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Hollenbeck Middle School 
4545 Central School Road 

St. Charles, MO 63304 
Phone: 636-851-5400 

Fax: 636-851-4132 

School Website: 

hollenbeck.fhsdschools.org 

District Website: 

fhsdschools.org 

https://hollenbeck.fhsdschools.org/
https://www.fhsdschools.org/


 

School Hours: 

7:40 a.m. - 2:40 p.m. 
Students can begin arriving at 7:25 a.m. 

Office Hours: 

6:30 a.m. - 4:30 p.m., Monday - Friday 

Francis Howell School District Administration Office: 

636-851-4000 

Transportation: 

636-851-6220 
 

Please Note: Student Handbooks are published annually in August. Any staff changes that 
occur after publication will be updated in the Hollenbeck Middle School Staff Directory. 

Hollenbeck Middle School Administration 

Dr. Dan Harmon, Principal 
Mrs. Elisabeth Baird, Assistant Principal 

Mr. Daniel Ott, Assistant Principal 

Office Staff 

Building Administrative Assistant: Jamie Kovac  
jamie.kovac@fhsdschools.org 

Assistant Principal Administrative Assistant: Krista Wagstaff 
krista.wagstaff@fhsdschools.org 

Building Information Specialist: Jen Wilson 
jennifer.wilson@fhsdsdchools.org 

Attendance Secretary: Emily Palmer 
emily.palmer@fhsdschools.org 

School Counselors 

6th Grade Counselor: Sam Millner, samantha.millner@fhsdschools.org 
7th Grade Counselor: Tony Lippert, anthony.lippert@fhsdschools.org 

8th Grade Counselor: Marcelo Menchaca, marcelo.menchaca@fhsddschools.org 
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Nurse’s Office 

Jill Wolff, jill.wolff@fhsdschools.org 

School Mascot and Colors: 

We are the “Hawks” and our colors are green and blue. 

 

School Motto: 

 “Achieving Academic and Personal Growth” 

School Core Values 

Respect, Responsibility, Honesty, Kindness 

Mission Statement 

Our mission is to create an environment that establishes and implements academic and 
personal goals, promotes character, acceptance, and respect, and builds partnerships that 

value open communication to promote student success. 
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Welcome to Hollenbeck Middle School! 

I am thrilled to warmly welcome each of you as we embark on an exciting journey together 
at our wonderful school. Whether you are a returning family or joining us for the first time, 
we are delighted to have you as part of our school community. 
 
As the principal of Hollenbeck Middle, I am committed to ensuring that every student 
receives a high-quality education in a safe, nurturing, and inclusive environment. Our staff 
is committed to inspiring and empowering each child to reach their full potential 
academically, socially, and emotionally. 
 
Enclosed in this Parent Handbook, you will find valuable information about our school's 
policies, procedures, and programs. Please take the time to review this handbook carefully 
as it will serve as a useful resource throughout the school year.  
 
We look forward to getting to know each of you and working together to make this school 
year a memorable and enriching experience for everyone. Together, we will celebrate 
achievements, overcome challenges, and create lasting memories that will shape the future 
of our students. 
 
Once again, welcome to Hollenbeck Middle! I am excited to embark on this journey with 
you and your child. It’s a great day to be a HAWK!  
 
 
Respectfully, 
 
Dr. Dan Harmon 
Building Principal  



 

School Policies & Conduct
 

Arrival / Dismissal Procedures 
 

 
 

Parents will pick-up and drop-off students off in the side parking lot near the gymnasium. 

Communication 

All Hollenbeck Middle School staff value the importance of communication with parents. 
Staff may be contacted in the following ways: 

• Telephone/voicemail - to utilize the voice mailbox system, dial (636) 851-4500 and 
enter the mailbox extension. 

• Email - all staff emails are firstname.lastname@fhsdschools.org 
• Face-to-face conference - a conference with a staff member should be scheduled in 

advance through direct communication. 
• ENews - weekly communication from the building administrator on the happenings 

at Hollenbeck. 



 

Daily Schedule: 

Daily Bell Schedule – Monday, Tuesday, Thursday, Friday: 

Period Time 
1st Period 7:40 – 8:32 AM 
2nd Period 8:37 – 9:29 AM 
3rd Period 9:34 – 10:26 AM 
Lunch (8th Grade) 10:26 – 10:52 AM 
4th Period (Grades 6 & 7) 10:31 – 11:23 AM 
4th Period (8th Grade) 10:57 – 11:49 AM 
Lunch (6th Grade) 11:23 – 11:49 AM 
5th Period (7th Grade) 11:28 AM – 12:20 PM 
5th Period (Grades 6 & 8) 11:54 AM – 12:46 PM 
Lunch (7th Grade) 12:20 – 12:46 PM 
6th Period 12:51 – 1:43 PM 
7th Period 1:48 – 2:40 PM 
 

Collaboration Wednesday Schedule: 

Period Time 
Hawk Hour 7:40 – 8:15 AM 
1st Period 8:20 – 9:00 AM 
2nd Period 9:05 – 9:45 AM 
3rd Period 9:50 – 10:30 AM 
Lunch (8th Grade) 10:30 – 10:55 AM 
4th Period (Grades 6 & 7) 10:35 – 11:15 AM 
4th Period (8th Grade) 11:00 – 11:40 AM 
Lunch (6th Grade) 11:15 – 11:40 AM 
5th Period (7th Grade) 11:20 AM – 12:00 PM 
5th Period (Grades 6 & 8) 11:45 – 12:25 PM 
Lunch (7th Grade) 12:00 – 12:25 PM 
6th Period 12:30 – 1:10 PM 
7th Period 1:15 – 1:55 PM 
PLC 2:00 – 2:50 PM 
 
  



 

Cell Phone/Smart Watches 

Cell phones and other electronic devices should not be out or in use unless permission is 
given by staff. Students should never record or photograph other students or teachers. 
Inappropriate use of video, photography, or social media can result in consequences.  

• No video or photos should be taken on the school bus or during the school day 
without permission from a school official including, but not limited to, a physical 
altercation, bullying offense, or in the restrooms. The privacy of all our students and 
staff is a top priority. 

• Headphones are not to be worn throughout the day.  Please store 
headphones/earbuds out of sight when not in use.   

• There are landline phones in each classroom. If a student needs to check a message 
or use their personal cell phone to make a call, students are expected to ask 
permission in order to avoid disrupting instruction or school procedures.  

• Students are not to bring any electrical devices and/or speakers to school that may 
cause a disruption to the educational process 

 
There will be times that electronic devices can be used in classrooms, but students found 
with electronic devices out without permission will be expected to turn the device over to 
staff.  Before confiscation, the teacher should give a gentle reminder of the 
expectation.  The consequences for this infraction are listed below:  

• 1st time - Turned into the office. Students may pick up at the end of the day. 
• 2nd time - Turned into the office. Parents must pick up. 
• 3rd time - Turned into the office. Parents must pick up with an admin present. 
• 4th time - No cell phone on campus. Behavior Contract signed with a parent. 

 

Counseling Office 

Guidance services such as assistance with educational planning, interpretation of test 
scores, career information, study help, and help with home and/or social concerns are 
available to all students. Special needs can be met through student groups facilitated by 
the counselors. Students wishing any guidance services should contact the guidance office.  
Hollenbeck’s guidance counselors are: 

• Mrs. Samantha Millner – 6th Grade 
• Mr. Tony Lippert – 7th Grade 
• Mr. Marcelo Menchaca – 8th Grade 
• Ms. Kylie Manner – Educational Support Counselor 

 
Schedule changes will be kept to a minimum.  Any changes that occur must be made 
through the Guidance Office by getting a drop/add slip and having the approval of a parent 
and principal.  Administrators may change a schedule if in the student’s best interest.   



 

Elective course withdrawals after the first ten days of a grading period may be recorded as 
a failing grade. 

Transfer or withdrawal from school should be handled in the following manner: 

1. Notify a guidance secretary immediately to obtain appropriate forms. 
2. Submit an authorization withdrawal or transfer note from parent or guardian. 
3. Request teachers and the librarian to complete the forms, return all school books 

and property, and make sure all fees are paid. 
4. Return completed forms to the Guidance Office for final clearance. 

Hollenbeck Counselor’s Confidentiality Guidelines: 

Your confidentiality as a student is important to us! In our school counseling office, what is 
said here stays here, with the following exceptions, as required by law and/or ethical 
standards:  

• Harm to self or others 
• Abuse or neglect 
• Court or other legal proceedings 

 
If there is ever a need to reveal information, we will let you know in advance, and work with 
you to handle the situation in a way that respects you, your feelings, and your needs. 
Counselor Support Groups: Support groups will be developed based upon student needs. 
To participate in any of the Counselor Support Groups, contact the Guidance Office at (636) 
851-5340. 

Grading Scale  

Grades are reported in each subject two times in a school year with the exception of 6th 
grade Encore Wheel courses. For these courses, grades will be posted quarterly. The dates 
can be found on the school website. The academic grade is the teacher’s evaluation of 
scholastic progress. Academic grades must be based on the district’s grading scale: 

• 90-100 - A 
• 80-89 - B 
• 70-79 - C 
• 60-69 - D 
• 0-59 - F 

Lockers and Book Bags 

Each student may be issued his/her own hallway locker at the beginning of each school 
year.  All lockers are the property of the Francis Howell School District and may be entered 
at the discretion of the administration. 

• Lockers MUST be locked at all times. (Leaving a locker set on a number makes it 
accessible to other students)  Be responsible; keep your belongings locked up. 



 

• Locker combinations SHOULD NOT be shared or exchanged with others. 
• Students are not allowed to share lockers.  Students are to use the locker they are 

assigned by the office and should not change lockers without permission. 
• Lockers are not to be misused in any way, including attaching signs, tape, or 

marking on the inside/outside of the locker. 
• Students are not required to use a locker if they would prefer to only use their 

backpacks. 

Lunch and Lunch Visitor Procedures 

The cafeteria offers a balanced lunch for students at a reasonable price. In order to 
maintain a clean building and campus, the students are required to eat in the cafeteria 
whether they choose a hot lunch or bring one from home. The lunch period will be divided 
into three sessions. The expectations listed below are to be followed by each student. 

1. Students are expected to follow the directives of all adults in the cafeteria. 
2. Students should be seated at tables immediately upon arriving in the cafeteria and 

there should be no more than 8 students at one table.  Supervisors will direct 
students to get in line for their lunch at the appropriate time. 

3. Students will use their student ID number to access their personal lunch account. 
4. Students will return trays and dishes to the designated area and put trash in waste 

cans. 
5. Students should keep the cafeteria neat and clean. Make certain to leave the table 

and the floor beneath it ready to be used by the next lunch shift. 
6. Because of the large number of students in the cafeteria, all students are 

encouraged to converse in a normal speaking tone and volume. 
7. Students should remain seated during the lunch period unless permission has been 

granted by an adult. 
8. After lunch, students are dismissed from the cafeteria by an adult. 
9. Any opened food items should be disposed of in the cafeteria before leaving. 
10. A school store will be available on designated days for students to purchase items 

outside of their lunch accounts. Should students choose to purchase items, they 
must bring their own money.  

 
Free and reduced lunch forms may be picked up in the main office any time during the year. 

Food Delivery 

In the event that your student forgets to bring their lunch to school, you are welcome to 
bring food to the Main Office.  We will ensure that your student is given that lunch during 
their lunch period.  Please note the following:  

• To protect instructional time, students will not be called out of class to receive 
this delivery, either before or after lunch.  Food delivered after their lunch period 
will be given to students at dismissal.  



 

• Lunches must be delivered by adults identified on Infinite Campus as established 
contacts. Door Dash, Uber Eats or other app-based food delivery is strictly 
prohibited. 

Student Valuables 

Students are cautioned not to bring large amounts of money or personal items to school 
and include a student cell phone. The school is not responsible for any lost or stolen items.  

Textbooks 

All textbooks are furnished to students; however, payment must be made for lost or 
damaged books.  Students should put their name in all textbooks in ink.  Fines will be 
assessed for lost or damaged books at the end of each school year. 

Transportation 

Please call the FHSD Transportation Department at 636-851-6220 with any questions. 

Asbestos 

The U.S. EPA Asbestos Hazard Emergency Response Act (AHERA) under the Federal Code of 
Regulations 40 CFR 763.93g(4) requires that building occupants be notified annually of the 
presence of asbestos in the building and the availability of the Asbestos Management Plan.  
A copy of the management plan and inspection reports are available for review at the 
Facilities and Operations Building located at 828 O’Fallon Rd. in St. Charles, MO 63304, as 
well as each school site  office. Questions regarding asbestos or the management plan may 
be directed to the Director of Facilities and Operations by calling 636-851-6100. 



 

District Policies & Conduct 
 

Attendance Policy  

Board Policy and Regulation 2310 cover student attendance. All students will be required to 
follow the policy and will be subject to enforcement of its procedures and applications. 
 
Research clearly indicates that students who attend school regularly have more success 
both academically and socially.  If your child’s attendance falls below 90%, the District will 
employ a variety of attendance interventions.  The level of interventions the school uses 
will increase as student’s attendance decreases, so we can help ensure that your child and 
family have the appropriate support. 
Interventions may include: letters, student goal setting,  phone calls home, lessons on 
attendance, home visits, meetings with your student’s teacher, principal, counselor and/or 
nurse, development of a support plan, possible referral to the Juvenile Office of St. Charles 
County, or possible referral to the Missouri Children’s Division.  These interventions will 
become more intensive if your child shows a decrease in attendance.  Our hope is that 
your child’s attendance will increase as the year progresses with the continued support of 
home and school. 
 
View the FHSD Attendance Pyramid of Interventions. 

Bullying  

FHSD is committed to maintaining a learning and working environment free of any form of 
bullying or intimidation by students toward District personnel or students on school 
grounds, or school time, at a school sponsored activity or in a school related context as 
stated in Bullying Policy 2655 of the District Board Policy and Regulations document. The 
safety of students and staff in our schools and community is of primary importance. Policy 
2655 states the following:  
 
The District is committed to maintaining a learning and working environment free of any 
form of bullying or intimidation.  Bullying is strictly prohibited on school grounds, on 
school-time, at a school sponsored activity or in a school-related context.  Bullying is the 
intentional action by an individual or group of individuals to inflict intimidation, unwanted 
aggressive behavior, or harassment that is repetitive or is substantially likely to be repeated 
and causes a reasonable student to fear for his or her physical safety or property; 
substantially interferes with the educational performance, opportunities, or benefits of any 

https://drive.google.com/file/d/1wYZOQmuPfh6weBLEenPuzJ9BYDVKDpVQ/view?usp=drive_link


 

student without exception; or substantially disrupts the orderly operation of the school. 
Bullying may consist of physical actions, including gestures, or oral, cyber bullying, 
electronic, or written communication, and any threat of retaliation for reporting acts of 
bullying. 
  
Cyber bullying means bullying as defined above through the transmission of a 
communication including, but not limited to, a message, text, sound or image by means of 
an electronic device including, but not limited to, a telephone, wireless telephone or other 
wireless communication device, computer, or pager. The District may prohibit and 
discipline for cyber bullying that originates on any District campus or at a District activity if 
the electronic communication was made using the school's technological resources, if there 
is a sufficient nexus to the educational environment, or if the electronic communication 
was made on the District’s campus or at a District activity using the student's own personal 
technological resources. Further, students who engage in significant acts of misconduct off 
campus which materially and adversely impact the education of District students will be 
subject to discipline. 
  
Bullying, as defined in this Policy, is strictly prohibited. Students are encouraged to report 
any incident of bullying which they have witnessed or incurred, by contacting their 
principal/designee. District employees are required to report any instance of bullying which 
the employee has witnessed within two (2) school-days of the occurrence. Employees shall 
report the occurrence to the principal/designee, who is the person the District designates 
to receive reports of incidents of bullying. A principal/designee who receives a report of an 
incident of bullying shall initiate an investigation into the allegations, as soon as possible 
but within two (2) school-days of receipt of the report. The principal/designee may assign 
other employees to assist in the investigation, or request that the superintendent/designee 
assign an outside investigator. The investigation shall be completed within ten school-days 
from the date of the written report of bullying unless good cause exists to extend the 
investigation. No employee or student who reports an act of bullying shall be subject to 
reprisal or retaliation for making such a report. Any person who engages in reprisal or 
retaliation against an employee or student who reports an act of bullying shall be subject 
to disciplinary action. 
  
Students who are found to have violated this Policy will be subject to consequences 
depending on factors such as: age of student(s), degree of harm, severity of behavior, 
number of incidences, etc.  Possible consequences for a student for a violation of this 
policy include: loss of privileges, classroom detention, conference with teacher, parent 



 

contact, conference with teacher/principal/designee, in-school suspension, out-of-school 
suspension, expulsion and law enforcement contacted. 
  
The District shall give annual notice of the policy to students, parents/guardians and staff. 
This policy shall be included in all student handbooks. This policy shall also be posted on 
the District’s website (as a Board policy) and a copy shall be placed in the District 
Administrative Office. 
  
The District shall provide information and appropriate training to District staff who have 
significant contact with students regarding this policy. All staff with significant student 
contact shall be trained on the requirements of this policy on an annual basis. 
  
The District shall provide education and information to students regarding bullying, 
including information regarding this Policy prohibiting bullying, the harmful effects of 
bullying, and other applicable initiatives to address bullying, including student peer-to-peer 
initiatives to provide accountability and policy enforcement for those found to have 
engaged in bullying, reprisal, or retaliation against any person who reports an act of 
bullying. The District shall instruct its school counselors, school social workers, licensed 
social workers, mental health professionals, and school psychologists to educate students 
who are victims of bullying on techniques to overcome bullying's negative effects. Such 
techniques include but are not limited to, cultivating the student's self-worth and self-
esteem; teaching the student to defend himself or herself assertively and effectively; 
helping the student develop social skills or encouraging the student to develop an internal 
locus of control. District administrators will implement programs and other initiatives to 
address bullying, to respond to such conduct in a manner that does not stigmatize the 
victim, and to make resources or referrals available to victims of bullying. 
 
If you suspect that a student is being bullied please contact your school’s principal. Visit the 
District website for Bullying Resources. 

Buses 

The Francis Howell School District assigns each student living within the district's boundary 
a bus which will be available to transport the student to and from school each academic 
day. This assignment is based on the student’s primary address listed in Infinite Campus. If 
a parent requires their student to be transported to and/or from a secondary or alternate 
address the parent/guardian must contact the school and speak with the administrative 
assistant who handles transportation. Students purchasing a parking permit are choosing 

https://www.fhsdschools.org/programsservices/facilities-operations/safety-and-security#fs-panel-23428
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to opt out of ridership. Allow forty-eight (48) hours for processing any change requests in 
transportation. The Francis Howell School District does not allow students to ride a friend's 
bus. 

Cell Phone/Smart Watches  

Cell Phones and smart watches can create problems at school and we highly discourage 
students from bringing cell phones/smart watches to school for fear of them being lost or 
misused. If your child does need to bring a phone or smart watch to school, it will need to 
be stored in a backpack and turned off upon entering the building and during school 
hours. Phones and smart watches that are out during the day will be confiscated and the 
parent will need to pick the phone or watch up from the office. 

Student Discipline 

The District has the authority to investigate and discipline for student conduct which is 
prejudicial to good order and discipline in the schools as provided by state and federal law. 
District staff may interview students, search students and their property, as well as seize 
any inappropriate items, upon reasonable suspicion of a code of student conduct violation, 
without parental notification. School officials are authorized to hold students accountable 
for misconduct in school, on school property, and during school-sponsored activities. 
Students who engage in significant acts of misconduct off campus which materially and 
adversely impact the education of District students will be subject to discipline up to and 
including expulsion. However, no student will be confined in an unattended locked space 
except for emergency situations while awaiting the arrival of law enforcement officials. 
 
Students forfeit their right to a public school education by engaging in conduct prohibited 
in Regulation 2610, the “Code of Student Conduct”, and/or state or federal law. Disciplinary 
consequences include, but are not limited to, withdrawal of school privileges (athletics, 
intramurals, student clubs and activities and school social events), the reassignment of the 
student to another school, removal for up to ten (10) school days by the 
principal(s)/designee(s), extension of suspensions for a total of one hundred eighty (180) 
days by the superintendent/designee, and longer term suspension and expulsion from 
school by the Board of Education. See Policy 2610 and the “Code of Student Conduct.” 

Computer and Related Technology Use by Students 

Students will be expected to use all technologies in a proper and correct manner. Such 
technologies include, but are not limited to, school/district computers, Chromebooks, 

https://www.fhsdschools.org/fs/resource-manager/view/443fb26a-2c36-46cf-b89c-3d443e91f1de
https://www.fhsdschools.org/fs/resource-manager/view/443fb26a-2c36-46cf-b89c-3d443e91f1de


 

iPads, software, internet use, peripheral hardware, file servers, email, Google Suite (Gmail, 
Docs, Drive, etc.), and audio-visual equipment.  
 
Students who improperly utilize or damage technologies will be subject to the loss of 
technological privileges and/or other disciplinary actions. If any parent does not wish the 
school to allow his/her son or daughter to have technology-based privileges (i.e., use of 
computers, access to the internet, etc.), the parent should contact the student’s assistant 
principal each school year. The administrator will inform the student’s teachers. Parents 
should also inform their student that they are not to utilize specific technologies. 

Dress Code 

We take pride in the appearance of our students. Student dress reflects the quality of the 
school, student conduct and student school work.  All students are expected to dress and 
groom themselves neatly in clothes that are suitable for school activities. 
Clothing that is inappropriate for school activities and/or disruptive to the educational 
process including, but not limited to, sagging/revealing clothing, exposure of 
undergarments, wearing of spikes and/or chains, or inappropriate print on 
garments/masks (e.g. sexual connotations, drugs, intoxicating beverages, firearms, illegal 
activities, etc.) will not be permitted. Principals may ask students to have parents bring up 
an appropriate change of clothing. If after a student has been asked to change into clothing 
that meets the dress code a student is later found to be in violation of the dress code 
again, additional discipline may be imposed. Student dress for after-school performances 
and activities should be in accordance with the above guidelines. 

Early Dismissal 

View the Early Release Days on the District Calendar. 

Emergency Drills/Procedures 

Fire drills  

Fire drills are held each year. It is important that students and staff know procedures in 
case of a real emergency. During fire drills, students and staff evacuate the building 
through the nearest doorways to the outside areas and move away from the building as far 
as possible.  

https://www.fhsdschools.org/about/calendar


 

Tornado drills 

Tornado drills are also held to instruct the children of the procedures in place in case of a 
real tornado. If a tornado “warning” is in effect at the close of school, buses will wait until 
the “all clear” before departure. This procedure does not apply when there is a tornado or 
severe weather “watch.” Parents should use their own judgment concerning picking up 
their children under these circumstances. Children and teachers at school will follow 
tornado emergency procedures.  
 
During severe weather, school personnel will be alert for dangerous conditions. Each 
school is equipped with radios for scanning the National Weather Service .It is important to 
have a family plan in the event that a tornado warning is issued before school. All schools 
conduct tornado drills with students twice a year to ensure they are aware of procedures.  

Tornado Alerts/Tornado Watch  

• Tornado Watch: During a tornado watch, or other threatening weather, school 
officials are alert for developing and dangerous conditions, and actions deemed 
necessary for safety will be taken per building procedures. Phones will be in 
operation for emergency calls and for preparedness. Outside calls may not get 
through during a weather event.  

• Tornado Warning:  During a tornado warning, when sirens have sounded, seek 
shelter. Do not attempt to pick up students at schools. Disaster experts advise that 
automobiles are among the most dangerous places to be in a storm. If you are in 
the parent pickup line, please go to the school to seek shelter. Communication will 
be limited during the tornado due to the supervision of students and limitations the 
weather may present. 

• All Clear: FHSD consults the weather channel for the tornado warning expiration 
and all clear notice. The siren silencing does not mean the warning has ended. After 
the all clear is given, students may be picked up by parents. Depending on the time 
of day the all-clear is announced, buses may run later than normal. Any special 
announcements to parents will be made via the School Messenger notification 
system and District website.  

Before School 

• Keep children at home or in a safe location until tornado warning is lifted. We want 
to ensure students are not waiting at bus stops during this critical time.  

• School buses will be held at the bus garage. The start of school days will be delayed 
until the tornado warning is lifted and the all clear is given. 



 

• If buses are en route, they will proceed to the nearest school or other 
predetermined location, and remain there until the warning has been lifted and the 
all clear is given. 

During School Hours 

• Students and staff will move to designated safe places and proceed into the 
precautionary duck and cover position. 

• Please refrain from coming to school to pick up your child during a tornado warning. 
• Parents who arrive at school during a warning will be asked to wait inside until the 

warning is lifted and personnel are available to assist parents.  

At Dismissal  

• Students will not be dismissed from school while the area is under a tornado 
warning. 

• Students will be held at school and buses will not be allowed to transport students 
until the tornado warning has been lifted and the all clear is given. 

• Please refrain from coming to school to pick up your child during a tornado warning. 
• Parents who arrive at school during a warning will be asked to wait inside until the 

warning is lifted and the all clear is given, and personnel are available to assist 
parents.  

Buses en Route  

• Buses will proceed to the nearest school or other predetermined location. 
• Drivers and students will remain at that location until the warning has been lifted 

and the all clear is given.  

Communication Procedures  

• Phones may not be answered during a tornado warning, as students and staff will 
be in the precautionary duck and cover position. To the extent possible, the 
outgoing message will be changed to let parents know we are under a tornado 
warning. 

• Parents will be notified via the School Messenger Notification System of any 
changes in transportation, as well as school delays associated with a tornado 
warning. 

• FHSD will share updates via the District website as soon as information becomes 
available. 



 

Earthquake  

Earthquake drills are held twice a year. 

Shelter in place  

Shelter in place procedures for safety during hazardous material incidents are reviewed 
annually.  

Intruder  

Intruder Drills are also held during the school year. The school will be locked down and all 
students will be moved to a safe location.  
 
Visit the District website to view more weather guidelines. 
 

Field Trips 

All students planning to take part in a school sponsored field trip must submit a field trip 
form to the sponsoring teacher three days prior to the field trip. The form must be signed 
by a parent or guardian. Teachers’ signatures indicate they have been informed of the trip 
and that students have agreed to make up any work missed due to the absence caused by 
the field trip. **School approved and sponsored field trips do not count as student 
absences; given this, students must turn in assigned work prior to or immediately following 
the field trip in all their classes to avoid late penalties. Field Trip Forms should be provided 
to participating students by the teacher sponsoring the activity. The supervising teacher will 
collect all completed forms before students will be allowed to take part in the trip. 
 

Health/Nurse/Medication Information 

Illnesses 

Children with any of the following symptoms should be kept home from school: diarrhea or 
vomiting, unexplained rashes, red or discharging eyes, acute cold, signs of weakness, 
drowsiness, temperature of 100 degrees or higher, persistent cough or untreated head lice. 
Please notify the school nurse if your child has a special health condition such as epilepsy, 
allergies, hemophilia, diabetes, heart condition, HIV positive, hearing or vision problems or 
physical limitations.  
The school nurse will contact you should your child become ill.  
 

https://www.fhsdschools.org/programsservices/facilities-operations/weather-guidelines


 

PLEASE MAKE ARRANGEMENT FOR TRANSPORTATION TO BE AVAILABLE SHOULD YOUR 
CHILD NEED TO LEAVE SCHOOL EARLY.  
The school cannot transport ill children.  
If your child is sent home with a fever of 100 degrees or above, the student should not 
attend school until he/she has been fever free for 24 hours without the use of Tylenol or 
ibuprofen.  
Please do not send your child back the next day for the protection of your child as well as 
other students.  
Parents are requested to send a note each day that a student is to be excused from 
outdoor recess stating the reason. If a child is to be excused for more than three 
consecutive days, a doctor’s excuse is required to stay indoors for recess. 
 

Medication Procedures for Prescription and Nonprescription Medicines 

Pursuant to Francis Howell School District policy, the giving of prescription and non-
prescription medicine by the nurse, principal, or designee, shall be restricted to necessary 
medication that cannot be given on an alternative schedule. Your physician may fax a 
medication order to school or you may bring in the order with the medication. Please ask 
your pharmacist for a “school bottle” with dosages to be given at school.  
When medications need to be given at school, they should be brought by the parent to the 
nurse or by the student directly to the nurse when arriving at school and before going to 
the classroom. 
 

Prescription medicine  

1. Must be accompanied by a label affixed by a pharmacy or physician showing: 
a. Name of student 
b. Total daily dosage and schedule of administration 
c. Date purchased 
d. Physician’s name 
e. Name of medication 

2. MUST have a written physician’s order 
3. A parent/guardian must request in writing that the District comply with the 

authorized prescriber’s request to give medication. (The District will not administer 
the initial dose of any new prescription except in an emergency). 



 

4. Any changes to a medication dosage must be accompanied by an updated Rx 
prescription label. No outdated medication prescription label will be accepted. Each 
new prescription must have a new label and vial. 

5. This authorization is effective for the school year for which it is granted and must be 
reviewed annually.  

 

Non-prescription medicine  

1. Must be in the original container.  
2. MUST have a written order, signed by the physician or advance practice nurse, 

stating the name of the medication, the name of the child, dosage and schedule of 
administration, and reason for giving the medication. When possible, the prescriber 
should state potential adverse effects and applicable emergency instructions.  

3. A parent/guardian must provide a written request that the district comply with the 
authorized prescriber’s request to give medication.  

4. This authorization is effective for the school year for which it is granted and must be 
renewed annually.  

 

Emergency Medication  

Written standing orders will be obtained annually for the administration of emergency 
medication.  
 

Parent/Guardian Administration  

In situations where the parent/guardian chooses, the parent/guardian may come to school 
to administer the medication to his/her child.  
 

Security  

All medication shall be kept in a locked cabinet in the nurse’s office or the principal’s office.  
 

Medications on Field Trips  

1. Medications that must be given during the time a student is off campus (seizure 
meds, inhalers, and allergy meds) may only be given by a responsible adult 
employed by the district and trained by the nurse on the “5 R’s” of medication 



 

administration or the child’s parent. The Right Medication, The Right Patient, The 
Right Dosage, The Right Time, The Right Route. 

2. All medications must be in the prescription bottle or box with the pharmacy label 
attached. Only inhalers may be self-administered. All other medications must be 
carried and administered by the delegated, trained adult or the child’s parent.  

3. Any student found to be carrying his/her medication on his/her person while on a 
school sponsored trip off campus, without the knowledge of the nurse, may be 
subject to disciplinary action.  

4. If the student has severe allergies an EpiPen auto injector will be carried by a trained 
staff member and used as needed.  

5. If the adult in charge of the off-campus trip refuses to take responsibility for the 
giving of medications, the parent will be asked to accompany his/her student on the 
trip. If the parent is unable to accompany the student, the District will provide an 
appropriately trained person to administer the medication as needed. 

 
A physician’s statement regarding the limitations and duration of their use is required 
before a student is allowed to use crutches on school district property during school hours. 
Another student will be assigned to assist carrying the student's books. Both students will 
be dismissed five minutes early to facilitate getting to the bus on time at the end of the day. 
The school district will not be responsible for any injury that occurs as a result of the use of 
crutches without a physician's written order on file. 
 

Inclement Weather 

Visit the District website to view Weather Guidelines. 
 

Meal Prices/Free & Reduced Forms 

Visit the District website to view Nutrition Services information and forms. 
 

Parent Portal 

Campus Portal is our tool for parents to access instant, online, timely and secure student 
information.  For elementary parents, attendance is visible through parent portal, report 
cards and bus routes. Middle and high school parents can access class schedules, 
assignments, attendance, discipline, course registrations for next year, report cards and 

https://www.fhsdschools.org/programsservices/facilities-operations/weather-guidelines
https://www.fhsdschools.org/programsservices/nutrition-services


 

transcripts. Campus Portal is a means to further promote educational excellence by 
enhancing our program of communication with parents and students.  
 
Visit the District website to view the Parent Portal and Log-in directions. 
 

Report Card Dates/Access 

There will be four formal reporting times (report cards) during the school year. Each report 
card will note progress in all subjects being studied. One formal parent-teacher conference 
will be scheduled. Additional conferences may be scheduled at any time during the year 
upon request by the parent, teacher, or building administrators.  
 
Infinite Campus is our tool for parents to access instant, online, timely and secure student 
information.  For elementary parents, attendance is visible through parent portal, report 
cards and bus routes. Middle and high school parents can access class schedules, 
assignments, attendance, discipline, course registrations for next year, report cards and 
transcripts. Infinite Campus is a means to further promote educational excellence by 
enhancing our program of communication with parents and students.  
 
Visit the District website to view the Parent Portal and Log-in directions. 
 

Online Registration Annual Verification (ORAV) 

Beginning with the 2024-25 school year, all families enrolling students from early childhood 
through 12th grade in the Francis Howell School District (FHSD) will be required to 
complete the Online Registration Annual Verification (ORAV). Previously an optional 
process, ORAV will now be mandatory for all families. 
 
The registration window is set to open on July 1, providing families with ample time to 
complete the process. Completing the ORAV typically takes 15-20 minutes, with the option 
to save applications for later completion. Unfinished applications will display incomplete 
information in yellow upon reopening. 
 
Failure to complete ORAV will result in students being unenrolled from the District, except 
for McKinney-Vento and Foster families, who will be granted exceptions. Furthermore, 
middle and high school students will face restrictions, including the inability to change 
schedules, participate in activities, or purchase parking passes until ORAV is complete. 

http://fhsd.sharpschool.net/parents/parent_portal
http://fhsd.sharpschool.net/parents/parent_portal


 

 
The ORAV process will include acknowledgment of annual FERPA notification, alongside 
other standard acknowledgments such as the COC Handbook. Additionally, families in 
transition years, including kindergarten, 6th, and 9th grades, must provide proof of 
residency when completing the ORAV process. To assist families with completing the forms, 
each school building will host two in-person assistance days in July.  
 
For questions regarding the ORAV process, families are encouraged to visit the FHSD 
website to locate their child's school and then call that school directly.  
 

Snow Days/AMI Plan 

Visit the District website to view FHSD AMI Information. 
 

Volunteer/Visitor Process 

Become an approved volunteer in 3 easy steps: 

1. Watch the Mandatory Training Videos and complete the FHSD Volunteer 
Application.  
Sign and initial the form where indicated (digital signatures are not accepted), then 
scan and email the completed application to fhsdvolunteer@fhsdschools.org or 
drop off in-person at the District Administration Building (801 Corporate Centre 
Drive, O’Fallon, Missouri).  
 
Please note: 

a. If you watched the mandatory training in previous years, you will need to 
create a new username in order to view the videos. 

b. To ensure a smooth training experience, we recommend watching all three 
required training videos in one continuous session to avoid potential login 
issues. Starting and stopping between videos can sometimes result in logging 
you out of the training platform. 
  

2. Register online with the Missouri Family Care Safety Registry and pay applicable fees 
(approximately $15) to the state. If you previously joined the Registry, you do not 
need to join again. This is a one-time process. You can check the Registry for your 
social security number prior to submitting another registration. Please note, the 

https://www.fhsdschools.org/academics/ami
https://francishowell-mo.safeschools.com/register/db31dd2c
https://www.fhsdschools.org/fs/resource-manager/view/bf258101-7b71-44ae-b120-c1c26bcb1236
https://www.fhsdschools.org/fs/resource-manager/view/bf258101-7b71-44ae-b120-c1c26bcb1236
https://health.mo.gov/safety/fcsr


 

wait time for the FCSR registration to be processed and for the District to be notified 
can be up to two weeks. We recommend completing this process as early as 
possible. 
  

3. Schedule your Digital Fingerprinting Appointment with MACHS. This can be 
scheduled online through the Missouri Automated Criminal History System (MACHS) 
or by calling (844) 543-9712. When prompted for a 4-digit code, use 8403 so the 
Francis Howell School District can view the fingerprint report when it is complete. 
Please note that 8403 is a code specific to FHSD volunteers and should not be used 
when requesting fingerprints for other purposes. The cost for fingerprinting is 
approximately $40, paid by the applicant; you have the option of paying online or at 
the fingerprinting facility. Facility locations are subject to change without notice, so 
please check the list toward the end of the registration process for locations and 
appointments currently available. Bring your online confirmation page and a photo 
ID to the facility. Please note: Those who have been fingerprinted previously for past 
employment or volunteer positions must go through the process again using our 
school district code (8403). Without this specific code, FHSD cannot see your results 
and therefore cannot process your volunteer application. Ink fingerprints taken at 
your local police department are not valid. 

After you’ve completed these three steps, look for email confirmation from the FHSD 
Human Resources Department that your application has been approved. Confirmation 
emails received from the Family Care Safety Registry or the MACHS/IdentoGo fingerprinting 
facility are not sufficient for your volunteer approval with the District. Due to a high volume 
of volunteer applications, it could take up to six weeks for your application to be approved. 
 
Visit the District website for more information about volunteering at FHSD. 

District Notices 
Notification of Rights under FERPA for Elementary and Secondary Schools 
 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students who 
are 18 years of age or older ("eligible students") certain rights with respect to the student's 
education records.  These rights are: 

https://www.machs.mo.gov/MACHSFP/home.html
https://www.fhsdschools.org/get-involved/volunteer


 

1. The right to inspect and review the student's education records within 45 days after 
the day the school receives a request for access. 

Parents or eligible students who wish to inspect their child’s or their education 
records should submit to the school principal or appropriate school official a written 
request that identifies the records they wish to inspect.  The school official will make 
arrangements for access and notify the parent or eligible student of the time and 
place where the records may be inspected. 

2. The right to request the amendment of the student’s education records that the 
parent or eligible student believes are inaccurate, misleading, or otherwise in 
violation of the student’s privacy rights under FERPA. 
 
Parents or eligible students who wish to ask the school to amend their child’s or 
their education record should write to the school principal or appropriate school 
official, clearly identify the part of the record they want changed, and specify why it 
should be changed.  If the school decides not to amend the record as requested by 
the parent or eligible student, the school will notify the parent or eligible student of 
the decision and of their right to a hearing regarding the request for amendment.  
Additional information regarding the hearing procedures will be provided to the 
parent or eligible student when notified of the right to a hearing. 
 

3. The right to provide written consent before the school discloses personally 
identifiable information (PII) from the student's education records, except to the 
extent that FERPA authorizes disclosure without consent. 

One exception, which permits disclosure without consent, is disclosure to school 
officials with legitimate educational interests.  The criteria for determining who 
constitutes a school official and what constitutes a legitimate educational interest 
must be set forth in the school’s or school district’s annual notification for FERPA 
rights.  A school official typically includes a person employed by the school or school 
district as an administrator, supervisor, instructor, or support staff member 
(including health or medical staff and law enforcement unit personnel) or a person 
serving on the school board.  A school official also may include a volunteer,  
contractor, or consultant who, while not employed by the school, performs an 
institutional service or function for which the school would otherwise use its own 
employees and who is under the direct control of the school with respect to the use 
and maintenance of PII from education records, such as an attorney, auditor, 



 

medical consultant, or therapist; a parent or student volunteering to serve on an 
official committee, such as a disciplinary or grievance committee; or a parent, 
student, or other volunteer assisting another school official in performing his or her 
tasks.  A school official typically has a legitimate educational interest if the official 
needs to review an education record in order to fulfill his or her professional 
responsibility. 

Upon request, the school discloses education records without consent to officials of 
another school or school district in which a student seeks or intends to enroll, or is 
already enrolled if the disclosure is for purposes of the student’s enrollment or 
transfer.  [NOTE:  FERPA requires a school or school district to make a reasonable 
attempt to notify the parent or student of the records request unless it states in its 
annual notification that it intends to forward records on request or the disclosure is 
initiated by the parent or eligible student.] 

4. The right to file a complaint with the U.S. Department of Education concerning 
alleged failures by the school to comply with the requirements of FERPA.  The name 
and address of the Office that administers FERPA are: 

Family Policy Compliance Office U.S. Department of Education 
400 Maryland Avenue 
SW Washington, DC  20202    

Directory Information 
 
The Francis Howell School District has designated the following information 
contained in the educational records of its students as directory information for 
purposes of FERPA:  student’s name, student’s address, student’s phone number(s), 
parent(s)/guardian(s) e-mail, grade level, grade point average, dates of attendance, 
grade level, participation in officially recognized activities and sports, weight and 
height of members of athletic teams, degrees and awards received, most recent 
previous school attended, and photographs. 
 
How to Opt Out 
 
A parent or student refusing to have any or all of the designated directory 
information disclosed is required to complete FERPA Student Directory Information 
& Media Opt-Out Form and designate that you are refusing to disclose directory 

https://www.fhsdschools.org/fs/resource-manager/view/97888d60-b5cd-4da0-bec4-b244d54d6fa3
https://www.fhsdschools.org/fs/resource-manager/view/97888d60-b5cd-4da0-bec4-b244d54d6fa3


 

information or that disclosure of directory information should be limited to school 
affiliated organizations and activities as described in Regulation 2600. Return the 
form to the principal of the school which the student attends. The completed form 
must be returned by September 1 each year or within 10 days of new student 
enrollment, whichever is later. View the Spanish translation of the Opt-Out Form. 
Additional translations can be provided by contacting your child's school. 

 

ESSA Complaint Procedures - Missouri Department of Elementary & Secondary 
Education Every Student Succeeds Act of 2015 (ESSA) Complaint Procedures 

This guide explains how to file a complaint about any of the programs 1 that are 
administered by the Missouri Department of Elementary and Secondary Education (the 
Department) under the Every Student Succeeds Act of 2015 (ESSA)2. 
 
Missouri Department of Elementary and Secondary Education Complaint Procedures for 
ESSA Programs Table of Contents 

General Information 

1. What is a complaint under ESSA? 
2. Who may file a complaint? 
3. How can a complaint be filed? 

Complaints filed with LEA 

4. How will a complaint filed with the LEA be investigated? 
5. What happens if a complaint is not resolved at the local level (LEA)? 

Complaints filed with the Department 

6. How can a complaint be filed with the Department? 
7. How will a complaint filed with the Department be investigated? 
8. How are complaints related to equitable services to private school children handle 

differently? 

Appeals 

9. How will appeals to the Department be investigated? 
10. What happens if the complaint is not resolved at the state level (the Department)? 

 

https://www.fhsdschools.org/fs/resource-manager/view/5cacbd81-060e-420e-840c-28b759cce1a4


 

 
 

1. What is a complaint? 

For these purposes, a complaint is an allegation that a local education agency (LEA) 
or the Missouri Department of Elementary and Secondary Education (the 
Department) has violated a federal statute or regulation that applies to a program 
under ESSA. 

2. Who may file a complaint? 

Any individual or organization may file a complaint. 

3. How can a complaint be filed 

Complaints can be filed with the LEA or with the Department. 

4. How will a complaint filed with the LEA be investigated? 

Complaints filed with the LEA are to be investigated and attempted to be resolved 
according to locally developed and adopted procedures. 

5. What happens if a complaint is not resolved at the local level (LEA)? 

A complaint not resolved at the local level may be appealed to the Department. 

6. How can a complaint be filed with the Department? 

A complaint filed with the Department must be a written, signed statement that 
includes: 

a. A statement that a requirement that applies to an ESSA program has been 
violated by the LEA or the Department, and 

b. The facts on which the statement is based and the specific requirements 
allegedly violated. 
 

7. How will a complaint filed with the Department be investigated? 

The investigation and complaint resolution proceedings will be completed within a 
time limit of fifty calendar days. That time limit can be extended by the agreement 
of all parties. 
 
The following activities will occur investigation: 

a. Record. A written record of the investigation will be kept. 



 

b. Notification of LEA. The LEA will be notified of the complaint within five days 
of the complaint being filed. 

c. Resolution at LEA. The LEA will then initiate its local complaint procedures in 
an effort to first resolve the complaint at the local level. 

d. Report by LEA. Within forty-five days of the complaint being filed, the lEA will 
submit a written summary of the LEA investigation and complaint resolution. 
This report is considered public record and may be made available to 
parents, teachers, and other members of the general public. 

e. Verification. Within ten days of receiving the written summary of a complaint 
resolution, the Department will verify the resolution of the complaint 
through an on-site visit, letter, and/or telephone call(s). 

f. Appeal. The complainant or the LEA may appeal the decision of the 
Department to the U.S. Department of Education. 
 

8. How are the complaints related to equitable services to nonpublic school 
children handled differently? 

If the complaint is an LEA is not providing equitable services for private school 
children, in addition to the procedures listed in number 7 above, the complaint will 
also be filed with the U.S. Department of Education, and they will receive all 
information related to the investigation and resolution of the complaint. Also, 
appeals to the United States Department of Education must be filed no longer than 
thirty days following the Departments’ resolution of the complaint (or its failure to 
resolve the complaint). 

9. How will appeals to the Department be investigated? 

The Department will initiate an investigation within ten days, which will be 
concluded within thirty days from the day of the appeal. The investigation may be 
continued beyond the thirty-day limit at the discretion of the Department. At the 
conclusion of the investigation, the Department will communicate the decision and 
reasons for the decision to the complainant and the LEA. Recommendations and 
details of the decision are to be implemented within fifteen days of the decision 
being delivered to the LEA. 

10. What happens if the complaint is not resolved at the state level (the 
Department)? 

The complainant or LEA may appeal the decision of the Department to the United 
States Department of Education. 



 

 
1 - Programs include Title I. A, B, C, D, Title II, Title III. A. 
2 - Title IV.A, Title VI, Title VII. C Revised 7/15 2 In compliance with NCLB Title IX Part C. Sec. 
9304(a)(3)(C) 
Local Education agencies are required to disseminate, free of charge, this information regarding 
NCLB complaint procedures to parents of students and appropriate private school officials or 
representatives. 
 
Revised 2017 
 

FHSD Equal Opportunity Policy 1300 

Book FHSD POLICIES  
Section 1000 GENERAL ADMINISTRATION/ 1300 Equal Opportunity  
Title Equal Opportunity  
Code 1300  
Status Active  
Adopted April 1, 2007  
Last Revised January 21, 2021  
The District is committed to maintaining a workplace and educational environment that is 
free from discrimination, harassment, and retaliation in admission or access to, or 
treatment or employment in, its programs, services, activities and facilities. The District is 
committed to providing equal opportunity in all areas of education, recruiting, hiring, 
retention, promotion and contracted service.  
 
In its programs and activities, the District does not discriminate on the basis of race, color, 
national origin, ancestry, religion, sex, sexual orientation, gender identity, disability, age, 
genetic information, or any other characteristic protected by law and as required by Titles 
VI and VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, 
Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 1975 and Title II 
of the Americans with Disabilities Act of 1990, and state law. In addition, the District 
provides equal access to the Boy Scouts of America and other designated youth groups. 
Further, no person shall be excluded from participation in, be denied the benefits of, or 
otherwise be subject to discrimination based on the above-listed characteristics under a 
school nutrition program for which the District receives federal financial assistance from 
the U.S. Department of Agriculture (USDA) Food and Nutrition Service.  
 



 

This Policy governs the District’s compliance with the laws identified above, outside Title IX. 
The following person is designated and authorized as the District’s Compliance Officer to 
coordinate compliance with the laws identified above (outside of Title IX), including to 
handle inquiries or complaints regarding the District’s non-discrimination policies:  
 
The following individuals have been designated as the District's non-discrimination 
compliance officers:  
 
Lisa Simpkins  
Chief Human Resources Officer  
801 Corporate Centre Drive, O Fallon, MO 63368  
636-851-4004 
 
Dr. Brian Rich  
Director of Human Resources  
801 Corporate Centre Drive, O Fallon, MO 63368  
636-851-4057  
 
A complaint by students, employees, parents, and patrons of the District alleging 
harassment, discrimination, or related retaliation based on a protected classification under 
the laws identified above (outside of Title IX) should be filed in accordance with the 
procedures outlined in Regulation 1300. A complaint regarding sexual harassment or 
related retaliation of a student or employee under Title IX and that is alleged to have 
occurred on or after August 14, 2020, should be filed in accordance with the procedures 
outlined in Regulation 1301. A complaint regarding the identification, evaluation, 
educational program, or placement of a child with a disability under Section 504 should be 
filed in accordance with the procedures outlined in Regulation 2110.  
 
Originally adopted April 2007  
Revised March 2018  
Revised December 2018  
Revised May 2020  
Revised January 2021 
Revised May 2024 
 



 

Individuals with Disabilities Education Act 

All responsible public agencies are required to locate, evaluate, and identify children with 
disabilities who are under the jurisdiction of the agency, regardless of the severity of the 
disability, including children attending private schools, children who live outside the district 
but are attending a private school within the district, highly mobile children, such as 
migrant and homeless children, children who are wards of the state, and children who are 
suspected of having a disability and in need of special education even though they are 
advancing from grade to grade. The Francis Howell School District assures that it will 
provide a free, appropriate public education (FAPE) to all eligible children with disabilities 
between the ages of 3 and 21 under its jurisdiction. Disabilities include autism, 
deaf/blindness, emotional disorders, hearing impairment and deafness, intellectual 
disability, multiple disabilities, orthopedic impairment, other health impairments, specific 
learning disabilities, speech or language impairment, traumatic brain injury, visual 
impairment/blindness and young child with a developmental delay.  
 
The District assures that it will provide information and referral services necessary to assist 
the State in the implementation of early intervention services for infants and toddlers 
eligible for the Missouri First Steps program.  
 
The Francis Howell School District assures that personally identifiable information 
collected, used, or maintained by the agency for the purposes of identification, evaluation, 
placement or provision of FAPE of children with disabilities may be inspected and/or 
reviewed by their parents/guardians. Parents/guardians may request amendment to the 
educational record if the parent/guardian believes the record is inaccurate, misleading, or 
violates the privacy or other rights of their child. Parents have the right to file complaints 
with the U.S. Department of Education or the Missouri Department of Elementary and 
Secondary Education concerning alleged failures by the district to meet the requirements 
of the Family Educational Rights and Privacy Act (FERPA).  
 
The Francis Howell School District has developed a Local Compliance Plan for the 
implementation of State Regulations for the Individuals with Disabilities Education Act 
(IDEA). This plan contains the agency’s policies and procedures regarding storage, 
disclosure to third parties, retention and destruction of personally identifiable information 
and the agency’s assurances that services are provided in compliance with the General 
Education Provision Act (GEPA). This plan may be reviewed at the Francis Howell School 
District Alternative Education Department from 8:00 – 4:30 p.m. each school day. 
 



 

This notice will be provided in native languages as appropriate. 
Director of Alternative Learning  
Francis Howell School District  
801 Corporate Centre Drive  

O'Fallon, MO 63368  
Phone: 636-851-4060 Fax: 636-851-4094 

 

FHSD Public Notice – Section 504 and Title II 

The District is required to undertake measures to identify and locate every qualified 
disabled student residing in the District who is not receiving a public education; and take 
appropriate steps to notify disabled students and their parents or guardians of the 
District’s duty. Section 504 of the Rehabilitation Act of 1973 is a federal law that prohibits 
discrimination against persons with disabilities in any program or activity that receives 
federal financial assistance from the United States Department of Education. The Francis 
Howell School District is a recipient of federal financial assistance from the United States 
Department of Education and, therefore, is covered by Section 504. The District has 
developed 504 procedures for the implementation of federal regulations for Section 504 of 
the Rehabilitation Act, Subpart D. These procedures may be reviewed at the Francis Howell 
School District Alternative Education Department from 8:00 – 4:30 p.m. each school day. 
Alternative times are available by request. This notice will be provided in native languages 
as appropriate. 

Director of Alternative Learning 
Francis Howell School District 
801 Corporate Centre Drive 

O'Fallon, MO 63368 
Phone: 636-851-4060 Fax: 636-851-4094 

 

FHSD Student Meal Charges 

Purpose  

The purpose of this Policy 5550 is to maintain consistent meal account procedures 
throughout the District. Unpaid charges place a financial strain on District finances. The 
District’s contracted food service vendor is responsible for maintaining food charge records 
and for notifying the District’s accounting department of outstanding balances.  
 



 

Administration  

1. Student Groups: 
a. All students will be allowed to charge a maximum of twenty-five ($25.00) 

dollars. 
i. These meals will include only the menu items of the reimbursable 

meal. 
ii. After the balance exceeds twenty-five ($25.00) dollars, the student will 

be given a designated menu alternate.  
 

2. Elementary students will be allowed to charge up to one dollar ($1.00) for à la carte 
foods and beverages. Middle and High School students will not be allowed to charge 
à la carte foods and beverages. 
 

3. Various methods of communication may be used to notify parent(s)/guardian(s) of 
students with negative balances, including electronic communication, written 
correspondence, or phone call by the appropriate party. 

 
4. On May 15 annually, all charging will be cut off. 

a. Parent(s)/guardian(s) will be sent a written request for “payment in full.” 
b. All charges not paid before the end of the school year will be carried forward 

into the next school year. 
c. Graduating seniors must pay all charges in full. Failure to do so may result in 

the delinquent student being denied participation in graduation ceremonies.  
 

5. If a financial hardship is suspected, families will be encouraged to apply for 
free/reduced meals at any time during the school year. Buildings may also establish 
special funds to assist students with meal purchases. 
 

6. Each building principal will send a letter to all parent(s)/guardian(s) on or before the 
first day of school notifying them of the requirements of this Policy. This Policy will 
also be published on the District’s website.  

 
Revised May 2024 
 



 

Free and Reduced Lunch Eligibility 

The District participates in the national school lunch program. Eligible students will be 
identified for participation in the free and reduced-price lunch program based upon federal 
and state guidelines. 
 
Information concerning the eligibility standards will be distributed annually within the 
District. The identification of student participants in the program will be confidential with 
such information disclosed to staff members on a strict need-to-know basis. 
 

Notification of Rights Under PPRA (Protection of Pupil Rights Amendment) 

The PPRA affords parents/guardians and students who are 18 or emancipated minors 
(“eligible students”) certain rights regarding our conduct of surveys, collection and use of 
information for marketing purposes, and certain physical exams. These include the right to: 

• Consent before students are required to submit to a survey that concerns one or 
more of the following protected areas (“protected information survey”) if the survey 
is funded in whole or in part by a program of the U.S. Department of Education (ED)  

1. Political affiliations or beliefs of the student or student’s 
parent(s)/guardian(s);  

2. Mental or psychological problems of the student or student’s family; 
3. Sex behavior or attitudes;  
4. Illegal, anti-social, self-incriminating, or demeaning behavior;  
5. Critical appraisals of others with whom respondents have close family 

relationships; 
6. Legally recognized privileged relationships, such as with lawyers, doctors or 

ministers; 
7. Religious practices, affiliations, or beliefs of the student or 

parent(s)/guardian(s); 
8. Income, other than as required by law to determine program eligibility. 

 
• Receive notice and an opportunity to opt a student out of –  

1. Any other protected information survey, regardless of funding; 
2. Any non-emergency, invasive physical exam or screening required as a 

condition of attendance, administered by the school or its agent, and not 
necessary to protect the immediate health and safety of a student, except for 
hearing, vision, or scoliosis screenings, or any physical exam or screening 
permitted or required under State law; and 



 

3. Activities involving collection, disclosure, or use of personal information 
obtained from students for marketing or to sell or otherwise distribute the 
information to others. 
 

• Inspect, upon request and before administration or use –  
1. Protected information surveys of students; 
2. Instruments used to collect personal information from students for any of 

the above marketing, sales, or other distribution purposes; and 
3. Instructional material used as part of the educational curriculum.  

 
Francis Howell School District has adopted policies regarding these rights (see Policy and 
Regulation 1610), as well as arrangements to protect student privacy in the administration 
of protected surveys and the collection, disclosure, or use of personal information for 
marketing, sales, or other distribution purposes. Francis Howell School District will directly 
notify parents/guardians and eligible students of these policies at least annually at the start 
of each school year and after any substantive changes. Francis Howell School District will 
also directly notify parents/guardians and eligible students at least annually at the start of 
each school year of the specific or approximate dates of the following activities and provide 
an opportunity to opt a student out of participating in:  

• Collection, disclosure, or use of personal information for marketing, sales or other 
distribution.  

• Administration of any protected information survey not funded in whole or in part 
by ED. 

• Any non-emergency, invasive physical examination or screening as described above.  
 
Parents/guardians 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  
Washington, D.C. 20202-4605 

 

Required State Assessment Participation 

Francis Howell School District Board Policy 6440 states that all students will participate in 
statewide assessments or alternative assessments as determined by a students’ 
Individualized Education Program (IEP) team. The District has developed a list of 



 

assessments to be administered annually, and the grade level of students that will be 
administered each test or assessment instrument. A copy of this policy and the assessment 
schedule will be available to the public on the District’s website and in the District office 
during normal business hours. 
 

MOCAP 

The Francis Howell School District participates in the Missouri Course Access and Virtual 
School Program (MOCAP). Because virtual instruction can be an effective education option 
for some students, there may be courses available either through a District-provided virtual 
option or through MOCAP. Students have a right to participate in MOCAP. Additional 
information about MOCAP can be found in Policy/Regulation 6190 and on the District’s 
website. 
 

Trauma-Informed School Initiative 

When students endure chronic stress or traumatic incidents, it can have both physiological 
and emotional consequences, often impairing their ability to function effectively in a school 
setting. The Francis Howell Trauma-Informed School Initiative is dedicated to establishing 
safe and nurturing educational environments where students can learn and reach their full 
potential. This initiative achieves this by recognizing the indicators of chronic stress and 
trauma and implementing effective response strategies. For further information, visit the 
Missouri Department of Elementary and Secondary Education's website for more 
information about the Trauma-Informed School Initiative. 
 

Sexual Abuse Awareness Training 

The District will provide trauma-informed, developmentally-appropriate sexual abuse 
training to students in grades 6-12.  Student training will include, but not be limited to: 
  

1. Instruction in recognizing sexual abuse; 
2. Instruction in reporting incidents of sexual abuse; 
3. Instruction in actions that student-victims of sexual abuse can take to obtain 

assistance and intervention; and 
4. Instruction in resources that are available to students affected by sexual abuse. 

  



 

Parents/guardians will be notified of the training content and of the parents/guardians 
right to have their student excused from the training.  Upon written request of the 
parent/guardian their student will be excused from the training. 
 

Human Sexuality Instruction 

The parents/guardians of each student will be advised of:  
  

1. The content of the District’s human sexuality instruction to be provided to their 
student.  

2. Their right to remove their student from any part of the District’s human sexuality 
instruction.  

   
The District’s human sexuality curriculum will be available for public examination prior to 
their use in actual instruction. 
 

Title I Program 

The Board of Education recognizes the importance of parental involvement with the Title I 
program and will provide a variety of opportunities for parents to be involved in policy 
design and in the planning, implementation and review of Title I program. Title I teachers 
and paraprofessionals must meet the qualifications outlined in Regulation 1621. 
Pursuant to the provisions of the Every Student Succeeds Act, the District will submit its 
Federal Title 1 LEA Plan, describing the District’s Title I services. Additional information 
about the Title I program and specific duties can be found in Policy/Regulation 1621. 
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