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MISSION STATEMENT 
   

As a Strict Discipline Academy serving the school districts of Allegan County, the mission of the Outlook Academy is to 
empower the students to either reintegrate into their communities’ schools or graduate as competent learners and 

responsible citizens. 
 
 

Outlook Academy, SDA 
2879 116th Ave. 

MAIL TO:  310 Thomas Street 
Allegan, MI   49010 

269-686-8227  
 Fax: 269-686-7036 
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Outlook Academy complies with all federal laws and regulations prohibiting discrimination and with all requirements and regulations of the Outlook Academy that no person on 
the basis of race, color, religion, national origin or ancestry, age, sex, marital status, or handicap shall be discriminated against, excluded from participation in, denied the benefit 
of or otherwise be subject to discrimination in any program or activity for which it receives financial assistance from the United States Department of Education. 
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WELCOME TO OUTLOOK ACADEMY 
 STUDENTS AND PARENTS 

 
The Academy offers students who are at risk of school failure a program that is fair, very 
firm and disciplined.  The Academy recognizes that academic achievement, responsible 
personal decision-making, moral reasoning and development, and self-direction are 
interdependent paths of intellectual, social and emotional development.  Through an 
education/therapeutic setting, students will learn and apply those skills and behaviors 
that responsible, literate citizens possess and exhibit in their personal and workplace 
environments. 
 
The curriculum includes content and learning experiences which align with the Michigan 
Curriculum Framework (MCF) core content standards and benchmarks in English 
Language Arts, Mathematics, Science and Social Studies. 
 
The curriculum contains a three part foundation of: 

 Basic skills: reading, writing, arithmetic/mathematics, listening and speaking; 
 

 Thinking skills:  Creative thinking, Decision making, Problem solving, seeing 
things in the mind’s eye, knowing how to learn, reasoning; 

 
 Personal qualities:  responsibility, self-esteem, sociability, self-management, 

integrity. 

. 
Socially responsible citizens can:  Self-monitor and maintain impulsive 
behavior; attend school/work consistently; follow rules, regulations, and laws necessary 
for a safe community; learn from experience; respect and obey authority figures; accept 
responsibility for their own behavior; demonstrate respect for the rights of others and 
understand the importance of repairing harm; and rebuilding relationships in the 
community. 
 
We urge you to become involved in school activities.  Education is an opportunity to 
increase your knowledge and build your self-concept.  We ask you to join the teachers 
and administrators in a spirit of hard working cooperation and conduct yourself in such a 
way that we can be proud of our school and ourselves. 
 
This student handbook has been prepared for the purpose of presenting information, 
which should help you to adjust to our “community”.  It will help you to understand what 
is expected of you.  Rules are a necessary fact of life so all can enjoy their educational 
experience. 
 
Read this handbook carefully.  It will help you answer questions about your needs and 
goals and explain expected behavior while you enjoy your career at Outlook Academy. 
 
All students are also required to be aware of and comply with the code of Conduct and 
Suspension and Expulsion Policy for students.  
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LAWS 

 
 Privacy and Right to Access Student Records 

All parents or guardians of students under 18 years of age, and all students 18 years of 
age or over have the right, pursuant to the Family Education Right and Privacy Act of 
1974 to examine the official records, files, and data of the school district directly relating 
to the student.  They also have the right to challenge any of the contents of said records 
to insure their accuracy and fairness.  Procedures for such examination and challenge, 
including hearings on a challenge, shall be established by the Board of Education and 
will be made available upon request. 

 
No records, files, or data directly relating to an individual student shall be made available 
to anyone without the consent and notification of the student, or of the parents or 
guardians of a student under 18, except (1) the teachers and officials of this school 
district who have a legitimate educational interest in such information; or unless (2) there 
has been a federal request for submission of student records in connection with the 
student’s application for financial aid.  The student or parents will be notified if officials of 
a school to which a student intends to enroll desire access to student records, parental 
or student consent is needed.  Names, addresses, and directory information items may 
be shared with appropriate agencies and organizations unless a specific request to 
withhold this information is requested in writing by parents.  Please contact the office if 
further information is desired. 

 
 Statement of Non-Discrimination 

In compliance with Section 504, U.S. Rehabilitation Act of 1973, the following statement 
is publicly noted:  “The Outlook Public School Academy is in compliance with all State 
and Federal laws prohibiting discrimination on the basis of race, color, religion, national 
origin or ancestry, age, sex, marital status or handicap.” 
 
Freedom to Publish 
Students are entitled to express, in writing, their personal opinions.  The distribution of 
such material may not interfere with or disrupt the educational process.   The authors 
must sign such written expressions.  Students who edit, publish or distribute handwritten, 
printed or duplicated matter among their fellow students within the schools must assume 
responsibility for the content of such publication.  Libel, obscenity, and personal attacks 
are prohibited in all publications.  Unauthorized commercial solicitation shall not be 
allowed on school property at any time.  An exception to this rule will be the sale of non-
school sponsored student newspapers published by students of the school district at a 
time and in places as designated by school authorities.  
 
Freedom of Speech and Assembly 
Students are entitled to verbally express their personal opinions.  Such verbal opinions 
shall not interfere with the freedom of others to express themselves.  The uses of 
obscenities or personal attacks are prohibited.  All students meetings in school buildings 
or on school grounds may function only as a part of the formal educational process or as 
authorized by the Coordinator of Education Programming.  Students have the freedom to 
assemble peacefully.   There is an appropriate time and place for the expression of 
opinions and beliefs.  Conducting demonstrations that interfere with the operation of the 
school or classroom is inappropriate and prohibited. 
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CLASS SCHEDULE 
 
 The following schedule outlines class time and other activities during the day. 
 
                                                             8:00 -   8:30       Intervention 

                                      8:30 – 9:45      A Block 
        9:45 - 11:00       B Block 

                                      11:00 – 11:30    C Block 
                                      11:30 – 12:00    Lunch 
      12:00 – 12:45    C Block 
      12:45-2:00         D Block 
       2:00 – 3:00       Intervention      
             

** Students departing after designated time may be taken to the Allegan County Sheriff’s Office 
if their transportation fails to arrive on schedule.  Continued issues with the school schedule 
may result in level reduction or possible expulsion. 

 
 

CLOSED CAMPUS 
 
In the interest of student safety and education, all students are to remain in the school buildings 
once they arrive at school.  Students are not permitted to leave the school grounds before 
school or during lunch.  If students arrive late to school or must leave early, they must have 
permission from a parent or guardian, and sign-in/out in the office.  All students will be offered 
lunch and breakfast. 
 
 

 

Attendance Policy 
 
Regular school attendance is required by Michigan law, and is the responsibility of the parents 
and students, until age 16.  The school’s obligation is to keep parents informed of student’s 
absenteeism and set minimum attendance requirements in order to receive credit.  Although it is 
the parent’s obligation to determine when and why a student should be absent, absences are 
best limited to times of illness.  Parents are to notify the school that their child will not be in 
school.  This notification should be in the form of a telephone call on the day of the absence.  
The school telephone number is (269) 686-8227.   
 
The following regulations will govern the administration of the attendance policy: 

1.) Students and parents are responsible for knowing all attendance regulations.  The 
school will give a copy of the policy to the students during the first week of school at 
Outlook Academy. 

2.) Definition of an absence:  A student is absent from class when he or she is not 
present in the class at the time and place it is scheduled to meet.   

3.) Loss of credit – students will be denied credit if they are absent more than 7 times in 
any class during a trimester.  The following procedures will be followed in denying 
credit. 

a) Secretary will record the names of each student who is absent. 
b) On the 4th absence, the school will notify the parents by letter.   
c) On the 6th absence, parents will be notified by letter along with a warning of 

possible loss of credit if the student is absent the 8th time.  Parents are 
encouraged to call the office to request a conference. 

d) On the eighth absence, credit can be denied for High School. 
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4.) A student who has lost credit at 8 days may continue the class on an audit basis with 

administrative consent.  At the end of the trimester, if the teacher feels that the 
student has put forth an extra effort, shown a seriousness of purpose and has 
missed no more days, the teacher may request that the credit be restored to the 
student. 

5.) Outlook Academy recognizes the educational value of family trips and vacations; 
however, taking a student out of school during the school year can be very 
damaging to the education of the student.  Therefore, the following rules will govern 
students taking trips or vacations at times other than those designated by the school 
calendar.   

a) The first three (3) days of a trip or vacation will count towards the seven 
absences per trimester. 

b) For days to be placed on Administrative Hold and not count towards the 
seven after the first three days, the parents of a student must contact the 
school before the trip or vacation, and make arrangements to get homework 
assignments ahead of time, which is to be completed and turned in the day 
the student returns to school. 

6.) All absences will count toward a student’s seven days with the following exceptions: 
a) School sponsored activities, valid guidance appointments, scheduled court 

appearances, and a death in the immediate family.   
b) Extended absences beyond three days and up to seven days that are beyond 

the student’s control, such as accidents, hospitalization, or severe illness may 
be discounted from the seven days if the following conditions are met: 

 
1. The parents contact the office.  A medical slip will be required. 
2. Assignments are picked up and completed, if possible, by the time 

the student returns to school. 
3. If the student is too ill to complete work by the time he/she returns to 

school, he/she will have two times the number of days absent to 
complete the work. 

c) Students, whose absences are going to be extended beyond seven school 
days due to severe incapacity, may request homebound instruction.  In this 
program, teachers will be sent to the home to keep the student up with 
his/her schoolwork.  A physician’s statement is required to be placed on 
homebound. 

d) Assignments must be turned in weekly to receive credit. 
e) Detentions unrelated to school will be excused at the discretion of probation 

officer and lead teacher. 
 

7.) Miscellaneous regulations on attendance: 
a) Students who have lost credit in two or more classes will have their records 

reviewed to determine whether they will be allowed to continue or withdraw 
from school. 

b) Absences in a class carry over to the new class if there is a change in 
schedule during a trimester. 

c) Absences for students who have a schedule from enrollment prior to opening 
of school are counted from the first day. 

d) Appeals procedure will follow due process: 
1. First step – Principal 
2. Second step – Administrative Liaison 
3. Third step – Board of Education 
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DISCIPLINE POLICY 
 
The Outlook Academy operates a levels system.  This program allows a fair, consistent and 
constant evaluation of student’s behaviors.  In this program students are able to earn points for 
following school policies and procedures.  Students are in a level according to the number of 
points they are earning.  Students can increase their level by maintaining a high average of 
points over time.  The higher the level a student is in the more freedom and privileges.  The 
consequences of misbehavior or rule infractions are clearly defined within the framework of this 
program. 

School Rules: 
1. Follow directions.  
2. Show respect to others. 
3. Keep hands, feet, and objects to self. 
4. Raise hand to speak. 
5. Use school appropriate language 

 

After assessment level, you will move up to level 1.  There are 4 levels: level 0, level 1, level 2, 
and level 3.  The higher levels are given more privileges.  To move up in levels 1, 2, & 3, a 
student must spend 15 days and have an overall point average of at least 90% for the 
time spent in that level.   Look at the following pages for clarification. 
 
Assessment Level Guidelines: 

 Entering students will begin in this level. 
 Students will have an opportunity to observe the policies and procedure of the school. 
 Students will complete tasks which allow staff to get to know him/her academically. 
 Complete goals for success at Outlook and in the future. 
 Students must attend four consecutive days, without unexcused absence or suspension, in assessment 

level, earning at least an average of 90% of points to move up to level 1.  
 
Level 1 Guidelines 

 Focus is on individualized work which allows students to closely monitor their progress.  
 Students in this level need permission for most anything – this includes talking, movement around 

the room, interaction with other students, and are escorted while on school grounds. 
 Students are assigned seats and groups (when group work is permitted). 
 Students at this level may attend field trips at staff discretion. 

 
Level 2 Guidelines 

 In this level, the student will continue to monitor progress along with additional privileges.  
 Students are permitted to communicate with level 3 students 
 Students have the opportunity for educational field trips.  
 Assigned seating still applies to this level. 

 
Level 3 Guidelines 

 This is the highest level in the program.   
 Students in this level continue to monitor their progress while enjoying the benefits of proven 

good behavior.   
 Level 3 students are often given special privileges and freedom within the building.  This may 

include but is not limited to:  choice of seat in the classroom, choice of seat in the cafeteria, use of restroom when 

needed unescorted, inclusion in all field trips, shared planning of activities, choice of partner of group in some activities, 
lunch from a local fast food restaurant, school appropriate personal shirt, first to enter the building, one complimentary 
assignment pass, use of mechanical pencils, 50% off at school store on 1 item.  

 Once Level 3 Day 15 is obtained, students can receive a goodie bucket with candy, mechanical 
pencil, popcorn/pop, fun eraser and can buy 2 items in the school store at 50% off.  

 Every 15 days after that, a student can earn another item at 50% off in the school store; i.e. L3 
D30 can have 3 items, etc.  

 Level 3 students are also able to wear their own school-appropriate shirt to school. Any student 
who comes to school wearing an inappropriate shirt will have his/her level reduced to a Level 2 
and be given an Outlook polo to wear.  
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Level 0 Guidelines 
When a student receives a level reduction as a level 1 or level drop, the student will 
spend time in level 0.  The time is spent in a cubicle where the student can regain focus 
on having a successful experience at Outlook.  The minimum time spent in level 0 is the 
amount of time it takes a student to earn 20 points (the equivalent of a perfect 2 hour 
span).  When a student has earned the needed points to return to level 1, they may 
enter the classroom at the next scheduled break.  If a student returns to level 0 within 
10 days of the last visit, the points needed for exit doubles.  Points needed, can also be 
increased dependent upon the severity of the infraction. Should a student be suspended 
from school and not have earned the points in Level 0, he/she will return to Level 0 to 
serve the remainder of his/her points plus an additional 20 points. Students who are in 
Level 0 over lunchtime will be served a Level 0 lunch, which may include a peanut 
butter & jelly sandwich instead of his/her choice of entrée.  
 
 

Sit Out 
A sit out is the removal of oneself from the group to a designated area and just sit for 3 
minutes. During this time you can “cool-off” and regain your focus.  If after taking a sit-
out the problem persists, you may be asked to take a TIME OUT.   
 
Time Out Guidelines 
Time out is a step-by-step procedure that is dictated by the student’s behaviors.  Students will 
be directed to the Level 0 room.  They will be assigned an appropriate location. Staff will 
determine if the student will be able to control their behavior/actions, and the length of time 
needed in separation, usually ten minutes.   Upon successful completion of the time out, the 
student discusses with staff the reason for the time out and alternatives to the time out behavior.  
If the student is unable to discuss the reason, then more time is allowed to “cool down”.  Staff 
will review student’s contract & adjust as deemed necessary.  
 

We hope that you will move quickly through the levels to level 3.  However there are 
some behaviors that will keep you from this goal.  The following is a list of behaviors 
and the consequences of these behaviors.  You will see that #1 (in each of the 
consequences) is a level drop or a level reduction. 
 
A level drop means, no matter what level you are on, you drop all the way back to level 
0. 
 
A level reduction means, that you go back one level from where you are – if you are a 
level 3, you become a level 2. 
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VIOLATIONS AND CONSEQUENCES: 
All Suspensions May Require Parental/Probation Officer Conference Before Student Will Be Able 
To Return To Normal Classroom Activities   
 
Efforts Toward Academic Assignments And Improving Behavior Will Be Closely Monitored, Thus 
Resulting In Level Assessment and Potential Return to the Classroom.  
 
Any Or All Of The Consequences May Be Used As The Result Of An Infraction. 
 

 
THEFT 

Level Drop 
Parental/Probation Officer Contact 
Police Referral 
Possible Suspension up to 7 days 

1.  

 
DAMAGING, DEFACING OR DESTRUCTION OF 
PROPERTY 

Level Drop 
Parental/Probation Officer Contact and invoiced 
Police Referral 
Possible Suspension up to 7 days 
Possible Expulsion by Board of Education 

2.  

 
POSSESSION OF STOLEN PROPERTY 

Level Drop 
Parental/Probation Officer Contact 
Police Referral 
Possible Suspension up to 7 days 
Possible Expulsion by Board of Education 

 

 
ARSON OR ATTEMPTED ARSON, BOMB 
THREAT, VIOLATION OF STATE OR LOCAL 
FIRE CODES 

Level Drop 
Parental/Probation Officer Contact 
Police Referral 
Possible Suspension up to 10 days 
Possible Expulsion by Board of Education 

 
THREATENING OR INTIMIDATING ACTS OR 
HAZING 
 

Level Drop 
Parent/Probation Officer Contact 
Possible Suspension up to 7 days 
Possible Police Referral 

1.  

 
GANG RELATED ACTIVITY  

Level Drop 
Parent/Probation Officer Contact 
Possible Suspension up to 7 Days 
Possible Police Referral 

 
CONDUCT WHICH MATERIALLY OR 
SUBSTANTIALLY INTERFERES WITH THE 
EDUCATIONAL PROCESS.   

Level Drop 
Parent/Probation Officer Contact 
Possible Suspension up to 5 days 
Possible Expulsion by Board of Education 
 

 
USE OF PROFANE OR OBSCENE WRITTEN OR 
SPOKEN LANGUAGE, GUESTURES, OR 
IMAGES  

Level Drop 
Parental/Probation Officer Contact 
Possible Suspension up to 2 days 
Possible Police Referral 

1.  

 
FORMS OF RACIAL, ETHNIC, RELIGIOUS OR 
SEXUAL HARASSMENT 

Level Drop 
Parental/Probation Officer Contact 
Possible Police Referral 
Possible Suspension up to 7 days 
Possible Expulsion by Board of Education 
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DISTRIBUTION/SALE, USE AND/OR 
POSSESSION OF UNATHORIZED 
PRESCRIPTIONS, UNLAWFUL DRUGS, 
BEHAVIOR ALTERING SUBSTANCES, LOOK-
ALIKE DRUGS OR DRUG PARAPHERNALIA IS 
WRONG AND HARMFUL 

 
Level Drop 
Parental/Probation Officer Contact 
Police Referral 
Suspension up to 10 days 
Possible Expulsion by the Board of Education 

1.  

 
CONTINUED CLASS DISRUPTION, AND/OR 
DISRESPECT/PERSISTENT DISOBEDIENCE 
REPETITIVE VIOLATION OF ANY OF THE 
SCHOOL RULES 
 

Level Drop 
Parental/Probation Officer Contact 
Possible Suspension up to 3 days 
Possible Expulsion by Board of Education 

1.  

 
POSSESSION OF TOBACCO OR 
PARAPHERNALIA ON SCHOOL PROPERTY 

Level Drop 
Possible Parental/Probation Officer Contact 
Possible Suspension up to 5 days 
Police Referral 

1.  

 
CHEATING, PLAGERISM, COPYING SOMEBODY 
ELSE’S WORK/ALLOWING SOMEBODY TO 
COPY, USING PROHIBITED RESOURCES, 
FAILURE TO CITE A SOURCE   
 

Level Drop 
“O” On Assignment 
Parent/Probation Officer Contact 

 

 
PHYSICAL OR VERBAL ATTACK AND/OR 
ASSAULT 
 
FIGHTING ON SCHOOL PROPERTY OR 
LEAVING SCHOOL PROPERTY WITH THE 
INTENTION OF FIGHTING 

Level Drop 
Parent/Probation Officer Contact 
Possible Police Referral 
Possible Suspension up to 10 days 
Possible Expulsion by the Board of Education in 
accordance with state law 

 
CONDUCT WHICH JEOPARDIZES THE SAFETY 
OF YOURSELF OR OTHERS 

Level Drop 
Parental/Probation Officer Contact 
Possible Police Referral 
Possible Suspension up to 7 days 

1.  

 
POSSESSION OF A WEAPON OR SIMULATED 
WEAPON 

Level Drop 
Parental/Probation Officer Contact 
Police Referral 
Possible Suspension up to10 days 
Possible Expulsion by the Board of Education in 
accordance with state law 

1.  

 
POSSESSION OF EXPLOSIVES, FIREWORKS, 
AMMUNITIION, OR SIMULATED AMMUNITION 

Level Drop 
Parental/Probation Officer Contact 
Police Referral 
Possible Suspension up to 10 days 
Possible Expulsion by the Board of Education 
 
 
 

 
USE OF OR POSSESSION OF ALCOHOL OR 
MALT BEVERAGES ON SCHOOL PROPERTY 
OR AT SCHOOL FUNCTIONS 
 

Level Drop 
Parental/Probation Officer Contact 
Police Referral 
Possible Suspension up to 10 days 
Possible Expulsion by the Board of Education 
 

1.  
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COMPUTER TAMPERING/UNAUTHORIZED 
ACCESS, MODIFICATION OR DESTRUCTION 
OF PRIVATE FILES 

Level Drop 
Parental/Probation Officer Meeting 
Possible Police Referral 
Possible Suspension up to 7 days 
Suspension of computer privileges 
Responsible For Repair/Replacement Cost 

1.  

 
USE OF INAPPROPRIATE LANGUAGE OR 
TAKING PART IN DISCUSSIONS OF UNLAWFUL 
ACTIVITIES 

Level Drop 
Parental/Probation Officer Contact 
Possible Suspension 
Possible Police Referral 
 

 
ATTENDANCE, PROCEDURAL INFRACTION – 
(not checking out – no note, not in approved 
location) 

Level Drop 
Parental/Probation Officer Contact 
Possible Police Referral 
Possible Suspension 
 

 
SKIP AND PHONE LIE OR FORGED NOTE 

Level Drop 
Parental/Probation Officer Contact 
Possible Police Referral 
Possible Suspension 
 

 
FAILURE TO FOLLOW DRESS CODE (REFUSAL 
TO COMPLY WITH CLOTHING PROVIDED 

       Loss of Direction Points for the Day 
       Acceptable Clothing Provided When 
       Applicable 
       Level Drop 
       Possible In-House Suspension 

 

 
STAFF MANIPULATION 

       Level Drop 
       Parent/Probation Officer Contact 
       Possible Suspension 
       Possible Expulsion 

 

 
PUBLIC DISPLAYS OF AFFECTION 

       Level Drop 
       Parent/Probation Officer Contact 
       Possible Police Referral 
       Possible Suspension 
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SUSPENSION 
In-house or sub-level:  length of time determined by the administration. 

Out of school suspension (OSS):  length of time determined by the administration. 
 

Infractions for which consequences are carried over from one year to the next: 
 

Any activities, behaviors, or appearances deemed to be gang related will be dealt with severely.  Such 
misconduct is subject to in-house suspension or expulsion from school. 
 

All forms of harassment (racial, ethnic, religious, sexual, etc.) are intolerable and subject to discipline.  
Harassment should be reported to a teacher or staff member. 
 

Any actions that persistently disrupt the educational process and/or compromise a safe and orderly 
environment can be referred to the school board for possible expulsion. 

 
DUE PROCESS 
Outlook Academy acknowledges that all students are accorded procedural and substantive due 
process in all disciplinary matters, as well as in all other matters involving their property rights to 
an education. 

 
GENERAL SCHOOL POLICIES 

 
ANTI-BULLYING POLICY 
The Outlook Academy board of education prohibits acts of harassment or bullying.  The board 
of education has determined that a safe and civil environment in school is necessary for 
students to learn and achieve high academic standards. Harassment or bullying, like other 
disruptive or violent behaviors, is conduct that disrupts both a student’s ability to learn and a 
school’s ability to educate its students in a safe environment. Demonstration of appropriate 
behavior, treating others with civility and respect, and refusing to tolerate harassment or bullying 
is expected of administrators, faculty, staff, and volunteers to provide positive examples for 
student behavior. 
 
"Harassment or bullying" is any gesture or written, verbal, graphic, or physical act (including 
electronically transmitted acts – i.e. internet, cell phone, personal digital assistant (pda), or 
wireless hand held device) that is reasonably perceived as being motivated either by any actual 
or perceived characteristic, such as race, color, religion, ancestry, national origin, gender, 
sexual orientation, gender identity and expression; or a mental, physical, or sensory disability or 
impairment; or by any other distinguishing characteristic. Such behavior is considered 
harassment or bullying whether it takes place on or off school property, at any school-sponsored 
function, or in a school vehicle. 
 
“Harassment” is conduct that meets all of the following criteria: 
• is directed at one or more pupils 
• Substantially interferes with educational opportunities, benefits, or programs of one or more 
pupils 
 
 
• adversely affects the ability of a pupil to participate in or benefit from the school district’s 
educational programs or activities because the conduct, as reasonably perceived by the pupil, is 
so severe, pervasive, and objectively offensive as to have this effect 
• is based on a pupil’s actual or perceived distinguishing characteristic (see above), or is based 
on an association with another person who has or is perceived to have any of these 
characteristics. 
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 “Bullying” is conduct that meets all of the following criteria: 
• is directed at one or more pupils • substantially interferes with educational opportunities, 
benefits, or programs of one or more pupils 
• adversely affects the ability of a pupil to participate in or benefit from the school district’s 
educational programs or activities by placing the pupil in reasonable fear of physical harm or by 
causing emotional distress 
• is based on a pupil’s actual or perceived distinguishing characteristic (see above), or is based 
on an association with another person who has or is perceived to have any of these 
characteristics. 
 
The Outlook Academy board of education expects students to conduct themselves in a manner 
in keeping with their levels of development, maturity, and demonstrated capabilities with a 
proper regard for the rights and welfare of other students, school staff, volunteers, and 
contractors. 
 
The Outlook Academy board of education believes that standards for student behavior must be 
set cooperatively through interaction among the students, parents and guardians, staff, and 
community members of the school district, producing an atmosphere that encourages students 
to grow in self-discipline. The development of this atmosphere requires respect for self and 
others, as well as for district and community property on the part of students, staff, and 
community members. 
 
The Outlook Academy board of education believes that the best discipline is self-imposed, and 
that it is the responsibility of staff to use disciplinary situations as opportunities for helping 
students learn to assume responsibility and the consequences of their behavior. Staff members 
who interact with students shall apply best practices designed to prevent discipline problems 
and encourage students’ abilities to develop self-discipline. 
 
Since bystander support of harassment or bullying can support these behaviors, the district 
prohibits both active and passive support for acts of harassment or bullying. The staff should 
encourage students to support students who walk away from these acts when they see them, 
constructively attempt to stop them, or report them to the designated authority. 
 
The Outlook Academy board of education requires its school administrators to develop and 
implement procedures that ensure both the appropriate consequences and remedial responses 
to a student or staff member who commits one or more acts of harassment or bullying. The 
following factors, at a minimum, shall be given full consideration by school administrators in the 
development of the procedures for determining appropriate consequences and remedial 
measures for each act of harassment or bullying. 
 
 
Factors for Determining Consequences 
• Age, development, and maturity levels of the parties involved 
• Degree of harm 
• Surrounding circumstances 
• Nature and severity of the behavior(s) 
• Incidences of past or continuing pattern(s) of behavior 
• Relationship between the parties involved 
• Context in which the alleged incident(s) occurred 
 
Factors for Determining Remedial Measures 
Personal 
• Life skill competencies 
• Experiential deficiencies 



 - 16 -  

• Social relationships 
• Strengths 
• Talents 
• Traits 
• Interests 
• Hobbies 
• Extra-curricular activities 
• Classroom participation 
• Academic performance 
 
Environmental 
• School culture 
• School climate 
• Student-staff relationships and staff behavior toward the student 
• General staff management of classrooms or other educational environments 
• Staff ability to prevent and de-escalate difficult or inflammatory situations 
• Social-emotional and behavioral supports 
• Social relationships 
• Community activities 
• Neighborhood culture 
• Family situation 
 
Consequences and appropriate remedial actions for a student or staff member who commits 
one or more acts of harassment or bullying may range from positive behavioral interventions up 
to and including suspension or expulsion, in the case of a student, or suspension or termination 
in the case of an employee, as set forth in the board of education’s approved code of student 
conduct or employee handbook. 
 
Consequences for a student who commits an act of harassment or bullying shall be unique to 
the individual incident and will vary in method and severity according to the nature of the 
behavior, the developmental age of the student, and the student’s history of problem behaviors 
and performance, and must be consistent with the board of education’s approved code of 
student conduct. Remedial measures shall be designed to: correct the problem behavior; 
prevent another occurrence of the behavior; and protect the victim of the act. Effective discipline 
should employ a school wide approach to adopt a rubric of bullying offenses and the associated 
consequences. The consequences and remedial measures may include, but are not limited to, 
the examples listed below: 
 
Examples of Consequences 
• Admonishment 
• Temporary removal from the classroom 
• Loss of privileges 
• Classroom or administrative detention 
• Referral to disciplinarian 
• In-school suspension during the school week or the weekend, for students 
• Out-of-school suspension 
• Legal action 
• Expulsion or termination 
 
Examples of Remedial Measures 
Personal 
• Framing the aggressive behavior as a failed attempt to solve a real problem or reach a goal. 
The adult assists the misbehaving student to find a better way to solve the problem or meet the 
goal. 
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• Restitution and restoration 
• Transformative conferencing/restorative justice 
• Peer support group 
• Corrective instruction or other relevant learning or service experience 
• Supportive discipline to increase accountability for the bullying offense 
• Supportive interventions, including participation of an Intervention and Referral Services team, 
peer mediation, etc. 
• Behavioral assessment or evaluation, including, but not limited to, a referral to a Child Study 
Team, as appropriate 
• Behavioral management plan, with benchmarks that are closely monitored 
• Involvement of school disciplinarian 
• Student counseling 
• Parent conferences 
• Student treatment 
• Student therapy 
 
Environmental (Classroom, School Building, or School District) 
• Set a time, place, and person to help the bully reflect on the offending behavior, maintaining an 
emotionally-neutral and strength-based approach 
• School and community surveys or other strategies for determining the conditions contributing 
to harassment, intimidation, or bullying 
• School culture change 
• School climate improvement 
• Adoption of research-based, systemic bullying prevention programs 
• Modifications of schedules 
• Adjustments in hallway traffic 
• Modifications in student routes or patterns traveling to and from school 
• Targeted use of monitors (e.g., hallway, cafeteria, bus) 
• General professional development programs for certificated and non-certificated staff 
• Professional development plans for involved staff 
• Disciplinary action for school staff who contributed to the problem 
• Parent conferences 
• Referral to Family counseling 
• Involvement of parent-teacher organizations 
• Involvement of community-based organizations 
• Development of a general bullying response plan 
• Peer support groups 
• Law enforcement involvement (e.g., school resource officer, juvenile officer) 
 
The Outlook Academy board of education requires the director and/or the director’s designee at 
each school to be responsible for receiving complaints alleging violations of this policy. All 
school employees are required to report alleged violations of this policy to the director or the 
director’s designee.  All other members of the school community, including students, parents, 
volunteers, and visitors, are encouraged to report any act that may be a violation of this policy. 
Reports may be made anonymously, but formal disciplinary action may not be based solely on 
the basis of an anonymous report. 
 
The Outlook Academy board of education requires the director and/or the director’s designee to 
be responsible for determining whether an alleged act constitutes a violation of this policy. In so 
doing, the director and/or the director’s designee shall conduct a prompt, thorough, and 
complete investigation of each alleged incident. The investigation is to be completed within 
three school days after a report or complaint is made. 
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The Outlook Academy board of education prohibits reprisal or retaliation against any person 
who reports an act of harassment or bullying. The consequences and appropriate remedial 
action for a person who engages in reprisal or retaliation shall be determined by the 
administrator after consideration of the nature, severity, and circumstances of the act. 
 
The Outlook Academy board of education prohibits any person from falsely accusing another as 
a means of harassment or bullying. The consequences and appropriate remedial action for a 
person found to have falsely accused another as a means of harassment or bullying may range 
from positive behavioral interventions up to and including suspension or expulsion. 
Consequences and appropriate remedial action for a school employee found to have falsely 
accused another as a means of harassment or bullying shall be disciplined in accordance with 
district policies, procedures and agreements. 
 
The Outlook Academy board of education requires school officials to annually disseminate the 
policy to all school staff, students, and parents, along with a statement explaining that it applies 
to all applicable acts of harassment and bullying that occur on school property, at school-
sponsored functions, or on a school bus. The chief school administrator shall develop an annual 
process for discussing the school district policy on harassment and bullying with students and 
staff.  
 
The school district shall incorporate information regarding the policy against harassment or 
bullying into each school employee training program and handbook. 
 
Adopted August 21, 2009 

 
 

BACKPACKS/DUFFEL BAGS, Purses & NONESSENTIAL SCHOOL ITEMS 
Bags/Back Packs and other nonessential school items are not allowed. The return of 
nonessential items will be at the discretion of school staff.   Exceptions to be made by lead 
teacher/principal.  All items are subject to search.  
 
BEHAVIOR FOR A SUBSTITUTE 
When a substitute is in a classroom, exemplary student behavior is expected.  Students 
exhibiting rude, disrespectful or generally poor behaviors are infringing upon the rights of other 
students who wish to learn. 
 
In an attempt to deter poor behavior when a substitute is in the classroom, any student whose 
name appears on a substitute report for rude, disrespectful, or uncooperative behavior will be 
given a discipline referral, which may be counted as a step within the disciplinary level system. 

 
DANGEROUS WEAPONS 
Any object that is used to threaten, harm, or harass another may be considered a dangerous 
weapon.  This includes, but is not limited to, padlocks, pens, pencils, laser pointers, jewelry, and 
so on.  Other “Dangerous Weapons” is defined to mean a firearm, dagger, dirk, stiletto, and 
knife with a blade over three inches in length, pocketknife that opens by a mechanical device, 
iron bar, brass knuckles, or any other similar device or mechanisms.  Intentional injury to 
another can be a felony and/or cause for civil action. Outlook Academy is required to report to a 
pupil’s parent or guardian and the local law enforcement agency any situation where a 
dangerous weapon is found in the possession of a pupil while the pupil is in attendance at 
school or a school activity, or is en-route to or from school on school transportation.   
Dangerous weapons and facsimiles thereof are not permitted at Outlook Academy.  No knives 
of any kind are permitted on Outlook Academy’s campus.  Dangerous weapons are not 
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permitted at Outlook Academy.  Students found in violation of the Weapon Free School Zone 
may face mandatory expulsion.  

 
 
DRESS CODE 
 
Students who attend Outlook Academy are visible to the general public throughout field trips, 
community awareness, Individual Vocational Trainings, and other vocational/classroom 
activities.  Therefore, students should arrive at school with a well-groomed appearance and in 
clean, appropriate clothing.  The students are permitted to wear the following: 
 

1. Choice of Outlook Polo Shirt or Outlook Sweatshirt. 
2. Clean, form-fitting pants, trousers, or jeans free of rips, holes or tears and 

accompanied with a belt, if necessary. (No tape) 
3.    Dress shoes, sneakers, or lightweight hiking boots. (No steel toes) 

  

Keeping the above in mind, the following are NOT allowed at the Outlook Academy: 
 

1. Clothing attire, or items advertising tobacco products, beer, alcohol, or drugs, or musical 
groups 

2. Clothing, attire, or items depicting or promoting illicit or violent activities, foul language, 
nudity, or sexual references 

3. Clothing, attire or items depicting, promoting, or representative of gang affiliation 
4. Sunglasses or headgear (baseball caps, hats, etc.), are not to be worn inside the building 

during the school day 
5. Sweat Shirts, tank tops, halter, sleeveless muscle shirts, and shirts or blouses with bare or 

exposed midriffs or low cut 
6. Shorts of any kind, sweat pants, nylon wind pants, or athletic clothing. 
7. Clothing that is dirty, torn, frayed, or has holes. 
8. Clothing or attire that is deemed disruptive to the educational process 
9. Clothing of “spandex” or skin tight revealing material 
10. Jeans/pants that are not securely fastened at the waist (pants are not to be worn below the 

waist, if needed, belt must be worn), baggy pants, or exposed torso and legs 
11. Military, cleated or cowboy style boots, high heels, steel toed, or open toed shoes (sandals) 

are not allowed 
12. No jewelry, (including earrings and watches for male or female) no body piercing.  Jewelry 

will be confiscated and will be held until picked up by parent/guardian.  Outlook is not 
responsible for personal property. 

13. Unnatural make-up, hair color, or nail color (clear or French manicure is acceptable.) 
14. No exposed body tattoos of any kind. 
15. Neck chains or pocket chains. 
16. Hoodies & jackets are not to be worn in the building excluding Outlook purchased wear. 
17. Clothing may not be “taped” to cover holes. 
 

 
ELECTRONIC COMMUNICATION DEVICES (Beepers, Phones, Recording Devices) 
Section 1303 of the School Code states:  The board of a school district shall not permit any 
pupil to carry a cell phone or electronic communication device in school except for health 
reasons or unusual reasons approved by the board.  Students will have these devices 
confiscated if brought to school. 

 
EMERGENCY PROCEDURES 

In case of a fire or fire drill, all students and school personnel should leave the building by the 
designated exit routes as quickly as possible.  Exit routes and procedures are posted in each 
classroom. Evacuation for other reasons will be announced by Administration.  A tornado alert 
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will be announced by Administration.  Faculty members will assist in instructing students on 
procedures to follow. 
 

FOOD 

Students may bring sack lunches, or purchase a lunch thru the school.  No credit will be given. 
Refrigeration is not available 

1. Single servings only (no larger bags of chips/candy or 2 liters of soda) 
2. Food may only be consumed in the cafeteria during lunch (unless serving time in level 0 and then 

food may only be consumed at lunch) 
3. No food or drink in the classroom 
4. Any beverage brought must be factory sealed and opened in front of a staff member 

 
 
GRADUATION REQUIREMENTS 

Students must accumulate 26.5 credits and fulfill certain requirements in order to earn an Outlook 
Academy High School diploma. In addition to their elective courses, students must earn the following 
credits and fulfill the following requirements: 
1. A total of 10 academic credits: 3 English, 2 Math, 2 Science 
(One Life Science & one Physical Science), 3 Social Studies*. 
2. One credit of Physical Education and/or Heath. 
3. One credit in the area of Fine Arts (Art/Music), Practical Arts 
(Industrial Arts/Life Management Skills), or Vocational Ed. 
4. One half credit of Computer Education. 
5. Forty (40) hours of community service. 
All summer school courses must be pre-approved their senior year in order to graduate. The following 
courses need to be taken in any order before the 3rd trimester of the junior year:  
World Geography, U.S. 
History (Sections A, B, and C), and Economics. 
 
 
Class of 2014 Graduation Requirements: 
Students must accumulate 26.5 credits and fulfill certain requirements in order to earn a Plainwell High 
School diploma. In addition to their elective courses, students must earn the following credits and fulfill 
the following requirements: 
 
English: 4 credits, including:    Social Studies: 3 credits, including: 

English 9 (1 credit)    World History & Geography (1 credit) 
English 10 (1 credit)    US History A, B (1 credits) 
English 11 (1 credit)    Economics (.5 credit) 
English 12 (1 credit)    Government (.5 credit) 

 
Mathematics: 4 credits, including: 
NOTE: 1 credit of math or 1 credit math-related subject(s) must be earned during the student’s senior 
year. 
 

Algebra (1 credit)   
Geometry (1 credit) 
Algebra II (1 credit) One additional credit of math (if necessary) 
 

Science: 3credits, including 
Biology (1 credit) 
 
Earth Science (.5 credits) 
Into to Chemistry A & Intro to Physics A (1 credit) 
Into to Chemistry B or Intro to Physics B (.5 credits each) 
 
Physical Education and Health: 1 credit, including: 
Physical Education elective (.5 credit) 
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Health (.5 credit) 
 
Visual, Performing or Applied Arts: 1 credit 
Any courses offered in the Art, Music and Industrial Arts 
Departments; Culinary Arts; Housing & Interior Design; Yearbook; 
TV Production 
 
Electives (7.5 credits) 
 

INCLEMENT WEATHER 
Parents and students should listen to local radio and television stations for school delays, 
cancellations, or early dismissals. School closings, delays or early dismissals will follow the 
same schedule as Allegan Public Schools.  “Outlook Academy” will not be mentioned 
separately.  Honeywell alerts will also be sent by phone.  Please be sure to keep contact phone 
number current. 
 
School closing information will be carried by the following stations: 
 
Radio:  WQXC (100.9), WOOD (105.7), WQLR (106.5), WKZO (590), WGRD (97.9), & WCUZ (101.3) 
Television:  WOTV-8, WUHQ-41, WZZM-13, & WWMT-3   

 
INJURY / ILLINESS 
If a student is injured or becomes ill during school or a school-related function, parents will be 
notified as soon as possible.  Ill or injured students are to report to the office for assistance.  
Only emergency first aid will be given.  In cases of serious injury, the student will be referred to 
the local hospital, unless parents have notified the school to the contrary.  Students must report 
all injuries to the teacher or staff member in charge at the time the injury takes place. 
 

MAKE-UP WORK 

Assignments made prior to absence are due upon return from the absence.  For pre-arranged 
absences, when made far enough in advance, the teacher will determine if work is to be done 
prior to the absence.   
 
Assignments, tests, and quizzes missed during the absence, and other projects are to be 
completed as arranged with the individual teacher.  
Following an absence, it is the student’s responsibility to find out about make-up 
assignments and tests. 
 

PARAPHERNALIA 
Possession of paraphernalia commonly used for tobacco and/or drug use is strictly prohibited. 
Possession of these types of items, whether intended or not, will result in an immediate 
suspension. Examples include: matches, lighters, rolling paper, etc.  
 
The principal/director/lead teacher must approve exceptions to the above. 
 

PERSONAL PROPERTY 

Personal property not essential to school should be left at home.  This includes, MP3 
players/IPODS, DVD’s, cell phones, Gaming systems or electronics of any kind.  Outlook 
Academy is not responsible for these items.  They will be confiscated and must be picked up by 
parent/guardian. 
 
First offense:   Seized for the remainder of the day; returned at the end of the school 

day. 
Second offense: Seized and parent must come and pick up the device. 
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Third offense: Device seized until the end of the school year, at which time the parent 
can make arrangements to pick up the device. 

 
 
 

PRESCRIPTION MEDICATION 
If a student is required to take prescription or over-the-counter medication during the school 
day, State Law mandates that the medication must be in its pharmacy container.  A medication 
administration authorization form and a written order from the physician’s office must be on file 
in order for any medication to be dispensed.  Any changes in medication must be documented 
by an order from the physician’s office.  
 
Upon receipt of written approval to do so from a physician or health care provider, a student 
may bring to school, possess, and use a metered dose inhaler or a dry powder inhaler to 
alleviate asthmatic symptoms, or before exercise to prevent the onset of asthmatic symptoms. 

 
REPORT CARDS AND GRADES  
Daily attendance, grades, classroom participation, punctuality, class attitude and effort, together 
with tests and final exams, are the determining factors used to evaluate the expected student 
outcomes for each class. 
A report card, indicating the student’s achievement, is issued at the end of each trimester.  
Progress reports are available by request from the school office weekly. 
Parent-Teacher conferences generally occur at the end of each trimester.  Final grades are 
given at the end of each trimester. 

 All “incompletes” must be made up within 10 school days or the grade is changed to the 
appropriate earned grade. 

 
RETENTIONS 

Students considered for retention in their grade will be handled on an individual basis.  Each 
case will take into account many factors, such as attitude, age, ability and maturity of the 
student as well as all core academic marking period grades for the entire year.  A warning letter 
will be sent out during the fourth marking period if a student is in danger of being retained. 

 
SEARCH AND SEIZURE 
Students should not expect privacy regarding items placed in school property because school 
property is subject to search at any time by school officials.  Whenever school officials have 
reasonable grounds to believe that a search will disclose evidence a student has violated or is in 
violation of school rules, a search may be conducted.  Any and/or all items, which may be used 
to disrupt or interfere with the safe, healthful and/or orderly conduct of school programs, 
discovered as a result of such a search may be seized. 

 
Students themselves, as well as their purses, book bags, and all other such personal property 
may be searched; and personal items, which are potentially dangerous, disruptive, or illegal, 
may be seized.  The school retains joint custody of its desks, carrels, and all other properties 
assigned to students for storage and other legitimate uses.  Desks, carrels, and all other 
properties are subject to periodic inspections, both announced and unannounced.  
 

 
SEXUAL HARASSMENT AND INTIMIDATION POLICY 
The board shall maintain a school environment for all employees and students that is free from 
discriminatory and/or sexual insult, intimidation, or harassment. 
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Any incident of discriminatory and/or sexual insult, intimidation, or harassment, in any form, will 
not be tolerated and shall promptly be reported by the employee or the student to the 
appropriate staff. Students should report any incident to any Staff Member. 
 
Any employee or student who engages in discriminatory and/or sexual insults, intimidation, or 
harassment shall be disciplined and counseled to refrain from such conduct. 
Disciplinary action shall be applied as outlined in employee contracts or handbooks. 
Definitions of Sexual Harassment: 
 
Sexual harassment can be unwelcome sexual advances; request for sexual favors; or other 
verbal or physical conduct of a sexual nature where: 

1. Submission to such conduct is made either explicitly or implicitly a term or condition 
of a person’s employment or educational development; 

2. Submission to or rejection of such conduct by an individual is used as the basis for 
employment or educational decisions affecting such individuals; and  

3. Such conduct has the purpose or effect of unreasonable interfering with an 
individual’s work or educational performance or creating an intimidating, hostile, or 
offensive working or educational environment. 

 

 
TECHNOLOGY REGULATIONS 
 
Outlook SDA Acceptable Use Policy 
Preamble: Outlook SDA provides access to technology resources including access to the Internet. These 
resources all interact internally within the district and externally to systems located all over the world. 
These resources have a limited educational purpose. This purpose is to provide access to electronic 
resources to promote and enhance student, staff and board member learning consistent with district 
educational goals and objectives. This acceptable use policy ensures that use of the network by students, 
staff and board members is done in an appropriate manner. Network use is a privilege and not a right. 
Users are obligated to respect and protect the rights of every other user and act in a responsible, ethical 
and legal manner. Failure to abide by this policy may result in loss of privileges, disciplinary action and/or 
legal action. 
District Resources: Educational technology resources consist of any two way interactive communication 
devices and voice/video, data, such as, but not limited to, telephones, computer hardware, computer 
software, communication lines and devices, graphing calculators, printers, CD-ROM devices, scanners, 
digital cameras, data projectors and any other technology devices. 
Internet Safety Measures: The Superintendent shall be responsible for directing appropriate District 
technology staff, or technology consultant staff, to bring all computers used by children and adults into full 
compliance with all federal requirements regarding Internet filtering software to assure that District 
discounts for Internet access and internal connection under the federal E-rate program are not 
jeopardized. Student Internet activities will be monitored by the District to ensure that students are not 
accessing inappropriate sites. Each District computer with Internet access shall have a filtering device or 
software that blocks access to visual depictions that are obscene, pornographic, inappropriate for 
students, or harmful to minors. 
Acceptable Uses/Net Etiquette: Acceptable uses consist of, but are not limited to, classroom activities 
as assigned and sanctioned by the school/teacher such as, research activities for classroom 
assignments, peer review of assigned work, or the exchange of project-related ideas, opinions and 
questions via e-mail, message boards and other means. 
Other acceptable uses include: 
1. Accessing information via the Internet for limited educational purposes such as: Local, state national 
and worldwide information and news; correspondence with scientists and scholars; collaboration with 
peers on projects and problem-solving strategies. 
2. Access, via the Internet, the Science Learning Network (SLN), Library of Congress, Educational 
Resources and Information center (ERIC), Smithsonian Museums, university library catalogues, and other 
like sources in the pursuit of legitimate curricular goals. 
3. Proper e-mail and Internet etiquette is acceptable and expected, and should include: 
• Being polite and courteous in all communications and language. 
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• Assisting others in the use of the system, and helping others who are looking for ideas or information  
• Posting and sharing information that is interesting and helpful to other users. 
• Always using the network as a resource to further one’s own education and that of others. 
• Being mindful of network security, and immediately reporting any bugs, errors, or security problems to 
the system administrator. 
Unacceptable Uses: Among “unacceptable use” items listed might be 
(This list is not intended to be all-inclusive): 
1. Transmitting or downloading any material in violation of any U.S. or state regulations. This includes, but 
is not limited to material that is copyrighted, threatening, harmful, sexist, racist, sexually explicit, obscene 
or protected by trade secrets. 
2. Accessing non-educational multi-use (chat rooms) talk sessions or a “recreational” game. 
3. Engaging in any unauthorized commercial activity, product advertisement or political lobbying. 
4. Use of the school’s equipment by for-profit business or non-school sponsored community activities is 
generally not acceptable. 
Applications for such use should be submitted by request and shall be reviewed on a case-by-case basis 
by the system administrators or advisory committee. 
5. Use of technology to distort the truth, to lie, or to misrepresent someone else. 
6. Use of any technology intentionally to harm or harass anyone. 
7. Vandalism – defined as any attempt to harm, destroy, or disrupt the operation of the network, 
hardware, software, or the data of any other use on the system or any other system. This includes, but is 
not limited to, the uploading, creation, or knowing transmission of computer viruses. 
Disclaimer: The school district makes no warranties of any kind, whether expressed or implied, for the 
services it provides. This includes loss of data resulting from delays, non-deliveries, missed deliveries or 
service interruptions caused by unforeseen network problems or a user’s errors or omission. Us of any 
information obtained via the Internet is at the user’s own risk. The district specifically denies any 
responsibility for the accuracy or quality of information obtained through its services. The district does not 
guarantee that materials stored on the system will be private. Network administrators may review the 
information stored on the system to determine whether it is being used properly. 
Safety Warning: As a school district participant, it is expected that you will be respectful of the rights and 
privacy of others. When engaging in activities on web pages, e-mail, and two-way communications, the 
following guidelines should be strictly adhered to: 
• Never ask for or give information about (you, friends, teachers, locations). 
o Never list personal information, pictures, last names, or rosters on web sites or web pages. 
o Never give your password to anyone for any reason  
o Do not reveal you identity in any way. This includes your name, personal address, phone number, 
location, city, school name, team name or any other information that may give others information to 
identify you in any way. 
o Do not reveal the identity of others. This includes their name, personal address, phone number, 
location, city, school name, team name or any other information that may give anyone information to 
identify others (friends, teachers) in any way. 
o Immediately tell an adult if you receive anything that is inappropriate, threatening or uncomfortable. 
o Never agree to get together or meet with anyone you meet online without permission of an adult. 
o Never send photographs or anything else with permission of an adult. 
o Never use, or accept, abusive language, threats, or harassment. 
o Never get involved with discussions on violence, hate issues, race or ethnic issues. 
• Never violate ethical issues. 
o Never send or receive software that you have not created. 
Consequences for Violation of Policy: Any user violating or demonstrating the intent to violate any of 
the guidelines set forth in the acceptable use policy may face disciplinary action. Depending on the 
nature and severity of the policy violation or number of past violations, the district may take one or more 
of the following disciplinary actions (possible consequences may be, but are not limited to, the following): 
1. Restitution 
• Replacement cost 
• Reimbursement of cost for repair 
• Reimbursement of technician time 
2. Restriction or loss of use of technology resources 
• If technology is an essential component of education or job function it should be revoked only as a final 
option. 
3. Legal action 



 - 25 -  

4. Law enforcement notification 
• Responsibility for unauthorized charges, expenses and fees 
• Mandatory training / in-service before further use is allowed 
Outlook SDA 
MS/HS Technology Acceptable Use Policy Agreement 
This form must be signed and returned to the school office before any school technology resources may 
be used 
I have read and hereby agree to comply with the Outlook SDA Acceptable Use Policy. I further 
understand that any violation of the policy is unethical and may constitute a criminal offense. Should I 
commit any violation of the policy, my access privileges may be revoked, and school disciplinary action 
and/or appropriate legal action may be taken. Name ___________ Date________ 
Signature___________________ 
Parent or Guardian (Must be signed if applicant is under 18 years of age): As parent/legal guardian of 
the student signing above, I have read and agree to the conditions set forth in the Outlook SDA 
Acceptable Use Policy. I understand that this access is designed for educational purposes. I also 
recognize it is impossible for Outlook SDA to restrict access to all controversial materials and I will not 
hold them responsible for materials acquired on the network. Further, I accept full responsibility for 
supervision if and when my child’s use is not in a school setting. I hereby give permission for my child to 
access school technology resources and certify that the information contained on this form is correct. I 
hereby ____Give ____Expressly withhold (Parent: Check one) permission for my child’s photo and/or first 
name only to be published on district web pages or the Internet. I ___ Do ____ Do Not (Parent: Check 
one) give permission for my child’s photo and first name only to be published on district web pages or on 
the Internet as part of a “team” or other large group photo. 
Parent or Guardian’s Name (Please Print) _____________________ 
Parent Signature Date ____________________________________ 
Account Name: ________________ Password: ___________ 
 
 

TELEPHONES 
School telephones are reserved for staff and emergencies only.  If it is determined to be 
necessary to use the telephone, an office staff member will make the call for you.  
 
UNAUTHORIZED AREAS 
Students are not to be in areas of the school that are not normally used during the school day.  
Some of these areas would include office, staff lounge/kitchen, cleaning/supply closets, parking 
lot and areas that are not visible from the school building and under direct supervision.  
Students in these areas may face disciplinary action.  If it is necessary to use the telephone, an 
office staff member will make the call for you. 

 
 
VALUABLES 
Items of value should not be kept at your desk.  If there is a need to bring valuables to school, 
they may be checked into the office.  The school is not responsible for valuables brought 
into the school by students. 

 
VISTORS 
Parent visitors are encouraged. Any person who is not an Outlook Academy student or 
employee must register in the office and wear a visible name tag assigned by office personnel. 
We request that appointments be made in advance to meet with the staff.  Student visitors 
require the prior written permission of the administration. 

 


