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WELCOME TO ALLEN HIGH SCHOOL

This handbook has been prepared for all students, teachers, and patrons as a guide in matters which we must all
understand for good citizenship and efficiency in our daily school life. Many questions which you may have
can be answered in this book. Other questions should be directed to members of the faculty or administration
for clarification. Our hope is that this will be a great and productive school year. Also, it is hoped that Allen
High School will be a better institution because of you having been a part of its student body. Be courteous,
considerate, and thoughtful to all students and teachers. School is what we make it.  Be proud to say, “This is
my school!”

ALLEN SCHOOL CALENDAR

August 16-18 Professional Days #1-#3
August 19 First Day of School
September 6 Labor Day—No School
October 12 Parent/Teacher Conf. (3:05-9:05)
October 13-15 Fall Break
November 22-26 Thanksgiving Break (No School)
December 17- January 3 Christmas Break (No School)
January 4 Professional Day #4
January 5 Classes Resume
February 18 No School
March 10 Parent/Teacher Conf. (3:05-9:05)
March 11-18 Spring Break (No School)
April 15 Good Friday (No School)
April 29 No School (Snow Day)
May 10 Last Day of School
May 11 Professional Day #5
May 14 Graduation 10:00 a.m



COVID-19 Protocols and Guidelines
Daily Screenings
Parents are responsible for screening their child daily before they come to school making sure that the answer to these questions is no--

1. Does your child have a temperature of 100 degrees or more?
2. Does your child have a sore throat?
3. Does your child have a cough?
4. Does your child have a loss of smell or taste?
5. Does your child have shortness of breath?
6. Does your child have close contact with a positive COVID case?

If a parent sends their child to school, they are certifying that their child is healthy and symptom free.
At School Procedures
Any student who exhibits a fever of 100 degrees will be instantly isolated in a predetermined isolation room and immediately sent home.
After being sent home, the student can not return to school until one of the following criteria is met:

● Without COVID testing, the student can not attend school for 10 days.
● After a negative test, the student can return to school after 24 hours of being fever free with no fever reducing

medication.
The student will become a distance learner and will be counted present while completing their work digitally as provided by their teacher.
The student will be entered into a Google form accessible only to necessary school personnel.
Positive Case

1. Consult the county Health Dept to begin contact tracing.
2. Communicate to staff
3. Communicate to applicable parents depending on classroom arrangement.
4. Thoroughly sanitize classroom
5. Positive case classroom goes on distance learning for 14 days while those students are quarantined. If the student has siblings,

the siblings will be quarantined as well.
6. If the attendance of the campus and/or district where the positive case occurs reaches a 35% absenteeism rate, the campus and/or

district will go to distance learning for 14 days. The count starts on the first day of distance learning.
7. Grab and Go meals will be provided starting on Day 1 of distance learning. Delivery schedule will be dictated by the district’s

Child Nutrition capabilities.

INSURANCE
Allen Public School, by law, is unable to provide health and accident insurance for students. Allen School is not responsible for accidents
or injuries that occur at school or at school sponsored activities.

LOCKERS
School lockers are provided for storage of textbooks and personal property not of extreme value. These lockers are provided as a
convenience only. The school district assumes no responsibility for theft and/or damage to items stored in the lockers. Lockers will be
assigned the first day of school. If a student chooses to put a lock on his/her locker, a key or combination must be turned in to the
Principal's secretary in the high school office. Lockers are subject to be searched at any time.

DELIVERIES
Any deliveries such as gift baskets, flowers, etc. delivered to students at school will be kept in the office until the end of the school day.
Helium balloons will not be allowed at school or on the bus at any time. This is a distraction to the bus driver.

TELEPHONES
Students will not be called to the telephone during school hours. All messages must be received by 2:00 p.m. Any messages received after
2:00 p.m. may not be delivered until the following school day. Students and families are to make after-school arrangements prior to
coming to school. Students will be permitted to return emergency calls only. Students will not be excused from class to make telephone
calls unless the teacher determines it an emergency situation. Students are not to use phones in the classroom; they must come to the
office.

SCHOOL VISITORS
NO visitors are allowed on campus. This ensures the safety of students from strangers. Parents are always welcome at Allen High School,
but we ask that all teacher conferences be scheduled through the office in advance of the visit. Teachers have specific conference periods
and all conferences are to be held during that  assigned time.



MEDICATION
Medication must be kept in the school office. Designated school personnel may, after receiving written authorization from a
parent/guardian, administer medicine sent from home according to the directions listed on the label or as directed by a physician. No
medicine will be administered without written permission from the parent/guardian. Student medication needs to be bottled in its original
container with clear directions for administration on the label (either prescription or over-the-counter). Student medication will not be kept
for the following school year. Topical skin preparations such as Neosporin, Benadryl spray, hydrocortisone cream, or other first aid
remedies may be applied to students at the discretion of designated employees if deemed necessary and appropriate. If the parent does not
want their child to receive such medications, the parent must notify the school secretary at the beginning of each school year.

SELF-ADMINISTRATION OF INHALED ASTHMA MEDICATION OR OTHER EMERGENCY MEDICATION
Self-administration of inhaled asthma medication by a student for treatment of asthma is permitted with a written parental and physician
authorization, available in the principal’s office. The signed statement from the prescribing Physician treating the student shall:
1) verify the student has asthma;
2) state the student is capable of and has been instructed in the proper method of self-administration of the medication;
3) if prescribed, allow the student to possess at all times and use the prescribed medication as directed.
Other emergency medications (such as glucagon or epi-pens) that must be carried by the student will be required to have the same
parent/physician authorization completed. A return demonstration checklist will be completed with the school nurse and will stay in the
student's file for the current school year. Permission for the student to carry the above medication(s) will be effective for the current
school year only. Parents or guardians are strongly encouraged to provide back-up medication(s) to be stored in the secretary’s office in
the event the student is without their medication(s), or if additional doses would be required in an emergency situation. Allen School and
its employees incur no liability as a result of injury arising from the self-administration of medication by the student.

MENINGOCOCCAL MENINGITIS
School districts are to provide information about the risk of meningococcal meningitis to parents of students in grades six through high
school (SB 1467). Meningococcal disease is a rare but sometimes fatal disease caused by a bacterium. An information sheet is available at
Allen School concerning this disease and vaccines. Parents can get more information from local county health departments, The National
Meningitis Association the Oklahoma State Department of Education search: Meningitis; or
The Centers for Disease Control www.cdc.gov/disease conditions.

HEAD LICE
Screening for head lice will be conducted any time evidence is found of an infestation. The parent of children with active cases will be
contacted immediately and asked to take the student home. If the parent cannot come to school, the student will be sent home at the end of
the school day with a letter of explanation to the parent.
Information about treatment, medications, and prevention will be provided to the parents of infested students. Parents may consult their
physician or health clinic for recommendations on head lice treatment. The student will be readmitted to school with official notice from a
physician, medical clinic or the State Department of Health. Students must check in through the office upon returning to school and
present certification of treatment. If a student is checked by a physician or at a health facility, the parent must present a notice stating that
the child is no longer afflicted with head lice. Admission will be denied if the student is found to have an active case of head lice.

ATTENDANCE
One of the most important factors contributing to the success or failure in school is attendance. Regular attendance is a must if the student
expects to succeed in class work. Students should be prompt to each class. Students not in class, when the bell rings, will be considered
tardy. In order for a student to be counted present for a class, the student must be in the classroom no less than 40 minutes. Three tardies
equal one absence. Students who come to school late must report to the office and sign in before going to class (even if you arrive during
a class change). A student may not miss more than ten (10) days during a semester. Students missing more than ten (10) days during a
semester will not receive credit for that class and must retake that semester of classes. According to the Oklahoma School laws, a parent
or guardian may be fined for failing to keep their children in school until they are past their 18th birthday. State law requires that students
who are not present at least eighty percent (80%) of the time be reported to the Office of Juvenile Affair.

TRUANCY COURT
Attendance is tracked daily, and we participate in Truancy Court through the Pontotoc County District Attorney.  Parents/Guardians, you
will be notified in writing when your student’s attendance becomes a concern. If your student’s attendance entries become excessive, a
referral will be made to the District Attorney, and the parent will be responsible for appearing in Truancy Court.  An attendance entry
includes: Tardies (arriving after 8:05), Leaving early (any time before 3:05), or Absences. Communication with us is key. Absences are
documented with the reason for the absence if we receive a phone call or a note. Those reasons are taken into consideration before a
referral is made to the District Attorney.

ACTIVITY ABSENCE
School sponsored activities are not counted as absences on attendance. The maximum number of absences for activities, whether
sponsored by the school or outside agency/organization, which removes students from the classroom shall be ten (10) for any one class
period during the school year. Sponsors of all activities which require a student to miss his/her regular classroom attendance are requested



to use caution in scheduling activities that require the student to miss school. Teachers at all times must encourage students to attend
school and remind students of the importance of education.

HOMEWORK
All work missed during a period of absence may be made up. It is the student's responsibility to obtain the missed work and the teacher's
responsibility to assist the student. If the student is going to be absent for at least three days, homework must be requested by calling the
principal's office. Students will have 1 day per absence to make up assignments. If assignments are not completed within this time, no
credit will be given. Any assignments or tests announced prior to the student's absence must be made up the day the student returns to
class.

HOMEBOUND STUDENTS
With extended illness, injury, or other justifiable reason causing excessive absences, parents must make arrangements with the principal
for a homebound program or other agreeable measures. Such programs require a recommendation by a physician.

WITHDRAWAL FROM SCHOOL
A parent's consent is necessary before a student will be allowed to permanently withdraw from school. The student must pick up a
"Student Withdrawal" form in the office and have each of his/her teachers complete and sign the appropriate space on the form. When the
completed form is returned to the office, final withdrawal will be processed. Students are to make sure all charges are paid in the cafeteria,
library, and school property (textbooks, library books, etc.) is returned. School records will not be sent to the receiving school until all
Allen School property is returned.

DAILY SCHEDULES ARRIVAL/DISMISSAL
Upon arrival on campus, the student is to go to the lunchroom, a classroom for “extra help”, or an approved area to wait for the first bell.
Sitting in a vehicle or loitering in the parking lot is not permitted.  During inclement weather (very cold or rainy) the building will be open
to all students as soon as the first bus arrives.  Students who arrive before 7:45 a.m. will be unsupervised outside the building, therefore
we ask students not to arrive at school before 7:45 a.m. Students who arrive after tardy bell are to check in at the principal's office.  School
is dismissed at 3:05 p.m.

LUNCH
Families may apply for free or reduced meals by filling out an application. If the application is approved, the assistance for reduced or free
meals will take effect upon the date of approval.

CLOSED CAMPUS
Our school invests a great deal of time and effort in keeping track of students and ensuring their safety. It becomes particularly difficult
during lunch time when students wish to leave the school campus for lunch. Students may bring lunch from home and eat in the cafeteria
or out on the picnic tables in the mall area. No other outside food or drink will be allowed on campus. Students will be allowed to leave
campus for lunch ONLY if a parent/guardian is present and accompanying them. The parent must also check the student back in after
lunch. Students that leave for lunch must eat lunch off campus and bring no outside food or drink back to campus. Students will not be
allowed to call parents to check out for lunch

DISCIPLINE POLICY
One of the goals of Allen High School is to provide a safe, orderly environment that is conducive to optimal learning. The teacher is
charged with the responsibility of quality instruction in the classroom and is given the authority to discharge that responsibility. The
teacher may administer or prescribe punishment consistent with school policy and posted classroom policy up to, but not including
suspensions from school or the class. Students are reminded that the teacher has control over them at school functions. Any refusal to
obey a request or demand of a teacher will be considered a serious violation. A positive school environment is the responsibility of all
who work in the school. A school that provides opportunities for students to learn concepts, practice skills, and experience some degree of
academic success tends to have fewer discipline problems. Student behavior problems are looked at as a symptom of other problems.
Emphasis is on positive behavior and rewarding such behavior as well as practicing preventive measures.

PUBLIC DISPLAY OF AFFECTION
Students are to refrain from kissing, fondling, and hugging on school property or at any school sponsored event. Restriction is not placed
only on boy/girl relationships, but all students are expected to demonstrate appropriate restraint. Proper conduct is expected at all times.
Students not following this request will be placed in detention. If there is a second offense, the students involved will be dealt with
according to the situation when caught. The students may receive in-school or out-of-school suspension. In all cases the parent/guardian
of both students involved will be requested for a parent conference to discuss the incident(s) with the Principal.

CHECKING OUT FOR THE DAY
Allen has a CLOSED CAMPUS. When a student arrives on campus, he/she is to remain on campus until the completion of his/her school
day. Before leaving campus, a student must have parental permission and clearance through the office before signing out. The closed



campus policy has a paramount goal: the safety and welfare of students. ANY STUDENT LEAVING CAMPUS WITHOUT FIRST
CHECKING OUT THROUGH THE OFFICE WILL BE CONSIDERED TRUANT.

SCHOOL DRESS
Appearance is an important factor in school. A reputation is gained by the effect of appearance and actions.
1) Clothing or physical appearance that is unconventional, provocative or inappropriate will not be permitted.
2) No tank tops, low-cut blouses, or midriff shirts. There should be no visible undergarments.
3) Clothing with any representation of alcohol, drugs, tobacco or any sexual reference will not be permitted.
4) No pajama pants are permitted. House shoes with rubber soles will be allowed.
5) Headwear is not permitted inside buildings.
6) No sunglasses are permitted inside buildings.
7) Shorts, dresses, or skirts must be a minimum of mid-thigh in length.
8) All holes or tears in clothing must be below mid-thigh.
9) Leggings, jeggings, yoga pants, etc. may be worn with an outer garment that covers to mid-thigh length.

ALLEN SCHOOL DRUG-FREE PREVENTION PROGRAM
The Allen Board of Education and Administration considers the possession and/ or use of illicit drugs and / or alcohol unlawful, wrong
and harmful to the health of students. Therefore, in order to create and manage a drug free school environment, the following policies will
be enacted:
1) All illegal drugs and/or alcohol are prohibited on any campus of Allen Public School.
2) Any student using, distributing, or harboring a controlled substance will be disciplined according to the policies stated in the Allen

School Board Policy Manual
3) Allen Public Schools will publish in its handbook the Allen School Board Policy for a Drug Free Campus and its policies for students

who are in violation of this policy.

USE AND POSSESSION OF TOBACCO PRODUCTS INCLUDING VAPES.
Smoking and the use of smokeless tobacco, vapes, e-cigarettes are not permitted on any school bus, within any school building, on the
athletic field, or while students are involved in any school related activities. Students shall not have in their possession tobacco products
during school hours or at any school activity.

GANG RELATED BEHAVIORS
Students will not use or bring gang affiliation on the school campus. This includes the use of hand signals/gestures, gang affiliated
clothing, logos, symbols, and related paraphernalia.

WEAPONS AND DANGEROUS INSTRUMENTS
A student shall not knowingly possess, handle, or transmit any object that can reasonably be considered a dangerous weapon as defined by
the laws of the state of Oklahoma. Examples of this would include knives, guns, or other weapons, dangerous instruments, fireworks, or
any other object that can reasonably be considered a weapon. Disciplinary actions will be taken by the proper school officials, regardless
of whether charges result, if the misconduct occurs during the school hours, on school property, or at any school sponsored activity. It is a
violation of federal law to bring a firearm on or within 1,000 feet of school property. Violators are subject to imprisonment for up to five
(5) years, a $5,000 fine, or both fine and imprisonment. Violators will be prosecuted to the full extent allowed by law and / or may be
suspended by the principal or superintendent for a period not to exceed the current school semester and the succeeding semester. Any such
suspension may be appealed to the Board of Education of the Allen School District. The principal shall also notify the appropriate law
enforcement agencies of students in violation of this regulation. Those students will not only be liable to the local school district but also
to the State and federal authorities.

SEXUAL HARASSMENT
It is the policy of the Allen schools to maintain a learning and working environment that is free from sexual harassment. Sexual
harassment consists of unwelcome sexual advances, requests for sexual favors, and any other inappropriate verbal or physical conduct of
sexual nature. Anyone found to be using this type of harassment will be reported to the Superintendent and the Board of Education. The
incident will be thoroughly investigated and a hearing will be held to determine the consequences for the action. If you feel you have been
sexually harassed, report the incident to the Principal or Counselor immediately.

DEFIANCE
Defiance is the refusal to obey authority. Students who openly defy any member of the school staff will be disciplined. Even if the student
believes the teacher, staff member, administrator to be wrong the student is to obey the direction given. The student always has the right to
appeal the direction or referral, however, the student is to follow proper procedures in stating his/her case. The place to resolve such
disagreements is in the principal’s office, not in front of a class of students, in the hall, cafeteria, or in any other public place.



NON-DISCRIMINATION
Section 504 of the Rehabilitation Act of 1973,29 U.S.C. 794: "No otherwise qualified handicapped individual shall, solely by reason of
this handicap, be excluded from the participation in, be denied the benefits of, or be subjected to discrimination under any program or
activity receiving federal financial assistance. "Title VI of the Civil Rights Act of 1964, 45 USC. 2000d through 2000d-4: "No person in
the U.S. shall, on the basis of race, color or national origin be excluded from the participation in, be denied the benefits of, or be subjected
to discrimination under an educational program or activity receiving federal financial assistance. Title IX of the Education Amendments
Of 1974, 20 U.S.C. 1681-1683: "No person in the U.S. shall, on the basis of sex, be excluded from the participation in, be denied the
benefits of, or be subjected to discrimination under any educational program or activity receiving federal financial assistance."

DRIVING TO AND FROM SCHOOL
Students who drive to school must park in a designated parking area and the vehicle must not be moved until school is dismissed. If a
student does not follow this procedure, they will not be allowed to park on campus. Students are not to continuously drive around the
school. posted speed must be observed at all times. Students are to refrain from fast take-offs that throw dirt and gravel. Our campus has
over 250 children that walk to and from school and to buildings on the campus; reckless driving could endanger the life of the students.
Students that attend the Pontotoc Technology Center must ride the provided bus to and from Pontotoc Technology Center. Students must
remain at school after the bus arrives. Students must make prior arrangements with the principal to drive to Pontotoc Technology Center
by filling out permission forms that will be kept in the HS office.  Students driving to the softball field must fill out a permission form that
will be kept in the HS office.  Any student seen driving or riding in a vehicle without authorized permission will receive punishment and
the parents of all students will be called. Driving is a privilege, not a requirement. Further violations will cause indefinite suspension of
driving privileges.

SCHOOL BUS PASSENGERS
1) Use a safe route in walking to and from the bus Stop. Walk facing traffic if at all possible.
2) Be on time to catch the bus. Students must be at the bus stop when the bus arrives.
3) Always use the handrail when getting on or off the school bus.
4) Be seated immediately.
5) Keep the aisle clear.
6) Keep all parts of the body inside the bus at all times.
7) Do not throw things out of the bus windows.
8) Do not eat or drink while on the bus.
9) Do not be loud or boisterous.
10) Absolutely no horseplay allowed on the bus.
11) When unloading, always walk to the front of the bus and wait for the driver to motion you across the street.
12) Do not walk behind the bus when it is loading or unloading.
13) No balloons will be allowed on the bus at any time. This is a distraction to the driver.

PENALTIES FOR MISCONDUCT ON THE BUS MAY INCLUDE:
First Offense: A warning
Second Offense: suspension or expulsion from riding the bus.

STUDENT APPEALS PROCEDURE
Any student who has been suspended for 10 days or less, the student or the student's parent(s) may appeal the suspension to the respective
building suspension committee. Any student who has been suspended for more than 10 days, the student or student's parents may appeal
the suspension to the board of education.
The following procedures shall govern the appeals process:
1) The student or the student’s parent(s) shall notify the superintendent as soon as possible following the notice of intent to suspend their

intent to appeal the suspension.
2) Upon receiving notice of student(s) or parent(s) intent to appeal, the superintendent shall advise the suspension committee (short

term) or the president of the board of education (long term). The appeal shall be heard within 10 days from the date the notice of
intent is filed with the superintendent.

3) During the hearing of the appeal, the student may be represented by legal counsel or other adult representative; may examine
witnesses on his/her own behalf; cross examine opposing witnesses, and offer evidence in his/her behalf (including the student's own
testimony)

4) The suspension committee (short term) or the board of education (long term) shall uphold the suspension, modify the terms of the
suspension, or overrule the suspension. The student and the student's parent (s) shall be notified within five school days of a decision.

APPEAL FOR REINSTATEMENT
Students suspended for the remainder of a semester, or more, may petition the superintendent for reinstatement. The superintendent may at
his/her discretion; schedule an informal hearing with the principal. The student may present evidence of attitude or behavior modification
which would support reinstatement. The superintendent and principal may or may not reinstate the student. A written report of the
informal hearing will be submitted to the board of education.



PROM
The Junior-Senior Prom will be held in the spring. The junior class and their sponsors are responsible for the prom. It is the responsibility
of the junior class and sponsors to earn the money for the prom and banquet. Classes should start early in the freshmen year earning
money toward the prom and banquet. Only two fundraisers are allowed their junior year; Therefore, classes should plan ahead for this
event.  The prom is a privilege, not a requirement. Don't lose the privilege!
The guidelines for the prom are:

1) Only juniors and seniors and their dates (no one below a freshman) will be allowed to attend the prom.
2) All outside dates must be pre-approved by the principal before they will be allowed to attend. 21 years of age is the limit for

outside dates.
3) All students and their dates must fill out the proper form. Students who do not fill out the proper form before the deadline will

not be eligible to attend the prom.
4) Once the student leaves the prom, they will not be allowed to return.
5) Formal attire is required for attendance.
6) The sponsors have the right to refuse entry to anyone suspected of being under the influence of drugs or alcohol.

IF YOU ARE IN OUT OF SCHOOL SUSPENSION, YOU WILL NOT BE ALLOWED TO ATTEND THE PROM.

DANCES
The wearing of any articles of clothing deemed inappropriate by school officials will not be allowed.

ATHLETICS
1) Guidelines and Eligibility Rules
2) For participation in athletic competitions, students must be present 90% of the time.
3) Students must be in school for a minimum of 4 class periods on the day of an athletic contest in order to participate in the game.

If you are too sick to be in school, you are too sick to participate in a competition.
4) All participants must have a doctor's certificate of examination and the signed parental consent form. All coaches will have a

copy of the physical and the consent form at all games.
5) To be eligible to participate, students must have a passing grade in all subjects each week.
6) Students will be under the direct supervision of the coach at all times.
7) All participants will ride the bus to the event and will return on the provided bus.
8) The bus may stop a reasonable amount of time for students to eat when returning from an away game. This will be left to the

discretion of the drivers and coaches.
9) Only students involved in the activity will be allowed to ride the bus. The coach's responsibility does not end until all students

are delivered to their parents.

GRADING SYSTEM

Percentage Grade Unweighted

90-100 A 4

80-89 B 3

70-79 C 2

60-69 D 1

Below 60 F 0

GRADE REPORT
Students' academic progress can be monitored online by parents through the school's website: www.allenmustangs.org Parents may
request a progress report from the office. Report cards will be mailed to the parent or guardian.

SEMESTER EXAMS
Semester exams are given during the last week of each semester. A student may be exempt from their semester test if he or she has:
A and 4 or less absences
A or B and 3 or less absences
C or above and 2 or less absences

PERFECT ATTENDANCE
A student will be awarded a perfect attendance certificate at the end of the school year provided that they are not absent or tardy in any
class for the entire school year.



CLASSIFICATION
Completion of six (6) units is required for sophomore classification
Twelve (12) units for junior classification
Eighteen (18) units for senior classification

GRADUATION REQUIREMENTS
The law requires students entering the 9th grade to complete a college preparatory/work ready curriculum, unless the student's parent or
legal guardian approves the student to "opt out" of the college prep/work ready curriculum.  All parents of students who choose to “opt
out” entering their freshmen year are required to fill out a form indicating this choice. Any student in grades 10-12, who is new to Allen
High School, or decides to“opt-out” of the college preparatory/work ready curriculum must also fill out this form. This form is available
in the counselor’s office or the school website and must be done prior to enrollment.

GRADUATION CHECK
At the beginning of each semester of the senior year, all 12thgrade students will meet with the counselor to complete a graduation check. A
copy of each check will be given to the student by request. It is the responsibility of the student to keep his/her parents aware of the
requirements needed to graduate. A student who does not meet the requirements for graduation will not participate in the graduation
ceremony.

CORRESPONDENCE/SUMMER SCHOOL/ONLINE
In grades 10-12, in order to make up failed classes or to meet graduation requirements, it may be necessary for a student to enroll in
correspondence classes, summer school, or an online class. Information is available in the counselor's office. To receive credit on an Allen
High School transcript, a counselor or administrator must  approve the course(s) prior to enrollment.

COLLEGE PREP

English 4 credits
Mathematics 3 credits (Alg 1 and above)
Science 3 credits
History 3 credits (1 US, ½ Govt, ½ OK, 1 other)
Comp. Tech. 2 credits (foreign lang may be subst)
Additional 1 credit (from any of the above)
Fine Arts/Speech 1 credit
Electives 7 credits
Total 24 credits

CORE
English 4 credits
Mathematics 3 credits (Alg 1 must be included)
Science 3 credits
History 3 credits (1 US, ½ Govt, ½ OK, 1 other)
Comp. Tech. 1 credit
Fine Arts/Speech 1 credit
Electives 9 credits
Total 24 credits

All students are required to enroll in 7 subjects each semester. Seniors may combine college and local hours for at least 6 hours of
rigorous instruction if local graduation requirements are met. Approved Career and Technology Education Courses qualify for
technology, science or mathematics units. Alternative Academy students will attend classes on Byng High School Campus. All students
in grades 9-11 must meet the requirements of ICAP.  All students by graduation must have met CPR & Financial Literacy requirements.

TESTING REQUIREMENTS
The table below indicates what grade, tests and dates of testing for grades 6-12. We have chosen the ACT as
our locally-selected nationally recognized assessment for 11th grade students. Beginning with the Class of 2025, students are required to
pass the US Naturalization Test.  It will be offered at least once per year.

Grade Test Test Test Dates

6 Math ELA Online-TBA

7 Math ELA Online-TBA

8 Math ELA Science Online-TBA

11 ACT Science US Hist ACT--TBA



PROFICIENCY BASED PROMOTION
Proficiency based testing allows a student to earn credit for a course through testing. This credit will be based upon demonstrated
proficiency of course content. The following guidelines apply:
1) Student must be enrolled in Allen High School
2) Students  must request test administration.
3) Tests will only be given during the two weeks prior to the start of the school year and the two weeks following completion of the

school year.
4) In order to receive credit, the student must score a minimum of 90% on the proficiency exam.
5) If a student scores 90% or above, the credit will be shown on the official transcript of the student.

CONCURRENT ENROLLMENT POLICY
When a student earns college credit through concurrent enrollment, school districts shall provide academic credit for any concurrently
enrolled higher education course that is correlated with the academic credit awarded by the institution of higher education. Academic
credit shall only be added to a transcript as elective credit if there is no correlation between the concurrent enrollment higher education
course and a course provided by the school district. (70 § 628.13)
Local districts are responsible for determining which high school course the concurrently enrolled course will replace and if the higher
education course covers a full or half year set of competencies/units.  We will use a “weighted” scale beginning with a student’s junior
year (with the summer preceding the first semester or junior year included).  College classes and AP courses will be “weighted” on a 5-pt
scale as follows:  A=5, B=4, C=3, D=2.   The student transcript should reflect the high school course, core or elective, the concurrently
enrolled course is replacing. The instructional code within the student information system should be coded “college level” and the subject
code should be the same as the most equivalent high school course subject code. Do not use AP course codes for concurrently enrolled
courses. It is recommended that the local district distinguishes the course as a college course and indicates from which institution the
college credit was earned.  Any junior or senior high school student who meets the eligibility requirements and admissions standards can
enroll in college classes. When determining eligibility, the ACT composite score without the writing and the SAT composite score without
the essay is used.

In order to enroll concurrently in college coursework, students must meet the following requirements:
1) Be a junior or senior enrolled in sufficient credits to complete graduation requirements.
2) Be enrolled less than full-time (fewer than 6 credits).
3) May not exceed full-time college workload of 19 semester credit hours (1 H.S. credit shall equal 3 semester hours)
4) Must be enrolled in a full daily schedule of at least 4 units.
5) Must have the written permission of a parent/legal guardian.
6) Meet the college entrance requirements.
7) Students wishing to exceed the workload limit may petition the selected higher ed. institution.
8) All college courses must be put on the transcript.
9) Students are able to take courses from local colleges/universities.
10) Students must contact the counselor in advance to fill out paperwork and are responsible for the costs.

READING PROFICIENCY
If a student did not pass his/her eighth grade reading test, he/she will not be able to get his/her driver's license.  Retakes will be given no
less than 4 times per year.

OKLAHOMA HONOR SOCIETY
The Oklahoma Honor Society is composed of the top 10% of the student body in grades 9—12. Grades used to determine eligibility will
be from the first semester of the current year and the last semester of the previous year.

OKLAHOMA ACADEMIC SCHOLAR
The purpose of the Oklahoma Academic Scholar program is to recognize the outstanding academic achievement of graduating seniors in
compliance with State law which became effective in 1986. Oklahoma Academic Scholars receive a certificate of recognition from the
State Board of Education and the local high school. A gold seal affixed to their diploma, and the honor recorded on their official
transcript. Graduating seniors who meet all of the requirements listed below shall be recognized by the local school district and the State
Board of Education as an Oklahoma Academic Scholar:
1) Accumulate over Grades 9, 10, 11 and the first semester of Grade 12, a minimum grade point average of 3.7 on a 4.0 scale or be in

the top 10% of their class.
2) Complete (or will complete) the curricular requirements for a standard diploma.
3) Achieve a 27 composite score on the ACT or 1220 combined score on the SAT 1. The ACT or SAT 1 must have been taken on a

national test date.



HONOR ROLLS
Honor rolls will be published at the end of the 1st semester, and 2nd semester. Students earning all A's will be listed on the Superintendent's
Honor Roll. Students earning A’s & B’s will be listed on the Principal's Honor Roll. A student must take a minimum of 4 classes that
count toward their GPA in order to be recognized at the Academic Banquet, and students must meet the requirements of all grading
periods listed above.

VALEDICTORIAN/SALUTATORIAN/CLASS RANK
Valedictorian and salutatorian GPAs are averaged at the end of the first semester of their senior year.   To be eligible for selection, a
student must have attended Allen High School no less than three (3) consecutive semesters prior to the selection; therefore, a student must
attend all of the junior year and one semester of the senior year. Students must meet the criteria for a senior honor student.   Grades for the
following subjects will not be counted toward the selection of Valedictorian and Salutatorian: Office Procedures, Athletics/PE, and
Driver's Education. The students with the highest grade point averages for the first seven (7) semesters of the high school years will be
selected. Grade point averages will be computed to the hundredths place. In case of a tie, both will be honored equally.

SENIOR HONOR STUDENT
Senior students must meet the following criteria to be designated as a senior Honor Student.
1) Must meet all local and state graduation requirements.
2) Must meet the Oklahoma Board of Regents requirements for college admission to a four-year college and successfully complete one

additional advanced credit in either mathematics or science.
3) Must have accumulated a 3.50 grade point average for the first seven semesters of high school.

BULLYING
It is the policy of this school district that bullying of students by other students, personnel, or the public will not be tolerated. Students are
expected to be civil, polite, and fully engaged in the learning process. Students who act inappropriately are not fully engaged in the
learning process. This policy is in effect while the students are on school grounds, in school vehicles, at designated bus stops, at
school-sponsored activities, or at school-sanctioned events, and while away from school grounds if the misconduct directly affects the
good order, efficient management, and welfare of the school district. Bullying of students by electronic communication is prohibited
whether or not such communication originated at school or with school equipment, if the communication is specifically directed at
students or school personnel and concerns harassment, intimidation, or bullying at school. The school district is not
required to provide educational services in the regular school setting to any student who has been removed from a public school or private
school in Oklahoma or another state by administrative or judicial process for an act of using electronic communication with the intent to
terrify, intimidate or harass, or threaten to inflict injury or physical harm to faculty or students. As used in the School Safety and Bullying
Prevention Act, "bullying" means any pattern of harassment, intimidation,  threatening behavior, physical acts, verbal or electronic
communication directed toward a student or group of students that results in or is reasonably perceived as being done with the intent to
cause negative educational or physical results for the targeted individual or group and is communicated in such a way as to disrupt or
interfere with the school's educational mission or the education of any student. Such behavior is specifically prohibited.  In administering
discipline, consideration will be given to alternative methods of punishment to ensure that the most effective discipline is administered in
each case. In all disciplinary action, teachers and administrators will be mindful of the fact that they are dealing with individual
personalities. The faculty may consider consultation with parents to determine the most effective disciplinary measure. In considering
alternatives of corrective actions, the faculty/administration of the school district will consider those listed below. However, the school is
not limited to these alternative methods, nor does this list reflect an order or sequence of events to follow in disciplinary actions. The
board of education will rely upon the judgment and discretion of the administrator to determine the appropriate remedial or corrective
action in each instance.

1) Conference with parents
2) In-school suspension
3) Detention
4) Referral to counselor
5) Behavioral contract
6) Changing student's seat assignment or class assignment
7) Requiring a student to make financial restitution for damaged property
8) Requiring a student to clean or straighten items or facilities damaged by the student's behavior
9) Restriction of privileges
10) Involvement of local authorities
11) Referring student to appropriate social agency or to a delinquency prevention and diversion program
12) administered by the office of Juvenile Affairs



13) Suspension
14) Performing Campus-site services for the school district

Other appropriate disciplinary action as required and as indicated by the circumstances which may include, but is not limited to, removal
from eligibility to participate or attend extracurricular activities as well as removal from the privilege of attending or participating in the
graduation ceremony, school dances, prom, prom activities, and/or class trips.

HARASSMENT
Harassment set forth above may include, but is not limited to, the following:

1. Verbal, physical, or written harassment or abuse;
2. Repeated remarks of a demeaning nature;
3. Implied or explicit threats concerning one's grades, achievements, etc.;
4. Demeaning jokes, stories, or activities directed at the student;
5. Unwelcome physical contact.

The superintendent shall develop procedures providing for:
1. Prompt investigation of allegations of harassment;
2. The expeditious correction of the conditions causing such harassment;
3. Establishment of adequate measures to provide confidentiality in the complaint process;
4. Initiation of appropriate corrective actions;
5. Identification and enactment of methods to prevent reoccurrence of the harassment;
6. A process where the provisions of this policy are disseminated in writing annually to all staff and students.

A copy of this policy will be furnished to each student and teacher in this school district. REFERENCE: 21 0.S. 5850.0 70 0.S. 524-100.2

PROHIBITING HARASSMENT, INTIMIDATION AND BULLYING (REGULATION)
The Allen Public Schools' student conduct code prohibits bullying. This regulation further explains the negative effects of that behavior
and seeks to promote strategies for prevention.

Statement of Board Purpose in Adopting Policy
The board of education recognizes that bullying of students causes serious educational and personal problems, both for the student-victim
and the initiator of the bullying. The board observes that this conduct:

1. Has been shown by national and state studies to have a substantial adverse effect upon school district operations, the safety of
students and faculty, and the educational system at large.

2. Substantially disrupts school operations by interfering with the district's mission to instruct students in an atmosphere free from
fear, is disruptive of school efforts to encourage students to remain in school until graduation, and is just as disruptive of the
district's efforts to prepare students for productive lives in the community as they become adults.

3. Substantially disrupts healthy student behavior and thereby academic achievement. Research indicates that healthy student
behavior results in increased student academic achievement. Improvement in student behavior through the prevention or
minimization of intimidation, harassment, and bullying towards student-victims simultaneously supports the district's primary
and substantial interest in operating schools that foster and promote academic achievement.

4. Substantially interferes with school compliance with federal law that seeks to maximize the mainstreaming of students with
disabilities and hinders compliance with Individual Educational Programs containing objectives to increase the socialization of
students with disabilities. Targets of bullying are often students with known physical or mental disabilities who, as a result, are
perceived by bullies as easy targets for bullying actions.

5. Substantially interferes with the district's mission to advance the social skills and social and emotional well-being of students.
Targets of intimidation, harassment, and bullying are often "passive-target" students who already are lacking in social skills
because they tend to be extremely sensitive, shy, display insecurity, anxiety and/or distress; may have experienced a traumatic
event; may try to use gifts, toys, money, or class assign-ments or performance bribes to protect themselves from intimidation,
harassment, or bullying; are often small for their age and feel vulnerable to bullying acts; and/or may resort to carrying weapons
to school for self-protection. Passive-target victims who have been harassed and demeaned by the behavior of bullies often
respond by striving to obtain power over others by becoming bullies themselves, and are specifically prone to develop into
students who eventually inflict serious physical harm on other students, or, in an effort to gain power over their life or situation,
commit suicide.

6. Substantially disrupts school operations by increasing violent acts committed against fellow students. Violence, in this context, is
frequently accompanied by criminal acts.



7. Substantially disrupts school operations by interfering with the reasonable expectations of other students that they can feel secure
at school and not be subjected to frightening acts or be the victim of mistreatment resulting from bullying behavior.

Bullying often involves expressive gestures, speech, physical acts that are sexually suggestive, lewd, vulgar, profane, or offensive to the
education or social mission of this school district, and at times involves the commission of criminal acts. This behavior interferes with the
curriculum by disrupting the presentation of instruction and also disrupts and interferes with the student-victim's or bystander's ability to
concentrate, retain instruction, and study or to operate free from the effects of bullying. This results in a reluctance or resistance to attend
school.

Definition of Terms
1) Statutory definition of harassment, intimidation, and bullying: 70 0.S. 524-100.3(c) of the School Safety and Bullying Prevention

Act defines the terms "bullying," as including, but not limited to a pattern of harassment, intimidation, threatening behavior,
physical acts, verbal or electronic communications directed toward a student or group of students that results in or is reasonably
perceived as being done with the intent to cause negative educational or physical results for the targeted individual or group and
is communicated in such a way as to disrupt or interfere with the school's educational mission or the education of any student
that a reasonable person should recognize will:

a. Hann another student;
b. Damage another student's property;
c. Place another student in reasonable fear of harm to the student's person or damage to the student's property; or
d. Insult or demean any student or group of students in such a way as to disrupt or interfere with the school's educational

mission or the education of any student.

2)  The "Reasonable Person" Standard
In determining what a "reasonable person" should recognize as an act placing a student in "reasonable" fear of harm, staff will
determine "reasonableness" not only from the point of view of a mature adult, but also from the point of view of an immature
child of the age of the intended victim along with, but not limited to, con-sideration of special emotional, physical, or mental
needs of the particular child; personality or physical char-acteristics, or history that might cause the child to be particularly
sensitive to efforts by a bully to humiliate, embarrass, or lower the self esteem of the victim; and the discipline history,
personality of, and physical characteristics of the individual alleged to have engaged in the prohibited behavior.

3)  General Display of Bullying Acts
Bullying, for purposes of this section of the regulation, includes harassment and intimidation, and vice versa. According to
experts in the field, bullying in general is the exploitation of a less powerful person by an indi-vidual taking unfair advantage of
that person, which is repeated over time, and which inflicts a negative effect on the victim. The seriousness of a bullying act
depends on the harm inflicted upon the victim and the fre-quency of the offensive acts. Power may be, but is not limited to,
physical strength, social skill, verbal ability, or other characteristics. Bullying acts by students have been described in several
different categories.

A. Physical Bullying includes harm or threatened harm to another's body or property, including, but not limited to, what would
reasonably be foreseen as a serious expression of intent to inflict physical harm or property damage through verbal or written
speech or gestures directed at the student-victim, when con-sidering the factual circumstances in which the threat was made and
the reaction of the intended victim. Common acts include tripping, hitting, pushing, pinching, pulling hair, kicking, biting,
starting fights, daring others to fight, stealing or destroying property, extortion, assaults with a weapon, other violent acts, and
homicide.

B. Emotional Bullying includes the intentional infliction of harm to another's self-esteem, including, but not limited to, insulting
or profane remarks, insulting or profane gestures, or harassing and frightening state-ment, when such events are considered in
light of the surrounding facts, the history of the students involved, and age, maturity, and special characteristics of the students.

C. Social Bullying includes harm to another's group acceptance, including, but not limited to, harm resulting from intentionally
gossiping about another student or intentionally spreading negative rumors about another student that results in the victim being
excluded from a school activity or student group; the intentional planning and/or implementation of acts or statements that inflict
public humiliation upon a student; the intentional undermining of current relationships of the victim-student through the
spreading of untrue gossip or rumors designed to humiliate or embarrass the student; the use of gossip, rumors, or humiliating



acts designed to deprive the student of awards, recognition, or involvement in school activi-ties; the false or malicious spreading
of an unü•ue statement or statements about another student that exposes the victim to contempt or ridicule or deprives the victim
of the confidence and respect of student peers; or the making of false statements to others that the student has committed a crime,
or has an infectious, contagious, or loathsome disease, or similar egregious representations.

D. Sexual Bullying includes hat-m to another resulting from, but not limited to, making unwelcome sexual comments about the
student; making vulgar, profane, or lewd comments or drawings or graffiti about the victim; directing vulgar, profane, or lewd
gestures toward the victim; committing physical acts of a sexual nature at school, including the fondling or touching of private
parts of the victim's body; participation in the gossiping or spreading of false rumors about the student's sexual life; written or
verbal statements directed at the victim that would reasonably be interpreted as a serious threat to force the victün to com-mit
sexual acts or to sexually assault the victim when considering the factual circumstances in which the threat was made and the
reaction of the intended victim; off-campus dating violence by a student that adversely affects the victim's school performance or
behavior, attendance, participation in school func-tions or extracurricular activities, or makes the victim fearful at school of the
assaulting bully; or the commission of sexual assault, rape, or homicide. Such conduct may also constitute sexual harassment —
also prohibited by Allen Public Schools.

Procedures Applicable to the Understanding of and Prevention of Bullying of Students

Student and Staff Education and Training
All staff will be provided with a copy of the district's policy on prevention of bullying of students. All students will be provided a
summary of the policy and notice that a copy of the entire policy is available on request. Allen Public Schools is committed to providing
appropriate and relevant training to staff regarding identification of behavior constituting bullying of students and the prevention and
management of such conduct. Students, like staff members, shall participate in an annual education program that sets out expectations for
student behavior and emphasizes an understanding of bullying of students, the district's prohibition of such conduct, and the reasons why
the conduct is destructive, unacceptable, and will lead to discipline. Students shall also be informed of the consequences of bullying
conduct toward their peers.

Allen Public Schools' Safe School Committee
The safe school committee has the responsibility of studying and making recommendations regarding unsafe conditions, strategies for
students to avoid harm at school, student victimization, crime prevention, school violence, and other issues that interfere with and
adversely affect the maintenance of safe schools.  With respect to student harassment, intimidation, and bullying, the safe school
committee shall consider and make recommendations regarding professional staff development needs of faculty and other staff related to
methods to decrease student harassment, intimidation, and bullying and understanding and identifying bullying behaviors. In addition, the
committee shall make recommendations regarding: identification of methods to encourage the involvement of the community and
students in addressing conduct involving bullying; methods to enhance relationships between students and school staff in order to
strengthen communication; and fashioning of problem-solving teams that include counselors and/or school psychologists. In
accomplishing its objectives, the committee shall review traditional and accepted harassment, intimidation, and bullying prevention
programs utilized by other states, state agencies, or school districts.

Student Reporting
Students are encouraged to inform school personnel if they are the victim of or a witness to acts of harassment, intimidation, or bullying.

Staff Reporting
An important duty of the staff is to report acts or behavior that the employee witnesses that appear to constitute harassing, intimidating, or
bullying. Employees, whether certified or noncertified, shall encourage students who tell them about acts that may constitute intimidation,
harassment, or bullying to complete a report form. For young students, staff members given that information will need to provide direct
assistance to the student. Staff members who witness such events are to complete reports and to submit them to the employee designated
by the superintendent to receive them. Staff members who hear of incidents that may, in the staff member's judgment, constitute
harassment, intimidation, or bullying, are to report all relevant information to the superintendent or his/her designee.

Parental Responsibilities
Parents/guardians will be informed in writing of the district's program to stop bullying. An administrative response to bullying may
involve certain actions to be taken by parents. Parents will be informed of the program and the means for students to report bullying acts
toward them or other students. They will also be told that to help prevent bullying at school they should encourage their children to:



1. Report bullying when it occurs;
2. Take advantage of opportunities to talk to their children about bullying;
3. Inform the school immediately if they think their child is being bullied or is bullying other students;
4. Watch for symptoms that their child may be a victim of bullying and report those symptoms;
5. Cooperate fully with school personnel in identifying and resolving incidents.

Discipline of Students
In administering discipline, consideration will be given to alternative methods of punishment to ensure that the most effective discipline is
administered in each case. In all disciplinary action, teachers and administrators will be mindful of the fact that they are dealing with
individual personalities. The faculty may consider consultation with parents to determine the most effective disciplinary measure. In
considering alternatives of corrective actions, the faculty/administration of the school district will consider those listed below. However,
the school is not limited to these alternative methods, nor does this list reflect an order or sequence of events to follow in disciplinary
actions, The board of education will rely upon the judgment and discretion of the administrator to determine the appropriate remedial or
corrective action in each instance.

1. Conference with student
2. Conference with parents
3. In-school suspension
4. Detention
5. Referral to counselor
6. Behavioral contract
7. Changing student's seat assignment or class assignment
8. Requiring a student to make financial restitution for damaged property
9. Requiring a student to clean or straighten items or facilities damaged by the student's behavior
10. Restriction of privileges
11. Involvement of local authorities
12. Referring student to appropriate social agency
13. Suspension
14. Other appropriate disciplinary action as required and as indicated by the circumstances which may include, but is not limited to,

removal from eligibility to participate or attend extracurricular activities as well as removal from the privilege of attending or
participating in the graduation ceremony, school dances, prom, prom activities, and/or class trips.

The above consequences will be imposed for any person who commits an act of bullying as well as any person found to have falsely
accused another as a means of retaliation, reprisal, or as a means of bullying. Strategies will be created to provide counseling or referral to
appropriate services, including guidance, academic intervention, and other protection for students, both targets and perpetrators, and
family members affected by bullying, as necessary.

Publication of Policy
Annual written notice of this policy will be provided to parents, guardians, staff, volunteers, and students with age-appropriate language
for students. Notice of the policy will be posted at various locations within each school site, including but not limited to, cafeterias, school
bulletin boards, and administrative offices. The policy will be posted on the school district's website at www.allenmustangs.org and at
each school site that has an Internet website. The policy will be included in all student and staff handbooks.



BED BUG PROTOCOL
Bed bugs are small insects that feed on human blood. They are usually active at night when people sleep. Bed bugs are usually not seen
during daylight hours. Although bed bugs are becoming a very common problem that impacts our general quality of life, they are not
known to transmit diseases. The home of any person can be infested by bed bugs, regardless of sex, race, or economic status. It is
important to treat each child with discretion, dignity and respect when dealing with this issue.
Confirmation of Bed Bug on an individual student in the School Setting

● If a student is identified as potentially having bed bugs, the student should temporarily be removed from the classroom so the
Principal, Counselor, or a qualified individual can perform an inspection of the student’s clothing and other belongings
(including hat, shoes, jacket/coat, backpack and school supplies). This inspection should be done in a confidential and private
area.

● Without drawing significant attention to the student, check the areas where the student sits or affected belongings may be placed
for an extended period of time.

● To confirm there are bed bugs, positive identification is required. Try to collect specimens for positive identification. Place the
specimen securely in a sandwich size plastic bag and seal with tape. Try not to crush the bug and do not staple the bag. Keep
specimens as intact as possible. Please note that pictures cannot be used to identify a suspected bed bug. Only actual bug
specimens can be analyzed.

● The School Principal should contact a pest control company for confirmation of specimens.
● Upon determination that it is a bed bug which was found on a student, he or she should not be sent home, but parents should be

notified. Contact the parent, legal guardian, or person responsible for the student and discuss the situation. Inform them of the
protocol that will be followed. Send home a copy of the district information sheet on how to deal with bed bugs at home with the
child.

● Until parents verify home treatment, the affected child should check in through the office each day. Any backpacks or coats
brought by the child should be inspected by a qualified person before being taken to class.

Suggestions to Share with the Parent, Legal Guardian, or Person Responsible for Student’s Care
● When discussing the situation with the parent, legal guardian or person responsible for the student’s care the following

suggestions can also be given:
● If the home is rented, notify the landlord immediately, especially if an infestation is suspected.
● If the home is owned they can contact a professional pest management company for assistance. Pontotoc and Hughes County

Health Department can also be contacted for assistance.
● Send only essential items to school with the student.
● Keep school items sealed in a plastic bag or plastic storage box with a lid at home to limit the likelihood of re-infestation.
● Keep clean clothes sealed in a plastic storage box with a lid or trash bag until the student puts them on in the morning.

Confirmation of Bed Bug in the School Setting
● The Director of Maintenance will schedule a pest management inspection with the Pest Management Company. Note: If no other

insects are found on inspection of the classroom, it is not necessary to vacate the space and it is not considered an infestation.
● Parental notification of all classroom parents should only occur if a classroom infestation is identified.
● After positive identification of an infestation, the School Principal will provide the classroom parents with appropriate

information and information sheets dealing with bed bugs at the home.
● The Director of Maintenance will arrange for treatment of the classroom as soon as possible.

Recommendations For Keeping Bed Bugs Out Of The Classroom
● Reduce clutter. Clutter serves as an ideal habitat for bed bugs whether at home, school or office. By reducing clutter in your

workplace or school, you provide fewer places for the bed bugs to hide and fewer opportunities for them to hitchhike to your
home.

● Keep your belongings stored separately from those of other people. If there is a known problem with bed bugs in the office or
school, consider storing your belongings in plastic bags or bins.

● Be vigilant in areas where bed bugs are most likely to be found, which include break rooms, storage areas (coat closets or
cubbies), offices or lounges with upholstered furniture, or areas where people may rest.

● Educate the staff so that they know what to do if a bug is found that appears to be a bed bug.
● Discourage panic and the stigma associated with bed bugs. These are counterproductive and can make treatment more difficult.
● Vacuum daily to pick up any stray bugs before they settle in.



Authorization for Administration of Prescription Medication

Student’s Name: __________________Grade: ____DOB:_________
Parent’s Name____________________________________________
Relationship __________________
Home Phone: __________________Work Phone:_____________ Emergency Contact:  ________________
Physician Name: _____________________________________
Phone Number of Physician: ________________________

This form must be completed by parent/guardian and the student’s physician before a prescription medication will be administered. A new
form must be completed for each change in medication and renewed each school year. The pharmacy should prepare a bottle for school
with the following information: Child’s name, medication, dosage, frequency, direction for administering, doctor’s name, and date filled.
Medication not sent in the original bottle or container and properly labeled will not be given.

To be completed by parent/guardian:
I, the undersigned parent/guardian, request that a designated school employee administered to my child the following medication. I also
understand the school personnel may contact the physician as needed and medication information will be shared with the school personnel
who have a need to know.
Name of Medication and dosage: ________________________________________________________
Time(s) to administer: _________________________________________________________Date:___________
Parent/Guardian_________________________

To be completed by Physician:
The above named student is currently under my medical care, and has a medical condition that requires him/her to take prescription
medication daily during school hours.
Reason/Purpose: _________________________________________________________________________
Name of medication and dosage: _________________________________________________________
Directions for administering including time: ______________________________________________________
If medication is to be given “as needed” describe indications: _______________________________________
List significant side effects: __________________________________________________________________
Length of time medication is to be given: ______________________________________________________
Date: ____________________________________ Physician Name_________________________________
Phone Number_____________________________Physician Signature______________________________

A photocopy or fax of this form is valid. Completed forms can be emailed to: btaylor@allenmustangs.org

Chromebook Policy

General Chromebook Care

● Do NOT keep food or drink near the device.
● Insert charging cords and USB devices carefully to avoid damage to the Chromebook.
● Do NOT write, draw, or apply stickers to the device. Chromebooks are district property and must be returned in

the condition they were checked out.
● Do NOT place heavy objects on top of the Chromebook.
● Chromebooks MUST be kept secure and protected when not in use.
● ALWAYS carry the Chromebook by the base, using two hands when in use.
● Do NOT remove any district labeling or tags.
● ONLY clean the device with a soft dry cloth - Do NOT use any liquids or solvents to clean the device.

Appropriate Use

For a full explanation of Acceptable Use, please see the Internet Use Agreement. In addition to these policies,
Chromebook users will also be expected to abide by the terms below. Failure to comply with these policies may result in
disciplinary action or loss of access to district technology.

● Students WILL
○ Charge the device at home and have it ready to use every day for every class period.
○ Use the Chromebook and other district technology for academic purposes only during instructional time.
○ Use appropriate language and graphics, whether at home or school, when posting, publishing work, using

the internet, or communicating in email.

mailto:btaylor@allenmustangs.org


○ Use their district Google account only when using the Chromebook
○ Maintain confidentiality regarding usernames and passwords.
○ Obey copyright law in regard to use of other’s intellectual property.
○ Report loss or damage of the device immediately to the High School office.
○ Keep the audio muted or use headphones/earbuds to avoid disturbing others.
○ Publish or complete work digitally to reduce the use of paper in the classroom.

● Students WILL NOT
○ Remove identifying emblems or stickers placed on the device by the district.
○ Allow others to use their assigned device.
○ View, use or copy passwords, data, or networks to which they are not authorized.
○ Reveal personal information (phone numbers, addresses, passwords, etc.) about themselves to others.
○ Leave devices unsupervised or logged in to the network.
○ Harass, bully or threaten anyone.
○ Use offensive language of any kind.
○ Misrepresent themselves or others.
○ Destroy or damage data, programs, networks, or any other system or component of a system owned or

managed by the district.
○ Attempt to override, bypass, or otherwise change the filtering software, Google Management, or other

network configurations.
○ Reset or wipe their device.

District Responsibilities

● The district will comply with the Children’s Internet Protection Act (CIPA) to prevent inappropriate use of the
Chromebook and/or internet, whether in use at school or at home.

● Compliance will be through the use of software that filters web access for inappropriate content, and monitors
students for incidences of cyberbullying or self-harm.

● Any malfunction of the Chromebook that is not the result of inappropriate use or negligence will be repaired at the
district’s expense.

● The district will have devices available that can be checked out to students while devices are being
repaired/replaced.

● As the Chromebook is an Internet-Based device, the school will provide internet access while on campus.

Parent and Student Responsibilities

● Parents and students are responsible for taking care of the device and for returning the Chromebook in good
working condition.

● Parents and students are responsible for replacing or repairing Chromebooks damaged as a result of negligence
or inappropriate use. Insurance for the device will be offered to parents and students at the time of checkout.

● Parents and students are responsible for providing their own Internet access for the Chromebook if desired.
Offline access will be enabled on the device if no internet is available.

● When using the device, students understand that Chromebooks are district property, and they may be used only
for non-commercial purposes in accordance with Allen Public Schools District Policy, as well as local, state and
federal laws.

Damaged Chromebooks

● Students with a damaged Chromebook should take it to the High School office.
● If your Chromebook needs to be repaired for a length of time, a loaner device can be checked out to you until your

Chromebook is ready to be picked up.
● Students will receive a receipt for the loaner device, which must be kept at all times until it is returned.
● Students are responsible for the care of the loaner device while in their possession.



Digital Citizenship

● The district encourages all students using Chromebooks to follow basic rules of Digital Citizenship when working
on and browsing the web:

○ Think before you post - Sometimes words can be misinterpreted when sent across the internet.
Additionally, anything you post, whether in a document or on social media, can leave a digital footprint
that follows you.

○ Respect the privacy of others - If you want others to respect your privacy, then you must respect theirs as
well. Posting embarrassing information about a friend or forwarding private content without asking can
cause unintended harm to others.

○ If you can’t say something nice, don’t say anything at all - If you wouldn’t say it in person, don’t say it
online. Stand up for others and prevent bullying.

○ Give credit where credit is due - if you use someone else’s thoughts or ideas, give them credit for it
online. Illegal downloading, cheating, or copying content from others may be easy, but it isn’t right. You
have a responsibility to respect the work of others, as they should respect yours.

Chromebook Protection Plan
The Allen Public Schools Student Chromebook Protection Plan (SCPP) has been established to give parents and students
the ability to purchase insurance for the Chromebook 1:1 Initiative for the current school year. The technology package
includes a Chromebook and Charging Cord. This annual insurance, if purchased, will cover part or all of the repair or
replacement costs related to damage to the Chromebook. The cost for protection is $20 per student, per year.
Acts of intentional damage, lost Chromebook or charger will not be covered by the insurance.

● If uninsured, parents are responsible for the full cost of replacement or repair of damage for the Chromebook and
charger.

● Insurance Claims of Theft must include a completed Police Report, signed by a parent.

Typical Repair/Replacement Costs:

Item Cost

Chromebook (complete) $200

Charging Cord $30

Screen $40

Keyboard $80

Motherboard $99

Insurance Coverage:

If purchased, the Allen Public Schools Student Chromebook Protection Plan covers 100% of the FIRST incidence of damage,
and 50% of the SECOND incidence. After two incidents, the parent/student is responsible for all repairs and replacement
costs*.  Coverage and fees are renewed on an annual basis.

Coverage

First Incident 100%

Second Incident 50%

Third Incident 0%

*Exact repair/replacement costs will be determined at the time of the repair.



I certify that I have read and understood this Chromebook  contract, and will abide by the rules set out in it.

Student name: ____________________________________________

Student signature: ________________________________________________________   Date: ______________________

I certify that I have read this contract and will supervise my child’s device usage at home.

Parent/Guardian name: ____________________________________________________

Parent/Guardian signature: _______________________________________________   Date: _____________________

I certify that I have read this 2021-2022 handbook in its entirety and I understand that I am responsible for following the rules
& regulations as stated in this handbook.

___________________________________ _____________________________________
Student’s Signature Date Parent’s Signature Date


