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* WELCOME TO BERLIN AMERICAN HIGH SCHOOL *

The 1990's have arrived and these years present vast opportunities for
everyone at Berlin American High School.

This handbook s written to provide all students and their parents with the
basic information refating to your school and its operating policies. Please
read this handbook so that you will know what is expected of each student.
It is always in your best interest to know and follow these established school
procedures.

There is no question that your success and accomplishment in school is in
direct relationship to your effort and attitude. An outstanding staff is here
o provide you with the best possible educational opportunities. All you
need to do is decide to take full advantage of all that Berlin American High
School offers to you. School Year 1990-1991 is your opportunity for
immediate school success, and for establishing the foundations that will last
a lifetime.

This handbook has been prepared to provide students and parents with
useful information concerning Berlin American High School. A thorough
study of its contents will provide a better understanding of the policies,
activities, and procedures of the school. This should help you in planning
throughout the school year.

This handbook, by its very nature, cannot cover everything in absolute
detail. A visit or a telephone call to the appropriate person of office is
welcomed. The Table of Contents will help you find the information you
need as to whom to contact for further information or assistance.

; } by B

Ron Steinman

Principal

Berlin American High School
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# HISTORICAL SYNOPSIE +

Berlin American High School opened for the first time on September 12,
1945 with BO students and a staff of 19. Eight of the staff were
German; seven wera American. The school was first housed in a building
which had previousiy been the home of the famous Gertrauden School for
Girls, In honor of one of the first Americans to die in the invasion
at Normandy, the new American schaol was called the Thomas A. Roberts
School .

On September 2. 1923, Brigadier General Charles T. Craig offici1ally
opened a newly constructed buildins on Huettenwes. This housed the
Berlin American Schools, grades kK-12, until 1945, when trne high =choal
moved to its present location. In 1974 an annex was buillt and
connected to the main building by means of a causewsay. The annex
houses a spaclous learning resgurce center, four classrcoms. and the
newly formed JROTC Frogram.

The enrol i1ment has fluctuated widely - from BO students in 1944 to 18
during the Berliin Airlift. Beriin American High School has enrol ] ment
of approximately &S50 at present. Mot only has the =chogl survived a
Soviet military blockade, but 1t has also struggled throush a polio
epidemic during which the school’'s classes were conducted via AFN.

Though 1941 wWitnessed the erection of the Berlin Wall, today students
from the East Berliin Embassy cross the checkpoint daily +to attend
Berlin American High School.

Even though the problemse inherent in the city during the difficult
years were retlected in 2 highly transient staff, it should be noted
that one German faculty member remained with the school from 1948 to
retirement in 1977. It 1s also interesting o note that as political
and physical conditions have become more stable, =0 has the
professi1onal staft.

Movember 9, 1989 brought the beginning of the end for the Eerlin Wall.

The future of Berlin’s role has yet to be decided, but we all salute a
Unified EBerlin.
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*= MISSION STATEMENT =

The mission of the staf$ at Berlin American High School 1s to encolrage
students to develop %o their Ffullest academic potential, to assist
students in develooing appropriate social skills, and to aad i1n the
development of responsible members of our democratlc society.

Students will be guided in the development of their academic potertial
through our DollDS recommended academic and career curriculum ofterings.

Students will be guided in their spcial development through
participation in glassroom activities, extra-curricular aorganizations,

host nation and trave!l opportunities, musical events, and athletic
activities.,

Students will be aided in the development of a positive self image and
in becoming productive members of society through successes 1n
academics, aesthetics, student activities, and athletics.

Continued i1nvolvement of parents and community in all schoal activities
and programs will be encouraged.
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Frincipal

DepLity Principal

Rssistant Principal

Thomas Amend
Lynn Ahderson
Rav Babineau
Faye Hahar:
Slberta Barlow
Fatricia Bassel
al= Eaum
Charles Bluem
Beth Bishline
Gene EBrown
Merr~il1]l Bryvner
Simone Bryner
kenneth Burland
Sladys Crum
William Erchner
Mike Ell1is
Linda Greer
Adam Hildenbrard
Jerry Hubbel]
Barry Husbner
Robert Jenkins
Gary Kelb
Sharon Knapp
Oaden Lazenby

* ADMINISTRATORS AND STAFF =

M. Raonald M, Bteinman

Ms. Rebecca F. Denechs=

Mr. Harold L. Shesler

* TEACHING STAFF =

Jack Lvon

Mac McLaughlain
Ed Mason
Barbara mMclueen
Deborah Osborne
fernnis Osborne
Verna Moore
George Fepay
Werner Prigce
FHeed Reynolds
Sandy Riggins
Jerry Roach

K.im Schiffers
Fhillipp Schmol!
Celia Sherman
Doris Snvers
Marina Stiegler
Frances Talbot
Irving Torres—-Rivera
Fuss Walton
Jack Wayne
Helen Wilsan
Ellen Wood

Wendy Wall = Psychologist

Charles Wieland - Counselar

Jan émend - Counselar

Gloria South — Counselor

Betty Snyder - School Nurse

Lilli1e Hinnant - Computer/Tuition Clerk
June Buzzard - AGttendance Clerk

Ginger Rich - Buidance Clerk
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Schogl Aide - Deborah French
School Aide - Rosie [Dean
Media Technician — Sherry Hranland

SUFFLY

Afida Cancel - Supply Chief
Lucy Ang Brandelick

Jonmny Bennett

Van Tell

IMFORTANT TELEPHONE NUMBERS

Secretary - Suellen Hill
Clerk-typist - Margie Ainley
Main Office/Attendance Office
Guigance Dffice

Nurce’'s Office

Supply Office

School Fsychologist’s Office
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* ATTENDANCE FOLICY #*

DEFINITION OF TERMS

Excu=ed absences; An absence approved by the schoo! administration and
one entitling the student make-up work privileges. A1l written
reguests of excused absences must state a specific reason for the
absence, include the full name of the student, the date of absence. and
the signature of the parent or & person having Fower-of—-attorney.
These written reguests must accompany the =student the day of return
$rom an absence. There will be no &academic pernalty <+or excussd
absences.

& student Ffound forging names on explanations of abhsences will be
referred to the administration for suspension. This 1z & =serious

matter and the length of the suspension will be determined on a case by
case basis.

Excused absences will be granted for the following reason=s;

1. 11lness

2. family emergencies

3. religious observations

4, medical necessities which camnoct be cared for during non—=schocol
time.

5. family trips — a Trip Slip must be picked up from the

Attendance Office at Teast 3 days before departurse, signed and
returned to the Attendance.

6. school sponsored field trips, contests and tournaments away
from school
7. late arrival of school buses

Unexcused absences: aAny absence not included in the abhove list a=s well
as any absence not formally approved by the school administratian.
Unexcused absences deny students make-up privileges,

In-Scheoo]l absence: 0One which occurs when a student is in school , under
the supervision of a staff member, but not the staff member to whom the
student is assigned. In—school absences can be excused with prior
approval of the student’s assigned teacher. It is unexcused when there
1€ no prior approval .

Truancy: Any skipping of school as differentiated from an excused

absence. Truancy which 1e confirmed will result in disciplinary
action.
Closing of School: Only the Berlin Brigade Commander can approve the

closing due to adverse weather or safety conditions.



RESPONSIBILITIES

fgdministrative Responsibilities:

l.

LJ (|

Supervise students while they are at school during establ 1shed
school hours and while participating in school sponsored
activities.
Levelop a system for pupil accountability.
Inform the student persponally before taking action that may
result in suspension and the basis for such action, notify
the sponsor, and allow the student an opportunity to prowide
adait:1onal information.
Inform the Installation commander in cases of chronic =choaol
truancy.
Be the final arbiter in the application of the attendance
policy.
Frovide guidance to faculty and parents in resolving camplex
attendance Cases.
Admin:ste~ the attendance palicy.

Responsibil ity of Teachers;

Maintain classroom attendance and order.

Report all absences each period to the Attendance Office.
fAdvice both students and parents when absences from class (for
excused or uneipected reasons) are Jjegpardizing successtul
accompl icshment of course work.

Responsibilities of Farents (Sponsors):

[

L

The behavior of their children.

Counsel their family member students(s) on the importance of
regular classroom attendance.

Comply with the procedures of the attendance policy which
means:

la) promptly providing the school administration with a
written excuse explaining the circumstances concerning
a4 student’‘s absence from class.

(b} in the case of religious holidays, providing a written
excuse reguesting absence prior to the day of the hol iday
or the official retreat,.

{c) requesting a Trip Slip at least 3 days i1n advance ot &
family trap.

Coordinate with teachers reaarding any excused absences
{except for 1liness) which might effect the =ztudent’'s academic
etanding.

Notify the schoal promptly of changes of address, phone

numbers {(duty/home) and the emergency contact person.
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Student Responsibilities:

i. Be punctual to class (to be seated prior to the besimning of
class).

Z. fArrange for excused in-school absences.

d. Adhere to established rules.

4. Advicse both parente and teachers when possible failurs of a
course work which may occur as a result of absence +from ¢l ass,
gven 1f excuced.

5. Sign in or out of school at the Attendance Dffice when ar~iving
or leaving during the school day. (Students will be comsidered
truant when failing to do so.)

PROCEDURES — LEAVING SCHOOL DURING THE DAY

Students who must leave school for an appointment during the schoo! day
must have & note signed by the parent/sponsor. The note should speci+y
the date, time and reason that the student needs to leave school. The
student shows the note to the classroom teacher i1if leaving during a
class periocd and then proceeds to the attendance office to =sign out.
The Attendance Clerk will collect the note and maintain it on file to
be mailed to the parent/sponsor at the end of the guarter. Students
who leave the building during the schaal day without signing out will
be considered truant.

HOMEWORK REQUESTS

Students who have been absent two or more days and know they wWill not
bBbe well srough to come back to schoal for several more davs mayv requsest
homework assignments be gathered for them. Calls may be made to the
Guidance Office at BM &359. Flease give the teachers Z4 hours to
respond to the request.

END OF SEMESTER - EXxAM WEEK ABSENCES

Absences other than serious illness and/or unforeseen emergencies wil]
not be acceptable during exam weeks at the end of sach semester. Make-
up exams will only be given because of serious 1llness or emergencles.

EXCESSIVE ABSENCES

Sponsors of students with excessive absences wil)l be contacted by their
student‘s teachers and/or the administration. The student’s academic
progress will be reviewed and conferences arranged, 1f necessary.

(7



1. Kegular

Warmning cell

1=t Feriod
2nd Feriod
EBreak

3rd Feriod
JH Lunch
Early 4th
HS Lurch
Late 4th
5tk Peripd
&th Feriod

nl={s 0

OE0D=090%
OF10-1005
1005~1010
1015=-1110
1115=-114%
1115=1210
1215-1245
1190~-1245
250=1345
1350-144%

. Long Assembly

Warring EBell

1=t Feriod
Znd Fericd
Break

3rd Period
4th Feriod
JH Lunch
Early Sth
HS Lunch
Late Sth
&th Feriod
fssembly

800

OE05=-0840
UB4S-0930
OFIO=-0535
OF40-1025
1030-1115
1120=1150
1120-1205
1210-1240
1155-1240
1285-1330
1335-1445

sELL sCHEDULES
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Z. Short wmssembly

Warning EBell

i=t Ferioc
Zrnd Period
BHr=ak

Jrd Feriod
JH Lunch
Ear'y 4th
HS Lunch
Late 4th
S5th Period
&th Period
Assembly

d. Half

Warning Bell

1st Feriod
Znd FPericd
Break

3rd Feriod

GEC

CECS=-0855
OSOO-0%T0
QFS0=-0F55
1000—1 050
105%5-112%
10S5—-1145
1IS0=-1220
1130=1220
12251313
1320-1410
1415-144%

Day Schedule

si=lale

0BOS-UF0%
0F10~-1005
1005-1010
1015-1110



Aug S0

Aug

Aug

Eug
sen
Oct
Now
Nowv
MNow
Nawv

Dec

Dec
Jan
Jan
Jan

Jan

SCHOOL CALENDAR FOR SCHOOL YEAR 1990-%1

Feporting date for School Administrators udnder schedul es
E and L.

Suggested registration week .

Reporting date for FPL B&-91 teachers., k—-12Z, +or
preparation and arientation.

FIRST SEMESTER

First day of classroom instruction, X-1Z.
Labor Day - Federal Holidavy.

Columbus [Day - Federal Holiday.

End of first marking period, K-12Z (47 days).
No schoal for students - Teacher Workday.
Veterans Day - Federal Holiday.

Thanksgiving Recess - Federal Holiday, Nowv ZZ2.

Earliest date a student may leave schoaol +irst semester
with credit under an accelerated program.

Last day of school before winter recess.
Instruction resumes.

Martin Luther King’s Birthday - Federal Hol iday
End of second marking period (45 days)

No school for students = Teacher Waorkday
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13

14

Jan
Feb
Mar
Mar
Apr
Apr

May

May
Jun

Jun

Jun

SECD EMESTER

Second semester begins

Fresident’s Uay - Federal Holiday

End of third marking period (43 days)

No school for students - Teachers Workday
Spring recess begins

Instruction resumes

Earliecst date a student may Teave schocl second semester
with credit under an accelerated program.

Memorial Day — Federal Hol iday
Earli1est date graduation services can be held

End of fourth marking period (48 dayes). End of school
year for a total of 183 days of classrpom instruction.

Last day of duty for FPL B4-71 teachers, 1EZ days of

classroom instruction plus 7 additional duty days for
a total school year of 190 duty days.
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# DISCIPLINE POLICY #

[isc:ipline will be maintained at a high level. The principal has an
obligation to keep responsible military authorities informed of =er:ous
or repeated misbehavior. The principal also has a responsibility to

coordinate with responsible military authorities when military reguests
for information relating to the above problems are received.

Violation of the following school rules 1s cause for suspension from
classes:

1. +Fighting

2. cutting classes

J. maliciously abusing or defacing property, personal or public

4. 1gniting fires, or explosive devices, discharging stink bombs

. =tealing

6. disrespect, disobedience, or defiance of the authority of a
teacher or statf member

7. possession or consumption of alcohel or 11licit drugs, during

school or at any school sponsored actiwvity
B. use of tobacco
9. throwing snowballs anywhere on campus
1. possession of weapons during school or any school functions

Classroom discipline is the responsibility of the classroom teacher.
Teachers will provide students with classroom rules and discuss
appropriate behavior. When classroom rules are broken and/or other
types of expectations are not met, students can expect the teacher to
discuss the probliem with them. 1If no change is noted, the teacher will
contact the parent +for a conference. The teacher may assian after
school study/work for the student. Students who misbeshave mav be
referred to an administrator. Punishment for minor offenses normally
results in a work detention.

TARDY FOLICY

Tardiness must be kept to an absolute minimum. To allow students to be
habitually late 1is to encourage bad habits. One of the lesspnz that
students need to learn 1is that being on time will be expected
throughout their lives in whatever work or social situation they are
involved.

I+ a student is more than 10 minutes tardy, 1t 1s considered an
unexcused absence.

It is the responsibility of each student to be in class on time. When
a student is unavoidably detained by a teacher or administrator, he/she
will be furnished an admit slip to excuse the tardiness. Do not send a
tardy student to attendance, the tardy 15 recorded 1n the teachers
rollecok and on the Scantron.

t11)



Unexcused tardies will be handled as follows:

1. One unexcused tardy will be allowed each student per guarter
(in esach class).

2. I+ a second unexcused tardy occurs, the teacher will require
the student to si1gn two copies of a contract/letter., one of
which the student will be required to take home to be signed
by the sponsor and returned the following day to the teacher.

3. If a third unexcused tardy occurs, the student wil]l be =sent to
the attendance office. At this time the student will contact
the sponsor by telephone to earrange a conference which
includes parent, student and teacher.

4. Each tardy thereafter will be treated as the third and wil]
require another parent, student, teacher conference.

SUSFENSION FOLICY

Continued violation of school rules and regulations will be brought to
the attention of +the administration. Aoministrative disciplinary
actions include parent conferences, assignment of work detention,
suspension, and 1pitiation of behavior contracts.

1. Students will be given at home suspensions. A student will have
a hearing with an administrator before the student 15 suspendeg,
The hearing may be with or without the parents present. Farents
will be notified by telephone {(or emergency contact number if
parents are not available) anag by letter of suspension. Copies
of the suspension letter will be sent to the student’s
counselor, the student’s school file, and as needed to the
school ‘s officer amd command officials.,

During the course of a suspension, the student may not come to
school or participate in any athletic, musical, dramatic or any
other extra-curricular practice, school dances, or other events,
either as a performer or as a spectator. Students suspended
from school are also not to be "on base" (in the BE area)
between the hours of 0800-1500 unless with a sponsor.

2. Suspensions may last from overnight to 10 days.

2. OVERNIGHT SUSFENEION - The students is suspended at the end of
the school day unti)l the parent conference is held the next
morning. This 1s a short—term suspension that is used to
involve the student’s parents as quickly as possible. A parent
conference will be held before the student 15 readmitted to
school .

(12}



g . In order to keep uUp with class work, students are expected to
do class assignments while they are suspended. However, credit
15 not given for work done while on suspension, nor 1s make-up
work allowed.

S5, THREE DAY SUSPENEION - Fighting in school, weapons and alconpal
possession are an adtomatic three day suspension.

* FIRE AND EMERGENCY EVACUATION FROCEDURES =

1. Upor noticing a fire, activate the nearest alarm button and report

the fire to a statf member. The administration will call the Fire
Department (Te!l. 117). In the event of a bomb threat, building
evacuation and instruction will be announced over the FA.

2., When the fire is small and Tife is not endangered, an attempt may
be made to extinguish it with any available fire-fighting eguipment.

s Evacuation Signal : The sounding of the +ire alarm indicates an
evacuatian regul rement .

4, Ewvacuation: Students shall evacuate the building in an orderly
manner. Ewvacuation shall be by way of the primary route uniess blocked
By & fire, 1n which case the alternate evacuation route shall be used.

Classes shall proceed to the roll call area and stand 1n organized
groups until other orders are given or the all clear 1s sounded.
(Frimary and alternate routes and roll call areas will be establ 1shed

on the first day of classes of each school vear).

5. B8Student FResponsibilities: Students must conduct themselves 1n a
manner to guarantee their safety and those around them. Student=s =shall
follow the evacuation procedures. Students are to Join the nearest

class or leave by the nearest exit, if not with their classes when the
evacuation alarm sounds. They shall not return to their classrooms!

&. Recall: When the all clear has been determined an announcement
will be made on the loudspeaker system. Al students are to enter the
building i1n an orderly fashion and return to their classrcoms. First

students in will hold the doors for all other students entering.



# EXTRA-CURRICULAR ACTIVITIES =

Extra-curricula~ activities at Berlin American High School have always
been & very important part of our curriculum. Thesze activities include
athletics, student government , foreign exchanges, department
activities, etc.

A1l of these activities are governed by an Eligibility Code.
ATTENDANCE POLICY

In arder for a student to participate in an extra-curricular sctivity
at schoo! or at other schools he/she must be 1n attendance 10 _every
class the day before or on  the dav of the activity. This will be
determined by the schedule departure time of the activity's
participants and the game schedule. Students nmpt i1n attendance during
the school day may not attend practices that afternocn. Exceptions to
this atterndance policy mavy only be approved by the administration and
must be approved :in advance, including doctor and dental appointments.

FOSTERS

All posters for school activities of any kind must be approved by the
gdministration before they can be placed on school property. Any
poster concerning out-of-school activities must be approved by the
principal - All posters are to be removed immediately following the
event.

FRIMATE INSURANCE COVERAGE

Farents who are not entitled to free medical care for their dependents
should be aware that responsibility for 1njuries these students may
incur 1s a personal expense unless satisfactory evidence can be
presented, through established claims procedures, that the injury was
cauzed by the negligent act of a Government emplovee, agent, or

military member who was acting within the =zcope of his or her official
duty .

Parents who believe their present insurance coverage 1s not adequate
should either increase the protection available through their
respective employers or supplement their existing coverage through a
private company.

SFORTS FHYSICALS

Students interested in school sports activities wWill need a wvalid
physical form which 1s good for one year, The forms are located in the
Buidance and Nurse‘s Office. A parent must make an appointment 1in the
Fediatric Clinic and return the completed form to the school nurse.
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She will make a copy for the student’s health folder and return the
original to the student for his/her coach.

AWARDS PROGRAMS

Gwards programs will be held a=s announced tao recognize outstanding
achievement in sports, music, JROTC, academics, etc.

EXTR&-CLURRICULAR ACTIVITIES

ARCTIVITY BRADE ELIBIBILITY
Sports: Cross Country =12
Wrestling {(Boys Only) 712
Track and Field T=12
Football (Boys Only) g-12
Gol 9=12
Tennis 9-12
Volleyball (Girls Only) g-12
Basketbhal ] p-12
Soccer S=12
Cheerleading 2=12
Other : Orama Club 712
Varsity Club F=-12
Hall Monitors—=Putt Fatrol 7-8
National Senior Honor Societwy -1z
Mational Junior Honor Society 7-B
JROTC Drill Team =12
JROTC Rifle Team =12
Symposium aof FPerforming Arts
Future Business Leaders of America
Student Council
BAD (Berlin Against Drugs!
Outdoor Education Club F-12

*+ FUTURE BUSINESS LEADERS OF AMERICA *

Future Business Leaders of American is a Nationwide Vocational Youth
Organization for business and computer students.. 1t provides an
opportunity for students to prepare for business and offica
occupations. Members of FBLA learn how to engage in individual and
group business enterprises; how to hold office and direct the affairs
of the group: how to work with representatives of other vyouth
organizations; and how to compete honorably wWith their colleaguess on
the local, state and national levels,

{15}



# GENERAL INFORMATION +
VISITORS TO SCHOOL

Farents are welcome and encouraged to visit classes. Much insight can
be gained througsh a wvisit, both as to how classes operate and how your
child relates to the activities and the other students in the class.
Farents shtould let teachers know beforghand about their intended wicsit.
On the day of the wvisit, =sign 1in at the Attendance Office bafore
entering the classroom areas.

"Back to School Night/Open House" is an excellent opportunity to meet
the school =z=tat+ and FTSA members. Farents will be able to walk
through their child’s schedule, meet each teacher, and be exposed to
the curricular plans, grading policy, and homework expectations and
classroom rul es, The date and time for this event will be September
12, 1900-2100 hours, in the cafsteria.

First and third gquarter FReport Card pickup days for parents and
teachers will be the aftternoon of November 9th and the afternocon of
April 12th.

Students who would like to sponsor a wvisitor (visitor must be at least
seventh grade level) may pick—up a wvisitor’s application form from the
Attendance Office twa days prior to the visit and have each teacher

sign 1it. American students attending other DollS higsh schooles or JFK
are not permitted on campus as wvisitors.
SCHOOL

Bus transportation teo and from school is provided by the Army
Transportation [Division. Discipline opf students while enroute to and
from school is the responsibility of the military officials; discipliine
during loading and unloading at school rests with the school
administration. Riding the bus is a privilege which may be taken away
1¥f abused. Protect this privilege by obeying bus regulation=z and
drivers. To report bus discipline problems, call the School ‘s Office.

LUNCH PROGRAM

AAFES is responsible for preparation and serving of the hot lunch menu
and short order items. A reduced price lunch program 1 available—
information is available in the Buidance Office. Students may alsc
bring sack 1lunches or o home to eat 1if they live in BE housing and
have their parent’s and the principal ‘s permission. Applications for
permission to eat lunch at home are available in the Attendance Office.
The lunch perigcd is 40 minutes long.
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DAILY BULLETIN

A bulletin 15 given to teachers each morning which they read to the
students during the first few minutes of first period. It 15 posted in
each classroom and in the administration hallway for reference.
Included in the daily bulletin are resular schedules +or class
meeting=, school activities, and notices for all students.

TEXTEOOKS

Textbooks are provided to the students FREE OF CHARGE. These ars
purchased with taxpayers’ mcney and are used from five to seven years,
We ask that they be protected by book covers and handled with care,
Textbooks are to be returned at time of withdrawal or at the end of the
school year. FAYMENTS MUST BE MADE FOR LOSE. Fayment will be made by
money order to "Treasurer of the United States" and brought to the
school Supply Office.

LOCKERS

Each student 1s assigned a locker for the school vear and hefshe 1s
responsible for purchasing a lock. Graffiti, stickers, etc. on or 1in
the lockers are prohibited. Repair or replacement of an altered locker
is the responsibility of the student.

ROTC UNIFORMS

Equipment issued to the JROTC cadets 1= US Army property and 1s the
responsi1bility of the student. As with all US Army property, the
wltimate responsibility is the student‘s sponsor. A1l equipment or
like items= must be turned in before a student clears the school on the
last day. If +this requirement 1is not satisfied, & report of survey
wii!' have to be inmitiated by HE, USAREUR against the sponsor.

LOST AND FOUND

The school "Lost and Found" is located in the Supply Office. Any ittems

lost on campus or on the school bus may be claimed during school hours
or aftter school.

TELEPHONE POLICY

A German pay telephone is located in the Main Lobby. Local calls cost
30 pfennigs. Students are encouraged to tape 30 pfennigs on the inside
of their lockers for emergency situations. I+ it is out of order,
emergency phone calls may be made in the office.

Personal messages for students are prohibited except for parents’
emergency situations.

(17)



STUDENT WEHICLES

The driving of FOVs tao school is prohibited. Students who have a
requirement to drive should submit a written reguest from the parents.
14 approval is granted, the vehicle must be parked and locked for the

duration of the school day.
STULENT SOCIAL ACTIVITIES

Social activities outside of school are governed by policies stated in
the "Student Actiwvities, Sponsor’'s Handbook" (a copy 18 attached).
These include fund raising, financial accounting, scheduling
activities, activity calendar, rules and conduct, and morse. A copy Of
the handbook 1s available for review 1n each classroom and the stchool
media center.

Students who plan to become involwved with clubs or groups which will be
sponsoring dances and related social activaties should become
thoroughly familiar with the handbook .

FIELD TRIFS

Classes will ogccasionally be augmented by special trips outside of
school. Field trips are an extension of the regular class and are not
extra-curricul ar activities. All schoel rules and regulations are 1n
effect during field trips. Students are representing the total
Amer-ican community while on these trips and their actions reflect this
while in our host nation environment. We expect even more of all
students at this time.

STUDENT GOVERNMENT

Berrl in American High School has an active studepnt council (grades 9-12)
and student congress (grages 7-8). The studermt council meet twice a
menth +for normal business and coordinates such activities as

Hamecoming, Spirit Week, and school dances.

SCHOOL CaMPUS

Berl in American High School has a closed campus policy, except for
seniors possessing a 2.0 grade peoint average. Students will only be
permitted to leave campus for pre—arranged medical appointments and
lunch if they live in BE and have permission. Adjacent buildings inm
the housing area and the German Cemetery are strictly "OFF LIMITS",

Students who become i11 during the school day will be referred to the

schoal nurse. Farents will be contacted before the student 15 issued a
permit to leave the school! grounds.
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# GRADUATION REGUIREMEMNTS *

CREDITS REQUIRED FOR GRADUATION

Beginning with the Class of 1987 - 20 credits are reguired.

4 Credits * Language Arts

L Credits »% Mathemat:cs

3 Credits #%* Social Studies

2 Credits Science

1 Credit Career Education - Industrial Arts, Business

Education, Home Economics, Aute Tech, Cocoperative
Work Exzperience, Graphic Communication

1 Cred:it Fine Arts — Art, Music. Human:ities, Drama

f Credit ##x# Fhysical Education
1/2 Credat Health

5 Credits Electives — Such as: Foreign langusasges=s, JROTC
1/2 Credit Computer Science

2 Credits

+ English 9, 10, 11 and 12 are reguired.

#+ It has been tragitional for schools to require students to complete
the math regquirements at the %th and 10Uth grade leve!l. Uniess a
studernt plans to take more than the two course regulrements, we
recommend the fulfilling of this requirement be delayed wuntil the
sophomore or Junior vyear, &t which time a course in practical math
{also called consumer math or gerneral business math) can be much more
meaningful to a student’s future,

e Must include ane vyear of US History and one =semester of US
Government .

*#x% One year of Fhysical Education is required, but additional credits
may be earned and used as electives.

Two years of foreign language are strongly recommended for the college
bound student.

A1l of tne above requirements must be met before a student i1s permitted
toc graduate. Final grades for senlors are posted as of 12:00 noon on
the day of graduation practice. 1+ requirements are not completed
betore this time, permission to graduate will not be granted,
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ATl sen:iors should make an appointment with their counselors in arly
September to make sure all reguirements will be sati=fied.

Generally, studernts are expected to complete an eight semester high
school program in preparing for graduation. Upon application, students
may be graduated early after completing graduation requirements :f they
have clearly demonstrated scholastic aptitude or wvocational readiness,
if there 1s a financial need for early entry into the 1abor market, or
1f health and other circumstances would be served. An application,
with parent approval, must be in writing. The application for early
graduation must be submitted prior to October 1 +or grade 12 students
desiring to graduation at the end of the firet semester of th=ir senior
vear .

COLLEGE ENTRANCE

The minimum academic units usually reqguired are:

4 Credits Engl ish
3 Credits Mathematics (Algebra, Geometry, Algebra 11}
3 Credits Soci1al Studies
2 Credits Foreign language {(same |anguage)
2 Credits Science (Biology or high level)
Your college admission depends on your high school record. four

parents and teachers can advise and encourage you, but YOU are the one
who gains the knowledge and experience necessary to be accepted and
succeed 1n college.

* GUIDANCE DEPARTMENT #

COUMSELING SERVICE

There is & half-time Psychologist and three counselors available to
azs1st students with their personal and academic concerns. Students
are assigned to a counselor alphabetically but may elect to see the
other counselor.

Students shoulid try to see their counselor before and after school.
Appointments during school are arranged through the Buidance Secretary
and the student must obtain the approval of the teacher whose class is
missed prior to leaving class for the appointment.



CLASS STANDINGS

Tear

Tth Grade: 4th grade completion

g8th Grade: 7th grade complietion

Freshman: Bth grade completion

Sophomotre: Successful campletion of S units of cred:t
Juniors: Successful completion of 10 units of credit
Senior: Successful completion of 15 units of credit

and be capable of complying with graduation reguirements
by the ernd of the current school term.

REFORT CARDS

Report cards are icsued guarterly. These wil]l be mailed to all parents
approximately one week atter the end of sach guarter.

Weighted grades for specified subjects will be awarded.

Letter Grade Fercent Numerical Value Explanation
A FO=100 4 Excel lent
B B-8%9 3 Good
C T0-79 2 Fverags
D &0—-59 1 Foor
E 1 Effort
F 0 Fassing
I ] Incompl ete
F Below &0 L] Failing
WP Q Withdrawn (Fassing)
WF 0 Withdrawn (Failing)
F. Given for 1st semester in accumulative courses with a
full year grade.
Arn Incomplete (1) indicates all course reguiremente have not been
completed. It is the student’s responsibility to i1nitiate action with

the teacher to remove the incomplete. The deadline will be no )onger
than three weeks after the end of the marking period.

Students arriving new to our school must be in attendance at least four
i4) weeks to receive grades from our school. Grades given at the time
of transfer from the previous school wil)l be accepted as the grade for
that grading peripd, if attendance here is less than four weesks,
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QUARTERL Y PROGRESS REPORTS

During a guarter, teachers may elect to report student progress by use
of 1interim pregress reports., These reports may be used to repo~t
unsatisfactory progress and be i1ssued to encourage corrective action on
the part of the student. They may also be used to report a significant
change, either satisfactory or unsatisfactory, 1in the student's
performance and are 1ssued to alert parents of this change.

WEEKLY PROGRESS REFORTS

Week |y progress reports should enly be initiated by the parent after a
conference with a teacher or by an administrator or counselor. Only
those students who are experiencing academic difficulties anmd whose
parents have contferred with teachers will be given the apportunity to
receive this report. Students pick up the report form on Friday from
the Guidance Office and take 1t tp each teacher during the regular
class period.

AFFPOINTMENTS

Farents are encouraged to contact teachers or other school persannsl .
Flease call the Guidance Office 2t BM 4359 and ieave a message with the

secretary, who will notify the teacher that vyou wish tc have an
appointment. The teacher will then return vour c&ll to confirm the
time and place of the conference. HNormally, at least one day’s notice

1s requlired to set up an appointment to allow teachers time to adjust
their schedules.

CAREER INFORMATION

Information on careers 15 available to all students and their sponsors.
Books, pamphliets, and audig-visual aids dealing with i1nformation about
various occupations are available. Materials on college selections,
financial aid, college catalogs, guides to college majors, vocational
schools, courses +to take in preparation for their futures, and other
information is available. Check with the Guidance Office.

ACADEMIC AWARDS

An Academic Award FProgram will be held during the last three weeks of
school to honor students for outstanding work in all areas of the
curriculum. In addition to the academic awards, numerous scholarships
are presented from base organizations to some of our hard working
talented students. These scholarships present a considerable amount of
money to help meet high costs of a college education. Academic Letter
awards are presented to the students whose average grade 13 3.4 or
above for the first three gquarters of the school year.
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HOMNRDR ROLL

The following standards are established to determine the placing of
students omn the Honor, Merit Hornor, or QOutstanding Achilievements
Frincipal "s Rall. Because of the Privacy Act, a student must have a

parent approval siip signed and on fi1le before being listed on an haonar
rolla.

aAn "F" 1in any subjgect automatically disqualifies a student for honors,

Homar Roll 3.0 to 3.49 average

Merit Homor Roll 3.5 to 3.99 average

Outstanding Achievement 4.0 or 4.+ average
TAKIN OUR AT GRA v

Because our schoal 1s small, it is necessary that students take courses
which are offered at grade level. Thic plan allows students to have a
full :ange of course selections as they progress through their grade
steps with 1ess possibility of schedule conflicts. Variations from
this plan must be requested by a student’s parents, recommended by &
counselar, and approved by the principal.

Students desiring {(or parents desiring o their students) to take
courses before grade 1evel for the sake of early graduation will be
considered by the Principal only 1¥ the student 1s maintaining & "B"
average or above and reasonable post-high school education/soccupaticonal
plans have bDeen developed or the student has experienced prior
retention (=) and has amn ase concern.

SEMESTER COURSES

Students who select semester courses for the first semester are to
review course offerings available for the second semester and make
selections at the time of registration so that staffing and schedul 1ng
needs may be met.

XCEPTIONA T NTS

Farents who desire information about our school ‘s resources in
providing for the educational needs of exceptional students are
encouraged to wvisit our counseling office. Complete i1nformation 1S
available from our resources and in Public Law 94-14Z.



DROFFING/ADDING COURSES (Schedule Changes)

A great deal of time and effort 12 devoted to schedul ing courses for
each student. Courses are carefully programmed for student needs anc
reguirements, then the master schedule 1s bullt and the faculty
assigned teaching responsibilities. Consequently, dropping and adding
courses will normally not be done. Only very serious Justification
would merit concsideration for a change.

Flease consult with vour teacher is subject difficulty is the reassaon

for change reguests, The discussion of wvour probliem areas anc
arrangement of time to try to get some 1ndividual help 1s a mandatory
and necessary step 1n  the process of changing & class. I+ the

additional heip does not alleviate the problem, then reguest for
schedule changes must be made through the Buidance Office. & conference
i then reguired with the counselor, student, parent, gaining and
losing teachers in attendance. Final approval /disapproval will be made
by an administrator after the resulits of the conference have been
evaluated. Flease note that should the student be given the scheduls
change, the permanent record will still contain the grade earned in the
former class.

Schedule changes are not to be done lightly; therefore, students wil]
remain 1n  their splected courses throughout the year and/or semester,
Students making changes “on their own" without following proper
procedures will receive po credit for either class.

TRANSFERS AND WITHDRAWALS

A student transferring to another school must bring a copy of orders to
the Guidance Orfice at |east five days prior to his/her last day of
attendance to allow sufficient time for the preparation of school
records. Students may withdraw three days prior to the port call.

Frocedure:

1. Repert to the Buidance Office on the last full day of school to
obtain the clearance sheet.

2. Clear each class as you progress through your schedule.

3. Return all Government owned books and eguipment.

4, Make payment for lost or damaged materials.

S. Report to the Guidance Office at the end of the day for FINAL
clearance.

1f a FCE move 1s within twenty (20Q) school days prior ta the end of the
semester, the student may qualify for acceleration and for credit +for
the semester. This privilege i1s not extended to parents +or the
purpose of taking leave.
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The procedure for clearing school under the acceieration method 1s the
same as 1isted above except for advance paperwork. HNotification should
be given to the Guidance 0Office no later than gne montnh prior to
withdrawal. This time is needed to prepares the necessary paperwork , to
cbtain the appropri1ate signatures, and have the tsachers make advances
assignments. ALL WORK MUST BE COMPLETED to the satisfaction of =sach
teacher involved - it 1s the individual student’'s responsibility to
meet thi= reguirement. 5Students who do not complete reguirements will
be transferred "with grades 1in progress"” igrades to date! to the
receiving school for completion of the course and receipt of cred:it

O~y if a final grade 1s reguired, the "in progress" grades will be
averraged withn the zeros Fforr the 1ncomplete work and a fimal grade
recorded.

Farents may review their child’s records before leaving, and i€
desired, may handcarry a copy of the records to the nest school.
(DoDDS-B regulations prohibit the release of original student records) .,
The records will be ready for pick—-up the end of the last school day.

1+ a parent 1s wunable to pick up the student’s records, please be
advised that =students under the age of 1B are NOT permitted to
handcarry their school records. Rowever , an official copy of the
permanent transcript can be released ta the student and the records
mai1led to the receiving school on written parental authorization.
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JEST SCHEDULE SY 1990-%0

Tues. October 23, 19790 FSAT/NMSET (Preliminary Scholastic
Aptitude Test/Nat. Merit Scholarship
Gualifying Test)

Sat. October 27, 1990 ACT t(American College Test)

Sat. November 3, 1990 Scheolastaic Aptitude Test or Achievement
Test

gat. December 1, 1990 Scholastic Aptitude Test or Achievement
Test

Sat. December B, 1990 ACT (American College Test)

Sat. January 2&, 1990 Scholastic Aptitude Test or Achievement
Test

Sat. February 9, 1991 ACT (American College Test)

Sat. March 16, 1790 Scholastic Aptitude Test (No Achievement
tests offered)

Sat. April 13, 1991 ACT (American College Test)

Sat. April 27, 1991 SESAT (Secondary School Adm:issions Tast!)

Sat. May 4, 1951 Scholastic Aptitude Test or Achievement:
Test

Sat. June 1, 1991 Schol as Aptitude Test or Achievement
Test
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#+ HEALTH POLICY +

HEALTH REGUIREMENTS

Immunizations - werification is required for school attendance. TYou
can obtain a Certificate of Immunizatiocn form from the school BGuidance
Office. Take this form with your student’s immunization record to the

immunization clinic at the hospital for verification and return to the
schoal .

Emergency Information and Health Care = students injured at schoo! will

be gaiven first aid care by the school nurse. In the ewvent the nurse
must serd a&a student home, every effort wil]l be made to contact a
parent; 1+ not, the emergency contact person. It 1s VITAL that we have
an updated contact number in your student’s fi1le. If vou are planning
an extended absence it ie imperative that v oL contact the

hospital /legal office and secure a temporary ledical Fower of Attornev
and inform the school as well.

MEDICAL FRECAUTIONS AND FROCEDURES

Students often become il11 at school. The following symptoms (one or
more) combined with a temperature of 100 will be cause for esxclusion
frrom school :

Nau=zea Runny Mose Sore throat Inflamed/watery sves
Upset Stomach Sneezing MNoisy breathing Lice

Unusual pallor Coughing Blueness of lips Communicable disease
Headache Backache Skin eruptions

Communicable disease: 0Observation and prompt reporting of signs and
symptoms 1s the responsibility of all parents, school personnel and
students. If you suspect a medical problem, do not send the student to
school = there is a risk oOf spreading the problem to other students.
Take him/her to the clinic.

Medication must often be taken during the course of the scheol day. A
separate container with the prescription label for the school ‘s use can
be supplied by the pharmacy and kept in the Nurse‘s Office. Na

medications are supplied or dispensed at school without a prescription.

HEALTH AFFRAISAL

The following procedures are performed each year as time permits:

Vision Screening — grades 8, 10, L2

Hearing Screening - grades 14, 12 or referral

Scaliosis Screening - all grades

Parents will be notified only when a problem 1s suspected.
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CHILT ABUSE /NEGLECT

Definition: Any physical , emotional! or social mistreatment of a child
By any person.

It 15 the responsibility of every adult ta report any suspicions of
child abuse or neglect to the Child Advocacy Committee (EM 41%0),
Emergency Room (BM 4131), or school personnel. A1l children have the
right and need +or an environment conducive Ffor developing their
greatest potential - physically, mentally, emotionally and socially.

Signs of Fhysical Abuse: unexplained recurrent bruises, strap oOr hand
marks, frequent Tumps on head, burns on hands or feet.

Signs of Emctional /Mental Abuse and Neglect: withdrawal , erratic
behavior, sel f—degtradation (1 oss of self-worth) , behaviar
uncharacteristic of the child, emotional outbreaks,

Other behaviors warranting referral: over cstudiousness, extreme
docility, unhappiness or depression, abnormal sexual behavior,
stuttering or other speech problems, bullying, overaggressive or
domineeraing, lack ©f confidence, se] f-denial, self-censure, poor
accomplishment, 1ving, lack of appreciation of others’ rights,
stealing, antagonistic, negative behavior, continuous quarreling.
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#THE SCHDOL ALVISORY COMMITTEE *

WHAT IS IT7? The BAHS School Advisory Committee, or SAC, 18 Just one of
many such committees that meet all over Europe and around the world in
an effort to provide advice, support and recommendstions to DoDDS
schoo]l administrators. These committees were created by Congress as
part of the Overseas [Defense Dependents’ Education Act. They contirue
to serve as a reflection of the Dol pelicy that members of the schoo!
and military communities should participate jointly in schoal affairs,
and should work together to address and resolve issues of commor
concern at the local level.

WHAT DOES IT DO? The committee meets on & monthly basis to provide
recommendations and advice to the school principal on & whole range of
matters, to include: (1) school policies with regard to students and
parents, student activities, and administrative procedures that arfect
students; (2) instructional programs and educational resources wWwithin
the school: (3) allecation of resources wWithin the school; (4) pupil
services (health, special education, ctounsel ing, extracurricular
activities, etc.)t (5) student standards of conduct and discipline; and
{(6) DoDDS policies and standards related to these matters. The scheoal
principal 4 in turn, provides necessary information, acts wpon
recommendations as appropriate, to include taking matters to DollDS
regional headguarters, and otherwise responds to all suggest:ions and
concerns. The BAC alsc has the opportunity to bring matters of concern
te the attention of the military community commander through the
Installation Advisory Committee.

SAC MEMBERE:

TEACHERS FARENTS

ken Burland Robert Penny

Eim Schif+fers Audrey Shaw—-Atkins
Phillipp Schmoll Tom Knapp - Chairpersaon
Russ Walton Michael Waldrop

Tom Amend - V.Chairpersan Alyce Stewart - Secretary
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THE FARENT, TEACHER, STULDENT ASSOCIATION

FTSA BOARD 1s an affiliate of the Natiomal FThA. The membership inm
DolDS consist of parents, teachers and studentsi thus FTSA. In Berlir
american High School the PT84 administers +the Volkfest Funds for the
school and develops programs on i1mproving the school for all.

The FTSA membership drive will be held at the Dpen House Meeting on the
evening of 1Z September.

FTSA BOARD ronsists of =

Fresident: Capt John Morse

lst V.President (Programs): Rose Aguiguil

Znd V.Fresident (Fubliishing Membership): John Burns
3rd V.President (Teacher Representation): Faye Bahari
Secretary: Minnie Simms

Treasurer: Paulette Freeman
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# FIRE DRILL SCHEDULE FOR SY 19%90/91 =

The follawing is the schedule for <ire drilis to be held this school
year, 1990-91.

DATE bay TIME FERIDD EXIT TIME
September 11 Tuessday 0830 First
October 10 Wednesday QF20 Second
Movember 1% Thursday 1025 Third
Oecember 7 Friday 1315 Fifth
January 2 Tuesday 1300 Sixth
February 14 Thursday QB30 First
March 18 Monday Q21T Second
April 14 Tuesday 1025 Third
May Thursday 1320 Fifth
June S Wednesday 0g3g First
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= SCHOOL RULES =

ETUDENTS' RIGHTS AND RESPONSIEBILITIES

Our policies governing students, both written and 1implied, are
ectablished for the singul ar purpose of protecting the rights of each
individual student 10 his/sher pursult of an education. Copies of the
manual , Students’ Rights and Responsibilities i1n the Department o<
[etense Dependents  Schoole Svstem are available in the school office
and media center.

ttudents may make an appointment with the principal, deputy prircipsl,
or assistant principal through the school secretary to discuss the
reasan for an established rule or policy.

DRESS CCDE

There 1s not a forma] dress code, but student diess and appearance must
be appropriate {for normal classroom instruction. The students’ attire
should not be & distraction to the normal educational processes of the
school . For sanitary and satety reasons stocking feet or bare feet are
prohibited. Clothing +that is too tight and/orr revesling is alsc
prohibited. The school administration reserves the right tTo deciae
what clothing 15 sppropriate. Underwear, worn as outerwear, halter
tops, Ssee-through apparel, short-shorts, etc., are some examples of
what are not considered appropriate modes of dress,

Students inappropriately dressed will be sent home, The wearing of
clogan buttons, patches, and banners which condone inappropriate
language and illegal drugs will be confiscated and parents may collect
the i1tems +rom *he school administration.

SMOkING, CHEWING AND THE USE OF SNUFF

Smok ing, chewing and the use of snuff are NOT allowed. Berlin American
High School ‘s buildings and campus is a non-smoking zone. This 1s a
DoDDS regulation.

Students who violate this regulation face suspension from school (1st
cffense — one day:; 2Znd offense — three daysi 3rd offense — +ive days).

The staff and administration of BAHS asks for the support of all
students and parents in helping us carry out this regulation. We hope
that all wview this as a positive step for your child‘s health and
education.
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AUDI0 DEVICES

Wslkmans, cassette recorders, tadios o other audiao devices are not

permitted on campus. Levices will be confiscated. For the Tirst
aftfense, t-sy may be picked up after school. 14 brought to schoal
again the sponsor will be contacted and asked to pick them up.

ILLEGAL ITEMS FDR SCHOOL

The following items are not allowed in school: a&alceohaol, cigarett
drucs, guns, knives, explasives, skateboards, stink bombs, o~ any ot
items that would be disruptive to the educational program.

Items li1sted abave will be confiscated and parents will bBe asied to
pick them up.

PUBLILC DISFPLAY UF AFFECTION

Unseemly displays of affection at school are inappropriate. Fhysical
contact may not go beyond holding hands. Excessive body contact such
as kissing, embracing and wrapping arms is not &allowed. After fair
warning, parents will be contacted for a conference.

SHOWBALLS

Snowball throwing i1 not permitted,. Suspension from classes will
result 1f this policy 1= violated.

LASSROOM CONDUCT

In orde:r forr the best learning situation to wist all cstudents must
cooperate and give their undivided attention to the teacher's
instruction. When entering a classroom, a student should have the
necessary books, pencils, pens, and paper that is needed.

Students with a problem will be referred to the counselor by the
teacher. 5Students who disrupt class will be reported to their parents.
Continued unacceptable classroom behavior will be reported to the
administration and a conference will be held with a&an administrator,

counselor, parents and students. If behavior is not changed, it could
lead to suspension.

HALL PASEES

No student should be in the hall during classtime without a written
hall pass having name, date, time and teacher signature.
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Appendilsx A
BERLIN AMERICAN HIGH SCHOOL
SPONSORS HANDBOOK FOR STUDENT ACTIVITIES
Ihis nmandbook nas been published to assist student activity sponsors.

It 15 meant to offer gulidance to sponsors whose groups undesrtaks somr:a

activities involving the student body.

STATEMENT OF PHILOSOPHY FOR STULENT S0CIAL ACTIWITIES

We believe it i=s necessary to provide our students with many and varied
learning eaxperiences. Through social activitiss, sponsaored by the
school and scheduled for aftter school hours, we are able tos

1. assizt students in developing Drganizaticﬁal shillzs:

2. help students expand their educational experiences ogained through
the =chool day;

3. provide alternate educational opportunities to students who may
lack motivation in normal classroom procedures, and

4, assist students 1n developing & social consciousness and a sense of
commitment to group purposes.

While 1t 1is our hope that students find pleasure and entertainment

throush these efforts, our basic purpose is to promote the educational

possibilities inherent in & program of student-developed activities.

(A=1)



BERLIN AMERICAN HIGH SCHOOCL
STUDENT ACTIVITY FUND

1. STATEMENT OF PURFOSE

1a This fund 1s e=taplished at the Merchants National Bank for the
purpose of handling the receipt and disbursement of Ffunds for student
aCtiviti=s,

Za Even though there is only one account in the bank, our activity
funt ooockkeeper MmMailntains separate accounts for gach ztudant
actiwvity/club. An activity sponsor may check with the bookkeener at

any convenient time to get Financial standing of that particul ar
account.

3. A1l disbursement by any activity sponsor or members of the activity

must be by check only. This 1s a requirement for yvour protection.
NEVER make a cash payment out of gate receipts - it may be convenient,
but you are putting your integraity on the l1ine - 1t 1= against

regul ations and sound business practices,

4., There 13 an actiwvity funds council which oversees the activity
fund. Meetings are held at least +cur times a vyear. Mifputes are
publ :shed after sach meeting.

| L

OFERATIONAL FROCEDURES

1. Fund raising activities

A1l $find raising activities must be approved by the assistant principal
who acte as coordimator of student activities.

A request for raising funds should not be made when there 1= no planned
need for the use o+ the fund. The activity sponsor is responsible for
establishing a system of accountability +for the handling of money.
This 1s to 1insure that students are taught proper money handl ing
technigues and are not overly tempted.

2. Deposition money/disbursements

FProcedures are set by the fund custodian and posted in the faculty matil
FOoMm .
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Jd. Use aof funds

funds which have been collected for our sctivity/club, either through
fund raising events or donations are to be used for the further:irfc of
the goals and i1ntent of the activity/club. Funds may not be ussd to
benefit 1i1ndividual members oar to purchase items For Individus!
owner'shipy items puirchased by the activity/club become the property of
the activity/club and must be accounted for. Any guestion im the use
of funds will be decided by the Activity Fumd Council.

111. Recommendations to Sponsors

2 Talk with vyour students on looking at the year as a whole, Flan
your actiwvities at the beginning of the school vyear. This will help
determine how much money will be needed to finance the year’'s planned

events and how many fund ralsing activities will be ~eguirsd.

-

2, Help your students be responsible for the activities they plan.

They dc not learn is the sponsor picks up all the loose ends and does
the work for them.

3. It is recommended that a copy of this handbook be providsd ko
activity of+f icers/students.
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fppendix B

BERLIN AMERICAN HIGH SCHOOL
STUDENT ACTIVITIES — STUDENTS/SPONSOR RESPONSIBILITIES
1. SUBJECT: Spcial Events by & School Organization

11. FURFOSE: The purpose of this policy lester 1e to sstablisr bDa
rulese forr soci1al functions and to outl ine responsibilibiss,

{111

i =
oy -

111, ASSIGNELD ACTIVITIES DURING THE YEAR:

1 Homecoming = Student Councal will cocrdinate the homecom:ing
activities, as well as be 1n charge of the spirit week activities (hal’
decorating ad dress—-up daysl), the paraede, election of the court, and
the cororation ceremony. All organizations are reguested to submit an
outline of their planned portion at least one month before Homecaming
week .

a! Senior Class — semi—formal homecoming dance to be held on
Saturday nisht.

b} Cheerleaders — bonfire and related activity to be held on Friday
rnighta.

c! Eand,; Drill Team, and Cheer)esaders = Saturday’'s halftime
acrtivities.

Z. GClass Responsibilities:
{1¥f & class declines the responsibility for an activity, the
student council would reassign the responsibility)

&l The =enior class 15 responsible for graduation and baccal aureate
ceremonies, to include speaker selections and program
publication. The school administration and senior class advisors
are responsible for graduation site selection.,

B} The gunior class will be responsible for the prom.

c) The sophomore class will be responsible for a Christmas dance.

d) The freshman class will be tesponsible for a Valentine's Dav
dance.

a) The Junior high will be responsible for a Hal loween dance.

i Sporting Events — concession stands at athletic events: (This
should boe pasted in the schoaol and Imbiss and announced 1in the daily
bulletin.

al Football season:

1. Hamecoming — Jjunior class

. 1=t home game — sophomore class
« 2nd home game — freshman class
. 3rd home game — senior class

£ b
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b) EBacketball, Wrestling, VYollevball, Track and Soccer:
The student counci]l will offer these to club sponsors.
Reguests will be accepted at thne start of the season on & +irst
come tirst served bhasis,.

4, Fep Ralliest: Cheerleaders

IV, FOLICY STATEMENT:

IJ i

1. Evening events for grades 9-12 will conclude by 2330 hre un'sss
Waiver is granted. Events for grades 7-8 will corcluge by 2200 hree,
Darices and other activities will last $or no more than three (3) Hours.
Z+ o event will be schedulesd during exam weeks until the end of
2 aAMS . It := recommended that after-school activities be kept to &
minimum during exam week.

3. Senior high dances will be 1imited to students enrolled in grades
2-12, wi=siting athletes and exchange students. (BI'=s will not be
permitted at cafetesia dancees.)

4, All spocial activities are to be scheduled by the Student Councal
and approved by the assistant principal. For approval, the sponsocring
stoup must submit a completed activity form, available <rom the s=chool
secretary, nc later than six school days preceding the planned svent,

o There will he no more than two school dances during any calendar
month .

&. The "box office" will be closed one hour prior to the conclusion of
any event. Mo student will be admitted after that time. FAn exceprtior
will be made for students returning from school sponsored athletic
event.

H All guests at cafeteria dances must be the age level of the darce
and have a completed "DOutside Guest Fermission 5Slip" in his/her
possession. The form wil]l be submitted to the activity sponsor bcefore
the dance.

B. Thete will be a minimum of 2 faculty members (Sponsors plus one
additional faculty member) and & parents on duty at all times. Th=

n =] stopped immediatel i¥ reguired chaperones are not
presant.
2. Emoking, drinking, or use of drugs by students, guests, or

chaperones during school function is prohibited,
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e fol'owing will be followed by all sponsors:

A. Students are to be refused admission toc the activity 1f under the
intluence of alcohol or drugs.

B. If a student becomes intoxicated o+ i1s under the influence of drugs
during the activity, or 1s found in possession of alcoholic beverages

or drugs, he/she will be asked to leave the activity and the parent is
to be notified.

C. Sponsors are to notify the school administration of any incident no
later than the next day +ollowing the activity,

0. Eefore a student is permitted to return to school a parent—student-—
administrator conference will be held.

B Students face possible suspension from school and/or all schoal
activities for the remairder of the school year. This would include
the Junior/Senicr prom. This would be an administrative decision.

L0, Dress will be appropriate to the requirements set cown by tne
sponsaor-lng group .,

Il. The area shall be cleaned prior to leaving the school and =3
wacte receptacles emptied.

125 Set—up for dances: The rectangular tables may be folded out of
the way: refreshments may be solid.

13 Clean—-up: table tops and the floor need to be cleaned up wsing
water where needed. Trash should be picked up from the floors  and the
tables returned to their proper place. All 1tems not originally in the
dining area are to be removed, as well as the cecorations.

V., SPFONSOR RESFONSIBILITIES

1. Biving guidance, offering ideas and suggestions, but not assuming
the duties delegated to students and committees.

LA Seeing that as much responsibility as possible is delegated to
student committees spo students may be educated in the process of
organization, meeting deadlines, and follow-up.

3. Being strong enough to cancel an activity to "teach a lTesson" when
organizational responsibilities are not fulfilled.

4. Insuring that chaperones are made fully aware of their duties.
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5. Checking out keys from the assistant principal and receivins 3
briefing on cleanup responsibilities, supervising students during all
periods of time they are in the building (decorating and cleanup! and
insuring lightse are gff and the building is completely 'ocked at the
close of the activity.

6. assuming full responsiboility for establisning accounting procsdures
to insure the safe handling of monies, meeting with the bookkeepesr -or
deposi1ts of monies collected and handling all transactions by chneck and
withdrawals, and heolding all monies collected whern the zchocl s
rlosed.

7. Submitting & copy of any activity guicelines to the administration.
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BERLIN AMERICAN HIGH SCHOOL
DUTIES OF THE CHAFERONE

Thank you for giving vour time helping our school provide wel!l manased
activities for our students.

Your assistance 1t necded +to insure the dance is a funm F11led evening
without probiems. The majority of our students are responsible
individuals whpo ftequire Jlittle supervision. To prevent problems in
general 4 the chaperones should:

1. Circulate periodically from the dance area tnrowgh the lobby nto
the restroom, and back to the 1obby.

B Whern in the restroom, be alert to the possibility of liguor being
brought 1in or students smoking.

3 Inform students they may not take coke cans, cups, orr food cutside
the designated refreshment area.

4. The chaperone should step outside to check the area 1in front and
the side of the building from time to time.

. Inform students who have left the dance area they may rnot reenter
the cance,

& Inform students who arrive after one hour before the dance i1s over
that they may not enter the dancey, as that i1s the cutoff time ftor

arrival .

T The faculty sponsor of the dance should be asked to talk with any
=tudent you feel i1s under the influence of liguor or other substance.

If you have anv other questione or concerns, do not hesitate to talk
with the faculty sponsor.

Again we thank vou for your help - we hope your evening with us 1= an
enjovable one.
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BERLIN AMERICAN HIGH SCHOCL
AFO 09742
CHAFERONE "S COMMITHENT AGBREEMENT

1/We agree *hat I/we will chaperaone the follawing activitv sponscorsd by
an organizstion oaf Berrlin American High Schog! on the date and at the
time stated below:

ACTIVITY ¢

DATE 3

TIME BEGINNING: ENDING:

LOCATION:

SPONSCRING CRGANIZATION:

FAZULTY SFONSOR:

/e agres= that 1¥ an unforeseen event causes mefus to withdraw =
chaperonei(s) , T/mwe will be responsible for getting &8 —~eplacement t
take my/our placeisi. [/4de understand that 1f mylour commitment 15 no
tultilled, te either act as chaperonel(s) or insure replacement i s
actiwvity wWill be cancelled.

[T}

s

« the

CHAFERONE 'S SIGSNATURE &

DATE :
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BERLIN AMERICAN HIGH SCHOOL
QUTSIDE GUEST PERMISSION SLIP

& member of our student body wishing to bring an outside guest must
have this Form filled out and signed by all parties. The princ:ipal o

assistant principal will be the last to sign. The completed form t1s %o
Ee submitted to the Activity Sponsor, no later than 2:30 gm on the Zday
of the event.

EVENT 3 LATE

SFONSORING GROUF;:

Hame of student host: (Printed)

MName o+ guest: (Frinted)

Category of guest! High School Graduate Military

Local National Student from
another DollSs school

I understand 1t 18 my duty to inform my guest of all rules goverming
our High school social activities.

Signature of student host:

I understand that a1l rules governing high school events are 1n effect
and that I am reguired to abide by them. (Failure to abide by the
rules of the school will prevent approval for future guest status).

Signature of guest:

Signature of sponsor of event:

Signature of administrator:
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Day/Datg

ACTIVITY APPLICATION FORM

+ Mame of Organization

DayMaic of Actrly

Title of Activity

Ending TimePlace

Beginning Time

Commullee Charporson

Commillee Members:

Here is a bnel explanation of this actiity

The purpose of this achivily

Are paren| permission shps needed lor this aclivily?

Equipmen! needed for the aclwity

Projected Expenses:
For; -
For: - 3 =
. For: ?
ndividual cost lo the student? Other expenses
Specific audience

Projected alterndance

phone

Conlact for more infarmation

This application shoutd be submitted to the Student Council al leas! wo weeks pnor [0 the event.

Date discussed al Studen! Council Meeling:

Approved, Mol approved: Reasons
Approval Signatures:
sponsar - Date
Student Council Adwiser Daie
Prncipal e Dane

{Asst. Praincipal)

Other unpodant mlornmabon,




Date Today

Responsibilities
(Who's ir Charge)

1. Let's clear il; 2. Lel's publicize i

Schood catendar, rOm Iequesis. cusiodial Sennies Posters, nowslcfedr, announcements, special proemohions

3. Let's gel the egquipment: 4. Let's work,

Chairs, 1ables, llags, P.A. sysiem, bghs, podum, uash bos, hokets, Tucket takers, judges. Hansportabon, pek goods up, sof it up, sell b,

(WOPS count it
5. Lel's clean up: 5. Lel's give awards:
Pick up, take down, efase, INMOw Bway, make Clean Thank you noles, pizas, Specal (eoogmion awards
If you have any questions, see the project charperson;
Whal other things must be done?
Ewemnl Event
Responsbée Pamy Recpomrbie Party
Ewent: Event:
Responsible Party Responsible Pamy

What will it be like when all this has been done?
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= HANDBOOK RECEIFT #*

[ have read and discussed this handbook with my son/dacgntse and wi' |
do everything possibie to help 1 the egucation procEess.

Late Farent/Sponsor S gnaturs

I rave read and discussed this handbook with my parents and wil] compls
with the zoolicies established.

late Student‘s Eignaturs

PLEASE SIGN AND RETURN THIS PABE TO THE FIRST PERIOD TEACHER

{BE—10)



There wil® b2 an insert mailed to vyvou in August regsardingd
1, The sports schedule

2. The new =li1g:bility policy

3. The full schoal vyear of activities

We Took +orward toc mesting each of vou.

Sincerely,

e %{Qﬂ_w&\

FRebecca F. Denecke
Deputy Frincipal
Berlin American High Schiool





