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INTRODUCTION

Welcome to ASMS!  We are delighted that your family is part of our school community and we look forward to a full and exciting year.

The purpose of this document is to provide a ready resource for parents and students to reference regarding school policies and procedures, academic policies, rules and regulations, communications, schedule of activities, school community contact information as well as other information that may be helpful during the school year.  It is important that students and parents carefully read the handbook and keep it as a reference.  

ASMS parent and student information is updated on a regular basis, potentially rendering printed documents out of date.  Please note that the most current information is always available online at www.tasms.com.  If you are unable to access information online please contact Elizabeth Barton during regular school hours at 962-0011 and she will be happy to provide any updates you may require. 
School Calendar and Key Dates

ASMS maintains the most current school calendar online at www.tasms.com.  The calendar includes vacation schedule, after-school activities, concerts and other events, parent meetings, committee meetings, etc.  Please refer to the website on a regular basis.  Any last minute changes to the calendar will be communicated to parents and students via email.

Faculty and Staff Contact List

ASMS faculty and staff can be reached via telephone on the ASMS main line at 962-0011.  If we are unable to answer your phone call, a directory of faculty extension numbers is provided.  Faculty email addresses are available at www.tasms.com.

POLICIES AND PROCEDURES
Student Attendance

Policy Statement:  We expect ASMS students to be at school and to report to their classes on time.  Frequent absences and tardiness can seriously affect any student’s academic progress, as well as their participation in our learning community.  The school requests that parents and students thoughtfully consider the effects of absences for reasons other than illness or family emergencies.  We also ask that medical appointments be scheduled after the school day ends to the extent possible.
Tardiness:  Homeroom begins promptly at 7:45 a.m. and students should plan to be in their seats at that time.  Students who report to homeroom after that time will be considered tardy.  All tardy students must report to the front desk with a note from their parent explaining the tardiness.  Tardiness is excused for medical reasons, family emergencies, bad weather and/or driving conditions, or religious commitments.  Repeated offenses will result in the tardy student missing the class that is in progress when he/she arrives at school.

Absences:  If a student must be absent from school, the parent or guardian of the student should notify ASMS before 7:45 a.m. to report the absence and request assignments.  When a student is absent and the family has not notified the school, ASMS staff will call the student’s home or the parent’s place of work.

When returning to school after an absence, students must have a signed note from their parent acknowledging the student’s absence from school.  If students do not have a signed note from their parent, their absence will be considered an “unexcused” absence.

Make-up Work:  Students are expected to make up work missed when absent.  Students are allowed a period of time to complete the necessary make-up work, to be determined by faculty members based on the amount of time missed and the amount of material missed.  In cases of extended illness, the family should ask the teachers for help in establishing a make-up schedule.  

Although teachers will make every attempt to help students make up work missed due to excused absences, they will not be obligated to accept late homework or to provide make-up examinations for students who have unexcused absences.

Early Dismissals:  Students who must leave school during the regularly scheduled hours should bring a note from home stating the time that the student needs to be excused.  This note should be presented at the front 
desk when the student arrives at school in the morning.  Parents are asked to meet and sign out their child if they must leave during the day.  If someone other than a parent or guardian is picking up a student, this should be indicated on the note, and the parent should provide a phone number for verification of the request.  
Extended Absences From School:  Parents should notify the school as early as possible if they expect any extended absences from school.   They should make arrangements to speak to the Academic Head of School and each of their student’s teachers.  Although ASMS will make all reasonable attempts to work out appropriate make-up work for the student, parents must realize that extended absences place a significant burden on the student, the teachers, the parents, and the entire learning community.

Weather-related School Closings:  ASMS will follow the decisions of the Corning-Painted Post school district with regard to weather-related school closings.  If CPP cancels school – ASMS will also cancel school.  If CPP has a weather-related delay – ASMS will have the same weather-related delay.  If CPP is in session – ASMS will be in session.  Please tune in to local radio and TV stations to check on the status of weather-related school delays or closings, as this will put an unnecessary burden on the school’s limited staff.  The district normally makes its decision on weather-related school closings by 6:30 a.m. Please check the CPP website at http://www.corningareaschools.com
or listen to a broadcast notice on one of these area stations:

· WCBA (1350am, 98.7fm)

· WCLI  (1450am)

· WENY (1230am, 92.7fm)

· WELM (1410am)

· WGMM (97.7fm)

· WINK (106.1fm)

· WSKG (89.3fm)

· WVIN (1380am, 98.3fm)

· WSKG-TV (Channel 46)
· WENY-TV (Channel 36)

· WETM-TV (Channel 18)

CPP will occasionally cancel school in advance due to expected cold temperatures, as opposed to poor road conditions.  In this situation, please check with the school to confirm whether ASMS will be in session or will be closed.

Dress Code
ASMS students are required to adhere to a school dress code.  Specifically, students are required to wear ASMS-logo schools shirts and khaki-color pants, shorts, or skirts.  Important details about the dress code follow.
· ASMS logo school shirts, either short or long sleeve, are available in a variety of colors.  Each student must have at least one red and one green shirt for school events.  Lands End has been selected as the supplier for ASMS school shirts.  Shirts may be ordered online, via fax or via mail.  You must use the Preferred School Number for ASMS when ordering:  9001-0672-5.  Information for ordering school shirts, sweat shirts, sweaters, and jackets is available on the ASMS website.
Please note that ASMS has a supply of slightly worn shirts, all of which are in good condition.  If you would like to take advantage of the school’s supply, please contact Elizabeth Barton at 962-0011.

· Khaki-color pants, shorts, or skirts may be purchased anywhere.  Khaki pants with or without pleats are acceptable.  However no cargo style pants or shorts may be worn.  Khaki-color shorts/capris/skirts may be worn before October 15th and after May 1st.  Shorts/skirts must be long (knee-length).  Pant and short styles should provide proper coverage (no bare bellies or backs) during normal school activities.

· Shoes:  Sneakers, “docker” style tie-up shoes, loafers, and flat dress shoes are permissible.  Open-toed and open-heeled shoes are not allowed.  Socks or tights should be worn at all times.  
Parents of students who violate the ASMS dress code will be notified and required to bring proper clothing before the student will be admitted to homeroom or first period class.
Bus Transportation and Access to Facilities

Bus Transportation:  The Corning-Painted Post School District, Horseheads School District, and Elmira City School District will provide bus transportation for students living in their district, subject to their normal policies.  The district policies are that middle school students are transported if they live more than one and one-half miles from school or bus stop.  Note that there is no transportation for students who live within the Corning city limits.  Parents who live in the district, and want to arrange for public school bus transportation to and from school should notify Kim Frock upon enrollment, or as soon as the need for bus transportation arises. 
If you have questions or concerns about the bus policies, please contact your district bus garage directly.  If your concerns or questions are not resolved to your satisfaction, you may notify ASMS and we will help to the extent possible. 

Student Drop-off and Pick-up:  

· Before School Begins:  The building will open to students at 7:20 a.m.  Students should not be dropped off at school before the building opens as there will be no supervision until the school building opens.  Students should be dropped off at the front door.

· During the School Day:  Parents dropping students off during the school day should park in the school parking lot and escort their student into the building.  It is advisable to call first because doors are locked during the day, and there are times when no one is at the front desk.  Please knock and be patient, or ring the bell if you don’t see anyone in the lobby.

· At the Conclusion of Classes, Monday - Thursday:  Classes officially conclude at 2:45 p.m. and students will be dismissed at this time.  If a student normally rides the bus he/she must have a signed note from a parent if he/she does not plan to ride the bus home after school.  The school will stay open and supervised until 3:30 p.m., Monday-Thursday.  Students who stay at school after 2:45 dismissal are required to use the time to work productively in their classrooms.  Students who are not studying will be asked to leave the building.  Students must be picked up by 3:30 p.m. Monday-Thursday.
· Friday Dismissal:  Classes officially conclude at 2:35 p.m. and students will be dismissed at this time.  There is no afternoon advisory or study period on Friday and all students must be picked up at 2:45 p.m. unless an appointment has been scheduled with an instructor. 

· On Weekends:  The school will not be open to students on weekends unless arrangements have been made in advance.

Policy Regarding Late Pick-Up:  Students who are not picked-up on time will be charged a late pick-up fee in the amount of $1 per minute.  Students must be picked up in accordance with the following schedule:

· Monday through Thursday at 3:30 p.m.

· Friday at 2:45 p.m., unless an appointment has been scheduled with an instructor

· Immediately following the dismissal time for extra-curricular activities, which will be communicated in advance

Due to safety and security reasons, an ASMS staff member is required to remain at school with any student who has not been picked up on time.  
A student will not be permitted to wait alone outside the building for a ride.   

Visitation:  ASMS welcomes parents to visit and observe the school, and join students and teachers for lunch.  We do ask that parents check in at the front desk so that we know you are in the building.   If a parent would like to observe classes, we ask that you schedule an appointment in advance with a school administrator. 

All other visitors must check in at the front desk and provide appropriate identification.  Visitors and prospective students who wish to observe classes should schedule an appointment in advance.  Please contact Elizabeth Barton or Kim Frock for assistance.
In The Event of an Emergency

Accidents:  Any accident that results in injury or damage to personal or school property should be reported immediately to an ASMS staff member who will provide assistance.  If someone is injured, students should contact a teacher or staff member immediately.  If there is a serious injury, or if someone is found unconscious, staff and students are instructed to pull the nearest emergency medical alarm.  Staff members will document all accidents on an accident report form.  

Fire Alarms:  Fire alarms are located throughout the building and should be pulled in the event that a student or staff member sees a fire in progress or detects smoke.  If an alarm is manually pulled, the person who pulls the alarm should report his or her actions to an ASMS staff member immediately.  Students are prohibited from using the fire extinguishers located throughout the building.  Only trained fire professionals are permitted by law to use the extinguishers.

Fire Drills:  Fire drills are a required safety precaution and will be conducted on a regular, although unannounced, schedule.  When the fire alarm sounds, all staff and students are required to leave the building quickly and quietly by the routes displayed in every classroom and activity room.  Students should remain quiet throughout the drill.  After checking all floors, the drill monitor will give the all-clear signal.  Students may re-enter the building at that time.
Conduct

Standards of Student Conduct:  ASMS seeks to maintain a secure, challenging and nurturing environment, where students develop a strong sense of integrity and respect for others.  In order to promote this goal, students are expected to take care in the language they use, the attitudes they express, and the behaviors they exhibit.  

The ASMS Standards of Student Conduct are designed to provide students with guidance to help them meet the goals and expectations of our community.  The school’s standards are based on honesty, respect, trust, and safety.  The list of rules and policies should be read carefully.  Violations of these rules will result in serious consequences, up to and including suspension and dismissal from school.  Students may also be required to make amends for any damage or harm that they cause to individuals and/or the ASMS community at large.  
The standards apply any time a student is on campus, any time a student is participating in or attending a school-sponsored event on or off campus, any time a student is officially representing the school, and any time a student is traveling on behalf of the school.  The following information will help students meet the standards for student conduct in key areas, but it is not intended to be an all-inclusive list of school rules.
Academic Honesty:  The Alternative School for Math and Science values honesty and all students are expected to produce academic work that is their own and is reflective of their knowledge and skills.  Representing another person’s thoughts, views or work as one’s own is dishonest and will be subject to disciplinary action by a teacher, administrator or both.  Examples of academic dishonesty include:

· Copying answers and responses from another student’s test;

· Using notes, references or information programmed into a portable computer during a test without permission from the teacher;

· Allowing one’s own work to be copied without the expressed permission of the teacher;

· Submitting homework assignments as one’s own that have been copied from other students’ homework assignments;

· Plagiarizing the words and ideas of someone else without acknowledging the source;

· Submitting an essay or report that has been written by someone else or purchased off the web.

The school’s expectations for academic honesty will be carefully reviewed the first day of each school year, and students will be asked to sign a pledge attesting to their honesty.  

Assignments that are Collaborative in Nature:  Frequently work will be assigned that is collaborative in nature and students are encouraged to work together.  Scientific inquiries, debates, research reports and art 
projects are the kinds of assignments that teams of students may jointly produce.  Although each student is expected to contribute equally towards completion of such collaborative assignments, the final product will naturally reflect the thinking of the team which is permissible.  

Harassment and Bullying:  ASMS will not tolerate the harassment of students or employees.  The school seeks to promote an environment free from actions and comments that demean a person on the basis of race, color, sex, sexual orientation, national origin, religion, age, disability, economic class, or personal qualities.  The following are some examples of inappropriate behavior.

· Obscene, suggestive, or demeaning remarks or jokes, verbal abuse, and insults

· Display of explicit, offensive or demeaning materials including but not limited to photographs, posters, T-shirts, flyers

· Unwelcome touching or violation of a comfortable level of personal space

If you feel that you are a victim of harassment, report your situation to Ms. Cole, Mrs. Frock, or Mrs. Hamilton.  Refrain from discussing the complaint with other students in order to maintain the privacy of all involved parties.  The school’s policy regarding harassment will be carefully reviewed the first day of each school year.  Students and parents will be asked to sign an acknowledgment indicating that they understand and agree to the policy.
Sexual Harassment:  ASMS strives to maintain an environment where students and employees can study, work, and live free of harassment.  In keeping with this standard, sexual harassment is strictly forbidden.  Unwelcome sexual advances, requests or sexual favors and other verbal or physical conduct of a sexual nature may constitute sexual harassment.  Examples of sexual harassment include:

· Sexual comments, jokes, gestures, or rumors

· Touching, grabbing, or pinching in a sexual way

· Display of sexual drawings, photos or graffiti

· Personal questions of a sexual nature

· Inappropriate messages communicated through any media, including a computer network

If you feel that you are a victim of sexual harassment, report your situation to a staff member or either Head of School.  Refrain from discussing the complaint with other students in order to maintain the privacy of all the involved parties.

Noise:  Due to the open architectural design of the building, students need to be quiet while in the hallways and in common areas so they do not disrupt classes that are in session.  

Language:  Profanity and abusive language are not acceptable.  Repeated offenses will result in disciplinary action.

Fighting:  Fighting is not tolerated.  All parties involved in a fight will be held accountable for their actions.

Property of Others:  Respect the property and rights of others.  Students should not open another person’s locker, nor should they tamper with items on or in another person’s desk, book bag, purse, or computer.

Prohibited Items:  The following items are prohibited.

· Drugs and Alcohol:  The possession or use of alcoholic beverages and the possession or use of illegal substances on school property or on a school trip is prohibited.  Inappropriate use of prescription medication or any mood-altering substances is also prohibited.  Students under the influence of alcohol or illegal substances face the same consequences as students in possession of these materials.  The administration shall investigate any allegations of alcohol or drug-related activity by any student and will take disciplinary action, which may include suspension or expulsion, against such student.  If a student or his family recognizes an ongoing problem with alcohol or drugs before this problem had been reported as a disciplinary referral, meets with a school administrator, volunteers to undergo professional evaluation by an agency approved by the administration and undergoes treatment if recommended by such an agency, ASMS will do all that is reasonable and appropriate to help such student.

· Tobacco:  ASMS is a tobacco-free campus and as such prohibits the use or distribution of all tobacco products by employees, students and visitors.  Possession or use of these products by a student will result in disciplinary action.

· Weapons:  The possession of weapons or explosives of any kind, or objects, tools, or devices that may be used as weapons is prohibited on campus and at any school-related activity.  Toy weapons are also prohibited.
· Inappropriate Personal Items:  Personal electronics that create an undue distraction, such as cell phones, IPods, and MP3s are not permitted at school.  Electronic devices being used without permission during school hours will be confiscated, and will be returned for a $5 payment. Other items such as water pistols, skateboards, and roller blades are not permitted at school and should be left at home.  Students who have questions concerning what types of personal items are permitted on campus should ask an administrator or a faculty member for clarification before bringing questionable items onto campus.  Exceptions for after school programs may be established.

Computer Usage

The computer is used in a broad range of activities at ASMS – from research using the Internet, to the preparation of multi-media projects, to using e-mail, to simply producing papers for courses using the computer as a word processor.  Because the computer is a wonderful tool, with such a broad scope of uses and resources, it is also a tool that can be misused.  The school has therefore developed the following responsible computing policy:

“The purpose of our computing services is to support the educational goals of ASMS and to serve the needs of the ASMS community.  All members of the ASMS community must use the computing and information resources responsibly, respecting the rights of other computer users, the integrity of the physical facilities and controls, and the pertinent license and contractual agreements.  

Access to ASMS’s computing facilities is a privilege granted to members of the ASMS community and may be revoked for violations of the policies outlined in the document.  Depending on the violation, ASMS students may also be subject to further disciplinary action.

ASMS reserves the right to limit, restrict, or extend computing privileges and access to its information resources.  ASMS accounts are to be used for ASMS related activities.  Commercial use of computer resources is specifically prohibited.

ASMS computing services users must guard against abuses which disrupt or threaten the viability of all systems.  Access to information resources without proper authorization from the data owner, unauthorized use of ASMS’s computing facilities, and intentional corruption or misuse of information resources are violations of this policy.”

The following rules apply to the policies listed above:

· Do not play games of any kind, either on individual computers or through the network.

· Do not copy software to the hard drives or server.

· Do not change the configurations set up on the computer.  The control panels, sounds, desktop setup, and general configuration have been set to best serve the needs of those using the computers.  Changing or reconfiguring any setting on the computer can cause problems that require management time and effort to resolve.  

· Do not personalize screen savers.

· Do not save documents to the hard drives.  All documents should be saved onto network drives.
· Do not use the computers to create, print, or distribute material that is inappropriate, malicious, or wasteful.  The computers, scanners, printers, and other hardware are to serve the academic needs of the school.  

· Do not print more than one copy of a document.  If you need more than one copy, requests should be made through Ms. Gillis or a faculty member.  If you encounter a printing problem, do not send the print command, but seek help after you have tried to solve the problem yourself.

· Do not touch anyone’s computer other than the one assigned to you.  Logging on to someone else’s computer will result in disciplinary action.  

· Do not share your password with anyone else.  Your account and your password are for your use only.  
· Do not send or forward messages over the net that are annoying or inappropriate (chain letters or smut, for example).

· Do not transfer or download inappropriate material.  Use of the ASMS intranet is exclusively for educational purposes.  Materials that are pornographic or offensive fall into this category.

· Do not download music or use your computer to play music CDs.  

· Commercial use of the ASMS intranet is prohibited.

Cyber Bullying
Cyber bullying is bullying through the use of communication technology like mobile phone text messages, e-mails or websites. This type of bullying can take place both inside and outside school.  Examples of cyber bullying include:
· Sending threatening or abusive text messages or e-mails, personally or anonymously

· Making insulting comments about someone on a website, social networking site (eg: Facebook) or online diary (blog)
 

Abusive language or images, used to bully, harass or threaten another, whether spoken or written (through electronic means) may be libellous, may contravene the Harassment Act 1997 or the Telecommunications Act 1984 for example. 
Any web, text, e-mail, video or audio message which bullies another pupil or member of staff will not be tolerated.  
The posting of photographic or video images of ASMS students or staff on any electronic sites is strictly prohibited.  This includes, but is not limited to Facebook, YouTube, websites, and personal blogs.  

SCHOOL COMMUNICATIONS

Communicating with ASMS

Calling ASMS:  The general phone number for the school is 962-0011.  Due to the limited administrative staff, you may reach the school’s voice mail when you call.  Unless it is urgent, please leave a message and someone will get back to you.  If you must speak with someone immediately, follow the directions on the voice mail system.  If you are calling to speak with a teacher to ask about your child’s school work, please leave a message and the teacher will get back to you.  
Reaching a Student:  Students may be reached during the school day using the main ASMS phone number.  Students should not be asked to come to the phone unless there is a family emergency.  Office staff will find students to leave messages from parents only in cases of family emergency.  All other messages will be delivered during breaks between classes, lunch, and immediately after school.  Please do not call your child on a cell phone during regularly scheduled school hours. You can also email messages to your child through their school email.
Website:  The website address for ASMS is www.tasms.com.  The ASMS home page is an excellent source of information about the school and school programs.  The website contains a directory and an email link for faculty, administrators, and staff, as well as an updated school calendar.  The Student and Parent Handbook, as well as admissions and financial aid application materials are also posted on the website.

Electronic Mail:  All ASMS students, faculty and staff have individual email addresses that are published and sent home to families for their use in communicating within the ASMS community.  Please feel free to contact any school personnel by email.  

Guidelines for Parent/Teacher Communication:  Teachers are encouraged to share information with parents to keep them advised of student progress or concerns.  Similarly, parents are encouraged to contact their child’s teachers with questions or information that will help the teacher to work successfully with the student.  If, for any reason, a parent is concerned about a specific situation involving his/her child, the parent should always first try to solve the problem at the level at which it occurred.  Once the parent has contacted the teacher or appropriate staff member to discuss the issue, they can contact the Head of School if these earlier steps were unsuccessful in resolving the problem.

Receiving Information from ASMS
ASMS provides information to parents and students through a variety of mechanisms.  

E-mail: E-mail is the main tool ASMS uses to communicate information to parents.  This information typically includes logistics, event announcements, reminders, policy changes/updates, requests for information, etc.  Please check your email daily for school correspondence.

Parent Meetings: Approximately 2 times per year, ASMS will hold all-school parent meetings.  These meetings are led by ASMS staff/faculty and cover matters of policy/procedure or other topics of significant concern to our parent community.  It is important that at least one parent from each family make every effort to attend. 

Homework – Online
Student homework assignments are available via a link on-line at www.tasms.com.  Students and parents should reference this information to identify any missed or pending homework.  In addition, parents may contact their child’s teachers at anytime to obtain information about homework or other assignments.  
ACADEMIC PROGRAM INFORMATION

Curriculum
Comprehensive curriculum descriptions for each grade level can be found on the school’s website at www.tasms.com. 
Assessment System

The basis for assessing students at ASMS is twofold.  Thoughtfully designed standards based assessments provide valuable information about students’ progress towards meeting ASMS learning objectives and the New York State Learning Standards.  Just as importantly, assessments at ASMS are used to improve classroom practice and the quality of learning for all students.  The dual purposes of the assessment program require that assessment be an ongoing process that provides multiple opportunities for students to demonstrate their knowledge and skills.  Some of the assessments will be indistinguishable from everyday classroom activities and will be used to help a teacher decide which students need additional support or which lessons need to be modified to ensure that students better understand important concepts.  Other assessments will be more summative in nature, meaning that they will be administered at the end of a unit and will be used to judge how ASMS students are performing against the school’s learning objectives.  

Eighth grade students at ASMS will take the Integrated Algebra Regents exam and foreign language proficiency exam, which are required for high school placement and credit.

All students at ASMS take the ERB exams, which are comprehensive diagnostic exams in English, mathematics, and writing.  These exams, which are offered through the Educational Records Bureau, are administered to private school students across the United States.  

Reporting System

A standards based reporting system, supplemented by written comments, is the primary vehicle used to report students’ progress towards meeting the school’s learning objectives.  The rationale for this type of reporting system is based on numerous research studies which make the case that thoughtful, criterion-based narrative feedback results in better student performance than numerical scoring or letter grades (Atkin & Coffee, 2001; Butler & Neuman, 1995; Cameron & Pierce, 1994; Kluger & deNissi, 1996).  Formal comments are developed by the faculty for each student three times per year.  They are based on multiple assessment indicators.  Faculty members then meet to confer about each student’s academic progress and to develop a faculty consensus statement that describes each student’s overall performance.  Parent/student/teacher conferences are held to review the narrative comments and to address issues and concerns about student progress.  At the conclusion of the conference, students collaborate with faculty members and their parents to set new learning goals.  Three mid-term assessments are also provided, although formal conferences are not scheduled at these times unless necessary.
Supervised Study Period

Teachers will be available every day from 2:45 – 3:30 p.m. for conferencing with those students who require additional instructional assistance, need to complete tests or make up assignments.  Scheduled conferences may be initiated by either the student or teacher.  

A supervised study period is also scheduled every Monday-Thursday from 2:45 – 3:30 p.m.  The purpose of the study period is to provide a quiet environment for students to complete their homework assignments and to work from their computers.  Students will be expected to remain in their assigned study period classrooms and will not be allowed in unsupervised areas of the building during the study period.  Students who are repeatedly disruptive will be asked to leave the school building at the end of regularly scheduled classes.

Advisory

It is vital to the healthy intellectual and social growth of middle school students that there be an adult who knows their strengths and challenges.  That person is the advisor.  Advisors are the students’ advocates on campus and serve as the primary liaison between home and school.  

At ASMS, advisory meetings are designed to support study skills, encourage camaraderie, and build a deeper sense of community.  Daily advisory periods focus on helping students organize their academic work.  Extended advisory periods occur weekly and provide students with an opportunity to discuss school events, academics, or topics of interest or importance to them.
Additional Student Information

Health Services

On-Site Care:  Due to limited staffing, ASMS does not have a nurse on staff.  In the event of student illness or injury which requires home care, school staff will attempt to contact a parent at work or at home.  If the parent cannot be reached, staff will call the “emergency contact” number provided by the parents.  If a student becomes ill during the day, parents will be asked to pick up the student as soon as they are notified.  A staff member will stay with the student until the parents arrive.  If the situation appears to be a health emergency, ASMS will call for emergency medical personnel in addition to calling the student’s parents.

NYS Health Requirements:  The New York State Department of Education requires a physical examination for all students entering grade 7.  All 7th grade students will be required to have a physical examination completed or scheduled prior to the end of the first week of school.  Completed examination forms must be submitted to the school to be included in the student’s permanent health file.  

New York State requires that all students who have not previously contracted the varicella virus (chicken pox) be immunized prior to entering 6th grade.  All new students must have a Tdap booster, and New York State also requires that all 7th grade students be immunized against Hepatitis B.  This immunization consists of a series of three shots with a required waiting period between shots.  All parents take note:  these shots must be completed by the end of the 6th grade school year so that the student can start 7th grade in the fall.    

Medicine in School:  No medicines, whether over the counter or prescription, will be administered in school without a medical release form signed by the parents and the family’s doctor.  This policy is designed to protect both your child, and the school – please do not ask school staff to make exceptions.

Prescription Medicine in School:  In order for a child to take prescription medicine during the school day parents must follow the following process:

· Make sure you have a signed Medical Release form on file at the school.

· Inform your doctor that the school requires written orders from him/her for administering the medication in school.

· The parents must give both the written orders and the medication to school staff
Class Meetings

All students meet together on a weekly basis under the leadership of the Heads of School and Student Government.  These meetings are designed to foster communication within the school and to allow students and teachers together to discuss issues of importance to the school as a whole.  Sometimes these meetings focus on upcoming events and how to approach them in the most positive way possible.  A variety of issues may be discussed which include student conduct, peer pressure, the honor code, and how to work collaboratively.
Community Service and Outreach

Our community service and outreach program is a critical aspect of student life at ASMS.  

Each year ASMS identifies and partners with local service organizations whose needs can be well met by our student volunteers.  Partner organizations have included American Red Cross, Salvation Army, Southeast Steuben County Library, Food Bank of the Southern Tier and Watson Homestead Conference and Retreat Center, and Founders Pavilion.   

All students are required to contribute a minimum of 40 hours of community service each calendar year beginning in June.  Students are provided ample opportunities to accumulate hours through a combination of school-wide service projects and small group projects.  Students are expected to achieve the remaining minimum required hours through independent individual projects.

School-Wide Activities

Almost half of our students’ community service requirement is met through participation in up to five school-sponsored community service days.  On these days, morning classes are replaced with a school-wide community service project.  

With support and supervision from parent volunteers, ASMS students have packed food for the hungry, prepared disaster kits for local fire and flood victims, cleared trails and painted buildings for a local retreat center, and provided entertainment for the elderly. 

Independent Individual Activities

Many students are involved in some type of community service before they come to ASMS.  You may already be contributing by being involved in activities including:

· Raising funds for MS Walk, CROP Walk, Cancer Research Programs, etc.

· Donating time without pay to a church, temple, library, scouting organization, cultural events, helping friends and neighbors, etc.

All of these activities count towards a student’s community service requirement at ASMS.  
Please refer to the school’s website for more information regarding the community service program and opportunities for parents to assist.
Food at School

Lunch Program:  Students are required to bring a lunch Monday through Thursday.  Lunches must be stored in your student’s locker.  The consumption of soda is strongly discouraged.  Pizza will be available on Fridays.  Students interested in purchasing pizza should sign-up for pizza on Thursday morning before classes begin.  Students may deposit money on account with the school to cover the cost of pizza.  

We are proud of our building and the lunch rooms, and we urge all students to develop the same pride for it.  All students need to help keep it clean and neat.  When each student is finished eating, please deposit all trash in the receptacles provided and pick-up food and trash left on the tables or the floor.  Students will be assigned to wipe off tables and return chairs to their proper places on a rotating basis.  
Act appropriately and respect the rights of others.  Boisterous behavior is not tolerated and could result in disciplinary action.  Proper table manners and constructive, polite conversation are expected of all.  Students will be dismissed from the lunch rooms no more than five minutes before the beginning of the next class.  If a student needs to leave the lunch room early, he or she needs to obtain permission from a faculty member.
Snacks:  Students are permitted to bring their own healthy snacks to school and are expected to eat all food in the designated lunch rooms or pantires. If students are hungry after classes, they are encouraged to bring a snack to eat before study period.  There is limited time between classes, but students may quickly eat a snack in designated pantry areas during the day.
Library

The library facilities offer students a variety of reading, resource, and reference materials.  There is a table with chairs where students may read quietly or do library research.  

Students are expected to work quietly while in the library.  Since using the library is a privilege granted to all students, respect for others and their right to work is required.  Students unable to work quietly and purposefully or who are disruptive will be asked to leave the library.  

Books may be checked out by students, and those books become the student’s personal responsibility.  Students are expected to reimburse the school for books that are lost or damaged while in their care. 

Lockers

All students will be assigned lockers on the lower level or 2nd floor of the building to hold their books and school materials.  Backpacks, coats, and all school materials should be stored in the lockers when they are not being used in class.  Books and personal items should not be left on the classroom tables and desks overnight.  

Students should not put locks on their lockers.  At no time is a student to open or go through another student’s locker.  The removal of items from another student’s locker, or the placement of unwelcome items in another student’s locker, will result in disciplinary action.  

Release of Student Records

Upon written request of the parent, the school will send copies of teachers’ final reports, health records, and standardized test results to outside agencies, childcare specialists, or other schools.  The School will not release copies of Admissions materials or correspondence.

Parent Participation

Parent participation is an integral part of our school’s success.  To this end, parents of each student are required to contribute 25 hours of volunteer service to the school or make an additional payment of $500.  Parent participation activities include any volunteer time that is directly tied to student activities.  Examples of qualifying volunteer time include lunch hour supervision, study hall supervision, science project supervision, accompanying students for field trips and/or ASMS sponsored community service activities, etc.  Parents who have not provided any volunteer service by mid-year will be invoiced for a partial payment.
Other School Participation Opportunities

In addition to these activities, ASMS counts on parent support to provide expertise as we grow and operate our school. There are opportunities to participate in a number of parent-led committees including community service, marketing, parent organization, graduation and school trip, among others.  For more information on ways to support ASMS, please refer to the ASMS website or contact Kim Frock.      
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Receipt and Acknowledgement Form
I have read the ASMS Student and Parent Handbook and understand its contents.  I agree to follow the rules and policies contained in the handbook.  I understand that violation of ASMS policies may result in disciplinary action and the loss of privileges at ASMS on a temporary or permanent basis.

Student Signature:  ____________________________________________________

Parent Signature:  _____________________________________________________

Date:  _________________________________________________________________

Please return your completed acknowledgement form to Elizabeth Barton.
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