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MISSION STATEMENT 

 
We believe that universal education, or more precisely, equality of educational opportunity, is a basic tenet of a 
democracy. The concept appears neither in the constitution nor in its amendments, but is implicit in the promises of 
America. 
 
This campus is an educational agency of the community established to maintain, strengthen, and improve the way 
of life of its students. Through the levels in the schools, students have the opportunities to acquire the kind and 
amount of education that their capacities warrant. 
 
The program of this campus is designed to provide for each of its students, regardless of abilities or environments, 
the opportunity to develop and achieve success mentally, physically, socially, morally, and spiritually. 
 

“KILGORE HIGH SCHOOL ALMA MATER” 
 

Let’s sing a song to Kilgore High.  Cherish her name as days go by, the grandest school from East to West, Here’s 
to old K. H. S.  Kilgore High, oh how we love to sing thee.  Kilgore High, our grateful hearts we bring thee.  Here’s 

to thee our Alma Mater, 
Here’s to old K. H. S. 

 
 

“KILGORE HIGH SCHOOL FIGHT SONG” 
 

Stand and clap your hands for the high school we adore 
Shout the bells ring out - we’re going to fight for one more score.  Rah-Rah-Rah 

Team that’s on the beam we’ll show the world that we’re the best. 
Fight!  on to victory for K. H. S. 

K-K-KIL-L-L-LGO-O-O-ORE.  K-I-L-G-O-R-E   (repeat song) 
 

SCHOOL COLORS 
 

Red and White 
 

MASCOT 
 

Bulldogs 
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PREFACE 
 

To Students and Parents: 
 
Welcome to the school year 2014-15! Education is a team effort, and we know that students, parents, teachers, and 
staff members all working together can make this a wonderfully successful year for our students. 
 
The Kilgore Independent School District Parent/Student Handbook is designed to provide a resource for some of 
the basic information that you and your child will need during the school year. In addition to the following 
guidelines, students are subject to administrative regulations and Kilgore School Board Policies pertaining to 
student activities.  These are on file in the Principal’s office or online at the district website.  In case of a conflict in 
any guideline in this student handbook and regulations or policy, the board regulation or policy will take 
precedence. 
 
Please be aware that the term “the student’s parent” is used to refer to the parent, legal guardian or any other person 
who has agreed to assume school-related responsibility for a student. Both students and parents should become 
familiar with the Kilgore ISD’s Student Code of Conduct, which is a document adopted by the board and intended 
to promote school safety and an atmosphere for learning. That document may be found on our district’s website at 
www.kisd.org or a hard copy may be obtained at your child’s campus from the principal’s office. 
 
The Student Handbook is designed to be in harmony with board policy and the Student Code of Conduct. Please be 
aware that the handbook is updated yearly, while policy adoption and revision may occur throughout the year. 
Changes in policy or other rules that affect Student Handbook provisions will be made available to students and 
parents through newsletter or other communications. 
 
In case of conflict between board policy (including the Student Code of Conduct) and any provisions of the 
Student Handbook, the current provisions of board policy and the Student Code of Conduct are to be followed. If 
you or your child has questions about any of the material in this handbook, please contact a teacher, counselor, or 
the principal. 
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ABSENCES/ATTENDANCE  
Regular school attendance is essential for a student to make the most of his or her education – to benefit from 
teacher-led and school activities, to build each day’s learning on the previous day’s, and to grow as an individual. 
Absences from class may result in serious disruption of a student’s mastery of the instructional materials; therefore, 
the student and parent should make every effort to avoid unnecessary absences. Two state laws – one is compulsory 
attendance, the other is attendance for course credit – are of special interest to students and parents. They are 
discussed below. 
 
Official Attendance Time 
The district must submit attendance of its students to the Texas Education Agency (TEA) reflecting attendance at a 
specific time each day.  Although attendance is taken each period every day at KHS, the official attendance time for 
TEA purposes is during 2nd period at 9:15.   
 
Compulsory Attendance 
State law requires that a student between the ages of six and 18 attend school, as well as any applicable accelerated 
instruction program, extended year program, or tutorial session, unless the student is otherwise excused from 
attendance or legally exempt. 
 
A student who voluntarily attends or enrolls after his or her 18th birthday is required to attend each school day until 
the end of the school year. In addition, if a student 18 or older has more than five unexcused absences in a semester, 
the district may revoke the student’s enrollment. The student’s presence on school property thereafter would be 
unauthorized and may be considered trespassing. FEA (LEGAL). 
 
Failure to Comply with Compulsory Attendance 
School employees must investigate and report violations of the state compulsory attendance law. A student absent 
without permission from school; from any class; from required special programs, such as additional special 
instruction (termed “accelerated instruction” by the state) assigned by a grade placement committee and basic skills 
for ninth graders; or from required tutorials will be considered in violation of the compulsory attendance law and 
subject to disciplinary action. 
 
A court of law may also impose penalties against both the student and his or her parents if a school-aged student is 
deliberately not attending school. A truancy complaint against the parent may be filed in court if the student: 

• Is absent from school on ten or more days or parts of days within a six-month period in the same school 
year, or 

• Is absent on three or more days or parts of days within a four-week period. 
 

If a student age 12 through age 17 violates the compulsory attendance law, both the parent and student could be 
charged with a criminal offense. FEA (LEGAL). 
 
Attendance for Credit  
To receive credit in a class, a student must attend at least 90 percent of the days the class is offered. The actual 
number of days a student must be in attendance in order to receive credit is determined by whether the class is for a 
full semester or for a full year. All absences, whether excused or unexcused, must be considered in determining 
whether a student has attended the required percentage of days. If makeup work is completed, absences for 
religious holy days and documented health-care appointments will be considered days of attendance for this 
purpose. The attendance record for each class stands alone. 
 
Excused absences include: 

• Specified school affiliated activities 
• State approved absences 
• Illness 
• Any absence due to extenuating circumstances excused by the principal such as: 

o Days of suspension. 
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o Participation in court proceedings or child abuse/neglect cases. 
o A migrant student’s late enrollment or early withdrawal. 
o Days missed as a runaway. 
o Completion of a competency-based program for at risk students. 
o Late enrollment or early withdrawal for a student under the Texas Youth Commission. 
o Teen parent absences to care for their child. 
o Participation in a substance abuse rehabilitation program. 

 
In order for an absence to be deemed excused, the student should provide the school with a signed written note 
from the parent and/or doctor informing us of the exact reason for the absence. The student is requested to bring the 
note to the attendance office prior to the tardy bell in order to have sufficient time to avoid tardiness for class.  If an 
excessive number (10) of parent notes are received, the administration may require the student to present doctor 
notes for future absences. 
Notes must include:  

• the student’s complete name, 
• ID number,  
• grade level and  
• parent/guardian signature.   
 

All notes must be brought to school within two days after returning to school.  If a student is absent for more 
than three consecutive days, a doctor’s note is required for the absent to be excused. 
 
If the student has a doctor’s appointment that occurs during the student’s school day and returns to school the same 
day, please follow these procedures.  

1. Parent/guardian should contact the front office on the morning of the appointment to inform them that the 
student will need to leave campus at a particular time.  The office will send for the student to come to the 
office and sign out at the appropriate time.  (Do not call or text the student in order to notify them of your 
arrival.) 

2. A student returning on the same day should bring an excuse note from the doctor to the attendance office. 
3. A student not returning on the same day should bring an excuse note from the doctor to the office on the 

day he/she returns. 
 
Unexcused absences: 
No parent/guardian notification by specified day. 
Any reason for absence other than excused absences listed in Student Handbook.  An administrator has the right 
to rule any absence as unexcused. 
 
Release of Students from School 
A student will not be released from school at times other than regular dismissal hours except with the principal’s 
permission or according to the campus sign-out procedures. No student may leave the campus early at any time for 
any reason without checking out in the front office. 
 
The parent of a student who will need to leave school during the day must contact the front office that morning. A 
student who becomes ill during the school day should, with permission from the campus office, report to the school 
nurse. The nurse will decide whether or not the student should be sent home and will notify the student’s parent. 
 
Truancy 
Truancy is an unexcused absence from class.  Students have a responsibility to attend and be accounted for every 
class period they are scheduled for. Students who skip one class period or more will be subject to disciplinary 
action. 
 
Driver License Attendance Verification 
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For a student between the ages of 16 and 18 to obtain a driver license, written parental permission must be provided 
for the Texas Department of Public Safety (DPS) to access the student’s attendance records and, in certain 
circumstances, for a school administrator to provide the student’s attendance information to DPS.    
 
 
 
ADMISSIONS 
A student (or the student’s parent) seeking enrollment in the district for the first time or following attendance in 
another Texas district, out-of-state attendance, private school attendance, or admission through a bona fide foreign 
exchange program, should contact the principal or counselor. 
 
AFTER SCHOOL POLICY 
Students are not allowed in the building after 4:30 p.m. (Monday through Thursday) and 4:00 p.m. (Fridays) unless 
they are involved with an extra-curricular activity or tutoring with a teacher. Normal dress code is to be followed.  
Students found in the building after designated times for any reason unless approved by an administrator or teacher 
are subject to discipline determined by a campus administrator. 
 
ANNOUNCEMENTS 
At the beginning of the second period each day, the Student Council will make announcements concerning high 
school activities. Typed or neatly written announcements should be signed and submitted to the front office no later 
than 8:00 a.m. on the day to be announced. All announcements are subject to approval by the administration. 
 
ASSEMBLIES 
Assemblies may be held during the school year as scheduled by the administration. Attendance to all assemblies is 
mandatory. Failure to attend an assembly can result in disciplinary action. A student’s conduct in assemblies must 
meet the same standard as in the classroom. A student who is tardy or who does not abide by district rules of 
conduct in an assembly shall be subject to disciplinary action. 
 
BULLYING 
Bullying is considered detrimental to the learning environment and is considered a serious offense. Bullying occurs 
when a student or a group of students engages in written or verbal expression or physical action against another 
student and the behavior results in harm to the student or the student’s property or places a student in fear of 
physical harm or damage to the student’s property, or  the behavior is so severe, persistent, or pervasive that it 
creates an intimidating, threatening, or abusive educational environment.  In some cases, bullying can occur 
through electronic methods, called “cyber bullying”. Any student who believes that he or she has experienced 
bullying or believes that another student has experienced bullying should immediately report the alleged act to a 
teacher, counselor, principal, or other District employee. The Board has established policies and procedures to 
respond to allegations of alleged bullying. FFI (LOCAL) 
 
CHECK POLICY 
Kilgore ISD has established the following policy for accepting checks and collecting bad checks: For a check to be 
an acceptable form of payment it must include your current, full and accurate name, address, and telephone number.  
In the event your check is returned for non-payment, the face value may be recovered electronically along with a 
state allowed recovery fee. Also, if you have a check returned for non-payment, checks may no longer be an 
acceptable form of payment. 
 
COLLEGE VISITATION DAYS 
Seniors and juniors are allowed two (2) days during the year to visit colleges of their choosing. To arrange for a 
College Day, the following procedures must be followed: 

• The student must notify the attendance clerk three days in advance. 
• The student should contact the office of admissions at the prospective college to make an 

appointment. 
• The student must be passing all classes. 
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• The student must not have excessive absences for the semester. 
• The student must have his/her teachers sign the permission form two days prior to leaving. 

 
A form will need to be signed by a person assigned to the admissions office of the college being visited before a 
student may be granted an excused absence.  IN ALL CASES, PRIOR APPROVAL FROM THE PRINCIPAL 
MUST BE OBTAINED FOR THE VISITATION TO BE EXCUSED. DEADLINES AND BLACKOUT 
DATES WILL APPLY. 
 
CONDUCT 
The objective of Kilgore High School is to provide students with a quality high school educational program which 
encourages the acquisition, exchange, and application of knowledge. The school is committed to those rights of 
students recognized and protected under state and federal law, but it also expects students to behave in an 
appropriate manner and to contribute in a positive way to the school and community. Students are responsible for 
conducting themselves properly, in a manner appropriate to their age and level of maturity.  
 
Student spectators are expected to behave appropriately at all school activities.  Proper manners, respect, and 
courtesy are expected during performances, sporting events, and other school activities.  A student may be barred 
from attending an event if the student chooses to disobey the rules.  Violations could result in a student being 
banned from all extracurricular activities for the remainder of the school year.  School discipline will be enforced. 
 
When imposing discipline, district personnel shall adhere to the following general guidelines: 

• Discipline management techniques shall be administered when necessary to protect students, school 
employees, property, and maintain essential order and discipline. 

• Students shall be treated fairly and equitably.  Discipline shall be based on a careful assessment of the 
circumstances of each case.  Factors to consider shall include: 

o The seriousness of the offense. 
o The student’s age. 
o The frequency of misconduct. 
o The student’s attitude. 
o The potential effect of the misconduct on the school environment. 

 
Students should conduct themselves in a dignified manner.  To preserve this dignity, it is considered inappropriate 
for boys and girls to have their hands on each other.  Public displays of affection as described herein are not in good 
taste.  Students are not to engage in any public displays of affection including, but not limited to, embracing and 
kissing. 
 
CONTACT INFORMATION 
Students who change their residence, mailing address, or telephone number after enrollment should report this 
change to the Attendance Office as promptly as possible so that records may be corrected in case of emergencies at 
school or home.  A student may be asked to verify his/her address. 
 
COUNSELING 
Academic Counseling 
Students and their parents are encouraged to talk with a school counselor, teacher or principal to learn about course 
offerings, the graduation requirements of various programs and early graduation procedures. Each spring, students 
in grades 9-12 will be provided information on anticipated course offerings for the next year and other information 
that will help to make the most of academic and CTE (Career and Technical Education) opportunities. 
 
To plan for the future, including attendance at a college, university or training school, or pursuit of some other type 
of advanced education, students should work closely with the counselor in order to take the high school courses that 
best prepare them. The counselor can also provide information about entrance exams and deadlines for application, 
as well as information about automatic admission to state colleges and universities, financial aid, housing and 
scholarships. 
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Personal Counseling 
The school counselor is available to assist students with a wide range of personal concerns, including such areas as 
social, family or emotional issues or substance abuse. The counselor may also make available information about 
community resources to address these concerns. A student who wishes to meet with the counselor should contact 
the counselor’s office for an appointment or immediate assistance. 
 
DELIVERIES 
No deliveries of flowers, balloons, candy, or other items for students will be accepted during the school day.  
Food may be brought to a student by a parent only. If these items are brought to the school, they will be returned to 
the person or company making the delivery.  Deliveries of essential items, i.e. lunch money, PE clothes, etc., may 
be brought to the front office. 
 
DISCIPLINE 
The process of achieving good self-discipline simply means learning the value of obeying reasonable rules and 
regulations that are necessary in a group situation.  Good discipline while in school will make a significant 
difference to students for many years to come in order to be productive, independent, and happy American citizens.  
Positive approaches are used to help students realize responsibility for behavior.  Rules help students learn 
responsibility.  Students who violate the district’s Student Code of Conduct shall be subject to disciplinary 
action. 
 
Discipline Management Plan 
These procedures do not replace the district Discipline Management Plan, but represent an addendum to it. These 
procedures apply to the high school campus only.  A student will progress from one level to the next with each 
offense 
 
 1. Conferenced with student 
 2. Conference with administrator and parent 
 3. Corporal punishment 
 4. Morning detention 
 5. Lunch detention 
 6. Friday detention 
 7. In-school suspension 
 8. Out-of-school suspension 
 9. Saturday School 
              10. Placement in the district alternative education program 
              11. Expulsion 
 
Due Process 
All students will have all rights of due process as outlined in board policy whenever their misbehavior results in 
disciplinary action. Briefly, those rights are as follows: 

• To be given oral or written notice of the charges against him/her (what they did wrong). 
• If the pupil denies the charges, he/she shall be given an oral or written explanation of the facts, which are 

the basis of the proposed action (the consequences). 
• The pupil shall be given an opportunity to present his/her version of the incident. 

There shall be no appeal from a principal's decision in disciplinary matters unless suspension is involved or unless 
the decision can be proven to be arbitrary and grossly unfair. 
 
Classroom Rules 
Students are expected to follow any classroom rules or procedures set forth by individual classroom teachers.  Only 
bottled water is allowed in classrooms 
 
AEC (Alternative Education Center) 
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AEC is Kilgore High School’s in-school suspension center.  Students are assigned to AEC for a full day(s) due to 
Student Code of Conduct infractions.  AEC is administratively assigned.  The student will normally be given a date 
to report to AEC for a period of one to five days.  The administrator has the option to directly assign the student to 
AEC if necessary.  Every effort will be made to notify the parent/guardian of the assigned period/dates and the 
infractions.  The student will be responsible for getting all his/her work done while in AEC.  Any work missed will 
be the responsibility of the student to make arrangements with the classroom teacher for make-up or alternative 
assignments.  Students who break AEC rules are subject to further school discipline as well as legal citations. 
 
Corporal Discipline 
Corporal punishment is a possible disciplinary action at KHS and is governed by the following guidelines: 
 
 1. The student is told the reason for the corporal discipline. 
 2. Corporal punishment may be given by the principal, assistant principal, or a teacher. 
 3. The instrument to be used shall be approved by the principal. 
 4. Corporal discipline shall be administered in the presence of one other district 
     professional employee and out of view of other students. 
 
A record shall be maintained on each instance of corporal punishment. 
 
Detention 
For minor infractions of the student code of conduct or classroom rules, administrators may detain students before, 
during, or after school hours on one or more days, as provided by the discipline management program and/or 
student code of conduct. 
  
Parents/students are responsible for providing their own transportation before or after school detention periods.  
Students who fail to report to any detention will be subject to further school discipline. 
 
Morning detention will be held in Room 407 from 7:35 – 7:55. 
Friday Detention will be held on Fridays in Room 407 from 3:40 – 6:40. 
Lunch detention will be held during the lunch period in Room 127.  If a student is late for any reason, he/she will 
not be allowed to serve detention for that day, and the absence will be treated as any other failure to report to 
detention. 
 
DAEP (Elder) 
The Disciplinary Alternative Education Program (DAEP) is a program required by the State of Texas, Chapter 37, 
of the Texas Education Code (TEC). The program provides the school with an alternative placement center for 
students whose behavior warrants removal from their regular assigned campuses. The program focuses on students 
whose behavior is inappropriate for regular classroom setting. The program is designed to help students continue 
their education while modifying their behavior in a way that makes it possible for them to interact successfully on 
their home campus when their assignments are completed. 
 
Suspension 
An administrator may assign a student out of school suspension for Student Code of Conduct infractions.  The 
student will be expected to stay in the care of his/her parent/guardian during the suspension period.  The student 
may not attend any Kilgore extracurricular or other school related activities while assigned to suspension. The 
student is responsible to make-up all classroom assignments missed while on suspension.  The make-up work 
policy is two days for the first missed day and one additional day for each consequent day of absence.  The 
exception to the make-up work policy is if an assignment had been given prior to the student’s absence, in this case 
the assignment is due upon return to the classroom or the assigned date. 
 
Fighting 
Fighting is a severe disruptive activity and is prohibited. Kilgore High School has a strict policy for fighting in an 
effort to maintain school safety. Any fight that occurs on school grounds or at a school function is subject to 
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discipline. The students will also be suspended for up to three days.  Upon returning to school, students will be 
assigned to AEC for five days. Students involved in a fight will not be allowed to attend any after-school functions. 
If a fight has origins of gangs, racial, or premeditation, the discipline can be more severe.  
 
Gambling 
Gambling in any form is prohibited on school property or at any school-related activity on or off school property. 
 
Gangs 
Any and all gang activity is strictly prohibited at Kilgore High School.  All offenses will be dealt with severely and 
reported to the Kilgore Police Department.  
 
Graffiti and Vandalism 
To ensure that school facilities can serve those for whom they are intended—both this year and for years to come—
littering, defacing, or damaging school property is not tolerated. Students will be required to pay for damages they 
cause and will be subject to criminal proceedings as well as disciplinary consequences in accordance with the 
Student Code of Conduct. 
 
Permanent markers are not allowed on campus.  Students found in possession of permanent makers may be 
subject to disciplinary action.  Vandalism includes the keying of cars on campus.   
 
Hazing 
Hazing will not be tolerated at Kilgore High School. Any form of hazing is subject to disciplinary consequences 
including alternative school and criminal prosecution. 
 
Interrogations and searches 
Administrators, teachers, and other professional personnel may question a student regarding the student’s own 
conduct or the conduct of other students. In the context of school discipline, students have no claim to the right not 
to incriminate themselves. 
 
School officials may search students and their possessions, or vehicles parked on school property, if there is 
reasonable cause to believe that they contain articles or materials prohibited by District policy.  Students shall be 
responsible for any prohibited items found in their lockers or in vehicles parked on school property. 
If a vehicle subject to search is locked, the student shall be asked to unlock the vehicle. If the student refuses, the 
District shall contact the student’s parents. If the parents also refuse to permit a search of the vehicle, the District 
may turn the matter over to local law enforcement officials. The District shall use specially trained dogs to sniff out 
and alert officials to the current presence of concealed, prohibited items.  Vehicles parked on school property may 
be sniffed by trained dogs at any time. Classrooms and other common areas may be sniffed by trained dogs at any 
time when students are not present. The dogs shall not be used with students. If a dog alerts to a vehicle or an item 
in a classroom, it may be searched by school officials. If contraband of any kind is found, the possessing student 
shall be subject to appropriate disciplinary action in accordance with the Student Code of Conduct. 
 
Tobacco 
Students may not possess, smoke, or use tobacco products including but not limited to e-Cigarettes and vapor 
products on school property or at a school-related or school-sanctioned activity, on or off school property.  Students 
found in possession of lighting devices, ie. lighters, matches, etc. will be given disciplinary consequences. 
 
DRESS AND GROOMING 
The district’s dress code is established to teach grooming and hygiene, to instill discipline, to prevent disruptions, to 
minimize safety hazards, and to teach respect for authority. Students and parents may determine a student’s 
personal dress and grooming standards, provided that they comply with the following.  
 
Student dress reflects the quality of the school and affects, through students’ conduct, their class work. All students 
are expected to dress and groom themselves neatly in clothes and accessories that are appropriate for school 
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activities. The district discourages the wearing of expensive jewelry, body decorations or hair style extreme enough 
to create a distraction or disturb the normal routine of school shall be deemed inappropriate. Final decisions on the 
appropriateness of school dress rests with campus administration. Teachers/coaches/sponsors may define 
appropriate dress for school-sponsored trips and extracurricular activities. Examples of inappropriate and 
unapproved choices of clothing, jewelry, body decorations or hair-style include: 

• Hats, caps, headbands, bandanas, hoods, or other headgear 
• Low-cut necklines, sleeveless, suggestive, see-through, or revealing clothing 
• Obscene language or symbols, provocative pictures, advertising of tobacco, alcohol or narcotics on 

clothing, jewelry, or exposed body parts. 
• Dresses, skirts, all split garments and shorts that are not long enough (5” above knee) to maintain dignity 

and modesty. 
• Racially related symbols, emblems, pictures, words, or slogans.  
• Cutoffs, wind shorts, short shorts, boxer shorts, P.E., athletic or jogging shorts, bicycle shorts or bicycle 

pants 
• Excessively torn clothing, i.e., jeans 
• Sagging (pants must be worn no lower than the point of the hip) 
• Pajama bottoms or tops  
• Bare feet or house shoes (shoes/boots must be worn at all time) 
• Dusters and long coats  
• Sunglasses except by written order of a physician. 
• Gang related items, symbols, words, numbers, or slogans 
• Choker collars (i.e. dog collars with spikes or studs) and spiked bracelets  
• Exposed chains other than small necklaces 
• Male students are not allowed to wear earrings or other objects to keep pierced holes open, even if covered 

by a bandage or tape.  All other body piercing except females’ ears are prohibited. 
• Hair must be neat, clean, and well groomed. Hair should not cover the eyes nor styled in any manner which 

attracts undue attention. Unnatural coloring or dying of hair (i.e. purple, pink, bright red, green, blue, 
orange.....) is not allowed. Hair may not be spiked more than 2 inches. 

• Tattoos deemed inappropriate by administration must be covered by clothing. 
• Polos/T-shirts may be worn out as long as they are not oversized (they should not extend past should the 

wrist of a student who is standing in normal position. 
• Garments must be worn over leggings/jeggings and can be no shorter than fingertip length when standing 

in a normal position. 
 

 
The school has a legitimate interest in requiring proper dress and personal grooming from every student.  All 
students are expected to become familiar with these standards and adhere to them.  Students have the responsibility 
to observe the basic standards of cleanliness, modesty, good grooming and dress. 
 
The administration reserves the right to decide whether any current fashion or fad is appropriate for school 
wear and to require any student to change his or her attire if it is not found acceptable in the KHS Dress 
Code policy. If the student’s dress or grooming is objectionable under these provisions, the campus principal shall 
take disciplinary action.  Students shall be accorded due process appropriate to the disciplinary action. 
A student whose clothing violates the dress code shall be assigned to AEC either for the remainder of the day 
or until the issue is corrected or until a parent or designee brings an acceptable change of clothing to the 
school. Repeated offenses may result in more serious disciplinary action in accordance with the Student 
Code of Conduct. 
 
ELECTRONIC DEVICES 
Students will be allowed to bring their own electronic devices to school for the sole purpose of research, 
assessment, and/or learning opportunities. Students are not required to bring their own electronic devices to school. 
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Computers and other electronic devices will be provided for students to use when needed. Classroom teachers and 
administrators have the ultimate say on when and how personal electronic devices will be utilized.  
 
The high school is NOT responsible for: 

• any damages, injuries, or claims resulting from the use of technology, 
• stolen or damaged personal technology devices, 
• the maintenance or repair of any personal technology, 
• any cost incurred due to the use of personal technology for either texting or Internet usage charges that 

occur from the use of a student’s personal device.  
It is the parent’s responsibility to make sure their child understands the usage options that are available to 
them, such as the number of texts permitted. 
 
Cell phones should be used only in the foyer by the receptionist’s office or outside the building and never during 
class time. Cell phone must be turned off during class time. The cell phone policy begins when a student arrives at 
school and ends at 3:30. If a cell phone/electronic device sounds or is being used in class without permission or in a 
prohibited area, the cell phone/electronic device will be confiscated immediately. Cell phones/electronic devices are 
not allowed in the AEC room for any reason.  
 
Ear buds/headphones can be used for educational purposes under the direct supervision of a teacher; all other use 
is prohibited. These items will be confiscated. 
 
Confiscated cell phones/electronic devices will be returned to parents/guardians ONLY, regardless of the 
student’s age. A $15.00 administrative fee will be charged to return cell phones or pagers. All other 
electronic devices that are confiscated by school officials may not be returned until the end of the current 
school year. All cell phones, electrical devices, etc. that are not paid for and picked up after 30 calendar days 
of the last day of school will become property of Kilgore High School. 
 
Laser pointers or other light emitting items are prohibited on campus. These items will be confiscated and will not 
be returned to the owner. 
 
EXTRACURRICULAR ACTIVITIES /CLUBS AND ORGANIZATIONS 
Participation in school-sponsored activities is an excellent way for a student to develop talents, to receive individual 
recognition and to build strong friendships with other students; participation, however, is a privilege, not a right. 
Eligibility for initial and continuing participation in many of these activities is governed by state law and the rules 
of the University Interscholastic League (UIL) – a statewide association overseeing inter-district competition. If a 
student is involved in an academic, athletic or music activity governed by UIL, the student and parent are expected 
to know and follow all rules of the UIL organization. [See http://www.uiltexas.org for additional information.] 
The following requirements apply to all extracurricular activities: 

• A student who receives, at the end of a grading period, a grade below 70 in any academic class – other than 
an Advanced Placement or International Baccalaureate course; or an honors or dual credit course in English 
language arts, mathematics, science, social studies, economics or language other than English may not 
participate in extracurricular activities for at least three school weeks. 

• A student with disabilities who fails to meet the standards in the individualized education program (IEP) 
may not participate for at least three school weeks. 

• An ineligible student may practice or rehearse but may not perform or compete. 
• During a school year, a student is allowed up to 10 (ten) absences not related to post-district competition, a 

maximum of 5 (five) absences for post-district competition prior to state, and a maximum of 2 (two) 
absences for state competition. All extracurricular activities and public performances, whether UIL 
activities or other activities approved by the board, are subject to these restrictions. 

• An absence for participation in an activity that has not been approved will receive an unexcused absence. 
 

Standards of Behavior 
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Sponsors of student clubs and performing groups such as the band, choir, and drill and athletic teams, may establish 
standards of behavior – including consequences for misbehavior – that are stricter than those for students in 
general. If a violation is also a violation of school rules, the consequences specified by the Student Code of 
Conduct or by board policy will apply in addition to any consequences specified by the organization’s standards of 
behavior. 
 
Offices and Elections 
Certain clubs, organizations and performing groups will hold elections for student officers. Please see your child’s 
campus principal for a list of organizations available at their specific campus. Each organization must have a 
constitution that outlines its organizational structure and the procedures for holding offices. Students may request 
an organization’s constitution from a principal or the sponsor. 
 
FEES 
Materials that are part of the basic educational program are provided with state and local funds at no charge to a 
student.  A student is expected to provide his/her own supplies of pencils, paper, erasers, and notebooks, and may 
be required to pay certain other fees or deposits, including: 
 

• Costs for materials for a class project that the student will keep. 
• Membership dues in voluntary clubs or student organizations and admission fees to extracurricular 

activities. 
• Personal physical education and athletic equipment and apparel. 
• Voluntarily purchased pictures, publications, class rings, yearbooks, graduation announcements, etc. 
• Voluntarily purchased student accident insurance. 
• Personal apparel used in extracurricular activities that becomes the property by the district. 
• Parking fees and replacement student identification cards. 
• Fees for lost, damaged or overdue library books. 
• Fees for SAT/ACT preparation courses if offered by KHS. 
 
Any required fee or deposit may be waived if the student and parent are unable to pay.  Application for such a 
waiver may be made to the principal. 

 
FOOD SERVICE 
The mission of Kilgore Child Nutrition Program is to provide safe nutritious meals to all students. 
 
The new Nutritional policies from Texas Department of Agriculture prohibit parents from bringing any food or 
drinks for anyone other than their own child during meal time.   
 
All students should receive eligibility information and an application for free and reduced-priced meals.  Free and 
reduced-priced meals are available based on financial need.  Parents waiting to apply for free and reduced-priced 
meals must fill out a form each new school year in order to qualify.  It is the responsibility of the parents or 
guardian to obtain the form from the school office or the cafeteria if one is not received from the packet sent with 
your child.  Applications must be completely filled out and approved before the student is eligible for the free or 
reduced-priced meals.  The rules and qualifications are state mandated.  This can be done online line through the 
district website. 
Checks should be made to the school cafeteria.  (Example: High School Cafeteria) There is no charging for 
anyone. Money may be put on the account for the week or the month. This can be done in person or online through 
the district website. 
 
Food Allergies 
The district requests to be notified when a student has been diagnosed with a food allergy, especially those allergies 
that could result in dangerous or possibly life-threatening reactions either by inhalation, ingestion, or skin contact 
with the particular food. It is important to disclose the food to which the student is allergic, as well as the nature of 
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the allergic reaction. Please contact the school nurse or campus principal if your child has a known food allergy or 
as soon as possible after any diagnosis of a food allergy. 
 
The district has developed and annually reviews a food allergy management plan, which addresses employee 
training, dealing with common food allergies, and specific strategies for dealing with students diagnosed with 
severe food allergies. When the district receives information that a student has a food allergy that puts the student at 
risk of anaphylaxis, individual care plans will be developed to assist the student in safely accessing the school 
environment. The district’s food allergy management plan can be accessed at the district’s website. 
 
HALL PASSES 
Students are not permitted in the halls during class periods unless they are accompanied by a teacher or have a hall 
pass from an authorized staff member. Students are responsible for obtaining this written pass.  A student 
should return to the teacher before going to his/her next class. 
 
HEALTH RELATED MATTERS 
Communicable Diseases 
Parents of a student with a communicable or contagious disease are asked to telephone the school nurse or principal 
so that other students who have been exposed to the disease can be alerted. A student with certain diseases is not 
allowed to come to school while the disease is contagious. For additional information, please contact the school 
nurse. 
 
Emergency Medical Treatment 
If a student has a medical emergency at school or a school-related activity when the parent cannot be reached, the 
school may have to rely upon written parental consent to obtain emergency medical treatment, and upon parent-
provided information about allergies to medications, food, insect bites, etc. Therefore, parents are asked each year 
to complete an emergency care consent form. Parents should keep emergency care information up-to-date (name of 
doctor, emergency phone numbers, allergies, etc.). Please contact the school nurse to provide current medical 
information that the nurse or a teacher should know about your child. 
 
Food Poisoning 
Any student with symptoms of food poisoning shall be seen by the school nurse.  The nurse will contact the 
parent(s) of the student and other necessary school authorities. 
 
Immunizations 
A student must be fully immunized against certain diseases or must present a certificate or state that, for medical 
reasons or reasons of conscience (including a religious belief), the student will not be immunized. For exemptions 
based on reasons of conscience, only official forms issued by the Texas Department of State Health Services 
(DSHS), Immunization Branch, can be honored by the district. This form may be obtained by writing the SDHS 
Immunization Branch (MC 1946), P.O. Box 149347, Austin, Texas 78714-9347; or online at 
https://webds.dshs.state.tx.us/immco/default.aspx. The form must be notarized and submitted to the principal or 
school nurse within 90 days of notarization. If the parent is seeking an exemption for more than one student in the 
family, a separate form must be provided for each student.  
 
The immunizations required are: diphtheria, tetanus and pertussis; measles, mumps and rubella; polio; hepatitis A; 
hepatitis B; varicella (chicken pox); and meningococcal. The school nurse can provide information about age-
appropriate doses or an acceptable physician-validated history of illness required by the Department of State Health 
Services. Proof of immunization may be established by personal records from a licensed physician or public health 
clinic with a signature or rubber-stamp validation. 
If a student should not be immunized for medical reasons, the student or parent must present a certificate signed by 
a U.S. licensed physician stated that, in the doctor’s opinion, the immunization required poses a significant risk to 
the health and well-being of the student or member of the student’s family or household. This certificate must be 
renewed yearly unless the physician specifies a life-long condition. FFAB (LEGAL) and the Department of State 
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Health Services web site: http://www.dshs.state.tx.us/immunize/school/default.shtm OR contact the campus nurse 
for any questions regarding shots, immunizations and medical records for your child. 
 
As noted at Bacterial Meningitis, entering college students must also, with limited exception, furnish evidence of 
having received a bacterial meningitis vaccination within the five years prior to enrolling in and attending classes at 
an institution of higher education. A student wanting to enroll in a dual credit course taken off campus may be 
subject to this requirement. 
 
Physical Fitness Assessment 
Annually, the district conducts a physical fitness assessment of students in grades 3-12 who are enrolled in a 
physical education course or a course for which physical education credit is awarded. At the end of the school year, 
a parent may submit a written request to the campus to obtain the results of his or her child’s physical fitness 
assessment for that school year. 
 
LIBRARY 
The library is a learning laboratory with books, computers, magazines and other materials available for 
classroom assignments, projects and reading or listening pleasure. It is open from 7:30 a.m. to 4:00 p.m. each 
school day. Books are checked out for two (2) weeks and may be renewed with the librarian’s permission.  Fines 
may be charged by the library for lost, overdue and damaged material. Also, a library deficiency report will 
be completed and given to the principal.  Students may check out three (3) books at a time. A student will not be 
allowed to check out a book until the outstanding fine has been reconciled. 
 
LOCKERS 
Each 9th and 10th grade student will be issued a locker when the student registers for school. These lockers remain 
under the jurisdiction of the school at all times. The student assigned to the locker has full responsibility for the 
security of the locker and is responsible for making certain it is locked and that the combination is not available to 
others. KISD will not be responsible for any items missing from locker.  Searches of lockers may be conducted 
at any time there is reasonable cause to do so, whether the student is present or not. 
 
MEDICINE AT SCHOOL 
The district will not purchase medication to give to a student. District employees will not give a student prescription 
medication, non-prescription medication, herbal substances, anabolic steroids or dietary supplements. With the 
following exceptions, authorized employees, in accordance with policy FFAC, may administer: 

• Prescription medication, in the original, properly labeled container, provided by the parent, along with a 
written request from parent. 

• Prescription medication from a properly labeled unit dosage container filled by a registered nurse or 
another qualified district employee from the original, properly labeled container. 

• Non-prescription medication, in the original, properly labeled container, provided by the parent along with 
a written request from parent and physician. 

• Herbal or dietary supplements provided by the parent only if required by the student’s individualized 
education program (IEP) or Section 504 plan for a student with disabilities. 

 
A student with asthma or severe allergic reaction (anaphylaxis) may be permitted to possess and use prescribed 
asthma or anaphylaxis medication as school or school-related events only if he or she has written authorization 
from his or her parent and a physician or other licensed health-care provider. The student must also demonstrate to 
his or her physician or health-care provider and to the school nurse the ability to use the prescribed medication, 
including any device required to administer the medication. 
 
If the student has been prescribed asthma or anaphylaxis medication for use during the school day, the student and 
parents should discuss this with the school nurse and the principal. 
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In accordance with a student’s individual health plan for management of diabetes, a student with diabetes will be 
permitted to possess and use monitoring and treatment supplies and equipment while at school or at a school-related 
activity. 
 
Consult the school nurse or principal for additional information. FFAF (LEGAL). 
 
OFFICE RULES 

1. Students with discipline referrals must have a seat in the hallway outside of the Disciplinary Center and/or 
the front office after signing in. Students who have been sent to the Disciplinary Center or office with 
discipline referrals may not talk to other students. Students who are talking will be given additional 
discipline by the principal. 

2. Students are not allowed in the offices and/or secretary area unless assisting with work at the request of 
office personnel. 

3. The teachers’ lounge cannot be used by students. 
4. The office restrooms cannot be used by students. 

 
PARKING AND TRAFFIC 
Vehicles parked on school property are under the jurisdiction of the school.  Students have full responsibility for the 
security of their vehicles and will make certain they are locked and that the keys are not given to others.  Students 
will be held responsible for any prohibited objects or substances, such as alcohol, drugs, and weapons that are 
found in their cars and will be subject to disciplinary action. Searches of vehicles may be conducted at any time 
there is reasonable cause to do so, with or without the presence of the student. 
 
A current Kilgore parking sticker must be displayed in the upper left-hand corner of the windshield.  The cost of a 
parking permit is five dollars ($5.00), and must be purchased and displayed on cars within two weeks of the first 
day of school.  Students who begin driving after the first two weeks of school will have five (5) days to purchase a 
permit.  Permits are to be purchased from the high school office.  You must have license plate number and 
student ID to obtain a permit. 
 
Students must park in the student parking lot directly across Longview Street from the high school. Student cars 
will not be permitted to stay parked illegally. The student will be called from class, and asked to move the car.  If 
ownership cannot be established nor the driver found, the car may be towed away at the owner’s expense. The 
district is not liable for any damage or theft of vehicles parked on school property. 
 
Procedures 
• When students arrive on campus, they must immediately exit their vehicles and walk to the school building. 
• When students exit (leave) the building, they must immediately go to their vehicle and exit the campus 

immediately. 
• No loitering (hanging around and visiting with other students) is allowed in the parking lot or non-designated 

pick-up areas at any time on school property. 
• Students should never enter the parking lot unless entering a parked vehicle with the intention to leave campus. 
• Designated pick-up areas are limited to the front of school. 
• Students are not allowed to go to their vehicles from 7:55 a.m. – 3:30 p.m. without an administrator’s approval. 
• The exception to this rule is students who have early release, KC, or Work Release or a student who has 

officially checked out of school. 
 

Students who do not comply with the above rules are subject to disciplinary consequences.   
 
Traffic Regulations 
The speed limit is 10 mph, no exceptions.  Once parked, students are not to return to their cars unless they are 
leaving campus or have permission from an administrator. When buses pull out onto the road when departing, all 
cars are to stop and let buses have the right-of-way.  All drivers must watch for students walking between cars. 
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Some Examples of Parking Lot Violations:    
• No Parking Sticker 
• Excessive Speed 
• Peeling Out / Burning Tires 
• Not Parking Between Lines 
• Parking in Teacher Parking Lots before 4:00 pm. 
• Parking in Unrestricted Areas (Example: AG building, Maintenance and Transportation Building, Field 

House, etc.) 
• Not Following Traffic Flow  
• Excessively Loud Music 
• Any other action that an administrator deems inappropriate   

 
Any parking lot violation can result in disciplinary consequences and a $5 fine (payable to KHS). Student will have 
(3) three school days to pay all fines or the fine will be doubled to $10. Failure to take care of any parking lot fine 
(3 school days from the time of citation) may result in suspension of parking privileges and/or other disciplinary 
actions.  

 
Levels 

1. 1st Offense:  Warning 
2. 2nd Offense Friday Detention and a $5 fine 
3. 3rd Offense Revocation of parking privileges for a minimum of 6 weeks, a $5 fine, and the vehicle will 

  be subject to towing at the owner’s expense. 
 
PLAGIARISM 
Plagiarism consists of using another person’s original ideas or writing as one’s own without giving credit to the true 
author.  Plagiarism will be considered cheating and the student shall be subject to disciplinary action, which may 
include an academic penalty for the work in question. 
 
REGISTRATION 
All students must have on file an official birth certificate and comply with both local and state immunization 
regulations. Proof of residency within the Kilgore Independent School District is required. 
 
RELEASE PERIODS 
Late arrival and early release periods are considered student privileges and may be revoked by the administration. 
Students who have late arrival and/or early release are expected to have transportation available to arrive promptly 
(prior to 2nd period) and leave campus immediately.  Failure to arrive to campus or to leave campus during either 
time will cause a student to lose late arrival and early release privileges and will be placed in a class during that 
time. 
 
REPORT CARDS 
Written reports of students’ grades and absences shall be issued to parents at least once every six weeks. At the end 
of the first three weeks of a grading period, a progress report will be issued. The high school will mail students’ 
report cards 3 school days following the end of the grading period. If a student receives a six-week grade of less 
than 70 in any class, the parent shall be requested to schedule a conference with the teacher of that class. 
  
SAFETY 
Student safety on campus and at school-related events is a high priority of the district. Although the district has 
implemented safety procedures, the cooperation of students is essential to ensuring school safety. A student is 
expected to: 

• Avoid conduct that is likely to put the student or others at risk. 
• Follow the behavioral standards in this handbook and the Student Code of Conduct, as well as any 

additional rules for behavior and safety set by the principal, teachers or bus drivers. 
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• Remain alert to and promptly report to a teacher or the principal any safety hazards, such as intruders on 
campus or threats made by any person toward a student or staff member. 

• Know emergency evacuation routes and signals. 
• Follow immediately the instructions of teachers, bus drivers and other district employees who are 

overseeing the welfare of students. 
Accident Insurance 
Soon after the school year begins, parents will have the opportunity to purchase low-cost accident insurance that 
would help meet medical expenses in the event of injury to their child. 
 
Emergency Building Evacuation  
Upon the necessity of making an emergency building evacuation, the principal will notify both the Kilgore Police 
Department and the superintendent.  The principal will make an announcement over the public address system for 
teachers to take students and their class rolls to the student parking lot.  In case of bad weather, they will go to the 
gym, if possible, and remain there until notified.  Parents are requested NOT TO COME to school to pick up 
students that ride school buses.  The school will take these students home if the students have to be dismissed.  This 
will prevent traffic problems and confusion. 
 
Preparedness Drills: Evacuation, Severe Weather and Other Emergencies 
From time to time, students, teachers and other district employees will participate in preparedness drills of 
emergency procedures. When the command is given or alarm is sounded, students need to follow the direction of 
teachers or other in charge quickly, quietly and in an orderly manner. 
 
SCHEDULE CHANGES 
Students will not be permitted to request schedule changes once the schedule is picked up during registration.  The 
only exception to this rule will be if an error has been made by the school.  Students and parents are given an 
opportunity to make good choices on the Course Selection sheet during the spring.  A final opportunity to make 
changes comes in June when the student’s class request list is mailed home.  Students should be prepared to take 
the courses they request, including the alternate courses that they list.  Every effort is made to honor each student’s 
chosen courses and electives; however, sometimes alternate choices must be used. 
Teacher assignments are built into a master schedule according to student requests.  Therefore, changes are not 
possible. 
Neither students nor parents may request a teacher change, unless 1) the student has previously had the teacher and 
failed, or 2) another sibling had that teacher and failed. 
 
SCHOOL BUSES AND OTHER SCHOOL VEHICLES 
See the KISD Bus Conduct Code. Copies of this code are available from the Director of Transportation. 
 
STUDENT ELECTION PROCEDURES 
The Principal or designated representative will be in charge of elections.  Ballot positions may be in alphabetical 
order.  Votes will be counted in the office by office personnel or members of the faculty.  Results and ballots will 
be certified and stored in the principal’s office.  Ballots will be secret and may be cast on paper or online. 
 
Class officers: 
Each grade level will elect the following class officers: president, vice-president, secretary, and treasurer.  Students 
wishing to run for class office shall meet the following requirements: 

1. Maintain an overall semester average of 70 in each subject for the semester prior to sign up. 
2. May not have been suspended from school during the school year, prior to the announcement of the 

election results. 
3. Students must meet all requirements of the Student Council by-laws and Constitution.   

 
SCHOOL PHOTO IDs 
Students will be required to wear a photo ID during the school year.  While on campus, IDs must be worn around 
the neck on a lanyard at all times so they are visible from the front and above waist level.  Each student will be 
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required to show their ID for school functions, library privileges, cafeteria plans, and identification to faculty and 
staff. Failure to wear current school photo ID or temporary ID will result in disciplinary consequences. The 
replacement cost will be $5.00 ($3.00 for ID and $2.00 for lanyard). 
 
TARDY POLICY 
A student who enters the classroom after the tardy bell is considered tardy.  This is a violation of campus rules and 
students may be disciplined. Repeated instances constitute a violation of the Student Code of Conduct and are 
subject to progressively more severe disciplinary action. 

• Students who arrive at school between 8:00 and 8:15 a.m. must report to the Front Office.     
     They will receive a pass to class and will serve a morning detention the next day. Consequences   
     escalate on the third tardy. 
• Students who are tardy to 2 – 8th period classes will have an unexcused tardy for that class. 
• Students who arrive tardy to any class by 15 minutes or more will be marked absent in that class. 

Junior/Senior Off Campus Lunch 
Tardy policy for students returning late from off-campus lunch: 

• 2nd Tardy – six week suspension of off-campus lunch privileges and Friday Detention 
• 3rd Tardy – minimum of nine week suspension of off-campus lunch privileges and Friday Detention. 

 
TEACHER WORKROOM 
The teachers’ lounge is off limits to students.  Students cannot enter the teacher’s lounge at any time. 
 
TELEPHONE 
Passes are not to be issued to students in order to use the office telephone. Students are not to use the school 
telephone except in cases of extreme need and then only after obtaining permission from an office official. Students 
are not called to the telephone during class periods except in cases of EXTREME EMERGENCIES.  Other 
messages will be delivered at the end of the class period or school day. 
 
TEXTBOOKS 
State-approved textbooks are provided free of charge for each subject or class; students are required to use these 
books carefully.  Students who are issued a damaged book should report that fact to the teacher. Any student failing 
to return a book issued by the school shall lose the right to free textbooks until the book is returned or paid for by 
the parent or guardian; however, the student will be provided textbooks for use at school during the school day. 
Fines for textbook damage may be assessed when books are returned at the end of the course or the school year. 
 
TRANSCRIPTS 
Students needing a transcript of grades must make a written request to the Registrar, including the correct address 
of the college or scholarship agency where the transcript is to be sent. No charge will be assessed. 
 
Official Transcripts 
Students needing an official transcript of grades must make a written request to the Registrar, including the correct 
address of the college or scholarship agency where the transcript is to be sent.   
 
Unofficial Transcripts 
Students may request a copy of their unofficial transcript from their counselor. 
 
VISITORS 
Parents and others are welcome to visit district schools. For the safety of those within the school and to avoid 
disruption of instructional time, all visitors must first report to the front office and must comply with all applicable 
district policies and procedures. When arriving on campus, all parents and other visitors should be prepared to show 
identification. All visitors on campuses will be asked to present a driver’s license as identification. The driver’s 
license will be scanned with the Raptor Software system and a temporary identification badge will be printed for 
the visitor to wear while being on the campus. Visits to individual classrooms during instructional time are 
permitted only with prior approval of the principal and teacher and only so long as their duration or frequency does 

 20 



not interfere with the delivery of instruction or disrupt the normal school environment. Even if the visit is approved 
prior to the visitor’s arrival, the individual must check in at the front office first. 
 
All visitors are expected to demonstrate the highest standards of courtesy and conduct; disruptive or 
disrespectful behavior will not be permitted and can be grounds for being asked to leave campus. 
 
WEAPONS AND DRUGS 
Kilgore ISD is a drug-free/weapon-free zone.  Drugs and weapons are not permitted within 300 feet of school 
property, or at any school related event on or off of school property.  Violators will be prosecuted.  Students 
will be disciplined according to the Student Code of Conduct. 
 
_____________________________________________________________________________________ 

 
PUBLIC NOTICE 

 Notification of non-discrimination in 
*Career and Technology Education Programs 

1. Kilgore ISD offers career and technology programs in Grades 8, 9, 10, 11, and 12.  Admission to these programs is based 
on interest and aptitude, age appropriateness, and class space availability. 

2. It is the policy of Kilgore ISD not to discriminate on the basis of race, color, national origin, sex, or handicap in its 
vocational programs, services, or activities as required by Title VI of the Civil Rights Act of 1964, as amended; Title IX of 
the Educational Amendments of 1972; and Section 504 of the Rehabilitation Act of 1973, as amended. 

3. It is the policy of Kilgore ISD not to discriminate on the basis of race, color, national origin, sex, handicap, or age in its 
employment practices as required by Title VI of the Civil Rights Act of 1964, as amended; Title IX of the Educational 
Amendments of 1972; the Age Discrimination Act of 1975, as amended; and Section 504 of the Rehabilitation Act of 
1973, as amended. 

4. Kilgore will take steps to assure that lack of English language skills will not be a barrier to admission and participation in 
all educational and vocational programs. 

5. For information about your rights or grievance procedures, contact the Title IX Coordinator, Dennis Williams, at Kilgore 
ISD, (903) 988-3900, and/or the Section 504 Coordinator, Nancy Roberts, at Kilgore ISD, (903) 988-3900.  

*These programs are Called “Career and Technology Education” in Texas, but the applicable civil rights laws use the term 
“vocational.” 
 
Texas Structural Pest Control Board School Laws (Responsibilities of Unlicensed Persons for Posting and Notification) 
Chief administrators of school or educational institutions and day-care centers shall notify the parents or guardians of children 
attending the facility that pesticides are periodically applied indoors and that information on the times and types of applications 
is available on request and must be made at the time of the child’s registration. 
 
Schools 
Pesticide applications shall not be made in an area within or outside a school building if students are expected to be present in 
the area treated within the next 12-hour period immediately following the treatment. 
 
 
 

ACADEMIC INFORMATION CONCERNING: 
Grade Point Averaging (GPA), Class Ranking, 

Honors Graduates, Valedictorian and Salutatorian 
 
 
CLASS RANKING  
The District shall name the following honor graduates from each graduating class: 
  Valedictorian - the top ranked qualified graduate 
  Salutatorian - the second ranked qualified graduate 
  Honor Graduates - the third through tenth ranked qualified graduates 
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To be eligible to be named an honor graduate, a student must have completed the recommended program as well as 
the courses listed below.  A student must attend Kilgore High School the entire last two years of high school to be 
eligible for valedictorian or salutatorian awards.  A student must attend Kilgore High School for his or her entire 
senior year to be eligible to be named an honor graduate. 
 
A student graduating early will be eligible to be named an honor graduate.  The student must make his/her 
intentions known in writing by the end of his or her sophomore year.  Early graduates will be ranked with the class 
in which they graduate.  An early graduate can tie but cannot displace a four-year graduate as an honor graduate. 
 
The categories of courses and number of classes listed below will be used to compute class ranking.  Semester 
grades will be used through the first semester of the senior year.  The fourth and fifth six weeks grades will be 
averaged for the second semester grade of the senior year.  All courses will be counted in their entirety. 
    
  Subject Credits Grades    
  English 4  8  
  Math 4  8  
  Social Studies 4  8  
  Science 4  8 
  Foreign Language 2  4 
  Computer Science 1  2 
  Health .5  1 
  Speech .5  1  
  Total 20  40 
 
Classes designated as Advanced Placement, Honors, GT, Dual Credit, and/or Pre-Advanced Placement will receive 
five extra points per semester.  These points will be added for computing class ranking only.  Students who are 
taking Advanced Placement courses and fail two 6 weeks in a semester will be removed from that course and 
placed in a regular course. 
Correspondence courses and credit by exam grades will count for ranking purposes, but will be counted as regular, 
not honors, courses. 
 
Summer school courses will also be counted as regular courses in GPA. 
 
Courses taken at middle school for high school credit will count for ranking purposes.  Algebra I taken at the 
middle school will be computed as an honors course.  All other courses taken at middle school for high school 
credit will be computed as regular courses. 
 
In case of a tie for valedictorian or salutatorian, co-valedictorians or co-salutatorians will be named.  In case of a tie 
for honor graduate #10, the number of honor graduates will increase to cover all students tied for tenth place. Ties 
from number 3-9 will be recognized up to a total of ten students, or until all those tied are included. Final senior 
class ranking will be computed after the end of the fifth six-week grading period of the senior year. 
 
If a student transfers to Kilgore High School from a school that uses letter grades, the following scale will be used 
if one is not provided by the previous school: 
 
 A+ =  98 A =  95 A- =  92 
 B+ =  88 B =  85 B- = 82 
 C+ =  78 C =  75 C- =  72 
 D+ =  70 D =  70 D- =  70 
 F =  60 
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Students entering grade 9 in the 2014-2015 school year will be under a different graduation program than the 
previous school years.  Therefore, class ranking procedures may be adjusted by the district based on the new 
graduation plan.  As these decisions are made, the district will make the information available to students affectd by 
these changes. 
 
CORRESPONDENCE COURSES 
A student in grades 9 - 12 may earn a maximum of one (1) unit of credit by correspondence. This credit may be 
applied toward state or local graduation requirements.  For more information, see the counselors. 
 
COURSE CHANGES 
At the beginning of the fall semester, a student will have five days to request any adjustment in his/her schedule.  
During this time, the student may be allowed to drop or add a course to his/her program if his/her schedule can 
accommodate the change, and it is approved by his/her counselor and/or the administration.  Changes after this time 
may only be approved by an administrator or designee. 
 
CREDIT BY EXAMINATION 
Without prior instruction 
State law allows students to take credit by examination exams in any academic course offered.  In order to receive 
credit, a student must score in the 90th percentile or above on the examination.  Students wishing to take a credit by 
exam without prior instruction must notify his/her counselor no less than 30 days prior to when the exams are 
given.  A request allowing less than 30 days notice will be denied.  For more information please contact a 
counselor. 
 
With prior instruction 
Students may earn credit for courses they have not satisfactorily completed by applying for and passing a credit by 
exam with prior instruction from Texas Tech University or the University of Texas.  Students are required to pay 
for the cost of the exams at the time they are ordered.  The grade earned on the exam will be the grade used on the 
student’s transcript for the course.  Each test covers one semester of credit.  Denial of credit due to excessive 
absences is not an acceptable reason to take credit by exam. 
 
DUAL CREDIT POLICY 
Kilgore High School is providing dual credit course wherever possible. For dual credit information, contact a 
counselor. Dual credit courses will receive the same weighted grade as Advanced Placement, Honors, and GT 
courses. 
 
EXEMPTION POLICY 
During the fall semester, absences and tardies will be counted for the 1st, 2nd, and 3rd six weeks grading periods; 
absences and tardies for the 4th, 5th, and 6th six weeks will be counted for the second semester. Requirements for 
earning exemptions shall be as follows: 
 

1. The number of exemptions shall be determined by the classification, grade average, and number of 
absences. 

 
2. Three unexcused tardies per six weeks grading period in any one class will equal one absence in that class 

for exemption purposes. 
 

3. Students must be enrolled in KHS the entire 3rd six weeks and/or 6th six weeks grading periods to be 
eligible for an exemption. 

 
4. Students assigned to 5 or more days of AEC during the semester shall not be eligible for exemptions from 

any semester exam. 
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5. Any student who has been assigned to AEP during the semester as a result of a discipline referral shall not 
be eligible for exemptions from any semester exam. 

 
6. Any student who has been suspended from school during the semester as a result of a discipline referral 

shall not be eligible for exemptions from any semester exam. 
 

7. Should they desire, students shall have the opportunity to take an exam even though they qualify for an 
exemption.  Performance on an optional exam will not lower the student’s grade average.  If a student 
chooses to take an optional exam, he/she must inform the teacher of the course for the exam at least 
one week prior to the scheduled exam. 

 
8. Determination of the grade average to qualify for exemptions shall be accomplished by calculating the 

arithmetic average (mean) of the three six weeks’ grading periods which constitute the semester.  The cut-
off date for determining grades utilized for the 3rd and 6th six weeks averages shall be the end of the week 
prior to the exam. 

 
9. If a student wants to appeal his/her absences due to hospitalization or other extenuating circumstances,                  

the request must be in writing and submitted to the principal. A committee made up of the student’s 
teachers will meet to decide the appeal. The committee will review the attendance records and other 
documentation on file in the attendance office. The appeal must be requested at least 5 school days before 
the first exam.  (Grades cannot be appealed) 

 
10. The teacher’s record of attendance is the sole verification for exemptions. 

 
Absences due to the scheduling of vacations, camps, etc., during the last week of school will result in zeroes for any 
exam missed unless arrangements have been made with the high school principal NO LATER THAN MAY 8th. 
 
The attendance and grade qualifications for exemptions for all grade levels that can earn exemptions are: 
 
  1 absence – Semester average of 70 or above 
  2 absences – Semester average of 80 or above 
  3 absences – Semester average of 90 or above 
  4-5 absences – Semester average of 95 or above 
 
The number of exemptions that can be earned each semester is: 
   
 SENIORS: - 8 exemptions 
  
 JUNIORS: - 5 exemptions 
 
 SOPHOMORES: - 4 exemptions 
 
 FRESHMEN: – 0 exemptions 
 
GRADE CLASSIFICATION 
After the beginning of the ninth grade, students are classified according to the number of units earned  toward 
graduation (credits). 
  Units of credit earned  Grade placement 
     5  10 (sophomore) 
   10                                               11 (junior) 
   17  12 (senior) 
 
GRADING POLICY 
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Six - Weeks Grading Policy 
The following method is to be utilized in determining the six-weeks’ grade for all subject areas in regular classes: (a 
minimum of 10 total grades is required) 
 
 50% Daily Grades - Quizzes, daily work, pop tests, etc. 
 
 50% Major Grades - Three (3) grades are required in this area and may include chapter tests, projects, term 

papers, or comprehensive exams over more than one chapter.  Notebooks that require 
work to be completed may count as major grades.  Copies of these major exams must be 
kept by the teacher for each six weeks. 

 
 Honors/AP courses will use 35% daily grades and 65% major grades. 
 
 English IV Dual Credit is a combination of class work between Kilgore Junior College and KHS. The grade for  
 KJC will be based solely on the work done with the KJC teacher.  The grade at KHS will reflect the work in 
 both classes. The following Formula will be used to compute the grade: 
    60% KJC 
    40% KHS  
Extra Credit Policy 
Any project or assignment given for extra credit in a class at KHS should pertain to the topics the class is covering 
at the time.  All such assignments should be academic in nature requiring additional research or experimentation.  
Extra credit should not be used to directly raise a six weeks or semester grade, but may be used to raise a major or 
minor grade during the six weeks. If extra credit is offered to any student in a class, it should be available to all 
students in a class. 
Semester and Final Grading Policy 
For the semester grade, the three six-weeks will be added together and divided by three (3) to get an average which 
will be taken 9 (nine) times and then added to the semester exam and divided by ten (10) to determine the student’s 
semester average. 
 
For the final average for the year, take each semester average, add them together and divide by two (2) to get the 
final grade average. 
***For students taking the End of Course (EOC) tests, the EOC test will count as 15% of the student’s grade and 
will be taken in place of the Second Semester exam.   
 
GRADING POLICY - MARKING 
Semesters will be averaged together at the end of the year to determine credit.  No credit is given where a course is 
dropped before the end of the semester.  All marks on report cards will be numerical. Student’s unsatisfactory work 
reports will be sent to the parent or guardian on a three week basis.  (See Report Cards) 
 
The following grading system will be used: 
 
   90  -  100  =  A 
   80  -    89  =  B 
   70  -    79  =  C 
   below  70  =  F (failure) 
 
Grades in all subjects or courses shall be reported to parents and students at the end of each six-week period.  
Report cards are usually given out on the Wednesday following the end of the six-week period. The report cards 
will include the number of times the student has been absent. 
 
GRADUATION CEREMONIES 
In order to participate in graduation ceremonies from Kilgore High School, all Texas Education Agency 
requirements for graduation must be satisfactorily met. Students receiving Certificates of Completion will also be 
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permitted to participate in graduation exercises. Any senior or three-year graduate who has not cleared up 
attendance make-up hours or deficiencies will not be allowed to participate in graduation ceremonies. Any student 
who is placed in alternative school during the last six weeks of school will not be allowed to participate in 
graduation ceremonies.   
 
GRADUATION REQUIREMENTS 
In order to graduate from Kilgore High School, a student must successfully complete a certain number of units and 
pass examinations of basic skills.  The State of Texas requires all students to complete a certain series of course.  
Those requirements are as follows: 
 
For students enrolled in high school before the 2014-2015 school year: 
 
SUBJECTS             SEMESTER UNITS                
          
        Minimum Recommended Program/ 
        Program  Texas Scholars 
 
English    4                 4  
Math    3   4 *    
Science    2   4   
Social Studies   4   4   
Physical Education  2   2   
Health   .5  .5   
Speech   .5  .5   
Fine Arts:  Band, Choir, Drama 
   Art, Orchestra  0   1   
Foreign Language  0   2**   
Technology   1   1   
Electives   7   3____ 
Total   24  26   
 

   *Algebra I, Geometry, Algebra II, and a fourth Math class 
 **3 units required for Distinguished Achievement Program (for both Recommended and Distinguished  
    Achievement Program must be from same language) 

 
To qualify for the Distinguished Achievement Program, the student must complete the requirements in the 
recommended program and receive any combination of four of the following advanced measures: 
1) Original research project 
2) Test data  

a) a score of three (3) or above on a college board advanced placement examination 
b) a score of four (4) or above on an international baccalaureate examination 
c) a score on the PSAT that qualifies for recognition by the National Merit Scholarship Corporation 
d) a grade of 3.0 or higher on courses that count for college credit 
e) license - earn a license awarded by a professional board or association. 

 
Upon the recommendation of the ARD committee after involvement of the parent, a student in special education 
may be permitted to graduate under the provisions of his/her IEP. 
 
For students who begin high school in 2014-15 and after: 
 

Foundation High School Program 
– 22 Credits 

Foundation High School Program + 
Endorsements – 26 Credits 

Distinguished Level of 
Achievement – 26 Credits 
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4 English Credits: ELA, I, II, III, one 
advanced English course 

4 English Credits: ELA, I, II, III, one 
advanced English course 

4 English Credits: ELA, I, II, III, one 
advanced English course 

3 Math Credits: Algebra I, Geometry, 
one credit in any authorized math 
course 

4 Math Credits: Algebra I, Geometry, 
two credits in any authorized 
advanced math course 

4 Math Credits: Algebra I, Geometry, 
Algebra II, one credit in any 
authorized advanced math course 

3 Science Credits: Biology, two 
credits in any authorized advanced 
science course 

4 Science Credits: Biology, three 
credits in any authorized advanced 
science course 

4 Science Credits: Biology, three 
credits in any authorized advanced 
science course 

3 Social Studies Credits: World 
Geography or World History, U.S. 
History, Government, Economics 

3 Social Studies Credits: World 
Geography or World History, U.S. 
History, Government, Economics 

3 Social Studies Credits: World 
Geography or World History, U.S. 
History, Government, Economics 

2 World Language or Computer 
Programming Credits 

2 World Language or Computer 
Programming Credits 

2 World Language or Computer 
Programming Credits 

1 Physical Education Credit 1 Physical Education Credit 1 Physical Education Credit 

1 Fine Arts Credit 1 Fine Arts Credit 1 Fine Arts Credit 

.5 Health Education Credit .5 Health Education Credit .5 Health Education Credit 

4.5 Elective Credits 6.5 Elective Credits 6.5 Elective Credits 

 
 
For more information concerning graduation requirements, contact the counselors’ office. 
 
HONOR ROLL 
At the end of each six weeks an honor roll will be announced.  The first honor roll consists of students making all 
A’s. The second honor roll consists of students making all A’s and one (1) B. 
 
SCHOLARSHIPS 
Students, please follow the counselors on Twitter, and/or stop by the Counseling Center to ask questions 
concerning any scholarship information. We will be glad to help you! 
 
TESTING 
In addition to the regular classroom testing, other types of standardized tests will be given each year to the Kilgore 
student body.  These tests will aid in the evaluation of the student’s mental ability, achievement, and aptitude.  State 
required tests will be given each year to grade levels designated by the state of Texas.  Juniors and sophomores who 
elect to pay for the Preliminary Scholastic Aptitude Test may take the test at school during a scheduled testing 
period. 

TOP TEN PERCENT AUTOMATIC ADMISSION 
In 1997, the 75th Texas Legislature passed House Bill 588 making college admission automatic for students 
graduating in the top ten percent of their class.  The Texas public college or university of a student’s choice, with 
the exception of the University of Texas at Austin, must automatically admit the student if a completed application 
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is submitted prior to the expiration of any filing deadline established by the college.  Colleges and universities may 
also require an essay, letters of recommendation, admissions and placement tests, fees, and an official high school 
transcript. 
 
______________________________________________________________________________________________________ 
 

PARENTS AND STUDENTS RIGHTS  
 

STUDENT RECORDS 
A student’s records are confidential and are protected from unauthorized inspection or use.  A cumulative record is 
maintained for each student from the time the student enters the district until the student withdraws or graduates.  
This record moves with the student from campus to campus. 
 
By law, both parents, whether married, separated, or divorced, have access to the records of a student who is under 
18 or is a dependent for tax purposes. A parent whose rights have been legally terminated will be denied access to 
the records if the school is given a copy of the court order terminating these rights. 
The principal is custodian of all records for currently enrolled students at the assigned campus. The superintendent 
is the custodian of all records for students who have withdrawn or graduated. Records may be reviewed during 
regular school hours upon completion of the written request form. The records custodian or designee will respond 
to reasonable requests for explanation and interpretation of records. 
 
Parents of a minor or of a student who is a dependent for tax purposes, the student (if 18 or older), and school 
officials with legitimate educational interest are the only persons who have general access to a student’s records.  
“School officials with legitimate educational interest” include any employees, agents, or trustees of the district, or 
cooperatives of which the district is a member, or facilities with which the district contracts for the placement of 
handicapped students, as well as their attorneys and consultants, who are: 

1. working with the student; 
2. considering disciplinary or academic actions, considering an Individual Education Plan (IEP) for a student 

with disabilities under IDEA, or considering an individually designed program for a student with 
disabilities under Section 504; 

3. compiling statistical data; or 
4. investigating or evaluating programs. 

 
Certain other officials from various government agencies may have limited access to the records. The district 
forwards a student’s records on request and without prior parental consent to a school in which a student seeks or 
intends to enroll. Parental consent is required to release the records to anyone else. When the student reaches 18 
years of age, only the student has the right to consent to release of records. 
 
The parent’s or student’s right of access to, and copies of, student records does not extend to all records. Materials 
that are not considered educational records, such as teachers’ personal notes on a student that are shared only with a 
substitute teacher and records pertaining to former students after they are no longer students in the district, do not 
have to be made available to the parents or students. 
 
A student over 18 and parents of minor students may inspect the student’s records and request a correction if the 
records are inaccurate, misleading, or otherwise in violation of the student’s privacy or other rights. If the district 
refuses the request to amend the records, the requestor has the right to a hearing. If the records are not amended as a 
result of the hearing, the requestor has 30 school days to exercise the right to place a statement commenting on the 
information in the student’s records. Although improperly recorded grades may be challenged, parents and the 
student are not allowed to contest a student’s grade in a course through this process. Parents or the student have the 
right to file a complaint with the U. S. Department of Education if they believe the district is not in compliance with 
the law regarding student records. 
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Parents may be denied copies of a student’s records (1) after the student reaches 18 and is no longer a dependent for 
tax purposes; (2) when the student is attending an institution of post-secondary education; (3) if the parent fails to 
follow proper procedures and pay the copying charge; and (4) when the district is given a copy of a court order 
terminating the parental rights.  If the student qualifies for free or reduced-price meals and the parents are unable to 
view the records during regular school hours, upon written request of the parent, one copy of the record will be 
provided at no charge. 
 
Certain information about district students is considered directory information and will be released to anyone who 
follows procedures for requesting it, unless the parent objects to the release of any or all directory information 
about the child. This objection must be made in writing to the principal within ten school days after the issuance of 
this handbook. Directory information includes:  a student’s name, address, telephone number, date and place of 
birth, participation in officially recognized activities and sports, weight and height of members of athletic teams, 
dates of attendance, awards received in school, and most recent previous school attended. 
 
SEXUAL HARASSMENT (Frequently asked questions) 
What is the district policy concerning sexual misconduct? 
 
The district forbids employee conduct constituting sexual harassment or sexual abuse of students. The district 
forbids students from engaging in unwanted and unwelcomed verbal or physical conduct of a sexual nature directed 
toward another student or a district employee. 
 
What is sexual harassment? 
Sexual harassment of a student by an employee includes any welcomed or unwelcomed sexual advances, requests 
for sexual favors, and other verbal (oral or written), physical, or visual contact of a sexual nature. It also includes 
such activities as engaging in sexually oriented conversations for purposes of personal sexual gratification, 
telephoning a student at home or elsewhere to solicit inappropriate social relationships, physical contact that would 
be reasonably construed as sexual in nature, and enticing or threatening a student to engage in sexual behavior in 
exchange for grades or other school-related benefits. 
Sexual harassment of a student by another student includes unwanted and unwelcomed verbal or physical conduct 
of a sexual nature, whether by word, gesture, or any other sexual conduct, including requests for sexual favors. 
 
What is sexual abuse? 
 
Sexual abuse is defined as “illegal sex acts performed against a minor...” It may include, but is not limited to, 
fondling, sexual assault, or sexual intercourse. Sexual abuse is a form of child abuse that must be reported to 
appropriate law enforcement authorities. 
 
What laws address sexual harassment of students? 
 
Sexual harassment or abuse of students by district employees may constitute discrimination on the basis of sex and 
is prohibited by Title IX (the federal law prohibiting gender-based discrimination by schools that receive federal 
funds). 
 
Will I be informed if my child has been sexually harassed or sexually abused at school? 
 
The district will notify parents of students involved in sexual harassment by student when the allegations are not 
minor or of any incident regarding sexual harassment or sexual abuse by an employee. Notification may be by 
telephone, letter, or personal conference. 
 
What will the district do when it learns of sexual harassment or sexual abuse of a student? 
When a principal or other school administrator receives a report that a student is being sexually harassed or abused, 
he/she will initiate an investigation and take prompt action to intervene. 
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What do I do if I am concerned that my child has been sexually harassed or sexually abused at school? 
 
A student or parent who has a complaint alleging sexual harassment by another student(s) or sexual harassment or 
sexual abuse by an employee may request a conference with the principal, the principal’s designee, or the district’s 
Title IX coordinator.  The conference will be scheduled and held as soon as possible within five school days.  The 
principal or Title IX coordinator will coordinate an investigation.  Oral complaints should be reduced to writing to 
assist in the district’s investigation. 
 
A complaint may also be filed separately with the Office of Civil Rights at the following address: 
 
Office of Civil Rights - Dallas Office 
U. S. Department of Education 
1999 Bryan St., Suite 2600 
Dallas, Texas  75201 
Phone:  (214) 880-2459 
 
Who is the Title IX Coordinator and how do I contact that person? 
The Title IX Coordinator for KISD is: 
Dennis Williams 
301 N. Kilgore St. 
Kilgore, Texas  75662  
Phone – 903-988-3900 
 
The Title IX Coordinator is a district employee who has the responsibility to assure district compliance with the 
requirements of Title IX. The coordinator will investigate or oversee an investigation of a complaint alleging 
violations of Title IX. 
The district has adopted complaint procedures for handling Title IX complaints, which may be obtained from the 
principal or the Title IX Coordinator. The student may be accompanied by his/her parent or other advisor 
throughout the complaint process. 
Will my complaint be confidential? 
 
To the greatest extent possible, complaints will be treated in a confidential manner. Limited disclosure may be 
necessary in order to complete a thorough investigation. 
 
What if I am not satisfied by the district’s resolution of my complaint? 
 
If the parent is not satisfied with the district’s initial response to the complaint, he/she has ten school days to request 
a conference with the superintendent or designee, who will schedule and hold a conference.  Prior to or at the 
conference, the parent must submit a written complaint that contains a statement of the complaint, any evidence to 
support the complaint, the resolution sought; the student’s and/or parent’s signature, and the date of the conference 
with the principal. 
 
If the parent considers the resolution unsatisfactory, he/she may request that the complaint be heard by the Board of 
Trustees at its next regular meeting, in accordance with policy BE(LOCAL).  The Board will hear the complaint in 
closed meeting, unless otherwise required by the Texas Open Meetings Act.  At the conclusion of the hearing, the 
Board will decide what action it deems appropriate. 
 
STUDENT RIGHTS AND RESPONSIBILITIES:                           FNG 
STUDENT AND PARENT COMPLAINTS                                   (LOCAL) 
The purpose of this policy is to secure at the lowest possible administrative level, prompt and equitable resolution 
of student or parent complaints.  Except as provided below, all student or parent complaints shall be presented in 
accordance with this policy. 
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CERTAIN COMPLAINTS 
Complaints regarding certain topics are addressed by specific policies or other documents that modify this 
complaint process or require an alternative process: (found in the district policy manual) 
 

1. Discrimination on the basis of gender: FB 
2. Sexual abuse or sexual harassment of a student: FNCJ 
3. Loss of credit on the basis of attendance:  FDD 
4. Teacher removal of a student for disciplinary reasons:  FOAA 
5. Removal of a student to a disciplinary alternative education program:  FOAB 
6. Expulsion of a student:  FOD and the Student Code of Conduct 
7. Identification, evaluation, or educational placement of a student with disability within the scope of Section 

504:  FB 
8. Identification, evaluation, or educational placement of a student with disability within the scope of IDEA: 

EHBA and the parents’ rights handbook provided to parents of all students referred to special education 
9. Instructional materials:  EFA 
10. On-Campus distribution of non-school materials to students: FMA 
11. Complaints against District peace officers: CKE 

GENERAL PROVISIONS 
Unless otherwise provided by a policy referenced above, students or parents shall be entitled to informal 
conferences with administrators to resolve their complaints.  In most circumstances in which a complaint 
involves a problem with a teacher, the student or parent shall be expected to discuss the matter with the teacher 
before requesting a conference with the principal at Level One. 
The student may be represented by an adult at any level of the complaint. 
 
For purposes of this policy, “days” shall mean calendar days. 
Announcement of a decision in the students’ or parents’ presence shall constitute communication of the decision. 
LEVEL ONE 
A student or parent who has a complaint shall request a conference with the principal within 15 days of the time 
the student or parent knew, or should have known, of the event or series of events causing the complaint. The 
principal shall hold a conference with the student or parent within 7 days of the request. The principal shall have 
7 days following the conference within which to respond. 
 
LEVEL TWO 
If the outcome of the conference with the principal is not to the student’s or parent’s satisfaction or the time for a 
response has expired, the student or parent may request a conference with the Superintendent or designee. The 
request must be filed within 7 days following receipt of a response or, if no response is received, within 7 days of 
the response deadline. The Superintendent or designee shall hold the conference within 7 days after receiving the 
request. 
 
Prior to or at the time of the conference, the student or parent shall submit a written complaint that includes the 
student’s or parent’s signed statement of the complaint, any evidence in its support, the solution sought, and the 
date of the conference with the principal. The Superintendent or designee shall have 7 days following the 
conference within which to respond. 
 
LEVEL THREE 
If the outcome of the conference with the Superintendent or designee is not to the student’s or parent’s 
satisfaction or if the time for a response has expired, the student or parent may submit to the Superintendent or 
designee a request to place the matter on the agenda of a future Board meeting. The request shall be in writing 
and must be filed within 7 days of the response or, if not response is received, within 7 days of the response 
deadline. 
 
The Superintendent shall inform the student or parent of the date, time, and place of the meeting. 
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The presiding officer shall establish a reasonable time limit for complaint presentations. The District shall make 
an audiotape record of the Level Three proceeding before the Board. The Board shall hear the complaint and shall 
then make and communicate its decision orally or in writing at any time up to and including the next regularly 
scheduled Board meeting. 
 
CLOSED MEETING 
If the complaint involves concerns or charges regarding an employee, it shall be heard by the Board in closed 
meeting unless the employee to whom the complaint pertains requests that it be heard in public.
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