. Have the student finish what they didn’t 
in class at some other time (e.g. study 
hall).  

9. Be sure to tell the students the “time limit” 
they have for the assignment, warning 
them where they should be at various 
“check  
points.”  

10. Make sure the student has their physical 
needs fulfilled. Commonly, students lack 
the necessary sleep/food to function 
efficiently.  



Interrupts/Says Irrelevant/Inappropriate 
Things  
1. Make it so it’ll be hard to just start talking 

(e.g. busy the student with assignments, 
ask questions with regular frequency).  

2. Ask the student before they tell the story: 
is this relevant in any way to the lesson?  

3. Do not act overly angry, surprised, 
amused, etc. when the student says 
something quite irrelevant. Remain calm, 
but still correct the student.  

4. Do not favor/focus on a few students or 
tend to ignore a few others.  

5. Make sure to explain why the  
student shouldn’t be saying what they’re 
saying (e.g. extremely busy day).  

6. Do not waver in how you respond. Have a 
set pattern every time (e.g. ignore first two  
occurrences, mention third)  

7. Consistently check to make sure students 
are keeping up with you, as so they don’t 
have to interrupt and ask a question 
explained 30 minutes ago.  

8. Keep any break/work time at the end of 
class. Only allow it if the students have 
paid proper attention.  

9. Be sure to respect the student and always 
keep their emotions in mind.  

10. Promote the “hand raising” rule. If a 
student does interrupt, ignore it and keep 
on teaching (unless they do it a few more 
times – then just correct them and move 
on).  

11. Respond to the situation in private, and do 
not be strict. This issue is more a problem 
of habit than “bad behavior.”  

 
 

Has a Short Temper  
1. Be sure to always remain calm, quiet, 

and controlled. Do not criticize or get 
angry yourself.  

2. Be sure to watch the student  
constantly. If it seems like they are close to  
“blowing up,” intervene immediately and 
move the student someplace else (do 
not make a scene, however).  

3. Keep the student busy.  
4. Be sure to keep an open phone line with 

the student’s parents and other 
teachers. Be sure to have someone the 
student can talk to if they get really mad.  

5. Never get angry/bossy with the student, 
but don’t act like they’re a little kid, 
either. Be respectful, and give the 
student space.  

6. Make sure that other students aren’t 
intentionally aggravating the one 
student, and properly deal with any who 
are.  

7. Avoid any topics that would make the 
student unhappy.  

8. Promote mild, relaxing activities for the 
student to do (e.g. going on a walk) 
instead of intense, competitive ones.  

9. Do not give in to the student’s demands 
if they get angry.  

10. Talk to the student about their anger 
only while they are calm. Ask the 
student when/how they normally get 
angry. And don’t give them a long talk 
right away, either. Just start with a 
comment or two.  

 
 
 



Doesn’t Get Along Well with Others  

1. If the student does not want to talk to/work 
with certain students, do not make them.  

2. Keep competition at a minimum.  
3. Help the student find extracurriculars and 

hobbies that would keep them busy and 
possibly promote social interaction, as 
well.  

4. Make sure to watch out for other students 
to make sure they treat the student 
properly. Do not act like a “mother,” 
however.  

5. Make sure to pay proper attention to the 
student and look for what may be a 
problem-causer.  

6. Do not express anger at a “bully,” 
especially in public. They expect (and 
probably want) that response.  

7. Keep the student busy.  
8. Check the student’s history to see if there 

are any home or other problems that 
might cause them to act a certain way.  

9. Promote that the student to spend time 
with others, but don’t go off too strongly. 
They might wish to be alone.  

10. Have the student work in groups with 
other students they would most likely get 
along with. Do not force the student to do 
so, however.  

 
 
 
 
 
 
 
 
 

Talks/Texts  

1. Be sure to keep the student busy.  
2. Be sure to keep a constant watch on the 

student. Remove the phone if you see 
them texting.  

3. Keep students who talk with each other 
constantly away from each other, in 
separate classes if necessary.  

4. Give students time to talk 
before/after/during class.  

5. Reward students for remaining quiet 
during work time (e.g. having the last few 
minutes free).  

6. Give the student a valid reason for why 
they need to remain quiet.  

7. Do not waver in how you respond to 
talking/texting. Have the same response 
near every time.  

8. Do not be too “soft” or too “hard” on the 
student. Too “soft,” and they won’t take 
you seriously. Too  

“hard,” and they’ll just consider you a 
“rulefollower” and won’t trust any logic you 
have.  

9. Be sure to remove the phone from the 
student’s possession as soon as it 
becomes an issue.  

10. Be respectful of the students, and try to 
make sure they are respectful of you, too. 

 
 
 
 
 
 
 
  



Does Not Take Part in Class Activities  
1. Have the student have a specific role in 

the group, so they feel like they actually 
have worth to them.  

2. Do not require a student to take part in 
class activities. Make sure they are at 
least present, however, and provide an 
alternative for them to do.  

3. Figure out/ask why the student does not 
do certain activities. Do not take the 
student’s ideas and opinions for granted. 
Be respectful, and listen for any good 
ideas.  

4. Make sure to keep activities interesting 
and related to the students’ interests.  

5. Have the student do the activities with 
the students that they get along with best 
and/or students that they would get 
along with well.  

6. Be sure to show care for those who don’t 
take part, and try to establish a 
relationship with them. The more “equal” 
you are, the more commonly they’ll 
follow and respect your directions.  

7. Don’t argue with the student or give 
them major, embarrassing punishment 
for not taking part.  

8. Be careful – sometimes activities that 
are “fun” can commonly be mistaken for 
“childlike.”  

9. Give the student some leeway if they still 
have to make up activities not finished in 
class. Otherwise they’ll fall further 
behind.  

10. Encourage participation by all, even 
those who do not volunteer. Many are 
just nervous about looking “foolish.”  

Destroys/Steals Materials  
1. Store any materials that are not being used 

in a secure, hard-toreach spot.  
2. Keep materials used in-class at a minimum.  
3. Do not publicly accuse/demean the student. 

Aggression like this will just heighten 
resentment.  

4. If a student steals a material, make sure to 
figure out how, so it won’t happen again.  

5. You break it, you buy it.  
6. Investigate the student’s history/talk to 

parents, teachers, and others close to them. 
Figure out why they do what they do.  

7. Do not ignore the student’s actions.  
8. Do not get angry or “make an enemy” of the 

student. This is most likely the reason for 
destruction/theft in the first place.  

9. Be sure to tell the administration and parents 
about the incident. Do not openly accuse a 
student. Instead, privately mention your  
“concerns.”  

10. Do not make a big deal to the class about 
this “injustice” or punish the class for not 
revealing the culprit.  

11. Do not apply a massive punishment to the 
student, as “just” as it may seem. The 
student needs to make “friends” with the 
school, and a massive punishment will just 
increase the resentment they already 
probably have.

 
 

 

 

 



 

Will not Read    
    

1. Remember: however acclaimed/brilliant a book might be, it 
might be completely uninteresting to the average high school 
student.  

2. Ask questions that rely on interpretation of the book, not 
memorization.  

3. Read the spark notes (and other assorted summaries) on 
reading materials used in class. That way you’ll know if a 
student just used those or not.  

4. Allow for some time for students to read inclass.  
5. Ask the advice of students of the past year, and see what books 

were liked and disliked.  
6. Ask the students of what sorts of authors/writing styles/books 

they are interested in, and try to work your readings around that.  
7. Do not force the student to read aloud or do anything that might 

make the reading  
“embarrassing” for them.  

8. Keep most readings short. Do not require reading of an entire 
book overnight (a chapter is more likely).  

9. Discuss the book in-class. It provides a good 
review/explanation, and it also makes things more interesting.  

10. Try readings in various formats (e.g.  
magazine articles, poetry, modern prose, graphic novels).  

11. Read the reading/book yourself, and make sure that it’s not to 
difficult to read. 

 
 

 
 


