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Bus Drivers Mission Statement 
 

As bus drivers for the Gaylord Community Schools, our purpose is to safely 
transport our students to and from classes and scheduled events according 

to Board Policy, State Laws and current road conditions, taking into account 
the best interests of the equipment and all people concerned. 

 
 

 
WHICH SCHOOL DOES MY CHILD ATTEND?  

 
To ensure safety and minimize transportation time and the number of  students 
transferring busses, elementary attendance zones have been established.  The  
following guidelines will determine which school a child will attend. 

 
First Consideration, Location 

  North Ohio Elementary School:  West of Old 27  
  South Maple Elementary School: East of Old 27 

 
Second Consideration, Class Size 

If a grade level is filled at one school and not at the other, a child may be assigned 
to the school outside of their attendance zone.  Attendance in another school zone 
will be determined by the building principals.  Keeping siblings together in one 
school will be a priority.    
 
Kindergarten students attend school all day Monday through Friday.  Parents of  
bussed students must arrange a bussing schedule that is consistent from day to 
day.  Students cannot be picked up or dropped off at different locations from day 
to day.  Any questions and concerns with bus schedules should be addressed to the 
bus garage at 705-3022.  

 
SCHOOL HOURS 

 
       Student Arrival     Classes End 
 
  N. Ohio Elementary School  8:00 a.m.   2:50 p.m. 
  S. Maple Elementary School  8:00 a.m.   2:50 p.m. 
 
Any child arriving at school after 8:15 will be marked tardy. 
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BOOKS AND SUPPLIES 
 

All books, workbooks, and teaching supplies are furnished by the Board of Edu-
cation along with a reasonable supply of paper and pencils.  These materials re-
main the property of the school.  We strongly urge care and safe-keeping of these 
materials.  A charge would normally be made for loss or damage.  Parents will be 
provided with a list of school supplies needed by the classroom teacher.  Some of 
these items can be donated to their child’s classroom or parents can provide these 
items directly to their own child, if they so desire. 
 
 

ATTENDANCE POLICY  
 
 Parents can expect a consistent attendance policy throughout Gaylord 
 Community Schools.  State Law (MCL712 A.2 and MCL380.1561) states 
 that children must attend school on a regular basis.  These statutes outline 
 that it is the responsibility of the parents to make sure that minor children 
 comply with this law. 
 
 In order to comply with this responsibility and to deal fairly with all parties 
 throughout the school district, we have devised the following procedures: 
 
 1.  Parents should call the school office (with the reason why) when their 
      child will not be in attendance.  It is okay to let the teacher know, but 
      you  must also notify the office. 
 2.  When a child has missed ten days of school, a letter will be sent to 
      the parents notifying them that their child has missed ten days of 
      school. 
 3.  When a child has missed 15 days of school another letter will be sent  
      home along with a parent contact regarding the missed days. 
 4.  When a child has missed 20 days of school (without a valid reason) 
      a referral will be made to either The Family Independence Agency 
      and/or the Prosecuting Attorney’s Office to pursue legal action against 
      the parent(s) due to the infraction of the Michigan School Code. 
 
 If a child is sick for an extended period of time, the parent has the  
 responsibility to contact the school office and make them aware of the 
 situation.  Extended illness or injuries of which the school is made aware  
          will be considered before referring students to these offices. 
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HEALTH  

 
 Communicable Diseases 
 Whenever a case of communicable disease (measles, chicken pox, head 
 lice, etc.) becomes known to the office staff, the parents of students in that 
 room will be notified that their child has been exposed. A note will be sent 
 home with each child giving the names of the disease and some of the 
 symptoms to look for.  For this plan to be effective, each family must call 
 the school when a child contracts a disease. 
 
 Children suspected of having a communicable disease at 
 school will be sent home.  A call to pick up the child will be placed.   
 
 Communicable Disease Control Policy 
 The Gaylord Community Schools has adopted the following policy: 
 
 The Gaylord Community Schools will work cooperatively with the District 
 Health Dept. #3 to enforce and adhere to the Michigan Public Health 
 Code  (Act 368 of 1978, as amended) for prevention, control, and 
 containment of communicable disease in schools. 
 
 1.  Students are expected to be in compliance with the required 
 immunization schedule.  The building principal is required under Part 92, 
 Act 368 of Public Acts of 1978 to exclude children from school attendance 
 who are out of compliance with the immunizations required by this act. 
 School personnel will cooperate with public health personnel in completing 
 and coordinating all immunization data, waivers and exclusions, including 
 the necessary Immunization Assessment Program forms (C-100’s), to  
 provide for preventable communicable disease control. 
 2.  The Superintendent has the authority to exclude a student from 
 school when reliable evidence or information from a qualified source   
 confirms him/her of having a communicable disease or infestation that is 
 known to be spread by any form of casual contact and is considered a 
 health threat to the school population.  Such a student shall be excluded 
 unless their physician approves school attendance or the condition is no 
 longer considered contagious.  All reportable communicable diseases will 
 be referred to the District Health Dept. #3. 
 
 

3.  When reliable evidence or information from a qualified source 
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 confirms that a student is known to have a communicable disease 
 or infection that is known not to be spread by casual contact (i.e. 
 AIDS, Hepatitis B and other like diseases), the decision as to whether 
 the affected person will remain in the school setting will be addressed 
 on a case by case basis by a review panel to ensure due process. 
  
 4.  Mandatory screening for communicable diseases that are known not 
 to be spread by casual contact is not warranted as a condition for 
 school entry. 
 
 5.  Irrespective of the disease presence, routine procedures shall be 
 used and adequate sanitation facilities will be available for handling 
 blood or body fluids within the school setting or school buses.  School 
 personnel will be trained in the proper procedures for handling blood 
 and body fluids and these procedures will be strictly adhered to by all 
 school personnel. 
 
 6.  All persons privileged with any medical information that pertains to 
 students shall be required to treat all proceedings, discussions, and 
 documents as confidential information.  Before any medical information 
 is shared with anyone in the school setting, a “Need to Know” review 
 shall be made which includes the parent/guardian or a representative. 
 
 7.  Instruction on the principle modes by which communicable diseases, 
 including, but not limited to, Acquired Immune Deficiency Syndrome 
 (AIDS) are spread and the best methods for the restriction and 
 prevention of these diseases shall be taught to students and 
 in-service education provided to all staff members. 

 
FIRST-AID  

 
 The Gaylord Community Schools Board of Education has adopted the 
 following policy: 
 
 Schools are responsible for giving first aid or emergency treatment in case 
 of sudden illness or injury to a student.  Further medical attention to 

students is the responsibility of the parent/guardian, or of someone the 
 parents/guardian designate in case of an emergency. 
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 Each principal is charged with providing for the immediate care of ill or 
 injured persons within his/her area of control. 
 
 In each school, procedures for handling of such emergencies will be  
 established and made known to the staff.  Each school and school vehicle 
 will be equipped with appropriate first-aid equipment. 
 
 All employees are expected to be knowledgeable about first-aid and to 
 know where first-aid supplies are kept in their work areas. 
 

ADMINISTERING MEDICINES TO STUDENTS  
 
 The Gaylord Community Schools Board of Education has adopted the 
 following policy: 
 
 The following guidelines incorporate provisions for the safety and 
 protection of pupils on medication, his/her classmates, and the school 
 personnel involved: 
 
 1.  Pupils requiring medication at school shall be identified by parents 
 to the administrator.  The administrator shall assume authority for 
 involving designated school personnel in administration of the medication. 
 
 Written statements shall be required of: 
      a.  Parents requesting and authorizing the designated school 
           personnel to give medication shall submit a statement identifying 
           the type of dosage, side effects, and purpose of the medication. 
           This statement shall be reviewed at a minimum of every semester 
           by the administrator or designee. 
 
      b.  If more knowledge is needed by the school authorities to exercise 
           prudent judgment for the safety and the protection of the 
           pupil on medication, the principal shall contact the physician directly. 
 
 3.  The physician or pharmacist shall provide the parent a labeled bottle  
 of medication for school authorities.  The label on the bottle shall contain 
 the name and telephone number of the pharmacy, the name of the pupil, 
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 name of the physician, name of drug, and the dosage to be given at 
 school.  Taking the medication shall be supervised by designated school 
 personnel at a time conforming with the indicated schedule.  The  
 prescribed medication shall be kept in the office.  If medication must  
 be broken (cut in half), it is the responsibility of the parents to do this. 
 
 4.  It is important that an accurate and confidential system of record  
 keeping be established for each pupil receiving medication.  The classroom 
 teacher and school personnel may be asked to document any unusual  
 behavior while the student is on medication. 
 
 5.  School personnel under NO circumstances shall provide aspirin or any 
 other medicine to students without meeting the criteria of one through four  
 above. 
  
 6.  It is the parents’ responsibility to get medications to and from school. 
 Under NO condition is medication to be transported on the school bus. 
 
 

MEMORANDUM TO PARENTS REGARDING 
SCHOOL BOARD POLICY ON DRUG-FREE SCHOOLS 

 
 In accordance with Federal Law, the Board of Education prohibits the use, 
 possession, concealment, or distribution of drugs by students on school 
 grounds, in school or school-approved vehicles, or at any school-related 
 event.  Drugs includes any alcoholic beverage, anabolic steroid, dangerous 
 controlled substance as defined by State statue, or a substance that could 
 be considered a “look-a-like” controlled substance.  Compliance with this 
 policy will be subject to disciplinary action, in accordance with due process 
 and as specified in the students handbooks, up to and including expulsion 
 from school.  When required by State law, the District will also notify law 
 enforcement officials. 
 
 The District is concerned about any student who is a victim of alcohol or 
 drug abuse and will facilitate the process by which s/he receives help 
 through programs and services available in the community.  Students and 
 their parents should contact the school principal or counseling office 
 whenever such help is needed. 
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TRANSPORTATION INFORMATION  
 
 The Gaylord Community Schools Board of Education has adopted the 
 following policy: 
 
 Philosophy 
 We believe all students can behave appropriately and safely while riding 
 on a school bus.  We will tolerate no student stopping drivers from doing 
 their job or preventing other students from having safe transportation. 
 
 1.  Safe and efficient transportation is provided to and from school on 
 State inspected buses, staffed by certified drivers. 
 
 2.  After school transportation is provided to permanent locations only. 
 
 3.  Students should wait for the bus to come to a full stop before 
 moving toward it. 
 
 4.  If it is necessary to cross the street after leaving the bus, students 
 should cross in front of the bus. 
 
 5. Questions or concerns regarding bus transportation should be 
 directed to the Bus Supervisor at 705-3022, 7:00 a.m. to 4:30 p.m. 
 
 Bus Rules 
 1.  Follow directions of the driver. 
 2.  Stay in seat and face forward. 
 3.  Keep all parts of body inside the bus. 
 4.  No objects will be thrown on the bus. 
 5.  Students will not use profanity. 
 6.  No food or beverages on the bus. 

  
 

 *  All buses have a full assignment of riders. 
 *  Students will ride to & from school on their assigned buses 
     only. 
 *  Routing can only accommodate one pick-up and one 
     drop-off location per student. 
 *  Seating will not be reserved for infrequent riders. 

17 
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 *  Guests will disrupt scheduling and are not permitted. 
  
 If a Student Chooses to Break a Rule 
 1st incident:   Parent will be notified by bus driver. 
 1st Suspension:  Five school-days suspension of bus transportation 
              privileges. 
 2nd Suspension:   Ten school-days suspension of bus transportation 
    privileges. 
 3rd Suspension:   30 school day suspension of bus transportation  
                                         privileges. 
 4th Suspension: Full loss of bus privileges for the remainder of the 
    year. 
 Severe Disruption 
 The following inappropriate behavior will result in automatic suspension 
 of bus transportation privileges: 
 1.  Physical harm to a student. 
 2.  Physical harm or threat of physical harm to the driver. 
 3.  Failure to give correct name. 
 4.  Refusal to obey driver’s direct request. 
 5.  Bringing a weapon or any controlled substance on the bus. 
 Property Damage 
 The student or students involved in property damage will lose bus         
 transportation privileges until the total cost of the damage is paid. 
 Permanent Assignment 
 Bus drivers have been encouraged to assign seats.  This should help 
 isolate problems and make it easier to identify property damage. 
 Bus drivers do not have the discretion to allow children to ride their bus 
 unless permanently assigned.  Children may be transported to a baby-sitter 
 as long as it is a regularly scheduled event.  Changes must first be 
 cleared through the transportation supervisor.  This means that parents of 
 children going to Cub Scouts, Brownies, and other special events will  need 
 to find transportation other than the school bus. 
 

TRANSPORTATION POLICY #8600 
 
 It is the policy of the Board of Education to provide transportation for those 
 students, of any age, whose distance from their school makes this service 
 necessary within the limitations established by State law and the regulations 
 of the State Board of Education. 
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 Parents are to be informed that school bus transportation is a privilege 
 and not a right and that the bus driver is the sole authority on the bus 
 while the students are being transported. 
 
 Parents are also to be informed that they are responsible for: 
 
 a.  The safety of their child while going to or from the bus stops and 
      while waiting for the school bus. 
 b.  Their child being at the bus stop at least five (5) minutes prior to 
      the scheduled pick-up time. 
 c.  Damage by their child to school buses, personal property, or  
      public property. 
 
 School buses and student-transportation vehicles shall be purchased, 
 housed, and maintained by the District for the transportation of resident 
 students between their home areas and the schools of the District to which 
 they are assigned.  However, no vehicle shall be purchased or used to  
 transport students for which there is no applicable, passenger-protection, 
 Federal motor-vehicle safety standards. 
  
 All school buses and student-transportation vehicles, whether purchased, 
 leased, or contracted for shall comply with specifications defined in State 
 law.  Each operator of a school vehicle used by the District shall be licensed 
 for the purpose for which the vehicle is being used and shall operate the  
 vehicles in accordance with Federal and State laws.  The license, a medical 
 examiners certificate, and record of continuing education must be in the  
 driver’s possession when driving. 
  
 Transportation of eligible vocational or special education children between 
 their home areas and schools outside the District shall be arranged through  
 the use of District-owned vehicles, through cooperation with other districts, 
 through commercial carriers, and/or by other means in the most efficient 
 and economical manner. 
  
 
 The Board reserves the right to terminate transportation based on financial, 
 legal, or other considerations.  It is a privilege for students to ride a District 
 vehicle and this privilege may be revoked if the student’s conduct is in  
 violation of the Superintendent’s administrative guidelines or the Code of 
 Conduct pertaining to student transportation. 
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 Transportation between the designated stop will be provided for each 
 resident child attending a State-approved, non-public school within the 
 District.  Transportation shall also be provided to a State-approved, non- 
 public school outside the District on the same basis that the District trans-
 ports any District students who attend a public school outside the District. 
 
 The Board authorizes the Superintendent to install and operate cameras on 
 District buses to enhance student safety and well-being.  S/He shall  
 establish appropriate administrative guidelines for the proper use of the 
 cameras. 
 
 The Superintendent shall establish administrative guidelines to ensure  
 proper implementation of this policy 

 
 

SCHOOL REGULATIONS  
 
 1.  If a child will be absent or tardy, parents should call the school office 
      between 8:00 and 10:00 a.m. with this information. 
 2.  Children are expected to go outside before or after lunch 
      when recess is held.  Children who have been absent from 
               school because of illness may remain indoors for the first 
      day back if they bring a note requesting that they be kept in 
      for that one day.  Requests that children be allowed to stay indoors 
      on days other than the first day back must be accompanied by a 
      physician’s statement to that effect. 
 3.  All children should wear boots and mittens when appropriate. 
          4.  Tag or clearly mark all boots, sweaters, hats, lunch boxes, or other 
      articles brought to school.  If materials are tagged, they can be 
      easily returned when turned into the office. 
 5.  Use of the telephone is permitted only when it is of the utmost 
      importance and the child is given permission by the teacher. 
      Children or teachers will NOT be called out of the classrooms to 
      answer the telephone except in an emergency. 
 6.  Parents desiring a list of make-up work should call their child’s 
      school.  Work may be picked-up the following school day.  Usually 
      work is not put together unless a child will be missing 3 or more days. 
 7.  The possession of water pistols, play guns, or knives, 
      and any other such items are prohibited about and in the school. 
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      These will be taken away and returned to parents only.  Bringing in a 
      weapon of any kind can result in suspension according to State law. 
 8.  Only older children should ride bikes to school.  Parents should 
      make sure that the child has the ability to ride safely.  Permission to 
      ride a bike to school must be obtained from the building principal. 
 9.  Children will be expected to participate in all programs planned by 
      the school, including art, music, and physical education, unless other 
      arrangements have been made with the school. 
        10.  Children from other schools who are visiting in your home can not 
      visit school with your child. 
        11.  Each learning environment has different rules for students.  Individual 
      rules for the safe and orderly operation of that environment.  Students 
      will be oriented to specific rules, all of which will be consistent with the 
      policy of the school.  Persistent violations of rules could result in       
      suspension or expulsion. 
       12.  In the event that school is called off or dismissed early because of 
        weather or other unpredictable circumstances, word would reach 
        you through the local radio and TV stations.  In the event of an 
        early dismissal, children will be expected to go home as usual 
        (whether by bus, walking, or being picked-up) unless parents notify 
        the school in sufficient time or an alternative plan is indicated on         
        the Student Emergency Card. 
 13.  If you plan to move away from the school district, please return 
        all school property (books, supplies, library books, other Media     
        Center materials, etc.) before leaving. 
 14.  Students may be asked to stay after school if the student does not 
        complete assigned work during the normal school day.  Parents will 
        be given advanced notification and must provide transportation. 
 15.  Regular attendance is critical to success in school.  Parents are 
        discouraged from taking students out of school for extended 
        vacations, appointments, etc.  Excessive absenteeism will result in  
        a letter from the school.  Students should not be picked up early for 
        activities that start after school or to be taken to a sitter. 
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EARLY DISMISSALS AND 
PROLONGED ABSENCES 

 
 It is important that children attend school for the full day.  However, we do 
 realize that emergency situations occur and it may be necessary to excuse a 
 child during school hours.  The following procedure is for the safety and 
 protection of your child: 
  
 1.  Send a note with the child stating the time the child is to be released. 
 2.  Check in at the office when entering the building to sign out and pick-up 
       the child. 
 3.  All students must enter and exit through the office when arriving late or 
      leaving early. 
 
 Extended vacations during the school year are discouraged. 
 
 
 

SCHOOL/HOME COMMUNICATIONS  
 
 Two-way parent-teacher communication is encouraged. 
 Procedures include: 
 
 1.  Report Card 
      Reports are given to parents three times a year in grades K-3.  The 
      report is objective based giving information about the child’s progress. 
 
 2.  Parent-Teacher Conferences 
      Two conferences are scheduled during the school year.  Parents 
      may initiate additional conferences with the teacher should they 
      have concerns regarding their child’s progress.  Teachers in 
      Kindergarten will hold a conference in place of the November 
      report card. 
 
 3.  Classroom Newsletters 
      These give the parent general information of what the class and 
      child are doing in school.  These should be coming home at least once a 
      month.  Expect them and read them. 
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 4.  School Newsletters 
      A school-wide newsletter from the principal and lunch menus are 
      sent home each month. 
 
 5.  Phone Calls, Letters, Post Cards, Home Visits 
      Various approaches are used at the teacher’s and principal’s 
      discretion as needs arise. 
 
 6.  Discipline 
      It is important to remember that the school’s rules apply to and from 
             school, at school, on school property, at school-sponsored events, and 
      on  school transportation.  In some cases, a student can be suspended 
      from school transportation for infractions of school bus rules. 
 
      Ultimately, it is the principal’s responsibility to keep things orderly. 
      In all cases, the School shall attempt to make discipline prompt and 
      equitable and to have the punishment match the severity of the      
      incident. 
 
 

PLAYGROUND REGULATIONS  
 
 Outside play must be on the playground only.  Students may not play in 
 front of the school building or near the driveway.  Students must take  care 
 of restroom needs before going out for recess.  Children will be expected to 
 be on time for their class when recess is over.  INAPPROPRIATE 
 LANGUAGE WILL NOT BE TOLERATED.  When students are outside 
 for play, they are to stay away from the school building (exception- when 
 an assistant places them there for time-out) and they are not to go inside 
 the building until they are directed to so by the teacher or recess assistant. 
 
 1.  Students must sit in the swings.  Do not stand, twist or jump out of 
      the swings while moving.  One person on a swing at a time. 
 2.  Students must sit down, facing forward while using the slides.  Do 
      not stand at the top or form a train to slide down.  Children with   
     long scarves should not use the slide. 
 3.  Climb down the monkey bars, making sure no one is below you as 
      you climb down.  Students may not jump off or walk across the top 
      of the monkey bars.  Do not hang upside down or do flips on the 
      rings or parallel bars. 
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 4.  Students may play catch with balls away from the building.  No balls 
      should be thrown at the building.  Students may not throw objects 
      which might injure another person, i.e. stones, sand, snowballs, and 
      sticks. 
 5.  Students may play flag or touch football.  Absolutely no tackling or 
      pushing to the ground.  They may play kick-ball in the open places 
      well away from the building and the playground equipment.   
 6.  You may play games that will not injure another student.  You may 
      not play games of pushing, hitting, and kicking other children such 
      as chicken fighting. 
 7.  Rollerblades and skateboards: NOT ALLOWED AT SCHOOL. 
 8. Electronic pets should not be brought to school and trading or swapping 
     of  cards or other items are not allowed at school. 
 9. Students risk losing items brought to school.  Please make sure only    
     materials needed for school use are sent with your child. 
 
 
 

BREAKFAST AND LUNCH PROGRAM  
 
 Lunch and breakfast are served every day.  Hot lunches can be bought 
 daily for $1.80 and breakfast for $1.30.  Parents may pay in advance for 
 as many meals as desired.  Additional milk may be purchased separately  
 for $0.40 per carton.  There is no charging for lunch or breakfast.   Break-
 fast is served from 7:30 to 8:05 am.   Children riding the school bus are 
 allowed to get off their bus as soon as it arrives if they are having 
 breakfast. 
 
 Children may carry their lunch to school.  Milk is available for  purchase 
 in the cafeteria.  If thermos bottles are sent, they should be ones children 
 can handle easily.  Metal zip-top cans should NOT be sent as they are  
 difficult for children to handle and are a safety hazard. 
 
 Rules and regulations regarding student behavior in the lunchroom are  
 explained to every student at the beginning of the school year and 
 compliance with these rules is expected. 
 
 Applications for free and reduced lunches (based on family income and 
 family size) are available in each elementary school office.  This                    
           information is confidential.  Reduced costs are $0.40 for lunch, $0.30 for 
 breakfast. 
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SCHOOL  DRESS 
 
 Children are encouraged to wear clothing appropriate for the activities 
 in which they are involved.  This includes tennis shoes or soft rubber-soled 
 shoes for gym activities (preferably not black-soled shoes).   Any actions or 
 manner of dress that interferes with school activities or disrupts the  
 educational process is unacceptable. 
 
 There is a definite relationship between the way children present 
 themselves and the way they behave.  Children who dress neatly and in 
 good taste generally demonstrate their best behavior. 
 
 Parents should consider weather conditions and safety of children as they 
 relate to rainwear, boots, warm clothing and ankle length dresses. 
 
 

 HARASSMENT 
 
 It is the policy of the Gaylord Community Schools to maintain a learning 
 and working environment that is free from  harassment.  For 
 additional information, see School Board Policy #4121 and #5121. 
 
 Harassment in school is prohibited, and will not be tolerated.  This            
 includes inappropriate conduct by students as well as any other persons
 in the school environment, including employees, Board members, parents, 
 guests, contractors, vendors and volunteers.  It is the policy of the District 
 to provide a safe and nurturing educational environment for all of its  
 students.  This policy applies to all activities on school property and to all 
 school sponsored activities whether on or off school property. 
 
 Harassment is defined as inappropriate conduct that is repeated enough, or 
 serious enough, to negatively impact a student’s educational, physical  or  
 emotional well-being.  This would include harassment based on any of the 
 legally protected characteristics, such as sex, race, color, national origin, 
 religion, height, weight, marital status or disability.  This policy, however,  
 is not limited to these legal categories and includes any harassment that 
 would negatively impact students.  This would include such activities as  
 stalking, bullying, name-calling, taunting, hazing and other disruptive 
 behaviors. 
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 Any student that believes s/he has been/or is the victim of harassment 
 should immediately report the situation to the teacher or the principal. 
 Complaints will be investigated in accordance with school board policy:  
 AG 5517. 
 
 

PARENT-TEACHER ORGANIZATION  
 
 Participating in your school’s Parent-Teacher Organization (PTO) will help  
 you  know your school and its staff better.  P.T.O. meetings are scheduled 
 once a month.  Detailed program announcements will be sent home during 
 the school year.  You are  encouraged to make your talents known and      
 become an active participant in planning and carrying out projects. 
 

 
 

ELEMENTARY PROMOTION/RETENTION  
 
 The Gaylord Community Schools Board of Education has adopted the 
 following policy: 
 The promotion or retention of a student should be based upon the child’s 
 total performance and status.  Consideration should be given to the child’s 
 academic, social, and physical development.  The decision should be made 
 jointly by the administrator, teacher, and parent.  When a  parent is opposed 
 to the school’s recommendation, the final decision should be made by  the 
 principal, taking into consideration the effect upon the child. 
 
 While a decision about retention should not be made at the very beginning 
 of the school year, concerns about the student’s progress  should be shared 
 with the parent as soon as problems arise.  Appropriate instruction should 
 be initiated immediately with early involvement of the parent in remedial 
 activities. 
 
 If retention is being considered, a parent-teacher conference must be held 
 no later than March 1.  Reasons for retention, dates of parent-teacher  
 conferences, and parent responses should be documented, signed by the 
 parent and principal, and placed in the student’s permanent record. 
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ANNUAL REPORT  

 
 Public Act 25 of 1990 requires that each school district in the State of 
 Michigan prepare and provide to the State Board and the public the 
 Annual Educational Report.  The Annual Educational Report shall 
 include, but not  be limited to the following components: 
  1.  School improvement plan status report; 
  2.  Student achievement based upon local, state, or national tests 
       and other measures; 
  3.  Retention and dropout rate report; 
  4.  Specialized schools and placement process; 
  5.  Parent participation percentage in teacher conferences; 
  6.  Accreditation status; 
  7.  Core curriculum and implementation plan. 

 The Annual Educational Report will be given at each building at the first 
 P.T.O. meeting in the fall.  A copy of this report is included in this hand-

book. 
 

SCHOOL IMPROVEMENT PROCESS 
 
 The District School Improvement Team is made up of representatives 
 from each school building, the community, school board, parents, and 
 students.  This group meets on a regular basis to establish broad district 
 goals.  Each of the district’s buildings has also formed a school 
 improvement team.  Parents and community members interested in 
 serving on a school improvement committee should contact any school 
 office. 

SCHOOL PROGRAM 
 
 The Gaylord Community Schools offers a comprehensive elementary 
 program.  Instruction is provided by certified classroom teachers. 
 Instruction in reading, spelling, writing, language, math, science, 
 health, and social studies is based upon the State of Michigan Benchmarks 
 and Grade Level Content Expectations.   Art, music, and physical education 
 is taught by appropriately trained and certified teachers.  Special Education 
 services are available for students with special needs. 
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NOTICE OF RIGHTS TO CONFIDENTIALITY 

OF EDUCATION RECORDS 
 
 The Gaylord Community Schools has complied records to provide           
 appropriate education programs and services.  Federal and State  
 legislation provide you with certain rights regarding confidentiality  
 of these records.  These rights include the following: 
 
 1.  Your right to access education records, which include the right to inspect 
 and review them, to request explanation or interpretation of portions you do 
 not fully understand, and to request copies or portions thereof. 
  
 2.  Your right to request amendment to records if you think records or   
 portions thereof are inaccurate and misleading and therefore, violate their 
 confidentiality, and your rights to a due process hearing. 
 
 3.  Your right to limit disclosure of education records which includes the 
 right to know persons or agencies which shall have access to records,   
 together with specific records or portions thereof and proposed uses of 
 records disclosed.  Unless you provide written objection, the following     
 information shall be made available for publication in directories, school 
 catalogs, sport programs, etc.:   
 
 Student’s name, address, telephone number, date and place of  attendance, 
 honors and awards, height and weight of athletes, honor roll members, and 
 information generally found in year books. 
 
 4.  Your right to request the destruction of education records, if and  
 when educational agency has decided that records are no longer  
 needed for the educational and/or administrative purposes for   
 which they were collected, including your right to be notified at  
 such times as graduation or other forms of termination of enrollment  
 or when your child reaches age 26. 
 5. Your right to protest if you think that the administrative procedures of 
 the Gaylord Community Schools are not in compliance with the law,  
 to: 

The Family Educational Rights 
and Privacy Act Office 

United States Department of Education 
330 Independence Avenue, S. W. 

Washington, D.C. 20201 
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DIRECTORY INFORMATION AND STUDENT RECORDS  
  
 Each year the District may make available, upon request, certain              
 information known as “directory information.”  The Board designates as 
 student “directory information”: a student’s name;  address; telephone   
 number; date and place of birth; photograph; major field of study;           
 participation in officially recognized activities and sports; height and 
 weight, if a member of an athletic team; dates of attendance; date of 
 graduation; awards received; honor rolls; scholarships; or telephone      
 numbers only for inclusion in school or PTO directories.   Parents and adult 
 students may refuse to allow the District to disclose any or all of such 
 “directory information” upon written notification to the District during    
 enrollment or at the start of the school year.   
 
Whenever parental consent is required for the inspection and/or release of a  stu-
dent’s educational records or for the release of directory information,   either par-
ent may provide such consent unless stipulated otherwise by court order.  If the 
student is under the guardianship of an institution, the Superintendent shall ap-
point a person who has no conflicting interest to provide such written consent.  
The District may disclose “directory information” on former students without stu-
dent or parental consent.  

 
No Child Left Behind Legislation 

 Under the revised Elementary and Secondary Education Act, specific  
 information needs to be provided to parents on an annual basis.  The  
 following information falls under the guidelines of this law: 
 
 All schools are required to report to parents as to whether those teachers 
 employed by the school are highly qualified to teach at their respective 
 school.  All teachers employed at North Ohio and South Maple Elementary
 Schools meet and exceed state standards for teaching at the elementary 
 level.  All teachers have elementary certification, advance course work 
 beyond their bachelor’s degree and many have master’s degrees. 
 
 Adequate yearly progress measures the degree to which a school moves 
 towards having all its students successfully pass the Michigan Education 
 Assessment Test.  The results of these test scores are provided in the Annual
 Education Report.  This past year both North Ohio and South Maple met 
 their adequate yearly progress. 
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STATEMENT OF NONDISCRIMINATION  
It is the policy of Gaylord Community Schools that no person shall, on the basis of race, color, religion, national origin or ancestry, gender, age, 
disability, height, weight, marital status or any other legally protected characteristic be excluded from participation in, be denied the benefits of, 
or be subjected to discrimination during any program, activity, service or in employment.  Inquiries should be addressed to: Civil Rights Coor-
dinator, 615 S. Elm Street, Gaylord, MI, 49735, (989) 705-3080. 

GRIEVANCE PROCEDURES  
FOR 

TITLE VI OF THE CIVIL RIGHTS ACT OF 1964 
TITLE IX OF THE EDUCATION AMENDMENT ACT OF 1972 

SECTION 504 OF THE REHABILITATION ACT OF 1973 
AGE DISCRIMINATION ACT OF 1975 

TITLE II OF THE AMERICANS WITH DISABILITY ACT OF 1990 
Section I 
 Any person believing that the Gaylord Community School District or any part of the school organization 
has inadequately applied the principles and/or regulations of (1) Title VI of the Civil Rights Act of 1964, (2) Title 
IX of the Education Amendments of 1972, (3) Section 504 of the Rehabilitation Act of 1973, (4) the Age Discrimi-
nation Act of 1975, or (5) Title II of the Americans with Disability Act of 1990 may bring forward a complaint, 
which shall be referred to as a grievance to: 
     Civil Rights Coordinator 
     Gaylord Community Schools 
     615 S. Elm Street 
     Gaylord, MI  49735 
     989/705-3080 
Section II 
 The person who believes a valid basis for grievance exists shall discuss the grievance informally and on a 
verbal basis with the Civil Rights Coordinator, who shall in turn investigate the complaint and reply with an an-
swer within five (5) business days. 
 If the complainant feels the grievance is not satisfactorily resolved, they may initiate formal procedures 
according to the following steps: 
  Step 1 

A written statement of the grievance signed by the complainant shall be submitted to the local 
Civil Rights Coordinator within five (5) business days of receipt of answers to the informal com-
plaint.  The coordinator shall further investigate the matters of grievance and reply in writing to 
the complainant within five (5) business days.  
 
Step 2 
A complainant wishing to appeal the decision of the local Civil Rights Coordinator may submit a 
signed statement of appeal to the Superintendent of Schools within five (5) business days after 
receipt of the Coordinator’s response.  The Superintendent shall meet with all parties involved, 
formulate a conclusion, and respond in writing to the complainant within ten (10) business days. 
 
Step 3 
If unsatisfied, the complainant may appeal through a signed, written statement to the Board of 
Education within five (5) business days of receiving the Superintendent’s response in Step 2.  In 
an attempt to resolve the grievance, the Board of Education shall meet with the concerned parties 
and their representative within forty (40) days of the receipt of such an appeal.  A copy of the 
Board’s disposition of the appeal shall be sent to each concerned party within ten (10) days of 
this meeting. 

Anyone at any time may contact the U.S. Department of Education/Office of Civil Rights for information and/or assistance at 
216/522-4970.  If the grievance has not been satisfactorily settled, further appeal may be made to the Regional U.S. Department 
of Education Office for Civil Rights, 600 Superior Avenue East, Bank One Center, Suite 750, Cleveland, OH  44114-2611. 
  
 Inquiries concerning the nondiscriminatory policy may be directed to Director, Office for Civil Rights, U.S. Depart-
ment of Education, 400 Maryland Avenue, SW, Washington, D.C.  20202. 
  
 The local Coordinator, on request, will provide the complainant with a copy of the district’s grievance procedure and 
investigate all complaints in accordance with this procedure.  A copy of each of the Acts and the regulations on which this no-
tice is based may be found in the Civil Rights Coordinator’s office. 
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Reading Affidavit 
 

Please cut this page out of the student handbook and return it to your 
child’s teacher after completing both sides with the information requested. 
We need these documents to verify parent participation and involvement. 
 
Thank you in advance, 
 
Dennis O’Brien, Principal 
 
 
 
 
I have received the North Ohio Elementary Parent-Student Handbook.  I 
will read this handbook to become aware of the policies and procedures 
that must be followed.  I will keep it in a handy location in the event I 
need to refer to it. 
 
 
Child’s Name_________________________________________ 
 
Teacher’s Name_______________________________________ 
 
Parent’s Signature_____________________________________ 
 
Parent’s Printed Name__________________________________ 
 
Date_________________ 
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IT IS THE POLICY OF GAYLORD COMMUNITY SCHOOLS   

THAT NO PERSON SHALL  

ON THE BASIS OF SEX, RACE, COLOR, NATIONAL ORIGIN,  

RELIGIOUS PREFERENCE, OR HANDICAP   

BE EXCLUDED FROM  PARTICIPATION IN,  

BE DENIED THE BENEFITS OF,  

OR BE SUBJECTED TO DISCRIMINATION,    

IN EMPLOYMENT OR ANY OF ITS PROGRAMS OR  ACTIVITIES . 

 

 
Contact the Civil Rights Compliance Office at (989)705-3009 

 
 

�
��	��
�����
���������	���
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�



28 

� �

�
��	��
�����
���������	���
�
�
3
����1�
����)���������)������!�����
������!��8
��� ����
�
��������.
8
����������������;�����������
�
��������!�
������� �������
�8��
�����������������9����3��������8
��������!��8
����� ��������������.
�
����
������?�����������������
����
��
������
���� ��������
���
����
��9��:)�����������)���������
����������@������ �!�
�������)�
��������6 ���������!�
���8�
��6���)��
�����3
����:� ���))9�
� %��������)���
������;����������8
����6����
��!���� �
�����
��7���)����6����)���6��7�����!���
�
!��
���9���:)�� �������
����.
������!�������������������6�
��
���!�
��
!��9� :)��� ��������)�������
��
�����������
���@�������!�
�������)���������6 ��� ������!�
��
�8�
��6���)��
�����3
����1����))9�

� '����������
���������;����8��19���������������)��� �
�.
������
��������
�������;����������
�����!��8
���3
� ���1����!9��:)�����
!����������<����
�����������������6��������3
����1� %�����
������
���������������"���
���#$�
����%�
��
!��9 �

�

�
��	��
�����	��
����	���
�������	���
� A���������������)���������;�������������������
���
 
.
!�
����������:"�'��������
����������8�����8
����!�� 8
�������
���
������;
�������;����
����6������!���
�
!����
�� �������!��.
���
�9��3��������8
��������6��!��8
�������
�������� ��
������.
������������
�����������9�� �


