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Mission & Vision
Our Mission: Portage Public 
Schools will educate all 
students to achieve their 
potential.

Our Vision: To be an 
exceptional, continuously 
improving learning culture with 
high expectations, committed 
to all!

Our Values:

Foreword
This student handbook was developed to answer many of the commonly asked questions that you and your 
parents may have during the school year and to provide specific information about certain Board policies and 
procedures. This handbook contains important information that you should know. Become familiar with the 
following information and keep the handbook available for frequent reference by you and your parents. If you 
have any questions that are not addressed in this handbook, you are encouraged to talk to your teachers or the 
building principal. 

Throughout this handbook the term “Staff” means all school employees, adult volunteers, and Board 
members; “Teacher” means all teachers including substitute and intern teachers; “Principal” means the 
Principal or his/her designee; “Building Administrator” means the Principal, Assistant Principal(s), and Athletic 
Director; and “Parent” means parents or legal guardian. 

This handbook summarizes many of the official policies and administrative guidelines of the Board of 
Education and the District. To the extent that the handbook is ambiguous or conflicts with these policies and 
guidelines, the policies and guidelines shall control. Within these constraints, building administrators reserve 
the right to delete, add, or change items in the handbook as needed. Those alterations will be communicated 
to students and parents in a variety of methods. This handbook is effective immediately and supersedes any 
prior handbook and other written material on the same subjects. 

This handbook does not equate to an irrevocable contractual commitment to the student, but only reflects 
the current status of the Board’s policies and the School’s rules as of June 30, 2016. If any of the policies or 
administrative guidelines referenced herein are revised after June 30, 2016 the language in the most current 
policy or administrative guideline prevails. 

By enrolling your student in Portage Public Schools, you are entering into an agreement that your student is 
subject to district policies and the expectations outlined in the current version of the Student Handbook and 
Student Code of Conduct.

RESPECT HONESTY ACCOUNTABILITY GROWTH INTEGRITY COMPASSION
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Board of Education 
& Administration
President Randy Van Antwerp 
Vice President Robert ‘Bo’ Snyder 
Secretary Terri Novaria 
Trustee Emily Crawford

Trustee Kimberly Larson 
Trustee Mary Lou Rohwer 

Trustee Mark Stevenson

Superintendent
Johnny Edwards

Assistant Superintendent of  
Instruction  

Dr. Michael Pascoe

269-323-5000

8107 Mustang Drive
Portage, MI, 49002

www.portageps.org

269-323-5001

http://www.portageps.org
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High School Contacts
Portage Northern High - 323-5400 
Principal Tre Lowder
	 Assistant Principal Kelly Hinga
	 Assistant Principal Dylan Patterson

Portage Central High - 323-5200 
Principal Eric Alburtus
	 Assistant Principal Aja Kaylor 
	 Assistant Principal Tama Salisbury

Portage Community High - 323-6769 
Principal Clint Wagner	
	 Dean of Students Jenn Hostetler

Admin. Department Contacts

Superintendent - 323-5148
Curriculum Services - 323-5060
Instructional Services - 323-5140
Assessment Office - 323-5067
Community Relations - 323-5162
Educational Supports & Intervention - 323-5170 

Skyward Family Access - support@portageps.org  
Technology- 323-5100

Business Office - 323-5180
Human Resources - 323-5150

Transportation - 323-5151
Food Service- 323-5155

mailto:support@portageps.org  
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Family Resources
Portage Public Schools works to support the whole child including providing social-emotional learning 
as well as connecting students and their families with community resources. Please visit Student and 
Family Resources to see a list of mental health, social-emotional learning, food, clothing and housing 
resources. 

If you are experiencing a suicidal crisis, click for crisis resources
•	 Call 911
•	 988 Help Yourself
•	 Trevor Project
•	 Crisis Text Line
•	 Integrated Services of Kalamazoo Behavioral Health Urgent Care.  

OK2SAY - Michigan Student Safety Program
Portage Public Schools encourages our students to stay safe and report 
anything that threatens student or school safety. Visit OK2SAY to report.

Educational Supports & Intervention Department
Visit the Educational Supports and Intervention Department to learn more about the variety of 
support available to students, including occupational & physical therapists, school counselors, school 
psychologists, social workers, speech & language pathologists and student success coordinators.

Counselors
Each of our high schools has four professionally certified school counselors who play a vital role in 
supporting students throughout all aspects of their education. They help students develop educational 
plans, address personal challenges, and access programs that promote positive social skills and 
mental health. Our school counselors address personal needs and connect students and families 
with community resources when necessary. The Counseling Office is here to help with transcripts, 
class scheduling, and more.

Health Services Support 
PPS provides some health services to students when they are at school.  
•	 Please take notice that any medication kept at the school, whether prescription or non-

prescription (over-the-Counter medication, ointments, medical creams, etc.), will require a 
medication consent form filled out and signed by a parent/guardian.

•	 For access to Medication Authorization Forms, Health Action Plans, and more please visit our PPS 
Website

Meet Our Emotional Comfort Dogs
PPS enjoys the company of specially trained comfort dogs. Each dog is assigned 
to a specific building where he/she can support students’ emotional and mental 
well being. Most of our dogs are trained by Interquest CARES - Michigan, School 
Counseling Assistance and Comfort Dogs.

This is Toby at Portage Central High

https://988lifeline.org/help-yourself/
https://www.thetrevorproject.org/
https://www.crisistextline.org/
https://iskzoo.org/
http://www.michigan.gov/OK2SAY
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General Information
ADDRESS CHANGES
•	 Students are required to report a change of address to the appropriate administrative office as 

soon as possible. A new proof of residency must be provided. 

ADULT STATUS
•	 In compliance with State of Michigan legislation, a student who reaches eighteen (18) years of 

age may seek acknowledgment of adult status by the high school personnel. Circumstances 
where this would appear most appropriate are for a student residing and financially supporting 
him/herself in a manner that is independent from guardian or parental assistance. The student 
must have permission from their parent/guardian to receive adult status. Once adult status has 
been granted, the parent must have written permission from their student to access student 
records or speak with school personnel. If adult status has been granted, all school rules remain 
in effect. A student seeking adult-status recognition should contact the appropriate administrative 
office for further information.

ARMED FORCES RECRUITING
•	 The School must provide at least the same access to the high school campus and to student 

directory information as is provided to other entities offering educational or employment 
opportunities to those students. 

•	 “Armed forces” means the armed forces of the United States and their reserve components and 
the United States Coast Guard. 

•	 If a student or the parent or legal guardian of a student submits a signed, written request to the 
Board that indicates that the student or the parent or legal guardian does not want the student’s 
directory information to be accessible to official recruiting representatives then the school officials 
of the school shall not allow that access to the student’s directory information. The Board shall 
ensure that students and parents and guardians are notified of the provisions of the opportunity 
to deny release of Directory information. Public notice shall be given regarding the right to refuse 
disclosure to any or all “directory information” including in the armed forces of the United States 
and the service academies of the armed forces of the United States. 

ATTENDANCE
•	 PHILOSOPHY

•	 The Portage Public High Schools are committed to the philosophy that every student should 
attend all of his or her classes every day. Punctuality and regular attendance are required if 
students are to achieve maximum success in their pursuit of academic excellence. Learning 
to participate in group discussions, developing an appreciation for the views and abilities of 
other students, understanding explanations and clarifications, participating in guided practice 
and viewing varied audiovisual materials, etc., cannot be duplicated outside the classroom 
and do constitute valid and crucial elements of course work. If a student must be absent, the 
expectation is that they are not on school grounds for that day. 

•	 ABSENCES
•	 An “Absence” shall mean that the student was not present for a class period, left class before 

the ending of the class period, or was more than ten minutes late to the class. Students at 
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school are expected to be in their designated locations. There are five types of absences: 
Excused Absences, Unexcused Absences, Administrative Absences, and Non-Totaling 
Absences. 

•	 TYPES OF ABSENCES:
•	 EXCUSED 

•	 These absences are limited to those verified in a timely manner by a parent or guardian. 
It is the responsibility of the parent/guardian to determine a verified absence. Examples 
include: 
•	 Personal illness 
•	 Professional appointments 
•	 College campus visits 
•	 Personal/family emergencies 
•	 Personal transportation issues 

•	 UNEXCUSED 
•	 Any absence that does not qualify for one of the other three categories is an Unexcused 

Absence. Examples of unexcused absences include: 
•	 Leaving school without parent’s/guardian’s permission or not signing out in the 

appropriate administrative office. 
•	 An adult-status student leaving school without signing out in the appropriate 

administrative level office. 
•	 Being truant from class. 
•	 Any absence normally covered as an Excused or Non-Totaling Absence for which the 

student or parent/guardian does not provide verification in a timely manner. 
•	 NON-TOTALING

•	 The classification of Non-Totaling Absence is used for certain school-sanctioned or 
legally required absences where the student is not in the direct supervision of the 
school. Examples include: 
•	 Absences due directly to a verified medical condition or verified medical 

appointment. 
•	 Subpoenaed court appearances, 
•	 The funeral of an immediate family member, 
•	 Religious observances, 
•	 Suspensions, 
•	 Administratively approved scheduling conflicts associated with off-campus classes. 

•	 ADMINISTRATIVE
•	 The classification of Administrative Absence is used for certain school-sanctioned 

absences where the student is in the direct supervision of the school. Examples 
include: 
•	 Meetings with counselor or administrator when pre-arranged by the student or 

requested by the staff member. 
•	 Participation in a school-sponsored field trip, early dismissal for curricular, co-

curricular or extra-curricular activities. 
•	 Missed classes due to district-provided transportation issues. 

•	 ABSENCE TOTAL REPORTING 
•	 The sum total of all absence types (Excused, Unexcused, Non-Totaling, Administrative, and 

Out of School Suspension) will be indicated on the report card. Attendance information is 
not included in the official school transcript. 

•	 EXCESSIVE ABSENCES 
•	 Students with excessive absences in a class (15 or more combined excused and 

unexcused absences in a semester) will need to pass the final exam with a score of 59.5% 
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or better in order to have the opportunity to receive credit in that class. Students in these 
instances must also earn an overall passing semester grade in the class to earn credit. 

•	 IMPACT ON SCHOOL PRIVILEGES 
•	 Beyond impacts on learning and earning credits toward graduation, school attendance may 

also be used to support each school’s positive behavior interventions and support systems.  
For example, attendance may have an impact on a student’s lunch pass privileges or 
eligibility to participate in athletics and extracurricular activities.

•	 ATTENDANCE FOR STUDENTS IN EXTRA/CO-CURRICULAR OR ATHLETIC 
ACTIVITIES
•	 A student is required to have a full day of attendance on the day of extra/co-curricular 

competitions, performances, events, practices/rehearsals and other activities unless an 
unavoidable pre-arranged absence is approved by an administrator. 

•	 PRE-ARRANGED ABSENCE
•	 A Pre-Arranged Absence Form is recommended for anticipated absences of three (3) or 

more days at one time. The form is available from the appropriate administrative office. 
With the exception of an emergency, a Pre-Arranged Absence Form should be completed 
at least five (5) days before the period of absence. 

•	 The parent/guardian is requested to call the appropriate office if an absence is known in 
advance. 

•	 FAMILY’S RESPONSIBILITY REGARDING ATTENDANCE:
•	 The Michigan School Code states, with a few exceptions, that it is the responsibility of 

parent(s)/guardian(s) to see that their children between the ages of six (6) and eighteen (18) 
be in regular attendance at school. 

•	 All parents/guardians are encouraged to support their student’s attendance in school 
regardless of age. 

•	 It is the responsibility of the parent(s)/guardian(s) to notify the student’s appropriate office if 
the student is going to be absent and to explain the reasons for the absence by 7:40 AM. 

•	 Verification of a student’s absence by a parent/guardian is required (unless otherwise 
indicated by the appropriate administrator) and must accompany the student to school 
the day after an absence. The school reserves the right to require medical verification for 
excused absences. 

•	 To notify the student’s administrative office if the parent/guardian wishes correspondence 
(progress reports, attendance letter, etc.) from school to be mailed to an address other than 
the one listed on the student’s registration card which is completed at the beginning of 
each school year. 

•	 To notify the appropriate administrative office throughout the school year of any change in 
the student’s home address or telephone number. 

•	 STUDENT’S RESPONSIBILITY
•	 REGARDING ATTENDANCE: 

•	 It is the student’s responsibility to inform the teacher(s) and appropriate administrators 
in advance of any upcoming absences. 

•	 After absence from any class, the student is to report to the office before returning to 
class. 

•	 If a student arrives to school ten (10) or more minutes after his/her first class begins, he/
she will be marked absent and must report to the appropriate administrative office. 

•	 Early dismissal must be done through the appropriate office. 
•	 Once a student signs out, he/she must leave campus unless given authorization by an 

administrator to remain on campus. 



11

•	 REGARDING TARDINESS: 
•	 Tardiness rules may differ in high schools. Students are responsible to know what the 

policy is in their building and to honor it. Building rules may change from time to time 
based on effective discipline procedures. 

•	 Excessive tardiness will result in disciplinary consequences. 
•	 SCHOOL’S RESPONSIBILITY:

•	 To maintain accurate, daily attendance records. 
•	 To monitor the entire attendance procedure and work closely with the parent(s)/

guardian(s) to ensure students’ success in school. 
•	 To monitor students’ tardiness and assign consequences in case of chronic tardiness. 
•	 To notify the parents/guardians when a student reaches six (6), ten (10), and fifteen (15) 

totaling absences in a class. 
•	 To enlist the resources of the Kalamazoo Regional Educational Service Agency and the 

Kalamazoo County Juvenile Court in the event a student is chronically truant and under 
the age of 18. 

•	 ASSEMBLIES 
•	 Assembly programs are held periodically during the year. Students are expected to exhibit 

appropriate behavior and to sit in the section and seat assigned by their teachers. Failure to 
report both to class and to the assembly is an unexcused absence subject to disciplinary 
action. 

•	 EARLY DISMISSAL 
•	 No student will be allowed to leave school prior to dismissal time without a request by the 

parent/guardian. No student will be released to a person other than a custodial parent(s) or 
guardian without written permission signed by the custodial parent(s) or guardian.  

ENROLLMENT
•	 In general, State law requires students to enroll in the school district in which their parent or legal 

guardian resides
•	 New students under the age of eighteen (18) must be enrolled by their parent or legal guardian. 

When enrolling, parents/guardians must provide copies of the following: 
A. a birth certificate/proof of age and identity 
B. proof of guardianship, court papers allocating parental rights and responsibilities, or custody 
(if appropriate) 
C. proof of residency 
D. proof of compliance with immunization requirements 

•	 Under certain circumstances, temporary enrollment may be permitted. In such cases, parents/
guardians will be notified about the documentation required to establish permanent enrollment. 

•	 Students enrolling from another school must have an official transcript from their previous school 
in order to have credits transferred. The counseling office will assist in obtaining the transcript, if 
not presented at the time of enrollment. 

•	 Homeless students who meet the Federal definition of homeless may enroll and will be under the 
direction of the District Liaison for Homeless Children with regard to enrollment procedures. 

•	 New students eighteen (18) years of age or older are not required to be accompanied by a parent/
guardian when enrolling. When residing with a parent/guardian, these students are encouraged to 
include the parents/guardians in the enrollment process. When conducting themselves in school, 
adult students have the responsibilities of both student and guardian. 

•	 A student who has been suspended or expelled by another public school in Michigan may 
be temporarily denied admission to the District’s schools during the period of suspension or 
expulsion even if that student would otherwise be entitled to attend school in the District. 
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Likewise, a student who has been expelled or otherwise removed for disciplinary purposes from 
a public school in another state and the period of expulsion or removal has not expired, may be 
temporarily denied admission to the District’s schools during the period of expulsion or removal or 
until the expiration of the period of expulsion or removal which the student would have received in 
the District had the student committed the offense while enrolled in the District. Prior to denying 
admission, however, the District may offer the student an opportunity for a hearing to review the 
circumstances of the suspension or expulsion and any other factors the District determines to be 
relevant. 

•	 WITHDRAWAL FROM SCHOOL 
•	 No student under the age of eighteen (18) will be allowed to withdraw from school without the 

written consent of his/her parents/guardians. Decisions regarding students 18 or over will be 
communicated with parents/guardians. 

•	 WITHDRAWAL FROM THE DISTRICT 
•	 If a student plans to withdraw from the school, the parent/guardian must notify the counseling 

office. Withdrawal will be authorized only after the student has completed the arrangements, 
returned all school materials, and paid any fees or fines that are due. School records may not 
be released if the withdrawal is not properly completed. Parents/guardians are encouraged to 
contact the counseling office for specific details. 

•	 School officials, when transferring student records, are required to transmit disciplinary records 
regarding long-term suspensions and expulsion actions against the student. 

FEES 
•	 Fees assessed for books, materials, equipment, uniforms, parking permits, etc. must be paid 

promptly in the high school office. Library fines must be paid promptly in the Media Center. Fees 
are also assessed to replace student identification cards, and off-campus lunch permits.  

FOOD SERVICE 
•	 For the 2025-2026 school year, the District is awaiting approval of the state budget to determine 

whether breakfast and lunch will be free for all students during the school day.
•	 The federally funded Child Nutrition and Education Benefits Program provides vital financial 

support to your school for reading, math and intervention. Even if meals are free this year, it is 
strongly suggested that you complete the application if you feel you will qualify based on your 
income or other federal programs you participate in.

•	 Breakfast is available for any student and includes numerous entrée choices, fresh fruit, juice and 
milk. Breakfast starts at 7:15 am and is served until 7:40 am.

•	 The district participates in the National School Lunch Program and makes lunches available to all 
students. Current lunch prices are listed on the PPS website.

•	 Lunch is available for any student that would like to eat lunch at school. Students have six stations 
with multiple entree options each day for lunch along with a hot side vegetable, milk and a fresh 
fruit & vegetable bar. Menus and nutritional information is available on the Nutrislice website 
(portageps.nutrislice.com). 

•	 While complete school breakfasts and lunches include milk, if your student chooses to get milk 
only and not a meal, they will be charged for the milk as an a la carte purchase. Students may also 
purchase extra entrees, milk or sides, bagged snacks, and bottled beverages during their lunch 
period. Please make sure to have money on your students’ food service account for ala carte 
purchases.   

•	 Your student can pay with cash for their ala carte items each day, or they may bring in a check 
or cash to put on their account. You may also add money to your students account electronically 
through the Family Portal (portage.familyportal.cloud). Simply sign in or create an account on the 

http://portageps.nutrislice.com
https://portage.familyportal.cloud
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portal, add them with their student ID number (other ID number in Skyward) and then you can 
add funds, see their account history, set up low balance email alerts, and even transfer funds if 
you have more than one student at PPS. 

•	 CLOSED CAMPUS 
•	 Students are expected to remain on school property after their arrival in the morning and until 

dismissal at the end of the day. If they need to leave for any reason, they are required to check 
out with the attendance office.  This includes the student’s lunch period, unless they have a 
school-approved off-campus lunch pass.  

•	 OFF-CAMPUS LUNCH PRIVILEGES 
•	 Students who wish to leave the school during their lunch period must have an approved, 

school-issued lunch pass.  Students are eligible for a lunch pass if they:
•	 Have parent/guardian permission
•	 Meet the school requirements for lunch pass eligibility
•	 Pay the lunch-pass fee
•	 Display the lunch pass on their student identification card when leaving
•	 Leave only through the designated doors

•	 Students without lunch passes needing to leave campus for their lunch time must be signed 
out in person by their parent/guardian in the appropriate administrative office.

•	 Students leaving the building with a lunch pass will not be supervised during their lunch period. 
Students are expected to follow the student code of conduct while off-campus during the school 
day and can face disciplinary consequences for failing to meet those expectations. Students 
who are off campus without permission are subject to disciplinary consequences. The school 
may restrict certain areas of campus (for example, athletic fields) during lunch. All other Portage 
Public Schools buildings are considered off-limits at all times during the school day.

IDENTIFICATION CARDS
•	 Each student will receive one picture identification card at no charge. This acts as immediate 

identification that a student is enrolled at our school. Students are required to carry it at all times 
on campus and will present it upon request of authorized personnel. Failure to do so may result in 
disciplinary action. 

•	 Student identification cards must be carried at all extra-curricular and co-curricular school 
activities. A fee will be charged for lost or stolen I.D. cards. Replacement IDs may be obtained in 
the Media Center. 

IN LOCO PARENTIS 
•	 School staff is acting “in loco parentis,” which means they are allowed, by law, to direct a student 

as would a parent. This applies to all staff, not just teachers assigned to a student. If given a 
reasonable direction by a staff member, the student is expected to comply. Chronic disobedience 
can result in expulsion. 

PUBLICATIONS
•	 DISTRIBUTION OF OUTSIDE LITERATURE 

•	 Use of halls or student bulletin boards for posters, publications, etc. promoting non-school 
sponsored events is prohibited. Permission may be granted to post such materials on the 
designated community board. Promotional materials perceived to be in the interest of 
students by the principal may be made available for student pickup but will not be distributed. 
Announcements via PA, digital signage, or other means will not be made for outside 
organizations. Advertising may be purchased in a number of student publications. 
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•	 SCHOOL-SPONSORED PUBLICATIONS
•	 The 1988 Supreme Court ruling in Hazelwood School District vs. Kuhlmeier gives school 

administrators the right to exercise editorial control over school-sponsored student publications 
that are not public forums. A public forum is created when school officials open a publication 
for unrestricted use by students. School-sponsored student publications are designed to 
serve as a public relations vehicle to highlight the positive accomplishments of students and 
events throughout the school year. The publications include but are not limited to the school 
newspaper, yearbook, literary magazine, etc.

RECORDS
•	 The School District maintains many student records including both directory information and 

confidential information. Neither the District nor its employees shall permit the release of the 
social security number of a student, or other individual except as authorized by law. Documents 
containing social security numbers shall be restricted to those employees who have a need to 
know that information or a need to access those documents. When documents containing social 
security numbers are no longer needed, they shall be shredded. 

•	 Directory information can be provided upon request to any individual, other than a for-profit 
organization, even without the written consent of a parent/guardian. Parents/guardians may refuse 
to allow the District to disclose any or all of such “directory information” upon written notification 
to the District. For further information about the items included within the category of directory 
information and instructions on how to prohibit its release, you may wish to consult the District’s 
annual Family Education Rights and Privacy Act (FERPA) notice. 

•	 Other than directory information, access to all other student records is protected by (FERPA) and 
Michigan law. Except in limited circumstances as specifically defined in State and Federal law, the 
School District is prohibited from releasing confidential education records to any outside individual 
or organization without the prior written consent of the parents/guardians, or the adult student, 
as well as those individuals who have matriculated and entered a postsecondary educational 
institution at any age. 

•	 Confidential records include test scores, psychological reports, behavioral data, disciplinary 
records, and communications with family and outside service providers. 

•	 Students and parents/guardians have the right to review and receive copies of all educational 
records. Costs for copies of records may be charged to the parent/guardian. To review student 
records please provide a written notice identifying requested student records to the principal. You 
will be given an appointment with the appropriate person to answer any questions and review the 
requested student records. 

•	 Parents/guardians and adult students have the right to amend a student record when they believe 
that any of the information contained in the record is inaccurate, misleading or violates the 
student’s privacy. A parent/guardian or adult student must request the amendment of a student 
record in writing and if the request is denied, the parent/guardian or adult student will be informed 
of their right to a hearing on the matter. 

•	 Individuals have a right to file a complaint with the United States Department of Education if they 
believe that the District has violated FERPA. 

•	 Consistent with the Protection of Pupil Rights Amendment (PPRA), no student shall be required, 
as a part of the school program or the District’s curriculum, without prior written consent of the 
student (if an adult, or an emancipated minor) or, if an un-emancipated minor, his/her parents/
guardians, to submit to or participate in any survey, analysis, or evaluation that reveals information 
concerning: 
•	 political affiliations or beliefs of the student or his/her parents/guardians; 
•	 mental or psychological problems of the student or his/her family; 
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•	 sex behavior or attitudes; 
•	 illegal, anti-social, self-incriminating or demeaning behavior; 
•	 critical appraisals of other individuals with whom respondents have close family relationships; 
•	 legally recognized privileged and analogous relationships, such as those of lawyers, physicians, 

and ministers; 
•	 religious practices, affiliations, or beliefs of the student or his/her parents/guardians; or 
•	 income (other than that required by law to determine eligibility for participation in a program or 

for receiving financial assistance under such a program). 
•	 Consistent with the PPRA and District policy, the District shall ensure that procedures are 

established whereby parents/guardians may inspect any materials used in conjunction with any 
such survey, analysis, or evaluation. 

•	 Further, parents/guardians have the right to inspect, upon request, a survey or evaluation created 
by a third party before the survey/evaluation is administered or distributed by the school to the 
student. The parent/guardian will have access to the survey/evaluation within a reasonable period 
of time after the request is received by the building principal. 

•	 The District will provide notice directly to parents/guardians of students enrolled in the District 
of the substantive content of this policy at least annually at the beginning of the school year, and 
within a reasonable period of time after any substantive change in this policy. In addition, the 
District is directed to notify parents/guardians of students in the District, at least annually at the 
beginning of the school year, of the specific or approximate dates during the school year when the 
following activities are scheduled or expected to be scheduled: 
•	 activities involving the collection, disclosure, or use of personal information collected from 

students for the purpose of marketing or for selling that information for otherwise providing 
that information to others for that purpose); and 

•	 the administration of any survey by a third party that contains one or more of the items 
described above. 

•	 The Family Policy Compliance Office in the U.S. Department of Education administers both FERPA 
and PPRA. 

•	 Parents/guardians and/or eligible students who believe their rights have been violated may file a 
complaint with: 

Family Policy Compliance Office 
U.S. Department of Education 
400 Maryland Avenue, SW 20202-4605 
Washington, D.C. 
•	 www.ed.gov/offices/OM/fpco 

•	 Informal inquiries may be sent to the Family Policy Compliance Office via the following email 
addresses: FERPA@ED.Gov and PPRA@ED.Gov 

•	 OPTING OUT OF RELEASING STUDENT INFORMATION 
•	 Portage Public Schools occasionally provide student contact information to organizations such 

as military recruiters (which is required by law), colleges and libraries offering special programs 
to school-age children, and political action committees. 

•	 This information may include the student’s name, address, telephone number, email address, 
date of birth, parent/guardian name(s), honors, activities, and awards, grade level, and dates of 
attendance. 

•	 Also, county organizations like Education for the Arts and Education for Employment seek 
comments from students and take pictures of them to use for promotional materials. 

•	 Parents/guardians wishing to opt a student out of these things should visit the following 
website for information regarding changing their preferences in Skyward Family Access

•	 https://www.portageps.org/o/pps/page/skyward-family-access-guides

http://www.ed.gov/offices/OM/fpco
mailto:FERPA@ED.Gov
mailto:PPRA@ED.Gov
https://www.portageps.org/o/pps/page/skyward-family-access-guides
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SALES AND FUNDRAISERS FOR OUTSIDE ORGANIZATIONS 
•	 No student is permitted to sell, barter, trade, or advertise any item or service in school, including 

commercial activities and fundraisers for outside organizations. Violations will lead to disciplinary 
action. 

WORK PERMITS 
•	 Work permits are required of all persons under 18 years of age in order to work. These papers 

are secured from the Office. STUDENTS MUST HAVE A JOB BEFORE APPLYING FOR A WORK 
PERMIT. 

•	 A student must obtain an “Offer of Employment” slip from his/her employer, or from the 
appropriate office, and have the employer complete it. The completed “Offer of Employment” 
form and student birth certificate or student driver’s license should be returned to the appropriate 
office and a work permit will be issued. 

•	 The school may refuse to issue or revoke work permits for students with excessive absences and/
or poor academic performance. 
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Academics
AWARDS 
•	 In addition to the academic honors, various groups bestow awards on graduating seniors. These 

may include D.A.R. (Daughters of the American Revolution), B’nai B’rith Athletic Scholars, Rotary 
Club, Exchange Club, YMCA Women of Achievement, Southwest Michigan Athletic Conference 
Scholar Athletes, and National Merit. Some clubs, classes, and departments also recognize their 
outstanding students. Inquiries regarding the latter awards should be directed to the persons 
granting them. 

•	 To determine Excellence in Education Awards, the Detroit Free Press formulas are to be used. 
Of the two formulas, the one that gives a student the most favorable score is to be used. The 
formulas, using the unweighted GPA, are as follows: 
•	 GPA X 250 + ACT score x 27.778 = Student score OR
•	 GPA X 250 + SAT score (verbal and math) / 1.6 = Student score 

•	 As criteria for membership in the National Honor Society and for determining High School 
Academic Awards, but not Departmental Awards or Athletic Awards, the weighted transcript is to 
be used in calculations. Should a tie occur, the weighted grade will determine winners. 

COMMENCEMENT & DIPLOMAS
•	 Commencement exercises will include only those students who have successfully completed 

state and district requirements as certified by the high school principal. No student who has 
completed the requirements for graduation shall be denied a diploma as a disciplinary measure. 
However, a student will be denied participation in the commencement ceremony if he or she 
fails to complete the graduation requirements within the school’s time frame, has outstanding 
disciplinary consequences, and/or has outstanding fines/obligations. Participation in the 
commencement ceremony may also be denied as a disciplinary consequence. 

•	 The Board shall award a regular high school diploma to every student in this District who meets 
the requirements of graduation established by the District, the Michigan Department of Education 
(MDE), and as provided by State law. Please see the Program of Studies for more information. 

COUNSELING SERVICES 
•	 Each counselor is assigned to, and is responsible for, a specific group of students. These 

assignments are made alphabetically, with each counselor progressing through the high school 
years with a group of students. 

•	 The counselor will assist students in the development of their 4-year plan and in formulating 
their class schedules. A student may contact their counselor to assist with the college admission 
process. 

•	 Students with social and or emotional challenges are encouraged to contact their counselors 
who may be able to connect the student with additional resources. The scheduling of classes for 
a school year is accomplished in the best interest of all students in the building. Every attempt 
will be made to accommodate a parent/guardian request, pending the availability of classes and 
considering the composition and size of classes. 
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ENGLISH LEARNERS 
•	 Limited proficiency in the English language should not be a barrier to equal participation in the 

instructional or extra-curricular programs of the District. It is, therefore, the policy of this District 
that those students identified as having limited English proficiency will be provided additional 
support and instruction to assist them in gaining English proficiency and in accessing the 
educational and extra-curricular programs offered by the District. Parents/guardians should contact 
the counseling office to inquire about evaluation procedures and programs offered by the District. 

FIELD TRIPS 
•	 Field trips are academic activities that are held off school grounds. There are also other trips that 

are part of the school’s co-curricular and extra-curricular program. No student may participate in 
any school-sponsored trip without parent/guardian consent. Attendance rules apply to all field 
trips. 

GRADING & REPORTING
•	 The Portage Schools have long recognized that the search for excellence is not achieved by 

accident, but rather through consistent recognition of the District’s mission of teaching for learning. 
The direction of the Portage Schools is founded on the principle that all students can learn. This 
end can be achieved through active and responsible partnerships developed with students and 
parents/guardians. 

•	 The purpose of grading in the Portage Public Schools is to assess and report K-Adult student 
academic achievement with respect to mastery of predetermined, clearly defined instructional 
objectives while separately assessing and reporting behavior. The professional judgment of 
individual teachers is essential in the evaluation process. Additionally, a common marking system 
has been established to provide a consistent framework for the development of a set range of 
grades, a procedure for determining grades and a schedule for reporting progress. 

•	 SCHOLASTIC GRADE DETERMINATION
•	 The teacher will assign for any given piece of work a numerical value for the purpose of 

assessing student performance on that work. Rubrics should be used for larger pieces of work. 
Each student’s individual scores will be recorded in the teacher’s class record. The teacher’s 
academic record may include categories that are weighted for the purpose of assigning value 
and held in common with identical courses throughout the District. The scores representing the 
maximum level of achievement expected are also to be recorded. 

•	 Sufficient assignments must be given during each nine-week marking period so that a true 
picture of a student’s achievement is obtained. There should be at least one (1) mark per 
week unless exceptions are authorized by the building principal. The teacher should also 
attempt to design the number and/or relative point value of assignments in order to achieve an 
approximate balance of points among each of the marking periods. 

•	 UNWEIGHTED GRADE FOR MARKING PERIODS
•	 Each student’s marking period grade will be calculated as the sum of the percentage scores 

for each grading category multiplied by the weight for that category. 
•	 The following percentage scale applies. 

•	 100 – 91.5 = A 81.4 – 79.5 = B- 69.4 – 67.5 = D+ 91.4 – 89.5 = A- 79.4 – 77.5 = C+ 67.4 
– 61.5 = D 89.4 – 87.5 = B+ 77.4 – 71.5 = C 61.4 – 59.5 = D 87.4 – 81.5 = B 71.4 – 69.5 
= C- 59.4 – 0 = E 

•	 Grades will be rounded up only to the tenth place during this calculation. Students will only 
earn a passing grade for a marking period if they achieve at or above 59.45%, which rounds 
to 59.5%. 
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•	 FINAL SEMESTER GRADES
•	 The following method is to be used to determine a student’s semester cumulative grade: 

•	 To receive credit toward graduation, each semester a student must take the exam and 
receive a passing grade in two of three grading components (1st marking period, 2nd 
marking period, and semester exam). A student who does not take the exam or pass 
two of three components shall receive a semester grade of an E. 

•	 With the exception of Seminar and support classes, a culminating semester written 
or oral examination or project will be given to all students and the value of such an 
examination or project is to be counted as 1/5 of the final semester grade. Instructional 
staff may use District culminating activity assessments in place of final semester exams. 
In unique circumstances, a student may be exempt from taking such an examination or 
completing such a project with the advance, written permission of the building principal. 

•	 The final grades for each of the marking periods, the grade earned on the final semester 
examination, project, or District culminating activity assessment shall be averaged as 
shown below in determining a student’s final semester mark. The following grade values 
are assigned to the letter grades:  

A- = 4.00 B- = 2.70 D+ = 1.30

B+ = 3.70 C+ = 2.30 D = 1.00

B = 3.30 C = 2.00 D- = 0.60

B- = 3.00 C- = 1.70 E = 0.00

•	 The final semester grade is based on a composite of the two marking periods’ grades and 
the final examination/culminating assessment/project. Each marking period is worth 40%, 
and the semester exam/project or District culminating activity assessment is worth 20%. 
To achieve this computation, double the grade point value for each of the 2 marking period 
grades, add those values together and then add in the grade point value for the semester 
final exam, project, or District Culminating Activity assessment without doubling. Take this 
final value and divide by 5.

•	 See the table below for an example: 
Component Grade Point Value x Factor = Final Point Value Final Grade Point

1st Marking Period C+ 2.3 x 2 = 4.6

2nd Marking Period A 4.0 x 2 = 8.0

Semester Exam -OR- 
Culminating Activity

A- 3.7 x 1 = 3.7

166.3 _____/5 = 3.26
The sum of the Final Grade Point Value is 16.3. This value is divided by 5 = 3.26, the final grade 
value.  Use the following chart to convert 3.26 to the Final Semester Grade of B+. 

•	 UNWEIGHTED GRADE VALUE RANGE FOR FINAL SEMESTER GRADES
Grade Value 
Range Semes-
ter Grade  
Computation

Final Semester 
Grade

Grade Value 
Range Semes-
ter Grade  
Computation

Final Semester 
Grade

Grade Value 
Range Semes-
ter Grade  
Computation

Final Semester 
Grade

3.71-4.00 A 2.50-2.84 B- 1.15-1.49 D+

3.50-3.70 A- 2.15-2.49 C+ 0.85-1.14 D

3.15-3.49 B+ 1.85-2.14 C 0.60-0.84 D-

2.85-3.14 B 1.50-1.84 C- 0.00-0.59 E
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•	 WEIGHTED GRADE VALUES
•	 For various purposes, including student Grade Point Averages, class rank, various 

awards, and as criteria for National Honor Society membership, the district shall calculate 
weighted grades for high school courses designated by the District based on the content 
and rigor of the course. Weighted grade courses are identified in the High School 
Program of Studies. Weighted grade values, in addition to students’ actual grade values, 
shall appear on their official high school transcripts. 

•	 The weighted grade values are determined from the letter grade. The weighted grade 
values are as follows:

Final Semester 
Grade

Grade Value: 
Weighted GPA

Final Semester 
Grade

Grade Value: 
Weighted GPA

Final Semester 
Grade

Grade Value: 
Weighted GPA

A 5.0 B- 3.7 D+ 2.3

A- 4.7 C+ 3.3 D 2.0

B+ 4.3 C 3.0 D- 1.6

B 4.0 C- 2.7 E Always 0

•	 Criteria for determining weighted grade courses in the high school: 
•	 A weighted course must be an extension* of the curriculum, not just an 

acceleration** of the curriculum, and/or 
•	 Must be capable of receiving college credit, and/or 
•	 Must be a post-secondary enrollment course, as defined by the State of Michigan, 

taken at a junior college, college, university, or articulated program of study for a 
post-secondary program (EFE/EFA) that may not be offered at the high school site, 
and/or 

•	 Must not be an independent study course. 
•	 * Extension = a course in which the content exceeds the content determined as “proficient” 

for the general student body. (e.g., honors, Advanced Placement, or International Baccalaureate 
course) 

•	 ** Acceleration = an upper-grade course taken by a student in a lower grade or a course taken 
in a smaller time period, e.g., a 10th grader taking an 11th-grade course, or a year-long course 
completed in a semester. 

•	 SCHOLASTIC HONOR ROLL
•	 Using the weighted transcript, students with a 3.0 or better grade point average will be 

awarded academic  honors.  An annual  awards program is held to honor students’ school 
achievements.  

•	 CREDIT FOR SUCCESSFUL COMPLETION OF FINAL EXAM
•	 Students who failed a course, but scored 77.5% (C+) or higher on the comprehensive 

cumulative assessment (generally the final exam) will be issued a credit (CR) for the course. 
This CR counts towards the graduation requirements but is not counted on the student’s GPA. 
When this situation occurs, the transcript will reflect two entries, one for the course grade and 
a separate “Test-Out CR” for the course. 

•	 OPTIONAL METHOD FOR SEMESTER GRADE COMPUTATION
•	 When a single marking period has significantly less opportunity for assessment (for instance, 

an IB or AP course that has testing early in May) a teacher may elect the following method 
to compute semester final grade. Intention to use this method should be noted in the class 
syllabus. This computation method considers the two separate marking periods as a single 
marking period worth 80% of the final grade. (a combination of the two marking periods’ 
weights.) The teacher shall override the final grade using this computation method. 

•	 SPECIAL CONSIDERATIONS
•	 In special consideration of students of low academic ability who are putting forth full effort but 



21

still failing, an “effort” grade of D- may be granted. The adjustment to a D should not exceed 
20% of the points for the marking period. The final semester grade given is to be no higher 
than a D-. 

•	 GRADING OF OFF-CAMPUS COURSES
•	 Students attending off-campus courses, e.g., Kalamazoo Area Math/Science Center, Western 

Michigan University ATYP Programs, vocational and arts consortium (E.F.E. and E.F.A.) courses, 
or college or university level courses are subject to the grading practices of those institutions 
including pass/fail practices. A grade achieved in an off-campus course is reported to the 
appropriate Portage high school and becomes a factor in a student’s cumulative grade point 
average (GPA) only when taken during the high school years and during the student’s seven-
period school day.

•	 PASS/FAIL GRADING
•	 In addition to High School Seminar Class, students, with written guardian approval, may decide 

that grading in one specified class per semester be on a pass/fail basis. Students choosing this 
option must apply not later than the third Friday of the chosen semester. The determination 
of either a “pass” or a “fail” is subject to the computation methods as detailed in this 
administrative guideline. Students enrolled in a Seminar Class can only receive a “pass” or a 
“fail” (no incompletes). Students seeking more information regarding pass/fail grading should 
refer questions to their building principal or their counselor. 

•	 CITIZENSHIP & ABSENCES
•	 In addition to the scholarship grade, teachers are expected to mark both citizenship and class 

absences on report cards. Citizenship is determined and is recorded through the use of the 
following rating scale: 
•	 Outstanding (O); Satisfactory (S); Needs Improvement (N), and Unsatisfactory (U). 

•	 Classroom absences recorded on a student’s report card are the total times absent during 
a marking period regardless of the reason. The absences marked on a report card reflect a 
student’s excused absences, unexcused absences, administrative absences, and non-totally 
absences. 

•	 ASSIGNMENTS
•	 CLASS ASSIGNMENTS 

•	 Homework assignments are to be considered as preparation for daily work. The teacher’s 
professional judgment is to be exercised concerning the awarding of points or the number 
of points to be assigned for such work. 

•	 All written work included in the percentage grade is to be returned to students in a timely 
fashion so that there is awareness as to their standing. It is expected that the total score 
possible for the maximum level of achievement expected for each assignment is also 
given, thus providing a means by which students can judge their performance. 

•	 ENRICHMENT ASSIGNMENTS
•	 Any enrichment assignments offered to students by a teacher must be a planned element 

in the design of the course. The purpose of enrichment assignments is to reinforce or 
enrich key concepts being taught in the course. These enrichment assignments are to be 
made available to all students in the class and are to be uniformly graded. If a student’s 
points earned through enrichment assignments result in an accumulated percentage over 
100%, the student’s grade will be reported as an “A” on his or her report card. 

•	 MAKE-UP WORK
•	 It is the responsibility of students to make arrangements upon the first day back to class 

after an absence regarding assignments missed during a period of absence. A student’s 
make-up work may not be due any earlier than the day after a student returns to class 
unless the student’s first day of absence occurs on a date on which a graded assessment 
(e.g. test, quiz, project, presentation, report, oral exam, etc.) had been previously 
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scheduled or unless the absence was a pre-arranged absence, including pre-arranged 
excused (E), administrative (D), or non-totaling (N) absences. In these cases, unless other 
arrangements are made by the student’s teacher, all assignments missed during pre-
arranged absences are due on the first day of return to school. 

•	 In addition, certain long-term graded assessments may have non-negotiable due dates. The 
inclusion of any non-negotiable due dates will be noted in the class syllabus and students 
will be given sufficient advance notice of the specific due dates. 

•	 Arrangements to make up work should be granted with consideration of the reasons for 
and the length of the period of absence. Parents or guardians share the responsibility to 
ensure that students complete the make-up assignments in a timely fashion. 

•	 Students with absences should communicate directly with their teachers via phone or 
email to obtain missing assignments. 

•	 A student on suspension is required to make up all missed assignments or their equivalent 
as determined by each of the student’s teachers. The building principal may require a 
suspended student to complete the work while serving a suspension. If this is not the 
case, it is the student’s responsibility to make arrangements with each of his or her 
teachers to make up work on the first day back to class. Failure to do so, or failure to 
complete the assignments within the time frame designated by the student’s teacher(s), 
will result in loss of credit for the work. When the disciplinary action is related to truancy, 
the opportunity for make-up credit may be denied. 

•	 USE OF ‘INCOMPLETE’
•	 If a student for extenuating and excusable circumstances fails to complete assignments 

required for a grading period, a teacher should mark the student’s report card with an “I” 
(Incomplete). It is the student’s responsibility to make arrangements with their teacher 
to complete the missing work within a reasonable amount of time, as determined by the 
teacher, not to exceed six weeks. Work that has not been made up within the determined 
time frame following the issuance of the report card during the school year or extending 
into the summer vacation break if necessary will automatically be recorded as “0” (Zero). A 
zero is always an “E” letter grade. 

•	 Teachers are responsible for changing the temporary grade of “I” to the appropriate official 
final grade for the marking period or semester. The use of the Incomplete does not apply to 
the High School Seminar Class or to any pass/fail class. 

•	 TO REPORT ACADEMIC STANDARDS & STUDENT ACHIEVEMENT
•	 Within the first week of each semester, all teachers in the Portage Schools will provide to 

their students, in writing, course expectations and grading procedures. Such expectations and 
procedures will be made available to parents/guardians upon request. 

•	 The status of students’ academic progress and citizenship will be communicated to students 
and to parents/guardians in the following ways: 
•	 Mid-marking period the school will notify in writing the parents or guardians of any student 

who is earning below a (C-) in any class. 
•	 Report cards will be issued at the end of each marking period. 
•	 Conferences will be held twice each year. Additional conferences may be held individually 

as warranted, at either the teacher’s or the parents’/guardian’s request, anytime throughout 
the year. 

•	 The Skyward Portal is available to parents/guardians after the first three weeks of each 
school year. 

•	 PROGRESS REPORTS 
•	 The parent/guardian of a secondary student performing below 69.5 (C-) at the mid-point of a 

marking period or when a teacher has an academic concern will receive notification that may 
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include a plan of intervention. The parent/guardian of the secondary student performing below 
59.5 (E) will receive notification that may include a plan of intervention. 

•	 TRANSCRIPTS  
•	 Students are entitled to only two official transcripts without charge. For other transcripts, a 

charge will be made. 
•	 Transcripts will feature a side-by-side calculation of a student’s GPA and class ranking. This 

means that a student’s GPA and class ranking will be represented in two ways: unweighted 
and weighted. 

•	 The unweighted calculation will represent a student’s GPA and class ranking without additional 
grade value for designated honors, AP, or other high-ability courses. The weighted calculation 
will represent a student’s GPA and class ranking with additional grade value for designated 
honors, AP, or other high-ability courses the student has taken. 

•	 Colleges and universities are then free to select either the weighted or unweighted 
computation in considering a student’s applications. 

•	 High school courses taken in middle school do not impact the GPA - both weighted and 
unweighted. They do appear on the transcript and if they are honors, an indicator is included. 
Credit is granted towards required courses. However, such credit may not be used to satisfy 
the 26 credits required for graduation. Grades from these courses will be recorded on the 
transcript consistent with this handbook. 

HOMEBOUND SERVICES 
•	 The District shall arrange for individual service to students of legal school age who are not able to 

attend classes because of a physical or emotional disability. 
•	 Parents/guardians should contact the school administration regarding procedures for this service. 

Applications must be approved by the office of the Assistant Superintendent of Instruction and 
Assessment. The District is able to provide homebound service only for those confined to the 
home for the duration of at least five (5) consecutive days. 

•	 Applications for individual service shall be made by a parent or guardian. A physician or certified 
physician’s assistant directly responsible for the care of the student must: certify the nature and 
existence of a medical condition; state the probable duration of the confinement; request such 
service; present evidence of the student’s ability to participate in an educational program. 

•	 Pupils who are able to attend school part-time are expected to do so and do not qualify for 
homebound and hospitalized services. While receiving homebound services it is understood that 
the child is also unable to participate in athletics, dances, part-time employment, or any other 
school activities. If the child is able to participate in such activities, it is reasonable to expect him/
her to attend school. 

NATIONAL HONOR SOCIETY 
•	 National Honor Society is an organization founded in 1921 by the National Association of 

Secondary School Principals (NASSP) that promotes appropriate recognition for students who 
reflect outstanding accomplishments in the areas of Scholarship, Leadership, Character, and 
Service. It was and remains the purpose of the National Honor Society to encourage students to 
go beyond personal academic goals and to become involved with the concerns of their school and 
their community. 

•	 See your building National Honor Society Advisor for information on applying for induction into 
your local chapter. Candidates who are invited to join the National Honor Society should be aware 
that membership is not merely an honor; it is a responsibility as the National Honor Society is an 
active service organization.
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REVIEW OF CURRICULUM
•	 Parents/guardians have the right to review any instructional materials being used in the school. 

They also may observe instruction in any class, particularly those dealing with instruction in health 
and sex education. Any parent/guardian who wishes to review materials or observe instruction 
must contact the principal prior to coming to the School. Parents/guardians’ rights to review 
teaching materials and instructional activities are subject to reasonable restrictions and limits.

SCHEDULING
•	 Schedules are provided to each student at the beginning of the school year or upon enrollment. 

Schedules are based on the student’s needs and available class space. Any changes in a student’s 
schedule should be handled through the counseling office. Students may be denied course 
enrollment due to a lack of available space or the need to pass prerequisites. Students are 
expected to follow their schedules. Any variation should be approved with a pass or schedule 
change. 

•	 Foreign students and foreign-exchange students (from recognized and approved student 
programs) are eligible for admission on the same basis as other non-resident students. 

•	 TESTING OUT 
•	 Michigan law allows high school students to “test out” of any high school class by 

demonstrating mastery of course content through a district-designed assessment. A passing 
score of 77.5% (C+) is required. The result will be recorded as Credit (CR) or No Credit (NC) 
on the student’s transcript, and the credit earned will count toward the 26 credits required for 
graduation. These credits do not affect the GPA.  Students should reach out to their school 
counselor for specific directions on how to register for a test-out and for more details that 
students and families should consider prior to registration. 

•	 WITHDRAWING FROM A CLASS 
•	 Dropping a class during a semester normally results in an EW (early withdrawal) grade being 

recorded for that course and the student being assigned to a seminar. A student will receive 
an E, which would be calculated into the GPA. If a student withdraws from a class as a result 
of a teacher recommendation, an NC (no credit) grade may be assigned at the discretion of the 
counselor and/or administrator. Course changes after the start of the semester are restricted. 
See your counselor for details. 

•	 A student who is removed from a class by administrative action, or who chooses not to 
complete a class will be assigned an EW for the semester. The student cannot enter another 
class for credit in place of the one in which the EW was earned. A student who is moved from 
one level of a class to another (i.e. from Honors English 9 to English 9; Spanish II to Spanish I) 
is dropped from the first class without penalty. The grades earned and attendance in the first 
class are transferred to the new teacher for consideration and possible use. 

•	 A student who withdraws late from an online or dual enrolled course may be responsible for 
the costs associated with the course. 

TEACHER INTERNS 
•	 The Portage Public Schools welcomes and regularly places teacher interns from area colleges and 

universities. Teacher interns have the same responsibility and authority as faculty members. 

TEXTBOOKS 
•	 Lost books, workbooks, materials, and equipment should be reported to the assistant principal’s 

office. Replacement materials will be issued upon payment for the lost items.
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Activities
PARTICIPATION IN EXTRA/CO-CURRICULAR ACTIVITIES
High School Areas Included: Interscholastic athletics, student government, drama/musical 
productions, debate/forensics, all formally recognized clubs, and music performances or activities not 
required for credit. 
•	 CONFLICTS IN EXTRA-CURRICULAR ACTIVITIES

•	 An individual student who attempts to participate in too many extra-curricular activities will, 
undoubtedly, be in a position of conflict of obligations. The Portage Public Schools offers the 
opportunity for a broad range of experiences in the area of extra/co-curricular activities. And to 
this end, will attempt to schedule events in a manner so as to minimize conflicts. 

•	 Students have a responsibility to do everything they can to avoid continuous conflicts. This 
would include being cautious about belonging to too many activities where conflicts are bound 
to happen. It also means notifying the faculty sponsors involved immediately when a conflict 
does arise. Activities that are required as part of the curriculum take precedence without 
athletic consequences. 

•	 ACADEMIC ELIGIBILITY
•	 The intent of the Academic Eligibility Administrative Guidelines is to give students as much 

support as possible to enable them to improve their academic standing while continuing 
participation in extra/co-curricular activities. 

•	 ATTENDANCE 
•	 A student is required to have a full day of attendance on the day of extra/co-curricular 

competitions, performances, events, practices/rehearsals, and other activities unless an 
absence is unavoidable (e.g. emergency) or pre-arranged (e.g. medical appointment). 

•	 RATIONALE 
•	 It is believed that student participation in extra/co-curricular activities plays an important 

role in the development of self-concept, social skills, and citizenship. Participation in extra/
co-curricular activities (i.e., athletics, debate/forensics, drama, musical programs, etc.) 
is a privilege that allows students additional opportunities to grow physically, socially 
and emotionally toward adulthood. The intent of the academic eligibility administrative 
guidelines is to encourage academic success as well as these aspects of social growth. 
•	 In order to participate in extracurricular activities and clubs. Students must abide by the 

same standards detailed in the athletic code of conduct. Attendance to such activities 
which occur over the weekend, are subject to attendance standards. In order to attend 
and participate in major school activities, weekend events or competitions for clubs, 
students must attend on the previous day of school or three of the last five days of 
school. These activities include but are not limited to: Forensics competitions, Michigan 
Youth In Government, Homecoming, Prom and field trips.

•	 Portage Public School athletes must meet Michigan High School Athletic Association 
(MHSAA) regulations governing high school academic eligibility by virtue of our school 
district’s membership in that organization. The MHSAA establishes the minimum criteria for 
eligibility and Portage Public Schools has established criteria that exceed those standards. 
Below is a summary of each of the eligibility standards that an athlete must meet. Co-
Curricular participants are held only to the standards of the Portage Public Schools. 

•	 MHSAA Standards: 
•	 Previous Semester Record: No student who does not have to his or her credit on 

the books of the school represented, at least 66 percent of full credit load potential 
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for a full-time student during a semester or trimester which he or she shall have been 
enrolled in grades nine through twelve, inclusive, shall compete in any athletic contest 
during any semester. Students who have not received 66 percent of full credit load 
potential for a full-time student in the previous academic term are ineligible from the 
day grades are reported at the term’s end through the 60th scheduled school day, 
unless the deficiencies are made up. 

•	 Deficiencies, including incompletes, conditions, and failures from a previous semester 
may be made up during the subsequent semester, summer session, night school, on-
line courses, by correspondence, or by tutoring. Eligibility may be reinstated during the 
next semester when the school accepts the credit. 

•	 Current Semester Record: Academic eligibility checks of not more than ten weeks are 
required. If a student is not passing 66 percent of full credit load potential for a full-time 
student, that student is ineligible for competition until the next check but not less than 
for the next Monday through Sunday. If the next eligibility check reveals the student is 
still not passing at least 66 percent full credit load potential for a full-time student, that 
student is ineligible for competition until for not less than for the next Monday through 
Sunday, and so on until the student is passing at least 66 percent full credit load 
potential for a full-time student, from the start of the semester through the most recent 
eligibility check. (Portage Public Schools has adopted additional eligibility requirements 
which are outlined below). 

•	 In schools whose classes are approximately equal in length, “receiving credit” of 
“passing” 66 percent of a full credit load potential for a full-time student is defined here 
and throughout these regulations as meeting requirements of courses for which credit 
toward graduation would be granted by the school. The credit load potential will be the 
same for all students enrolled in the school represented. The minimum would be met 
for example by the following: 
•	 Passing 3 of 4 classes 
•	 Passing 4 of 5 classes 
•	 Passing 4 of 6 classes 
•	 Passing 5 of 7 classes 
•	 Passing 6 of 8 classes 

•	 Portage Public Schools Standards: 
•	 These standards do not replace MHSAA standards but work in conjunction with them. 

•	 Eligibility Probation: During a marking period:  A student is placed on eligibility 
probation for a minimum of two (2) weeks if he or she is: 
•	 Failing 1 class at the weekly check 
•	 Earning less than a 1.5 GPA at the conclusion of a marking period The probation may 

be extended for a longer period, if necessary, in order for a student to improve the 
grade to a passing grade or improve the GPA to a 1.5 or better. If a student fails to 
improve his/her grade to passing status within a two (2) week probation period, he 
or she becomes ineligible for a minimum of one week (7 calendar days) and on a 
weekly basis thereafter, until the failing grade is sufficiently improved. 

•	 Eligibility Exclusion: During the marking period: A student who is failing two (2) or 
more classes at any eligibility check becomes ineligible to participate for a minimum of 
one week (7 days) beginning the Monday following notification. Eligibility is reinstated 
at such time that the grades in all of the failing classes are improved to passing status. 

•	 NOTE: Weighted grades are not intended to be used to determine borderline academic 
eligibility. A student earning an E in a weighted course is not considered to have earned 
a passing grade. 

•	 At the end of each semester: A student who fails to maintain a minimum 1.5 semester 
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GPA or has failed two or more classes becomes ineligible to participate in the extra/co-
curricular activities for the first 10% of the current or upcoming season. After that time, 
the student will be reinstated upon passing all classes. 

•	 Monitoring Eligibility: Weekly eligibility checks for poor and/or failing grades are 
monitored by Athletic Directors, coaches, and extra/co-curricular activity sponsors. 

•	 STUDENT DISCIPLINE
•	 When a student is unable to conduct him/herself in an appropriate manner, disciplinary action 

in the form of an in-school or out-of-school suspension may be taken. A student on suspension 
will not be able to participate in extra/co-curricular activities of any kind during the dates of the 
suspension. There is a loss of all social privileges. 

•	 DISCIPLINARY APPEAL PROCESS 
•	 Students, parent(s)/guardian(s) have the right to appeal disciplinary decisions. Students, 

parents/guardians should notify the coach, extra-curricular advisor, Athletic Director or 
assistant principal of intent to appeal. In the event of a suspension, a student may be 
required to serve the suspension while an appeal is in process. The order of appeal is as 
follows: 
•	 1. Within one working day of notification of discipline, the parent/guardian must notify 

the principal or designee of his/her intent to appeal the decision. The principal or 
designee has three (3) working days from receipt of the written appeal in which to 
respond to the appeal. 

•	 2. If the parent/guardian wishes to appeal the principal’s decision, (s)he has five (5) 
working days with which to notify the Assistant Superintendent of Instruction and 
Assessment. He/she has five (5) working days in which to respond to the appeal. 

•	 3. The Assistant Superintendent of Instruction and Assessment is the final step in the 
appeal process. 

•	 THE USE OF MOOD-ALTERING CHEMICALS 
•	 The Portage Public Schools recognize that the use of mood-altering substances is a significant 

health problem for many adolescents, resulting in negative effects on behavior, on learning, 
and on the total development of each individual. The use of mood-altering substances also 
affects extra/co-curricular participation and the development of related skills. Therefore, the 
Portage Schools have developed specific rules and administrative guidelines relating to this 
area. 

•	 RULE 
•	 With regard to any controlled substance, regardless of the quantity, a student shall not: 

consume; have in his or her possession; be in the presence of underage consumption or 
possession; transfer (buy, sell, give away, or receive) or be an accomplice to a transfer or 
consumption of any controlled substance. 

•	 This includes possession/use of tobacco or nicotine in any form (including look-alikes and 
vaporizers), or possession of any related paraphernalia (pipes, vaporizers, lighters, matches, 
rolling papers, etc.). 

•	 The school’s expectation for any student who encounters controlled substances at a 
student gathering is to leave the gathering as soon as possible. 

•	 This expectation applies to the entire calendar year and includes incidents reported under 
PA-102 or otherwise brought to the school’s attention. It is not a violation for a student 
to be in possession of a controlled substance specifically prescribed for the student’s 
personal medical use by his/her doctor. It is, however, the responsibility of the student to 
notify his or her coach that (s)he is taking such a medication. 

•	 STEROIDS 
•	 The Portage Public Schools adheres to the Michigan Compiled Laws regarding steroid 

usage, possession, and delivery and will report any violators of the law to appropriate law 
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enforcement agencies. This report will be made in addition to any consequences imposed 
by school officials. A Public Health Code summary follows: 
•	 USE: A person who knowingly uses an androgenic anabolic steroid in violation of 

section 17766a of the Public Health Code, Act No. 368 of the Public Acts of 1978, being 
section 17766a of the Michigan Compiled Laws is guilty of a misdemeanor, punishable 
by imprisonment for not more than 90 days, or a fine of not more than $100.00, or both. 

•	 POSSESSION: A person who knowingly possesses an androgenic anabolic steroid 
in violation of section 17766a of Act No. 368 of the Public Acts of 1978 is guilty of a 
misdemeanor punishable by imprisonment for not more than 90 days, or a fine of not 
more than $100.00, or both. A second or subsequent violation is a felony, punishable by 
imprisonment for not more than 4 years, or a fine of not more than $2,000.00, or both. 

•	 DELIVERY: A person who knowingly delivers or knowingly possesses with intent to 
deliver an androgenic anabolic steroid or counterfeit androgenic anabolic steroid to 
another person in violation of section 17766a of Act No. 368 of the Public Acts of 1978 
is guilty of a felony, punishable by imprisonment for not more than 7 years, or a fine of 
not more than $5,000.00, or both. 

•	 CONSEQUENCES FOR INFRACTIONS OF THE RULE (controlled substances, look-alikes, 
related & paraphernalia, steroids)
•	 First Violation 

•	 The student shall lose eligibility for participation in 20% of that area’s originally 
scheduled contests/performances or 20% of the season, whichever is greater. 
The exclusion shall be consecutive, starting with the first scheduled event. The 
student must also meet with an administrator or designee of his/her school and 
follow the recommendations that are developed. No exception is permitted for a 
student who becomes a participant in a treatment program. As is the case for some 
extracurricular activities, if the said season is less than 5 public and/or interscholastic 
events, then the student will lose eligibility for one complete event. If the student 
participates in more than one eligible activity concurrently, the percent loss of 
eligibility shall be split evenly between all activities. 

•	 Second Violation 
•	 The student shall lose eligibility for participation in 50% of that area’s originally 

scheduled contests/performances or 50% of the season, whichever is greater. The 
exclusion shall be consecutive, starting with the first scheduled event. The student 
must also meet with an administrator or designee of his/her school and follow the 
recommendations that are developed. No exception is permitted for a student who 
becomes a participant in a treatment program. If the student participates in more 
than one eligible activity concurrently, the percent loss of eligibility shall be split 
evenly between all activities. 

•	 Third & Subsequent Violations 
•	 The student shall lose eligibility for participation in all athletic/extra-curricular areas 

for one calendar year. If after the third or subsequent violations, the student, of his/
her own volition, becomes a participant in a chemical dependency or treatment 
program, the student may be certified for reinstatement in athletic/extra-curricular 
activities after an ineligibility period matching the penalty designated for a second 
violation. 

•	 Penalties shall be cumulative, beginning with and throughout the student’s participation 
in an extra/ 
co-curricular area for four years. Should there be multiple violations, a greater penalty 
will apply. Penalties that cannot be fully served during a participated-in season will carry 
over to future participation in eligible activities which the student has served during 
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the previous year. (Under extenuating circumstances, the discretion of the building 
administrator may be used in determining an area in which a student may finish serving 
his/her penalties.) 

NON-SCHOOL SPONSORED CLUBS & ACTIVITIES
•	 Non-school-sponsored student groups organized for religious, political, or philosophical reasons 

may meet during non-instructional hours. The applicant for permission can be obtained from the 
principal. The applicant must verify that the activity is being initiated by students, that attendance 
is voluntary, that a school staff person present is only in a supervisory capacity and is not actively 
involved in the event, that the event will not interfere with school activities and that non-school 
persons do not play a regular role in the event. All school rules will still apply regarding behavior 
and equal opportunity to participate. 

•	 Under the General School Laws of the State of Michigan, #380.1316, the existence of/or 
membership in a public school sorority, fraternity, or secret society is prohibited. 

For more information regarding Athletics at PPS, please see the Athletics chapter of this 
handbook. 
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Health & Safety
ACCIDENTS AND ILLNESS AT SCHOOL 
•	 All injuries must be reported to a teacher or the office. If minor, the student will be treated and 

may return to class. If medical attention is required, the office will follow the School’s emergency 
procedures. 

•	 A student who becomes ill during the school day should request permission to go to the office. 
An appropriate adult in the office will determine whether or not the student should remain in 
school or go home. 

•	 ACCIDENT INSURANCE
•	 The school does not provide insurance to cover expenses of accidents that occur on school 

property. This is the responsibility of the family. Parents may choose to purchase insurance 
specifically for this purpose. This information is distributed during the first week of school. 
If, under emergency circumstances, school personnel feel that emergency care should be 
provided, we will use our best judgment in terms of the information available to us at that 
time. It should be understood that the school system will not accept responsibility for any 
costs so incurred. 

•	 MEDICATIONS (AG 5330) 
•	 When medications, prescription or over-the-counter, must be taken at school (following 

determination by physician/parent/guardian that medication schedule cannot be adjusted), 
parents/guardians must ensure that the appropriate Medication Request and Authorization 
form(s) have been completed to be kept on file with the building administrator. Building 
procedures and protocols must be followed. 
•	 Failure to follow procedures and protocols may result in confiscation of medication. 
•	 Authorization for the Possession and Use of Asthma Inhalers, and/or Epi-pen shall be 

completed by the parent/guardian. This form must be received by the building principal 
for distribution to all staff to whom said student is assigned, including transportation (if 
applicable), allowing the student to use the device in an emergency situation at school or 
school-sponsored events, following prescribed (physician) dosage. 

•	 Only medication in its original container; labeled with the date of prescription; the student’s 
name; and the exact dosage will be administered. 

•	 Medications that are unused and/or unclaimed by the parent/guardian shall be destroyed 
by administrative personnel when they are no longer being used or at the end of the 
school year. The administrator will note the method of disposal and date in the Medication 
Administration Log in Skyward. 

ALLERGIES 
•	 Portage Public Schools will work with the family, student, medical team and educational team to 

create a safe, learning environment for all students. Students with severe allergies should work 
with their assistant principal to develop an action plan. 

COMMUNICABLE DISEASES AND PESTS 
•	 (CASUAL-CONTACT) 

•	 Because a school has a high concentration of people, it is necessary to take specific 
measures when the health or safety of the group is at risk. The school’s professional staff 
has the authority to remove or isolate a student who has been ill or has been exposed to a 
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communicable disease or highly-transient pest, such as lice. 
•	 Specific diseases include; diphtheria, scarlet fever, strep infections, whooping cough, mumps, 

measles, rubella, and other conditions indicated by the Local and State Health Departments. 
•	 Any removal will only be for the contagious period as specified in the school’s administrative 

guidelines. 
•	 (NON-CASUAL-CONTACT) 

•	 In the case of non-casual-contact, communicable-diseases, the school still has the obligation 
to protect the safety of the staff and students. In these cases, the person in question will 
have his/her status reviewed by a panel of resource people, including the County Health 
Department, to ensure that the rights of the person affected and those in contact with that 
person are respected. The school will seek to keep students and staff persons in school unless 
there is definitive evidence to warrant exclusion. 

•	 As required by Federal law, parents/guardians will be requested to have their child’s blood 
checked for HIV, HBV, and other blood-borne pathogens when the child has bled at school and 
students or staff members have been exposed to the blood. Any testing is subject to laws 
protecting confidentiality. 

•	 Non-casual-contact communicable diseases include sexually transmitted diseases, AIDS 
(Acquired Immune Deficiency Syndrome), ARC-AIDS Related Complex (condition), HIV 
(Human-immunodeficiency), HAV, HBV, HCV (Hepatitis A, B, C); and other diseases that may 
be specified by the State Board of Health. 

DRILLS (FIRE, TORNADO, LOCK-UP/LOCK-DOWN) 
•	 The school complies with all fire safety laws and will conduct fire drills in accordance with State 

law. Specific instructions on how to proceed will be provided to students by their teachers who 
will be responsible for the safe, prompt, and orderly evacuation of the building. The alarm signal 
for fire drills consists of three buzzes repeated. 

•	 Tornado drills will be conducted during the tornado season using the procedures provided by the 
State. The alarm signal for tornadoes is different from the alarm signal for fires and lockdown drills 
and consists of a constant sound.

•	 Lockdown drills in which the students are restricted to the interior of the school building and 
the building secured will occur a minimum of two (2) times each school year. The alarm system 
for a school lockdown is different from the alarm system for fires and tornadoes and consists of 
notification by PA. 

EMERGENCY CLOSINGS AND DELAYS 
•	 If the school must be closed or the opening is delayed because of inclement weather or other 

conditions, the School will notify local radio and television stations, post the information on the 
district website, and implement the automated calling system. Parents/guardians and students 
are responsible for knowing about emergency closings and delays. 

IMMUNIZATIONS 
•	 Students must be current with all immunizations required by law or have an authorized waiver 

from State immunization requirements. If a student does not have the necessary shots or 
waivers, the principal may remove the student or require compliance with a set deadline. 
This is for the safety of all students and in accordance with State law. Any questions about 
immunizations or waivers should be directed to the counseling office. 
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POLICE SCHOOL RESOURCE OFFICER
•	 In cooperation with the City of Portage Police Department, a police school resource officer 

maintains an office in each high school. The officer is available to answer students’ questions and 
assists with the supervision of each campus throughout the school day and at extra-curricular 
activities. The officer is an integral part of the school staff and is routinely involved with the safety 
and well-being of all students and staff. 

REGISTERED SEX OFFENDERS 
•	 Parents/guardians/and others who are listed on the Sexual Offenders Registry may only drop off 

and pick up their own children or, as otherwise specified in court documents without violation of 
the Attorney General’s ruling. Specific individual cases may further limit access to school property. 

•	 Those individuals who have been identified on the registry will not be allowed to attend any 
events on any school property, unless specific arrangements are made with the building 
administration, such as, in the case of conferences. Please be aware that any individual identified 
on the Sexual Offenders Registry will not be allowed to attend classroom parties, musical events, 
field trips, open houses, or any activity in which students are present and as defined in the written 
decision. 

•	 In accordance with our student safety precautions and this law, any and all parents, guardians, 
and daycare providers who pick up students, must sign in at the office and students will be called 
down from their classrooms for dismissal. 

STANDARD REUNIFICATION
•	 We never know when emergencies for the individual student may arise so it is very important 

that we keep home phone and emergency phone numbers updated. This information should be 
updated via the Skyward Family Access portal when any changes are made. It is also important 
that your student knows where they are to go in case of an emergency school dismissal.

•	 Circumstances may occur at the school that require families to pick up their students in a 
formalized, controlled release. This process is called a Reunification and may be necessary due 
to weather, a power outage, hazmat or if a crisis occurs at the school. The Standard Reunification 
Method is a protocol that makes this process more predictable and less chaotic for all involved. 
Because a reunification is not a typical end of school day event, a reunification may occur at a 
different location than the school a student attends. If this location is another school, then those 
students may be subject to a controlled release as well.

•	 NOTIFICATION: Families may be notified in a number of ways. The school or district may use its 
email, phone or text message system. 

•	 FAMILY EXPECTATIONS: If family is notified that a reunification is needed, there are expectations 
that families should be aware of.
•	 Bring identification. That will streamline things during reunification.
•	 Be patient. Reunification is a process that protects both the safety of the student and provides 

for an accountable change of custody from the school to a recognized custodial family member 

TOXIC AND ASBESTOS HAZARDS 
•	 The School is concerned for the safety of students and attempts to comply with all Federal and 

State Laws and Regulations to protect students from hazards that may result from industrial 
accidents beyond the control of school officials or from the presence of asbestos materials 
used in previous construction. A copy of the School District’s Preparedness for Toxic Hazard and 
Asbestos Hazard Policy and asbestos management plan will be made available for inspection at 
the Board offices upon request. 
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VISITORS 
•	 In order to properly monitor the safety of students and staff, each visitor must report to the office 

upon entering the school to obtain a pass. Any visitor found in the building without a pass shall be 
reported to the principal. If a person wishes to confer with a member of the staff, s/he should call 
for an appointment prior to coming to the School, in order to schedule a mutually convenient time. 

•	 Students may not bring visitors to school without prior written permission from the Principal. 
Generally, visits to classes and lunch periods are not permitted due to potential disruption to the 
school environment. 
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Student Conduct
BEHAVIOR EXPECTATIONS
•	 CORRIDOR

•	 Students are expected to arrive in class on time. Students have five (5) minutes passing time 
between classes. Students in the halls without a pass, other than at passing time, may be 
assigned detention or suspension. 

•	 Students are not to leave instructional areas until the teacher dismisses the class. Students 
waiting for shuttle transportation should wait near approved exits. Running, shoving, or other 
misconduct is not acceptable. 

•	 During after-school hours, students will not be permitted in the building unless participating in 
a supervised activity with a sponsor or coach present. 

•	 Due to State fire regulations, corridors and stairs must be kept clear from obstruction. 
•	 DRIVING, REGISTRATION, MOTOR VEHICLES, PARKING 

•	 Limited parking facilities are available for those who drive to school. All motor vehicles must be 
registered in the office. Parking stickers are not transferable. 

•	 Use of a parking lot is a privilege. With this privilege come certain obligations: 
1.	 Use of illegal substances can result in the possibility of revoking driving privileges for 

ninety (90) school days. 
2.	 Reckless and careless driving will not be tolerated. 
3.	 Students are to park solely in the area specified as the student parking lot. Parking in a fire 

lane, handicapped parking space, parking lot traffic lanes, and/or the faculty parking lot, 
on-street parking near school, and/or at nearby businesses, etc., may result in the vehicle 
being ticketed and/or impounded (towing & storage) at the owner’s expense. 

4.	 Students should always lock the car. 
5.	 Students are expected to assist in keeping the parking lots clean and safe. 
6.	 Any accidents or thefts must be reported to the police school resource officer and/or 

assistant principal immediately. 
7.	 Students are not to be in the lot or in a car during school hours unless arriving or leaving. 
8.	 Students are to be cooperative and respectful with supervisors in parking lots. 
9.	 Failure to comply with driving and parking administrative guidelines may result in loss of 

privileges and/or suspension from school in addition to a formal police complaint. 
10.	Drivers are responsible for the contents of any vehicle they drive onto campus. Vehicles 

on school grounds and their contents are subject to search by school personnel or their 
agents, including law enforcement personnel, for any reasonable suspicion and drivers may 
be subject to school consequences for the contents therein. School grounds are weapon- 
and drug-free zones. 

11.	Administration reserves the right to restrict or reassign parking lots as needed. 
•	 ELEVATORS

•	 Students who need elevator access should inquire in the principal’s office. To obtain a keycard, 
a deposit may be required. The elevator will only be used by those with explicit permission and 
one student helper if needed. Students will be charged a fine for failing to return the key card.

•	 FOOD & BEVERAGES 
•	 Food and beverages shall not be consumed or sold as fundraisers in classrooms or corridors 

unless prior approval has been obtained from the building principal or the principal’s designee. 
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•	 LOCKERS
•	 Each student will be assigned a hallway locker for storage of school materials and personal 

wearing apparel. To keep materials and belongings secure, students should not share lockers 
or combinations with anyone. 

•	 The school retains ownership of the lockers and has the right to inspect lockers whenever it 
is reasonably suspected that lockers contain stolen property or are being used in connection 
with some illegal activity. The legal rights of students will be protected. The school has the 
right to inspect lockers and remove school property that has been taken without being 
properly checked out. 

•	 During the school year, students are expected to keep lockers reasonably clean. A charge may 
be assessed by the school where damage has occurred to a locker. 

•	 Students using gym or music lockers are expected to provide their own locks and keep the 
locker locked when in use. Locks left on the gym or music lockers outside the approved times 
will be removed. 

•	 RESTROOMS
•	 In order to provide a safe and appropriate environment for all students, students may not 

congregate in restrooms. At no time should more than one student be in a stall or single-user 
restroom. 

•	 SOCIAL EVENTS
•	 All social events must be approved by the principal or designee and must be chaperoned by 

staff. Guests are welcome at dances, but a guest form must be obtained from the appropriate 
administrative office two days before the dance. Students from Portage Central High School, 
Portage Northern High School, and Portage Community High School who attend a dance at 
the sister school must have their student I.D. cards for admission to the dance. Students must 
be in good standing to attend a social event. Dances are limited to 9th, 10th, 11th, and 12th 
grades only; middle school students are not admitted. Some social events may have special 
dress administrative guidelines (i.e., formal dances). 

•	 TRANSPORTATION
•	 The Portage Public Schools provides transportation for eligible students in grades Young Fives, 

Kindergarten through Twelve, and to and from the Curious Kids Child Care Program. State of 
Michigan Public Act 187 of 1990, the Pupil Transportation Act, a complete copy of which is 
available for review in the Transportation Office or from the State of Michigan, determines the 
guidelines that Districts must follow. In general, the Portage Public Schools and the State of 
Michigan guidelines state that: 

•	 Middle and Senior High School pupils may be expected to walk up to a mile and a half (1 ½) to 
board a bus and up to a mile and a half (1 ½) to school, whenever appropriate walkways and 
traffic signs are available. 

•	 Since school bus transportation is provided only for certain eligible students, it shall be 
considered a PRIVILEGE to be enjoyed only as long as the students accept responsibility for 
their own personal conduct and carefully follow all rules and administrative guidelines. Most 
school bus riders other than certain children with special needs, as designated by an IEPC, 
may find it necessary to walk some distance to the designated bus stop. 

•	 When appropriate, a Transportation Advisory Committee shall review special transportation 
requests regarding bus stops and routes, evaluate the circumstances and make a final 
decision. The committee shall be composed of the manager of transportation, a law 
enforcement representative, and a parent/community representative. 

•	 Such requests must be in writing and sent to the Transportation Manager. The request should 
include detailed information describing the situation and the desired remedy, whenever 
possible. If circumstances change, special requests may be re-evaluated. Portage Public 
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Schools is concerned about the safety and security of all students. Therefore, any changes 
to the scheduled transportation for a student can only be made with written authorization in 
advance from the parent/guardian. All change requests should be directed to your student’s 
home school office. 

•	 Call the Transportation Department in advance to verify seating availability. Bus capacity and 
assignments may limit changes. Unfortunately, we cannot guarantee that extra groups will 
have adequate seating for scout meetings, birthday parties, etc. A handbook that outlines 
Portage Public Schools transportation rules and administrative guidelines is available in the high 
school office for all riders. The handbook details the responsibilities of the student, the parent, 
the bus driver, and the District.

BREATH-TEST INSTRUMENTS
•	 The principal or designee may arrange for a breath test for blood-alcohol to be conducted on 

a student whenever s/he has individualized reasonable suspicion to believe that a student has 
consumed an alcoholic beverage. 

•	 The student will be taken to a private administrative or instructional area on school property with 
at least one (1) other member of the teaching or administrative staff present as a witness to the 
test. 

•	 The purpose of the test is to determine whether or not the student has consumed an alcoholic 
beverage. The amount of consumption is not relevant, except where the student may need 
medical attention. 

CARE OF PROPERTY
•	 Students are responsible for the care of their own personal property. The school will not be 

responsible for personal property. Valuables such as jewelry or irreplaceable items should not be 
brought to school. The school may confiscate such items and return them to the student’s parents/
guardians. 

•	 Damage to or loss of school equipment and facilities wastes taxpayers’ money and undermines 
the school program. Therefore, if a student does damage to or loses school property, the student 
or his/her parents/guardians will be required to pay for the replacement or damage. If the damage 
or loss was intentional, the student will also be subject to discipline according to the Student 
Discipline Code. 

CODE OF STUDENT CONDUCT
•	 Ultimately, it is the school’s responsibility to keep things orderly. In all cases, the School shall 

attempt to make discipline prompt and equitable and to have the punishment match the severity 
of the incident. 

•	 It is important to remember that the school’s rules apply going to and from school, at school, 
on school property, at school-sponsored events, and on school transportation. In some cases, a 
student can be suspended from school transportation for infractions of school bus rules. 

•	 If a student commits a crime while at school or a school-related event, s/he may be subject to 
school disciplinary action as well as to action by the community’s legal system. These are separate 
jurisdictions and do not constitute double jeopardy (being tried twice for the same crime) 

•	 Two types of school discipline are possible, informal and formal. 
•	 INFORMAL DISCIPLINE

•	 Informal discipline takes place within the school. It includes before-school/lunch/after-
school detentions, in-school suspension, loss of credit, confiscation, loss of privileges, and 
schedule changes. 



37

•	 DETENTIONS: A student may be detained after school or asked to come to school 
early by a teacher, after giving the student/guardian one (1) day’s notice. The student or 
his/her guardians are responsible for transportation. Students missing detention will be 
assigned an additional consequence. 

•	 IN-SCHOOL SUSPENSIONS/AFTER-SCHOOL DETENTION: The following rules shall 
apply: 
•	 Students are required to have class assignments with them. 
•	 Students are not to communicate with each other unless given special permission 

to do so 
•	 Students are to remain in their designated seats at all times unless permission is 

granted to do otherwise. 
•	 Students shall not be allowed to put their heads down or sleep. 
•	 Computers and personal electronic devices will be allowed at the discretion of the 

room supervisor and are to be used for educational purposes only. 
•	 Students may be escorted by a staff member if they need to leave the in-school 

suspension room. 
•	 Students may lose privileges, including but not limited to, participating in and/or 

attending extra-curricular activities and off-campus classes. 
•	 A student missing any portion of his/her assigned time in in-school suspension 

or being removed for disciplinary reasons will be suspended from school for the 
remainder of the day. Any such suspension shall be in accordance with District 
guidelines on suspension and expulsion. Students will be expected to serve a full 
day of in-school suspension upon return to school. 

•	 FORMAL DISCIPLINE
•	 Formal discipline removes the student from school. It includes emergency removal for up 

to seventy-two (72) hours, suspension for up to ten (10) school days, and expulsion from 
school. Suspensions and expulsions may carry over into the next school year. Removal for 
less than one (1) school day without the possibility of suspension or expulsion may not be 
appealed. Suspension and expulsion can be appealed. 

•	 Students being considered for suspension or expulsion are entitled to an informal hearing 
with the building administrator, prior to removal, at which time the student will be notified 
of the charges against him/her and given an opportunity to make a defense. 

•	 When a student is being considered for expulsion, a formal hearing is scheduled with 
a hearing officer and the parents will be given written notice of the hearing and will 
be expected to attend. The hearing officer then takes testimony and determines if a 
recommendation to expel is to be made to the Board of Education.

•	 Work missed during an expulsion cannot be made up and usually results in a loss of credit. 
•	 APPEAL PROCESS 

•	 Students, parent(s)/guardian(s) have the right to appeal decisions. Students, parents or 
guardians should first speak to the teacher or coach. If further discussion is necessary, the 
assistant principal or the athletic director is the next level of contact. A parent/guardian 
may then schedule a meeting with the building principal. The Assistant Superintendent of 
Instruction and Assessment is the final step in the appeal process except in the case of long-
term suspension (greater than 10 days) or expulsion, which may be appealed to the Board of 
Education. 

•	 DISCIPLINE DUE PROCESS RIGHTS
•	 Before a student may be suspended or expelled from school, there are specific procedures 

that must be followed. 
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•	 SUSPENSION FROM SCHOOL
•	 When a student is being considered for a suspension of ten (10) days or less, the 

administrator in charge will notify the student of the charges. The student will then be given 
an opportunity to explain his/her side and the administrator will then provide the student 
the evidence supporting the charges. After that informal hearing, the principal will decide 
whether or not to suspend. If a student is suspended, s/he and his/her parents/guardians 
will be notified of the reason for and the length of the suspension. The suspension may be 
appealed, within two (2) school days after receipt of the suspension notice. The request for 
an appeal must be in writing. During the appeal process, the student shall not be allowed 
to remain in school. The appeal shall be conducted in a private meeting and the student 
may be represented. 

•	 When a student is suspended, s/he may make-up work missed. Any learning that cannot 
be made up such as labs, field trips, skill practices, or any learning that the student chooses 
not to make up may be reflected in the grades earned. 

•	 A student being considered for suspension of more than ten (10) days will be given due 
process as described in the expulsion section below. 

•	 LONG-TERM SUSPENSION/EXPULSION
•	 When a student is being considered for long-term suspension (more than ten (10) days) or 

expulsion, the student will receive a formal letter of a notification addressed to the parents/
guardians which may contain: 
•	 the charge and related evidence; 
•	 the time and place of the hearing; 
•	 the length of the recommended suspension or a recommendation for expulsion; 
•	 a brief description of the hearing procedure; 
•	 a statement that the student may bring parents, guardians, and counsel
•	 a statement that the student and/or parent/guardian may bring a translator or request a 

transfer for hearing impaired students or parents/guardians
•	 a statement that the student may give testimony, present evidence, and provide a 

defense
•	 a statement that the student may request the attendance of school personnel who 

were party to the action or accused the student of the infraction the ability of the 
student and/or parent/guardian to request a transcript of the hearing, if Board/hearing 
officer approved. 

•	 Students being considered for long-term suspension or expulsion will be immediately 
removed from school. A formal hearing is scheduled during which the student may be 
represented by his/her parents/guardians, legal counsel, and/or a person of his/her choice. 

•	 High School Level Summary 
•	 The Board of Education has adopted the following Student Code of Conduct. The Code 

includes the types of misconduct that will subject a student to disciplinary action. The list 
of behaviors and consequences is not all-inclusive nor does it limit the authority of school 
officials and staff to use their professional discretion and take disciplinary actions necessary 
to provide a safe and orderly learning environment. Actions may range from a verbal warning 
to a recommendation for expulsion depending on the nature and severity of the offense, a 
student’s prior school discipline, the recommendations of school personnel, and other relevant 
circumstances. 

•	 Due process ensures that disciplinary action is imposed only after a review of the facts and/or 
special circumstances of the situation. 

•	 Building administrators have the authority to execute the discipline outlined below.  The 
severity of the violation will determine the degree of discipline administered within the above-
stated guidelines.  Exceptions may occur only under extenuating circumstances.
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•	 A student on suspension will not be able to attend his/her regular classes or participate in 
extra/co-curricular activities during the dates of the suspension.  There is a loss of all social and 
athletic privileges during the dates of the suspension.

•	 Parents/guardians shall be notified in all cases of suspension and/or when a student exhibits 
a history of unacceptable conduct. Records of such involvement shall be maintained in the 
building administrator’s office.

UNACCEPTABLE BEHAVIOR DISCIPLINARY ACTION
1a. Illegal Substance Possession or Intoxication: Possession, 
use, attempt to acquire (by any means), or appearance of 
being under the influence of alcoholic beverages, narcotics, 
hallucinogens, inhalants, amphetamines, barbiturates, anabolic 
steroids, marijuana, THC, controlled substances, designer drugs 
or mood/behavior-altering chemicals and prescription drugs for 
which the student does not have a prescription, as well as look-
alikes and related paraphernalia or what is represented as a drug 
or alcohol product during times when students are subject to the 
authority of the school. Paraphernalia includes pipes, vaporizers, 
or products with marijuana odor or residue; packaging, 
containers, or wrappers for THC-containing products; and any 
other items used in the storage, preparation, or administration of 
any of the substances listed above. (Bagged empty bottles and 
cans returnable for a deposit found in vehicles may be excluded 
from this rule at the Principal’s discretion.)

With regard to any controlled substance, regardless of the 
quantity, a student shall not: consume; have in his or her 
possession; be in the presence of underage consumption or 
possession; transfer (buy, sell, give away, or receive) or be 
an accomplice to a transfer or consumption of any controlled 
substance. 

Regardless of the quantity, a student shall not be under the 
influence of drugs or alcohol. A school administrator who 
believes that a student has consumed an illegal substance 
may require the student to submit to a police-administered 
preliminary chemical breath analysis and/or horizontal eye gaze 
test. A student who appears to be under the influence of illegal 
substances shall be released to a parent or guardian and tested 
by a recognized community agency or licensed testing facility for 
drug ingestion within 24 hours. Refusal to submit to a preliminary 
chemical breath test analysis or horizontal eye gaze test as 
required and/or failure to provide evidence and results of drug 
testing by a recognized community agency or licensed testing 
facility will result in the administration of the consequences for 
illegal substance intoxication.

1b. Illegal Substances Transfer/Sale: Selling or furnishing, 
attempting to sell or furnish, or demonstrating the intent to sell or 
furnish illegal drugs, narcotics, hallucinogens, inhalants, alcohol, 
amphetamines, barbiturates, anabolic steroids, marijuana, 
controlled substances, designer drugs, prescription drugs and/
or look-alikes of any of the above, at school or any school-related 
activities, or within 500 feet of school premises.

1a. 1st Offense
•	 Confiscation
•	 Referral to police
•	 Suspension (out-of-school): 10 days*
•	 Restorative practices
•	 Loss of Privileges
•	 Evidence in writing of an assessment from a recognized 

community agency or licensed professional in the area of 
chemical or alcohol abuse treatment.

•	 Upon return, the student and guardian must meet with a 
counselor or behavioral interventionist who will document 
the assessment has been completed, and that the 
recommendations of that assessment are understood by the 
student and guardian(s).

•	 Possible referral to the district administration for disciplinary 
hearing where long-term suspension and expulsion will be 
considered

*With written verification of a drug screen, a treatment plan in an 
approved program, evidence that treatment has
commenced, and a written release to speak with a contact in 
the program, a student may return to school after 5 days of the 
suspension. If the student fails to continue the treatment as 
defined in the plan the remaining days of the suspension shall be 
served immediately as prescribed by an administrator.

1a. 2nd Offense
•	 Confiscation
•	 Referral to police
•	 Suspension (out-of-school): 10 days
•	 Restorative practices
•	 Loss of Privileges
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

 
Note: Penalties for illegal substances are cumulative.

1b.
•	 Confiscation
•	 Loss of Privileges
•	 Referral to police
•	 Suspension (out-of-school): 10 days
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Academic Negligence: Improper collaboration, incomplete 
citation, or improper use of artificial intelligence on academic 
work.

•	 Conference
•	 Loss of credit for the specific assignment involved
•	 Restorative practices
•	 Loss of Privileges
•	 Detention
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UNACCEPTABLE BEHAVIOR DISCIPLINARY ACTION
Arson: Purposefully setting or attempting to set fire to school 
premises.

•	 Suspension 10 days
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

•	 Referral to police
Excerpt from Revised School Code 380.1311: “If a pupil…
commits arson in a school building or on school grounds…
the school board shall expel the pupil from the school 
district permanently.”

Assault: intentionally causing or attempting to cause physical 
harm to a student or adult through force or violence, at 
school, to or from school, or at a school-sponsored activity. 
This includes deliberately coughing, spitting, or sneezing on 
someone, or otherwise deliberately doing something that
exposes another student to potential disease transmission.

•	 Suspension
•	 Loss of Privileges
•	 Referral to police
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

[Refer to Revised School Code 1311A and 1311A (2).]

Careless or Reckless Driving: On school property or at
school-sponsored events that create a potential hazard or
danger.

•	 Referral to police
•	 Detention
•	 Restorative practices
•	 Loss of driving privileges
•	 Suspension

Academic Dishonesty
a. Cheating: The act of dishonestly attempting to gain an
advantage on any academic assessment (e.g. using 
prohibited materials during an assessment).
b. Collusion: Collusion occurs when a student knowingly 
allows his or her work to be submitted for assessment/credit 
by another student or does not take reasonable steps to 
ensure that his or her work is never submitted by another.
c. Plagiarism: The use of another’s ideas, facts, photos, art, 
chart, graphic, design, or words without giving proper credit; 
an attempt to present the ideas or words of another person, 
source, or AI-style generation tool as one’s own; presenting 
as new/original an idea or product derived from an existing 
source, including previously submitted work. In writing and in 
speech, the use of the words of another (whether quoted or 
paraphrased) without telling the audience that those words 
are not one’s own.

•	 Loss of credit for the specific assignment involved
•	 Detention
•	 Restorative practices
•	 Loss of Privileges
•	 Suspension
•	 Report to honorary student organizations

Academic Misconduct (IBO): “The IB defines academic
misconduct as deliberate or inadvertent behavior that 
has the potential to result in the student, or anyone else, 
gaining an unfair advantage in one or more components of 
assessment. Behavior that may disadvantage another student 
is also regarded as academic misconduct. It is also an act 
that potentially threatens the integrity of IB examinations 
and assessments that can happen before, during or after 
the completion of the assessment or writing time of 
the examination, both paper based and on-screen. (IBO 
Academic Integrity Policy, 2023, p. 22)”

•	 Restorative practices
•	 Detention
•	 Suspension
•	 Loss of Privileges
•	 Report to honorary student organizations
•	 Academic penalty on the specific coursework involved
•	 Resubmission of the specific coursework involved (with or 

without an academic penalty)
•	 Loss of credit for the specific coursework involved
•	 Ineligibility to take the IB exam in the curricular area where 

the misconduct occurred
•	 Non-award of the IB Certificate in the curricular area where 

the misconduct occurred
•	 Non-award of the IB Diploma
•	 Report of incident filed with the IBO, who may apply 

additional academic sanctions as referenced in the IBO
•	 Academic Integrity Policy
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UNACCEPTABLE BEHAVIOR DISCIPLINARY ACTION
Computer Misuse: Unauthorized access, modification, or
destruction of files and/or network operating systems,
computer hardware, and/or electronic information; includes
any violation of the AUP.

•	 Detention
•	 Restorative practices
•	 Suspension
•	 Responsible for repair/replacement costs
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Dress Code Violation: refer to “Dress and Grooming” •	 Required clothing change before returning to class
•	 Possible confiscation
•	 Detention
•	 Restorative practices
•	 Suspension

Electronic Devices: Violation of the school personal 
electronic device (PED) policy or the district acceptable use 
policy (AUP). The recording and/or publishing of any photo, 
video, or audio without explicit teacher permission and/or 
without expressed consent (or with expressed denial) from 
the subject(s) of the recording.

•	 Detention
•	 Restorative practices
•	 Suspension
•	 Loss of Privileges
•	 Possible confiscation
•	 Immediate removal of posted material.

Failure to Serve a Consequence: Such as a detention or
in-school suspension as scheduled.

•	 Increased consequences including suspension

False Alarms and Threats: False fire alarms, false 9-1-1 
calls, bomb threats, threats of mass violence, or similar 
actions.

•	 Referral to police
•	 Suspension
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

•	 Possible referral for Risk Assessment prior to returning

a. Fighting with Injury: On school property, to or from 
school, or at a school-sponsored activity which results in a
recommendation by school staff for medical follow-up
including, but not limited to, possible concussions and
defensive injuries regardless of whether medical attention is 
actually sought.
b. Fighting without Injury: On school property, to or from 
school, or at a school-sponsored activity that does not result 
in a recommendation by school staff for medical follow-up.
c. Fighting Words: Use of words or actions on school 
property, to or from school, or at school-sponsored activities 
that promote or instigate a physical altercation.
d. Physical Aggression: Physically aggressive behavior 
toward another student or students on school property or 
at school-sponsored activities that promote an altercation or 
escalate a situation (e.g. pushing, shoving, etc.).

a & b. Fighting With or Without Injury:
•	 Suspension: All parties
•	 Referral to a counselor
•	 Restorative practices
•	 Loss of Privileges
•	 Possible referral to police
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

c. Fighting Words:
•	 Suspension: All parties
•	 Referral to counselor
•	 Restorative practices
•	 Loss of Privileges
•	 Possible referral to police
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

[Refer to Revised School Code 1311A and 1311A (2).]
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UNACCEPTABLE BEHAVIOR DISCIPLINARY ACTION
Threatening Actions: Threatening to cause harm to another 
student (or students) through verbal, written, physical, or 
electronic means. Or, actions of a threatening nature that 
lead to a substantial disruption or reasonable forecast of a 
substantial disruption to the operation of the school.

a. Threat to Staff: Threatening to cause harm to a school
employee, volunteer, or to a member of that employee’s
family through verbal, written, or electronic means either
directly or indirectly. This includes threatening to
deliberately cough, spit, or sneeze on a school employee, or 
otherwise threatening to deliberately expose a staff member 
to potential disease transmission.

Threatening Actions:
•	 Suspension: All parties
•	 Referral to counselor
•	 Restorative practices
•	 Loss of Privileges
•	 Possible referral to police
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

a. Threat to Staff:
•	 Suspension
•	 Loss of Privileges
•	 Referral to police
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Forgery/Impersonation: Fraudulent means to use official 
school documents and/or processes (e.g. forging a signature, 
impersonating a guardian on the phone).

•	 Detention
•	 Restorative practices
•	 Loss of Privileges
•	 Suspension
•	 Possible referral to police

Gang or Gang-Like Behavior: Gang or gang-like activity of 
any kind on school property or at any school activities at any 
time; forming associations with other students who imitate 
gangs or who have similar characteristics; gang or gang-like 
attire; patterns in clothing, behavior, or symbols; “ganging 
up” on other persons to harass, threaten or intimidate; 
creating a threatening environment; vandalizing or damaging 
property.

1st offense:
•	 Attire may be required to be changed.
•	 Detention or suspension
•	 Loss of Privileges
•	 Referral to police
•	 Restorative practices
2nd offense:
•	 Suspension
•	 Loss of Privileges
•	 Referral to police
3rd offense:
•	 Referral to police and the district administration for 

disciplinary hearing where long-term suspension and 
expulsion will be considered

Health and Safety Violation: Conditions under which the 
pupil is suspected of having a communicable disease or 
failing to meet school health and safety requirements.

•	 Parent/Guardian contact
•	 Student will be required to correct the condition.
•	 Detention
•	 Loss of Privileges
•	 Possible removal from school setting.
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UNACCEPTABLE BEHAVIOR DISCIPLINARY ACTION
Harassment:
a. Creating a Hostile Environment: Making remarks that 
are overtly discriminatory based upon physical appearance, 
sexual orientation, attire, social or economic status, ethnicity, 
religion, gender, disability, or race, but are not directed at 
a specific person and/or are not deliberately intended to 
intimidate.
b. Discrimination: Discrimination, intimidation, or insult 
of an individual based upon physical appearance, sexual 
orientation, attire, social or economic status, ethnicity, 
religion, gender, disability, or race.
c. Sexual Harassment: Unwelcome conduct or 
communication of a sexual nature deemed by a reasonable 
person to be so severe, pervasive, and objectively offensive 
that it effectively denies a person equal access to school 
programs.
d. Bullying/Cyberbullying: Ongoing and deliberate misuse 
of power in relationships through repeated verbal, written, 
electronic, and/or physical, behavior during the school day or 
at school sponsored events that intends to cause physical, 
social, and/or psychological harm (or that a reasonable person 
would know is likely to cause harm) to one or more people.
e. Intimidation: Systematic bullying or conduct toward
students, school personnel, or others that pose a direct threat 
to safety or well-being.

a:
•	 Detention
•	 Suspension
•	 Restorative practices
•	 Loss of Privileges
•	 Referral to Student Assistance Team

b, c, d, and e:
•	 Detention
•	 Suspension (out-of-school) 10 days*
•	 Restorative practices
•	 Loss of Privileges
•	 Referral to Student Assistance Team
•	 Possible referral to Police School Resource Officer
•	 Possible restriction to access of Portage Public Schools’ 

grounds or attendance at extra/co-curricular activities
•	 Possible referral for risk assessment
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

*With successful participation with the Student Assistance
Team in a restorative practice, a student may return to school 
after five days of suspension.

[Refer to Revised School Code Section 3801310b.]

Hazing: Participating in promoting any activity expected of
someone joining a group (or to maintain full status in a group) 
that humiliates, degrades, or risks emotional and/or physical 
harm, regardless of the person’s willingness to participate.

•	 Detention or suspension
•	 Restorative practices
•	 Loss of Privileges
•	 Possible referral to police
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

[Refer to MI Penal Code 750.411t related to hazing in
educational institutions.]

Horseplay: rough, boisterous, unsafe, physical, or rowdy
behavior.

•	 Detention
•	 Suspension
•	 Restorative practices
•	 Loss of Privileges

Illegal Activities: Illegal activities or encouraging illegal
activities not referred to in other portions of the Code of
Student Conduct (breaking and entering, possession of keys, 
gambling, extortion, distribution of nude images or video of 
self or others, etc.) or activities that are covered elsewhere in 
the Code of Student Conduct but due to the seriousness or 
nature of the conduct rise to the level of a crime.

•	 Detention
•	 Suspension
•	 Loss of Privileges
•	 Possible referral to police
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Inappropriate Behavior/Disruptive Behavior: Behavior 
that interferes with the learning environment.

•	 Detention or suspension
•	 Restorative practices
•	 Loss of privileges

Indecency: Offending acts against recognized standards of 
propriety and good taste (as interpreted by the school
administration). This may include items of clothing that the
administration determines to be inappropriate.

•	 Detention or suspension
•	 Loss of Privileges
•	 Student will be required to correct the condition.

Insolence: Attitudes or behavior insulting or contemptuous in 
speech or conduct, including remarks of a defamatory nature.

•	 Detention or suspension
•	 Loss of Privileges
•	 Restorative practices

Insubordination: Defiance of authority: the refusal of a
student to comply with the reasonable requests of any school 
employee, such as fleeing; failure to identify/false ID.

•	 Detention or suspension
•	 Loss of Privileges
•	 Restorative practices
•	 Exclusion or removal from class
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UNACCEPTABLE BEHAVIOR DISCIPLINARY ACTION
Lying: Written or verbal statements containing falsehoods or 
omitting facts.

•	 Detention or suspension
•	 Loss of Privileges

Non-Productive Behavior: Not meeting reasonable 
academic expectations.

•	 Conference
•	 Referral to counselor
•	 Detention or suspension
•	 Exclusion or removal from class
•	 Loss of Privileges

a. Obscenity: Obscene or indecent acts in any form, 
including nudity, creating or possessing sexually explicit 
imagery, communicating sexual innuendo, etc.
b. Profanity: Directly or indirectly, written or unwritten, and 
directed towards staff, students or others.

•	 Student will be required to correct the condition
•	 Detention or suspension
•	 Loss of Privileges
•	 Restorative practices
•	 Possible referral to police

Ongoing Conflict: Making direct or indirect contact with a
student, after administrative intervention, which distracts or 
distresses that person based upon the past context of the 
two students.

•	 Suspension
•	 Loss of Privileges
•	 Restorative practices

Parking in Unauthorized Areas •	 Detention, suspension, or loss of driving privileges

Persistent Disobedience: Persistent inappropriate behavior 
and non-compliance with the reasonable requests of school 
personnel.

•	 Suspension
•	 Removal from class
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Possession of Dangerous Chemicals or Explosives: 
Possession, transfer, use, or threatening to use any chemical 
or explosive considered dangerous or capable of inflicting 
harm as determined by the administration (e.g., pepper spray, 
pyrotechnics, etc.).

•	 Suspension
•	 Possible referral to police
•	 Loss of Privileges
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Possession of a Disruptive Item: Possession or use of 
items that interfere with school activities or environments 
including but not limited to noisemakers (air horns, vuvuzelas, 
etc.), substances that create an offensive odor, laser pointers.

•	 Confiscation
•	 Detention or Suspension
•	 Loss of Privileges
•	 Restorative practices
•	 Possible referral to police

Present a Dangerous Situation: Creating a situation in 
which staff, students, or other school personnel are put into 
harm’s way.

•	 Detention or suspension
•	 Loss of Privileges
•	 Restorative practices
•	 Possible referral to police

Public Display of Affection, Inappropriate: Students are
expected to conduct themselves as responsible, mature
individuals.

•	 Detention or suspension
•	 Loss of Privileges

Sexual Assault: Any physical effort to intimidate or force, or 
attempt to force another person against his/her will into any 
sexually-related activity.

•	 Suspension 10 days
•	 Possible referral for Risk Assessment
•	 Referral to police
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

[Refer to Michigan Revised School Code Section 380.1311]

a. Tardiness: Excessive tardiness.
b. Truancy: Skipping classes for all or part of a class period; 
skipping school, and leaving class without permission.

•	 Detention or suspension
•	 Loss of Privileges
•	 Removal from class
•	 Referral to truancy officer if the student is under sixteen (16) 

years of age.
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UNACCEPTABLE BEHAVIOR DISCIPLINARY ACTION
Theft: The act of stealing, transferring and/or possessing
stolen goods or found items (including tests and other
academic assessment materials).

•	 Restitution
•	 Detention
•	 Suspension
•	 Loss of Privileges
•	 Restorative practices
•	 Referral to police
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Vaping/Tobacco: Possession/use of tobacco or nicotine 
in any form (including look-alikes), being in the presence 
of tobacco smoke or vapor from a nicotine device, or 
possession of any related paraphernalia (pipes, vaporizers, 
vaping oil, lighters, matches, rolling papers, etc.) while on 
school grounds, traveling to or from school, or any school 
event.

•	 Confiscation
•	 Suspension
•	 Loss of Privileges
•	 Restorative practices

Unauthorized Leaving of School: Leaving the school 
building or grounds without authorization from the school 
office.

•	 Detention or suspension
•	 Loss of Privileges

Vandalism: Defacing or destroying property of the school,
staff, or students.

•	 Suspension
•	 Restitution
•	 Loss of Privileges
•	 Restorative practices
•	 Possible referral to police
•	 Possible referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

a. Weapon Possession: Possessing, using, threatening to 
use; transferring any weapon/instrument capable of inflicting 
harm or considered dangerous by the administration. The 
term weapon includes such items as a firearm, Taser stun 
guns, (including a soft pellet gun or BB gun), dagger, dirk, 
stiletto, knife with a blade over three (3) inches in length, 
pocket knife opened by a mechanical device, iron bar, brass 
knuckles, paintball guns, etc.,

(Weapons-Free School Zone AG #5772) (State Law).

b. Weapon - Other: Weapons not specifically covered under 
School Code 380.1311, for example, knives less than 3 inches 
or threatening to use a weapon or cause great bodily harm.

This list is not meant to be all-inclusive.

a. Weapons Possession
•	 Referral to police
•	 Referral for risk assessment
•	 Recommended expulsion

The law requires the superintendent or school 
administrator to contact the local police agency when a 
student is found in possession of any weapon.

Excerpt from Revised School Code 380.1311: “If a pupil
possesses in a weapon-free school zone a weapon that
constitutes a dangerous weapon… the school board shall 
expel the pupil from the school district permanently.”

b. Weapon - Other
•	 Suspension
•	 Possible referral for risk assessment
•	 Possible referral to police
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered

Weapon Look-Alikes: Possessing, handling, or transmitting 
any object/instrument that is a “look-alike” weapon or 
instrument (including a starter pistol, rubber knife comb 
switchblade, toy guns, etc.).

•	 Detention or suspension
•	 Loss of Privileges
•	 Referral to police
•	 Referral for Risk Assessment
•	 Referral to the district administration for disciplinary 

hearing where long-term suspension and expulsion will be 
considered
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DRESS & GROOMING
•	 While fashion changes, the reason for being in school does not. Students are in school to learn. 

Any fashion (dress, accessory, or hairstyle) that disrupts the educational process or presents a 
safety risk will not be permitted. Personal expression is permitted within these general guidelines. 

•	 If a student has selected a manner of appearance that is beyond mere freedom of expression and 
disrupts the educational process or presents a risk to themselves or others, they may be removed 
from the educational setting. Within this framework, see specific guidelines on your school’s 
website. 

•	 Rules for dress and grooming will be in effect at all school-sponsored functions unless otherwise 
approved by the administration. Students in violation of the dress code will not be allowed to 
attend classes or other functions unless otherwise approved. 

•	 The school reserves the right to establish more definitive dress code administrative guidelines. 
Questions regarding appropriate dress should be referred to a building administrator. 

PA-102 NOTIFICATION (PA 102 of 1999, Section 1308) 
•	 The policy requires public school districts to report to local law enforcement offenses which 

occur on school property, on school-sponsored transportation, or at a school activity. The policy 
also requires local law enforcement to report to the school district crimes committed on school 
property or crimes committed off school property that may reasonably be expected to “pose 
a significant threat of imminent danger to students, staff or school property.” This notification 
includes incidents of minors in possession or in the presence of underage consumption or  
possession.  

PERSONAL ELECTRONIC DEVICES 
•	 Personal Electronic Devices (hereafter “PEDs”) include but are not limited to personal cell 

phones, laptop computers, tablet computers (e.g. iPads), blue–tooth enabled devices (e.g. 
earbuds, smart watches, etc.) and other electronic devices with capable of accessing and storing 
digital media (e.g. software applications, music, etc). 

•	 PEDs are subject to all provisions in the district’s Acceptable Use Agreement and the Student 
Code of Conduct.

•	 PEDs must be silenced and out of sight during class periods unless explicit permission is granted 
by the instructor for a curricular purpose.  Permission granted for PED use for a curricular purpose 
may be revoked at any time by school staff.

•	 PEDs may be used before and after school, during passing periods, and during lunch if used in a 
manner consistent with school and district rules and policies. 

•	 PED audio, photograph, and video applications may only be used for curricular purposes and may 
not be used to photograph or record another person without their expressed consent.  Even if 
consent is granted, photographs and video or audio recordings of students and staff created for 
curricular purposes may not be shared or posted online.

•	 Michigan Law and district policy strictly prohibit the use of PEDs for observing, recording, 
transmitting, photographing, or eavesdropping in private spaces (i.e. locker rooms and bathrooms).  
[Refer to MI Penal Code section 750.539d] 

•	 Technical support for PEDs and PED software applications is not provided by Portage Public 
Schools and district staff.  

•	 All PEDs are brought to school at the user’s own risk. Portage Public Schools and/or district staff 
members are not responsible for the theft, loss, or damage to PEDs.  

•	 Failure to abide by district and individual school PED policies will result in school consequences 
consistent with the student code of conduct and applicable school guidelines.  PEDs may be 
confiscated by school staff at any time if district and/or school PED rules and policies are not 
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followed. Return of a confiscated device may be contingent upon the outcome of a meeting with 
the parents and/or guardians of the involved student(s). 

•	 Questions regarding specific building PED policies and expectations should be referred to a 
building administrator.   

PETS/ANIMALS IN SCHOOL 
•	 Pets and other live animals may not be brought to school or onto school grounds without express 

written permission by a building administrator. Permission will only be granted if there is a 
legitimate educational need and all health and safety concerns are addressed. Certified service 
animals are excluded from this provision, as are animals that the school elects to bring on campus 
for educational, detection, or therapeutic reasons. 

RECORDING, LISTENING, AND TRANSMITTING DEVICES 
•	 Students may not use any electronic device to record or make a possible remote observation 

(Audio, Video, or Photographic) of any student or staff member without the express permission of 
all parties involved. This rule applies at all times while on school premises including school buses 
or at school-sponsored events, regardless of location. 

SEARCH, SEIZURE, & SURVEILLANCE 
•	 Search of a student and his/her possessions, including vehicles, may be conducted at any time 

the student is under the jurisdiction of the Board of Education, if there is a reasonable suspicion 
that the student is in violation of law or school rules. A search may also be conducted to protect 
the health and safety of others. All searches may be conducted with or without a student’s 
consent. Refusal to submit to a search is considered an admission of guilt and appropriate 
disciplinary consequences may be assigned. 

•	 Students are provided lockers, desks, and other equipment in which to store materials. It should 
be clearly understood that this equipment is the property of the school and may be searched at 
any time if there is reasonable suspicion that a student has violated the law or school rules. Locks 
are to prevent theft, not to prevent searches. If student lockers require student-provided locks, 
each student must provide the lock’s combination or key to the principal upon request. 

•	 Anything that is found in the course of a search that may be evidence of a violation of school rules 
or the law may be taken and held or turned over to the police. The school reserves the right not to 
return items that have been confiscated. In the course of any search, students’ privacy rights will 
be respected regarding any items that are not illegal or against school policy. 

•	 All computers located in classrooms, labs, and offices of the District are the District’s property 
and are to be used by students, where appropriate, solely for educational purposes. The District 
retains the right to access and review all electronic, computer files, databases, and any other 
electronic transmissions contained in or used in conjunction with the District’s computer system, 
and electronic mail. Students should have no expectation that any information contained on such 
systems is confidential or private. 

•	 Review of such information may be done by the District with or without the student’s knowledge 
or permission. The use of passwords does not guarantee confidentiality, and the District retains 
the right to access information in spite of a password. All passwords or security codes must 
be registered with the instructor. A student’s refusal to permit such access may be grounds for 
disciplinary action. 

•	 The District also has the right to enlist the aid of an outside agency equipped with detection 
equipment and/or detection canines. 
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•	 VIDEO SURVEILLANCE
•	 The school uses video surveillance cameras to document events and student movement 

within the building and elsewhere on school property. Such surveillance contributes to the 
district’s goal of a safe and orderly environment. Video surveillance is not conducted in 
bathrooms and changing locker rooms. Students will be held responsible for any violations of 
school discipline rules caught by the cameras. 

STUDENT RIGHTS AND RESPONSIBILITIES 
•	 The rules and procedures of the school are designed to allow each student to obtain a safe, 

orderly, and appropriate education. Students can expect their rights to freedom of expression and 
association and to fair treatment as long as they respect those rights for their fellow students and 
the staff. Students will be expected to follow teachers’ directions and to obey all school rules. 
Disciplinary procedures are designed to ensure due process (a fair hearing) before a student is 
removed because of his/her behavior. 

•	 Parents/guardians have the right to know how their child is succeeding in school and will be 
provided information on a regular basis and as needed when concerns arise. Many times, it will 
be the student’s responsibility to deliver that information. If necessary, mail or hand delivery may 
be used to ensure contact. Parents/guardians are encouraged to build a two-way link with their 
child’s teachers and support staff by informing the staff of suggestions or concerns that may help 
their child better accomplish his/her educational goals. 

•	 Students must arrive at school on time and be prepared to learn and participate in the educational 
program. If, for some reason, this is not possible, the student should seek help from the 
counseling office. Adult students (age eighteen (18) or older) must follow all school rules. If 
residing at home, adult students should include their parents/guardians in their educational 
program. 

•	 RIGHTS OF EXPRESSION 
•	 The School recognizes the right of students to express themselves. With the right of 

expression comes the responsibility to do it appropriately. Students may distribute or display, 
at appropriate times, non-sponsored, noncommercial written material and petitions; buttons, 
badges, or other insignia; clothing, insignia, and banners; and audio and video materials. All 
items must meet the following school guidelines: 

•	 Material cannot be displayed if it: 
•	 is obscene to minors, libelous, indecent, or vulgar, 
•	 advertises any product or service not permitted to minors by law, 
•	 intends to be insulting or harassing, 
•	 intends to incite fighting or presents a likelihood of disrupting school or a school event. 
•	 presents a clear and present likelihood that, either because of its content or manner of 

distribution or display, it causes or is likely to cause a material and substantial disruption 
of school or school activities, a violation of school administrative guidelines, or the 
commission of an unlawful act. 

•	 Materials may not be displayed or distributed during class periods. 
•	 Materials or distribution or display may not interfere with student movement within, into, or 

out of the school building or parking lots. 
•	 Students who are unsure whether or not the materials they wish to display meet school 

guidelines may present them to the principal twenty-four (24) hours prior to display. 
•	 STUDENT DEMONSTRATION 

•	 Students will not be denied their rights to freedom of expression, but the expression may 
not infringe on the rights of others. Disruption of any school activity will not be allowed. If 
a student (or students) feels there is a need to organize some form of demonstration, s/
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he is encouraged to contact the Principal to discuss the proper way to plan such an activity. 
Students who disrupt the school may be subject to suspension or expulsion. 

WEAPON-FREE SCHOOL ZONE LAW 
•	 The Board of Education, as both an employer and a public school district, is concerned with and 

interested in protecting the health, safety, and welfare of students, employees, and visitors. The 
Board recognizes that District buildings, facilities, vehicles, grounds, and other properties are best 
utilized in the educational process in the absence of threats to physical well-being and safety by 
individuals possessing weapons and/or dangerous weapons. 

•	 All materials that are sharp or have explosive capabilities are prohibited and may not be brought to 
school. 

•	 Excerpt from Revised School Code 380.1311: Accordingly, the Board shall permanently expel a 
student from attending school in the District, if the student possesses a weapon in a weapon-free 
school zone, commits arson, or commits criminal sexual conduct while on District property. 
•	 Such expulsion is mandatory, unless the student establishes, in a clear and convincing manner, 

at least one of the following: 
•	 The object possessed by the student was not intended for use as a weapon. 
•	 The student did not know that they were in possession of the weapon. 
•	 The student did not know that the object was a dangerous weapon. 
•	 The weapon was possessed by the student with permission of the school or police 

authorities. 
•	 PPS may exercise discretion with regard to suspension of more than 10 days or an expulsion. 

However, there will be a rebuttal presumption that a suspension is not justified unless the school 
can demonstrate each of the above factors. 
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Athletic Handbook
In addition to the information shared above under Participation in Extra/Co-Curricular Activities, the 
following information pertains to students participating in athletics at Portage Public Schools. 

STATEMENT OF PHILOSOPHY
•	 Provided by the Board of Education, the interscholastic athletic program in the Portage Public 

Schools offers a wide range of voluntary athletic activities to both young men and young women 
at the middle and senior high school levels. To be able to represent Portage and its schools 
is a privilege afforded by the Board of Education only to those athletes who have earned the 
opportunity to do so. 

•	 The program has as its main objectives the physical, mental, emotional, and social development 
of the athlete. To foster these objectives, the Board of Education feels that personal rules of 
conduct for the athlete are essential. Participants must develop and maintain habits of personal 
behavior and hygiene that will enable them to perform well, to minimize the risk of personal injury, 
and to represent themselves in a manner that merits the respect of both the school and the 
community. 

•	 REQUIREMENTS FOR PARTICIPATION
1.	 Each student is free to make his/her own selection of the sports in which he/she wishes to 

participate. 
2.	 Each coach has the right and the responsibility to select his/her own squad personnel and to 

make substitutions as he/she sees the need. 
3.	 Each coach has the right and responsibility to drop members from his/her squad. Such 

action may result because of such reasons as: lack of physical, mental or moral fitness; lack 
of sufficient application to work; lack of cooperation with the team or coach; and failure to 
observe training rules/administrative guidelines. 

4.	 Athletes will be expected to remain a squad member for the full season. When an athlete 
begins a season and dresses for the first contest in that sport, and then decides to drop that 
sport, participation will not be allowed in the next sport until completion of the original season. 
In order to receive an award, athletes shall maintain squad membership even past the last 
scheduled contest by returning equipment, attending all squad meetings, maintaining Personal 
Rules of Conduct for Athletes in the Portage Public Schools and attending the Sports Award 
Program. 

5.	 Coaches in all sports are at liberty to advise and instruct individuals at any time during the 
year, consistent with regulations of the MHSAA and the Portage Public Schools administrative 
guidelines. 

6.	 In a rare case, it may be reasonable and proper to refuse to accept a candidate for a sport. 
In such instance, the case is to be reviewed by the principal, the athletic director, and the 
involved coach. 

7.	 If it is necessary for an athlete to be absent from a practice session, he/she must notify his/
her coach prior to the practice time. 

8.	 Remember that as an athlete you are not eligible to participate in any sport until the 
following items have been completed: 
•	 Physical examination completed and card turned in to the Athletic Office. 
•	 All eligibility requirements have been satisfied. 
•	 Emergency treatment release card is on file with trainer. 
•	 Training administrative guideline contract is on file in the Athletic Office.
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•	 Insurance information is on file in Athletic Office. 
•	 Full day of attendance on day of games. 

9.	 In the event an athlete should be contacted personally by a college recruiter, he/she has an 
obligation to work through his/her coach and the Athletic Department. Inform your coach of 
such contact as soon as possible. 

10.	Sunday practices should not be held for any sport. 
11.	DEFINITION OF TERMS
•	 COMMITTED: defined as the affirmative action by a student to become an athlete by virtue 

of going out for a sport. The date of commitment shall be deemed to be that of the first 
practice of the season of the first sport in which a student participates. Once an athlete has 
committed him/herself to a particular sport, the athlete shall be considered to be committed 
for the balance of his/her high school years and shall be required to adhere to all rules and 
administrative guidelines pertaining to athletics. 

•	 INELIGIBILITY: defined as being rendered unable to participate in an athletic competition for a 
specified or indefinite period of time. 

•	 INSURANCE & ATHLETICS
•	 The Portage Public Schools does not provide any type of health or accident insurance 

for injuries incurred by your child while participating in interscholastic athletics. It is your 
responsibility to pay, either through insurance coverage or personally, for all medical/surgical 
expenses related to your son’s/daughter’s participation in interscholastic athletics. 

•	 It is very important that you review your personal health or accident insurance regulations for 
adequate coverage. 

•	 The District requires that some type of personal insurance be in place for each participant. 
The coverage levels of such regulation are the responsibility of the parent/legal guardian. 
The District offers, through an independent insurance company, an insurance regulation that 
provides minimal coverage should you not have any personal insurance. If you have insurance, 
you may also want to consider this regulation to supplement your own primary health 
insurance. Contact your Athletic Office for details. 

ACADEMIC ELIGIBILITY
•	 Being an athlete sets one aside from the rest of the student body. Athletes set an example in 

many areas of school life. This is particularly important as it relates to the elementary students of 
our district. 

•	 Athletes, on average, receive higher grades than most other students. This has been proven true 
for many reasons including an athlete’s increased awareness of the importance of school and 
school activities to his/her life. Students who excel in school activities also excel in the classroom. 

•	 Secondary students who want to participate in extra/co-curricular activities will need to meet 
specific academic standards set by the Board of Education. The academic eligibility standards 
set by the Board of Education are designed to encourage academic success as well as the 
development of self-concept, social skills, and citizenship. At both the middle and high school 
levels, the expectation is for students to pass all classes. [Refer to “Participation in Extra/Co-
curricular Activities: Academic Eligibility”] 

•	 Regulations governing high school eligibility as established by the Michigan High School Athletic 
Association apply to Portage Public School athletes by virtue of membership in that organization. 

•	 Any inquiry related to Eligibility Standards will be heard by the building principal and/or the Athletic 
Director. 
1.	 ENROLLMENT: To be eligible for interscholastic athletics, a student must be enrolled in a 

high school not later than the fourth Friday after Labor Day (1st semester) or the fourth Friday 
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of February (2nd semester). A student must be enrolled in the school for which he or she 
competes. 

2.	 AGE: A student who competes in any interscholastic athletic contests must be under nineteen 
(19) years of age, except that a student whose nineteenth (19th) birthday occurs on or after 
September 1 of a current school year is eligible for the balance of that school year. 

3.	 PHYSICAL EXAMINATIONS: No student for whom there is not on file in the offices of the 
superintendent or principal of the school a physician’s statement for the current school year, 
certifying that the student has passed a physical examination and is physically able to compete 
in athletic practices and contests, shall be eligible to represent that high school. 

4.	 SEMESTERS OF ENROLLMENT: A student who has been enrolled in grades nine to twelve, 
inclusive, for more than eight semesters shall not compete in any branch of athletics. The 
seventh and eighth semesters must be consecutive. Enrollment in a school beyond the fourth 
Friday after Labor Day (1st Semester) or the fourth Friday of February (2nd Semester), or 
competing in one or more interscholastic athletic contests, shall be considered as enrollment 
for a semester under this Rule. 

5.	 SEMESTERS OF COMPETITION: A student, once enrolled in grade nine shall be allowed to 
compete in only four first semesters and four second semesters. A student shall be limited 
to participation in only one sports season when that sport, leading to a state championship, is 
sponsored twice during the school year.

6.	 UNDERGRADUATE STANDING: A student who is a graduate of a regular four-year high 
school or who is a graduate of a secondary school that has the same requirements for 
graduation as a regular four-year high school shall not be eligible for interscholastic athletics. 
However, a student who satisfactorily completes the required number of credits for graduation 
in less than eight semesters shall not be barred from interscholastic athletic competition, 
while passing at least twenty (20) credit hours of undergraduate work, until the end of the 
eighth semester as far as the provisions of this Section are concerned. 

7.	 PREVIOUS SEMESTER RECORD: No student who does not have to his or her credit on the 
books of the school represented, at least 66 percent of full credit load potential for a full-time 
student during a semester or trimester which he or she shall have been enrolled in grades 
nine through twelve, inclusive, shall compete in any athletic contest during any semester. 
Students who have not received 66 percent of full credit load potential for a full-time student in 
the previous academic term are ineligible from the day grades are reported at the term’s end 
through the 60th scheduled school day, unless the deficiencies are made up.  
Deficiencies, including incompletes, conditions, and failures from a previous semester 
may be made up during a subsequent semester, summer session, on-line courses, by 
correspondence, or by tutoring. Eligibility may be reinstated during the next semester when 
the school accepts the credit. 

8.	 CURRENT SEMESTER RECORD: Academic eligibility checks of not more than ten weeks 
are required. If a student is not passing 66 percent of full credit load potential for a full-time 
student, that student is ineligible for competition until the next check but not less than for the 
next Monday through Sunday. If the next eligibility check reveals the student is still not passing 
at least 66 percent full credit load potential for a full-time student, that student is ineligible for 
competition until for not less than for the next Monday through Sunday, and so on until the 
student is passing at least 66 percent full credit load potential for a full-time student, from the 
start of the semester through the most recent eligibility check. (Portage Public Schools has 
adopted additional eligibility requirements which are outlined elsewhere in the handbook). In 
schools whose classes are approximately equal in length, “receiving credit” of “passing” 66 
percent of a full credit load potential for a full-time student is defined here and throughout 
these regulations as meeting requirements of courses for which credit toward graduation 
would be granted by the school. The credit load potential will be the same for all students 



53

enrolled in the school represented. The minimum would be met for example by the following: 
•	 Passing 3 of 4 classes 
•	 Passing 4 of 5 classes 
•	 Passing 4 of 6 classes 
•	 Passing 5 of 7 classes 
•	 Passing 6 of 8 classes 

9.	 TRANSFERS: A student who transfers from one high school or junior high/middle school to 
another high school may be ineligible to participate and should speak with the school’s Athletic 
Director, unless the student qualifies under one or more of the following exceptions: 

a) A student moves into a new public school district with the persons with whom he or she 
was living during his or her last school enrollment. 
b) A student who has not been living with a parent or parents and moves into a new public 
school district to reside with his or her parents, the single parent if divorced or legally 
separated, or only living parent who already resides in that district or area. 
c) A student is a ward of the court or state and is placed in a district or school service area 
by court order. Guardianship does not fulfill this requirement. 
d) A foreign exchange student is placed in a district or school service area by a bona fide 
exchange program (as determined by the MHSAA). 
e) A student transfers to another school because his or her school ceases to operate. 
f) A student in attendance at a school designated by the governing body of that school 
as the result of reorganization, consolidation or annexation, or at the public school in the 
district where he or she resides.
g) A student from divorced or legally separated parents moves from one district into a new 
school district with or to one of those parents and the principal of each of the two schools 
involved signs the Education Transfer Form which certifies the reason for the move as it 
relates to the divorced/ separated parents. The transfer is permitted under this exception 
one time and must be approved by the Executive Director before the student competes in 
interscholastic athletic competition. 
h) A student is transferred within a school system, for other than athletic purposes, as 
a result of the initiative and order of the Board of Education or the governing body of a 
private or parochial school system.
i) A student enters in the ninth grade of a four-year high school and has not been previously 
enrolled in the ninth grade. 
j) A student completes the last grade available in the school system previously attended. 
k) A student eighteen (18) years or older moves out of the school district or service area 
of the school he or she previously attended and into a new district or service area, without 
being accompanied by a parent or parents, and both principals sign the Educational Transfer 
Form certifying the transfer is in the best educational interest of the student. The transfer is 
permitted under this exception one time and must be approved by the Executive Director 
before the student competes in interscholastic athletic competition. 
l) A student becomes a bona fide boarding student of a boarding school, as defined in the 
school code, and the principal of each of the two schools involved signs the Educational 
Transfer Form. The transfer is permitted one time and must be approved by the Executive 
Director before the student competes in interscholastic athletic competition. 
m) A full semester is defined under this Regulation as one in which a transfer occurred not 
later than the fourth Friday after Labor Day (1st Semester) or the fourth Friday of February 
(2nd Semester), or 90 school days from the date of enrollment in the receiving school for 
those requests approved by the Executive Committee. 
n) The use of undue influence for athletic purposes by any person or persons directly or 
indirectly associated with the school to secure or encourage the attendance of a student 
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or the student’s parents or guardians as residents of the school district, shall cause the 
student to become ineligible for a minimum of one semester and a maximum of one year. 
The offending school shall be placed on probation for one year and offending coach or 
coaches not be permitted to coach for a one-year period. 
o) A student whose name has been entered into an MHSAA meet or tournament is not 
eligible during the meet or tournament in the same sport in the same season at a second 
school, even if the student completes an otherwise legal transfer to the second school. 
In football, a student may not change schools after the sixth playing date that season and 
become eligible to compete in the football play-offs at the second school. 

10.	AWARDS: A student may accept, for participation in athletics, a symbolic or merchandise 
award that does not have a value or cost in excess of $25.00. 
•	 Awards for athletic participation in the form of cash, merchandise certificates, or any other 

type of negotiable documents are never allowed. 
•	 Banquets, luncheons, dinners, trips, and fees or admissions to camps or events, if 

accepted in kind, are permitted under this Regulation. 
•	 A student shall be ineligible under this Regulation if he/she accepts awards in violation 

of its provisions only in the following activities: Baseball, Basketball, Cross Country, 
Football, (11-man, 8-man, or 6-man), Golf, Gymnastics, Ice Hockey, Skiing, Soccer, Softball, 
Swimming, Tennis, Track, Volleyball, or Wrestling. 

•	 A student violating this Regulation shall be ineligible for interscholastic competition for a 
period of not less than one full semester from the date of the student’s last violation. 

•	 A full semester is defined under this Regulation as one in which a violation occurs not 
later than the fourth Friday after Labor Day in the first semester, and the fourth Friday 
of February in the second semester. If the violation occurs after either date a student is 
ineligible for the balance of that semester and the succeeding semester. 

11.	AMATEUR PRACTICES: No student shall be eligible to represent his or her high school who: 
(1) has received money or other valuable consideration from any source for participating 
in athletics, sports, or games listed in Section B; (2) has received money or other valuable 
consideration for officiating in interscholastic athletic contests; or (3) has signed a professional 
athletic contract. 
•	 A student shall be ineligible under this Regulation if he or she violates its amateur 

provisions only in the following activities: Baseball, Basketball, Cross Country, Football (11-
man, 8-man or 6-man), Golf, Gymnastics, Ice Hockey, Skiing, Soccer, Softball, Swimming, 
Tennis, Track, Volleyball, or Wrestling. 

•	 A student ineligible under this Regulation may not apply for reinstatement until the 
equivalent of one full school year of enrollment has elapsed following the date of his or her 
last violation.

12.	LIMITED TEAM MEMBERSHIP: A student who, after practicing with or participating in an 
athletic contest or scrimmage as a member of a high school athletic team, participates in 
any athletic competition not sponsored by his or her school in the same sport during the 
same season, shall become ineligible for a minimum of the next three (3) contests/days of 
competition and maximum of the remainder of that school year. The following exceptions to 
this Regulation will apply: 

a) Ice hockey and all individual sports will apply the limited team membership rule from the 
point of a student’s first participation in a contest or scrimmage, rather than practice. 
b) During a season an individual may participate in a maximum of two (2) individual sports 
meets or contests in that sport while not representing his or her school. 

i) Points earned, weight established, times or records established shall not count 
toward any qualifying requirements for MHSAA meets or tournaments. 
ii) Meets or tournaments entered under the above provisions shall not affect the 
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number of games, contests, or days of competition specified for each school team and 
individual under Regulation II, Sections 10 and 11 of the MHSAA Handbook, 2007-2008. 

c) A student shall not compete at any time in any sport under MHSAA jurisdiction in any of 
the following events: 

i) “All-Star” contests, regardless of the method of selection. 
ii) “All-Star” fund-raising events or similar exhibitions if they involve contestants other 
than the student’s school. 
iii) Any event that is or purports to be a national high school championship, or the 
qualification thereto. Participation in such a contest by a high school student shall cause 
that student to become ineligible for all interscholastic athletics for a maximum period 
of one year of school enrollment from the date of the athlete’s last violation of this 
Regulation. 

d) A student may participate as an individual at any time without loss of interscholastic 
eligibility: 

i) As a member of a National Team, which is defined as one selected by the National 
Governing Body of the sport on a national qualification basis either through a defined 
selective process or actual tryouts for the purpose of international competition which 
requires the entries to officially represent their respective nations, although it is not 
necessary there be team scoring by nation; or
ii) In an Olympic Development Program, which is defined as one funded by the United 
States Olympic Committee and conducted or authorized by the National Governing 
Body of the sport involved. 

CONDUCT OF AN ATHLETE
•	 The conduct of any athlete is closely observed in many areas of life. It is important that your 

behavior be above reproach in all of the following areas: 
1.	 ON THE FIELD: In the area of athletic competition, a real athlete does not use profanity or 

illegal tactics, and learns fast that losing is part of the game and that you should be gracious in 
defeat and modest in victory. It is always courteous to congratulate the opponent on a well-
played game after the contest, whether in defeat or victory. 

2.	 IN THE CLASSROOM: In the academic area, a good athlete becomes a good student. As 
an athlete, you must plan your schedule so that you give sufficient time and energy to your 
studies to insure acceptable grades. In addition to maintaining good scholarship, an athlete 
should give respectful attention to classroom activities and show respect for the students and 
faculty at all times. Horseplay and unnecessary boisterousness are not acceptable habits of 
behavior. A healthy athlete should have a good attendance record. Never cut classes or school! 

CONCUSSIONS IN SPORTS AND PHYSICAL EDUCATION CLASSES 
SOURCE: NATIONAL FEDERATION OF STATE HIGH SCHOOL ASSOCIATIONS 
•	 INTRODUCTION

•	 Concussions are a common problem in physical activities (including Athletics and Physical 
Education classes) and have the potential for serious complications if not managed correctly. 
Even what appears to a “minor ding or bell ringer” has the real risk of catastrophic results 
when an individual is returned to activity too soon. The medical literature and lay press are 
reporting instances of death from “second impact syndrome” when a second concussion 
occurs before the brain has recovered from the first one regardless of how mild both injuries 
may seem. 

•	 WHAT IS A CONCUSSION?
•	 A concussion is a brain injury that results in a temporary disruption of normal brain function. 
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A concussion occurs when the brain is violently rocked back and forth or twisted inside the 
skull as a result of a blow to the head or body. A person does not have to lose consciousness 
(“knocked out”) to suffer a concussion. 

SIGNS OBSERVED BY OTHERS: SYMPTOMS REPORTED BY STUDENT:

Appears dazed or stunned Headache

Is confused about what to do Nausea

Forgets plays Balance problems or dizziness

Is unsure of game, score or opponent Double or fuzzy vision

Moves clumsily Sensitivity to light or noise

Answers questions slowly Feeling sluggish

Loses consciousness Feeling foggy or groggy

Shows behavior or personality changes Concentration or memory problems

Can’t recall events prior to hit Confusion

Can’t recall events after hit

•	 WHAT SHOULD I DO IF I THINK MY CHILD HAS A CONCUSSION?
•	 If a concussion is suspected, he or she must be immediately removed from the activity. 

Continuing to participate in physical activity after a concussion can lead to worsening 
symptoms, increased risk of further injury, and even death. When in doubt, sit them out! 

•	 Individuals who sustain a concussion need to be evaluated by a healthcare professional who 
is familiar with sports concussions. Explain to the physician what has occurred and follow the 
physician’s instructions. If your child is vomiting, has a severe headache, is having difficulty 
staying awake or answering simple questions he or she should be taken to the emergency 
department immediately. 

•	 WHEN CAN AN INDIVIDUAL RETURN TO ACTIVITY FOLLOWING A CONCUSSION? 
•	 When can an individual return to activity following a concussion? After suffering a concussion, 

no individual should return to activity on the same day. Once an individual no longer has 
symptoms of a concussion and is cleared to return to play by a healthcare professional, he 
or she should proceed with activity in a step-wise fashion to allow the brain to re-adjust 
to exertion. On average, the individual will complete one step each day. The return to play 
schedule should proceed as below following medical clearance: 
•	 Step 1: Light exercise, including walking or riding an exercise bike. No weight-lifting. 
•	 Step 2: Running in the gym or on the field. No helmet or other equipment. Step 3: Non-

contact training drills in full equipment. Weight training can begin. 
•	 Step 4: Full contact practice and training. 
•	 Step 5: Gameplay (for athletes). 

•	 If symptoms occur at any step, the athlete should cease activity and be reevaluated by their 
health care provider. 
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Bullying & Other Aggressive 
Behavior
•	 It is the policy of the District to provide a safe and nurturing educational environment for all of its 

students. 
•	 This policy protects all students from bullying/aggressive behavior regardless of the subject matter 

or motivation for such impermissible behavior. The definition of bullying is when an individual or 
a group of people with more power, repeatedly and intentionally cause hurt or harm to another 
person or group of people who feel helpless to respond. 

•	 Bullying or other aggressive behavior toward a student, whether by other students, staff, 
or third parties, including Board members, parents/guardians, guests, contractors, vendors, 
and volunteers, is strictly prohibited. This prohibition includes written, physical, verbal, and 
psychological abuse, including hazing, gestures, comments, threats, or actions to a student, 
which cause or threaten to cause bodily harm, reasonable fear for personal safety, or personal 
degradation. 

•	 Demonstration of appropriate behavior, treating others with civility and respect, and refusal to 
tolerate harassment or bullying is expected of administrators, faculty, staff, and volunteers to 
provide positive examples of student behavior. 

•	 This policy applies to all “at school” activities in the District, including activities on school property, 
in a school vehicle, and those occurring off school property if the student or employee is at any 
school-sponsored, school-approved or school-related activity or function, such as field trips or 
athletic events where students are under the school’s control, or where an employee is engaged 
in school business. Misconduct occurring outside of school may also be disciplined if it interferes 
with the school environment. 

•	 NOTIFICATION
•	 Notice of this policy will be annually circulated to and posted in conspicuous locations in all 

school buildings and departments within the District and discussed with students, as well 
as incorporated into the teacher, student, and parent/guardian handbooks. State and Federal 
rights posters on discrimination and harassment shall also be posted at each building. All new 
hires will be required to review and sign off on this policy and the related complaint procedure. 

•	 Parents or legal guardians of the alleged victim(s), as well as of the alleged aggressor(s), shall 
be promptly notified of any complaint or investigation as well as the results of the investigation 
to the extent consistent with student confidentiality requirements. A record of the time and 
form of notice or attempts at notice shall be kept in the investigation file. 

•	 To the extent appropriate and/or legally permitted, confidentiality will be maintained during the 
investigation process. However, a proper investigation will, in some circumstances, require 
the disclosure of names and allegations. Further, the appropriate authorities may be notified, 
depending on the nature of the complaint and/or the results of the investigation. 

•	 IMPLEMENTATION:
•	 The District is responsible to implement this policy, and may develop further guidelines, not 

inconsistent with this policy. 
•	 This policy is not intended to and should not be interpreted to interfere with the legitimate 

free speech rights of any individual. However, the District reserves the right and responsibility 
to maintain a safe environment for students, conducive to learning and other legitimate 
objectives of the school program. 
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•	 PROCEDURE: 
•	 Any student who believes s/he has been or is the victim of bullying, hazing, or other 

aggressive behavior should immediately report the situation to the principal or assistant 
principal. The student may also report concerns to a teacher or counselor who will be 
responsible for notifying the appropriate administrator or Board official. Complaints against 
the building principal should be filed with the District. Complaints against the Superintendent 
should be filed with the Board President. 

•	 Every student is encouraged, and every staff member is required, to report any situation that 
they believe to be aggressive behavior directed toward a student. Reports shall be made to 
those identified above. Reports may be made anonymously, but formal disciplinary action may 
not be taken solely on the basis of an anonymous report. 

•	 The Principal (or another administrator as designated) shall promptly investigate and document 
all complaints about bullying, aggressive or other behavior that may violate this policy. The 
investigation must be completed as promptly as the circumstances permit after a report or 
complaint is made. 

•	 If the investigation finds an instance of bullying or aggressive behavior has occurred, it will 
result in prompt and appropriate remedial action. This may include the expulsion of students, 
discharge of employees, exclusion of parents/guardians, guests, volunteers, and contractors, 
the removal from any official position, and/or a request to resign for Board members. 
Individuals may also be referred to law enforcement or other appropriate officials. 

•	 The individual responsible for conducting the investigation shall document all reported 
incidents and report all verified incidents of bullying, aggressive or other prohibited behavior, 
as well as any remedial action taken, including disciplinary actions and referrals, to the 
Superintendent. The Superintendent shall submit a compiled report to the Board on an annual 
basis. 

•	 NON-RETALIATION/FALSE REPORTS
•	 Retaliation or false allegations against any person who reports, is thought to have reported, 

files a complaint, participates in an investigation or inquiry concerning allegations of bullying or 
aggressive behavior (as a witness or otherwise), or is the target of the bullying or aggressive 
behavior being investigated, is prohibited and will not be tolerated. Such retaliation shall be 
considered a serious violation of Board policy, independent of whether a complaint of bullying 
is substantiated. Suspected retaliation should be reported in the same manner as bullying/
aggressive behavior. 

•	 Making intentionally false reports about bullying/aggressive behavior for the purpose of getting 
someone in trouble is similarly prohibited and will not be tolerated. Retaliation and intentionally 
false reports may result in disciplinary action as indicated above. 

•	 DEFINITIONS: 
•	 The following definitions are provided for guidance only. If a student or other individual 

believes there has been bullying, hazing, harassment or other aggressive behavior, regardless 
of whether it fits a particular definition, s/he should report it immediately and allow the 
administration to determine the appropriate course of action. 
•	 “Aggressive behavior” is defined as inappropriate conduct that is repeated enough, or 

serious enough, to negatively impact a student’s educational, physical, or emotional 
well-being. Such behavior includes, for example, bullying, hazing, stalking, intimidation, 
menacing, coercion, name-calling, taunting, making threats, and hitting/pushing/shoving. 

•	 “At School” is defined as in a classroom, elsewhere on school premises, on a school bus 
or other school-related vehicle, or at a school-sponsored activity or event whether or not 
it is held on school premises. It also includes conduct using a telecommunications access 
device or telecommunications service provider that occurs off school premises if either 
owned by or under the control of the District. 
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•	 “Bullying” is defined as any gesture or written, verbal, graphic, or physical act (including 
electronically transmitted acts – i.e. internet, telephone or cell phone, personal digital 
assistant (PDA), or wireless handheld device) that, without regard to its subject matter or 
motivating animus, is intended or that a reasonable person would know is likely to harm 
one (1) or more students either directly or indirectly by doing any of the following: 
•	 A. substantially interfering with educational opportunities, benefits, or programs of one 

(1) or more students 
•	 B. adversely affecting the ability of a student to participate in or benefit from the school 

district’s educational programs or activities by placing the student in reasonable fear of 
physical harm or by causing substantial emotional distress; 

•	 C. having an actual and substantial detrimental effect on a student’s physical or mental 
health; and/or 

•	 D. causing substantial disruption in, or substantial interference with, the orderly 
operation of the school. 

•	 Bullying can be physical, verbal, psychological, or a combination of all three. Some 
examples of bullying are: 
•	 A. Physical – hitting, kicking, spitting, pushing, pulling; taking and/or damaging personal 

belongings or extorting money, blocking or impeding student movement, unwelcome 
physical contact. 

•	 B. Verbal – taunting, malicious teasing, insulting, name-calling, making threats. 
•	 C. Psychological – spreading rumors, manipulating social relationships, coercion, or 

engaging in social exclusion/shunning, extortion, or intimidation. This may occur in 
a number of different ways, including but not limited to notes, emails, social media 
postings, and graffiti. 

•	 “Harassment” includes, but is not limited to, any act which subjects an individual or group 
to the unwanted, abusive behavior of a nonverbal, verbal, written, or physical nature, often 
on the basis of age, race, religion, color, national origin, marital status or disability, but may 
also include sexual orientation, physical characteristics (e.g., height, weight, complexion), 
cultural background, socioeconomic status, or geographic location (e.g., from a rival school, 
different state, rural area, city, etc.). 

•	 “Intimidation/Menacing” includes, but is not limited to, any threat or act intended to: place 
a person in fear of physical injury or offensive physical contact; to substantially damage 
or interfere with a person’s property; or to intentionally interfere with or block a person’s 
movement without good reason. 

•	 “Staff” includes all school employees and Board members. 
•	 “Third parties” include, but are not limited to, coaches, school volunteers, parents/

guardians, school visitors, service contractors, vendors, or others engaged in District 
business, and others not directly subject to school control at inter-district or intra-district 
athletic competitions or other school events. 

M.C.L. 380.1310B (Matt’s Safe School Law, PA 241 of 2011) 
Policies on Bullying, Michigan State Board of Education 
Model Anti-Bullying Policy, Michigan State Board of Education 
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Civil Rights Legislation
The Portage Public Schools does not intentionally discriminate in employment and the education 
programs and activities which it operates. The Portage Public School district is required by Title IX of 
the Educational Amendments of 1972, as amended and Part 86 of the Rules and Regulations issued 
by the Department of Health, Education and Welfare that it not discriminate in education programs 
and activities and that this protection extends to and includes employment with the school district. 

It is the policy of this District to provide an equal education opportunity for all students. Any person 
who believes that s/he has been discriminated against on the basis of his/her race, color, disability, 
religion, gender, or national origin, while at school or a school activity should immediately contact the 
School District’s Compliance Officer listed below:

Brad Galin, Director of Human Resources 
269-323-5174 

Complaints will be investigated in accordance with the procedures as described in Board Policy 2260. 
Any student making a complaint or participating in a school investigation will be protected from any 
threat or retaliation. The Compliance Officer can provide additional information concerning equal 
access to educational opportunity. 

Title IX is currently under review and will likely be amended after publication of this document. For 
the most up-to-date version of this handbook with updated language regarding these civil rights is 
available on your school’s website. 

FEDERAL LAWS
•	 TITLE VI OF THE CIVIL RIGHTS ACT OF 1964 

•	 “No person in the United States shall, on the ground of race, color or national origin, be 
excluded from participation in, be denied the benefits of, or be otherwise subjected to 
discrimination under any program receiving Federal financial assistance.” (34 CFR, §103.3) 

•	 TITLE IX OF THE EDUCATION AMENDMENTS OF 1972 
•	 “No person shall, on the basis of sex, be excluded from participation in, be denied the benefits 

of, or be subjected to discrimination under any educational program or activity receiving 
Federal financial assistance.” (34CFR, § 106) 

•	 Title IX of the Education Amendments of 1972, as amended, is designed to eliminate (with 
certain exceptions) discrimination on the basis of sex in any education program or activity 
receiving Federal financial assistance, whether or not such program or activity is offered or 
sponsored by an educational institution as defined in part 106. 

•	 SECTION 504 OF THE REHABILITATION ACT OF 1973 
•	 “No otherwise-qualified individual with a disability in the United States shall, solely by reason 

of her or his disability, as defined in section 706(8) of this title, be excluded from participation 
in, be denied the benefits of, or be subjected to discrimination under any program or activity 
receiving Federal financial assistance…” (29 U.S.C. §794 (b)) 

•	 Part 104 of 34 CFR effectuates Section 504 of the Rehabilitation Act of 1973, which is 
designed to eliminate discrimination on the basis of disability. On October 29, 1992, the 
Rehabilitation Act Amendments of 1992 had three significant consequences relative to 
Section 504: (1) the term “disability” replaced the term “handicap”, (2) certain conditions were 
explicitly excluded from the definition of “disability”, and (3) complaints alleging employment 
discrimination under Section 504 were to be judged by the standards of Title I of the 
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Americans with Disabilities Act (ADA). 
•	 AGE DISCRIMINATION ACT OF 1975 

•	 “No person in the United States shall, on the basis of age, be excluded from participation 
in, be denied the benefits of, or be subjected to discrimination under any program or activity 
receiving Federal financial assistance.” (§110.10(a)) 

•	 TITLE II OF THE AMERICANS WITH DISABILITIES ACT OF 1990 (ADA) 
•	 “No qualified individual with a disability shall, on the basis of disability, be excluded from 

participation in or be denied the benefits of the services, programs, or activities of a public 
entity, or be subjected to discrimination by any public entity.” (§35.130) 

•	 LIMITED ENGLISH SKILLS 
•	 “No person shall, on the basis of limited English skills, be excluded from participation in, 

denied the benefits of, or be subjected to discrimination under any program or activity 
receiving Federal financial assistance.” 

GRIEVANCE PROCEDURE
For TITLE VI OF THE CIVIL RIGHTS ACT OF 1964, TITLE IX OF THE EDUCATION AMENDMENT ACT 
OF 1972, TITLE II OF THE AMERICANS WITH DISABILITIES ACT OF 1973, SECTION 504 OF THE 
REHABILITATION ACT OF 1973, AGE DISCRIMINATION ACT OF 1975 

•	 Section I: Any person believing that the Portage Public Schools or any part of the school 
organization has inadequately applied the principles and/or regulations of (1) Title VI of the Civil 
Rights Act of 1964, (2) Title IX of the Education Amendment Act of 1972, (3) Section 504 of the 
Rehabilitation Act of 1973, (4) the Age Discrimination Act of 1975, and (5) Title II of the Americans 
with Disability Act of 1990 may bring forward a complaint, which shall be referred to as a 
grievance, to the local Civil Rights Coordinator at the following address: 

District Legal Counsel 
c/o the Superintendent’s Office 
Portage Public Schools 
8107 Mustang Dr. 
Portage, MI 49002 
(269) 323-5148  

•	 Section II: The person who believes a valid basis for grievance exists shall discuss the grievance 
informally and on a verbal basis with the local Civil Rights Coordinator, who shall in turn 
investigate the complaint and reply with an answer to the complainant within five (5) business 
days. The complainant may initiate formal procedures according to the following steps. 
•	 Step 1: A written statement of the grievance signed by the complainant shall be submitted to 

the Local Civil Rights Coordinator within five (5) business days of receipt of answers to the 
informal complaint. The coordinator shall further investigate the matters of grievance and reply 
in writing to the complainant within five (5) days. 

•	 Step 2: A complainant wishing to appeal the decision of the Local Civil Rights Coordinator may 
submit a signed statement of appeal to the Superintendent of Schools within five (5) business 
days after receipt of the Coordinator’s response. The superintendent shall meet with all parties 
involved, formulate a conclusion, and respond in writing to the complainant within ten (10) 
business days. 

•	 Step 3: If unsatisfied, the complainant may appeal through a signed, written statement to the 
Board of Education within five (5) business days of receiving the superintendent’s response 
in step two. In an attempt to resolve the grievance, the Board of Education shall meet with 
the concerned parties and their representative within forty (40) days of the receipt of such an 
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appeal. A copy of the Board’s disposition of the appeal shall be sent to each concerned party 
within ten (10) days of this meeting. 

•	 Step 4: If at this point the grievance has not been satisfactorily settled, further appeal may be 
made to the Office for Civil Rights, Department of Education, Washington, D.C. 20202.  

•	 Inquiries concerning the nondiscriminatory regulation may be directed to the Director, Office 
for Civil Rights, Department of Education, Washington, D.C. 20202. The local Coordinator, on 
request, will provide a copy of the district’s grievance procedure and investigate all complaints 
in accordance with this procedure. A copy of each of the Acts and the regulations on which this 
notice is based may be found in the Civil Rights Coordinator’s office. 

FREEDOM FROM SEXUAL DISCRIMINATION & HARASSMENT 
•	 Harassment of students is prohibited, and will not be tolerated. This includes inappropriate 

conduct by other students as well as any other person in the school environment, including 
employees, Board members, parents/guardians, guests, contractors, vendors, and volunteers. 
It is the policy of the District to provide a safe and nurturing educational environment for all of 
its students. This policy applies to all activities on school property and to all school-sponsored 
activities whether on or off school property. 

•	 Harassment is defined as inappropriate conduct that is repeated enough, or serious enough, to 
negatively impact a student’s educational, physical or emotional well-being. This would include 
harassment based on any of the legally protected characteristics, such as sex, race, color, national 
origin, religion, height, weight, marital status or disability. This policy, however, is not limited to 
these legal categories and includes any harassment that would negatively impact students. 

•	 Harassment through any means, including electronically transmitted methods (e.g., internet, 
telephone or cell phone, personal digital assistant (PDA), computer or wireless hand-held device), 
may be subject to District disciplinary procedures. Such behavior is considered harassment 
whether it takes place on school property, at any school-sponsored function, or in a school vehicle 
if it is considered to have a negative impact on the school environment. Harassment outside the 
school day should be referred to the police school resource officer. 

•	 Any student that believes s/he has been/or is the victim of harassment should immediately report 
the situation to the teacher, the principal or assistant principal, or may report it directly to the 
Director of Human Resources. 

•	 Every student should, and every staff member must report any situation that they believe to be 
improper harassment of a student. Reports may be made to those identified above. 

•	 If the investigation finds harassment occurred it will result in prompt and appropriate remedial 
action. This may include the expulsion of students, discharge of employees, exclusion of parents/
guardians, guests, volunteers, and contractors, removal from any officer position, and/or a request 
to resign for Board members. 

•	 Retaliation against any person for complaining about harassment, or participating in a harassment 
investigation, is prohibited. Suspected retaliation should be reported in the same manner as 
harassment. Intentionally false harassment reports, made to get someone in trouble, are also 
prohibited. Retaliation and intentionally false reports may result in disciplinary action as indicated 
above. 

•	 The following definitions are provided for guidance only. If a student or other individual believes 
there has been harassment, regardless of whether it fits a particular definition, s/he should report 
it and allow the administration to determine the appropriate course of action. 
•	 Harassment 

•	 A: submission to such unwelcomed conduct or communication is made either an explicit or 
implicit condition of utilizing or benefiting from the services, activities, or programs of the 
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School District; 
•	 B. submission to, or rejection of, the unwelcomed conduct or communication is used 

as the basis for a decision to exclude, expel or limit the harassed student in the terms, 
conditions or privileges of the School District; 

•	 C. the unwelcomed conduct or communication interferes with the student’s education, 
creates an intimidating, hostile or offensive environment, or otherwise adversely affects 
the student’s educational opportunities. This may include racial slurs, mocking behavior, or 
other demeaning comments. 

•	 Sexual Harassment may include, but is not limited to: 
•	 A. verbal harassment or abuse; 
•	 B. pressure for sexual activity; 
•	 C. repeated remarks with sexual or demeaning implications; 
•	 D. unwelcome touching; 
•	 E. suggesting or demanding sexual involvement, accompanied by implied or explicit threats 

concerning one’s grades, or safety; 
•	 F. a pattern of conduct, which can be subtle in nature, that has sexual overtones and is 

intended to create or has the effect of creating discomfort and/or humiliation to another. 
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Computer Use Agreement
Internet Access & Acceptable Use Agreement
Portage Public Schools provides a technology enriched educational environment. The District believes 
that technology should be an integral part of each student’s educational experience. Each student is 
issued a computer user account enabling students to access the District’s computers and network. 
This account also connects students to resources on the Internet.

The following Board of Education Policy describes the District’s official position regarding technology 
and the Internet. Students and parents of students are required to read and sign the PPSNet 
Acceptable Use Agreement. The “Signature Sheet” must be on file in the building in which the 
student is enrolled. This sheet is signed during your student’s initial enrollment through Skyward.

Families may exclude their students from having computer access and/or Internet access by 
completing the “Opting Out” form. The “Opting Out” form must be completed on an annual basis. 
This is found on the PPSNET Acceptable Use Agreement linked above.

STUDENT NETWORK AND INTERNET ACCEPTABLE USE AND SAFETY 
PO 7540.03

With respect to students, District Information & Technology Resources afford them the opportunity 
to acquire the skills and knowledge to learn effectively and live productively in a digital world.  The 
Board provides students with access to the Internet for educational purposes only and utilizes online 
educational services/apps to enhance the instruction delivered to its students. The District’s computer 
network and Internet system does not serve as a public access service or a public forum, and the 
Board imposes reasonable restrictions on its use consistent with its stated educational purpose.

In order to keep District Information & Technology Resources operating in a safe, secure, efficient, 
effective, and beneficial manner to all users, students are required to comply with all District-
established cybersecurity procedures.  Principals are responsible for providing such training on a 
regular basis and measuring the effectiveness of the training.

Students are responsible for good behavior when using District Information & Technology Resources 
- i.e., behavior comparable to that expected of students when they are in physical classrooms and 
school buildings and at school-sponsored events.  Because communications on the Internet are often 
public in nature, general school rules for behavior and communication apply. The Board does not 
approve any use of its Information & Technology Resources that is not authorized by or conducted 
strictly in compliance with this policy and its accompanying guidelines.

Additional details of PO 7540.03 are found on the District’s website. 
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Thank You
We want to express our gratitude for being a part of our Portage Public Schools 
community. Our commitment to providing a supportive and enriching environment 
for every student is unwavering. We believe that through open communication, 
collaboration, and a shared dedication to education, we can help each student reach 
their fullest potential. We look forward to a successful and joyful school year together. 
Thank you for entrusting us with your student’s education and for being active 
participants in their learning journey. Let’s make this year a remarkable one!

Portage Northern High - 323-5400 
Principal Tre Lowder
	 Assistant Principal Kelly Hinga
	 Assistant Principal Dylan Patterson

Portage Central High - 323-5200 
Principal Eric Alburtus
	 Assistant Principal Aja Kaylor 
	 Assistant Principal Tama Salisbury

Portage Community High - 323-6769 
Principal Clint Wagner	
	 Dean of Students Jenn Hostetler

Our Values:
RESPECT HONESTY ACCOUNTABILITY GROWTH INTEGRITY COMPASSION
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