
BRAHAM AREA SCHOOLS 
 

 BRAHAM AREA SCHOOLS MISSION STATEMENT 
Braham Area Schools is dedicated to providing high quality positive lifelong learning to nurture each 
individual's unique potential, talent, and self worth. This will be accomplished by:  

● fostering a high level of community commitment  
● creating increased opportunities for learning  
● encouraging open communication  
● recognizing that education is a cooperative responsibility, and  
● building meaningful relationships with all stakeholders 

 
GENERAL INFORMATION 
All staff should read the handbook carefully to become familiar with its contents.  Faculty members with: 
 

● Questions concerning the teaching, paychecks, retirement, certification, hospitalization, personal and 
sick leave should contact the district office.  

● Questions or problems concerning a staff member’s work or problems within the building should be 
discussed with the building principal. 

● Contract issues should be taken to the appropriate bargaining unit representative or district office. 
● All school district  policies can be found on the district website at www.braham.k12.mn.us.  Click on 

either the “elementary” or “high school”, click on “District”, and choose “Policies.” 
 

STATEMENT OF PHILOSOPHY 
 

It is the belief of the Braham Area administration and staff that the student is our most important product.  With 
that in mind, we offer the following philosophical objectives while providing a meaningful education for all 
students: 

● To respect and appreciate the individual dignity of all students regardless of race, color, creed or 
religious background; 

● To determine the abilities and talents of all students and helping them to achieve their maximum 
potential; 

● To capitalize on the interests of all students in order to motivate their best work and performance; 
● To determine the basic needs of all students and serve those needs; 
● To give proper guidance to all students as they mature, so they may continue to make the best 

adjustment to school and to the society; 
● To offer the basic skills in a curriculum commensurate with the best educational practices available. 

 
BRAHAM AREA BOARD OF EDUCATION AND ADMINISTRATION 
 
Braham Area Schools are served respectfully by a seven member board of education.  The superintendent is 
charged with the responsibility of carrying out school policy approved by the board of education. 
 
BRAHAM BOARD OF BOARD MEETINGS 
 
The Braham Area Board of Education conducts it’s regular meeting on the third Monday of each month at 7:00 
PM in the Braham Area High School board room.  
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OFFICE PROCEDURES 

HIGH SCHOOL  
● The Braham Area High School office staff consists of three secretaries.  Teresa Person is the 

counselor’s secretary.  She will assist you with questions regarding schedules, grades, etc.  Julie 
Johnson is the principal’s secretary and attendance.  See Julie for appointments with the 
principal, office procedures, etc.  Nichole Nelson is the activities/superintendent’s secretary. 
Marie Sward is the MARSS secretary. 

 
ELEMENTARY  

● The BAES office staff consists of two secretaries.  Jan Strohkirch is the principal’s secretary. 
See Jan for appointments with the principal, office procedures, etc.  Michelle Becker is the 
attendance/SpEd secretary/media.  Marie Sward is the MARSS secretary. 

 
Listed below are some of the basic office procedures: 
 

● SUPPLIES:  For general supplies please see building secretary. 
● CONSTRUCTION PAPER/TAG BOARD: For class projects requiring tag board or 

construction paper please request enough to supply the entire class.  If white 18 x 24 drawing 
paper will work, please use it instead of the more expensive tag board. 

● COPY MACHINE: All copy machines at BAS are off limits to students and Teacher Assistants.  
● PHONES:  At times office staff or the principals may call to request a student for a message or 

regarding a discipline referral.  We will try not to interrupt your classes for unnecessary requests.  
● ABSENCES:  All teachers are to take student attendance on Power School.  If a student has 

been absent from your class, ask to see a re-admit pass when they return.  If they don’t have one, 
send them to office right away. Every teacher is required to go over the attendance policy and 
procedures with their designated class. 

● FORMS:  (Banked Days and Staff Requests) High School - These forms are located in the 
mailroom.  Elementary - These forms are located in the cabinet near the nurse's’ office in the top 
2 black drawers (K-4 building) and in the storage room next to Julie at the H.S.   If you cannot 
find what you are looking for, ask the building secretary.   Please remember to fill out AESOP 
when you are in need of a substitute teacher for any and all pre-arranged absences.  

● HIGH SCHOOL DAILY BULLETIN: Information for the daily bulletin must be in to the 
office by 3:00 PM the day before it is to appear in the bulletin.  If you are an advisor of an 
extra-curricular activity you must initial any news items for the bulletin if you have a student 
write it up.  Announcement/bulletin notices will be made over the intercom every morning at 
8:00 AM. No additional announcements will be made over the P.A. without the 
Principal’s/high school secretary's approval.  

 
● STUDENT HANDBOOK 

○ On the first few days of school students will receive highlights of the changes and most                
important information from the student handbook during class orientation. The Student           
Handbook will be posted on the Braham Area Schools website. If parents would like a               
paper copy, we will provide one for their reference. Teachers are to use this book for                
reference during the year. Understand the content of the student handbook, use it, and be               
able to explain it to students or parents. We will be reviewing the handbook during the                
fall workshop. 
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GENERAL INFORMATION 

● ABSENCES - FACULTY 
○ Occasionally, faculty members will be absent due to meetings, conferences, field trips, coaching, 

a doctor’s appointment, or any other legitimate reason.  Request for absences must be made at 
least three working days prior to date requested.  On occasions of sudden illness, please arrange 
for a substitute by calling or logging on the AESOP system.  Please call once you know you 
will be absent due to illness and before 6:00 AM on the day you will need the substitute.  

○ Lesson plans must be made in sufficient detail so any substitute can understand what you are 
teaching in order to carry on in your absence.  All materials for subs must be left on top of your 
desk or in the top drawer of your desk.  These materials will be placed in a three ring binder that 
can easily be located on/by your desk. Keep these materials together in a packet.  The following 
are the minimal expectations of you in preparing for a sub: 

● Accurate and current seating charts with one or two reliable students so identified, and 
any special problems or issues noted. 

● Instructions for the sub, fully indicating a clear and thorough explanation of assignments, 
class rules, attendance sheets and other necessary materials. 

● Your class schedule. 
● Names of teachers who would be of assistance re: curriculum or procedures. 
● Avoid free time (study hall), “the kids know what to do” as directions in your lesson plan. 
● No potentially hazardous work during your absence. 
● Any login information needed. 

 
● If you should be involved in an emergency, the office staff would be willing to take your 

assignments by telephone, email or fax 320.396.3068, but this procedure should be avoided if at all 
possible.  The intent is that your sub receives the best lesson plan possible in time to do their job 
well in your absence. 

  
ACCIDENT REPORTING 

● Following an injury in your classroom, or with a student under your supervision, an ACCIDENT               
REPORT must be completed. Accident report forms for students are available in the mailroom. The               
report is to be filled out the same day and submitted in person to the high school principal or assistant                    
principal. The ACCIDENT REPORT forms for staff members must be done on the day of the injury                 
and accompanied by a “Supervisor’s Report” form. Both forms are available from the principal’s              
secretary in the office and should be turned in to the principal’s secretary the day of the injury. These                   
forms are required in case it is a Workman’s Compensation Injury. No matter the seriousness of the                 
injury it is essential these forms be done. 

 
ACTIVITIES PURPOSE 
The purpose of this policy is to impart to students, employees and the community the school district’s policy 
related to the student activity program. 
 

● GENERAL STATEMENT OF POLICY 
○ The activities at Braham Area Schools are considered an integral part of the school’s programs. 

They provide the opportunity for participation in a wide variety of student-selected activities. 
Consequently, activities are a vital part of the student’s education experience.  Such participation 
is a privilege that carries with it responsibilities to the school, the activity, the student body, the 
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community and to the individual student.  These experiences contribute to the development of 
learning skills and developing emotional patterns that enable the student to make maximum use 
of his/her education. 

○ Braham student activities are considered extra-curricular to the school’s program of education; 
providing experience that will help to develop young women and men physically, mentally, 
socially and emotionally. 

 
● RESPONSIBILITY 

○ The Braham School Board expects all students and adults who participate in school-sponsored 
activities to represent the school and community in a responsible manner.  All rules, regulations 
and laws pertaining to student and adult conduct and student/adult discipline on campus extend 
to school activities off campus.  

○ Those students who participate in Braham’s supplementary, extended trips and activities must 
also abide by the MSHSL (Minnesota State High School League) rules and our local district’s 
policies.  It shall be the responsibility of those employees who conduct activities to familiarize 
students and parents with all applicable rules, penalties and opportunities. (See MSHSL 
Activities Eligibility Information). 

 
ASSEMBLY PROCEDURES 

● Whether the assembly is in the gym or C100, please be sure to get your class to the assembly on time, 
and then, sit with the students to help with discipline during the program.  Please don’t stand by an exit 
unless you have been asked for a specific task.  All faculty are expected to attend assemblies unless 
they are part-time, and the assembly occurs before or after their workday. 

 
ATTENDANCE - STUDENTS 

● The Board of Education, administration and faculty of Braham Area High School believe that regular 
school attendance is a significant and valuable component of a student’s formal education.  Class 
attendance ensures the following qualities and essential elements for success in the “real world” after 
high school.  It is a means of developing personal responsibility and self-discipline; exposing the student 
to group interaction with the teacher and fellow students; enabling the student to listen to, and 
participate in, classroom discussion; and involve the student in educational experiences not available 
when absent from class.  When students miss school, they miss learning.  Future employers place a great 
deal of importance on good attendance in high school.  For those reasons, student absence from school 
should be limited to those instances where it is genuinely unavoidable 

● The primary responsibility for assuring that each student fully attends class and acquires the knowledge 
and skills necessary for effective citizenship rests with the individual student and their 
parents/guardians.  The family is a powerful force when working in partnership with the school to 
provide their sons and daughters with the best education.  Not only is it the student’s right to attend 
public school, it is also the student’s responsibility to attend all classes every day that school is in 
session.  

● High School - Attendance shall be taken hourly and transmitted to the attendance secretary hourly using 
PowerSchool. 

● Elementary - Attendance shall be taken twice daily, once at the start of the day, and again after lunch. 
This should be done using PowerSchool.  Teachers will keep accurate records of all student absences. 

● Teachers must request and sign a student’s white “make-up slip” before returning to class after any 
absence.  These are not required when a student has a pre-approved and signed activity slip. 

● Teachers will keep accurate records of all student absences. 
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● Definition of Terminology: 

○ Absence:  A student is “absent” if she or he misses more than 10 minutes of any 
scheduled class. 

○ Unexcused Absence:  An absence is considered unexcused (truant) if the student misses 
more than 10 minutes of class, and there is no valid reason or permission for that absence. 
All absences from class are considered unexcused unless verified by the high school 
office staff.  

○ Tardy:  Reporting late to school, classes or any other required activities with the prior 
approval of school staff after the bell and up to 10 minutes of the class period.  

○ Unexcused Tardy:  Reporting late to school, classes or any other required activities. 
Students without prior approval of office staff will be considered an unexcused tardy.  A 
student is recorded tardy when they report to class after the bell and up to 10 minutes late. 
After 10 minutes, the student is classified as being absent.  All tardies are considered 
unexcused unless verified by another teacher or the high school office staff. 

  
The complete attendance policy can be found in the Student Handbook. 

 
AWARDS - ATHLETIC/ACTIVITY/ACADEMIC 

● The following constitutes a summary of the various awards given to students each year.  
● The individual departments during the school year give out Student-of-the-Year awards. 
● Students on the A and B Honor Rolls will be recognized each reporting period in the Isanti County 

News. 
● A special “Academics Night” is held during May at which time students receiving Presidential 

Academic Awards are presented with a certificate signed by the President. Students are inducted into the 
National Honor Society and receive a pin and certificate. 

 
At the end of the year, awards are presented for the following groups of students: 

● “A” Honor pins and A certificates are awarded for students grades 9 - 12 on the “A” honor roll three 
consecutive times during the school year.  Students in grades 7 and 8 on the “A” Honor roll three 
consecutive times will receive a certificate. 

● Senior plaques awarded to all 12th graders who have lettered in their 7-12 career.  Seniors who receive 
these plaques will have listed on them all activities in which they have received a letter and are given out 
at the athletic awards banquet. 

 
● Pins and year bars presented to all students lettering in an activity during the current school year. 

Students are awarded letters in all activities sponsored by the Minnesota State High School League – 
athletics, band, choir, one-act play, speech, student council, FLA, fall play, musical, Echelon, Jazz, 
Supermileage, FFA and Equestrian. 

● The Athletic department presents several awards to outstanding senior athletes.  These include the 
Trevor Hoheisel Memorial, L.C Froyen Athletic, and the Lois Froyen Memorial Scholarships. 

 
BRAHAM AREA-EDUCATION ASSOCIATION 

● The Braham Area Education Association membership is open to all teachers.  The purpose of the 
organization is to promote the general welfare of teachers and to afford a means for official expression 
of teacher’s opinions, concerns, disputes, contract issues and negotiations. 
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BRING YOUR OWN DEVICE (BYOD) POLICY 
● Student use of their personal devices must adhere to the Electronic Devices/Cell Phone Acceptable Use 

Policy and Bullying Policy included in the Student Handbook. 
 
BUDGETS AND PURCHASES 

● Budget requests discussion must exist between departments/grade level teams.  Coordinate 
purchases/requests within your department/team. 

● For purchases, please have adequate background information and justify expenditures within 
curriculum.  

○ 1.  Research availability. 
○ 2.  Review any technology requests with the tech coordinator in advance to make sure they  

     are compatible with district specifications. 
○ 3.  Bring requests to the building principal. 

● No purchase or contract may be made without written approval from the principal.  A requisition form 
(located in the mailroom) must be filled out by the teacher requesting the purchase.  

● No employee of Braham Area Schools is authorized to purchase materials or services to be charged to 
the school district without an official purchase order approved and signed in advance by both the 
building principal and the superintendent. 

● The principal and the superintendent must approve any solicitation of businesses, or grant 
requests, on behalf of the school or school activities in advance.  Per board policy #706, all gifts 
must be accepted by the school board prior to use.  

○ Grants:  Turn in a copy of the grant request (prior to submission) to your building administrator. 
○ Fundraisers:  Complete a Fundraiser Planning Sheet & Request Form and submit to your 

building administrator prior to start.  
 
BUILDING DOOR NUMBERS 

● The following doors are numbered inside and out.  Use the numbers on these doors when explaining the 
location to an outside emergency service. 

 
● HIGH SCHOOL 

○ Front of school #1 
○ Activities door #2 
○ Kitchen hallway #3 
○ By Ms. Swanson’s Room #4 
○ By C100  #5 

● Elementary 
○ Front of school  #1  
○ Southwest door #2 
○ Northwest Door  #3 
○ Northeast Door  #4 
○ Southeast Door  #5 
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BUILDING USE AFTER DISMISSAL 
● Every teacher is responsible for areas of the building assigned to them.  After regular school hours, use 

of the building requires that you follow these simple rules:  Be sure that all doors are locked when you 
leave.  Turn off lights and close windows.  Advisors, directors and coaches are to see that all students 
have left the school before the building is secured.  Do not ask students to be in the building after 
dismissal unless you have arranged for their adult supervision. 

 
CELL PHONE 

● Staff members are NOT allowed to use their cell phones for talking, texting, personal internet use, etc. 
during duty times.  Cell phones can only be used for educational purposes.  Staff may use their phones 
during their duty free lunch and scheduled breaks. 

 
CHAIN OF COMMAND 

● When the building principals are unavailable or unable to perform his/her duties, the Community 
Education/Activities director will be in charge of the day-to-day operations.  In the event the 
Community Education/Activities director is absent, the Superintendent shall be contacted to be in 
charge.  Staff should follow the chain of command for any other issues or concerns should bring them to 
the building principal. 

 
CHEMICAL ABUSE – STUDENTS 

● The staff of Braham Area Schools recognizes that student drug abuse may interfere with his/her health 
and/or school performance.  It is, therefore, necessary for staff members to take the following action 
when drug use is either observed or suspected or interfering with the student’s performance in any way. 

● When a staff member observes a student using drugs, including alcohol, on school grounds, the 
following action shall be taken: 

○ The staff member will take the student to the principal or notify him of the observed use, and 
continue to observe the student until the administrator arrives. 

○ The administrator will notify the student’s parents and take appropriate actions. 
 

EMERGENCY GUIDELINES FOR DRUG OVERDOSE 
● When a student is reported and/or discovered in a state of drug overdose, the following actions should be 

taken: 
○ The person discovering the student should immediately notify the principal and remain with the 

student. 
○ The principal will immediately contact the school nurse who will then follow standard medical 

emergency procedures (checking pulse, blood pressure, breathing rate, etc.). 
○ The school nurse will notify the parents and find out to which medical facility the parents want 

the student taken.  If parents cannot be reached, police should be notified as in any medical 
emergency. 

○ The principal will call police.  
 
GUIDELINES FOR CHEMICAL INTOXICATION 

● The staff member should notify the principal of the situation.  The student should not be left alone at any 
time.  The principal will contact law enforcement and supervise the student until law enforcement 
arrives.  The principal will follow standard school discipline procedures with the student. 
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CHEMICALS/TOBACCO 
● Braham High School is a tobacco/chemical free school.  This also includes Nicotine delivery devices 

(i.e. E-Cigarettes).  Use of chemicals/tobacco is addressed in the policy located in the district office. 
 
CLASS ADVISORS 

● Grade 12 
○ Bryan Johnson 
○ Jennifer Lundin  
○ Beth Stone 
○ Grade level duties will be shared between grade level staff as needed 

 
CIVIL RIGHTS 

● In accordance with Federal law and the US Department of Agriculture policy, this institution is 
prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. 

 
● To file a complaint of discrimination, write: USDA, Director, Office of Adjudication, 1400 

Independence Ave SW, Washington, D.C. 20250-9410 or call toll free: (866) 632 – 9992.  
 

● Individuals who are hearing impaired or have speech disabilities may contact USDA through the Federal 
Relay Service at (800)877 – 8339 or (800) 845 – 6136 (Spanish).  USDA is an equal opportunity 
provider and employer.  

 
CLASSROOM CONDITION 

● The overall condition of the classroom is the teacher’s responsibility.  The room will be vacuumed or 
swept, and the trash emptied by the custodial staff on a daily basis.  Please remember to recycle all 
discarded paper into a container located in your classroom.  Any repairs to your room should be reported 
to the high school office staff.  Clean desks, shut windows, lock the door, shut down computers, and turn 
off the lights at the end of your school day.  Keep the door locked when you are not in the room. 

 
 
CLASSROOM PARTIES 

● High School 
● Classroom parties are not considered part of the regular school day routine.  Such activities 

should be held after school or in the evening.  Students are not allowed to bring food or 
beverages (except clear water) into the classroom unless it is for an instructional activity and the 
food or beverage meets the Braham Area Schools Wellness Policy.  
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CODE OF CONDUCT  
● The staff and students at Braham Area Schools strive to show “Bomber PRIDE” in their everyday 

actions.  This includes, but is not limited to Positive Attitude, Respect, Integrity, Discipline, and 
Excellence.  The following directives should be followed at all times. 

● Follow the directions of all staff 
● Wait to be recognized before speaking 
● Keep hands, feet and remarks to themselves 
● No teasing or harassment of others 
● Place all trash and unneeded items in the proper receptacle 
● No public displays of affection 
● Always walk in the hallways 
● Use appropriate language (i.e. no swearing) 
● No roughhousing, wrestling or fighting 
● No inappropriate physical contact 
● No cheating, forging or theft 
● Keep hallways and cafeteria clean and clear 

● Minor violations such as being tardy to class, coming unprepared or minor disruptions will be handled 
by the teacher. Teachers are encouraged to notify parents early to head off further behavior problems. 

● Major violations will be referred to the principal. The principal will invoke the full penalty of the 
discipline policy and shall refer cases to law enforcement agencies involving disciplinary actions which 
pose violations of local, state or federal law. 

 
COMMITTEE ASSIGNMENTS 

● The high school principal will be a member of all committees related to students.  All committees shall 
file some type of written report with the principal.  This will allow the board of education to hear and 
accept the reports and proposals of the committee.  The first person listed will act as chairperson of the 
committee. 

 
COMPUTER LABS 

● Sign up for computer labs, iPad Carts, and Chromebook Carts by using the shared Google Calendar. 
Out of courtesy for other teachers please do not sign up for the lab for more than three consecutive days. 
Have a seating chart available in case of vandalism to a computer.  Use a sign out sheet for individual 
devices when using the iPad or Chromebook Carts. 

 
COMPUTER/INTERNET POLICY  

● See school board policy #524. 
 
CONDUCT PROCEDURES - STUDENT 

● If a problem arises with a student, the matter should first be brought to the attention of the teacher (if 
appropriate), then to the principal.  If a satisfactory resolution cannot be found, the matter will then be 
taken to the superintendent.  Finally (if necessary), it will come before the board of education for 
consideration.  It is mandatory, however, that following the proper chain of command be observed.  
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CONTROVERSIAL CLASSROOM CURRICULUM/FILMS 
● If the curriculum is to be relevant, controversial issues in public education cannot be avoided.  The 

teacher’s obligation is to present objectively the varying points of view relative to the particular issue 
and help students develop the skills needed to think through an issue and formulate an intelligent 
position relative to the issue.  

● Films are valuable teaching tools but should always be previewed as to subject matter, grade-level 
appropriateness and relevance to the course.  Make certain you have very solid, academic reasoning 
behind the use of instructional time to watch a video/film.  If the video has some questionable content, 
contact the principal for an opinion and send the appropriate form home to the parent for their 
permission. 

● When in doubt, consult with the principal. 
 
COPY MACHINES 

● There are two copy machines at BAHS.  One is located in the library (10 or less copies), and the other in 
the teacher’s workroom (F108).  Please use the teacher’s copy machine (F108), whenever possible. 
There are two copy machines at BAES.  One is located in the library, and the other in the mailroom.  If a 
copier is out of order, contact building secretary. 

 
COURSE SYLLABI 

● High School 
● Teachers must provide students with a class syllabus for every course at the beginning of the 

course.  The syllabus will include, course description, units covered, course objectives, academic 
standards covered, the teacher’s policies on grading, breakdown of grading (tests, quizzes, 
classwork) make-up work procedures, late work procedures, extra credit, special projects and 
important class deadlines and expectations and classroom procedures.  The syllabus outlines the 
content of the course.  Teachers will use a common format for all courses. 

● Syllabi should be reviewed annually for revision, cuts or additions.  A copy of each syllabus 
should be forwarded to the building principals to be kept on file for substitute teachers and parent 
inquiries.  

 
DAILY CLASS CHANGES 

● Teachers are to be in the halls during all passing times to keep order and noise to a minimum.  
○ Students are not to be dismissed early. 
○ Students are not to crowd to the doorway in preparation for the bell to ring. 
○ Students should be marked tardy if they are not in your room (or in their desk, if you prefer) 

when the bell rings. 
○ Every teacher is expected to establish these rules on the first day of class and enforce them 

consistently. 
 
 
DANGEROUS Weapons Policy 

● A weapons free zone is defined by the Minnesota Legislature as being within the confines of and 
distances within one city block or 300 feet of any Minnesota school property.  Braham Area Schools 
subscribes to the Minnesota Statute. 

● A dangerous weapon shall be any object that is defined in state law, is in the possession of a student, and 
is for the purpose to do bodily harm or threaten another individual.  

● The complete policy is available in the district office or online. 
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DATA PRIVACY 
● It is important that all persons who work in the school system recognize the importance and legalities of 

data privacy, specifically with reference to student data.  This can best be simplified as follows: 
● It is not permissible for you to share information about a student with anyone other than that student, 

his/her parents/guardians or other school employees who have a “need to know” of that information for 
instructional purposes.  Substitute teachers are included in that category of people who may have a need 
to know; however, they must maintain the strictest confidentiality. 

● It is not permissible for you to share information about a student with another student’s parent, even if 
asked.  The most common trap is responding to a question such as, “Who was he with?” or “What kind 
of kid is she?” when you are discussing a disciplinary incident with a parent.  Let the parent know that 
you are sensitive to their concerns, but that you may not disclose information about another student. 
Stepparents need permission from one custodial parent to receive any information. 

● Be cautious when showing a parent or student your grade book.  She/he should not be able to view the 
grades of other students. 

● Parents have a right to see their child’s cumulative file.  They may view it in school, or office staff can 
give them a copy of it.  If they ask that something be removed, please refer the situation to the high 
school principal. 

● You may keep personal anecdotal notes on your students for the purpose of instruction.  
● They may not be shared with others and should be destroyed at the end of the school year.  If it is 

important enough to keep the note, it must be retained in the student’s cumulative folder, at which point 
the parent/student has the right to access all information contained 

● “Lounge talk” often exceeds the limit of other employees who “need to know” specific information.  In 
addition,  we often have visitors in the school, and much of what is said can be heard from elsewhere in 
the building.  Please omit the use of names and maintain a high degree of professionalism when 
discussing school business. 

● There are almost no circumstances when “community talk” about specific students would be considered 
acceptable, unless it is with the parent of that student.  The best response to an “I heard that so and so…” 
comment is to say politely that it is not appropriate for you to talk about “so and so” with anyone but 
that student’s parents unless they have authorized you to do so.  Most people will not only understand, 
they will respect you for your professionalism and confidentiality. 

● Data privacy - School business should not be discussed under social media. 
● Non-custodial parents have a right to access student data, unless there is a court order to withhold 

information.  Both parents have a right to attend parent/teacher conferences. 
● There can be significant civil damages assessed against the school district for violations of data privacy. 

Look at it this way:  If you are taken to court for refusing to release information, and you lose, the other 
person gets the information.  If you are taken to court for violation of data privacy, and you lose, the 
school and yourself are in additional legal jeopardy. 

● If in doubt, DO NOT release information.  If you are not sure, check it out with your principal.  You can 
always call the person back and give them the information they have requested. 
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DISCIPLINE 
● The discipline policy can be found in the student handbook and will be managed by the principal.  All 

student concerns should be referred to the Principal, or Special Education Case Manager when 
appropriate. 

 
DISCIPLINE - CLASSROOM 

● Before any learning can occur, effective classroom discipline is necessary, and it is an important part of 
a teacher’s responsibility to manage students effectively.  It is also your responsibility to supervise all 
students within the building.  Be at your door in the hallway when classes pass, and occasionally, check 
bathrooms.  In general, assist in seeing that students behave in a proper manner in and around the 
school.  Major incidents of misbehavior should always be reported to the school office. 

● Discipline will vary slightly from teacher to teacher.  Fundamentally, discipline means enforcing orderly 
behavior, and it is absolutely essential in order to teach effectively. 

● Discipline is best achieved without fuss and with quiet firmness.  If you attract attention to the one who 
is creating a disturbance, you play into that student’s hands, or the student is humiliated. 

● Teachers should handle minor classroom disturbances on their own.  Remember, no student likes to be 
embarrassed in front of the entire class.  The most appropriate method is to hold a conference alone with 
the student in the hallway or after class.  Also, a parent contact, in person or over the phone, expressing 
concern about work or behavior of their son or daughter, is an appropriate step and one that is required. 
If these steps prove ineffective, referral to the school principal will be appropriate. 

● A student directed to leave class for poor behavior should be instructed to report to the school office. 
This needs to be followed by an immediate call to office staff notifying them that the student is coming. 

● The school year should be started with a short list of classroom rules, strictness and follow-through of 
consequences for violations of classroom rules with the students, rather than too much leniency.  It is far 
easier to relax discipline than it is to tighten up after a poor beginning.  Deal effectively with potential 
troublemakers at the start, and most importantly, never threaten consequences to your rules unless you 
intend to enforce them.  Never touch a student when you are disciplining them, and understand when it 
is appropriate to send problem students to the office for discipline by the principal. 

● Be yourself, but place high expectations for yourself and your students.  The best discipline is thorough 
planning and efficient teaching! 

● Because of existing laws against corporal punishment, staff are instructed to discontinue using physical 
force or restraint in all situations except as outlined below.  This directive is to be effected immediately. 
Staff shall not use physical force or restraint except in situations as follows: 

○ To protect another student/staff member from personal/physical attack or imminent 
threat. 

○ To protect oneself from personal physical attack. 
○ To protect a student from doing harm to himself/herself or others. 
○ In any case, send another student for help to nearby teachers, support staff and the principal. 

● Teachers are expected to handle most of their own discipline for very minor infractions in the classroom. 
Disciplinary referral forms to the office should be written in detail by the teacher, and then completed by 
the principal in terms of disciplinary action.  Copies of disciplinary incidents will be sent to the parent, 
the teacher involved and the high school office to be kept on file.  Disciplinary referrals for infractions 
listed in the policy should always be referred to the principal.  

● Students removed from class for inappropriate conduct or behavior may be held in the 
in-school/detention rooms or in the office until the end of that class period at the discretion of the 
principal.  Teachers should always make it clear to the student as to why she/he is being removed, be 
given instructions to report to the office immediately, and notify the office that the student has been 
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removed and is being sent.  
DETENTION 

● Teachers may assign detention with a student for minor infractions or tardies to be served with that 
teacher during lunch or after school, if they so choose.  Please notify the office after you have assigned 
the detention.  

● Detention issued by the principal is served during the lunch period or after school in the in-school 
suspension room.  No food, drink, or sleeping are permitted while serving detention.  Violators will be 
assigned additional time.  Parents are responsible for transportation 

 
DISCIPLINE PROCEDURES – CLASSROOM 

● Procedures for Students Removed from Class:  Any student removed from class or other locations on 
campus for inappropriate conduct or behavior will immediately report to the office. 

● When a student is directed by a staff member to report to the office, the student is expected to leave the 
classroom or other location on campus and report immediately to the office with a pass including time 
sent.  If necessary, the teacher may call the office and request assistance from the principal with the 
removal of the student.  The student shall remain in the office and wait for additional directions from the 
principal.  

● Procedures for Re-admittance to Class:  The teacher and principal (and possibly the student) may 
need to meet to discuss the terms and consequences before admittance to class.  For more serious 
violations, parents/guardians may be requested to attend a conference with the teacher and principal 
before the student is allowed to return to class.  

● Procedures for Notification:  Each time a student is removed from class or is observed violating school 
rules, a teacher/staff member will complete a DISCIPLINE REFERRAL form online or a PINK slip at 
the Elementary School.  The discipline referral contains the following information: 

○ Student name, grade-level, class and date in which the referral was submitted. 
○ A description of the incident and teacher/staff member comments. 
○ Administrative action/consequences (warning, detention, in-school or out-school suspension). 
○ Administrative remarks and/or student readmission plan and the principal’s signature. 

● A copy of the completed form will be mailed to the parent/guardian.  
● Special Provisions for Discipline of Special Needs or 504 Students: 

○ When the student is under an Individualized Education Plan (IEP) or Section 504 Plan, the IEP 
or 504  team shall meet to determine what special modifications to the disciplinary consequences 
need to be made if it is determined that the student’s disability was a major cause in the violation 
of school rules.  If the team concludes that the student’s disability was not a factor in the 
violation, and that the student is capable of complying with the discipline policy, no deviation 
from the consequences shall occur for that student. 

DEFINITIONS 
● Detention:  Detaining a student for a period of one (1) hour after the school day.  
● Lunch Detention: Detaining a student for lunch detention during their assigned lunch period  
● In-School Suspension:  Detaining a student from attending class for a period of one hour to one school 

day.  Students receiving in-school suspension will serve the time in the resource/ISS room. 
● Out-of-School Suspension:  Prohibiting a student from attending school for a period of one (1) to five 

(5) school days, but not exceeding 10 days, in accordance with the rules and procedures of the Pupil Fair 
Dismissal Act.  

● Expulsion:  An expulsion from school may be imposed by the school board upon the recommendation 
of the superintendent or principal for a period up to one calendar year.  Expulsions may be imposed only 
after the student has the opportunity to present evidence at a hearing as to why he or she should not be 
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expelled.  Hearings will be conducted in accordance with the Pupil Fair Dismissal Act. 
 
DRESS CODE - FACULTY 

● Professional clothing is an important component of effective teaching.  Improper clothing distracts from 
and undermines the authority and respect of the classroom teacher.  Professional dress sets the 
appropriate relationship between the teacher and the students. 

● Teaching staff shall wear clothing that is professional and appropriate to their subject area.  T-shirts or 
sweatshirts, shorts, worn jeans, tennis shoes, flip flops or any other clothing which is inappropriate to the 
classroom setting will not be permitted.  Faculty members working in areas of physical education/health, 
science, industrial technology and art education shall wear clothing that is appropriate to their teaching 
assignment.  School appropriate jeans may be worn on Fridays and at the discretion of the building 
principal.  

 
DUTY HOURS 

● Teacher hours are 7:45 AM - 3:15 PM on a regular school day.  Teachers are required to come in early 
or stay late for staff meetings, PLC meetings, IEP/504 meetings or when it is determined necessary.  If 
you need to leave your classroom for any reason while students are present, please call the office so your 
room is not left unattended. 

 
E-MAIL/TELEPHONE 

● Each employee has an e-mail address.  Check messages frequently.  Most communications from the 
office come to the staff via e-mail.  Check your e-mail each AM and PM.  Please answer your phone 
during class time. 

 
EMERGENCY DRILLS 

● The State of Minnesota requires that emergency drills be held in the school.  “Lockdown” drills will be 
conducted as well.  These drills must be recorded as to the number of students participating, number 
held throughout the year, and the time it took to evacuate the building.  Our goal is to exit the building in 
70 seconds or less.  Each teacher should explain the value of emergency drills to the student, and stress 
behavior necessary during the drill.  Running, loitering, talking, holding on to each other, pushing or 
horseplay would be considered inappropriate during the drill. 

  
EMERGENCY PROCEDURES – FIRE 

● The State now requires five fire drills and five lockdowns per year.   A fire drill is something to be taken 
seriously by everyone.  This fact should be impressed upon the students as well.   If your assigned exit is 
blocked, change direction and lead students to the nearest exit.  This is to familiarize the students with 
other doors and outlets and to practice changing course. 

○ Discuss with your classes the fire drill evacuation routes and exits as per diagram on the next 
page.  This diagram shows students where to exit when in the commons; gym, lecture rooms, and 
library, and then, post on the bulletin board. 

○ Please have students refrain from talking or making any unnecessary noise while passing.  This 
will make it possible to signal a change of direction and everyone can hear. 

○ Close all windows and doors as you leave. 
○ Leave coats and books in the building. 
○ Teachers will take class record books with them and call roll before re-entering the building. 
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○ Move your class to at least 100 feet from the building. 
○ Be sure they are not in a road or fire lane. 
○ Teachers are to remain with their groups and keep them together.  Please instruct students to 

remain in line and ready to answer roll when called. 
○ The all-clear signal is when the alarm stops. 
○ Walk out quietly and orderly.  Do not run at any time. 
○ Do not mix groups.  Each group should remain intact and under the supervision of the teacher in 

charge at the time of the fire signal. 
● Due to fire safety restrictions ceiling panels are not to be altered in any fashion (no painting, etc.). 

  
EMERGENCY PROCEDURES - TORNADO 

● The National Weather Service Forecast Office issues weather warnings over NAWAS warning system 
points.  From there, the State fans out the warning to the county seats within its jurisdiction.  The County 
Civil Defense has the responsibility to warn the towns and villages within the county. 

● Two types of warnings: 
○ TORNADO WATCH: (This means meteorological conditions are favorable) 
○ TORNADO WARNING: (This means a tornado has been sighted) 

● When a tornado watch has been issued, the county civil defense will notify the district office and in turn 
each building will receive notification.  When the school is notified, the janitor, building principal, 
counselor, and free teachers will be asked to become observers.  Since most such storms move in from 
the southwest, this area should be watched carefully as well as all other areas. 

● If a sighting has occurred or our watch has turned into a warning, the following emergency plan shall be 
put into practice: 

● Announcing over the PA that this is a tornado warning and everyone shall move at once to the 
designated safety areas. 

● Assume the safety position – kneel, place your back to the southwest.  Instructions will be given over the 
PA when to assume the safety position, place your head forward and cover your head with your hands. 
(Teachers -- please cover this with the students in your class so they know what to do in advance of 
drills.)  Stay with your group at all times making certain that all is quiet enough to hear the PA or by 
individual notification of each shelter area. 

 
EMERGENCY PROCEDURES -- LOCKDOWN 

● Administration will announce over the PA that there is a lockdown and whether it is a code yellow or 
code red lockdown 

● Code Red: 
○          Full lockdown 
○          Lock all doors/windows 
○          Turn off all lights 
○          Move students to corner of room out of view from doors/windows 
○          Keep students quiet 
○          Ignore all bells/alarms 
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○          Stay in lockdown until further notice from administration 
● Code Yellow: 

○          Exterior threat outside of the building or in the community 
○          Lock windows and doors 
○          Continue class 
○          Stay in lockdown until further notice from administration 
○          If you are in the halls and do not have a class, please gather any students in  

         the hallway near you and take them to the nearest room.  Supervise them as a  
         group for the lock down 

○          Determination will be made and communicated as quickly and efficiently as  
         possible to evacuate (fire drill) or remain 

 
* Do not open your doors for any reason; administration, building security, or police will unlock your 

doors when safe and give you further instructions or to indicate the completion of a drill. 
 
EMERGENCY PROCEDURES - BOMB THREATS 

● When a call is received, the office staff will proceed according to the designated plan. 
○ The PA will interrupt your class with “An emergency exists – please clear the building as you 

would for a fire drill.” 
○ The secretaries shall call the District Office, building secretaries, the police and the fire 

department. 
○ If a district-wide threat is received, teachers must bring all students to the Cafeteria without 

letting kids stop at their lockers. From there students would be transported by bus to St. Peter and 
Paul Catholic church (elementary school students) and Braham Evangelical Lutheran church 
(grades 5 and up).  Teachers are to stay with their group and supervise until further instructions 
are given. 

 
EQUAL EDUCATION AND EMPLOYMENT OPPORTUNITIES 

● Section 213.02, 8 of the Constitution of the Minnesota State High School League provides a Fair 
Hearing procedure for a student, staff member, parent or guardian who wishes to contest a school’s 
failure to certify the eligibility of a student or employment of a staff member.  It shall be the 
responsibility of the member school to inform the student, staff member, parent or guardian about the 
following Fair Hearing Procedure. The Fair Hearing Procedure is to allow a local hearing panel to 
review the decision of the school representatives regarding the eligibility of a student or employment of 
a staff member.  All rulings must be consistent with league bylaws.  Only the Board of Directors has the 
constitutional authority to waive the application of the penalty for the violation of any bylaw. 

 
● A student, staff member, parent or guardian wishing to contest a school’s decision regarding education 

or employment opportunities may appeal that decision as follows: 
○ Written notice shall be directed to the assistant principal within 10 calendar days after the date of 

mailing of the school’s decision requesting a hearing and stating the basis of a claim for 
eligibility. 

○ The building principal shall convene a hearing panel within 10 calendar days of the notice 
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of appeal. 
○ A student, staff, parent or guardian wishing to appeal the school hearing panel’s decision of the 

decision made by the executive director of the league, or his designee, overruling the hearing 
panel’s decision may appeal the decision to the School Board by:  Mailing a written notice of 
appeal to the school principal and Superintendent 

 
EVALUATIONS - FACULTY 

● All probationary teachers will be evaluated by the principal a minimum of three times per school year. 
Tenured staff are evaluated at a minimum of once per year.  All teaches will also receive 1-2 peer 
observations a year.  All teachers will be observed through three walk through observations during each 
school year.  

 
EVENTS/LYCEUMS/PERFORMANCES 

● At selected times throughout the year, students will be gathered in the gym or multipurpose room for 
performances, lyceums, pep fests, events, etc. during the school day.  Teachers are expected to attend the 
events and remain with their students. 

 
FACILITIES 

● The use of the school facilities after hours is coordinated through the community education office. 
● The building, materials and/or equipment within it are not to be used by employees or students for 

personal use or for reasons other than class assignments or school-related business. 
 
FIELD TRIPS 

● Braham Area Schools does recognize the educational value in field trips.  Transportation arrangements 
are made through the school office after approval by the superintendent.  The teacher should make 
arrangements for the substitute teacher and notify the kitchen staff as to how many students will be 
absent from lunch.  All students must ride the bus to the destination.  At the end of the field trip 
activities, a parent may sign out only their own student. 

● As a matter professional courtesy, all teachers, coaches and advisors taking students out of the building 
during the school day must notify the attendance secretary, food service director and staff at least 1 week 
in advance of the students that are going to be gone.  Also, update the day of to the attendance secretary 
the students that did not show for the field trip. 

 
FIELD TRIP PLANNING 

● First, see the principal in person to explain and get approval for your field trip. 
● The second step is to fill out a Bus Request form and turn it into the activities director at least a week 

prior to your trip. 
● Once your trip is approved, send home a field trip permission form containing the essential details and 

require a signed form prior to departure.  Tell students whether phone call or email responses are 
adequate.  If one or two parents don't give permission or several students don't return permission forms, 
refer these students to the principal with an alternate assignment due at the end of the class period. 
Finally, give the Attendance Secretary the required field trip information, including students who will be 
attending, one week before the day of your trip. 

● Note: All chaperones must have a completed background check on file with the school district.  
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FUNDRAISING AND PROCEDURES 

● The activities director and principal will coordinate this procedure.  If after reading the guidelines, you 
decide to pursue a fundraising project, complete the FUNDRAISER PLANNING form.  Do not make 
any commitments until the form has been approved and returned to you. 

● Each activity’s needs in general should be funded by the school district budgets. The following are the 
guidelines and procedures for school group fundraisers: 

● Student activities requiring the expenditure of any non-district budget funds must be approved in 
advance.  To raise money, an application must be approved.  The fundraiser application planning form 
should be submitted to the activities director no later than two week prior to the start of the school year. 
Approved fundraisers will be placed on the school calendar.  Factors to be used in the decision for 
approval will include the budget needed, faculty and student time required, impact on classes, market 
saturation, impact on community, and propriety of the fund raising to school and organization goals. 

● Two common problems with fundraising activities are the negative impact on school and community, 
and the great quantity of work required for a limited profit.  Advisors and student leaders should work 
with the AD and principal to develop low-impact, high-profit projects. 

● School activities will be limited to two fundraising activities per year, except for extreme need, a 3rd will 
be allowed with committee approval. 

● Fundraisers as considered as one single fundraiser, even though they occur more frequently: concessions 
per season, taste tests, school store, pop and snack machines, after school candy sales. 

 
● Concessions – the activity itself has first option for their own concessions.  If they choose not to, 

it will be available to other school activities, and then to an outside organization, such as booster 
groups, etc. 

● Fundraisers normally run up to two weeks in length. 
● Normally, only one sale at a time will be allowed. 
● Sales may not be conducted in classrooms or during class, and will not be an acceptable excuse 

for tardiness to class. 
● All funds raised must be deposited in the Student Activities Account, and all bills will be paid 

from the account. 
● Following the fundraiser, the faculty supervisor should fill out the follow-up items (on backside 

of fundraiser request) and submit to the activities director within two weeks of the fundraiser’s 
completion. 

● Non-school groups are not allowed to sell anything in the school or at a school event. 
 

All fund raising projects must have prior approval by the activities director.  Outside agencies are 
not allowed to sell at school events. 

 
GRADING POLICIES - GENERAL GRADING INFORMATION 

● The student will receive a letter grade each quarter, which indicates the quality of his/her academic 
performance for that quarter.  These grades are to be based upon the measurable objectives of the 
teacher for that particular course of study.  The letter grade is to reflect academic achievement only and 
shall not include conduct.  
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EXCELLENCE 

● Students performing at a high academic level or those students making significant improvements in 
performance deserve recognition for their achievements.  In addition to being recognized at the “student 
of the month” awards, teachers will make contact with the parents in writing and follow up with a phone 
call. 

 
EXTRA CREDIT 

● Extra credit may be given according to the following guidelines: 
○ All assignments and assessments required for the class have been completed. 
○ Extra credit assignments must be relevant to the class curriculum. 
○ Extra credit cannot raise the student’s grade by more than 3%. 

 
FAILURES 

● If a student should fail to earn at least a D- (.60), an F (0) will be recorded.  In cases where the gap 
between one of the quarter grades and the semester grade is more than 1 grade (for example C- and F 
with semester grade of F), the teacher must present a rationale to the principal before grading day for 
approval or non-approval.  This form is available in the counseling office. 

 
● A minimum of two (2) reports must be mailed to the parents of students performing 

unsatisfactorily before a student is failed for a course.  The teacher will call the parent by 
phone to discuss strategies for improvement. 

 
 
 
Students may earn the following letter grades:  A, A-, B+, B, B-, C+, C, C-, D+, D, D-, F, I or P.  The 
letter grades issued are to be interpreted as follows: 

● A, A- = Exceptional Work 
● B+, B, B- = Above Average Work 
● C+, C, C- = Average Work 
● D+, D, D- = Below Average Work 
● F = Failure - No Credit Given 
● I = Incomplete 
● P = Pass 

 
GRADING PROCEDURES/RECORD KEEPING 

● Good instruction and follow-up demand that there be complete understanding and cooperation between 
the student, the home, and the school.  Certain minimum expectations will help insure that this takes 
place and are listed below: 

● IEP requirements for special needs students must be followed carefully.  This is a legal requirement. 
The classroom teacher has primary responsibility for all students in their class, including special needs 
students.  Consult special needs case managers if you want help with modifications or accommodations.  

● The teacher must maintain a full and accurate record of student work in the grade book.  Scores, dates 
and grades must be clearly marked to facilitate interpretation to parents by other teachers, counselor and 
principal in the absence of the teacher. 

● Progress in the course must be made known to students in each class.  Be sure to send progress reports 
to deficient students at scheduled times. 
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● A minimum of two (2) reports must be mailed to the parents of students performing unsatisfactorily 
before a student is failed for a course.  

● A form letter for failures must be mailed to the parents of the student earning the grade of F: Teachers 
will contact the parents by phone at the first sign of below-average work. 

● Proper procedures and timelines for the reporting of student progress must be followed. 
● A full, complete and accurate accounting of student attendance must be communicated to the office each 

day, and these records must be maintained in the teacher’s grade book. 
● Full and accurate records of school books or other materials checked out to students.  These materials 

must be returned before the end of the course, or the student is required to pay for them. 
● Teachers will update their grades every week.  
● Appropriate credit may be received if all requirements for the course and class work are completed 

within two weeks of the close of the quarter.  Exceptions are limited to:  a) the CPR requirement must be 
completed prior to the awarding of the diploma and b) certain health problems of the student.  

○ The following grading scale will be used in the electronic Power School gradebook setup: 
■ 95 – 100% =  A 
■ 94 – 90% =  A- 
■ 89 – 86% =  B+ 
■ 85 – 83% =  B 
■ 82 – 80% =  B- 
■ 79 – 76% =  C+ 
■ 75 – 73% =  C 
■ 72 – 70% =  C- 
■ 69 – 66% =  D+ 
■ 65 – 63% =  D 
■ 62 – 60% =  D- 
■ 59% - =  F 

 
● All teachers will use this grading scale with the exception of College in the Schools courses requiring an 

alternate grading scale. 
 
GRADING AND MIDTERM REPORTS 

● Grade reports will be issued four (4) times per year after every nine (9) week grading period.  The fourth 
quarter report cards will be mailed out to families if they are not picked up within three weeks at the end 
of the school year. 

● At the mid quarter (about the 5th week), midterm reports will be sent home to each parent/guardian 
whose student is not making satisfactory progress in one or more of his/her classes.  A parental 
conference with the teacher and the high school principal may be requested.  Progress reports may be 
sent home at any time during the year. 

● The "I" signifies the student's work is incomplete and no grade can yet be assigned.  Unless special 
arrangements are made with the high school principal, an incomplete must be made up within two (2) 
weeks after the end of a grading period.  If the incomplete is not finished within those timelines, 
incomplete work will automatically become an "F” and be averaged in with the remainder of the 
student’s coursework for that class.  

 
GRADE OVERRIDES  

● Student letter grades should correspond with the percentages above.  Teachers may override a grade to 
compensate for extenuating circumstance; however, an override must not raise a student’s grade by 
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more than 3% points. 
 
HONOR ROLL 

● At the end of each marking period, two honor rolls will be compiled.  One will contain the names of all 
students who have earned an A- (3.5) average or better.  The other will contain the names of all students 
who have earned a B- (2.7) average or better during the marking period. 

 
INCOMPLETES 

● Procedures to be followed are: 
● Course requirements must be made known to students in writing at the beginning of the course. 
● Daily work (not specified as course requirements) shall receive an F or 0, if not made up. 
● Class requirements must be fulfilled or the student will fail the course and not receive credit. 
● Determine with the student the number of days to be granted for make-up in writing.  In the case of 

absences, two days for make-up are given for each day missed. 
● In no case should the length of make-up extend beyond the following quarter. 
● There can be no incompletes at the end of the school year except in the case of severe student illness.  In 

such a case, the teacher must make an advance plan with the student, counselor and principal prior to 
end of school. 

 
LATE WORK  

● Each teacher will set their own late work policy and value for late work.  Deadlines for turning in late 
work will be set at mid-quarter and the end of each quarter.  

 
MAKE-UP WORK 

● When a student is absent, he/she will be required to make up all work.  Students will be given two days 
for each day absent to make up work.  Special situations requiring a student to have prolonged absences 
from school will be taken into account by teachers and administration.  Students who have been 
suspended out of school or in-school must be given the opportunity to make up the work they have 
missed.  Students must have a make-up slip indicating an excused absence in order to be allowed to 
make up missed work.  Students with unexcused absences should be given no credit for missed work. 

 
MANDATORY PROCEDURES 

● Good instruction and follow-up demand that there be full understanding and cooperation between the 
student, the home, and the school.  Listed below are minimum expectations to help ensure that his takes 
place. 

○ Teachers, like students, must be present in the classroom for the full duration of each class 
assigned. 

○ A full, complete, and accurate accounting of student’s attendance must be communicated via 
computer each day and these records must be maintained in the teacher’s grade book. 

○ The grading program must be used to maintain full and accurate records of schoolbooks or other 
materials checked out to students.  These materials must be returned before the end of the course, 
or the student is required to pay for them. 

○ Students must be fully aware of the expectations of the class, of important deadlines, or make-up 
procedures and of the appropriate method for securing extra help. 

○ Teachers must deliver the very best possible quality instruction in a firm and caring atmosphere. 
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○ Students must be challenged to learn at their ability level, with enough individual adjustment to 
accommodate the brightest, most inquisitive students, and students who need special help and 
modification of the curriculum of teaching style. 

○ The teacher must maintain a full and accurate record of student work in the grade book.  Scores, 
dates, and grades must be clearly marked to facilitate interpretation to parents by teachers and the 
principal in the absence of the teacher. 

○ You are strongly encouraged to send a letter and proper notification of unsatisfactory 
performance to parents. 

○ The teacher is responsible for the application of fair, caring and consistent standards in the 
process of assigning grades. 

○ Teachers are expected to be in their classroom when class is in session.  If you need to leave your 
classroom for any reason, please contact the office so your room is not left unattended. 

 
MARKING REPORT CARDS 

● PowerSchool will print report cards.  The following format has been developed outlining a step-by-step 
procedure to insure proper input for PowerSchool. 

○ All sequential courses should be given letter grades for the quarter and a final letter grade at the 
end of the semester. 

○ A teacher can choose to select their students’ semester grades rather than have the computer 
calculate the semester grades within the parameters of BAHS policy.  (see Grade Overrides) 

○ If a student is dropping a course or taking part of a sequential course, please give a final letter 
grade at this time. 

○ If you have individual questions, please feel free to clarify them in the office. 
 
PARENT PORTAL UPDATES 

● Teachers will enter grades for every student on the Parent Portal at least once each week.  Assignment 
listings in PowerSchool must define, in content, all assignments, projects, class work, quizzes and tests 
in detail with due dates and any other items in which parents will be able to access their children’s 
current progress in all their courses and be easily understood.  

 
RECOMMENDED PROCEDURES 

● Grades must be determined on the basis of the learning that takes place in your classroom.  The criteria 
you choose must be carefully considered, formalized, and made abundantly clear to the student.  The 
student must learn good habits of regular, punctual attendance. 

 
REPEATING CLASSES 

● If the student completes the class assignments, the teacher may determine the student "has put forth 
her/his best effort" and "would not benefit from repeating the class."  The numerical value will be 
reported as .60 = D-.  The student will receive graduation credit for the course. 

● If the student does not complete the class assignments and/or the teacher determines the student "has not 
put forth her/his best effort, and would benefit from repeating the class," the numerical value of the "F" a 
“0” (=F) is recorded.  The student will NOT receive graduation credit for the course. 

● Daily work (not specified as course requirements) shall receive an "F" or "0," if not made up. 
● Class requirements must be fulfilled or the student will fail the course and receive no credit. 
● Students are permitted to repeat classes they have already completed if those classes are skill building 
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(i.e. keyboarding, welding, etc.) or if it is obvious the student could gain a much better understanding 
than he/she gained on the first attempt. 

● If the student passed the course originally, he/she is permitted to take the course on an audit basis.  This 
means the student can better his/her original grade, but cannot receive additional graduation credit for 
the same course.  Auditing classes is only permitted if the class has vacancies remaining after grades 
9-12 have completed registration. 

 
● If the student failed the course originally, he/she may repeat the course for graduation credit and grade 

improvement only if there is available seats.  
 
SEQUENTIAL COURSES 

● There are several courses within the curriculum at Braham Area High School, which are more than one 
semester in length or sequential (foreign languages, computer, etc).  These courses are labeled A and B 
and are included in required courses. 

● In sequential courses, the teacher reports a letter grade each quarter and at the end of the semester 
assigns a final grade.  Only the semester grade is reported on the student’s permanent record. 

● A student must register for the complete sequence during one year unless special permission is granted. 
Special permission is granted in cases of an extreme scheduling conflict.  A student is not permitted to 
drop any part of the sequence unless failure is imminent, and/or the instructor recommends dropping. 
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QUARTER END DATES (and mid-quarter failure notice dates) 
 

First Quarter Ends:  Friday, November 2, 2018 (41 days) 
Mid-Quarters Notices Due in the Office:   Friday, October 6, 2018 
NOTIFICATION DATE:  Tuesday, October 10, 2018 
Teacher Workshop Day:  Monday, November 5, 2018 
Parent/Teacher Conferences:  Thursday, November 8, 2018 

  Tuesday, November 13, 2018 
First Trimester Ends:                                    Friday, December 1, 2018 

  
 Second Quarter Ends:  Thursday, January 17, 2019 (44 days) 
Mid-Quarters Notices Due in the Office: Wednesday, December 13, 2018 
NOTIFICATION DATE:  Friday, December 16, 2018 
Teacher Workshop Day:  Friday, January 18, 2019 
Second Trimester Ends: Friday, March 2, 2019 

  
Third Quarter Ends:  Thursday, March 21, 2019 (41 days) 
Mid-Quarters Notices Due in the Office: Friday, February 23, 2019 

            NOTIFICATION DATE:  Tuesday, February 27, 2019 
Teacher Workshop Day:  Friday, March 22, 2019 

  
Fourth Quarter Ends:  Wednesday, May 29, 2019  (44 days) 
Mid-Quarters Notices Due in the Office: Monday, May 1, 2019 

            NOTIFICATION DATE:   Tuesday, May 2, 2019 
Third Trimester Ends: Wednesday, May 30, 2019 
Graduation Date:  Friday, May 24, 2019 
Teacher Workshop Day:  Thursday, May 30, 2019 
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GUEST RESOURCES 
● According to district policy, the principal of each building is ultimately responsible for the total 

curriculum, which includes the utilization of resource people.  Guest resource people, for the purposes of 
these guidelines, are defined as people not employed by the school district, and on the basis of their 
experiences or training, are considered specialists who can provide students with first-hand experience. 
Their effectiveness in furthering the school’s curricular goals should be the basic criterion for their 
identification and use. 

○ The following are factors to be considered in the use of a request resource person:  
■ The primary concern in the use of any outside speaker should be his/her role in furthering 

the educational goals of the course involved. 
■ While varying viewpoints regarding issues will no doubt be represented by resource 

people, it is imperative that a balance in viewpoints are presented by various speakers and 
through related class instruction. 

■ The age and the maturity of the students should be considered in the utilization of 
resource people. 

■ Before the appearance of a resource person in school, the sponsoring teacher should 
discuss the goals of the program and the purpose of the special presentation with the 
guest speaker to clearly understand the goals identified. 

■ Resource people should be instructed to communicate in a manner appropriate to the age 
groups they are addressing and be consistent with our educational goals. 

■ The principal must be informed of the resource person before the day of their 
presentation. 

■ Resource people, like all other visitors, must sign up in the office and receive a Visitor’s 
Pass. 

 
GUIDANCE/COUNSELING SERVICES 

● Students must have a pre-signed pass from the high school office before being allowed to leave class to 
go to the guidance office. 

 
● College/Military Representatives:  

○ Throughout the school year, college/military reps visit the school to meet with juniors and 
seniors.  Students must sign up to meet with the rep and pick up a pass signed by the high school 
office.  Teachers must sign the pass for students to meet the reps. Allowing a student to meet 
with the college/military rep is at the classroom teacher’s discretion. 

 
HAZING:  

● See School Board Policy #526.  
 
VIOLENCE PREVENTION AND WEAPONS:  

● See School Board Policy #501 
 
The complete policies concerning harassment, hazing, bully prohibition, violence prevention and weapons 
are available in the district office.  The form to report being a victim of harassment is also available in the 
district office and online. 
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HEALTH SERVICES 
● In the event of illness or injury of a student in class, send them with to the counselor’s office area. 
● Emergencies should be handled in the most direct way possible to gain assistance.  If the student is able 

to walk, have him/her escorted directly.  If unable to walk, send for help immediately from the office.  In 
either case, contact the principal and the nurse if she is in the building. 

● The school nurse is on duty at the high school at the times posted on their office door. 
 
HOMEBOUND PROGRAM 

● If a student becomes sick, and the illness is expected to last for an extended period of time, the 
parent/guardian may apply for the homebound program.  A decision will be made based upon a doctor's 
statement concerning the circumstances involved.  All inquiries should be directed to building principal. 

 
HOMEWORK 

● Homework can be a very important component of a student’s education.  Homework should be of 
reasonable amount and time to complete, and it must be clearly understood by the student before being 
sent home.  Students should have homework on a consistent basis to develop good study habits. 
Remember, students have other classes, which often require homework as well. 

 
ID BADGES - STAFF 

● All staff will wear ID badges during the workday. Guests at the school, non-routine workers, and 
substitute teachers will wear temporary guest badges.  If you meet someone you don’t know, please 
escort them to the district or high school office to check in.  If they do not comply, call the office right 
away.  In addition, Life Touch will provide picture badges for all staff at no cost for the coming year.  

 
INTERACTIVE TELEVISION (ITV) 

● The interactive television policy manual will be issued to all students taking classes through the ITV 
office.  Proper classroom conduct and behavior is expected and will be followed by the students. 

 
KEYS 

● Each teacher, coach or advisor will be issued keys appropriate to their position.  This will include ID key 
cards for outside doors, your classroom and areas of the building needed to conduct your extracurricular 
work as a coach, advisor or director.  Under no circumstances should students be given keys or key 
cards to open doors.  Do not lend keys to persons not employed by the school.  If keys should become 
lost or stolen, report it to the principal immediately. 

 
LEAVING THE BUILDING 

● The office must know when you leave the building during the school day. Therefore, please sign out on 
the sheet in the office, and contact the principal or principal’s secretary. 

 
LESSON PLANS 

● Lesson plans are necessary in order for you to be an effective and efficient a teacher. Lesson plans must include 
topic, standards met, objectives, activities, and assessments.  

● It is important to save all of your lesson plans.  In this era of assessment, standards and accountability, 
lesson plans are essential to record the curriculum covered and can also be used as a means to analyze, 
whether or not, or to what degree we are meeting required standards and preparation for state-mandated 
assessment. 
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● Each teacher will keep lesson plans and use a common format.  Lesson plans will be submitted to the 
principal to analyze each week by the beginning of the workday on Mondays (or the first day of the 
school week).  

 
LIABILITY AND SAFETY 

● Leaving students unattended, for whom you are responsible for any reason, is not defensible in a court 
of law.  Therefore, teachers/coaches leaving students under your supervision unattended will be subject 
to disciplinary action.  

 
LONG DISTANCE TELEPHONE CALLS 

● Long distance calls can be made at the front office. 
 
MAILBOXES - FACULTY 

● Each teacher has an assigned mailbox in the mailroom.  It is very important that you check your 
mailboxes each morning prior to your first class, and again at the end of the day. 

 
● Students will not be permitted to pick up materials from a teacher’s mailbox since there may be 

confidential or personal information in the box. 
 
MANDATORY  REPORTING 

● Braham Area Schools, in accordance with Minnesota statute, complies with the legal responsibilities 
which professional educators have for reporting suspected cases of child abuse and neglect.  

 
● Professional school staff are mandated reporters by Minnesota law.  

○ If you suspect signs of child abuse in a student, you must immediately telephone your report to 
local law enforcement or social services. Failure to do so is a misdemeanor. If you need help 
with the call, see Ursula Scheele or Jonelle Klemz.  Inform the principal or assistant principal 
after you have made your initial report.  

○ Within 24 hours, you must fax a written report to the same agencies.  The person will not be told 
you reported them.  As long as you make the report in good faith, and use due care in preparing 
the report, you will have immunity from any liability that might otherwise result by reason of 
your action. 

○ All staff will receive refresher training at the beginning of the school year.  The family service 
specialist or social worker can assist you in filing reports.  

 
* The policy in its entirety is available in the district office.  

 
MEDIA CENTER:  POLICIES AND PROCEDURES 

● CLASS AND INDIVIDUAL USE  
○ In general, a quiet atmosphere is expected of anyone using the Media Center.  If communication 

is necessary for class work, it should be carried on as quietly as possible. 
○ For groups of students and/or students needing to watch a video, small rooms in the Media 

Center are available with prior approval. 
○ Please check with the Media Specialist to see what materials are available on a particular subject 

before assigning supplementary work. 
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○ A class sign-up calendar is located in the Media Center.  Teachers should sign up their class(es) 
as soon as possible to ensure availability.  An (I) after the teacher’s name reserves the 
Internet/computers for the class. 

○ If more than one class requests the Media Center during the same time period, the Media 
Specialist will try to accommodate both classes, but first reservations will be given preference. 

○ Teachers are expected to accompany the class to the Media Center and be in control over their 
group while using the area.  This includes monitoring appropriate computer and Internet use.  

○ Individual student passes should be used when sending several students down to the Media 
Center from your class.  The nature of the work to be done should be indicated on the pass. 

○ A maximum of 3 students will be allowed from each class on individual passes.  If teachers are 
in need of sending more than 3, advance approval from the Media Center staff must be given 
before sending. 

 
● BOOK RESERVATION 

○ If a teacher wishes to place a group of books on reserve (for Media Center use and overnight use 
only), please inform the Media Center staff at least three days in advance. 

 
● MEDIA CENTER ORDERS/RECOMMENDATIONS 

○ Recommendation/Request forms are available in the Media Center. 
○ Suggestions for new orders are welcomed from all district staff. 
○ Requests must conform to the existing selection policy. 
○ The Media Specialist must receive all requests by April 1st in order to be considered for the 

following school year. 
 

● AUDIO-VISUAL MATERIALS AND PROCEDURES 
○ If you are in need of these items please contact the Media Center Secretary.  All sign-ups are on 

a first come, first serve basis. 
○ Overhead projectors are available for year long or overnight use. 
○ Be sure to fully preview any media before using it in your class. 
○ Be sure to follow standard copyright laws. 
○ DVD/VHS duplicating machines are located in the Media Center.  Requests for duplicating must 

meet appropriate copyright guidelines.  Please give requests to the Media Center Secretary 5 
days prior to the date needed.  Larger projects should be given more time to complete. 

○ A laminating machine is located in the Media Center.  Simply drop off items to be laminated and 
the Media Center staff will laminate for you. 

 
See the Student Handbook for policies concerning Student Use of the Media Center. 

 
MEETING SCHEDULES 

● A meeting schedule will be sent out prior to the first week of school. 
 
 
 
 
MENTOR/MENTEE 

● Braham Area Schools does have a Mentor/Mentee program.  Each first-year teacher is assigned a 
mentor.  Periodic meetings with the principal are scheduled. 

28 
 



 
ON-LINE LEARNING OPTIONS 

● “On-line learning” is an interactive course or program that delivers instruction to a student by computer. 
Students may choose to enroll in one or more courses that come from on-line programs and providers 
approved by the Minnesota Department of Education.  Students may enroll in approved courses which 
meet or exceed local or state graduation requirements.  

 
PARAPROFESSIONALS 

● Braham Area Schools are staffed with various paraprofessionals.  The support staff play a vital role in 
the operations of an effective school.  Paras are in place to supplement the learning environment, to 
provide teacher assistance, student supervision and perform other duties in the school. 

 
PARENT/GUARDIAN COMMUNICATION 

● Many parents request information/assignments either through the high school office or directly from the 
teacher.  It is of the utmost importance that these communications completed as soon as possible. 

● Teachers are encouraged to communicate to parents/guardians at any time that might be of benefit to the 
student.  If a student is having serious academic problems, you should inform the parent as soon as 
possible by telephone and progress reports. 

● Communicating with parents about the positives is also strongly recommended.  Parents never tire of 
hearing good things about their children, and it is a great way to strengthen the parent/teacher 
relationship. 

 
PARENT-TEACHER CONFERENCES 

● Parent-teacher conferences for grades K-12 have been scheduled for Thursday, November 10 and 
Tuesday, November 15, 2016 from 3:30 p.m. - 7:30 p.m.   Spring conferences for grades K-6 will be 
Thursday, March 30 and Tuesday, April 4, 2017 from 3:30 p.m. - 7:30 p.m at BAES.  Parents/guardians 
are encouraged to attend to discuss their student’s progress in his/her classes. 

 
PARKING 

● Elementary Building 
○ Parking is available in the east or south lot.  Please do NOT park in Early Childhood or Visitor 

Parking 
● High School 

○ The staff parking is available in the north lot of the high school. Parking permits are issued to all 
staff. 

 
PART-TIME TEACHER HOURS 

● Here are guidelines for part time teachers for days outside of the standard school schedule: 
○ Conferences – PT teachers will do their contract percentage of the conference time 
○ In-service days – use the same procedure. 
○ Curriculum writing days- use the same procedure. 
○ Workdays – PT teachers will work only hours of contract percentage, beyond that there is no 

pay. 
 

PASSES – STUDENT 
● Only Braham Area School staff may issue passes to students during the school day. 
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● Be sure not to send students to other rooms without a pass.  
● Students will not be permitted to leave the classroom for any reason without a pass signed by the teacher 

for that particular class.  
● A student must have a blue “permit to leave the building” slip when before leaving campus.  All hall 

passes will be written on a yellow pass slip. 
● All students are to be scheduled to a specific class or location throughout the entire school day.  If a 

student wishes to move from one location to another during a class period, she/he must seek permission 
to do so by obtaining a student pass from a school staff member.  All student passes are to be filled out 
completely and include the student’s name, date, time, destination and signature by a school staff 
member.  A return pass requires the time of departure and the signature of the staff member involved.  

● No student may leave the building during the school day without first obtaining a blue slip from the 
school office.  Teachers are not authorized to give students permission to leave the high school.  If you 
find it necessary for a student to leave campus during the school day, you should make that request to 
the principal.  Parents will need to be notified for permission, and it is the high school principal who is 
ultimately and legally responsible for a student’s whereabouts and safety. 

● If you allow students to leave your room for any reason, including going to the lavatory or their locker, 
they must have a yellow pass from you indicating their name, destination and the time they are leaving 
your classroom.  You must know the whereabouts of all your students during the time they are assigned 
to you. 

● Do not allow students to return to your room unless they present the original bathroom or locker pass 
you signed or a return pass with a staff signature and time.  Check for all the required information in 
each instance.  This will prevent skipping and loitering and all other problems that are associated with 
student passes.  

● If a student does not follow these procedures, the office should be notified.  The teacher may suspend 
pass privileges from those students for an appropriate period of time. 

 
MAKE-UP SLIPS 

● In the event a student is absent from school for all or part of the school day, a make-up slip will be 
required.   To obtain a make-up slip, follow this procedure: 

● A phone call from a parent/guardian is preferred; however, a written note brought to the school 
office that includes the reasons for the absence, date, phone number and parent/guardian 
signature will be required in order of the absence to be considered excused.  A make-up slip will 
then be issued to the student.  

● Make-up slips must be presented to each of the student’s teachers in order to be admitted into 
class.  The teacher will sign and record the make-up assignments on the slip.  

● Students will not be required to turn the make-up slip into the office; however, students are 
required to complete the assignments and turn them into their teachers.  Students have two (2) 
days for every day of excused absence to make-up the assignment(s) for full credit. 

● Students must obtain and present a make-up slip to their teachers prior to absences for field trips 
or school-related activities. 

 
 
 
 
PERMISSION TO LEAVE SCHOOL 

● Whenever a student must leave school grounds for any reason, that student must provide permission (in 
writing or by phone) from the parent/guardian before being allowed to leave the high school campus. 
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This should be turned into the high school office no later than 7:40 AM on the day of release.  The 
student will receive a blue permit slip at that time, which will serve as a permit to leave the classroom as 
well as the building.  Students leaving campus without permission will be considered truant and subject 
to school discipline. The only exceptions where a pass is not necessary would include previously 
scheduled or announced meetings in which the student is involved, or the student has been called from 
class to report to the high school office.  Students not possessing the required pass will be considered 
skipping and subject to school discipline. 

 
TARDY PASSES 

● Students reporting late to class, and up to ten (10) minutes after the bell, are considered tardy.  In order 
for the tardy to be considered excused, and the student be allowed into class, that student must present a 
pass from the staff member who detained her/him previously. 

 
PERSONAL LEAVE 

● A full-time teacher may be granted personal leave of no more than three (3) days per year, the day/days 
to be deducted from sick leave.  Three days are to bused by the teacher as the teacher wishes.  Request 
for personal leave must be made at least three (3) working days prior to date requested.  Request and 
approval shall be made on appropriate form.  No more than ten (10) percent of the staff may be granted 
personal leave on any one (1) day.  Part-time teachers may be granted prorated personal leave.  A 
teacher may carry over a maximum of four (4) days of unused personal leave.  A maximum of six (6) 
days may be used at one time.  5% of staff may be on personal leave any one day during the first 5 
contractual days of the school year and any one day during the last 5 contractual days of the school year, 
with additional requests at the discretion of the Superintendent.  Personal leave requests should also be 
submitted in AESOP.  

 
PRE-ASSESSMENT TEAM (S.O.S) 

● Faculty members are obligated to report suspected student use of alcohol or other drugs or staff use that 
affects their job.  The pre-assessment team is composed of the high school counselor, school nurse, 
school social worker, and principal.  The group meets every week to discuss and address any student 
concerns brought by any member as well as any chemical violations reported by law enforcement. 
Student issues must be addressed within 45 days.  All student records for those discussed in team 
meetings will be destroyed at the end of each school year. 

 
PROFESSIONAL LEARNING COMMUNITIES (PLC) 

● Braham Area School faculty will be placed in several PLC teams, which must meet a minimum of 90 
minutes per month.  The PLC’s will be involved in the analysis of student data, the development of 
formalized curriculum and planning, alignment with Minnesota’s Academic Standards and MCA test 
specifications, and other activities planned by administration or the PLC leadership team.  

 
 
 
 
 
PROPOSAL REQUIRING PRINCIPAL, SUPERINTENDENT AND SCHOOL BOARD APPROVAL 

● This is an example of the type of information and procedures to have ready when you are preparing a 
proposal that involves significant changes and/or resources.  When you have the following requirements 
prepared, and the approval of your department, bring your idea to the principal. 
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○ Background Information 
○ Specific Proposal (Include where this fits in the curriculum cycle) 
○ Rationale  
○ How will you evaluate the proposal’s final product? 
○ Recommendation by Principal 
○ Recommendation by Superintendent 
○ School Board Action 

 
PUBLIC RELATIONS AND PUBLICITY 

● An informed public is essential to a quality educational program.  The local and area newspapers are our 
best avenues for mass communication, and they are happy to print news if it is given to them on time.  

● If you are involved with any special programs or newsworthy events in your classes or extracurriculars 
to share, articles are generally due on Mondays before noon. The larger area newspapers, radio and 
television stations often cover our school news.   Braham Area High School also maintains a school 
website.  Material for district newsletters is also strongly encouraged.  Digital and video cameras are 
available and should be used as often as possible to support the school news event, activity or program.  

● Parents love to see their children’s names and pictures in the newspaper or other media sources. 
Teachers are encouraged to use any other means to promote our school and its many offerings.  

 
READMISSIONS 

● If a student has been dropped from the official enrollment (transferred, dropped out, expelled, moved 
away or is absent for 15 consecutive days), that student may be readmitted when he/she meets the 
requirements of school admissions.  

 
RECYCLING 

● Teachers should obtain containers to be located in every classroom for the purpose of recycling paper 
only.  It is important that we teach conservation of paper to our students. 

 
REIMBURSEMENT 

● Reimbursement forms are available in the mailbox room for pre-approved expenses including mileage, 
registration fees and meals. 

 
RtI (RESPONSE TO INTERVENTION) 

● Elementary 
○ The Response to Intervention Team (RtI) should be contacted whenever you feel additional 

assistance, support or resources may be needed for a student to be successful and receive the 
most appropriate assistance.  The RtI team meets a minimum of once per month to discuss “at 
risk” students and to determine the best placement or support.  Please contact the school 
principal with your referrals. 

○ Teachers may make referrals to the building principal for students who are having any kind of 
difficulty.  The referring teacher will be asked to attend the RtI meeting.  

 
SAFETY – LIABILITY 

● LEAVING STUDENTS UNATTENDED FOR ANY REASON IS NOT DEFENSIBLE IN A COURT 
OF LAW.  THEREFORE, THE SCHOOL CANNOT ACCEPT ANY REASON FOR LEAVING 
YOUR STUDENTS UNATTENDED. 
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● IF YOU NEED TO LEAVE THE BUILDING, PLEASE SIGN OUT IN THE OFFICE AREA.  THAT 
WAY, IF A PHONE CALL COMES IN OR WE NEED TO FIND YOU, WE KNOW WHERE YOU 
ARE AND WHEN YOU WILL BE BACK. 

● IF YOU NEED TO LEAVE YOUR CLASSROOM FOR ANY REASON, PLEASE CALL THE 
OFFICE SO YOUR ROOM IS NOT LEFT UNATTENDED. 

 
SAT (STUDENT ASSISTANCE TEAM) 
HIGH SCHOOL 

● The SAT Assistance Team (SAT) should be contacted whenever you feel additional assistance, support 
or resources may be needed for a student to be successful and receive the most appropriate assistance. 
The SAT team meets a minimum of once per month to discuss “at risk” students and to determine the 
best placement or support.  Please contact the school principal with your referrals.  Teachers may make 
referrals to the principal for students who are having any kind of difficulty.  The referring teacher will be 
asked to attend the SAT meeting.  

 
SCHOOL CLOSING 

● Emergency school closings will be posted on the school website and announced on WCCO (830 am); 
WCMP, Pine City (1350 am/92.1 fm); and KBEK, Mora (95.5 fm).  Closings are also called in to 
WCCO Channel 4, KSTP Channel 5, KMSP Channel 9 and KARE Channel 11.  SchoolReach will also 
be used to notify staff and parents of school closures, late starts, and early dismissals.  

 
SCHOOL MAINTENANCE 

● Our  school buildings is a source of community pride.  The responsibility for neatness in classrooms, 
common areas, offices and workrooms belongs to all of us.  All students and staff are encouraged to 
actively maintain a high level of cleanliness and orderliness throughout the building. 

● Our custodial staff does an excellent job of cleaning and maintaining the building, and it is up to 
students and staff to help appropriately. 

 
SCHOOL WEBSITE 

● Braham Area Schools maintains a website with information for our students and community.  This is a 
great technology to promote our school and the many outstanding programs and news that exist there. 
The Parent Portal of the website contains weekly homework assignments and other class information for 
students and parents.  You are encouraged to provide any information and photos that promote the 
school, staff and student body.  

● Each licensed staff member will have a webpage that is accessible from the school website that includes their 
name, position, professional background, class schedule, course syllabus, lesson plans, and contact information. 
The site must be kept current.  

SIGNS 
● All signs posted in the school, or on school property, must be approved by the principal and include a 

signature on the lower right-hand corner of the document.  All signs must be posted on bulletin boards 
(space permitting).  PLEASE, NO SIGNS ON DOORS OR WINDOWS. 

 
SNACKS AND POP 

● No snacks or pop are to be consumed in the classroom by students.  It seems only fair for staff members 
to be held to the same standard.  The students may bring bottled water to class.  Staff members may 
drink bottled water while teaching.  
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SPECIAL NEEDS/IEP MEETINGS 
● IEP meetings are scheduled annually for each special needs student.  Regular classroom teachers are 

expected to attend these meetings.  Written notice will be given to team members in advance. 
● 504 POLICY/STUDENT DISABILITY NONDISCRIMINATION  BRAHAM AREA SCHOOLS 

POLICY for meeting the purpose of Section 504 of the Rehabilitation Act of 1973. It is the policy of 
the Board of Education of Braham Area Schools to provide a free and appropriate public education to 
each disabled student within its jurisdiction, regardless of the nature or severity of the disability. 

● It is the intent of the district to ensure that students, who are disabled within the definition of Section 
504 of the Rehabilitation Act of 1973, are identified, evaluated and provided with appropriate 
educational services.  Students may be disabled under this policy even though they do not require 
services pursuant to the Individuals with Disabilities Education Act (IDEA).  The guidance counselor is 
the district representative for Section 504 activities.  

● The district practices inclusion with all its special needs and 504 students.  Inclusion is meeting the 
needs (enrichment, remediation, curriculum modification, behavior intervention, skill groups speech 
modification and curriculum extensions) of EVERY student in the least restrictive environment.  It is 
our belief that whenever possible, the student remain in the mainstream classroom with appropriate 
support so long as he/she does not significantly interfere with another student’s learning. 

 
STAFF WORKROOM/LOUNGE 

● A staff workroom is available to faculty and other staff members for lunch, during preparation times, 
before and after school.  This is not an area for students.  Only in emergency situations should students 
be given permission to enter this area.  The staff copier is located in the staff workroom. 

 
STAFF MEETINGS 

● All faculty members are expected to attend meetings.  If you are not able to attend, please notify the 
principal prior to the meeting, whenever possible, or as soon as possible after the meeting. 

● In case of emergency, when it is not possible to arrive at school on time, please notify the high school 
office staff. 

● The time before 8:00 AM is designated as teacher preparation time, committee/team meetings, special 
needs and 504 meetings, faculty meetings and working with students. 

 

STUDENT RETENTION PROCEDURE 

● Introduction 
○ Parents and teachers want each child to be successful at learning and applying basic skills. 

Students experiencing problems or difficulty learning will be considered for retention on an 
individual basis. Most retention should be at the primary level. However, older students may be 
considered if it is strongly felt retention will help the student. No student shall normally be 
retained more than one year. 

  
● Retention Criteria 

○ If the student is failing to make adequate progress, the parents must be notified early. This will 
allow the home and school to cooperate in helping the student achieve greater success. The 
BAES retention form will be used in combination with classroom data (examples: reading and 
math probes and other relevant data) in determining retention as a viable option.  The BAES 
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retention form must be completed prior to the initial teacher/principal meeting. The teacher is to 
discuss possible retention with the principal prior to discussion with the parent. Parent 
notification must be documented in writing. Exceptions (e.g., late enrolling students) must have 
the principal’s approval.  

 
*Retention form is located in the office and online. 

  
● Retention Committee 

○ The Retention Committee will consist of the Parent(s), Teacher, and Principal. 
  

Retention Procedure and Timelines 
Prior to February Teacher completes BAES retention form. 
Prior to March Teacher discusses possible retention with parent 
 (with Principal’s knowledge and agreement) 
Prior to April 30th Recommendation to retain is made 
  
Teacher conference with Principal:  No later than April 1st. 
 

○ If Principal and Teacher agree, the teacher meets with the parents. If the parent(s) agree,               
parent(s) sign Consent Form. 

○ If Principal and Teacher disagree – Regular Promotion. 
○ If Parent and Teacher disagree, the Retention Committee will have a meeting to review the               

information on retention. Parent input into this process is important, but the principal will make               
the final decision to make recommendation to the superintendent for final approval. 

 
STUDY LOUNGE-STUDY AFTER SCHOOL PROGRAM 

● The primary purpose of the Study Lounge after school program is to increase academic achievement, 
especially in core areas, and promote youth’s readiness to transition into productive adulthood.  This 
will be done by implementing a program that will provide homework help and teach study skills.  

● Licensed staff will provide a structured environment where students are able to complete their 
homework. This work will be assessed by staff with suggestions from parents.  It is the staff’s 
responsibility to provide help in needed areas for each student.  Students in grades 7-12 will be required 
to bring the needed homework to the Study Lounge.  Staff and students will check PowerSchool to see 
what missing work the student may have as well.  

● Staff must check in the same as students on days they work at the after school Study Lounge. 
 
 
 
SUPERVISION 

● Hall Supervision: Every teacher shall be in the halls before/after school and during passing times 
between classes. 

● Braham High School is a closed campus.  Students are restricted to the Commons Area.  The academic 
wing is off limits without a pass during the lunch period.  To enter the academic wing, you should 
secure a pass from the teacher you wish to see prior to the lunch hour.  This pass should be presented to 
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the lunchroom supervisor.  Do not expect the lunchroom supervisor to issue such a pass.  Students are 
not allowed outside the building and on campus during lunch.  When outside, students are restricted to 
the southeast corner.  Any students found in violation will be subject to disciplinary action.  

● Both principals, the counselor, the building security monitor and paraprofessionals supervise the 
lunchroom. 

● Staff members assigned to lunchroom duty should supervise according to the following guidelines. 
 
SUPERVISION PROCEDURES - LUNCH PERIOD 

● Staff who supervise the lunchroom are expected to be on their feet, be alert to developments and 
behaviors, and move quickly to deal with any problems that arise.  The job requires your full attention. 

● Staff are to monitor and check passes of students attempting to leave the Commons area. 
● Staff are assigned are to monitor the lunch lines to prevent cutting, crowding, stealing from the ala carte 

food line, and pushing. 
● Staff are to enforce the following rules: 

○ Students are to eat in an orderly manner, treat each other and the faculty with respect, and refrain 
from loud or boisterous behavior. 

○ Students are to remove all trays, utensils, paper, food and other trash when they finish eating. 
○ Students are not allowed to remove food from the cafeteria area. 
○ Students are not to eat prior to their lunchtime and are to line up single file. 

 
SUPERVISION OF STUDENTS  

● All students must be out of the building each day by 3:15 PM unless they are involved in an activity that 
is supervised by a school staff member.  All school-related activities, whether held before, during or 
after the school day must be supervised by school staff. 

 
PEER TUTORS 

● In order for a student to receive approval to serve as a peer tutor, the required process must be followed: 
○ The student must first check with the teacher he/she would like to assist. 
○ If the teacher indicates he/she will accept a peer tutor, the student must arrange an appointment 

for an interview with that teacher. 
○ Upon successful completion of the interview, the student chosen shall enter into a signed 

contractual agreement setting forth the terms and conditions of peer tutor’s duties.  The contract 
must assure that the student be kept busy working with students throughout the term.  

○ The assistant principal or principal shall make the final determination of approval. 
○ Any peer tutor will be subject to dismissal if the terms, rules and procedures of the contract are 

not met.  Dismissal will imply that no credit will be given. 
○ In order to earn credit, the following guidelines are required: 
○ The student must have at least a "C" average in the previous semester. 
○ The student may earn a maximum of 1 credit per year. 
○ Peer tutor positions for interested students are also offered in the high school office and 

library/media center. 
 
 
TECHNOLOGY 

● Drew Klemz is our technology coordinator.  He will assist you with any technology problems, training 
or other issues. 
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TEXTBOOK ADOPTION POLICY 
● The Braham Board of Education has created a policy, which shall be consulted early in the school year, 

and the procedures implemented for the consideration of new textbooks for next year.  No requisitions 
for textbooks will be accepted unless the policy has been followed: 

● When making out requisitions for textbooks are sure to have the name of the text, author, copyright date, 
edition, and publisher included on the order.  This avoids delays on orders for the next fall. 

● The procedure for this is as follows: 
○ The Board of Education of Independent School District #314 has the statutory authority for the 

selection of school district textbooks. 
○ The Board recognizes that teachers and administrators have expertise that should be utilized 

when considering any textbooks adoption.  The selection should be an open process, carried on 
by teachers with the guidance of administrators.  Opportunity should be provided for the public 
to inspect and comment on textbooks being considered for adoption. 

○ The Board shall consider adopting textbooks based upon the recommendation of the 
Superintendent.  The Board shall formally adopt all textbook selections based on the following 
criteria: 

○ The selection should enrich and support the curriculum, taking into account the varied interests, 
abilities, and maturity of the pupils. 

○ The selection should bring forth-opposing sides of controversial issues so that young citizens 
may develop, under guidance, the practice of analytic reading the thinking. 

○ The selection should represent the pluralistic society in which we live. 
○ The selection should be responsive to correcting race and sex-role stereotyping. 

● Prior to adopting any textbook recommendation, the School Board shall have written assurances that the 
criteria and applicable sections of this policy have been fulfilled. 

 
TEXTBOOKS AND OTHER STUDENT MATERIALS 

● Keep a numerical record of textbooks (numbered with condition notes) and materials assigned to 
students.  Bills are assessed for books that are not returned or damaged. 

 
VIOLENT BEHAVIOR BY STUDENTS - STAFF REPORTING 

● In an effort to provide a safe school environment, the assigned classroom teacher and certain staff 
members should know whether a student to be placed in the classroom has a history of violent behavior. 
Additionally, decisions should be made regarding how to manage such a student. 

● The purpose of this policy is to address the circumstances in which data should be provided to classroom 
teachers and other school staff members about students with a history of violent behavior and to 
establish a procedure for notifying staff regarding the placement of students with a history of violent 
behavior. 

 
The complete policy is available in the district office and online. 

 
 
 
VISITORS TO OUR SCHOOL 

● We should do everything to encourage parents and other interested adults to visit our school.  When they 
visit, do everything possible to make them feel welcome.  All visitors must report to the high school 
office immediately upon entering the building. 

● All visitors must sign in at the office.  The office will give them a Visitor ID badge.  If you see a 
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stranger in the building without a guest pass, greet them and bring them to the office. If they won’t 
cooperate, call the office immediately.  This policy holds true for everyone except uniformed persons 
such as police, UPS, and Coke persons.  Guest speakers in your classroom should register in the office.  

● Lunch periods are open to students currently enrolled in Braham Area Schools and PSEO students only. 
 

VISUAL AIDS 
● Only G rated movies may be shown in the elementary unless pre-approved by the principal. 
● Use of Films or Video Tapes 
● It has been an accepted procedure that a teacher should preview films/videos before using it as an aide in 

teaching. 
● Previewing – note important points, things to look for, etc. 
● Make up questions to be discussed. 
● Brief students on film/video content so they will know what to look for, and also what you expect from 

the film/video. 
● Write or give students questions for which they are responsible. 
● Show the film or video. 
● Have discussion and answer student’s questions. 

 
WEIGHT ROOM/GYMS 

● Students will not be allowed to use the high school weight room or gyms unless accompanied by an 
adult supervisor.  Students must use spotters when lifting free weights.  The doors will remain locked at 
all times if an adult supervisor is not present. 

 
WORKMAN’S COMPENSATION 

● Anytime that you are injured at work, you should immediately notify the principal and the district office. 
All staff are covered by workman’s compensation insurance, and it is necessary that injury information 
is received within 24 hours. Claim forms maybe obtained in the district office. 

 
WORKSHOPS/CONFERENCES (OFF SITE) 

● Submit professional leave requests to the staff development committee for approval. 
 
CIVIL RIGHTS 

● In accordance with Federal law and the US Department of Agriculture policy, this institution is 
prohibited from discriminating on the basis of race, color, national origin, sex, age, or disability. To file 
a complaint of discrimination, write: USDA, Director, Office of Adjudication, 1400 Independence Ave 
SW, Washington, D.C. 20250-9410 or call toll free: (866) 632 – 9992.  Individuals who are hearing 
impaired or have speech disabilities may contact USDA through the Federal Relay Service at (800)877 – 
8339 or (800) 845 – 6136 (Spanish).  USDA is an equal opportunity provider and employer. 
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