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Mason Public Schools Vision &Mission Statement 
 
 
 
 
 
 
 
 
 
 
 
 

Mason Public Schools 

Vision Statement 
 

 
Mason Public Schools will be an exemplary learning community that enables each student to 

flourish as a responsible citizen in a complex, changing world. 
 
 
 
 
 
 
 
 
 

Mason Public Schools 

Mission Statement 
 
 
Mason  Public  Schools  is  committed  to  academic  excellence  in  a  safe  environment  where 

students develop critical thinking skills, are empowered to succeed, and are encouraged to serve 

their community. 
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DISTRICT ADMINISTRATION 

INFORMATION 
 
 

Board of Education: 
 
 

Ralph Beebe, President 517-663-2086 (H) 

237 Kingman Road, Mason ralph@high-eng.com 
 

Becky Brimley, Vice President 517-676-4563 (H) 

294 South Every Road, Mason beckybrimley@gmail.com 
 

 
 

Laura Fenger, Secretary 517-676-3280 (H) 

137 Ives Road, Mason laurafenger@gmail.com 
 

Julie Rogers, Treasurer 517-676-3160  (H) 

3328 Rolfe Road, Mason julie.rogers10@gmail.com 
 

Laura Cheney, Trustee 517-676-7930 (H) 

427 S. College Road, Mason cheneyl@msu.edu 
 

Kurt Creamer, Trustee 517-449-4466 (C) 

1817 Hagadorn Road, Mason kurt.creamer@yahoo.com 
 

Tom Curtis, Trustee 517-490-0200 (C) 

217 Wildemere Drive, Mason TomCurtis4@gmail.com 
 

Central Administration: 
 
Superintendent 

 
 
 

Ronald Drzewicki 

 
 
 

676-6489 

Executive Director of Curriculum Matthew Stuard 676-6490 

Chief Financial Officer (CFO) Cheryl Wald 676-2484 

Director of Human Resources Rick Brooks 676-6490 

Director of Operations Kevin Doty 676-6496 

Supervisor of Food Services Chris Salmon 676-6529 

Director of Special Education Deborah Disbro 676-6532 

Director of Technology Jerome Brzezinski 676-6516 

Supervisor of Transportation Kevin Doty 676-6496 

Coordinator of Community Education Mary Kay Gavitt 244-6416 

Coordinator of Child Development Services Lori Hansen 676-6528 
 

School Board Meetings: 2nd Monday of every month at 7:00 p.m. 

(except April & July which are the 3rd Monday) 

Please contact 676-2484 for meeting location. 

mailto:ralph@high-eng.com
mailto:beckybrimley@gmail.com
mailto:laurafenger@gmail.com
mailto:julie.rogers10@gmail.com
mailto:cheneyl@msu.edu
mailto:kurt.creamer@yahoo.com
mailto:TomCurtis4@gmail.com
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WELCOME 
 

Parents are most welcome in our schools!   We ask all visitors to check in at the school 

office.  This will assist us in identifying each person in the building and locating our guests 

in case of emergency.  If parents want homework for a sick child or wish to speak to a 

teacher, please call the school office.   The teacher will be notified, and there will be no 

interruption of the teaching time. 

 
The school office is open from 8:00 a.m. to 4:00 p.m.  If you have questions or concerns, 

please call.    If you wish to meet with the principal, an appointment can be scheduled. 

Messages for teachers will be responded to as soon as possible.  You are also welcome to 

stop in the office. 

 

ATTENDANCE 
 

 

It is important for students to attend classes each day in order to have the full advantage 

of all educational programs. 
All  children  are  expected  to  attend  school  on  a  regular  basis.    Compulsory  school 
attendance laws exist recognizing this importance. In cases of excessive absences or tardies, 

it is our responsibility to ensure that these laws are followed.   Therefore, notification of 

attendance concern will be sent to parents according to the table below. 
 

 
 

Attendance Notification 
 

Cumulative Attendance 

Written Notification 10 absences or 10 tardies (excused & 
unexcused) 

Meeting with Principal & 2nd
 

Written Notification 

15 absences (excused & unexcused) 

Truancy Referral 20 absences (excused & unexcused) 
 
 
 

In cases where absences are due to extended illness, modifications may be made to the 

notification schedule.  Each case will be judged individually before a letter of concern 

is sent. 
 

Absence:  If a child is too sick to attend school in the morning, please call the office as 

soon as possible.  If a child is absent, and the school has not been notified, a call home will 

be made to verify the absence.  Our phone system is capable of taking calls when the office 

is closed.  If you know ahead of time that a child will be absent, a call or written note is 

requested.  If a child arrives at school before 10:10 a.m., he/she will not be counted absent 

for that morning.  Likewise, if a student arrives before 2:15 p.m., he/she will not be counted 

absent for that afternoon. 



 

 

Tardies:  Students are expected to be on time to school.  Issues of chronic tardiness will be 

dealt with by a series of calls, letters, and meetings, as needed, to ensure regular, prompt 

student attendance.   Any student arriving late to school is to report to the school office 

before proceeding to class. 
 

Vacation Absences: Family vacations taken while school is in session are discouraged. 

Work is difficult to make up and information missed during class discussions and 

instruction cannot be duplicated.  Parents should be aware that absences caused by family 
vacations  might  put  a  child  at  an  academic  disadvantage  and/or  cause  a  grade  to  be 

affected. 

 
It is the responsibility of the parent to notify the office in writing with the dates and reason 

for the absence.  Parents are also expected to communicate with the classroom teacher 

regarding the absence and expectations for completing missed assignments.  Missed work 

will be given to the student upon his/her return.  They will have an equal number of days to 

their absence to complete the work. 
 

Arrival at School: Children are not to arrive prior to 8:20 am, as there is no supervision of 

students due to staff meetings and other commitments at that time.  Parents are asked to 

drop off children at the appropriate entrance of the school when buses are on the premises. 
 

Early Pick-Up of Students: The number of instructional minutes in the school day is 

mandated by state law to ensure a quality education.  Students are engaged in meaningful 

activities right up to dismissal time at 3:48 p.m.  Any efforts to avoid early pick-up 

will be appreciated as well as being beneficial to your child.  However, in the event that 

a child must leave school because of illness or any other unavoidable reason, he or she 

must be checked out at the office by the responsible adult.  If you know ahead of time, 

such as in the case of a doctor's appointment, please notify the office personnel in writing, 

and we will share the information with the teacher.  Children being picked up will be 

directed to report to the office for this purpose. 
 

Change in Student Routine:  If the usual dismissal routine is to be changed for a student 

(i.e., going to a friend's house, having you or someone else pick him/her up), we must have 

a  note/communication from parent/guardian by 3:00 pm. Otherwise, the child will be 

required to leave school on his/her designated bus or by other established routine. 
 

Moving to Another School: In the event that your child will be leaving to attend another 

school, notify the teacher and the office before moving.  We would like to know your new 

address, date of moving and name of school where your child will be enrolled.  The new 

school must request your child's records directly from our office. 
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CHILD CUSTODY 
 

In cases where one parent has sole legal custody of a child and does not desire the other 

parent to have student pick-up rights, the school needs a copy of the most recent court order 

stating custody and visitation rights, etc.  Non-custodial parents may come to the office to 

pick up duplicate copies of notes sent home, report cards, parent conference letters, etc., or 

they may leave stamped self-addressed envelopes in the office for mailing of same.  Please 

make  your request  known by completing the  Parental  Request  for Information  form 

available in the office. 
 

CODE OF CONDUCT 
 

Each building has an established Positive Behavioral Interventions and Supports System 

(PBIS) that has safety, respect and responsibility as its core. 

 
Rules and regulations are an important part of any organization.   We expect children to 

demonstrate respect for others, themselves, their surroundings, and to use good manners. 

Parents, of course, have the major responsibility for teaching self-control and acceptable 

behavior.  The school works closely with parents to reinforce that conduct.  When a student 

accepts responsibility for his or her own behavior, much more attention can be devoted to 

teaching and learning. 
 

Misconduct Prior to Enrollment:   An otherwise eligible resident may be suspended or 

expelled for an act of misconduct committed while the student was (a) a resident of another 

district,  (b) enrolled  in  another school,  (c) outside of school  hours, or (d) off school 

premises if the misconduct would have constituted a sufficient basis for suspension or 

expulsion had it occurred while the student was enrolled in the district. 

 
General Expectations: Each school has its own expectations, which are posted and 

communicated to the entire school community in a number of ways.  Bullying behavior is 

considered unacceptable and is dealt with as warranted. 
 

Classroom Expectations:  Each  classroom  sets  its  own  rules,  which  comply with  the 

general school rules and accommodate the learning environment established by the teacher. 

These expectations will be communicated to parents by each classroom teacher. 
 

Lunchroom Expectations:  These guidelines are for safe and orderly behavior at lunch. 

Children are expected to follow these rules: 

 
 Students will listen to and show respect for lunchroom supervisors. 

 Students will eat quietly and use good table manners, keeping hands and feet 

to themselves. 

 Students will raise hands to ask for assistance. 

 Students will remain seated until dismissed by supervisor. 

 All trash and garbage will be disposed of in proper containers. 

 No food is to be taken or eaten outside the cafeteria. 
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Recess Expectations: These guidelines are for safe and friendly playground  activities 

during recess.  Children are expected to follow these rules: 

 
Outdoor: 

 Listen to and obey instructions from adults on duty.  

 Be respectful of other students by sharing and taking turns.  

 Ask permission before leaving the playground.  

 Fighting,  rough  play,  bad  language,  bullying  and  name-calling  are  not 

allowed.  

 Go  directly  to  designated  playground  areas  staying  away  from  doors, 

windows, and parking lots.  

 Play safely. . . games involving chasing to tackle or knocking each other 

down are not permitted.  

 Dangerous  objects  (i.e.,  stones,  sticks,  snowballs,  or  sand)  may  not  be 

thrown.  

 Use playground equipment safely (i.e., no jumping off swings in mid-air, no 

twisting of swings, go down slides feet first, no standing on top of parallel 

bars and monkey bars.)  

 Playing on ice is not permitted.  

 Items  not  allowed  on  the  playground  include:  scooters,  roller  blades, 

skateboards, radios, bats, baseballs, or golf balls.    

 Line up and enter the building quietly at the end of recess.  
 

Indoor: 
 

 Students may not be in the hallways without permission. 

 Students are not allowed to run in the classrooms or hallways. 

 Students are not allowed to throw balls or other objects around the room. 

 Loud and boisterous behavior will not be tolerated.   Students should use 

indoor voices. 

 Students are encouraged to do the following: 

 1) play board games; 

 2) visit in small groups; 

 3) read or do school work. 
 

Bus Expectations: When riding the bus, students are expected to: 
 

 Be courteous.  Use no profane language. 

 Not eat or drink on the bus. 

 Keep the bus clean. 

 Cooperate with the driver. 

 Not be destructive. 
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 Stay in their seats. 

 Keep head, hands, and feet inside the bus. 

 Remember that the bus driver is authorized to assign seats. 

 
General Disciplinary Consequences: The adult in closest proximity to an offense will 

deal with the problem immediately as instructed.  If the issue is not resolved, the child will 

be referred to the principal for further disciplinary action. 
 

 The teacher or principal may keep students in from recess for discipline. 

 If the infraction is of a serious or repetitive nature, the parent will be called. 

 The principal may assign an in-school suspension.  Parents will be notified. 

 An out-of-school suspension of up to ten days may be administered by the 

principal using the following guidelines: 

 ü      Parents or guardians shall be notified before the student 

is suspended from school. 

 ü      Students under suspension are not allowed on any school 

property, in a school building, or admitted to any school function. 

 
Due Process:  Discipline procedures are administered with due process in mind.  Therefore 

students are: 

 
1. Provided with specific oral or written examples of misbehavior. 

2. Provided an opportunity to present their view of the situation. 

3. Entitled to an explanation of the reasons used for disciplinary action. 

 
Dangerous Weapons, Arson, and Sexual Misconduct: The school environment must be a 

place which is free from the threat of or actual physical harm to any student or staff 

member.   The Board of Education will not tolerate arson, sexual harassment/sexual 

misconduct, rape, or the possession of a "dangerous weapon" in a "weapon free school 

zone" or in a school building or on school grounds.   In implementing this policy, the 

District will comply with all of the dictates of Public Act 335 of 1993.  The superintendent 

shall develop the appropriate Administrative Regulation outlining the requirements of the 

law which also provides notice to students, parents, and staff members of their obligations 

in maintaining a safe school environment.  The Administrative Regulations shall set forth 

procedures to be followed when a violation of this policy occurs. 
 

Tobacco Products –  Policy # 

8100 
 

The use and/or the possession of any tobacco products is prohibited in any school 

buildings, at school-sponsored events or on school grounds. 

 
Possession of tobacco products by any student under the age of 18 years may be reported to 

appropriate law enforcement authorities. 

 
Adopted:  06/23/03 
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ORGANIZATIONAL COMMUNICATION SYSTEMS 
 

 

Mason Public Schools has implemented and continuously improves our communication system to 

inform, engage and gather input from students, families and the community.  The three main 

primary vehicles of communication are: 

 
        www.masonk12.net 

        https://www.facebook.com/masonpublicschools 

       instant alert system 

 
District Communications: 

Mason   Public   Schools   District   Newsletter:   A   newsletter   is   prepared   and   sent 
electronically to all parents and is available on the school district website to all Mason 

residents at least three times a year.   In addition to comments from the superintendent, 

broad issues of general concern and activities of all Mason schools are covered.  For input 

or information contact the editor through central office. 
 

 
 

Office Communications: 
School newsletters are sent electronically to all parents and are available on the school 
district website on a regular basis. Hard copies are available upon request. In addition, 

many pieces of information will come your way which address parent conferences, extra- 

curricular activities, PTO activities, health issues, etc. A school lunch menu is sent home 

in September that covers the entire school year.  Please check with your child each night to 

see if he/she has any communications from school. 
 
 

Parent/Teacher Communications:   Teachers will communicate with you in many ways: 

class websites, technology apps, general letters or memos, personal notes, phone calls, 
e-mails, or in some cases newsletters.  Teachers welcome feedback from parents at any 

time. 

Voicemail: Each  teacher  will  inform  parents  about  access  to  their  mailbox 

number, or you may contact the office. 

 
Tips for Better Home/School Communications: 

 
 Get to know the school principal and staff members.   Attend school open 

houses, parent-teacher conferences, and other events. 
 

 Let  the  principal  or  staff  member  know  when  you  are  pleased  about 

something, as well as when you are dissatisfied. 
 

 If  an  issue  arises,  communicate  with  the  staff  member  or  administrator 

closest to the situation. 

http://www.masonk12.net/
https://www.facebook.com/masonpublicschools


 

 Be aware that answers or solutions may not come right away.  Sometimes 

follow-up activities are required to obtain all the information and to study 

the implications before a question or concern can be resolved in a way that is 

fair and reasonable. 

 

CULTURAL RESPONSIVENESS 
 
School  communications  and  activities  are  responsive  to  the  varied  ability  levels,  schedules, 

diversity and language, socio-economic status, cultural traditions and belief systems of our 

community. 

 
 Interpreters available when the need arises 

 Surveys, focus groups and informal conversations are used to gather information from 

families and the community. 

 ELL (English Language Learners) 
 

 

CONCERN/REQUEST PROCEDURES 
 

Believing that young people can best be educated in an environment where the home and 

school are working closely together, the Mason Board of Education, in an effort to facilitate 

the  flow  of  communication  between  parents,  interested  citizens,  and  personnel  of  the 

Mason Public Schools, hereby establishes the following Concern/Request Procedures: 
 

STEP I:   Concern/request informally discussed with the building principal. 
 

STEP II: Concern/request put in writing and submitted to the building principal. Within 10 

days the principal is to respond in writing.   If not satisfied with the principal's response, 

continue to Step III. 

 
STEP III: Unresolved concern/request, including the principal's response, submitted to the 

superintendent.  Within 10 days the superintendent is to respond in writing. 
 
 

CRISIS RESPONSE 
 

A crisis response team has been established at all Mason elementary schools.  The purpose 

of the group is to develop a plan of action in the case of a traumatic event.   The team 

received training in identifying a major crisis, determining the effect on students and staff, 

organizing   efforts   to   deal   with   the   aftermath,   securing   needed   resource   people, 

communicating with the public, and networking with other district crisis teams. 
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CURRICULUM AND ASSESSMENTS 
 

This section is designed to give you a brief overview of the curriculum taught at the 

elementary level in the Mason Public Schools.  A variety of materials, assessments 

(summative,  formative,  and  screener)  resources  and  techniques  will  be  utilized  to 

accommodate each child's instructional level and learning style.  Specific grade level and 

classroom programs are covered by individual teachers. 
 

Common Core (CCSS): 
 

To ensure all students are ready for success after high school, the Common Core State 

Standards (CCSS) have replaced Michigan Grade Level Content Expectations.  The new 

standards establish clear, consistent guidelines for what every student should know and be 

able to do in math and English language arts from Kindergarten through 12th grade.  The 

new standards focus on developing the critical-thinking, problem-solving, and analytical 

skills students will need to be successful in college and career.  Mason Public Schools will 

provide a variety of curriculum materials, resources, and technology tools to accommodate 

diverse learning styles. 

 
Assessments: 
Mason Public Schools has implemented a comprehensive assessment system which includes 
summative, formative, screener and classroom assessments. 

 
 Summative:  M-STEP, NAEP (if selected) – Core Subjects 

Formative:  Benchmark Assessment System, Benchmark Literacy & MLPP 

(Literacy);  Chapter/ Unit Go Math! Assessments 

 Screener/Progress Monitoring: AIMSweb (Math & Literacy) 

 
Language Arts: All areas of language are interrelated and each depends on proficiency in 

the others in order to master the art of communication. 

 
 Reading  &  Writing:    Common  Core  State  Standards  establish  guidelines  for 

English Language Arts (ELA) as well as for literacy in history/social studies, 

science, and technical subjects.  Students must learn to read, write, speak, listen, and 

use language effectively in a variety of content areas.  The standards promote the 

literacy skills and concepts required for college and career readiness across multiple 

disciplines. 
 
 

Math:  The math program of the Mason Public Schools emphasizes the 

understanding of mathematical processes through the development of logical, spatial, and 

computational reasoning skills.  By working with manipulatives (concrete objects), students 

learn math facts, graphing, estimation, problem solving, etc., through actual experience. 
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Social Studies: The elementary social studies program develops an awareness of an 

individual's place as part of a group and community.  Similarities and differences of people, 

the places they live, and the rules they follow are presented and discussed. The early 

grades  focus  on  the  people  and  places  closest  to  the  child,  while  the  upper  grades 

emphasize Michigan, along with our country and its history and geography.  Current events 

are also covered in a variety of ways in our classrooms. 

 
Science:   The science program consists of units of instruction and laboratory kits for each 

grade level.   It attempts to develop the problem solving and application skills of our 

students  through  process-oriented  activities  (experiments,  demonstrations)  while 

maintaining sufficient content information for students as well. 
 

Technology Integration:  Technology is integrated throughout the curriculum.  Teachers 

utilize Smart Boards, Chromebooks, tablets and/or the Computer Lab on a daily basis to 

enhance learning.   Specific technology concepts covered include:   desktop publishing, 

graphics, spreadsheets, multimedia operating systems and word processing.  Beginning in 

3rd Grade, keyboarding skills are taught. 
 

Art Instruction:   Instruction is provided by an art specialist once a week.  A variety of 

additional art experiences are available to students throughout their elementary school 

years. 
 

Music and Physical Education:   Instruction is provided for students weekly. These 

programs are taught by certified personnel.  Music instruction is augmented by second and 

fifth grade musical productions. 

 
Michigan Model for Comprehensive School Health Education:    (K-8) The Michigan 

Model is a comprehensive school health education curriculum dealing with the following 

content areas: 
 

Citizenship Substance Use and Abuse 

Nutrition Education Growth and Development 

Family Health Personal Health Practices 

Consumer Health Emotional and Mental Health 

Community Health Disease Prevention and Control 

Safety and First Aid AIDS Education 

 
Reproductive Health: Instruction is provided to fifth grade boys and girls during separate 

sessions.  Students are provided with information concerning the development of their 

bodies.  The videos Growing Up for Boys and Growing Up for Girls are used for 

instruction.  Parents are invited to preview these materials prior to instruction.  Parents may 

choose to have their student op-out of this instruction by notifying the building principal. 

 
World Language:  Students in grades 3-5 will receive weekly instruction in a foreign 

language provided by certified personnel. 
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Extended Learning Opportunities: Mason Public Schools recognizes that all students 

have different gifts and talents.  For those students who demonstrate academic talent, we 

attempt to provide activities which will challenge them at their instructional level, provide 

opportunity for a compacted and accelerated curriculum, in-depth exploration of topic and 

interaction with students of similar interests and abilities. There are many additional 

opportunities for students who need or desire challenge. 

 
Additional opportunities for students are listed on the gifted and talented 

and student enrichment website. 

 
For  further  information,  contact  the  district  curriculum  office  at  676-6490,  or  the 

principal. 
 

Instructional Program Prohibitions:  A student shall not be required to take part in any 

instructional survey, analysis, or evaluation that discloses information that is protected 

under federal law, unless the District receives prior written consent from a parent/guardian. 

 
Inspection of Instructional Material:  Parents and/or guardians have the right to inspect 

any instructional materials used in the curriculum, including teacher’s manuals, videos 

or other supplementary materials. If you desire to inspect such materials, please notify the 

building principal at least three business days prior to the requested inspection date. 
 
 

DISTRICT POLICIES –  For a more complete description of Board Policies, refer to the 

district webpage, www.masonk12.net 
 

 
 

HAZING –  Policy 

8130 
Students who engage in any act of hazing while at school, or on school property at any 
school function, in connection to or with any District sponsored activity or event, or while 

enroute to or from school or on a school bus or school-related vehicle are subject to 

disciplinary action, up to and including suspension or expulsion. 

 
Hazing is defined as any intentional, knowing, or reckless act meant to induce physical 

pain, embarrassment, humiliation, deprivation of rights or that creates physical or mental 

discomfort,  and  is  directed  against  a  student  for  the  purpose  of  being  initiated  into, 

affiliating with, holding office in, or maintaining membership in any organization, club, or 

athletic team sponsored or supported by the District and whose membership is totally or 

predominately other students from the District. 

 
Such conduct is disruptive of the educational process and, therefore, is not acceptable 

behavior in this District, and is prohibited.  As may be required by law, law enforcement 

officials shall be notified of hazing incidents.   This policy shall not be interpreted to 

prohibit a civil exchange of opinion or debate, which is protected by state or federal law. 

Adopted 6/23/03 

Revised 6/8/10; 4/16/12 

http://www.masonk12.net/
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BULLYING –  Policy 8135 
 

The Board of Education believes that a safe and nurturing educational environment in 

school is necessary for students to learn and achieve high academic standards. Therefore, it 

is the responsibility of the District to provide such a safe and nurturing environment for all 

of its students.  Demonstration of appropriate behavior, treating others with civility and 

respect, and refusing to tolerate harassment or bullying is expected of students, as well as 

administrators, faculty, staff, visitors, and volunteers. 
 

BULLYING IS PROHIBITED 
Bullying of a student, whether by other students, staff, visitors, Board members, parents, 
guests, contractors, vendors, or volunteers, is prohibited.  All students are protected under 

this policy, and bullying is prohibited without regard to its subject matter or motivating 

animus (intent). 
 

DEFINITION OF BULLYING 
Bullying is defined as any written, verbal, or physical act, or any electronic communication, 
that is intended or that a reasonable person would know is likely to harm one or more 

students either directly or indirectly by doing any of the following: 
 

1. Substantially interfering with educational opportunities, benefits, or programs of 

one or more students. 

 
2. Adversely affecting the ability of a student to participate in or benefit from the 

school district’s or public school’s educational programs or activities by placing the 

student in reasonable fear of physical harm or by causing substantial emotional 

distress. 

 
3.         Having an actual and substantial detrimental effect on a student’s physical or mental 

health. 
 

4. Causing  substantial  disruption  in,  or  substantial  interference  with,  the  orderly 

operation of the school. 

 
Bullying is prohibited at school.  “At school” is defined as on school premises, at school- 

sponsored activities or events, to or from school premises, on a school bus or other school- 

related vehicle, any official school bus stop, or using a telecommunications access device 

or a telecommunications service provider if the telecommunications access device or 

telecommunications service provider is owned by or under the control of the school district. 

“Telecommunications access device” and “telecommunications service provider” mean 

those terms as defined in Section 219a of the Michigan Penal Code (MCL § 750.219a). 
 

Bullying that does not occur “at school,” as defined above, including bullying that occurs 

over the internet (cyberbullying), that causes a substantial disruption to the educational 

environment may be subject to disciplinary action in accordance with this policy and 

applicable law. 
 

Adopted 4/16/12 
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EQUAL EDUCATIONAL OPPORTUNITY –  Policy 

8010 

Every child, regardless of race, color, national origin, cultural or economic background, 

religion, creed, sex, sexual orientation, age, height, weight, marital status or disability is 

entitled to equal opportunity for educational development.   No student will be excluded 

from participating in, denied the benefits of, or otherwise be subjected to discrimination 

under any educational program or activity conducted by the District. 
 

 
Adopted 6/23/03 

Revised 6/8/10; 12/12/11 

 
EQUAL OPPORTUNITY AND NON-DISCRIMATION –  Policy 

5010 
 

The Board shall be an equal opportunity employer.  The District shall not discriminate 

against any person based on race, color, national origin, religion, sex, age, height, weight, 

marital status, or disability.  The Superintendent is responsible for ensuring compliance and 

continued implementation of this policy consistent with applicable federal, state, and local 

laws. 
 

Adopted 11/08/04 

Revised 6/14/11; 12/12/11 

 
Memorandum of Designated Employee 

 
To: Students, Parents/Guardians, Faculty and Staff 

From: Ronald Drzewicki, Superintendent 

Subject: Title IX, Section 504, Age Discrimination Act, and Title II 

 
The Superintendent shall establish and maintain procedures to ensure compliance with all 

applicable federal and state laws and regulations prohibiting discrimination including, but 

not limited to, Titles VI and VII of the Civil Rights Act of l964; Title IX of the Educational 

Amendments of 1972; Section 504 of the Rehabilitation Act of l973; The Americans with 

Disabilities Act of l990; the Persons with Disabilities Civil Rights Act; and the Elliott- 

Larsen Civil Rights Act. 

 
The Civil Rights Coordinator designated to process discrimination, complaints made by 

students (grades K through 12) and/or their parent(s)/guardian(s), and involving gender, 

race, color, national origin, height, weight, age or marital status is as follows: 

 
Director of Human Resources 

Mason Public Schools 

400 South Cedar St. 

Mason, MI 48854-1699 

(517) 676-2484 
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Any person who feels that the rights of an individual have been misused in relationship to 

the provision of equal opportunity in any education programs and activities, or in 

employment, may contact the Director of Human Resources. 
 

General Provisions: The Superintendent shall establish and maintain procedures to ensure 

compliance with all applicable federal and state laws and regulations prohibiting 

discrimination including, but not limited to, Titles VI and VII of the Civil Rights Act of 

l964, 42 USC §§ 2000d. et seq.; and 42 USC §§ 2000e, et seq.; Title IX of the Educational 

Amendments of l972, 20 USC §§ 1681, et seq.; Section 504 of the Rehabilitation Act of 

l973, 29 USC §§ 794; The Americans With Disabilities Act of l990, 42 USC §§ 1210, et 

seq.; the Persons with Disabilities Civil Rights Act, MCL §§ 37.1101, et seq.; and the 

Elliott-Larsen Rights Act, MCL §§ 372101, et seq. 
 

Coordinators:  The Board shall annually appoint Civil Rights Coordinators to process 

discrimination complaints.   The individual appointed to process complaints involving 

disability/handicap discrimination involving educational services, and activities is as 

follows: 

Special Education Director 

Mason Public Schools 

400 South Cedar St. 

Mason, MI 48854-1699 

(517) 676-6532 
 

The Civil Rights Coordinator designated to process discrimination complaints made by 

students (grades pre-k through 12) and/or their parent(s)/guardian(s), and involving gender, 

race, color, national origin, height, weight, age or marital status is as follows: 
 

Director of Human Resources 

Mason Public Schools 

400 South Cedar St. 

Mason, MI 48854-1699 

(517) 676-2484 
 

Director of Human Resources also is appointed the Civil Rights Coordinator regarding all 

other complaints of discrimination.  In the event the complaint is against the Superintendent 

or Director of Human Resources the following individual is appointed as the Civil Rights 

Coordinator: 

The Vice President of the Board of Education 

Mason Public Schools 

400 South Cedar St. 

Mason, MI 48854-1699 

(517) 676-2484 
 

Complaint Procedures: The Civil Rights Coordinators, as specified herein, are designated 

to receive and resolve complaints from any person who believes that he/she may have been 

discriminated against in violation of this policy should file a written complaint with the 
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Civil Rights Coordinator within ten (10) calendar days of the alleged violation.  Upon 

receipt of the written complaint, the Civil Rights Coordinator will take the following action: 
 
 

1.   Begin an investigation. 

2.   Meet  with  the  complainant  and  other  school  district  staff  who  are 

knowledgeable of the facts and circumstances of the particular 

expertise that will assist in resolving the complaint. 

3.   Complete the investigation. 

4.   Report findings to the Superintendent or in the event the complaint 

is about the Superintendent, the report shall be delivered to the President 

of the Board of Education. 

 
The  Superintendent  will  take  appropriate  action  and  communicate  the  action  to  all 

concerned parties.  The complainant may appeal the Superintendent’s determination to the 

Board of Education. 

 
Notification:  Notice of this policy will be periodically circulated to all school buildings 

and departments within the District, and incorporated in teacher, student and 

parental/guardian handbooks.  Additionally, the notice will be included in a single issue of 

school newsletters annually and on all job postings. 
 

 
INSTRUCTIONAL PROGRAM PROHIBITIONS –  Policy 

#7070 
 

A student shall not be required to take part in any instructional survey, analysis, or evaluation that 

discloses information that is protected under federal law, unless the District receives prior consent 

from a student over 18 years or age, or prior written consent from a parent or guardian of a student 

under 18 years of age. 

 
The District shall give students notice of their rights under this policy. 

 
Adopted 02/01/03 

Revised 03/08/11 
 

 
 

INSPECTION BY PARENTS OR GUARDIANS OF INSTRUCTIONAL 

MATERIAL –  Policy #7080 
 

A parent or guardian shall be permitted to inspect all instructional materials used by the District, 

including teacher’s manuals and other supplementary materials. 

The District shall give parents and guardians notice of their rights under this policy. 

 
Adopted 02/01/03 

Revised 10/13/08; 03/08/11 



 

SEARCHES OF SCHOOL PROPERTY, VEHICLES, AND STUDENTS 

Policy 8080 
 

School Property 
The Superintendent or his/her designee retains discretion to search areas assigned to 
students (lockers, desks, etc.) at any time.  Students should not have any expectations that 

such areas are private and not accessible to school personnel.  General searches of school 

property may be conducted at any time and may include searches by canine units.  Any 

item determined to be a threat to the safety or security of others will be seized by school 

authorities. 

 
Vehicles 
Vehicles parked on school property may be searched under reasonable suspicion. 

 

Students and Personal Property 
Upon reasonable suspicion, and in order to protect the health, safety or welfare of the 
students under school jurisdiction, the Superintendent or his/her designee is authorized to 

search students and their personal property.  All searches of students shall be carried out in 

the presence of an adult witness. 
 

Strip Searches 
School authorities shall conduct no strip searches. 

 
Law Enforcement Searches 
School authorities shall cooperate with law enforcement officers who seek to execute a 
search warrant. 

 
Adopted 06/23/03; Revised 05/11/09; 06/08/10 

 
SEXUAL HARASSMENT - Policy 5020 
The  Board  of  Education  recognizes  that  Board  members,  employees,  students  and 
authorized personnel have a right to freedom from discrimination including the opportunity 

to work and attend school in an environment untainted by sexual harassment. 

 
Definitions  of  Sexual  Harassment:  Sexual  harassment  can  be  unwelcome  sexual 

advances; request for sexual favors; or other verbal or physical conduct of a sexual nature 

where: 
 
 

1. Submission to such conduct or communication is made either explicitly or 

implicitly a term or condition of a person's employment or educational 

development; 
 

2. Submission  to  or  rejection  of  such  conduct  or  communication  by  an 

individual is used as the basis for employment or education decisions 

affecting such individuals; or 
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3. Such conduct or communication has the effect of substantially interfering 

with an individual's work or educational performance, or creating an 

intimidating, hostile, or offensive working or educational environment. 

 
The sexual harassment of a Board member, employee, student, or agent of this District is 

strictly  forbidden.  The  Superintendent  is  responsible  for  ensuring  compliance  and 

continued implementation of this policy. 
 

Adopted 11/08/04 

Revised 06/14/11 

 
STUDENT RECORDS –  Policy 

8270 
The  educational  interests  of  students  require  the  collection,  retention,  and  use  of  data  about 
individuals and groups of students while ensuring the individual’s right to privacy.   The school 

District will maintain educational records of students for legitimate educational purposes, which 

include the following: 

 
1.   To enable students to monitor their progress 

2.   To help teachers guide student progress more effectively 

3.   To  enable  teachers  to  inform the  parent  or  guardian  concerning  student  progress  and 

development 

4.   To guide recommendations for employment or continued education 

5.   To provide information for school system self-appraisal 

 
Student records are confidential and information shall not be released except as provided by law. 

The information contained in school student records shall be keep current, accurate, clear, and 

relevant.  All student records, including those maintained in District electronic database(s), shall be 

safeguarded  during  collection,  maintenance,  and  dissemination  to  protect  against  unauthorized 

access of accidental release.  The District may release directory information in accord with law, 

provided parent(s) or guardian(s) are given the opportunity to object to the release of this 

information. 

 
Directory Information 

 
The  custodian  of  records  may  make  certain  directory  information  available  without 

parental/guardian or eligible student’s consent if public notice of the categories of information 

designated as directory information has been given.  After such public notice has been given, the 

parents/guardian have the right to object to the release of the information within a specified 

reasonable time.  Directory information includes the following:  name; picture; participation in 

recognized activities and sports and related information; grade placement; and honors and awards 
received. 

 
The District shall inform students and their parent(s) or guardian(s) annually and upon initial 

enrollment of their rights under law and Board policy with respect to student records, and of the 

procedures for exercising those rights.  This notice shall be modified to accommodate the needs of 

the disabled or those whose dominant language is other than English. 
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STUDENT RECORDS - Policy #8270-2 
 

The Superintendent shall develop regulations for implementing this policy and state and federal law 

with respect to student records.   The Superintendent shall designate one of more records 

custodians(s) for each site and the central database in which student records are kept, and shall 

provide them with appropriate training.  The District may charge an appropriate fee to cover the 

expense of providing copies of records requested by a parent or guardian. 

 
The District shall protect the rights of privacy of students and their families in connection with any 

surveys   or   data-gathering   activities   conducted,   assisted   or   authorized   by   the   Board   or 

administration.  Regulations established under this policy shall include provisions controlling the 

use, dissemination, and protection of such data. 

 
For the purposes of these regulations, whenever a student has attained eighteen (18) years of age, or 

is attending an institution of post-secondary education, the consent required of and the rights 

accorded to the parents or guardians of the student shall only be required of and accorded to the 

student. 
 

DRESS CODE 
 

 

Mason Public Schools encourages good grooming, personal hygiene and neatness in 

appearance.  This adds to a good educational environment and shows pride and respect for 

ourselves and our school.  The appearance of any student is primarily the responsibility of 

the individual and the parents.  However, the school administration reserves the right to 

send students home who come to school inappropriately attired. 
 

Any  manner  of  dress  that  draws  undue  attention  and  that  interrupts  the  “educational 

process” is not allowed.  The building principal, in consultation with the classroom teacher, 

reserves the right to send students home if they come to school inappropriately dressed. 
 

The following are considered inappropriate and/or a distraction to instruction: 
 

 Shirts/clothing  that  displays  alcohol,  drugs,  tobacco,  sexual  references, 

profanity, violence or organizations promoting any of these 
 

 Clothing that is too revealing or exposes undergarments 
 

 Bare feet 
 

 Hats in the classrooms 

 
Gym:   All students must have tennis or other soft-soled shoes.    No other special clothing 

is necessary. 
 

Inclement Weather (Recess): Outside play is an important part of each day.  Every child 

is expected to participate and should come dressed appropriately.  Only rain or extreme 

cold (0 temperature or 10 windchill) will cause us to restrict outdoor play.  Therefore, it is 

necessary for all children to arrive dressed for the weather. 
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Outerwear:    A jacket or sweater should generally be available.  On cold days, children 

will need a hat, gloves, and warm coat.  If it is snowy on the playground, they will need 

snow pants to enjoy the fun!  If you are unable to provide warm winter clothing, please call 

the principal for assistance. 
 

Boots: During much of the school year, our playground conditions dictate that children 

will need to wear boots to school.  The playground can become very wet and muddy, yet 

we may require that the children go outdoors for recesses.  Please send them prepared for 

our playground conditions.  We want them to have fun, dry feet, clean shoes, and a clean 

classroom.  If it is snowy, they will not be allowed to run and play off the blacktop without 

boots. 

 
Shoes:   During cold, damp, wet weather, the tendency for many children is to walk around 

without their shoes.  Because of weather conditions, plus cold damp floors and hallways, it 

is our belief that all children should wear some kind of shoes (or boots) at all times.  This 

makes good sense for hygiene and health reasons.  Encourage children to bring an extra 

pair of dry socks to school. 

 

EDUCATIONAL SERVICES FOR HOMELESS STUDENTS 
 

Mason  Public  Schools  provides  equal  access  and  comparable  services  to  all  students 

regardless of their home living situation.  Homeless students are not required to attend a 

separate school for homeless youth and have the right to benefit from programs for which 

they are eligible.  Some examples of these programs are for students who are disabled, 

gifted,  limited-English  proficient,  or  participate  in  vocational  education  and  preschool 

programs. 

 
Homeless students have the right to be enrolled immediately in school and to participate in 

and benefit from such programs as: 

 Free or reduced price school lunch program 
 

 Title I services (that may include additional academic support such as before 

or after school programs, summer school, help in the regular classroom, etc.) 
 

 Transportation services 
 

The district will, to the extent feasible, keep children and youth at their school of origin 

unless doing so is contrary to the choice of the parent or guardian.  School of origin is the 

school the student attended while permanently housed or the school in which he/she was 

last enrolled. 
 

If the parents or guardians are not in agreement with the placement, they have the right to 

appeal.  The person named below will provide information and assistance regarding the 

appeal process.  The homeless student will be immediately enrolled in the school his/her 

parent or guardian requested during the appeal process. 



 

 

The following district staff member has been assigned to help introduce the parent or 

guardian to the various educational programs and services that are available.  This person 

will also assist the parent or guardian in completing or requesting any paperwork or records 

the district may need to have on file: 

 
Executive Director of Curriculum 

Mason Public Schools 

400 South Cedar St. 

Mason, MI 48854 

(517) 676-2484 
 
 

EMERGENCY TELEPHONE NUMBERS 
 

 

Please inform the office if you change your emergency phone number.  It is essential that 

we have an adult to contact in case you are not home. 

 

EMERGENCY SCHOOL CLOSINGS 
 

The district currently uses an instant alert system which will contact family email, and/or 

primary phones or cell phones depending on the severity of the specific emergency. This is 

the official district message in case of school closure and/or delay. School closing and 

delay information can also be accessed at the Mason Public Schools’ website, 

www.masonk12.net and will be announced on the following television/radio stations: 
 

WILX Channel 10 WJIM 1240 AM 

WLNS Channel 6 WITL 100.7 FM 

WLAJ Channel 53 WVIC 94.1 FM 

FOX 47 Channel 47 WJXQ 106.1 FM 

WFMK 99.1 FM WWDX 92.1 FM 

Please be certain that you talk with your children regarding safe alternatives if you are not 

home, and school is dismissed during the day. 

 
During an actual tornado warning, children will not be dismissed from school until the 

school receives an all-clear signal. 
 
 

ACCEPTABLE USE OF TECHNOLOGY 
 

All students will use the district's information technology in accordance with the rights and 

responsibilities stated in the Acceptable Use Agreement for Information Technology.  All 

students and parents are required to sign this agreement as a prerequisite to student use. 

Please see complete Agreement at the end of the handbook. 
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FAMILY ACCESS – LUNCH ACCOUNTS 
 

You may check  your family’s account balance via the Internet by signing up for the 

district’s Family Access Program.   To obtain your Login ID and password, please call our 

Information Technology Department at 676-6516.  If you already have your Login ID and 

password, you may login to the Family Access Website by using the following link: 

http://family.masonk12.net 
 

FIELD TRIPS 
 

Teachers are encouraged to take field trips which extend and enhance the classroom 

curriculum.  All student trips are in school owned vehicles.  Field trips must be approved by 

the principal, and teachers are responsible for informing parents of such trips. Teachers will 

send notes home with specific information before each field trip, which will include a field 

trip permission form specific to each trip. 
 

A limited number of parent/guardian chaperones will be very helpful on these outings. All 

chaperones must complete an Authorization for Background Investigation form and be 

approved by the School District prior to the field trip.  To maximize student supervision 

and safety, children who are not members of the class will not be allowed to attend. 

 

FOOD SERVICE 
 

Mason Public Schools provides children with nutritious meals for breakfast and lunch.  The 

lunch program allows children to purchase a Type A hot lunch that meets government 

standards for one-third the vitamins and other nutrition needed by children each day. 
 

Alternatively,  students  may  bring  a  lunch  from  home  and  purchase  milk. Costs  are 

determined at the beginning of the school year. 

Breakfast:   A nutritious cold breakfast is available to students each morning at qualifying 

schools.      Contact  your  child’s  building  with  questions  regarding  availability  of  the 

breakfast program. 
 

Lunch: All lunches are ordered in the morning.  Hot lunch students are expected to order 

and  purchase  one of the two selections indicated on the lunch menu. 
 

Payment Options: The following options are available: 
 

Pre-Pay: Families  are  encouraged  to  pre-pay  student  lunches  by sending  the 

money in an envelope clearly marked with the child’s name and amount included. 

This money should be sent to the school cashier/office.  You may check your 

family’s account balance via the Internet by signing up for the district’s Family 
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Access Program (see Family Access-Lunch Accounts). Payments may also be 

mailed directly to our food service department at: 
 

Mason High School 

Food Service Department 

1001 Barnes St. 

Mason, Michigan 48854 
 

e~Funds for Schools:  Parents and guardians can enjoy the convenience of making 

their child’s meals account payments either online or via a telephone through our 

program, e~Funds for Schools.  Payments can be made by an electronic withdrawal 

from your checking account, savings account or debit card, or charged to your credit 

card.  You choose! e~Funds for Schools is secure and so easy to use, and charges 

only a small fee for processing your payments.  Payments made from a checking or 

savings account will incur a fee of $1.00 per transaction.  Payments made using a 

debit or credit card will incur a fee of $1.00 per transaction plus 1.99% of the 

amount paid.   If you have any questions regarding setting this account up, please 

contact our IT Department at 517-676-6516. 

 
Free/Reduced: Information regarding free and/or reduced lunches is sent home at 

the beginning of each year.  This information is also available throughout the school 

year in the school office. 
 

Lunchroom Rules: See "Code of Conduct." 
 

Supervision:  Lunchroom supervision is the responsibility of noon aides.  Children are 

expected to show them the same respect they would show any other adult working in the 

school.  Noon aides also supervise the children during the noon recess. 
 

HOMEWORK 
 

Homework is an extension of the classroom and can be very instrumental in reinforcing the 

instruction that takes place at school.  Students may enjoy applying newly gained 

knowledge in self-initiated projects.  All children should be encouraged to read at home. 

Some students may need to finish uncompleted assignments.  There will be times when 

students need to review information for evaluation purposes.  Please try to provide a quiet 

spot for these activities.  Providing resources for research at home is encouraged, but a trip 

to the library is also helpful.   If you are unclear about the nature of work to be done at 

home, or the amount of time that should be spent, please do not hesitate to contact the 

teacher.  Each classroom has its own policies. 
 

LIBRARY USE 
 

All students have a scheduled library time once a week.  Many have the opportunity to use 

its resources at other times.  Procedures for checking out and returning books will be 

reviewed at the beginning of each year.  If a child does not return a book by the next library 
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period, his/her borrowing privileges will be suspended until the book is returned.  If a book 

is lost or damaged, a letter will be sent home informing parents of replacement costs. 

Books may not be checked out until these costs are paid. 
 

Donating Books:  Many parents wish to donate a book to the library to celebrate their 

child's birthday or another occasion. It is an excellent way to add to our collection and also 

encourages a child to be more interested in books and libraries.  The library will have a 

selection of books from which your child may choose, or you may purchase a book at a 

local  bookstore. The  librarian  can  purchase  a  book  of  your  choice  with  our  school 

discount.   A special bookplate with the donor's name will be placed on the inside front 

cover.  As your child grows and receives the joy of sharing with others, our library will 

grow and offer students the pleasure of a wider range of reading selections. 
 
 

LOST AND FOUND 
 

 

See "Personal Property."  Items which are found and turned into the office will be put in a 

"Lost and Found Area" or stored by the secretary if the item is of a small or extremely 

valuable nature. 
 
 

MEDICAL PROCEDURES 
 

 

Administration of Medication: Mason Public Schools Administrative Rules and 

Regulations for Administering and Dispensing Medication to Students have recently been 

updated and are as follows: 
 

 No school staff member may dispense or administer medication of any kind, 

including non-prescription drugs such as aspirin, without written 

authorization.  Prescription  medications  require  authorization  from  the 

student’s doctor and parent/guardian.  Non-prescription medications 

require authorization from a parent/guardian. Authorization forms are 

available from the office.  Any changes in medication or dosage will require 

a new authorization form. 
 

 For any student requiring the administration of medication at school the 

parent/guardian will bring the authorization and medication in the original 

container to the office.  Students may not transport medication.  Information 

regarding adverse reactions is also requested.   The school may request 

additional information about adverse reactions as deemed appropriate. 
 

 The administration of all authorized medication will be witnessed by an 

adult in addition to the adult administering the medication, except in the 

case of an emergency.  Any errors made in administering medication shall 

be reported to the principal, entered on a written report, and the 

parent/guardian will be notified. 
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 Only oral medications, ear drops, and eye drops will be administered.  The 

exceptions are in emergency situations and through the special education 

I.E.P. process. 
 

 All medication maintained in the school setting will be kept in a locked 

container.  This includes medication requiring refrigeration.    Inhalers are 

exceptions with proper medical authorization. 

 
 The mixing of medications will not be performed by school district staff. 

The  exceptions  are  in  emergency  situations  and  through  the  special 

education I.E.P. process. 

 
 An individual record will be kept of each medication administered. The 

record should include student identification, date prescribed, name of 

medication, time and date administered, signature of person administering, 

and section for comments. 
 

 

 The school staff will be advised annually to send any student exhibiting 

signs or symptoms of a medical reaction or illness to the office. 
 

 Any medication left over at the end of the school year must be picked up by 

a parent/guardian within one week of the final day of school.  Medication 

not picked up will be properly disposed and recorded on the medical log. 

 
Self-Administration/Self-Possessing of Medication by Students 

 
 A student may possess and self-administer medication in school under 

certain circumstances.   The parent/guardian, doctor and principal shall 

determine the competence of the student to possess and self-administer 

medication at school. 

 
 Parent/guardian will provide written permission to the school that includes 

the student’s name, type of medication, dosage and frequency the 

medication will be taken. 

 
 Student possessed medication must be in its original labeled container. 

 
 The principal may discontinue a student’s right to self-possess and self- 

administer medication if misuse occurs by the student. 

 
Health Alert:  Please inform the teacher and the office if your child has any illnesses that 

we should be alerted to.  Example:  Allergies including bee sting, diabetes, history of 

epilepsy, severe headaches. 



 

Accident Care:  Students, teachers, and supervisors are asked to report all school and 

playground accidents to the office. When necessary, an accident report is filled out. Any 

time a child is referred to the office for a bump to the head, the standard precautionary 

measure is to inform the parent. Please do not be alarmed if you are contacted for this 

purpose; it is a "just in case" situation.  Minor injuries such as scraped knees and cuts will 

be handled by our caring and capable office staff.  If an accident requires professional 

medical attention, the parent will be called at home or place of employment and asked to 

pick up the child at school.  In rare instances a child must be transported to the hospital by 

ambulance. School  personnel  will  accompany  the  child  until  a  parent  arrives  at  the 

hospital. 
 

 
Head Lice: Head lice is a common condition that can be transmitted where any group 

regularly assembles, especially among children whose hats and jackets hang closely 

together.  Itching or scratching may be a sign of lice, but sometimes there are no signs until 

you look closely.  Please check your child's head frequently. 

 
Look around the ears and back of the neck.  Be sure you have good light or stand near 

window or use a lamp.  Nits (lice eggs) look like little white spots hanging on a shaft of the 

hair.  They are difficult to move or pull off the hair.  Dandruff or scalp flakes move very 

easily, nits do not.  If there are lice, notify the school and start treatment immediately.  A 

child may not return to school until he/she has been checked by school personnel and is 

nit free. 
 

Keeping Ill Children Home:  One of the problems often confronting parents of school-age 

children occurs when a child complains of not feeling well on a school day.  A decision 

must be made as to whether the child stays home or goes to school.  How do you make the 

right decision?  You do not want to keep him/her home if he/she really is not sick, but you 

also do not want to send a sick child to school. Your child should be kept at home if any of 

the following conditions are present: diarrhea or vomiting, heavy cold and hacking cough, 

fever, white spots in throat, rash, stomachache which is persistent or severe 

enough to limit activity, infectious diseases. 
 

Infectious Diseases: The following is a chart of the most common infectious diseases. 

Any child who has one of these diseases should stay home until the communicable stage 

has passed.  This will help prevent the spread of the disease. 

 
Parents should ask their doctor for information regarding the communicable period of other 

contagious diseases not listed. 
 

Disease Incubation Communicable 

 Period Period 

Bronchitis 
 

Strep Throat 

1-3 days 
 

2-5 days 

1 week before or 48 hours after treatment 
 

1 week before or 48 hours after treatment 
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Chicken Pox 

German Measles 

2-3 weeks 

14-21 days 

1 week 

7 days before and 4 days after rash 

(Rubella)   

 

Head Lice 

(Pediculosis) 

 

Immediately upon 

contact 

 

Throughout infection and until nits 

and lice are removed 

Impetigo 4-10 days Until on treatment for 24 hours 

Or until all scabs are dry 

 

Influenza 
 

1-3 days 
 

Probably 3 days from onset 

 

Measles 

(Rubeola-Red 

Measles) 

 

10 days, or longer 

if modified with rash. 

 

Beginning of fever to 4 days after 

immune globulin 

 

Mumps 
 

12-26 days 

(Usually 18) 

 

Most contagious 48 hours before 

swelling and 9 days after 

 

Pink Eye 
 

1-3 days 
 

Until under medical care and 

Drainage from eye has cleared 

Scabies 4-6 weeks Until under treatment. 

 

Scarlet Fever 
 

1-3 days 
 

Approximately 24 hours after 

Doctor’s treatment with antibiotics 

Immunization Policy: 
 

To enter school state law prohibits a school from admitting new entrants to school without 

a record of one dose of each of the following:   Measles~Mumps~Rubella (MMR), Polio 

(IPV/OPV), Diphtheria, Tetanus and Pertussis (DTaP/DTP), Hepatitis B, Varcicella or a 

signed exemption. 

 
To stay in school you must provide the school with a record showing that your child has 

received all the required immunizations at the correct intervals. 
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DtaP/DTP 
Diptheria, Tetanus & 

Pertussis 

(Whooping Cough) 

4 Doses If 4th dose was not given on or after 4th
 

birthday another dose must be given at 

school entry.  A booster dose is due if 

not given within the last ten years. 

IPV/OPV 
Polio 

3 Doses If 3rd dose was not given on or after 4th
 

birthday another dose must be given at 

school entry. 

MMR 
Measles, Mumps & 

Rubella 

2 Doses 1st  dose given on or after 1st  birthday. 

2nd  dose given at or after 15 months of 

age and at least 1 month after first dose. 

Hepatitis B 3 Doses A child needs 3 doses; the first two are 
one month apart, and the third one is 

given 5 months later. 

Varicella 
(Chickenpox) 

2 Doses Required for all children entering 

kindergarten, all 6th grade students, and 

all children changing school districts. 

 

If immunization is against your religious beliefs, you must sign the exemption form which 

is available at the school.  Children who have not completed the required immunizations 

will be excluded from school until requirements are met. 

 
Vision  and  Hearing:  Michigan  law  requires  that  children  entering  kindergarten  have 

vision and hearing screening tests upon school entrance.   Additional tests are provided at 

designated grade levels during the school year. 
 

 

Student  Insurance:  Accident  insurance  and  dental  insurance  are  offered  through 

Guarantee Trust Life Insurance Company. There are two very reasonably priced plans - 

school time coverage plus dental accident option.  Information is sent home in the fall or 

when a new student registers. 
 

PARENT INVOLVEMENT 
 

 

We look to the parents of our children to provide the unique insights which will help us 

understand and appreciate each child as an individual.  We also need you to support our 

efforts to bring out the best in each child. 
 

Getting Your Child Off to a Positive Start:  One way to maintain the excitement of the 

first days of school is to help your child prepare for the challenges of school.  There are 

many things that you, as a parent, can do to ensure that your child is prepared for school 

each day. 

 Teach your children to be organized.   School is "their job." Help them develop 

a system to assume the responsibilities of making sure homework assignments  

are complete, ready to turn in, and having the supplies that are needed each 

day. 
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  Children need a good night’s sleep.  It is very important that your child come 

to school rested every day.  Establish, and stick to, an evening bedtime schedule 

for your child. 
 

 Develop a calm morning routine.  Allow enough time for a healthy breakfast 

and a timely school arrival. 
 

 Share your child’s day.  Your own reactions and attitudes will go a long way 

toward determing how your child feels about school, the teacher, and other 

students. 
 

 Read to and with children every day.  Children who “practice” their reading do 

better than those who do not. 
 

 Build a “can do” attitude in your child.   When she/he tries something hard, 

praise the effort.  Help break a big project down into smaller tasks.  Then praise 

him/her as each step is completed.  The process is as important as the product. 
 

 Join your school’s parent group.  Sign up to help in some way.  When parents 

are involved, children learn more . . . and their schools are better, too. 
 
 

Parent/Teacher Conferences: Parent/Teacher conferences are designed to share 

information about your child.  We will be updating you on your child's progress at school, 

and we hope you will share any insights and concerns which will help us to work with your 

child in a more effective way.  These conferences are scheduled at mutually convenient 

times twice a year. 
 

In cases where parents are divorced or separated, one parent/teacher conference will be 

allotted to discuss a student’s progress in school. Both parents are encouraged to attend. 

One notification of the conference will be sent home with the student unless the school has 

been advised in writing that separate notifications are necessary.  If one of the parents is 

unable to attend, he/she will be provided an opportunity upon request for a telephone 

conference. 
 

These conversations between parent and teacher are an excellent time to ask questions and 

clarify information about the teacher's report.  Please be open to suggestions for follow-up 

at home.  This opportunity for dialogue is a strong link in our home/school partnership, and 

we strongly encourage you to attend both conferences. 
 

The Parent/Teacher Organization and The School Improvement Team: 
 

Two important groups exist at each Mason Public Schools elementary building: 

 
The Parent Teacher Organization conducts fundraising, sponsors special activities, and 

coordinates volunteers.  This group meets 5-9 times per year.  To become involved contact 

the school office. 
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The School Improvement Team is made up of the building principal, teachers, support staff 

members, and non-employee parents.     This team develops and monitors the building 

School  Improvement  Plan,  reports  on  plan  progress,  surveys  parents/guardians  and 

considers their input. 
 
 

Parent Volunteers: Mason Public Schools parent volunteer program is very instrumental 

in the functioning of our schools.  A volunteer form will be sent home early in the school 

year.  Parents have the opportunity to become involved in a variety of areas at the school. 

The form should be completed and returned to the school as soon as possible.  If you have 

any questions, please contact the school office. Please reference Board Policy 9005 on the 

district website for more information. 
 
 

PARKING 
 

Parking on school property is allowed only in designated areas.  Please do not park in the 

area reserved for buses during the following times: 

 
 8:15 am – 9:00 am 

 3:00 pm – 4:15 pm 

 
Driving and parking on playgrounds and school lawns is not permitted.  Children playing in 

these areas are often not visible to oncoming vehicles. 
 

PARTIES AND CELEBRATIONS 
 

 

Several school-wide parties are organized by PTO room parents or the classroom teacher, 

throughout the school year:  Halloween, Christmas, and Valentine's Day.  End-of-the-year 

parties, and picnics are organized at the discretion of individual teachers.  Surprise parties 

are discouraged and may only take place with the permission of the principal.  Each teacher 

will determine his or her policy for birthday treats.  Please contact your child's teacher if 

planning a treat. 
 

PERSONAL PROPERTY 
 

 

We discourage students from bringing valuable personal property to school because of 

possible loss or damage, for which the school is not responsible.  Although we stress the 

importance of respect for other people and their property, we do not have adequate secure 

areas or supervision to monitor these items at all times. 

 
Cash:  Please do not send your child to school with large amounts of money.  For pre- 

paying lunch, checks payable to Mason Public Schools, Family Services, or exact change is 
preferable.  For book clubs, please make checks payable to the specific club. 



32  

Clothing:    All student outerwear such as coats, hats, boots and gloves should be labeled 

with the student’s name. Hundreds of dollars worth of unlabeled clothing go unclaimed 

each year. 

 
Electronic Equipment:    CD players, Gameboys, iPods, Kindles, e-Readers and other 

electronics  or  battery  powered  entertainment  equipment  are  not  permitted  in  school, 

without prior approval by the classroom teacher. 
 

Other Toys and Valuables:    Personal items brought to school for educational purposes 

such as sharing time or special projects are to be kept in the classroom and will not be 

allowed on the playground or in the cafeteria. 

 
Cell Phones:   Cell phones are discouraged at school.  If the need exists for your child to 

possess a cell phone, please seek prior approval from the principal.  At no time during the 

school day should cell phones be turned on or in use. 
 

PETS 
 

 

Due to health and safety concerns, students are not permitted to bring pets to school for 

classroom visitation. 
 
 

RECESS 
 

 

Fresh air and exercise have proven to aid in the physical and educational growth of 

students. 
 

Participation: Children are required to go outside for recess.   A doctor's statement is 

required for a child to be excused from outdoor recess. 

 
Clothing: It is very important that children wear appropriate clothes to participate in 

recess.  The clothing most often lacking includes hats, heavy coats, boots, and gloves or 

mittens.  If you are unable to provide warm clothing, please contact the principal for 

assistance. 

 
Playground Rules: See "Code of Conduct." 

 
Indoor Recess:      During rain or severe cold (0 temperature or 10 windchill), students 

will remain indoors for recess.  Each teacher has expectations for this situation.  Students 

will be able to visit quietly, play quiet games, read or catch up on work. 
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RELIGIOUS INSTRUCTION CLASSES 
 

 

In accordance with Michigan school law, the Mason Public Schools permit students to 

attend off-premises religious instruction classes for up to two hours per week.  Parents are 

required to annually provide the school with advance written requests for such release.  The 

request must specify the place where instruction will be given and the amount of weekly 

release time.   Solicitation for attendance at religious classes is not permitted on public 

school premises. 

SAFETY 
 

 

All emergency procedures (fire, tornado, cardiac response, and lockdown and crisis) are 

outlined in the school safety plan that is available in the school office and practiced 

throughout the year. 
 

SCHEDULE 
 

 

Grades Kindergarten -5 

 First Bell – 8:35 am 

 Tardy Bell – 8:40 am 

 Dismissal Bell – 3:48 pm 

 Half Day Dismissal Bell – 12:07 pm 
 
 

STUDENT ENROLLMENT 
 
All parents are required to complete a Mason Public Schools’ enrollment packet before a student is 

officially enrolled.  Classroom teachers and Transportation Department need 24 hours notice 

before a child can begin school. 
 

SUPPORT PROGRAMS/PERSONNEL 
 

 

The Mason Public Schools offers many services to help children with special needs.  Some 

of these are supplemented by resources from the Ingham Intermediate School District, State 

of Michigan or Federal Programs.  The following programs are included: 

 
 Academic Enrichment 

 Title 1 and Section 31a Program 

Á Success Lab 

 Special Education Programs/Services 

Á Cognitively Impaired (CI) 

Á Diagnostic/Psychologist 
Á Early Childhood Special Education (ECSC) 

Á Emotionally Impaired (EI) 
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Á Hearing Consultant 

Á Homebound 

Á Occupational Therapy (OT) 
Á Physical Therapy (PT) 

Á Resource Program (LD) 

Á Social Work 
Á Speech/Language Therapy 

 
 Additional Programs 

Á Ready-Set-Go! Preschool – Michigan Readiness 

Á Family Services Programs – Kids’ Clubhouse, Preschool 
 
 

TEACHER QUALIFICATIONS 
 

Under provisions of the No Child Left Behind Act of 2001, parents and guardians have the 

right to request information regarding the professional qualifications of their child’s 

classroom  teacher(s). Upon  written  request,  the  district  will  provide  the  following 

information concerning the teacher(s): 
 

 

a.   college or university undergraduate degree major and/or graduate degree field of 

study; 
 

b.   certification status – grade level and subjects; 
 

If requested, the district will provide the name and qualifications of any paraprofessional 

providing Title I assistance.  Written requests for information regarding the professional 

qualifications of teachers and paraprofessionals should be made to: 
 

Executive Director of Curriculum 

Mason Public Schools 
400 South Cedar St. 

Mason, MI 48854 

(517) 676-2484 
 

TELEPHONE USE BY STUDENTS\ 

Requests by pupils to use a school telephone will be limited to very important calls.  This 

careful screening may result in denial of phone use.  Please do not ask the office to deliver 

phone messages to students unless it is an emergency. 
 

TEXTBOOKS 
 

 

Textbooks and workbooks are supplied by the school district without a service fee to the 

parents.   Children are held responsible for the condition of all textbooks checked out to 

them.  Normal wear and tear will carry no assessment, but loss and damage beyond repair 

or abuse beyond normal will be assessed. 
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TRANSPORTATION 
 

 

Transportation is an important part of each child's daily routine, as it begins and ends the 

school day.  Our transportation department makes every effort to make it a positive one. 

The following guidelines have been developed for this purpose. 

 
Bus Routes: Our buses travel a total of 475,000 miles per year and transport approximately 

2,000 students.  Drivers attend classes each year to update them on safety and help them 

meet the challenges they may incur.  Get to know your bus driver.  This will reinforce a 

positive relationship between him or her and your child. 

 
Changes in Schedule:  Bus routes are established based on residence and/or childcare. 

Changes to pick-up or drop-off during the year are difficult to accommodate.  Requests for 

permanent changes must be made in advance and in writing to the Transportation 

Department.  Parents/guardians are asked to identify not more than two addresses for the 

pick-up and drop-off of their children. 

 
 Parent/guardian must provide a schedule in writing to the transportation 

department and the child’s school.  Parent/guardians must sign the schedule. 

 
 Routes will be written to reflect schedules. 

 
 Daily, weekly, or monthly changes to a student’s pick-up or drop-off point 

will not be allowed.  If a student needs to be transported somewhere other 

than where indicated by the schedule, the parent/guardian is responsible for 

providing transportation. 

 
Permission to Ride a Different Bus: No child is allowed to ride a bus other than the 

normally assigned bus without written permission from parents or guardians.  Permission 

notes should be brought to the school office for approval, shown to the teacher, and given 

to the bus driver when the child boards the bus. 

 
Requests to transport groups of students for social activities such as birthday parties is 

discouraged.  Parents must contact the transportation department Supervisor 48 hours in 

advance to obtain approval for groups of children to ride the bus to their home.  This is 

necessary to avoid overloaded buses. 

 
Parent Transportation:   Parents who transport students on a regular basis must notify the 

office in writing that district transportation will not be utilized.  Students are not allowed to 

walk to the parking area to meet a parent/guardian.  An adult must come into the building to 

meet the student. 

 
Parents picking up students are asked to wait near the office or lobby area.  Waiting outside 

classrooms causes distractions to the students.  The teachers will dismiss students when the 

bell rings. 



 

 

 

Bus Rules: See "Code of Conduct." 
 

Bus Concerns: For further information or clarification of routes, etc., please call the 

Director of Operations at 676-6496. 
 
 

VISITORS 
 

 

Parents and members of the community are always welcome at our elementary schools. 

All visitors must report to the main office, including for visits to drop off money, 

lunches, etc.  We will deliver the item(s) to the classroom to avoid disruption.  If you plan 

to visit your child's classroom, please give the teacher prior notice.  In order to maximize 

instructional opportunities for our students, as well as for liability reasons, student guests 

cannot be accommodated. 

 
All doors to the exterior are locked during the school day. 
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ACCEPTABLE USE AGREEMENT FOR 

INFORMATION TECHNOLOGY 

GRADES K THROUGH 5 
 

MASON PUBLIC SCHOOLS 
 

Definition of Terms 
 

1. Users – A user is defined as any staff person, student or community member of the Mason Public 

School District. 

 
2. Computing Systems – Any computer or computer peripheral owned by Mason Public Schools or used on the 

premises of Mason Public Schools. 

 
3. Network – Any networked systems on the premises of Mason Public Schools or networks accessed via Mason 

Public School computers. 
 

User Rights 
 

Each user  has the right to  make use of computer/network technology for education, research, and productivity 

consistent with the purposes of the Mason Public School District. 
 

User Responsibilities 
 

1. Privacy – User shall not intentionally seek information on or obtain copies of data or files belonging to 

another person unless authorized by that person. 

 
2. Passwords 

 
A.   Users shall not seek passwords or use passwords belonging to another person. 

 
B. Users shall take precautions to secure access of their personal password from others. 

 
3. Security 

 
A. Users shall not attempt to infiltrate or knowingly infiltrate a computing system or network or alter 

the software components of a computing system or network or import files which will jeopardize 

the security of the computing systems or the network. 

 
B. Users shall not load software on computers without permission of instructor or computing 

coordinator. 

 
4. Integrity 

 
A. Users shall not use a computing system or network to harass others or develop software programs 

that harass others. 
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B. Users shall not use a computing system or network to gain access to pornography, obscenity or 

otherwise inappropriate text files, or communicate pornography, obscenity or otherwise 

inappropriate text files. 

 
C. Users shall have all disks scanned for viruses by authorized district personnel before they are used 

in district systems. 

 
D. Users shall not use a computing system or network in a destructive or malicious manner. 

 
 

5.  Non-instructional Use – Users shall not use a computing system or network for commercial or for-profit 

purposes, 

personal or private business, or political activity. However, personal e-mail (person-to-person) is permitted; 

but 

mass mailings (junk mailing or bombing) are not permitted. 

 
6. Recreational Games – Users shall not use a computing system or network for recreational games unless 

expressly 

Approved. 

 
7. Copyright 

 
A. Users shall not copy software without written permission of publisher. 

B. Users shall not copy documents nor files without permission of author. 

C. Users shall cite references for all data accessed via computing system or networks. 

D. Users shall not install copyrighted software on district computers. 

E. Users shall adhere to all copyright regulations of the Mason Public School District and Merit 

Network. 

 
8. Accountability – Users have the responsibility to monitor all materials received via technology systems to 

assure that they comply with responsible usage. 

 
Consequences of Unethical Use 

 
When the Mason Public School District learns of possible inappropriate use of computing systems or networks, 

appropriate disciplinary action will be taken. In order to prevent further possible unauthorized activity or use, 

Mason Public Schools may temporarily or permanently disconnect that user from the computing systems or 

Networks.  Users violating any of these rights and responsibilities may face additional disciplinary action in 

Keeping with the disciplinary policies and guidelines of the district. 



 

 

MASON PUBLIC SCHOOLS 

Parent-Student Handbook Agreement 
 

 
 
 
 
 
 
 

We have read, understand, and will adhere to the contents of the Mason Public 

Schools Elementary Parent-Student Handbook, including the Acceptable Use 

Agreement for Information Technology Policy of the Mason Public School District. 
 
 
 
 
 

 

Student Name (please print) Grade 
 

 
 
 
 

Student Signature Date 
 
 
 
 
 

 

Parent Signature Date 


