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August 2014

Dear Parents and Guardians:

The 2014-2015 Washington County Public Schools (WCPS) Handbook and Guide contains important 
information which will help ensure that your family enjoys a successful school year. We ask you to read 
through the handbook with your child(ren) and then complete and return the designated forms, located 
in the center of the book, to your child’s school. 

As a parent or guardian, your involvement is critical to your child’s success in school, and WCPS provides 
many avenues for you to be engaged in the educational process. First and foremost, we hope you will 
spend time talking with your student about the school day, classroom work, and homework, as many of 
the assignments your child will be asked to complete will benefit from your experience and expertise. We 
know from experience that interest in your child’s success in school is a positive motivational force and 
sends a clear message to children that you value their education.  

Additionally, we hope you will consider volunteering at your child’s school, which will allow the school staff 
to know you better and is another way of showing children that you care about their academic success. 
Volunteering in schools and supporting the work of teachers and administrators can provide an extra 
boost that is proven to turn good schools into great schools. Also, we invite you to become involved in 
your school’s PTA, PTO, School Improvement Team, or the Citizen’s Advisory Council, which is another 
great way to affect change in the community and school system. 

Finally, the Washington County Board of Education maintains advisory committees which welcome parent 
membership. Throughout the year additional system-wide committees and study groups also seek parent 
participation. The process to apply and learn more about these committees and groups is posted on the 
school system website and will be shared through local media outlets and schools throughout the year. 

On behalf of the dedicated and committed WCPS team members, I am honored to say thank you for 
allowing us the privilege of serving your family and the community.

Respectfully, 

Clayton M. Wilcox, Ed.D.
Superintendent of Schools



~
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General Information
Introduction and Scope of 
Handbook and Guide
The Washington County Public Schools (WCPS) Handbook and 
Guide for Parents, Guardians, Students, and Staff includes school 
system guidelines, policies, and procedures that apply to all public 
schools in Washington County. In addition to this handbook and 
guide, administrative teams at each school may include additional 
expectations for their students at the school level with the approval 
of appropriate WCPS administrators. Please review this hand-
book and guide during the early days of the school year and 
return the pull-out section to schools for students enrolled 
this school year.

t    t    t

Parent Involvement and 
Parents Helping Students
WCPS, in its effort to provide quality education for all students, 
seeks a full partnership with parents, guardians, family members, 
and the community. WCPS recognizes that parents, family mem-
bers, and communities need a full understanding of the educa-
tional opportunities for children and that schools need maximum 
involvement of parents, family members, and communities in the 
school improvement process.  

Parent involvement enhances the academic and social develop-
ment of students.

Definitions
 • Parent—the adult(s) responsible for the direct care of the 

child, i.e., biological parent(s), custodial parent(s), guard-
ian(s), foster parent(s).

 • Family—the people directly involved with the well-being 
of the child, i.e., brother(s), sister(s), aunt(s), uncle(s), 
grandparent(s).

 • Community—all other people involved in supporting the 
child, i.e., neighbors, schools, businesses, etc.

 • Parent Involvement—any action or behavior which directly 
or indirectly enhances or encourages a child’s education, 
i.e., providing breakfast for the child prior to going to school, 
reviewing homework with the child each night, being active 
in a PTA/PTO, communicating often with teachers, serving 
on committees, attending school functions, etc.

Belief Statement
Parents, guardians, and other family members are the child’s first 
teachers. Therefore, parents and family members are encour-
aged to provide a home atmosphere that supports learning and 
to express to their children the importance of education. Further, 
parents, guardians, and family members are encouraged to coop-
erate with teachers and school administrators in matters relating 
to their child’s education and to participate in school program plan-
ning and decision making.

To promote effective education, schools also need the support of 
other members of the community, including parent and service or-
ganizations, public libraries, businesses, and faith-based organiza-
tions. Community groups will be made aware that an investment in 
education is an investment in the community. Further, community 
groups will be encouraged to help schools develop and, as appro-
priate, implement school programs that promote educational goals 
and support high academic expectations for all students.

Goals
In partnership for student success and achievement, WCPS will 
work towards the following goals, based on the National and Mary-
land P.T.A. Standards: 
 • COMMUNICATION—Schools and family will communicate 

frequently and clearly about academic opportunities, school 
performance, student progress, and school-family partner-
ships.

 • PARENTING—Schools and community will work together to 
support families’ parenting skills and developmental activities 
that prepare young children for school and promote ongoing 
achievement.

 • STUDENT LEARNING—Parents, families, and community 
members will support academic achievement by reading with 
children, helping them with assignments, and engaging them 
in educational activities.

 • VOLUNTEERING—Parents, families, and community mem-
bers will be encouraged to volunteer in efforts to improve 
schools and support students.  

 • DECISION MAKING—Parents, families, schools, and com-
munity members will collaborate, as appropriate, on educa-
tional decisions that affect children, families, and school im-
provement.

 • COLLABORATION—Washington County Public Schools, 
community organizations, agencies, and businesses will col-
laborate effectively and efficiently to strengthen schools, fam-
ilies, and student learning.

Title I Schools
To provide parents of students in Title I schools with opportunities 
to provide input to the school, each Title I school will: 
 • Convene an annual meeting to explain the Title I program and 

inform parents of their right to be involved in the program.
 • Involve parents in the planning, review, and improvement of 

the school’s Title I program, as appropriate.
 • Provide information about the Title I program and describe 

curricula, student assessments, and proficiency levels. 
 • Provide parents with the opportunity to submit dissenting 

views about the school’s Title I program.
 • Offer a flexible number of meetings and may use Title I funds 

to pay related expenses, such as child care, transportation, or 
home visits. 

t    t    t

Accessing the WCPS Student
Information System
Parents are encouraged to take advantage of the opportunity to 
view student educational information on-line by signing up for 
Synergy “ParentVUE” portal. Through ParentVUE, parents and le-
gal guardians are able to access real-time information about their 
child’s schedule, assignments, grades and schedule. In fact, 
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a single log-in will allow parents/guardians to view information on 
all WCPS students in the family. Parents/guardians must use a 
computer and web browser to log-in to ParentVUE for the first time 
and to create an account. To log-in for the first time, contact your 
school for a username and password.

t    t    t

Visiting Schools
Schools and school grounds are places of learning and work. To 
maintain security and safety, the school staff, parents, students, 
and community must work as partners. Parents and visitors must 
initially use the main entrance. A video intercom system is avail-
able at the front door of each school.

VISITORS—Parents and visitors must check in at the school office 
and request a Visitor Pass. This practice supports a safer school. 
Without a pass, access will be denied.

STUDENTS CAN HELP—Students are encouraged to be alert 
for unusual or suspicious activity in the school or on the school 
grounds. Talk of violence or threats should be reported immediate-
ly to a teacher or an administrator.

MARYLAND LAW—“A person may not willfully disturb or oth-
erwise willfully prevent the orderly conduct of activities, ad-
ministration, or classes of any institution of elementary, sec-
ondary, or higher education.” (§ 26-101 of the Annotated Code 
of Maryland) The school administration is responsible for the 
enforcement of this law.

Video Surveillance Cameras
WCPS and the Washington County Board of Education believes 
that the safety and security of students are top priorities. The 
Board has authorized the installation and use of video sur veillance 
cameras in schools.

t    t    t

Food and Nutrition Services
The Food and Nutrition Services Department is a self supporting 
enterprise that sponsors the National School Lunch and School 
Breakfast programs. The primary source of funding is from the 
federal government. The only local funds received by this depart-
ment come from students at the point of sale or in the form of 
kitchen equipment during capital improvement projects. More than 
225 professionals take pride in serving over 20,000 meals daily 
in 49 school sites. Breakfast and lunch is available daily in every 
cafeteria. 

It is the mission of the food services team to prepare and serve 
nutritious and appealing meals that meet the Dietary Guidelines 
for Americans for students, staff, and the community in a positive, 
cheerful manner, while maintaining financial soundness and con-
tributing to the quality and excellence of the educational process. 
The nutritional balance of each meal is available daily on the Food 
and Nutrition Services web page.
(www.wcps.k12.md.us/our_schools/nutrition_menus/index.html.)

Meal Prices
The price for lunch is $2.15 for elementary students and $2.40 for 
secondary students, and $0.40 for students approved for reduced 
priced meals. Lunch for staff is $3.55. Breakfast is available for 

$1.35 and is free to any student eligible for free or reduced priced 
meals. Parents are encouraged to enjoy a meal when visiting the 
school; the visitor’s lunch price is $3.90 per meal.

Student Accounts
All students have a debit account which is accessed with their 
student identification number. Parents have the ability to deposit 
money in their child’s account for meals, milk, or a la carte pur-
chases. Student account activity can be monitored, low balance 
alert e-mails can be sent, and online deposits may be paid at www.
myschoolbucks.com. Parents can also limit their child’s a la carte 
purchases by contacting the Food and Nutrition Services office at 
301-766-2890.

Parents/guardians are encouraged to ensure that their child has 
money on a daily basis to purchase meals. Students may lose the 
ability to choose their meal if their account maintains a negative 
balance. Any charges incurred by students are the responsibility 
of the parent/guardian.

Free and Reduced Priced Meals
As a sponsor of the National School Lunch Program, WCPS offers 
the Free and Reduced Priced Meal program to families in Wash-
ington County. Foster children and families receiving benefits from 
the Supplemental Nutrition Assistance Program (SNAP) or Tem-
porary Aid for Needy Families are eligible for free meals. Addi-
tionally, families who have a household income of 130% of the 
federal poverty level or below are eligible to receive free meals. 
Families with a household income of 130% to 185% are eligible to 
receive reduced priced meals. The cost for a reduced priced lunch 
is $0.40, and the school breakfast is free. 

A new application must be completed every year. The Food and 
Nutrition Services Department mails applications to each house-
hold in August. Additional applications are available by contacting 
your child’s school or the Food and Nutrition Services department 
at 301-766-2890. Applications may be returned to your child’s 
school or the Food and Nutrition Services office, 10435 Downsville 
Pike, Hagerstown, MD 21740.

Applications may be completed online at www.schoollunchapp.com. 

Allergies and Special Dietary Needs
WCPS works to ensure that students with allergies or special di-
etary needs are served accordingly. Parents/guardians should 
contact the school health office to complete the necessary paper-
work and the Food and Nutrition Services office at 301-766-2890 
as soon as a special dietary need is identified. The need for spe-
cial diets should be updated at least annually to ensure that the 
most up to date information is provided to the school for the safety 
of your child.

Contact Us
Suggestions and questions about the food services program are 
welcome. Please call 301-766-2890 for more information.

t    t    t

Media Permission
WCPS works cooperatively with representatives of the news me-
dia to disseminate information concerning programs and activities. 
With approval of the school principal and/or the communications 
officer, news media representatives and school system employees 
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may videotape or photograph students participating in school pro-
grams and activities for publications or broadcasts, including the 
Internet and Antietam Cable Channel 99.

In order to streamline parent/guardian completion of various stu-
dent information, the following notice is provided on the Student 
Health/Family Information form, distributed to all families the first 
week of school.  

In the course of school activities, WCPS staff and/or the 
news media occasionally wish to interview, photograph, 
or videotape students, display their work, or publish their 
names. Unless indicated otherwise, we will assume per-
mission to do so. (WCPS cannot control media coverage 
of events that are open to the public.)

School system staff and media representatives will be giv-
en appropriate access to students for media/publicity-relat-
ed purposes unless the parent/guardian indicates, in writing, 
that permission is denied.

t    t    t

Overview of Information 
Resources
WCPS on the Web
The WCPS website is a constantly changing method of communi-
cation for WCPS staff, students, parents, and anyone who is inter-
ested in the system. The site contains a wealth of informa tion from 
telephone numbers and school addresses to employ ment oppor-
tunities, complete versions of district publications, news of honors 
and awards received, news re leases, and general system informa-
tion. Information and docu mentation for Board meetings are post-
ed on BoardDocs, the Board of Education’s website, which can 
be accessed through the WCPS website. WCPS also maintains a 
Facebook and YouTube page.

Antietam Cable Channel 99
Antietam Cable Channel 99 is a cooperative communication ven-
ture with Hagerstown Community College, WCPS, and Antietam 
Cable. Check out activity listings, live Board meetings, and other 
special programming. School closing/delay information and other 
emergency communication will be posted on the scroll when cir-
cumstances warrant.

E-mail Communication
WCPS administration and individual schools routinely use e-mail 
as another form of communication about events, emergencies and 
other school system news. Parents and guardians are encouraged 
to submit an e-mail address when filling out student information 
cards, or call the home school to add an e-mail address so that 
the school system can contact families with important information, 
including school closures, emergency notifications and specific 
school news.

WJEJ “Lunchtime Live” Radio Show
Listen to local radio station WJEJ/1240 AM for the monthly “Lunch-
time Live” talk show, featuring guests from Washington County 
Public Schools discussing an array of subjects related to educa-
tion. The show airs on the third Thursday at 1:06 p.m. WJEJ also 
provides WCPS school delay and closing information on its Weath-
erline as a service to the community. The number is 301-797-9797. 

Podcasts – antPod.com
Podcast interviews of WCPS staff and others regarding education 
and the Washington County Public Schools are posted regularly 
at antPod.com.

Board Advisory Committees
Advisory committees are valuable resources in the Washington 
County Public School system. The committees study important 
topics and make recommendations to the Board of Education. 
They also help facilitate communication between system stake-
holders and the Board. For more information, contact Debbie Ce-
chovic at 301-766-2994 or cechodeb@wcps.k12.md.us.

t    t    t

School Bus Transportation
Provision of Service to and From School 
Students must ride the bus to which they have been assigned. 
School staff and school bus drivers are no longer authorized to 
accept notes from a parent for their student to ride a bus other 
than the one to which he or she has been assigned.
 1. Changes to your student’s transportation, due to residen-

tial relocation or change of a consistent care provider, 
can be made only by submitting a Transportation Loca-
tion Change Form (TLC). The form is available on the WCPS 
website in the Quick Links column. It is a “fill-in” form that 
can be completed and either emailed to DOTFax@wcps.k12.
md.us  or faxed to 301-766-2911.

 2. Parents must complete a TLC Form (See Exhibit EEA-E) to 
request student transportation to and/or from any location 
other than the student’s home address.  Any such request 
is subject to the approval of the Transportation Supervisor or 
designee. A TLC Form must be submitted annually or when 
a student’s transportation change becomes necessary.

 3. To promote safety, consistency, and accountability, submitting 
a TLC Form will allow, within the student’s assigned school 
zone, two consistent a.m. stop locations and two consistent 
p.m. stop locations per student for the school year. Exceptions 
will be made only in case of an emergency, as determined by 
the Transportation Supervisor or designee. A maximum of ten 
working days may be required to process and implement a 
TLC request.

 4. Consistent stop locations mean that a student must maintain 
the same schedule from week-to-week. Alternation of days or 
weeks is not permissible.

Transportation of Students with Special
Permission Approval 
Generally students who receive special permission to attend a 
school outside of their attendance area must provide their own 
transportation to the “new” school. Parents may request access 
to an existing bus stop inside the attendance area of the “new” 
school’s approved school zone. All requests are subject to the 
submission of required information and the approval of the 
Transportation Department.
 1. A parent or guardian who is requesting transportation for a 

student with special permission must submit a TLC Form to 
the Transportation Department.

 2. The TLC Form is subject to the approval of the Transportation 
Department. Available seating on the bus is one of the consid-
erations in the approval process.
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 3. Students, for whom transportation is approved, will be dropped 
off at a pre-designated location which, in most cases, will not 
be in proximity to the student’s home. It is the obligation of the 
parent or guardian to be present at the designated drop-off 
location at all times.

 4. The TLC Form must also provide an alternate adult and a 
dwelling in the immediate area of the designated bus drop-off 
location. This information is important in the event the parent 
or guardian is unable to meet the student at the designated 
stop at the designated time. 

Failure of the parent or guardian to adhere to these obligations 
will result in the immediate termination of special permission bus 
services.

(See also, Policy JC and Administrative Regulation JC-R – “Per-
mission to Attend School Out of Home School Attendance Area”)

School Bus Riders Rules and Regulations
The school bus is an extension of the school day. Conduct should
be the same as in the classroom. The safety of all passengers on 
the school bus is paramount to WCPS. The school bus riding rules 
are posted on every bus. 

 I. SCHOOL BUS RIDING RULES 
  1. Follow directions from the driver the first time that they are 

given.
  2. Driver is authorized to assign seats. 
  3. Remain properly seated at all times during the ride.
  4. Use classroom voice on the bus. No loud talking and no 

profanity. 
  5. Keep aisle clear at all times. Do not block rear emergency 

door.
  6. Keep all body parts to yourself and inside the bus at all 

times. 
  7. The school bus is a drug, alcohol, and tobacco-free zone.
  8. Use of cell phones is restricted to games, music, or texting. 

No phone conversations, no use of cameras, and maintain 
possession at all times. 

  9. Never tamper with the bus or any of its equipment.
  10. Maintain quiet when crossing a railroad track.

Students may transport musical instruments as long as it can be 
held on his/her lap or placed at his/her feet. The instrument may 
not protrude into the aisle or occupy the seat space of another 
passenger, nor can it impede the view of the rear window, or of 
the other students, to the driver. Other items, such as classroom 
projects, may be transported so long as the container size meets 
the same guidelines for storage as musical instruments. Glass 
containers and animals, including birds, fish, and insects, may not 
be transported.

 II. AFTER LEAVING THE BUS
  1. The driver will not discharge students at stops other than 

the regular bus stop, at the home, or at school, unless 
proper authorization is received from the school principal 
and/or the Transportation Department.

  2. When it is necessary to cross the road, students should 
always walk at least 10 feet in front of the bus, looking to 
be sure that no traffic is approaching from either direction. 
Students should never cross behind the bus.

  3.  Students should proceed straight home upon exiting the 
school bus.

 III. EXTRACURRICULAR TRIPS
  1. The above rules and regulations apply to any field trip 

under school sponsorship.
  2. Students shall respect the directions of a competent 

chaperone appointed by the school and follow directions 
given by the driver.

School Bus Stop Laws
Excerpted from the Maryland Vehicle Law, Titles 1, 2, and 11 to 
27 of the Transportation Article, and 11.02.06, “Rules and Regula-
tions Governing the Transportation of School Children.”

 § 21-706. Overtaking and Passing School Vehicle
  The driver must stop on meeting or overtaking any stopped 

school vehicle. If a school vehicle has stopped on a roadway 
and is operating the alternately flashing red warning lights 
specified in §22-228 of this article, the driver of any other ve-
hicle meeting or overtaking the school vehicle:

  • Shall stop at least 20 feet from the rear of the school ve-
hicle, if approaching the school vehicle from its rear, or 
at least 20 feet from the front of the school vehicle, if ap-
proaching the school vehicle from its front.

  • May not proceed until the school vehicle resumes motion 
or the alternately flashing warning lights are deactivated.

 § 22-228. Special Equipment on School Vehicles
  Every school vehicle driver shall put in operation alternately 

flashing warning signals not less than 100 feet before bringing 
the vehicle to a full stop for the purpose of receiving or dis-
charging passengers or when stopping within 100 feet behind 
another school vehicle in the act of loading or unloading pas-
sengers.

Parental Responsibilities
Riding the school bus is a privilege. Student behavior directly 
affects the safety of all passengers. School buses are an exten-
sion of the school day and all school rules and regulations apply 
accordingly. All elementary students will be assigned to a seat. 
The bus driver is authorized to assign seats to middle and high 
school students at any time. Parents or guardians must ensure 
that their student(s) understands the rules and regulations for rid-
ing the bus.
 1. Parents should notify their student’s school immediately of a 

change of address or to request a change in transportation. 
Complete a Transportation Location Change Form (TLC) for 
bus stop location changes other than your student’s home ad-
dress.

 2. It is the responsibility of the parent or guardian to provide su-
pervision for their student(s) while walking to, from, or wait-
ing at the designated bus stop, or while walking to and from 
school if they reside in the designated non-transported area. 
Parents are responsible for identifying the appropriate walk 
route from home to school or to the bus stop.

 3. Parents are expected to have students at the assigned bus 
stop five (5) minutes before the scheduled arrival time of the 
bus in the morning. Traffic volume or accidents, beyond the 
control of the Transportation Department, may affect the bus 
schedule. Please allow a window of time for the bus to arrive. 
For information regarding a late bus, please call 301-766-2903.

 4. Pre-K and Kindergarten students must be met at the bus 
stop at the end of the school day by a parent, guardian, 
or care provider who has been identified on the student’s 
emergency contact list. In the event that an authorized adult 
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  or appropriately aged sibling is not at the bus stop, the Pre-K 
or Kindergarten student will be returned to the school. Re-
peated occurrences of no one meeting a Pre-K or Kindergar-
ten student at the bus stop may result in suspension of bus 
services, pending a meeting with the parent, school adminis-
trator, Assistant Supervisor of Transportation, and bus driver.

 5. Parents or guardians are liable for damage caused by their 
student(s) to the property of others, including the school bus.

 6. Parents are not authorized to board the bus at the bus stop. 
If a parent has a concern regarding their student’s transpor-
tation, they should contact their school or the Transportation 
Department.

 7. Parents should learn their student’s bus number for safety 
and security purposes, and to expedite assistance when con-
tacting the school or Transportation Department. 

The application of common sense is the best method for de-
termining the role of the parent regarding the safety of their 
student traveling to and from school, either as passengers on 
a school bus or as pedestrians.

Student Bus Discipline
Discipline problems on the school bus distract the driver’s atten-
tion from driving safely, which could potentially lead to an accident. 
To minimize that type of situation from occurring, it is very import-
ant for students to know and follow the School Bus Riding Rules 
and for parents to communicate the importance of the rules to their 
student(s). 

If a student chooses to break a rule, the following consequences 
may be applied:

Step 1 – The driver will give a verbal warning, describing the action 
for which the student is being warned.

Step 2 – The driver has the right to select and implement one or 
more of the following actions:
 • Consult with school staff who have knowledge of the student 

for guidance and support.
 • Provide a written discipline report to the parent. 
 • Place student on probation for one week with the expectation 

that the behavior will be corrected.
 • Assign student to a specific seat for a defined period of time.

Step 3 – The driver will prepare a written referral and deliver it 
directly to school administration for action.
 • School administration is responsible for dealing with the re-

ferred student and for administering appropriate disciplinary 
action.

 • School administration will complete their portion of the written 
referral, noting action taken, and return a copy to the school 
bus driver. 

 • If a student is suspended from the bus, the driver should be 
notified of the start date and duration of the suspension.

 • A driver may be present at a student conference with school 
administration and/or a parent during the discipline process 
as appropriate.

Severe offenses, such as possession of weapons, drugs, or 
fighting, etc., will escalate the consequences as reflected in 
the Disciplinary Guidelines set forth on page 24 of this hand-
book.  

If a student loses his/her bus riding privileges, it is for all 
school buses operating in Washington County. 

HOUSE BILL 631: Transportation – Interfering with Transit 
Operators and School Bus Drivers - Penalties prohibits a per-
son from obstructing, hindering, or interfering with a school 
bus driver while the driver is engaged in the performance of 
official duties. A violator is guilty of a misdemeanor and sub-
ject to maximum penalties of a $1,000 fine and/or 90 days im-
prisonment.

Audio and Video Surveillance Cameras
The Washington County Board of Education believes that the 
safety and security of students are top priorities. The Board has 
authorized the installation and use of audio and video surveillance 
cameras on school buses operating in Washington County.

Staff and students are informed of the presence of audio and vid-
eo surveillance cameras on the school bus in the annual WCPS 
Handbook and Guide and through the posting of audio and video 
surveillance signs on each school bus.

See also Policy EFGH.

For more information contact the WCPS Transportation Depart-
ment at 301-766-2902 or 301-766-2903.

t    t    t

School Closings and Delays
General Process for School Delay or Closure 
Decisions for Inclement Weather or Other 
Emergencies

Inclement Weather
On inclement weather days, including snow, ice, or flooding condi-
tions, the WCPS transportation supervisor and staff travel designat-
ed inclement weather routes that are representative of some of the 
critical areas for safe school bus travel throughout the county. Ad-
ditionally, the Supervisor of Transportation communicates with the 
county roads department, state highway administration, and other 
surrounding counties’ transportation departments as to the condi-
tions in the neighboring areas. After reviewing local information and 
the satellite weather service information, the Supervisor of Transpor-
tation contacts executive administrators to recommend changes in 
school status, as needed. Final determination is normally made prior 
to 5:30 a.m. with media notifications occurring immediately following 
a decision. Depending on specific weather situations, the timeline 
may be earlier or later. The primary consideration for delay or closure 
decisions is the safety of students traveling to and from school.

Zone Closing Options
WCPS has implemented two specific weather zones, in Hancock 
and Cascade. These areas sometimes experience greater inclem-
ent weather than the majority of the county. These zones may be 
delayed or closed separately from the rest of the county.

Other Emergencies
In addition to school delays or closings due to inclement weather, 
including snow, ice, flooding, or heat, the superintendent may de-
termine the need to close a school, schools, or the school system 
based on other emerging situations (power outages, etc.). In the 
event of a school closing or delay, notification will occur using area 
media, the WCPS website, and Connect 5 (Alert Now).
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Notification
Parents are expected to check local radio stations and tele vision 
broadcasts, as well as the WCPS web page for an nouncements of 
a delayed opening, closing, or early dismiss al of schools. Parents 
are encouraged to sign up for e-mail/text alerts and for calls from 
the Connect 5 (Alert Now) system. Decisions will be made and 
communication with media will begin at 5:30 a.m. 

In case of a breakdown in the communication plan due to power 
outages or other technical difficulties, parents and staff should 
familiarize themselves with more than one source for this information.

t    t    t

E-mail Guidelines
Recommendations for Staff, Students, and the 
Community
E-mail is a valuable communication tool that is widely used. As such, 
staff, parents, students, and other members of the general school 
community are encouraged to use e-mail to improve the efficien-
cy and effectiveness of communication. Staff using e-mail to cor-
respond with parents and students should use only the system’s 
e-mail system to receive or send e-mail. Because not every parent 
has access to e-mail, staff members cannot make e-mail the only 
option for communicating with parents. Similarly, neither a student 
nor a parent may demand that a staff member correspond via e-mail.

Staff using e-mail to correspond with parents and students should 
adhere to the following guidelines:
 1. The staff members should respond to student and parent 

e-mails in a timely manner (recommended within a day of 
receipt). 

 2. Staff members should use only the system’s e-mail system 
to receive or send e-mail and avoid using home e-mail ac-
counts for professional correspondence. 

 3. E-mail should never be used to discuss contentious, 
emotional, or confidential issues. These issues should be 
dealt with face-to-face or by phone. At a parent’s request, 
teachers may send academic progress reports (such as 
those generated by the Integrade Pro system) or updates 
following prior conversations with parents. 

 4. As the employer, the administration and Board have the 
right to access and disclose the contents of staff e-mail mes-
sages as required for legal, audit, and legitimate operational 
purposes.

 5. Since staff members are responsible for all e-mail sent from 
their accounts, they should take care to protect access to 
the account by keeping their password secret and by log-
ging off when they leave the workstation.

 6. E-mail messages to parents should be consistent with pro-
fessional practices for other correspondence. This includes 
grammar, format, and salutation.

Staff Member to Parent/Guardian or Other
Staff E-mail Communication Recommendations
Appropriate
 • General information about class/system activities - curricu-

lum, homework, tests, special events.
 • Arrangements for meetings/telephone calls regarding a stu-

dent/system issue including a general description of the is-
sue, e.g., “I would like to arrange a meeting to discuss your 
daughter’s attendance.”

 • Follow-up on an issue that has previously been discussed.
 • Brief exchange of information/updates.

Inappropriate
 • Any discussion related to other students.
 • Personal information about other students.
 • Specifics about sensitive student issues.
 • Any discussion about other staff.
 • Any discussion related to the staff member’s performance.
 • Any sensitive student/system information that would normal-

ly be discussed face-to-face or by phone.
 • Lengthy information. (Send attachments and/or printed doc-

uments.)

Staff Member to Student E-mail Communication 
Recommendations
Appropriate
 • Discussions specifically related to class activities - curricu-

lum, homework, tests, special events.

Inappropriate
 • Any discussion related to other students.
 • Personal information about other students.
 • Discussion about personal life of staff member or student 

(home life, vacations, relationships).
 • Sensitive information regarding the student’s performance.

t    t    t

Web Page Guidelines
This section describes the WCPS guidelines for publishing on 
the Internet. Official WCPS system websites are hosted on the 
school system’s Web server(s). These websites must comply with 
these guidelines and all other relevant Washington County Board 
of Education (WCBOE) policies. Failure to do so could result in the 
loss of website privileges. The Communications Officer or desig-
nee can revoke website privileges for web pages that do not meet 
these guidelines and policies.

General Guidelines
 • Schools, departments, and divisions of WCPS are en couraged 

to participate in publishing student and com munity focused 
information on the Web. School-related groups should work 
with their schools to publish infor mation on the schools’ cus-
tom Web pages or have a link off these pages to their own 
page/Web servers.

 • The school principal or program administrator of a par-
ticipating group shall designate at least one WCPS em ployee 
in the participating group as the website man ager or content 
contributor. 

 • Website managers and content contributors must ensure that 
content on their sites follow these guidelines and all relevant 
BOE policies.

 • Contents must be school, curriculum, or school system related. 
 • All copyright laws and regulations must be followed. Written 

permission for the use of copyright material used on a website 
must be obtained and kept on file by the website manager or 
content contributor. 

 • Home addresses and phone numbers of students and staff 
shall NOT be published on any system/school website. 

 • WCPS employee’s full name and e-mail is considered public 
information and may be posted on the Web page. 

 • Personal pages of students or teachers will NOT be post ed 
on, or have links from, WCPS Web server(s). 
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 • No advertisements for or from private businesses are al lowed 
on school system Web server(s). Acknowledge ment of spon-
sors for school or system events with links to a sponsor’s Web 
page is permissible. 

Links to External Sites 
 • In all cases where a link to an external website is used on a 

WCPS site, the following disclaimer statement must be pres-
ent near the link: “WCPS is not responsible for content on 
external sites.” 

 • Links to external sites should be tested prior to publish ing on a 
Web page to ensure the pages are active and they do not lead 
to areas that are inappropriate for K-12 school environments. 
These external links should be tested at least quarterly. 

 • Links to downloadable audio, graphic, and movie files should 
indicate the type (e.g., audio, graphic, or video), format (ex., 
wav, jpeg, mpeg, QuickTime, etc.) and size of file. 

For information, call 301-766-2809 or e-mail info@wcps.k12.md.us.

t    t    t

Acceptable Use Policy (AUP)
for Telecommunication
Purpose
The Washington County Board of Education is providing employees 
and students with access to the Washington County Public School 
System’s (“School System”) electronic communication network and 
technological resources, which includes Internet access. 

The school system’s voice, video, and data network is established 
for the administrative and educational purpose of preparing stu-
dents for success in life and work by providing electronic access 
to a wide range of information and the opportunity to communicate 
with people throughout the world. Additionally, the network may 
be utilized to increase intra-communication, enhance productivity, 
and to assist school system employees in upgrading professional 
skills through a greater exchange of information with peers. The 
network will also assist in the sharing of information with the lo-
cal community, including parents, service agencies, government 
agencies, and businesses. 

The term “educational purpose” includes use of the network for 
classroom activities and projects, actions relevant to the applica-
tion of learner outcomes and curriculum, instructional methodolo-
gies, research, communications, professional or career develop-
ment, and self-directed educational activities. 

The term “network” refers to the entire school system technolog-
ical infrastructure that handles voice, video, and data traffic that 
either begins or ends within school system buildings or surround-
ing grounds. 

The terms “user” or “users” refer to school system employees, stu-
dents, parents, organizations, or guests accessing and/or utilizing 
school system computers and telecommunication services.

A. General Guidelines
 1. The Board of Education’s Acceptable Use Policy (AUP) as 

set forth herein shall govern the use of all technology equip-
ment, software, and related materials, communications, 

and network systems. Violation of the AUP may result in 
disciplinary action up to and including termination (employ-
ee) or expulsion from school (student). 

 2. Users shall not use the network for commercial purposes, 
defined as offering or providing goods or services or pur-
chasing goods or services for personal use. School system 
acquisition policies will be followed when purchasing goods 
or services. 

 3. Users may not employ the network for lobbying or other 
personal political activities. School system employees and 
students may use the network to communicate with their 
elected representatives for educational purposes.

 4. Users may be granted access to the Internet through the 
school system’s networked computers. 

 5. Users, including school-related organizations (PTA, athletic 
support groups, booster organizations, etc.) may be grant-
ed e-mail accounts upon the request of the appropriate 
central office or school building administrator to the Tech-
nology Department. Such access is granted for instruction-
al, educational, or school-related purposes only. A signed 
agreement will be required. All e-mail accounts belong to 
the school system and can be reviewed at any time without 
the consent of the user. 

 6. A copy of this AUP shall be included in the school system’s 
handbook.

B. Due Process
 1. The school system shall cooperate fully with local, state, 

federal, or other authorized officials in any investigation 
concerning or relating to any illegal activity conducted 
through the network.

 2. The school system will comply with due process policy and 
procedures when students violate the student discipline policy.

 3. User violations of the school system’s AUP will be ad-
dressed in accordance with Board of Education policy.

 4. A school system Administrator may request the termination 
of the account of a user by providing the necessary doc-
umentation to the Technology Department. Accounts that 
remain inactive for more than 60 days may be removed 
without notice to the user. 

C. Privacy Issues
 1. Users shall have no expectation of privacy in the contents 

of their personal files on the network. Users shall comply 
with laws, regulations, and policies covered by the Family 
Education Rights and Privacy Act (FERPA) in handling stu-
dent educational records.

 2. All computer files on school system-owned computers be-
long to the school district. Therefore, accessing these com-
puter files is not considered surveillance and privacy laws 
do not apply.

 3. Routine maintenance and monitoring of the network or au-
dits may lead to the discovery that a user has or is violating 
the law or the Board of Education’s Acceptable Use Policy. 
If this occurs, an investigation into the violations will be con-
ducted.  
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 4. An individual search of computer files will be conducted if 
there is reasonable suspicion that a user has violated the 
law or Board of Education’s Acceptable Use Policy. The na-
ture of the investigation will be reasonable and in the con-
text of the nature of the alleged violation. 

 5. Users should be aware that their personal computer files 
may be available under state public records laws and are 
discoverable in litigation. Information written or transmitted 
on the network may be read or viewed by any properly au-
thorized individual, organization, or agency.  

D. Selection of Material Used in Schools
 1. School system employees will preview and select Internet 

materials that are appropriate to grade level, course con-
tent, age, and developmental level. The material accessed 
at a web site must be relevant to the course objectives and 
consistent with the curricula adopted by the school system.

 2. Teachers will provide guidelines and lists of resources to 
assist the students in directing research activities in an ef-
fective and appropriate manner. Teachers will assist stu-
dents to learn and apply the skills necessary to determine 
the truthfulness of information, distinguish fact from opin-
ion, and engage in discussions about controversial issues 
while demonstrating tolerance and respect for those who 
hold divergent views. 

 3. Users must respect the copyright, trademarks, and patent 
laws concerning the work products or intellectual proper-
ty of others. Such products include but are not limited to 
ideas, concepts, and written, audio, or visual media. The 
Board of Education policies, procedures, and regulations 
governing compliance with copyright laws apply to all writ-
ten or electronic communications and media produced and 
published on the school system’s network.

 4. The school system strictly forbids any unlicensed or unau-
thorized software to be installed. 

 5. The purchase and installation of educational software, or 
any software that will be made available to students, must 
meet federal, state, and local regulations and guidelines 
on accessibility (i.e.: 508 compliant). The Software Review 
Committee must approve the purchase of this software. 

 6. The Microsoft Office suite is the standard set of software 
applications to be used for administrative and productivity 
functions within the school system’s network. 

E. Security Regulations
 1. Users shall only access information, computer systems, 

and network devices to which they are authorized and need 
for educational and/or job related purposes. 

 2. Users are expressly prohibited from sharing information re-
lated to network accounts or passwords. 

 3. Users shall log off before leaving a computer workstation or 
allowing someone else access to it. 

 4. Users shall not disable or modify security settings or soft-
ware such as anti-virus software or permission access 
rights.

 5. Computers, software, and related network components 
may not be removed from schools without the proper au-
thorization from the school principal or his/her designee.

 6. Computers, software, and related network components 
may not be removed from the Central Office or other ad-
ministrative or operational buildings without the proper au-
thorization from the director or his/her designee. 

 7. Users are responsible for ensuring the network is used for 
educational or administrative  purposes only.  

 8. The school system is not responsible for, nor does it con-
trol, information and content found on outside networks in-
cluding the Internet. The school system shall utilize filters 
to prevent or minimize access to inappropriate information 
and content.

F. Rules and Regulations 
 1. Users shall operate the network only for legitimate, ap-

proved, and appropriate educational, administrative or pro-
fessional development activities.

 2. Users are responsible for the use of their individual ac-
counts and shall take all reasonable precautions to prevent 
others from being able to access or use their accounts. 

 3. Users shall not post personal contact information about 
themselves or other persons on the network. Personal 
contact information includes, but is not limited to, home ad-
dress, home telephone number, personal e-mail address-
es, parent names, and names and addresses of others. On-
line applications for other educational institutions may be 
completed under the direction of the guidance counselor.

 4.  Users shall promptly disclose to appropriate school person-
nel any communication or materials that are or may be in-
appropriate, or make them feel uncomfortable.

 5. Users shall not alter, tamper with, interfere with, or disrupt 
computer systems, network infrastructure components (in-
cluding, but not limited to, routers and switches), network 
accounts, services, or equipment of others by, but not limit-
ed to, the propagation of computer “worms,” “viruses,” or by 
changing permissions, access rights, or configurations.

 6. Users shall not post or send via e-mail, chain letters or other 
unsolicited messages, also known as sending spam. Spam 
is strictly prohibited. Broadcasted e-mail, or messages to a 
large number of individuals or groups, through the network 
must be administrative, educational, or instructional relat-
ed. Solicitation e-mail for fundraisers or other non-educa-
tional events are considered spam.

 7. Users shall comply with requests from appropriate school 
system employees to cease activities that threaten the op-
eration or integrity of any component of the network.

 8. Users shall not scan the network to examine or determine 
security or monitoring measures.

 9. No person may install wiring, wireless connections, or any 
extension or retransmission of network services unless prop-
erly authorized by the Hardware Technology Department.
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 10. Users may not gain unauthorized access to the school sys-
tem network or to any other computer network through the 
school system’s. This includes attempting to log in through 
another person’s account, accessing another person’s files, 
or impersonating another user. These actions are strictly 
prohibited at all times.

 11. Users shall not damage, destroy, or tamper with the integri-
ty of electronic information or content.

 12. Users must conform to guidelines as established by the De-
partment of Technology concerning access, length of use, 
size of files downloaded, and the proper use of all telecom-
munication connections, networks, and applications.

 13. Users shall not engage or participate in any illegal act, such 
as arranging for the purchase of drugs, alcohol, or other 
controlled substances, engaging in criminal gang activity, 
threatening the safety of any person, or participating in any 
activity that may be improper, unethical, or inappropriate. 

 14. Users will not use the school system network to access, 
write, or publish material that is profane or obscene, that 
advocates illegal acts, or that advocates violence or dis-
crimination towards other people.

 15. Users shall not communicate using obscene, profane, lewd, 
vulgar, rude, inflammatory, threatening, or disrespectful lan-
guage, pictures, or gestures.

 16. Users shall not engage in personal attacks, including the 
writing and/or posting of any defamatory, prejudicial, or dis-
criminatory media.

 17. Users will not use the network to make statements that 
are libelous, slanderous, or that harass another person. In 
general, harassment is acting in a manner that distresses 
or annoys another person. For more detailed information 
regarding harassment, see the Board of Education policies 
on harassment (Files: JFH-R and GBCC-R).   

 18. Users shall not copy or transfer copyrighted materials and 
software without proper authorization. (Reference Policy 
11BCA – Reproduction of Copyrighted Materials)

 19. Users are prohibited from using unauthorized e-mail, in-
stant messaging, and chat rooms.

 20. Anyone who becomes aware of suspicious or inappropri-
ate use of network resources including abuse and possible 
breaches of security, should alert his or her immediate su-
pervisor or the school principal.

G. Additional Guidelines for PDAs, Cell Phones, and other 
Personal Communication Devices

 1. Users shall operate school system cell phones and PDAs 
for legitimate, approved, and appropriate educational, ad-
ministrative, or operational activities.

  2. Students may only use portable communication devices, as 
tools of instruction, during the school day when under the 
supervision of a teacher.

 3. Visitors’, parents’, and staff’s electronic communication 
devices should be silenced during the normal instructional 
school day unless these devices are needed for student 
instruction.

 4. PDA, cell phones, video, and audio recording devices are 
not allowed in testing facilities unless turned off and stored 
in a bag, purse, or pocket. Storage on “belt clips” is not ac-
ceptable.

 5. Picture or video recording of students, staff, facilities, or 
sensitive papers (e.g., tests) is prohibited unless approved 
by the principal or other supervisory level school system 
employee.

 6. Audio recording of students is prohibited unless approved 
by the principal or other supervisory level school system 
employee.

 7. While on school property, using a personal device to access 
the Internet is forbidden. Internet access is only allowed 
through Board of Education equipment. 

 8. Using a personal communication device in an unethical 
manner, including, but not limited to, harassing or bully-
ing other individuals, and violating academic integrity and 
copyright infringement is forbidden.

 9. Using a personal communication device to violate confiden-
tiality or privacy rights of another individual is forbidden.

 10. Violation of these personal communication device policies 
will result in disciplinary action.

H. Disclaimer of Liability
 1. The school system cannot guarantee the availability of or 

access to the Internet and other telecommunication ser-
vices. Further, the school system will not be responsible 
for any information or data that may be lost, damaged or 
become unavailable due to technical, hardware, software, 
or power difficulties and failures.

 2. The school system cannot guarantee the accuracy and 
quality of information acquired via any component of the 
network.

 3. The school system provides no assurance or guarantee that 
information, e-mail, or any other communications transmit-
ted via the network is or will remain private and confidential.

 4. Even though the network employs blocking and restriction 
devices, the school system cannot guarantee comprehen-
sive control of, or censor, illegal, defamatory, inaccurate, 
obscene, or potentially offensive materials that may be 
transmitted via the Internet or through the network.

t    t    t

Social Media Guidelines
Social media are powerful communications tools that have a sig-
nificant impact on organizational, personal, and professional repu-
tations. WCPS has crafted the following policy to help clarify how 
best to enhance and protect personal and professional reputations 
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when participating in social media. Social media are defined as 
media designed to be disseminated through social interaction, cre-
ated using highly accessible and scalable publishing techniques. 

Examples include but are not limited to Twitter, Facebook, You-
Tube, LinkedIn, and MyBigCampus. Both in professional and in-
structional roles, employees and students need to follow the same 
behavioral standards online as they would in real life. The same 
laws, professional expectations, and guidelines for interacting with 
students, parents, alumni, general public, media, and other WCPS 
constituents apply online as in the real world. Employees and stu-
dents are liable for anything they post to social media sites.

Section 1: Guidelines for all Social Media Sites, Including Per-
sonal Sites

 • Protect confidential and proprietary information: 
  Post only non-confidential or non-proprietary information 

about WCPS, students, employees, or alumni. Employees 
and students must still follow the applicable federal require-
ments such as FERPA, HIPA and CIPA, and, adhere to all 
applicable WCPS privacy and confidentiality policies. 

 • Respect copyright and fair use: 
  When posting, be mindful of the copyright and intellectual 

property rights of others and of WCPS. 

 • Use of WCPS logos for endorsements: 
  The WCPS logo or any other school system images or ico-

nography may only be used on WCPS supervisor approved 
social media sites. The use of WCPS’s name to promote a 
product, cause, or political party or candidate is prohibited.

 • Respect WCPS time and property: 
  WCPS computers and time on the job are reserved for 

WCPS related business as approved by supervisors and in 
accordance with the WCPS Appropriate Use Policy. 

 • Terms of Service: 
  Obey the Terms of Service of any social media platform em-

ployed.

Section 2: Best Practices
This section applies to those posting on social media in any ca-
pacity. The same guidelines should be followed whether you are 
posting for yourself or on behalf of an official WCPS department 
or school.  

 • Protect the institutional voice: 
  Posts on social media sites should protect the WCPS/school 

voice by remaining professional in tone and in good taste. 
Consider this when naming pages or accounts, selecting a 
profile picture or icon, and selecting content to post.  

 • Think twice before posting: 
  Privacy does not exist in the world of social media. Consid-

er what could happen if a post becomes widely known and 
how that may reflect on both the poster and WCPS/School. 
If you wouldn’t say it in person or to a member of the media, 
consider whether you should post it online. If you are unsure 
about posting, err on the side of caution.  

 • Strive for accuracy: 
  Get the facts straight and remember to credit your sourc-

es before posting them on social media. Review content for 
grammatical and spelling errors. This is especially important 
if posting on behalf of WCPS in any capacity. 

 • Be respectful: 
  Understand that content contributed to a social media site 

could encourage comments or discussion of opposing 
ideas. Responses should be considered carefully in light of 
how they would reflect on the poster and/or WCPS and its 
respective schools.

 • Remember your audience: 
  Be aware that a presence in the social media world is or 

easily can be made available to the public at large. This in-
cludes all students, parents, employees, members of the 
community, and world. Consider this before publishing to 
ensure the post will not alienate, harm, or be disrespectful to 
any individual or group. 

 • On personal sites: 
  Identify your views as your own. If you identify yourself as 

a WCPS student or employee online, it should be clear that 
the views expressed are not necessarily those of WCPS.

 • Photography: 
  Photographs posted on social media sites easily can be ap-

propriated by visitors. Consider adding a watermark and/or 
posting images at 72 dpi with a resolution of approximately 
800x600 to protect your intellectual property. Images at that 
size are sufficient for viewing on the Web, but not suitable for 
printing. Consult Student Health/Family Information Form for 
parental permission when posting student images, interviews, 
videos, student generated work or when publishing names.

Section 3: Process for Posting WCPS Social Media
When establishing a WCPS social media site representing a 
school or department, the following guidelines must be adhered to 
in addition to all policies and best practices listed above:

 • Notification:  
  Departments or schools that have a social media page or 

would like to start one should notify their Principal/Supervi-
sor and the Public Information Office. All WCPS school and 
department pages must have a designated WCPS employ-
ee who is responsible for content. 

 • Acknowledge who you are: 
  When posting on behalf of a WCPS school or department on 

a social media platform, state your name and position.

 • Have a plan: 
  Consider your message, audience, and goal, as well as a 

strategy for keeping information on social media sites up-to-
date.

t    t    t

Academic Integrity
Academic integrity is a core value in the WCPS and serves as 
one of the cornerstones for our vision of becoming a world-class 
school system. Striving for high achievements must rest on a foun-
dation of respect, responsibility, trustworthiness, fairness, citizen-
ship, and caring. Academic integrity enables the social value of re-
gard for others and their work to exist within the school community. 
It ensures that achievements are honestly earned and can stand 
on their own merit. Academic integrity also instills values that will 
serve students well in all of their intellectual endeavors.



11

GUIDE TO THE WASHINGTON COUNTY PUBLIC SCHOOLS 2014-2015

VISIT OUR WEB SITE:

Students have an obligation to their school, teachers, peers, par-
ents, and the community to act with integrity in scholarship and 
in general academic work. Expression of original, well-formulat-
ed ideas is a fundamental skill for academic and career success. 
Staff, parents, and the community must be able to trust that the 
work of students is the product of their own learning and academic 
effort. Grades and diplomas must represent honest work and ac-
complishments. In a competitive world, it is essential that all mem-
bers of our school community uphold a standard that places the 
integrity of each student’s honestly earned achievements above 
higher grades or easier work dishonestly attained.

Each student’s work should be held to the highest standards of 
honesty. Academic dishonesty in any form demonstrates a lack of 
integrity, shows character that is inconsistent with the goals and 
values of the Washington County Public Schools, and violates an 
ethic of mutual regard. It impairs the school’s educational role and 
defrauds all who comprise its community. It skews the learning 
process and interferes with the assessment and feedback process 
necessary to promote academic growth. It compromises the in-
structional process by giving teachers and parents a false view 
of a student’s academic ability and effort. Academic dishonesty 
may prevent further needed instruction and delay a student from 
reaching his or her potential.

The Board’s policy delineated below is intended to promote the 
highest standards of academic integrity. Academic integrity re-
quires that all assignments that students complete and submit 
represent their own work, concepts, ideas, and wording that have 
been honestly and truthfully developed and composed. When the 
work of others is incorporated into assignments submitted, stu-
dents must properly credit that work.

All students will sign a statement of promise to uphold academic 
integrity. Parents must also sign the statement to acknowledge that 
they are aware of the standards of integrity to which students will 
be held. Consideration will be given for the developmental appro-
priateness of instruction with respect to the policy. The statement of 
promise is included in this handbook, and reads as follows:

I promise to uphold the Washington County Public Schools’ 
standards for Academic Integrity. I hold the qualities of hon-
esty and integrity in highest regard and will not violate them 
or support those who do.
Student___________Parent___________Date____
The signed promise will be submitted to and retained by the 
appropriate teacher at each school.

Academic Integrity Process
and Procedures

Violations of Academic Integrity
Violations of academic integrity include, but are not limited to, the 
following acts of dishonesty or misconduct:
 A. Cheating on exams, tests, quizzes, or assignments:
  • Using or accepting unauthorized sources of information, 

aids, or materials.
   Examples of cheating include, but are not limited to:
   ▪ Dishonestly obtaining, using, or possessing copies of 

an exam, or providing or receiving information about 
an exam;

   ▪ Exchanging information during an exam or copying 
from another person’s paper;

   ▪ Completing an exam in the name of someone else;
   ▪ Submitting another person’s work or portion of work as 

your own.

 B. Fabrication:  
  • Inventing, falsifying, or misrepresenting information.
   Examples of fabrication include, but are not limited to:
   ▪ Falsifying data;
   ▪ Faking sources;
   ▪ Inventing events.
 C. Plagiarism:  
  • Using ideas, language, or work of another without proper 

credit, citation, or reference to the original author, text, or 
source.

   Examples of plagiarism include, but are not limited to, any 
of the following actions committed without giving appro-
priate credit, citation, or reference:

   ▪ Using a direct quotation word-for-word;
   ▪ Submitting rephrased ideas of another person;
   ▪ Submitting as your own, papers or sections of texts ac-

cessed from the Internet;
   ▪ Copying material from an encyclopedia, dictionary, or 

other source;
   ▪ Using data that you did not derive by yourself;
   ▪ Using non-textual material, such as musical or artistic 

copyrighted works, compositions, or choreography.
 D. Facilitating academic dishonesty:
  • Helping or attempting to help another person commit an 

act of academic dishonesty.

Consequences for Violation of Academic Integrity:
All forms of academic dishonesty are unethical and, in some cas-
es, may be illegal. Students who violate academic integrity will be 
subject to disciplinary measures as outlined below.

Consideration should be given to the role of instruction and devel-
opmental appropriateness for elementary students or for students 
with cognitive disabilities.  

First Offense
Consequences for Cheating, Fabrication, Plagiarism, or Facil-
itating Academic Dishonesty:
 • The student will be given a grade of “0” for the assignment. 
 • Written notification will be sent to the parent.
 • A written copy of the incident will be forwarded to the school 

administrator for placement in the student’s discipline file.

Subsequent Offenses
Consequences for Cheating, Fabrication, Plagiarism, or Facil-
itating Academic Dishonesty:
 • For any subsequent violation of academic integrity, the stu-

dent will be given a grade of “0” on the assignment.
 • Written notification will be sent to the parent.
 • The student will be referred to the proper school authority for 

a conference and discipline consistent with school policy.
 • A written copy of the incident will be forwarded to the school 

administrator for placement in the student’s discipline file.
Primary Credits: Clayton High School; Hagerstown Community 
College; North Hunterdon High School; University of Maryland 
College Park.

Legal Reference: Annotated Code of Maryland Education Article 
7-306 – Each county board shall adopt regulations designed to 
create and maintain within the schools under its jurisdiction the at-
mosphere of order and discipline necessary for effective learning.

t    t    t



12

FOR PARENTS, GUARDIANS, STUDENTS, AND STAFF

WWW.WCPS.K12.MD.US

Homework Policy
WCPS supports the concept of assigning homework which is 
meaningful and appropriate to the reinforcement of school studies 
and skills.

The purpose of homework is to:
 • Help young children develop good study habits.
 • Promote positive attitudes toward school.
 • Develop self discipline and independence.
 • Develop a sense of responsibility.
 • Communicate to students that learning takes place outside 

as well as inside school.
 • Provide opportunities for students to practice skills, prepare 

to learn new information, or elaborate on introduced material.
 • Provide a communication link between home and school.

Homework should be an extension of the school day. When home-
work is assigned for the purpose of practice, it should be structured 
around content with which students are familiar. When homework 
is assigned to prepare students for new content, homework can 
be assigned that is meant to promote critical thinking and not for 
practice. Homework assignments are intended to encourage and 
further learning; they should never be excessive, nor used as pun-
ishment.

Teachers are encouraged to maintain communication with parents/
families regarding their guidelines for homework. Decisions relat-
ed to frequency and amounts of homework should be determined 
based upon grade level, students’ progress, and course needs.

Reference: Classroom Instruction That Works, Robert Marzano, 
1991.

t    t    t

Code of Conduct
RESPECT, RESPONSIBILITY, AND CIVIL BEHAVIOR
Rationale:
Schools have three primary responsibilities. The first responsibil-
ity is to foster academic achievement. The second responsibility 
is to create and maintain a school environment that is safe, or-
derly, and conducive to teaching and learning. The third respon-
sibility is to promote and support positive community values and 
standards such as civility, respect for others and self, citizenship, 
academic integrity, and other constructive character traits and be-
haviors among adults and students in the school community. With-
out these values and standards, traits and behaviors, a school’s 
climate inevitably deteriorates and teaching and learning is neg-
atively impacted. Furthermore, students become deficient in the 
tools that are critical for functioning successfully in community life, 
regardless of how proficient they are academically. 

The purpose of the Code of Conduct, which applies during the school 
day and also applies to all school-sponsored activities whether on 
or off school property is to provide a framework that will guide staff, 
students, and parents in promoting excellent behavior among all 
members of our school community, and create a safe, civil, and 
nurturing climate in which teaching and learning can take place. 

Code of Conduct:
The WCPS code of conduct is guided by six standards. These 
standards are based on the Josephson Institute of Ethics Charac-
ter Counts pillars: trustworthiness, respect, responsibility, fairness, 

caring, and citizenship. All members of our school community 
– students, parents, educators, administrators, and support 
staff – are to be aware of the requirements of the Code of 
Conduct and are to align their behavior with these standards 
while they are in school or while engaged in school-related 
activities.

Respect
 • I will respect myself and treat others as I want to be treated. 
 • I will speak to others in a polite and courteous manner. 
 • I will respect diversity. 
 • I will solve problems and express myself toward others in a 

non-violent manner. 
 • I will be considerate of others’ space and property. 
 • I will behave in a way that helps others and me to learn. 
 • I will take pride in my school and community by treating school 

facilities and materials with care. 

Responsibility
 • I will attend school regularly and on time. 
 • I will actively participate in my own education and growth. 
 • I will put forth my best effort. 
 • I will follow established school codes and community rules. 
 • I will be accountable for my behavior. 
 • I will accept the consequences of my actions. 
 • I will encourage others to obey school rules and follow the 

code of conduct.
 • I will report any activity that will be harmful to others.

Trustworthiness
 • I will be honorable in my words and actions.
 • I will be honest and tell the truth.
 • I will keep my word and do what I say.

Fairness
 • I will treat all people fairly, equitably, and justly.
 • I will consider others’ perspectives.
 • I will be understanding of different opinions.
 • I will make decisions without favoritism or prejudice.

Caring
 • I will be sensitive to the needs of others.
 • I will be kind and considerate.
 • I will help people in need. 
 • I will show compassion, concern, and caring.

Citizenship
 • I will comply with authority and the law. 
 • I will serve as a model for high standards of behavior.
 • I will cooperate to make my school a safe place to learn.
 • I will make choices that will improve my school and community.
 • I will help create a school atmosphere free from bullying, in-

timidation, and harassment.

Legal Reference: Annotated Code of Maryland Education Article 
7-306 – Each county board shall adopt regulations designed to 
create and maintain within the schools under its jurisdiction the at-
mosphere of order and discipline necessary for effective learning.

t    t    t
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Dress Code
The dress code shall apply to all school activities during the tradi-
tional instructional school day. Exceptions for legitimate reasons, 
such as a medical condition or religious practice, as well as for 
specialized classes or activities, will be considered and can be 
granted by the school administration on a case-by-case basis. 

The school administration reserves the right to approve or disap-
prove any items not addressed in this policy. Decisions to approve 
or disapprove items will be based on the goal of providing a safe 
and orderly environment for the education of all students. 

Head Coverings 
Head coverings are acceptable if worn in accordance with a sin-
cerely held religious belief system. Head coverings may also be 
worn for medical reasons.

Other headwear may not be worn in the school building. The fol-
lowing are some examples of prohibited headwear: 
 • hats
 • visors
 • sunglasses 

Headbands (including bandanas folded as headbands of less than 
2 inches in width), scrunches, etc., that are used to hold hair in 
place and do not cover the entire head are permitted. 

Clothing 
Tops must be worn in such a manner so as to:
 • cover the entire back 
 • cover the midriff area
 • not be see-through
 • fit modestly and cover cleavage and chest 
 • cover undergarments

Sleeveless tops must have two shoulder straps worn on the top 
of the shoulders and cover all undergarments. Tops must also be 
worn to:
 • cover the entire torso of the body, where torso is defined as 

the area of the body from hips to underarms
 • cover cleavage and chest, fit modestly 
 • cover the back so as to go no lower than the area where a 

conventional bra is worn on a female or the mid-point on the 
shoulder blades of a male

 • traditional sleeveless undershirts, muscle shirts, or T-back 
shirts are not acceptable tops under this policy

Skirts and dresses must be worn modestly and cover all undergar-
ments when sitting or standing. 

Shorts must be modest and hang at or near mid-thigh when stand-
ing. Shorts must be worn in a manner which covers all undergar-
ments, whether sitting or standing.

All other pants (bottoms) must be worn in such a manner as to:
 • cover undergarments at all times 
 • not be excessively long so as to drag on the floor 
 • not be excessively baggy or worn on the hip in a manner 

which exposes undergarments or flesh normally covered by 
undergarments

 • yoga pants (exercise type pants that are not see-through), in 
a narrow or flair leg, are acceptable 

 • leggings may only be worn in conjunction with another dress
 • code-appropriate dress or bottom (leggings are defined as a 

sheer or slightly sheer material)

Shoes must be worn at all times. Shoes must fit to allow safe 
movement and be appropriate to school activities.

Coats and heavy jackets are not to be worn during the school day 
and should be stored appropriately.
 • Light, form-fitting jackets such as: sweat jackets, hoodies, and 

windbreakers are not considered coats or heavy jackets and 
are, therefore, acceptable.

Jewelry and Accessories 
Jewelry or accessories which can be used as or perceived to be a 
weapon or threat to others are a safety hazard and are prohibited. 

Language, Symbols, and Messages
Words or symbols deemed to be inappropriate for the school 
setting such as: rude, disrespectful, or discourteous expressions 
which are inconsistent with civil discourse and behavior, or which 
may substantially disrupt or materially interfere with the educational 
setting are expressly prohibited on student apparel and person. 
Student appearance and apparel must not show any reference to 
or inference to: 
 • profanity
 • drugs, alcohol, or tobacco
 • violence
 • suggestive, sexual messages
 • language or symbols that offend, demean, or promote hatred 

toward an identifiable person or group

Section D also applies to body art, whether permanent or tempo-
rary. Body art which violates the regulation must be completely 
covered during the traditional school day or at any district spon-
sored or sanctioned event.

Consequences for Violation of the Dress Code
First Offense – Discussion of violation(s) and review of student 
handbook will take place with student. Student will be required to 
adjust or change clothes. It is expected that the first offense con-
ference will prevent any further infractions.

Subsequent Offenses – Discipline procedures as described in the 
Board of Education Discipline Policy and Procedures will be fol-
lowed (Policy JG & Administrative Regulation JG-R).

t    t    t

Bullying, Harassment or
Intimidation
WCPS seeks to maintain an environment that is safe and pleasant 
for all members of the school community. School safety is of the 
highest priority in schools. An essential element of safe schools 
is ensuring all children feel accepted and comfortable in their 
schools.

Four anti-bullying school rules:
 • I will not bully others.
 • I will help students who are bullied.
 • I will include students who are left out.
 • If I know that somebody is being bullied, I will tell an adult at 

school and an adult at home.

Bullying, harassment, or intimidation of any individual, by any per-
son or group of people, will not be tolerated in Washington County 
Public Schools. Bullying, harassment, or intimidation of any per
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son on school property or at school-sponsored functions, or by 
the use of electronic technology, at a public school is prohibited. 
The Board of Education prohibits reprisal or retaliation against 
students who report acts of bullying, harassment, or intimidation, 
or those who are victims, witnesses, or bystanders, with reliable 
information about an act of bullying, harassment, or intimidation.

WCPS students whose behavior is alleged to be in violation of this 
policy will be subject to an investigation which may result in disci-
plinary action including suspension and expulsion.  

Bullying, harassment, or intimidation means purposeful conduct, 
including verbal, physical, or written or intentional electronic com-
munication that creates a hostile educational environment by in-
terfering with a student’s educational benefits, opportunities, per-
formance, or with a student’s physical or psychological well-being 
and is:

 • motivated by an actual or perceived personal characteristic 
including, race, national origin, martial status, sex, sexual 
orientation, gender identity, religion, ancestry, physical attri-
butes, socioeconomic status, familial status, or physical or 
mental ability or disability; or,

 • threatening or intimidating; and,

 • occurs on school property, at a school activity, or on a school 
bus; or,

 • disrupts the orderly operation of a school or students’ educa-
tional program.

Electronic communication means a communication transmitted by 
means of an electronic device, including, but not limited to, a tele-
phone, cellular phone, computer, or pager. The acts of cyberbul-
lying and sexting outside of school that cause a disruption in the 
school day, may result in school disciplinary action.

Bullying means purposeful behaviors, actions, words or pictures 
used to create a hostile environment that interferes with others’ 
ability to participate in educational programs or activities. 

Hostile environment means a negative (real or perceived) learning 
environment that is verified or documented.

Interfering means having a direct effect on students’ physical, ed-
ucational, and/or social well being.

Intimidating means intentional actions that threaten and induce 
a sense of fear and/or inferiority which adversely affects the stu-
dent’s ability to participate in or benefit from educational programs 
or activities.

A bystander is a person or persons who have direct knowledge or 
witness an alleged event and/or actions. 

Behavioral examples that are not tolerated include, but are not 
limited to, the following:

 • Physical aggression such as hitting, kicking, shoving, spitting, 
hair pulling, or throwing things resulting from bullying, harass-
ment, or intimidation

 • Encouraging or influencing another person to hit or harm a 
student

 • Teasing, name-calling, making critical remarks, or threaten-
ing, in person or by other means

 • Demeaning or derogatory jokes 

 • Making rude and/or threatening gestures

 • Excluding or rejecting a student by another student or group 
of students as a means of creating a hostile environment that 
is verified or documented through investigation

 • Intimidating (bullying), extorting, or exploiting

 • Spreading harmful rumors or gossip 

Sexual Harassment
The Washington County Board of Education encourages and ex-
pects an atmosphere free of discrimination and sexual harassment 
and one that is conducive to high quality performance in the school 
setting. The Board of Education prohibits sexual harassment of, or 
by, employees and students.

“Sexual harassment” is defined as: (1) unwelcomed, inappropriate 
sexual advances or requests for sexual favors, (2) verbal or physi-
cal conduct/behavior of a sexual nature, (3) verbal or physical con-
duct/behavior of a sexual nature that is a form of intimidation, hos-
tile or offensive to the educational environment, and (4) adverse 
actions against a student as a result of the rejection of, reaction to, 
or filing of a harassment complaint.  

Some examples of sexual conduct may include, but are not limited 
to, the following:

 • Sexual advances

 • Verbal comments, jokes, name-calling, or slurs of a sexual 
nature

 • Touching of a sexual nature

 • Graffiti of a sexual nature

 • Displaying or distributing sexually explicit drawings, pictures, 
or written materials

 • Sexual gestures

 • Sexual or “dirty” jokes

 • Pressure for sexual favors

 • Touching oneself sexually or talking about one’s sexual activ-
ity in front of others

 • Spreading rumors about or rating another’s sexual activity or 
performance 

Reporting acts of bullying, harassment, or
intimidation
WCPS, in conjunction with the Maryland State Department of Ed-
ucation, is committed to eliminating incidences of bullying and ha-
rassment in schools. To address this issue, WCPS has adopted a 
procedure for parents and students to report incidences of bullying 
and harassment.

A student who wishes to report an incident of bullying, harass-
ment, or intimidation (including sexual harassment) should report 
the incident to any appropriate staff member and/or administrator.

If a student expresses a desire to discuss an incident of bullying, 
harassment, or intimidation with a staff member, the staff member 
will make an effort to provide the student with a practical, safe, 
private, and age-appropriate way of doing so.
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If the problem is brought to the attention of an adult other than 
the principal or the principal’s designee, that adult shall assist the 
individual in bringing the problem to the attention of the principal or 
the principal’s designee.

If a school system employee observes or otherwise becomes 
aware of an incident that appears to constitute bullying, harass-
ment, or intimidation, the employee shall immediately report this 
information to the principal or the principal’s designee.

An allegation of bullying, harassment, or intimidation made against 
the principal or building administrator should be reported to the 
Human Resources Department at the WCPS Central Office.

The school system takes seriously any allegations of bullying, ha-
rassment, or intimidation and will fully and promptly investigate 
such allegations. However, if it is determined that an individual has 
intentionally made a false accusation, that person will be subject 
to appropriate disciplinary action.

Bullying, Harassment, or Intimidation Reporting Forms may be 
obtained in the school’s main (front) office, counselor’s office, or 
other locations determined by the school. The forms may be sub-
mitted by a student, parent, close adult relative, or staff member 
to school administration. A student may request assistance from a 
staff member to complete the form if the student wishes.

Bullying, Harassment, or Intimidation Reporting Forms may also 
be obtained electronically from the school system’s website and 
may be submitted by a student, parent or guardian, close relative, 
or staff member to school administration.

Direct communication with school administrators, school coun-
selors, or teachers remains an appropriate avenue for parents or 
children to report incidences of harassment and intimidation, in 
addition to use of the reporting form.

WCPS considers harassment and bullying a serious offense and 
will not tolerate such conduct. Parent and student involvement in 
reporting incidences of harassment and bullying will support the 
efforts of the WCPS staff to address this intolerable behavior. For 
additional information concerning this matter, please contact your 
child’s school counselor, school administrator, or the Department 
of Student Services at 301-766-2961.

Procedures for the prompt investigation of 
acts of bullying, harassment, or intimidation
All reports must be written using the Bullying, Harassment, or In-
timidation Reporting Form, which can be found at any school or on 
the WCPS website. After receipt of a reporting form, the principal 
or the principal’s designee will promptly investigate the allegation, 
consistent with due process rights, using the Bullying, Harass-
ment, or Intimidation Incident Investigation Form within two school 
days or as timely as possible for school administration. Based on 
the school administrator’s findings, appropriate actions will be tak-
en to address the allegations.

The principal or the principal’s designee will determine whether 
bullying, harassment, or intimidation actually occurred by taking 
steps to verify who committed the alleged act and whether others 
played a role in perpetuating this act. Other related complaints, if 
any, will be reviewed in making this determination.

Neither a victim(s) nor a witness(es) should be assured of confi-
dentiality at the onset of an investigation. It cannot be predicted 
what will be discovered or if a hearing may result from the ultimate 
outcome of the investigation. Any information discussed and re-
corded will be confined to a need-to-know status.

The principal or the principal’s designee will immediately notify 
parents of the victim and offender of the incident.

The principal or the principal’s designee will apply consequences 
and/or remedial actions consistent with due process rights. The 
offender will be informed that retaliation against a victim or by-
stander is strictly prohibited and that progressive consequences 
will occur if the activity continues.

Separate conferences with the victim and offender will occur 
within two weeks after the investigation to determine whether the 
bullying, harassment, or intimidation has continued and whether 
additional consequences need to be implemented. These confer-
ences may occur as part of the counseling intervention. Another 
follow-up conference or conversation will be held with the victim 
four weeks after the initial follow-up conference to determine if the 
bullying, harassment, or intimidation has ceased. The principal or 
the principal’s designee will determine which school staff will con-
duct the conferences.

Some acts of bullying, harassment, or intimidation could also be 
delinquent acts. If they are delinquent acts, they shall be promptly 
reported to the responsible law enforcement agency according to 
the Code of Maryland Regulations (COMAR) 13A.08.01.15.

The Family Educational Rights and Privacy Act (FERPA) prevents 
the disclosure of student record information, including all disci-
plinary records, to anyone other than the student, parent, or legal 
guardian.

Gangs and Gang-Related Activities
In conjunction with the Maryland State Department of Education 
(MSDE), Washington County Public Schools (WCPS) adopted a 
gang policy during the 2011-2012 school year that prohibits gang 
activity and similar destructive or illegal group behavior on school 
property, school buses, or at school-sponsored functions.

A “criminal gang” is defined as a group or association of three or 
more persons whose members:

 1. Individually or collectively engage in a pattern of criminal 
gang activity.

 2. Have as one of their primary objectives or activities the 
commission of one or more underlying crimes, including 
acts by juveniles that would be underlying crimes if commit-
ted by adults.

 3. Have in common an overt or covert organizational or com-
mand structure.

A “pattern of criminal gang activity” means the commission of, at-
tempted commission of, conspiracy to commit, or solicitation to 
two or more underlying crimes or acts by a juvenile that would be 
an underlying crime if committed by an adult.

WCPS is committed to addressing and reducing gang activities 
that potentially disrupt the school climate and interfere with stu-
dent learning. All WCPS employees are required to report any in-
cidences of suspected gang activity or destructive or illegal group 
behavior to the principal or, in the absence of the principal, to the 
school security coordinator.
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WCPS has adopted procedures for stakeholders to report gangs 
and gang-related activities. Gang-Related Incident Reporting 
Forms are available in the guidance and administrative offices of 
each school for parents, students, and staff members. Gang-Re-
lated Incident Reporting Forms may also be obtained electronical-
ly from the school system’s website or the individual school’s web-
site. Individuals reporting incidences should submit the completed 
form to the principal or school security coordinator. Upon receipt of 
a Gang-Related Incident Report, the principal or designee and the 
school security coordinator shall initiate an investigation. If the re-
port is of a high level of severity, (criminal activity, imminent danger 
or disruption), every effort will be made to initiate the investigation 
within 24 hours after receipt of the written report.

WCPS considers gangs and gang-related activity a serious matter 
and will not allow its presence on school property. Your involve-
ment in reporting gangs and gang-related behavior will support 
the efforts of WCPS officials to address this issue. If you have 
additional questions concerning this matter, please contact your 
child’s guidance counselor, school administrator, or the WCPS 
Safety and Security/Risk Manager, at 301-766-8757.

t    t    t

Rights to Education Records
Family Educational Rights and Privacy Act (FERPA) and Mary-
land Student Records Regulations pro tect the privacy of student 
records and also give parents, legal guardians, or eligible students 
the right to inspect and review the student’s education records and 
to request that inaccuracies in the record be corrected.

A policy and procedure statement about the protection of par ents’ 
and students’ privacy and rights to access student records under 
FERPA is available to interested individuals in all schools. It spec-
ifies procedures for inspection and review of educational records. 

WCPS provides parents and/or an eligible student (18 years of age 
or older) access to the education records of the student. Explana-
tion and interpretation of the educational records will be provided 
to the parents in their native languages. A request to access edu-
cational records must be submitted to and granted by the principal.

WCPS will not permit access to, or release of, education records 
of students, or personally identifiable information contained there-
in, without the written consent of the parents or the eli gible stu-
dents with the exception of those reasons listed below.

Directory Information
As specified by FERPA, WCPS will permit the release of di-
rectory information, unless parents and/or eligible students 
notify the school to the contrary.

“Directory information” includes: 
 • student’s name, 
 • address, 
 • telephone number, 
 • date and place of birth, 
 • major field of study, 
 • participation in officially recognized activities and sports, 
 • weight and height of members of athletic teams, 
 • dates of attendance, 
 • degrees and awards received, 
 • the most recent school attended by the student.

Outside organizations to whom directory information may be re-
leased include, but are not limited to, companies that manufacture 
class rings or publish yearbooks.

Parent/guardian(s) who do not want student directory infor-
mation released must complete the Restriction of Access to 
Directory Information Annual Parental Opt-Out Form avail-
able at each school and return it within 10 days of enrollment.

The third party receiving directory information from the school may 
not re-disclose the information to any party without prior written 
consent of the parent, guardian, or eligible student.

Release of Personally-Identifiable Information
FERPA also permits the release of personally identifiable informa-
tion from education records without the written consent of the par-
ents or the eligible student to: 
 • other school administrators, supervisors, teachers, and para-

professionals of WCPS with legitimate educational interests.
 • officials of other elementary, secondary, or post-second ary 

schools or another school system in which the stu dent seeks 
or intends to enroll.

 • state and national agencies in the course of their educa tional 
work. 

 • court officials, in compliance with a judicial order or subpoena. 
 • appropriate persons in health and safety emergencies. 
 • Department of Juvenile Services officials, in regard to court 

au thorized cases. 
 • institutions or agencies involved with financial aid for which 

the student has applied or received if the informa tion is neces-
sary to determine eligibility, amount, condi tions, or to enforce 
the terms or conditions. 

 • organizations conducting certain types of studies for or on be-
half of WCPS or an individual school, 

 • accrediting organizations to carry out accrediting func tions. 
 • parents or legal guardians of a dependent student.

Student records, which WCPS will make available for inspec tion 
and review to persons who have a right to know, include: 
 • Personal and Family Information, 
 • Attendance Information,
 • Subject Performance Information, 
 • Standardized Test Information, 
 • School Enrollment Information and Non-Subject Perfor mance 

Information, 
 • Physical Health Information: Referrals for Physical or Behav-

ioral Reasons, 
 • Health Inventory for Elementary and Secondary Stu dents, 
 • Special Education and Individual Test Information, 
 • Discipline Records.

WCPS will obtain the written consent of the parent or legal guard-
ian of a student or the eligible student before disclosing personally 
identifiable information from the education records of a student, 
other than for the specific identified reasons listed above.

Parents have the right to file a complaint with the U.S. Depart ment 
of Education concerning alleged failures by the school system to 
comply with the requirements of FERPA.

Destruction of records will be in accordance with the proce dures 
established by the Washington County Board of Education and the 
Maryland State Department of Education.



17

GUIDE TO THE WASHINGTON COUNTY PUBLIC SCHOOLS 2014-2015

VISIT OUR WEB SITE:

Military Recruiters
Information including students’ name, address and phone num-
ber(s) will be released to military recruiters for high school stu-
dents, upon request, unless a parent/guardian or eligible student 
indicates that this information should not be released. A parent/
guardian who does not want this information released to military 
recruiters may indicate this by checking the appropriate box on the 
Student Health/Family Information form.

Rights Of Non-Custodial Parents
If parents of a student are separated, divorced, or living apart, the 
school must permit both the custodial and non-custodial parent to 
inspect, review, and obtain copies of the student records, unless 
the custodial parent provides the school with legal documentation 
restricting or terminating parental rights. In addition, a non-cus-
todial parent may request to receive school-related information. 
School-related information consists of documents that are regular-
ly provided to the custodial parent at school meetings, by mail, or 
by sending home with the student. Examples are:
 • Statements on student and parent rights and responsibilities,
 • School newsletters,
 • School calendars,
 • Notices of parent conferences, open houses, and plays. 

School related information also includes those student records 
that are provided to the custodial parent such as:
 • Report cards,
 • Disciplinary notices,
 • Special education notices.
A reasonable fee to cover the cost of copying and mailing these 
documents may be charged. 

t    t    t

Safe and Drug-Free Schools
Drugs/Alcohol
Students do not have the right to use, sell, distribute, possess, 
or be under the influence of drugs, including alcohol, on school 
property or during school-sponsored activities unless the medica-
tion has been prescribed by a physician for the individual student. 
The principal and school nurse must be notified by the parent and/
or physician of the student’s need to take medication (prescrip-
tion or over-the-counter) during school hours. See Student Health: 
Medication p. 29 in this handbook. Students also must be aware 
that Maryland law (Article 27, Section 286B) prohibits possession, 
distribution, etc., of non-controlled substances (“look-alikes”) in 
school.

K-9 Drug Scans
WCPS has partnered with local, county and state law enforcement 
agencies to conduct K-9 scans in and around the school.

Students who have alcohol or other drug-related problems are 
urged to discuss the problem with appropriate staff. School staff 
will respect the student’s right to privacy. Students who violate the 
drug and alcohol policy must be referred to the school’s Student 
Assistance Program (SAP).

Staff, parents, students, and visitors may not use tobacco on 
school property.

Student Possession/Use—Drugs and Alcohol
 1. Use of illicit drugs, including the unlawful use of alcohol and 

tobacco, is illegal and harmful for students.
 2. There shall be no use, possession, or distribution of illicit 

drugs, tobacco, or alcohol by students on school premises 
or at any school activity on or off school grounds.

 3. Students who knowingly and willingly place themselves in 
proximity with a person who is illegally in possession or using 
drugs or alcohol shall be deemed to have violated this Stu-
dent Possession/Use through “Constructive Possession.”

 4. Students who violate this procedure face disciplinary action, 
as well as possible legal penalties.

 5. Students who use or possess drugs/alcohol in any WCPS 
schools will be referred to the Student Assistance Program.

Parents—Drugs and Alcohol 
All programs, guidelines, services, standards of conduct, and 
disciplinary sanctions must be made known to parents.

Where to Call for Information
Department of Student Services – 301-766-2960

Staff—Drugs and Alcohol 
There shall be no use, possession, or distribution by any employee 
of illicit drugs, alcohol, or tobacco in the school and/or workplace 
or at school activities on or off school grounds.

Persons who violate this procedure face legal action and risk 
termination of employment.

Employees who need services related to drug/alcohol use should 
be able to seek help at 301-766-7600 or 1-800-635-2774.

Employees must understand that these standards are mandatory.

Firearms
If the superintendent or designated representative finds that a stu-
dent has brought a firearm onto school property, the student may 
be expelled for up to one (1) school year. The superintendent may 
specify, on a case-by-case basis, a shorter period of expulsion or 
an alternative educational setting.

COMAR 13A.08.01.12 ss7-305
(Firearm: a handgun, rifle, shotgun, bomb, grenade, rocket, .32 cal-
iber gun, missile, .22 semi automatic, 9mm gun. 18 U.S.C. ss 921.)

Asbestos Management
In October of 1986 the U.S. Congress enacted the Asbestos 
Hazard Emergency Response Act (AHERA). Under this law 
comprehen sive regulations were developed to address asbestos 
problems in public and private elementary and secondary schools. 
These regulations require schools to inspect for friable and non-fri-
able asbestos, develop asbestos management plans that address 
as bestos hazards in school buildings, and implement response 
ac tions in a timely manner.

The WCPS program for fulfilling these responsibilities is outlined 
in the asbestos management plan for each school. The plans cur-
rently contain the inspection reports and the appropriate response 
actions. They also contain plans for periodic re-inspections and 
post-response activities.

Delivery of asbestos management plans to schools began on May 
1, 1989. The receipt of these management plans required an ac-
knowledgment by the principal or assistant principal. On May 9, 
1989, the Asbestos Management Plans were delivered to the Gov-
ernor as required by law.
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On December 14, 1987, the Asbestos Hazard Emergency Re-
sponse Act (AHERA) went into effect requiring school districts in 
the United States to inspect each building used for educational 
purposes. These inspections are to be conducted using persons 
who have been trained and annually re-certified by the Environ-
mental Protection Agency and the State Department of Health.

This law compels the Board of Education to locate and identify all 
asbestos-containing material (ACM) in the schools. Not all schools 
in Washington County contain asbestos. Regarding those that do 
contain asbestos, the inspections identified ACM in floor tile, ceil-
ing tile, sprayed-on surfacing material, thermal system insulation, 
and miscellaneous materials. The law also requires the Board of 
Education to assess each area of ACM and determine what plans 
of action will be taken to insure that no asbestos fibers are re-
leased into the environment, repair any damaged ACM, and re-
move any material that cannot be con trolled using conventional 
engineering techniques.

WCPS developed an As bestos Management Plan that identifies 
the locations of all known ACM in the schools and describes the 
plan of action to be taken to manage the ACM. The plan has been 
reviewed by the State of Maryland and is available to any con-
cerned individual who wants to examine its contents.

Since May 9, 1989, the Asbestos Management Plans have been 
available for review during normal business hours at the following 
locations:

 • The Main Office of each school during normal school hours.

 • Department of Maintenance and Operations
  Washington County Public Schools
  10435 Downsville Pike
  Hagerstown, MD 21740
  301-766-2881

For further information, please contact the Department of Mainte-
nance and Operations at the above location.

Integrated Pest Management Program
The Integrated Pest Management (IPM) program employed by the 
WCPS is a proactive rather than a reactive approach to insect and 
rodent control in school facilities. The IPM program includes rou-
tine inspections or surveys of all school facilities to identify condi-
tions conducive to pest invasion, to ensure early detection of pest 
presence, and to monitor infestation levels. As a first step in pest 
control, the IPM approach employs a number of preventative strat-
egies and alternatives to pesticide application, such as employee 
education, source reduction, inspection and identification of po-
tential problem areas, and improved sanitation. Each approach is 
monitored and evaluated, and modifications are made if neces-
sary. Pesticides are used only as a last resort.

Maryland law requires that parents of all elementary school chil-
dren be notified prior to any pesticide application. Parents of middle 
school or high school students who wish to be notified prior to inte-
rior pesticide applications must request that they be placed on the 
school system’s pesticide notification list. To be added to the notifica-
tion list, send a written request which includes your name, address, 
and telephone number as well as your child’s name and school to:

 Director of Maintenance and Operations
 Washington County Public Schools
 820 Commonwealth Avenue
 Hagerstown, MD 21740

The following is a list of the pesticides and bait stations, by com-
mon name, that may be used on school premises during the school 
year. The list includes, but is not limited to:

glyphosate disodium octaborate tetrahydrate 
prometon fipronil resmethrin
siduron hydramethylnon allethrin
PCNB diuron abamectin 
permethrin benefin trifluralin
boric acid bromadiolone atrazine
imidacloprid cholecalciferol lambda-cyhalothrin
icambabifenthrin napthalene diphacinone
MCPP 2-4-D sulfur 
piperonyl butoxide propoxur cyfluthrin
orthoboric acid pyridine dichlorprop 
phrethrin allethrin dimethyl 
phenothrin triclopyr quinclorac
hydroprene deltamethrin indoxacarb
perfluoractanesulfonamide Methyl Anthranilate

Copies of material safety data sheets (MSDS) and product labels 
for each pesticide and bait station used on school property are 
maintained by the contact person. Persons wishing to review this 
information or who need additional information should contact the 
Director of Maintenance and Operations or designee, at 301-766-
2978, to arrange an appointment.

Vision and Hearing Screening
2014-2015
Vision screening will be provided for children in grades Pre-K, K, 
1, and 8 sometime during the school year.

The Hagerstown Lioness Club, in conjunction with other parent 
volunteers, will provide the initial vision screening in grades K, 1,  
and 8. Pre-Kindergarten and all vision rescreening is conducted 
by Meritus Health.

In addition, Meritus Health conducts initial and recheck hearing 
screenings for students in grades Pre-K, K, 1, and 8.

Parents will receive written notification should their students need 
further evaluation. Parents should note that these are simple 
screening tests and are not designed to be diagnostic of specific 
vision or hearing disorders.

Suspected Child Abuse and Neglect
Maryland law requires every educator who has reason to be lieve 
that a child has been subjected to physical or sexual abuse to im-
mediately report the information to the Department of So cial Ser-
vices and appropriate law enforcement agency. 

 • The law and policy are quite specific: When there is doubt 
about reporting a suspected situation, it is to be resolved in 
favor of protecting the student and the report must be made 
immediately.

 • School personnel are permitted to briefly question a stu dent 
to determine if there is reason to believe that the child’s inju-
ries resulted from physical or sexual abuse. 

 • Investigation of suspected abuse is the responsibility of the 
Department of Social Services, assisted by the police.

 • School personnel may not attempt to conduct an internal in-
vestigation or inform parents/guardians about the report or 
investigation of suspected abuse.
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 • All records and reports concerning protective service inves-
tigations of child abuse and neglect and their out comes are 
protected by the confidentiality statute Article 88A-Section 6 
(B). School personnel only become in volved if requested to 
assist in providing services to the child or family. 

Additional information and copies of the complete policies may be 
secured from the Department of Student Services, 301-766-2960.

Washington County Community Agencies
For a complete list of community support agencies, please see the 
Appendix.

t    t    t

School Attendance
Maryland law requires that every child in Maryland five years old 
(by September) and up to the age of sixteen must attend school 
daily unless the child is lawfully absent or registered and partici-
pating in a certified home teaching program.

The following attendance guidelines apply to all WCPS students:

 •  Students Scheduled For a Full Day: A student is count-
ed present for a full day if the student is in attendance four 
hours or more of the school day. A student is counted pres-
ent for a half day if in attendance for at least two hours of the 
school day, but less than four hours. 

 •  Students Scheduled for a Partial Day: A student sched-
uled for less than a full day is to be counted present based 
on the amount of time he/she is scheduled. For example, a 
student scheduled for a two hour block of time will be count-
ed present for a half day if the student is in attendance for 
one hour. 

 •  All school absences are recorded. Absences are coded as 
lawful (excused) or unlawful (unexcused).

  When the combined absences reach twelve (12) days, only 
official/legal documentation will be accepted as excused ab-
sences (i.e., doctor notes and/or legal summons).

 •  Lawful absences include: 1) Illness of student (written 
parent note required upon return. Three or more days may 
require medical verification); 2) Death in the immediate fam-
ily, 3) Court summons, 4) Suspension, and 5) Other special 
circumstances.

  NOTE: Failure to provide a parent note may result in the 
absence being coded as unexcused.

 •  Religious absence: Student and staff absences from 
school to observe religious holidays are excused. School 
personnel should be aware of religious holidays and should 
make every effort to avoid scheduling major examinations 
and events on those dates. Students will be permitted to 
complete make-up work, within a reasonable time period.

 •  Family vacation absences: Vacations or trips during the 
school year are strongly discouraged, as the loss of class 
time may have a negative impact on the student’s academic 
progress and record. It is also recognized that on some oc-
casions, working parents have little control over the time of 
year when vacations may be taken.

  Family vacation absences are considered lawful only if they 
have prior written approval of the principal and do not ex-
ceed three days per school year. Written requests must be 
made at least ten days in advance of the requested vaca-
tion absence, and after approval, parents and students are 
responsible for requesting students’ assignments. Teachers 
need at least four days’ notice for preparation of student ma-
terials.

 •  Approved college visitations: A college visit for students 
in grades 11 and 12 who pre-schedule the visitation with 
the principal’s approval shall be considered an extension of 
the student’s program and the student shall be recorded as 
present. No more than three college visitation days shall be 
approved per school year. Pre-approved absences related 
to recruitment or enlistment in the military will be considered 
in the same manner as approved college visitation.

 •  Unlawful absences: If a student is absent for any portion of 
the day, for any reason other than those identified as lawful, 
such as an absence from school without the knowledge of 
the parent/guardian, shopping, babysitting, providing care 
for other adults, running errands, etc., the absence will be 
considered unlawful/unexcused. Unlawful absences may 
be defined as truancy.

 •  Truancy: Any time a student between the ages of five and 
sixteen is absent without lawful cause, the student is consid-
ered truant.

 •  Habitual truant refers to a student who is absent from 
school in excess of 20 percent of the school days in any 
marking period, semester, or school year.

  Habitual truancy will require a school conference between 
school personnel, parents, and students. Students who are 
unlawfully absent five days in any semester will be referred 
to the appropriate WCPS Pupil Personnel Worker.

  •  Tardiness: Individual schools have defined opening times 
when students are expected to be present. Students arriv-
ing after the designated time are marked tardy; however, 
depending upon the time of arrival, the student may be con-
sidered absent for a half day.

  Excessive tardiness will require the school to take disci-
plinary action.

 •  Make-up work requirements: Make-up work will partially 
compensate for absences from classes. Teachers are re-
quired to assign make-up work for students who have lawful 
absences, if requested by the parent or student within the 
designated time lines.

 •  Incentive programs: Schools encourage regular on-time 
attendance and sponsor a variety of motivational programs 
for students.

  Should absences continue, parents will be contacted in writ-
ing no later than immediately after the tenth day of absence. 
The principal or designee will invite the parent to conference 
with school personnel to advise what action may be taken if 
the absence continues beyond twelve days.
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 •  WCPS attendance standards: The Washington County 
Board of Education has established minimal standards for at-
tendance and absences for students. When absences, lawful 
or unlawful, accumulate to six days, parents/students will 
be notified by mail. By WCPS standards, absences beyond 
twelve days in a school year are unacceptable. If deemed 
necessary by the principal, cases involving excessive ab-
sence will be referred to the student support team. Parents 
may be requested to conference with school personnel to dis-
cuss excessive absence.

 •  Period Attendance: In many WCPS middle or high schools, 
parents will be notified by letter after a student has missed 
any three periods.

 •  Possible actions: 
  ▪ Establishment of a probationary attendance period
  ▪ Request for additional documentation
  ▪ Retention in grades 1 through 8
  ▪ Denial of high school credit or credits
  ▪ Referral to the courts for appropriate action against par-

ent and/or student
  ▪ Assignment of additional days of attendance (not includ-

ed in the regular school year, i.e., Saturday School)

 •  Appeal Process: The following procedures are applicable 
for students and parents in order to appeal coding of ab-
sences and any penalties relative to the Student Attendance 
Policy.

  Step I - The student and/or parent shall contact the school 
principal to arrange for a conference to discuss the specific 
concern.

  Step II - If after conferencing the problem is not resolved, 
the parent within ten (10) days may contact the office of the 
Supervisor of Student Services in writing following the Step 
I decision.

  Step III - If the problem is not brought to resolution after con-
ferencing with the Supervisor of Student Services, the par-
ent, within ten (10) days following the Step II decision, may 
contact the Director of Elementary or Secondary Education 
in writing to request a meeting.

  Step IV - If the problem is not brought to resolution after 
conferencing with the appropriate Director, the parent may 
contact the Superintendent in writing, within ten (10) days 
after the Step III decision, to discuss the matter. The deci-
sion of the Superintendent of Schools shall be final.

 •  Information dissemination: Parents and students will be 
provided information concerning the student attendance pol-
icy/procedures during or before the opening week of each 
school year.

  NOTE: The WCPS Attendance Policy is not designed nor 
intended to punish sick children or to encourage ill children 
to be in school. The procedures are designed to promote 
the importance of regular, daily school attendance. The law 
is quite clear – students are to be in school every day school 
is in session, unless lawfully absent.

t    t    t

Student Counseling Services 
and Pupil Personnel Support
School counselors provide the academic, career, and personal/
emotional skills that enable students to receive a high quality edu-
cation through targeted developmental school counseling.

School counselors provide support and direction to help students 
focus on academic, personal/social and career development. Their 
efforts help students achieve academic success in school and pre-
pare them to successfully navigate throughout their school career, in 
addition to preparing them to lead fulfilling lives as responsible mem-
bers of our ever-changing global society. School counselors employ 
strategic data driven processes to integrate targeted developmen-
tal school counseling services into school counseling programs for 
students kindergarten through high school. School counselors are 
involved in the implementation of both proactive and responsive 
services for students and maintain the underlying core beliefs of 
leadership, advocacy, collaboration, and systemic change.

School counselors are trained at the graduate level and certified to 
deliver comprehensive services for students in the following areas:
 • Human growth and development,
 • Core components for helping relationships,
 • Cultural diversity,
 • Societal change and trends,
 • Student learning and academic success,
 • Evaluation of student needs,
 • Group and individual counseling techniques,
 • Career development,
 • Use of data,
 • Use of technology,
 • Role of the school counselor in leadership, advocacy, and 

systemic change,
 • Legal and ethical guidelines,
 • Collaboration with internal and external stakeholders,
 • Research and program evaluation,
 • School culture and mission, and
 • Interaction with other educational professionals.

School counselors provide developmentally appropriate services 
to students.

Counselors at all levels:
 • Provide integrated services for students that include counsel-

ing, coordinating, and consultation.

Elementary and middle school counselors:
 • Provide classroom lessons for students in the area of aca-

demics, personal/social issues, and careers,
 • Conduct small group counseling,
 • Coordinate full school initiatives for programs such as PBIS, 

Character Counts, Olweus, along with other targeted needs,
 • Meet with students individually to provide academic and emo-

tional support,
 • Support students in transitioning to and from various levels, 

and
 • Provide crisis intervention as needed.

High school counselors:
 • Meet with students individually to provide personal/social, ac-

ademic, and career advising,
 • Provide classroom lessons for students in the area of aca-

demics, personal/social issues, and careers,



GUIDE TO THE WASHINGTON COUNTY PUBLIC SCHOOLS 2014-2015

VISIT OUR WEB SITE:21

 • Provide students with academic, college, and career advisory,
 • Coordinate full school initiatives for programs such as PBIS, 

Character Counts, along with other targeted needs,
 • Meet with students and parents for college coaching,
 • Support students in transitioning to and from various levels,
 • Provide direction for students through four-year planning,
 • Assist students in course selection process,
 • Monitor student progress toward meeting graduation require-

ments,
 • Coordinate visits and direction regarding post-secondary ed-

ucational options, and
 • Provide scholarship and career counseling information.

Student services are also provided by Pupil Personnel Workers 
(PPWs). PPWs are consultants to the schools and assist students 
and families to succeed in school. Specifically, they encourage 
school attendance on a regular basis, foster appropriate behav-
ior, and help families access community and support services, as 
needed. PPWs conduct home visits to promote family involvement; 
assist schools with enrollment, residency, custody, disciplinary ac-
tions; and help plan and carry out alternative services. Each PPW 
is assigned to several schools. In addition to school counselors 
and PPWs, certified school social workers have been assigned to 
several schools to further support the needs of students and their 
families.

Parents are encouraged to contact their child’s school counselor 
to discuss any concern. Questions, concerns, and/or comments 
regarding the school counseling program should be directed to the 
Supervisor of School Counseling 301-766-2963 or the appropri-
ate school Principal. Concerns regarding school attendance or the 
Pupil Personnel Workers should be directed to the Supervisor of 
Student Services at 301-766-8776. 
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Student Discipline
Code of Maryland Regulations
Each local school system must adopt a set of regulations designed 
to maintain an environment of order and discipline necessary for 
effective learning. These regulations should provide for counseling 
and establish standards for appropriate disciplinary measures and 
may permit suspension, alternative placement, or expulsion, if 
necessary. BOE recently adopted a new Student Discipline Policy.

Suspensions and Expulsions
The removal of a student from school because of inappropriate, 
disruptive or dangerous behavior is a serious matter. However, 
removal is sometimes necessary when a student’s behavior inter-
feres with the efforts of teachers and students to learn or when the 
safety of the students and teachers is involved.

The length of time the student is out of school depends both upon 
the seriousness of the incident and upon the student’s previous 
conduct. Through this handbook and guide and other school an-
nouncements, students are informed of some of the behaviors that 
are not acceptable in the WCPS.

Students should be aware that the school has the authority to take 
disciplinary action, even when the misbehavior occurs off school 
property or when schools are closed, if the behavior affects the 
good order and discipline of the school. For example, schools 

may take disciplinary action when students are misbehaving on 
the way to or from school or misbehaving while participating in 
school-related activities such as field trips and other school-spon-
sored activities. 

See page 32 for information on Conduct Ineligibility.

Extracurricular Activities
Participation in extracurricular activities is a privilege provided to 
students who meet the academic and behavior standards detailed 
in this and other publications. Extracurricular activities include, but 
are not limited to sports, clubs, graduation ceremonies, and field 
trips that occur or extend beyond the regular school day. Students 
can lose the privilege of participating in extracurricular activities if 
they fail to meet WCPS’ academic and behavior standards, their 
school’s behavior standards, or the behavior standards of the 
extracurricular program in which they are participating or are re-
questing to participate. Students will be informed if they are ineligi-
ble to participate in all or some extracurricular activities.

In-school Suspension
“In-school suspension” means the exclusion within the school 
building of a student from the student’s regular education program 
for up to, but not more than, ten school days for disciplinary rea-
sons by the school principal or designee.

Out-of-School Suspension
“Out-of-School Suspension” means the removal of a student from 
school for disciplinary reasons for a period not to exceed ten days 
by a school principal or designee. A student may be suspended for 
up to ten (10) days for just cause. A principal or designee may use 
other disciplinary means to correct student behavior (detention, 
in-school suspension, etc.) at their discretion, in accordance with 
school policies and procedures. 

The principal or designee may place a student on short-term sus-
pension after a conference with the student. During this confer-
ence, the student can tell his or her side of the story. Parents are 
notified when the student is placed on short-term suspension and 
a meeting is arranged at the school so that the school administra-
tor, parents, and student can plan together to avoid any repetition 
of the misbehavior. 

Parents/guardians have the right to an informal appeal of the 
school administrator’s suspension decision. The informal appeal is 
a paper review and all requests for appeal must be in writing. The 
written appeal should include the reason for requesting the appeal 
and contain any written documents to be considered. During the 
appeal process, the suspension of the student remains in effect. 
Through the appeal process, the consequences may be increased 
or decreased. The following are the steps in the appeal process:  

 1. Parents/guardians may appeal the decision for the suspen-
sion directly to the principal. Such appeals must be submit-
ted in writing to the principal within ten (10) days of the sus-
pension decision.

 2. In the event the parents/guardians are not satisfied with the 
principal’s decision, they may appeal that decision, in writing, 
to the Supervisor of Student Services within ten (10) days of 
the principal’s ruling of the appeal. The Supervisor of Stu-
dent Services shall direct a Pupil Personnel Worker to make 
a thorough review of the matter. The Supervisor of Student 
Services will confer with the PPW and will render a decision.

 3. If parents/guardians are not satisfied with the decision of the 
Supervisor of Student Services, the parents/guardians may 
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  appeal that decision, in writing, within ten (10) days, to the 
Director of Elementary and Middle Schools or the Director of 
High Schools. 

 4. If the parents/guardians wish to appeal the decision of the 
Director, this may be made in writing within ten (10) days to 
the Superintendent of Schools, in accordance with Washing-
ton County Public Schools policies BEE and BEE-R(1).  

 5. Further appeal of the decision of the Superintendent may 
be made in writing within ten (10) days to the Washington 
County Board of Education. The decision of the Washington 
County Board of Education is final.

Extended Suspension, Alternative Placement 
or Expulsion
“Extended Suspension” refers to the removal for disciplinary 
reasons of a student from school for a period of more than ten 
days. An extended suspension can result in a student being out 
of school for several weeks or, in some cases, for several months. 
Examples of unacceptable behavior for which a student may be 
recommended for extended suspension and/or alternative place-
ment include the following: fighting, showing disrespect to school 
staff, stealing, vandalism, or possession or use of drugs or alcohol.

An “expulsion” means that the student cannot attend any regular 
day school program of the WCPS during the period of expulsion.  
A student may be recommended for expulsion for the following of-
fenses: arson, possession of a weapon or physical assault leading 
to serious bodily injury. 

Important notes in reference to weapons violations:

 – The type of weapon or the reason the weapon is in the stu-
dent’s possession is not relevant. The following will be treat-
ed as weapons: a penknife, a large knife, brass knuckles, 
a chain, a pipe, nunchaku, a BB gun, a pellet gun, a starter 
pistol, a revolver or automatic pistol–loaded or unloaded, 
operable or inoperable.

 – If a student is asked to hold a weapon, the student should 
refuse. The student may be expelled because the weapon is 
in his or her possession. The person who brings the weapon 
to school may also be expelled.

 – A student of any age may receive an extended suspension, 
alternative placement, or may be expelled.

 – These regulations apply to all activities that are connected 
with school. For example, students may be diciplined if they 
have weapons at school football games, dances, and while 
traveling to and from school.

 – Violations of Maryland law will result in arrest and prosecution.

While the principal can recommend a student for extended sus-
pension/alternative placement or expulsion after a conference 
with the student, the Superintendent’s designee (The Supervisor 
of Student Services and/or the Director of Secondary Education) 
is responsible for determining the disposition in each case. A deci-
sion may be made to reinstate the student in the same school; pro-
vide an alternative placement or program for the student; transfer 
the student to another school; withdraw the student from school; 
recommend expulsion; continue the student on suspension; or re-
quire professional evaluation and/or counseling.

If a principal finds that an extended suspension, alternative place-
ment, or expulsion is warranted, due to a serious offense, the prin-
cipal will immediately summarize the situation and request addi-
tional consequences, in writing, to the Superintendent.

Upon notification of the receipt of the request, the Supervisor of 
Student Services shall direct a Pupil Personnel Worker to meet 
with the student and parent(s), provide an additional opportunity 
for due process, and thoroughly investigate the disciplinary inci-
dent. The Supervisor of Student Services, after such review, will 
determine if a longer suspension, a change in school placement, 
or expulsion is warranted and  notify the parents, in writing, of the 
decision.

The decision to suspend a student longer than ten (10) days, 
change a student’s school placement or to expel a student may be 
appealed. All requests for appeals must be in writing and include 
the reason for the appeal. Throughout the appeal process, the de-
cision of the Supervisor of Student Services remains in place. In 
the appeal hearings, the parents/guardians and student may bring 
counsel, witnesses, and may present evidence to support their 
position. Through the appeal process, the consequences may be 
increased or decreased. 

The following are the steps in the appeal process:

 1. If the parents/guardians wish to appeal the decision of the 
Supervisor of Student Services, they may file an appeal 
within ten (10) days of such a decision with the Office of 
Student Services. The Director of Secondary Education or a 
designated Hearing Officer will schedule a hearing with the 
parents/guardians and student to hear the appeal and will 
render a decision, in writing to the parents/guardians.

 2. If the parents/guardians are not satisfied with the decision 
of the Director, the parents/guardians may file an appeal, 
in writing, within ten (10) days of such a decision, with the 
Superintendent of Schools, in accordance with Board of Ed-
ucation policies BEE and BEE-R(1).

 3. If the parents/guardians are not satisfied with the decision of 
the Superintendent of Schools, the parents/guardians may 
file an appeal, in writing, within ten (10) days of such a deci-
sion, with the Board of Education in accordance with Board 
of Education policies BEE and BEE-R(1).

 4. The decision of the Board of Education is final.

Students with Disabilities
Students with disabilities may be suspended or expelled accord-
ing to IDEA regulations, Procedural Safeguards Parental Rights 
Handbook (provided at least annually to the parent/guardian of a 
student with a disability), the student’s individualized educational 
program, and WCPS procedures.

School Work Missed Due to Suspension
Students who receive out-of-school suspension are considered 
“lawfully” absent and will be provided with school work to complete 
during the period of suspension. Students will be provided the op-
portunity to make up class work missed during the suspension 
period, within a reasonable time period. Parents/guardians will be 
provided with the name and contact information for a designated 
school liaison who will assist in obtaining and exchanging school 
work during the period of suspension.
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Suspended students should not be on school property unless per-
mission is granted by the school administrator. Students will be 
given the number of days equal to the number of days absent to 
submit completed make-up work.

Restitution
“Restitution” refers to restoring something that has been taken 
away or making payment for an injury or loss. WCPS is charged 
with educating the children of Washington County. Part of the edu-
cational process is to teach respect for the person and property of 
others, as well as to teach that all persons are responsible for their 
own behavior. If, as the result of certain behavior, properties are 
damaged, destroyed, or stolen, the person or persons responsible 
must be prepared to pay to repair or replace the property.

Vandalism
School staff tries to prevent vandalism and help students under-
stand the need to respect the rights of others. Efforts are made to 
increase school pride, involve parents, and create activities and 
programs that stress pride in school and care of property.

Where minor acts of vandalism are committed, students may be 
required to perform school service chores as restitution to discour-
age future acts of this kind. For instance, a student may be asked 
to remove writing from the walls of a school building or clean a 
given area that has been dirtied by the student.

In addition, Maryland law describes a procedure for obtaining 
restitution from a parent and/or a student who has been charged 
with a crime and prosecuted through Juvenile Court. Maryland law 
states that if a juvenile is found to be delinquent as the result of an 
act that has damaged another person or another person’s proper-
ty, the Juvenile Court may require the juvenile or the parent of the 
juvenile to pay the injured person in repayment for the loss. WCPS 
will make every effort to obtain restitution for damage to school 
property through the use of Maryland law and the Juvenile Court.

Hazing
Hazing is any action or activity that inflicts physical or mental harm 
or anxiety, or which demeans, degrades, or disgraces a person, 
regardless of location, intent, or consent of individuals. Additional 
information regarding hazing of persons involved in extracurricu-
lar activities, including interscholastic athletics, can be obtained 
from each high school athletic director and varsity head coach.

Individuals who are proven to have made false accusations shall 
be subject to appropriate disciplinary and/or legal action.

Administrators will make every effort to ensure that individuals 
who make a complaint of harassment or hazing in good faith, and 
individuals who assist in the investigation of harassment in good 
faith, will not have their grades or learning environment adversely 
affected.

The school system takes seriously any allegations of harass-
ment or hazing and will fully and promptly investigate such alle-
gations. However, if it is determined that an individual has inten-
tionally made a false accusation, that person will be subject to 
appropriate disciplinary and/or legal action.

Textbooks
Textbooks are a vital resource for the school system. If any stu-
dent loses or damages textbooks, the parent/guardian will be re-
quired to replace the textbook or pay the cost of repairing the 

damage. The principal may withhold books, supplies, or equip-
ment until restitution or, in extenuating circumstances, an appeal 
has been made to the Director of Curriculum and Instruction.

Loaned Instructional Materials
WCPS loans instructional materials in addition to textbooks for 
students to use in classes and activities. These materials include 
but are not limited to, the following: calculators, science laboratory 
equipment, musical instruments, band uniforms, choir robes, ath-
letic uniforms, and equipment. It is the responsibility of the student 
using and/or possessing loaned instructional materials to care for 
them properly and to return them in good condition, taking into 
account normal wear. The student and parent/guardian are lia-
ble for any vandalism, damage, or theft because of negligence or 
improper use. Any other negative circumstances regarding these 
items must be reported to the teacher in charge immediately. 
Maintenance and repair, other than that which is performed by the 
system or respective school, is the responsibility of the student 
or guardian. Cost of replacement is also the responsibility of the 
student or guardian and will be determined according to fair and 
current market value.

Corporal Punishment
Principals and assistant principals and all other employees of 
WCPS are not permitted to use corporal punishment as a dis-
ciplinary measure for students. Corporal punishment is bodily 
punishment such as spanking or striking someone with a hand. 
Shaking, pinching, or any contact intended to inflict pain may also 
be considered corporal punishment.

There are circumstances and/or conditions under which WCPS 
employees are permitted to appropriately touch students. Main-
taining a safe and orderly school environment, administering first 
aid, and attending to health needs are circumstances and/or con-
ditions where touching students is permitted. Other examples of 
these circumstances are as follows:
 • intervening in fights,*
 • preventing accidental injury,
 • protecting oneself,
 • providing appropriate care to disabled students,
 • moving through a crowd to address an emergency, and
 • employing passive restraint with students with emotional 

disabilities (only if staff have received appropriate training).

  * All school staff are encouraged to contact an adminis-
trator and/or wait for the assistance of other adults, in 
order to ensure further injury does not occur to students 
or staff.

t    t    t
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Washington County Public Schools (WCPS) 
Disciplinary Guidelines 

 
 
 
 
 
 
 

Key Code 
VW = Verbal Warning DET = Detention S# = Suspension (number of days) 
LP = Loss of Privilege ISS = In-School Suspension EX = Extended Suspension 
TO = Time Out SPPC = Suspension Pending Parent Conf. EP = Expulsion 
PC = Parent Contact LEN = Law Enforcement Notification AP= Alternative Placement 
 SAP = Referral to Student Assistance Program  

 

Progressive Discipline:  Consequences for student misbehavior are progressively more severe as misbehaviors continue or severity increases.  Initial 
discipline is handled in the classroom with teachers addressing minor rule violations.  If behaviors persist or become more serious rule violations, a referral 
to an administrator will be made.  Initial administrative referrals will be given less severe consequences unless the incident warrants immediate, decisive 
action (see table above). 

Student Offense Definition High Middle Elementary 
Min. Max. Min. Max. Min. Max 

Academic 
Dishonesty/Cheating 

Academic dishonesty through cheating, 
copying, forging signature of teacher and/or 
parent/guardian, plagiarizing, or altering 
records, or assisting another in such actions. 

See Academic Integrity Policy 

*Alcohol 
Possession, use, or showing evidence of 
use, sale, or distribution of any alcoholic 
substances. 

S3 
SAP 

EX/ AP 
LEN 
SAP 

S3 
SAP 

EX/AP 
LEN 
SAP 

PC 
SAP 

EX/AP 
SAP 

Arson/Fire Attempting to set, aiding in setting, or setting 
fire to a building or other property. 

S4 
 

EP 
LEN 

S4 
 

EP 
LEN 

S1 
 

EP 
LEN 

Bullying 

Purposeful conduct, including verbal, 
physical, or written conduct or intentional 
electronic communication that creates a 
hostile educational environment by 
interfering with a student’s educational 
benefits, opportunities, performance,  
or with a student’s physical or psychological 
well-being. 

VW EX/AP VW EX/AP VW S3 

Class Cutting Unlawfully absent from a class or a school 
activity. DET SPPC DET ISS VW ISS 

Washington County Public Schools (WCPS) has adopted discipline guidelines to discourage inappropriate student behavior and so that parents and 
students understand potential consequences of student misconduct.  This chart serves only as a guide and doesn’t circumvent the authority of 
principals and assistant principals to administer consequences based on the severity of the infraction, the student’s prior disciplinary record, and the 
age of the student.  Other optional consequences may be available based on school-based practices such as Saturday School.   Any violations 
determined to be criminal in nature will be referred to the appropriate law enforcement agency, as noted in the guidelines.  Consequences are 
progressive in nature as misconduct persists and increases in severity. 
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Washington County Public Schools (WCPS) 
Disciplinary Guidelines (continued) 

 

Student Offense Definition High Middle Elementary 
Min. Max. Min. Max. Min. Max 

Classroom 
Disruption 

Behavior that interferes with the learning of 
others in a classroom or other learning 
environment. 

VW S4 VW S4 VW S3 

Disrespect 
Inappropriate comments or physical 
gestures to teachers, staff members, or 
others. 

VW S4 VW S4 VW S3 

*Drugs 

Possession, use, or showing evidence of use, 
sale, or distribution of controlled dangerous 
substances including prescription drugs, over-
the-counter medicines, look-alike drugs, and 
substances represented as controlled substances 
or drug paraphernalia (unless documentation on 
file that student may self-carry). 

S3 
SAP 

EX/AP 
LEN 
SAP 

S3 
SAP 

EX/AP 
LEN 
SAP 

PC 
SAP 

EX/AP 
LEN 
SAP 

Explosives 
(Does not include 

lighters or matches) 

Possession, sale, distribution, detonation, or 
threat of detonation of an incendiary or 
explosive material or device including 
firecrackers, smoke bombs, flares or any 
combustible or explosive substance or 
combination of substances or articles, other 
than a firearm. See 18 U.S.C. §921. 

EX/AP 
 

EP 
LEN 

EX/AP 
 

EP 
LEN 

S1 
 

EP 
LEN 

Extortion 
The process of obtaining property from 
another, with or without that person’s 
consent, by a wrongful use of force, fear or 
threat. 

ISS EX/AP 
LEN DET S3 

LEN VW S3 

False Alarm/ Bomb 
Threat 

The conveyance of threats or false 
information concerning the placement of 
explosive or destructive substances. 
Initiating a report warning of a fire or other 
catastrophe without cause in person or by 
phone. Misuse of 911. Discharging a fire 
extinguisher. 

S4 
 

EP 
LEN 

S4 
 

EP 
LEN 

S1 
 

EP 
LEN 

Fighting. A physical confrontation involving two or 
more students. ISS EX/AP ISS EX/AP  VW S4 

Firearms 
Possession of a firearm as defined in 18 
U.S.C. §921. Examples include handguns, 
rifles, shotguns, and bombs. 

EX/AP 
 

EP 
LEN 

EP 
 

EX/AP 
LEN S1 EP 

LEN 
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Washington County Public Schools (WCPS) 
Disciplinary Guidelines (continued) 

 
Student Offense Definition High Middle Elementary 

Min. Max. Min. Max. Min. Max 

Gang/Gang-Related 
Activity 

“Criminal gang” is as a group or association 
of three or more persons whose members: 
(a) individually or collectively engage in a 
pattern of criminal gang activity; (b) have as 
one of their primary objectives or activities 
the commission of one or more underlying 
crimes, including acts by juveniles that 
would be underlying crimes if committed by 
adults; and (c) have in common an overt or 
covert organizational or command structure. 
All gang-related activity should be reported 
utilizing a Gang-Related Incident Reporting 
Form. 

SPPC EP 
LEN SPPC EP 

LEN SPPC EP 
LEN 

Harassment 

Intentional negative actions on the part of 
one or more students that cause discomfort 
with identity issues in regard to race, color, 
national origin, gender, disability, sexual 
orientation, religion, or other identifying 
characteristics, and that interfere with a 
student’s ability to participate in or benefit 
from the school’s educational programs. 

SPPC EX/AP VW S4 VW S4 

Inciting and/or 
Participating in 

Disturbance 

Preventing orderly conduct, or otherwise 
causing a disruption to the atmosphere of 
order and discipline in the school necessary 
for effective learning, other than classroom 
disruption. 

ISS EX/AP 
LEN ISS EX/AP 

LEN TO S3 

*Inhalants 
Possession, use, or showing evidence of 
use, sale, or distribution of any inhalants or 
other intoxicants. 

S4 
SAP 

EX/AP 
LEN 
SAP 

S3 
SAP 

EX/AP 
LEN 
SAP 

PC 
SAP 

EX/AP 
LEN 
SAP 

Insubordination  Refusing to follow directions of teachers, 
staff, or administrators. DET S4 DET S4 VW S3 

Other Guns 

Possession of any type of gun, other than a 
firearm, loaded or unloaded, operable or 
inoperable. This may include any object that 
is a look-alike of a gun or firearm. (e.g., B-B 
guns, pellet guns, water guns) 

S4 EP 
LEN S4 EP 

LEN 
PC 

 
EP 

LEN 

Violations of School Regulations & Consequences
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Washington County Public Schools (WCPS) 
Disciplinary Guidelines (continued) 

 
Student Offense Definition High Middle Elementary 

Min. Max. Min. Max. Min. Max 

Gang/Gang-Related 
Activity 

“Criminal gang” is as a group or association 
of three or more persons whose members: 
(a) individually or collectively engage in a 
pattern of criminal gang activity; (b) have as 
one of their primary objectives or activities 
the commission of one or more underlying 
crimes, including acts by juveniles that 
would be underlying crimes if committed by 
adults; and (c) have in common an overt or 
covert organizational or command structure. 
All gang-related activity should be reported 
utilizing a Gang-Related Incident Reporting 
Form. 

SPPC EP 
LEN SPPC EP 

LEN SPPC EP 
LEN 

Harassment 

Intentional negative actions on the part of 
one or more students that cause discomfort 
with identity issues in regard to race, color, 
national origin, gender, disability, sexual 
orientation, religion, or other identifying 
characteristics, and that interfere with a 
student’s ability to participate in or benefit 
from the school’s educational programs. 

SPPC EX/AP VW S4 VW S4 

Inciting and/or 
Participating in 

Disturbance 

Preventing orderly conduct, or otherwise 
causing a disruption to the atmosphere of 
order and discipline in the school necessary 
for effective learning, other than classroom 
disruption. 

ISS EX/AP 
LEN ISS EX/AP 

LEN TO S3 

*Inhalants 
Possession, use, or showing evidence of 
use, sale, or distribution of any inhalants or 
other intoxicants. 

S4 
SAP 

EX/AP 
LEN 
SAP 

S3 
SAP 

EX/AP 
LEN 
SAP 

PC 
SAP 

EX/AP 
LEN 
SAP 

Insubordination  Refusing to follow directions of teachers, 
staff, or administrators. DET S4 DET S4 VW S3 

Other Guns 

Possession of any type of gun, other than a 
firearm, loaded or unloaded, operable or 
inoperable. This may include any object that 
is a look-alike of a gun or firearm. (e.g., B-B 
guns, pellet guns, water guns) 

S4 EP 
LEN S4 EP 

LEN 
PC 

 
EP 

LEN 
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Washington County Public Schools (WCPS) 
Disciplinary Guidelines (continued) 

 
Student Offense Definition High Middle Elementary 

Min. Max. Min. Max. Min. Max 

Theft 
Taking or obtaining property of another 
without permission and/or knowledge of the 
owner. 

S1 EX/AP 
LEN 

PC 
 

SP3 
LEN VW S3 

Tobacco Possession, use, sale, or distribution of 
tobacco or tobacco products. ISS S3 

LEN ISS S3 
LEN PC S1 

Trespassing Unauthorized presence on school property, 
including while on suspension. LEN LEN LEN LEN LEN LEN 

Truancy Unlawfully absent from school or classes for 
a school day or a portion of the school day. DET SPPC DET SPPC VW ISS 

Unauthorized Sale 
or Distribution 

Unapproved sale or distribution of items not 
otherwise defined in the suspension codes. VW S4 VW S4 VW ISS 

Vandalism and 
Destruction of 

Property 
Damage, destruction, or defacement of 
property belonging to the school or others. ISS EX/AP 

LEN ISS EX/AP 
LEN LP S4 

Verbal or Physical 
Threat to Student 

Threatening, or aggressive language, or 
gestures directed toward another student. ISS EX/AP ISS EX/AP VW S4 

Verbal or Physical 
Threat to Teacher, 

Staff, or Others 

Threatening or aggressive language or 
gestures directed toward a staff member or 
anyone other than a student. 

ISS EX/AP S3 EX/AP VW S4 

*Distribution of identified items warrants maximum consequences. 
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Washington County Public Schools (WCPS) 
Disciplinary Guidelines (continued) 

 
Student Offense Definition High Middle Elementary 

Min. Max. Min. Max. Min. Max 

Gang/Gang-Related 
Activity 

“Criminal gang” is as a group or association 
of three or more persons whose members: 
(a) individually or collectively engage in a 
pattern of criminal gang activity; (b) have as 
one of their primary objectives or activities 
the commission of one or more underlying 
crimes, including acts by juveniles that 
would be underlying crimes if committed by 
adults; and (c) have in common an overt or 
covert organizational or command structure. 
All gang-related activity should be reported 
utilizing a Gang-Related Incident Reporting 
Form. 

SPPC EP 
LEN SPPC EP 

LEN SPPC EP 
LEN 

Harassment 

Intentional negative actions on the part of 
one or more students that cause discomfort 
with identity issues in regard to race, color, 
national origin, gender, disability, sexual 
orientation, religion, or other identifying 
characteristics, and that interfere with a 
student’s ability to participate in or benefit 
from the school’s educational programs. 

SPPC EX/AP VW S4 VW S4 

Inciting and/or 
Participating in 

Disturbance 

Preventing orderly conduct, or otherwise 
causing a disruption to the atmosphere of 
order and discipline in the school necessary 
for effective learning, other than classroom 
disruption. 

ISS EX/AP 
LEN ISS EX/AP 

LEN TO S3 

*Inhalants 
Possession, use, or showing evidence of 
use, sale, or distribution of any inhalants or 
other intoxicants. 

S4 
SAP 

EX/AP 
LEN 
SAP 

S3 
SAP 

EX/AP 
LEN 
SAP 

PC 
SAP 

EX/AP 
LEN 
SAP 

Insubordination  Refusing to follow directions of teachers, 
staff, or administrators. DET S4 DET S4 VW S3 

Other Guns 

Possession of any type of gun, other than a 
firearm, loaded or unloaded, operable or 
inoperable. This may include any object that 
is a look-alike of a gun or firearm. (e.g., B-B 
guns, pellet guns, water guns) 

S4 EP 
LEN S4 EP 

LEN 
PC 

 
EP 

LEN 
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Washington County Public Schools (WCPS) 
Disciplinary Guidelines (continued) 

 

Student Offense Definition High Middle Elementary 
Min. Max. Min. Max. Min. Max 

Other Weapons 
Possession of any implement that could 
cause or is intended to cause bodily harm, 
other than a firearm or other gun. 

S4 
LEN 

EP 
LEN 

ISS 
LEN 

EP 
LEN PC EP 

LEN 

Physical Attack – 
Student 

Physically pushing, hitting or otherwise 
attacking another student. ISS EX/AP ISS EX/AP VW EX/AP 

Physical Attack – 
Teacher/Staff 

Physically attacking an employee of the 
school system or other adult, including 
striking a staff member who is intervening in 
a fight or other disruptive activity. 

S4 EX/AP S4 EX/AP VW EX/AP 

Portable 
Communication 

Devices 

Inappropriate use of any electronic device 
carried, worn, or transported by a student to 
receive or communicate messages. 

Min:  VW 
Max: ISS 

Refusal to Obey 
School Policies 

Failure to comply with school rules, 
regulations, policies, and/or procedures, not 
otherwise defined in the suspension codes. 

VW EX/AP VW S4 VW S3 

Sexual Activity 
Inappropriate behavior of a sexual nature, 
including indecent exposure, consensual 
sex, and other sexual activity not identified 
as sexual assault or harassment. 

ISS S4 SPPC S4 PC S4 

Sexual Assault Physical sexual attack on school system 
staff or another student. 

S4 
LEN 

EX/AP 
LEN 

S4 
LEN 

EX/AP 
LEN EX/AP EP 

LEN 

Serious Bodily 
Injury 

(IDEA at 20 U.S.C. § 1415 (k)(7)(D) 
references the definition for “serious bodily 
injury” from 18 U.S.C. § 1365 (h)(3) means 
bodily injury which involves (a) substantial 
risk of death; (b) extreme physical pain; (c) 
protracted and obvious disfigurement; or (d) 
protracted loss or impairment of a function of 
a bodily member, organ or mental faculty. 

EX EX/AP EX EX/AP EX EX/AP 

Sexual Harassment 
Unwelcome sexual advances, requests for 
sexual favors, and/or other inappropriate 
verbal, written, or physical conduct of a 
sexual nature, directed toward others. 

ISS EX/AP DET EX/AP PC S4 

Tardiness Late to school or class. VW ISS VW ISS VW ISS 
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Student Enrollment
Enrollment and Transfer
The Department of Student Services oversees student en-
rollment. The following sections provide details about the en-
rollment process.

Photo ID: To validate the identity of the parent/guardian responsi-
ble for the student’s enrollment, photo identification must be pro-
vided at the time of enrollment.

Proof of Age: Students new to WCPS need to provide at regis-
tration and/or Title I screening one of the following to establish 
proof of age: birth certificate, hospital certificate, physician certifi-
cate, passport/visa or birth registration.

Age Requirements: Children are eligible for pre-kindergarten, 
kindergarten, and first grade based on their birth dates and ages: 
 • Children must be four years old on or before September 1 for 

pre-kindergarten. 
 • Children must be five years old on or before September 1 for 

kindergarten. 
 • Children must be six years old on or before September 1 for 

first grade. 

See page 37 for information on Early Admission. 

According to Maryland State Board of Education regu lations, a 
one-year exemption from school enrollment may be granted if a 
parent or legal guardian believes that a delay in school attendance 
is in the best interest of the child. The exemption is also permitted 
for five-year-old children enrolled in a full-time licensed child care 
center, full-time registered family day care home, or part-lime or 
full-time Head Start program. 

Questions regarding mandatory kindergarten may be directed to 
the Office of Early Childhood Education at 301-766-2955.

The School: Generally, a student entering WCPS for the first time 
must enroll in a school based on the legal resi dence of the student 
and the custodial parent(s) or legal guardian(s).

Custody: Legal custody, not simply physical custody, must be 
determined at the time of enrollment. Any legal documentation 
pertaining to the custody of the student must be provided and 
maintained in the student’s cumulative file. A student under age 
18 living with a person other than his/her legal custodians may not 
enroll in school until application for legal custody is filed with the 
Circuit Court for Washington County. Notarized statements from 
parents transferring custody to a relative or another person are 
not legal documents and are not acceptable for educational use.

Residency Verification: Current proof of address, current within 
three months, where the student and custodial parent reside in 
Washington County must include at least one of the fol lowing: real 
estate tax bill/statement, lease or mortgage statement, utility bill 
(water, sewer, gas, electric, oil), or deed, title, or settlement sheet. 
Proof of residency must have been issued or executed within 3 
months of the date it is presented. Proof of residency must be 
provided upon initial enrollment, with any change of address, and 
when a student is transferring from one school to another.

Health Enrollment Requirements: The Maryland State Immu-
nization Regulations require that children who are starting 
school have the appropriate immunizations. For each new 

entrant, a Maryland Immunization Certificate, Form 896, is 
required by law so that immunization infor mation may be 
recorded in the school file. Children will not be enrolled in 
school unless they have had the required immunizations. All 
WCPS students must have a physical ex amination performed by 
a physician or certified nurse prac titioner within a 9-month period 
before the child enters the school system or within a 6-month peri-
od after entering the school system.

Special Permission: Washington County Public Schools’ (WCPS) 
regulation for student enrollment stipulates that each student shall 
attend the appropriate school in his or her dis trict. However, a 
custodial parent/guardian may request per mission for a student 
to attend a school in another WCPS at tendance area for reasons 
including: childcare; the need for a specific academic program; 
hardship; or other extenuating circumstances. Each request for a 
student to attend a school outside his/her designated attendance 
area will be reviewed and decided on its own merit and school ca-
pacity. Requests may be recommended to the Supervisor of Stu-
dent Services by the principal for approval if the school has ade-
quate local rat ed capacity to accommodate the pupil, if the student 
is in good standing (academics, behavior, and attendance), and if 
an ap proved special circumstance is deemed to exist.

To request permission for a student to attend school out of the 
home school attendance area:
 • A Special Permission Application for the appropriate school 

year may be obtained from the school in the desired atten-
dance area.

 • The application should be submitted between February 1 and 
April 1 of the current school year for the following school year 
to the principal of the requested school. Applications received 
at anytime during the year other than February 1 - April 1 must 
make note of special or changing circumstances.

 • A recommendation will be rendered by the principal on or be-
fore May 30. 

 • The special permission application, including the princi pal’s 
recommendation, will be forwarded to the Depart ment of Stu-
dent Services for final decision. Written notification of the de-
cision will be sent to the applicant by mid-June.

 • If the request for special permission is approved, trans-
portation will be the responsibility of the custodial par ent/
guardian(s). 

   • If the applicant wishes to appeal the decision, an appeal 
should be submitted in writing to the Supervisor of Student 
Services within 5 days of receipt of denial notification.

Students in Magnet and Signature-Theme 
Programs
Students from many areas in Washington County travel outside 
of their attendance areas to participate in magnet and signa-
ture-themed programs. All students should have the opportunity to 
be successful, which requires a partnership between each family 
and the magnet/signature school community. Student success is 
predicated on the following:

Academic Commitment
Magnet/signature program students demonstrate a strong work 
ethic, take coursework seriously, and possess a willingness to be 
challenged. Magnet/signature program teachers hold high, yet at-
tainable, expectations for their students. Should a student struggle 
academically, the school team will work with the parent(s) and stu-
dent to determine specific areas of need and create a plan. Prog-
ress according to the plan will be evaluated after a time period that 

26
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is determined by the parent, student, and teacher. If the student 
fails to make adequate progress toward a predetermined bench-
mark, then he/she will no longer continue in the magnet/signature 
program at that site. The student would then return to the school in 
the attendance area of current residence.

Cooperative Behavior: Magnet/signature program students are 
active and considerate members of the school community; they 
are respectful to both adults and peers. Repeated or severe be-
havior infractions will result in a student’s dismissal from the mag-
net/signature program and require a student to return to his/her 
home school.

t    t    t

The McKinney-Vento
Homeless Assistance Act 
The McKinney-Vento Homeless Assistance Act ensures that each 
homeless child and youth has equal access to the same free, ap-
propriate public education as other students, and re quires that any 
barriers to the enrollment, attendance, reten tion, or success of 
these children are eliminated.

In accordance with the McKinney-Vento Act, WCPS will ei ther 
continue the student’s education in the school of origin (school 
in which student was last enrolled), or enroll the stu dent in the 
school in the attendance area where the student is currently living, 
depending on the needs and best interest of the student. 

 • The placement determination should be student-centered and 
consider the age of the student, the distance of the commute 
and the impact it may have on the student’s edu cation, per-
sonal safety issues, a student’s need for special instruction, 
the length of anticipated stay in a temporary location, and the 
time remaining in the school year. 

 • A homeless student’s right to attend the selected school ex-
tends for the duration of the homelessness. 

 • If a homeless student becomes permanently housed dur ing 
the academic year, he or she is entitled to stay in the selected 
school for the remainder of the academic year, if appropriate. 

 • To the extent feasible, a home less student should be allowed 
to remain enrolled in his/her school of origin, unless doing 
so is contrary to the wishes of the custodial parent(s)/guard-
ians(s). 

 • Transportation will be provided to the school deemed to be in 
the student’s best interest at the request of the par ent/guardian.

 • Students who become homeless between academic years 
are entitled to attend the selected school for the follow ing ac-
ademic year, if appropriate. 

 • If a student is assigned to a school other than the school of 
origin, or the school requested by the custodial parent(s) or 
guardian(s), the district must provide written explana tion to 
the parent, including the right to appeal. 

 • In the case of an “unaccompanied youth,” the school must 
assist in placement/enrollment decisions, consider the youth’s 
wishes, and provide notice to the youth of the right to appeal 
under the enrollment disputed provisions. 

 • A decision regarding school assignment must be made re-
gardless of whether the child or youth resides with the home-
less custodial parent(s)/guardian(s) or has been temporarily 
placed elsewhere. 

 • Disputes and appeals regarding services to homeless stu-
dents should be referred to the district coordinator of home-
less services, currently the Supervisor of Student Services.

 • Students who are awaiting foster care placement are entitled 
to all rights specified in the McKinney - Vento Homeless As-
sistance Act.

Students who are homeless have a right to access all school-re-
lated services (i.e., ELL services, vocational programs, field trips, 
athletic programs, before-and after-school programs, school nu-
trition programs, etc.). Homeless students immediately qualify for 
free meals and are not responsible for any school-related fees. 

Public notice of the educational rights of homeless children and 
youth are posted in every public school and in appro priate places 
in the community. Contact the school guidance office for questions 
or details. 

The Department of Student Services (301-766-2961) is also avail-
able to assist parents with any issues regarding enroll ment and 
transfer.

Reference: Board Policy JFA and Board Regulation JFA-R 

t    t    t

Student Health
School Health Services/Program Overview
The School Health Program was adopted in 1991 by the Code 
of Maryland Annotated Regulations from the State of Mary land 
(COMAR) which requires that public school systems and health 
agencies implement a comprehensive health servic es program 
that offers a variety of services to students, includ ing the services 
of a school nurse.

Comprehensive school health services are provided in each of 
Washington County’s public schools. Registered Nurses (RN), Li-
censed Practical Nurses (LPN), and Certified Nurs ing Assistants 
(CNA)/Certified Medication Technician (CMT) work together in the 
delivery of health services. The RN maintains overall responsibility 
for each as signed school or cluster of schools. Health services 
include medication and treatment administration, first aid, illness 
appraisal, immuni zation compliance monitoring, health teaching 
and screenings, and communicable disease surveillance. The RN 
works with students, parents, physicians, and school staff in devel-
oping a health care plan for students with medical needs. 

School Health Office
Students with illnesses or injuries must obtain a pass from their 
teacher and report to the Health Office. In some cases, parents or 
emergency contacts will be notified. If a stu dent needs to go home, 
it is the responsibility of the parent or guardian to make these ar-
rangements. Students will be released by the School Health Staff 
only with permission of the parent, guardian, or friend/relative as 
indicated on the Student Health/Family Infor mation Card. Students 
must sign out with the attendance secretary. If a student does not 
sign out, it may be counted as an unexcused absence.

Treatments
If a student is to receive treatments during school hours, the par-
ent must provide the school health staff with all necessary equip-
ment, supplies, formula, and medication. All treatments must have 
a completed Authorization for Treatment form, or specifically for a 
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tube feeding - a Tube Feeding Authorization form, completed by a 
healthcare provider and signed by parent/guardian. The forms are 
available on the WCPS website under School Health Program, the 
School Health office, or at the healthcare provider office. 

Medication/Tx administration procedures: 
 • The parent must give the first dose of any new medica tion/Tx 

at home before it will be administered by school health staff. 
 • The appropriate order forms must be complete be fore health 

care staff will administer any medications or treatments to 
students. 

 • Students are expected to report to the health office at the ap-
propriate time to receive the prescribed medication/tx. 

 • School health staff will notify parents if their child fails to report 
for a medication dose or prescribed treatment. 

 • School Health staff will make every attempt possible to locate 
students who do not report for their medication or treatment.

 • Students may not carry over-the-counter medica tions. A com-
pleted Physician’s Medication Order Form is required with 
signatures by the health care provider and the parent/guard-
ian. Over-the-counter medica tions must be received in an un-
opened container or kept in the health office and adminis tered 
by school health staff.

Students may be allowed to self carry inhalers for asthma or Epip-
ens for severe life-threatening allergic reactions. The nurse will 
assess the student’s knowledge and ability to self medicate the in-
haler and/or Epipen after the Physician’s Medication Order form is 
received in the School Health Office. The Physician’s Medication 
Order form section on self carry (M-l) must be completed and filed 
in the School Health Office.

Major Injuries and Emergencies
Major injuries and emergencies will be referred to the Emer gency 
Management System (911). Every effort will be made to notify the 
parent or guardian.

Automatic External Defibrillator (AED)
An AED is used to treat victims who experience sudden cardiac ar-
rest. The treatment must be delivered within a short time to be effec-
tive. Sudden cardiac arrest occurs when the electrical impulses of 
the human heart malfunction causing ventricular fibrillation, a condi-
tion that will result in sudden death unless appropriately treated. As a 
safety measure, to prevent unnecessary shocks, the AED automat-
ically analyzes the heart rhythm to determine if an abnormal rhythm 
is detected. Trained individuals are designated to use the AED on 
school system premises per the policy implemented by WCPS.

Guide for Managing Students at Risk for 
Anaphylactic Reaction 
Parent Responsibilities:
• Provide the school with emergency contact information that is 

accurate and updated as needed.
• Provide the school with complete and accurate medical infor-

mation related to the student’s allergic condition.  This informa-
tion includes, but is not limited to:
 Up-to-date and accurate history of allergic conditions.
 Types of allergens and triggers.
 Written health care provider documentation of the student’s 

allergic condition.
 A written list of food or other allergies.

• Work with the school nurse to develop the plan of care for the 
student with allergies and risk of anaphylaxis to the best of their 
ability. 

• Supply and maintain at least one non-expired auto-injector epi-
nephrine device, annually at the beginning of the school year, 
along with the appropriately completed written medication order.

• Work with the school nurse and health care provider to obtain 
additional epinephrine auto-injectors based on need.

• Monitor the proper storage and routinely check the expiration 
dates of epinephrine auto-injectors (for students who self-carry).

• Provide the recommended and preferred medical identification 
bracelet/necklace indicating allergic condition.

Students/individuals with an unknown history of anaphylaxis
The Emergency Management Protocol for individuals in schools 
with an unknown history of anaphylaxis or severe allergic reac-
tions will be instituted per WCPS policy which provides the use of 
WCPS stock epinephrine auto injectors in schools.

School and Staff Responsibilities:
Principal or Designee:
• Support the school nurse’s training, education and awareness 

activities, which include, but are not limited to:
 Providing staff training in allergen exposure risk reduction, 

recognition of signs and symptoms of an anaphylactic reac-
tion, and the use of epinephrine auto-injectors.

 Planning for implementation of student emergency care plans.
 Providing outreach and education for parents, other caregiv-

ers, and the general school community.
 Making auto-injector epinephrine as accessible as possible 

to avoid treatment delay.
• Develop a plan for the event that a student does not have his/

her epinephrine auto-injector.
• Support the school nurse in regards to adherence to the parent/

guardian responsibilities.
Teachers:
• Respond to an emergency as instructed and trained.
• Communicate problems or concerns with school nurse and 

school administrator.
Food Services Staff:
• Make meal substitutions or modifications in school meals ac-

cording to USDA requirements.
• Assist with dietary accommodations as necessary.
• Share food ingredient lists with the school nurse and other 

school personnel.
Bus Drivers:
• Respond to an emergency as instructed and trained.
• Communicate problems or concerns with the transportation de-

partment, school nurse, and school administrator.
Coaches/Advisors for School-Sponsored Events:
• Respond to an emergency during athletic or other activities as 

instructed and trained.
• Communicate problems or concerns with the school nurse and 

school administrator.
School Counselor and School Social Worker:
• Assist with disability awareness.
• Create support groups and counsel as needed.

Student Responsibilities:
• Avoid known allergens.
• Immediately inform school staff in the event of an exposure.
• Act responsibly when possessing and self-administrating medi-

cations, specifically not to misuse medication.
• Participate in care planning.

Student Health/Family Information Forms
Parents or guardians must complete the Student Health/Family In-
formation Form for each student. This information is extremely im
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portant and is kept on file in the Health Room and the Attendance 
Office should an emergency occur or the need arise to make con-
tact with the home. Contact persons listed should be those who 
will be accessible to the school as well as persons to whom tem-
porary care or supervision may be entrusted if the school is unable 
to reach the parent(s) or guardian(s). Parents and students are 
advised to update this information when changes occur.

New Students
A physical examination is required for all students entering a Mary-
land Public School for the first time. A physical exami nation form 
designated by the Maryland State Department of Education and 
Department of Health & Mental Hygiene shall be used to meet this 
requirement. Contact your school for more information.

Immunization Requirements
Maryland law requires that parents or legal guardians of students 
enrolled in kindergarten through twelfth grade provide evi dence 
of immunizations or age appropriate immunity against Tetanus, 
Diphtheria, Poliomyelitis, Measles (Rubeola), Mumps, Rubella, 
Hepatitis B, Varicella, and Meningococcal. Children in preschool, 
who are under the age of 5, must also show evidence of immuni-
zation with Pneumococcal vaccination (PCV -7).

Parents or guardians should contact their healthcare provider to 
schedule an appointment for the immunizations prior to the start 
of school. The Washington County Health Department also pro-
vides immunizations. To schedule an appointment at the health 
department, call 240-313-3210. Children who do not have proof 
of immunizations or age-appropriate immunity may be exclud ed 
from school. 

Maryland Children’s Health Program (MCHP)
Children up to the age of 19 without health insurance may qual ify for 
the Maryland Children’s Health Program MCHP or the MCHP Premi-
um Program. The MCHP program provides free health care and the 
MCHP Premium Program provides low-cost health care to children 
in families with low to average incomes. For detailed information on 
MCHP or MCHP Pre mium, call the Washington County Health De-
partment at 240-313-3330 or visit www.washhealth.org. MCHP ap-
plications also are available from the school health office staff.

t    t    t

Accident Insurance for 
Students
Through special school programs, insurance policies are offered 
to students at the beginning of each school year. Application forms 
are distributed at school. Three types of coverage are offered. One 
covers any accident which may occur on the way to or from school 
and during school. The second, 24-hour coverage, is available at 
higher rates. A third policy is available for students playing football. 
Students considering participation in interscholastic sports should 
consider 24-hour coverage.

Parents may insure children against medical expense and loss of 
life or dismemberment or from bodily injuries due to school associ-
ated accidents. Details and limitations under this plan are outlined 
in the brochure made available to each child at the beginning of the 
school year.

t    t    t

Promotion and Retention
WCPS supports sound educational practices which support the 
development of each individual student.

Some students, based on individual, professional assessment, 
may benefit from acceleration or retention. When such accelera-
tion or retention is under consideration, conferences with parents 
shall be held. Notification to parents shall be made immediately 
after either option is considered by school personnel. Early notifi-
cation to parents of high school seniors who might be considered 
for retention is especially important. This notification shall be made 
immediately when the possibility of non-graduation is apparent.

Students in kindergarten through grade 8 must minimally meet 
content standards to be promoted to the next grade. Students in 
grades 9 through 12 earn credits for graduation through comple-
tion of courses. (See Graduation Requirements for details.)

The decision-making process concerning promotion or retention is 
a joint responsibility of professional school and county personnel 
and parents. The final decision relative to promotion or retention 
is the responsibility of the school district’s professional personnel.

t    t    t

Special Education and
Related Services
“Special Education” is specially designed instruction to meet 
the unique needs of a student with a disability.

Prior to a referral to special education child find, students expe-
riencing difficulty in the general education classroom should be 
considered for all support services available to all students, such 
as Response to Intervention (RTI). If the student continues to ex-
perience difficulty and does not show increased progress in the 
general classroom after the provision of interventions, district per-
sonnel must refer the student for consideration of an individualized 
educational program (IEP).  

Upon receipt of a parent’s evaluation request for an IEP, a school 
must schedule an IEP meeting to review the parent’s request 
for an evaluation. The IEP team is not required to wait until the 
completion of RTI activities before responding to the parent’s re-
quest. 

Typical Steps in the Learning Support Process for Parents/
Guardians

Step 1 - If parents/guardians have concerns regarding their 
child’s educational progress, they should call the home 
school and set up the appropriate meeting. Schools may 
schedule a Student Support Team (SST) meeting or hold 
a Classroom-Focused Improvement Plan (C-FIP) meet-
ing to discuss the child’s academic progress.

Step 2 - Classroom-based interventions and/or accommodations 
are to be put into place and monitored on an on-going 
basis to determine if progress is being made in any area 
of potential deficit.

Step 3 - The SST or C-FIP team is to reconvene and realign inter-
ventions if they are not being successful.
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Step 4 - After general education interventions and accommoda-
tions have been implemented with fidelity and data indi-
cates that limited progress is being made, a referral for 
special education may be made from your school’s SST. 

Step 5 - If it is determined that a disability is suspected and as-
sessments are needed, the Individualized Educational 
Program (IEP) team has 60 days from the date of written 
consent to complete the assessments. The evaluation 
timeline is 90 days from receipt of written referral to de-
termination of eligibility for special education services.

Step 6 - If the IEP team determines that a disability exists based 
on assessment results and the need for “specially de-
signed instruction,” an appro priate IEP will be developed. 

Step 7 - Parent/guardian written consent is required for the initia-
tion of services.

Step 8 - Services are delivered in the least restrictive environ-
ment. Progress is reported as required by regulations 
and the IEP is reviewed annually or as needed depend-
ing upon the circumstances.

Commonly asked questions:
What is Child Find? Child find is the process in which students 
with disabilities are identified.
How do I refer my child for special education services? You 
can refer your child in writing to the special education case man-
ager, at your child’s home school before or after exhausting the 
steps listed above.
What if my child is too young to be enrolled in school? You 
may make a child find referral to the Coordinator of Itinerant and 
Special Education Programs at 301-766-2964.
What if I home school or my child is not enrolled in a pub lic 
school? You would contact the special education case manager 
at your child’s residence area school and make a written request 
for consideration of whether your child was a student with a dis-
ability. If the child is educated in a Maryland accredited private 
school located in Washington County, the student would be afford-
ed services as stated within the current Washington County Public 
School (WCPS) Service Plan Agreement.

Section 504 of the Rehabilitation Act of 1973
Section 504 ensures that no qualified person with a disability shall 
be denied the benefits of or be excluded from participation in any 
program or activity.

Who is eligible for a 504? A person with a physical or mental 
impairment, which substantially limits one or more major life ac-
tivities.

Questions pertaining to 504 eligibility may be referred to your 
school counselor. 

t    t    t

Destruction of Documents
Related to Special Education
Special Education records for WCPS students will be retained for 
six years after the student is no longer enrolled. A permanent re-
cord of a student’s name, address, and telephone number, his or 
her grades, attendance record, classes attended, grade level com-
pleted, and the year completed will be permanently maintained 
pursuant to the Record Retention and Distribution Manual for Pub-
lic School Systems in Maryland and COMAR 13A.08.02.08.

The purpose of this notification prior to destroying records is to al-
low time for the parent/guardian/student to consider the potential 
need for parents/guardians/students to retain this information in 
their personal records for purposes including but not limited to: ac-
cessing services for individuals with disabilities, public and private 
insurance benefits, social security benefits, and post high school 
education and training. Parents may exercise their rights to access 
records, and request copies of records through the student’s last 
school of attendance.

t    t    t

Special Education Citizens 
Advisory Committee (SECAC)
One of the predominant purposes of SECAC is to enable and facili-
tate community awareness, knowledge, support of special educa-
tion, and the education business processes, whereby concerned 
citizens can participate in these processes to work cooperatively 
with Washington County Public Schools to ensure the unique and 
multifaceted needs of students with disabilities are met.

Exact meeting times and locations for the 2014-2015 school year 
are subject to change but are currently scheduled for the following 
dates at the Center for Educational Services from 11:30-1:00:

 September 16, 2014
 November 18, 2014
 January 27, 2015
 March 17, 2015
 May 19, 2015

For additional information on SECAC or meeting times and loca-
tions, please contact: 301-766-8221 or secac@wcps.k12.md.us

t    t    t

Family Support
Resource Center
	 •	 Works to provide answers to parents’ questions about special 

education and their child(ren). 
	 •	 Is a resource, referral, and training center established to as sist 

families of children and young adults with special needs. The 
center serves as a link between family, school, and com munity. 

	 •	 Offers a full range of support for families of children with spe-
cial needs, from birth to 21 years. 

	 •	 Is sponsored by Washington County Public Schools, in col-
laboration with the Maryland State Department of Education 
to provide the following supports: 

 ► Meet with families to help them understand the special 
education process, which includes but is not limited to: 
ex plaining IEPs in detail, assisting families with meetings, 
and explaining the laws that govern special education. 

 ► Provide support for transitions from the Birth through Five 
program to Special Education Preschool services, and 
from school to work, or transitional youth programs where 
services will be funded through different public agencies. 

 ► Offer trainings to agencies that support families with chil-
dren with special needs. 

 ► Provide disability awareness trainings to WCPS staff, 
churches, community groups, childcare centers, etc. 

 ► Offer sensitivity trainings in the schools for staff and stu-
dents.
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Workshops 
	 •	 Practical workshops designed to meet the needs of parents 

and educators are offered throughout the year. 
	 •	 An annual conference addressing current issues is also pro-

vided.

For additional information on times and locations of activities, 
please contact Family Support Resource Center at 301-766-8221 
or nelsoton@wcps.k12.md.us & powelmar@wcps.k12.md.us

Lending Library
Publications and videos on a variety of topics are available for 
loan.

Phone “Hot-Line”
The Family Support Resource Center staff is available for consul-
tation or to answer parents’ questions, please call 301-766-8221.

“Successful Times”
Family Support Resource Center publishes a newsletter several 
times a year.

Resources 
 • Community Agencies/Organizations 
 • State & National Resources/Activities 
 • Support Groups 
 • Advocacy Groups/Resources

School/Community Needs
Family Support Resource Center offers schools/community and 
civic groups information, insight, and/or workshops for people in-
terested in learning more about children with special needs.

t    t    t

State and Federal
Testing Requirements
Federal law requires that all students be assessed and receive an 
individual score in reading and mathematics in grades 3 through 8 
and a high school grade.

Maryland measures academic progress each year by adminis-
tering the Partnership for Assessment of Readiness for College 
and Careers Assessment (PARCC), Maryland School Assessment 
(MSA), the Maryland High School Assessments (HSA), and the Al-
ternate Maryland School Assessment for students with disabilities 
(Alt-MSA). Scores from state assessments are posted on www.
mdreportcard.org. This site contains test results, school progress, 
demographic information, and other facts and figures for every 
school and school system in Maryland.

Instructional information on MSA and HSA, including sample test 
items, is available on www.mdk12.org. Parent Resources can be 
found at www.marylandpublicschools.org, including information on 
the MSA, PARCC, and the HSA. 

Elementary and Middle School Assessments
Students in grades 3 through 8 participate in the PARCC assess-
ments. The PARCC assessment is a test of reading and math 
achievement that meets the testing requirements of the federal 
Elementary and Secondary Education Act (NCLB). This test is giv-
en in two sections during the school year. The Performance Based 
Assessment (PBA) is administered in March and the End of Year 

Assessment (EOY) is administered in May and June. The PARCC 
assessment is designed to be administered online, containing 
multiple-choice questions and questions requiring written respons-
es. The PARCC assessment scores show how well students have 
learned the reading and mathematics skills in the Maryland’s Col-
lege and Career-Ready Standards (developed from the Common 
Core State Standards). Sample questions can be found at www.
parcconline.org.

In April, the science MSA assesses science achievement for stu-
dents in grades 5 and 8. These scores reflect the science skills 
learned during the current and preceding two years. Students take 
the tests for approximately 60 minutes each day for two days. 
To view sample MSA test questions, visit the MSA section of the 
School Improvement in Maryland website at www.mdk12.org.

High School Assessments 
Students in high school will take a combination of assessments to 
demonstrate their academic proficiency and meet graduation re-
quirements. The Maryland HSAs are tests in Biology and Govern-
ment that measure school and individual student progress toward 
Maryland’s High School Core Learning Goals. Beginning in 2014-
15, high school students will also take PARCC assessments in En-
glish and math aligned with the courses in which they are enrolled. 
Students take each test after they complete the content-related 
course. This includes middle school students taking high school 
level courses. 

Students who are unable to pass all of the required assessments 
can meet the graduation requirement by reaching a combined 
score based on the minimum passing scores on these assess-
ments. Finally, those students who are unable to pass all tests or 
reach a combined score can satisfy this requirement by participat-
ing in the Bridge Plan for Academic Validation. Students who have 
taken the Government HSA test, which was a requirement prior 
to the 2011-2012 school year, may use the Government score to 
meet a combined score if it is not a requirement.

Students entering ninth grade from 2013-14 and beyond must 
include the Government HSA as a graduation requirement. The 
website, www.HSAexam.org, answers the most commonly asked 
questions about the HSAs and provides links to numerous re-
sources, including the Core Learning Goals, publicly released test 
forms with answer keys and scoring rubrics, online HSA courses, 
and a testing calendar. Resources for students taking the PARCC 
assessment can be found at www.parcconline.org.

Bridge Plan for Academic Validation
The Maryland State Department of Education (MSDE) recogniz-
es that there will be some students who will struggle on the re-
quired assessments, even after they take the tests several times 
and take advantage of academic remediation. The Bridge Plan for 
Academic Validation is an instructional intervention which provides 
students who are having difficulty on the assessments with an al-
ternative means to meet the graduation requirement.

The Bridge Plan is for students who have passed the content-re-
lated course but have not passed the associated assessment after 
two or more attempts. To be eligible for the Bridge Plan, the stu-
dent must also be making satisfactory progress toward graduation, 
have participated in locally administered or approved assistance, 
and have demonstrated satisfactory attendance as determined by 
local standards.
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Students qualifying for the Bridge Plan will be assigned appropriate 
project modules that are meaningful, rigorous, and clearly tied to 
state standards. They will be given an opportunity to complete the 
project modules assigned and be subject to a careful review of his/
her work based on detailed state guidelines and scoring rubrics. In 
some cases, it may be to a student’s advantage to make an oral 
presentation about the work done to complete the project modules.

Alternate Maryland School Assessment
The Individuals with Disabilities Education Act (IDEA) of 1997 also 
requires that states provide an “alternate assessment” when imple-
menting statewide accountability systems. Students with significant 
cognitive disabilities who cannot participate in the PARCC, MSA, 
and HSA assessments, even with accommodations, participate in 
Alt-MSA. The Alt-MSA assesses students’ attainment of their in-
structional level reading, mathematics, and science mastery objec-
tives that are aligned with grade-level Maryland Content Standards.

t    t    t

Athletics—Interscholastic
Standards 
Information about student participation in and the administra tion of 
the high school interscholastic athletic program is in the Washing-
ton County Public Secondary Schools Athletic As sociation 
Handbook (revised annually). Additional informa tion can be found 
in the Maryland Public Secondary Schools Athletic Associa-
tion (MPSSAA) Handbook (revised annu ally). These handbooks 
are available for review on-line at www.wcps.k12.md.us. Informa-
tion about the MPSSAA can be obtained on the website: www.
mpssaa.org. High School Ath letic schedules are online at www.
washingtoncountymval.org.

t    t    t

Extracurricular Activities 
Eligibility
Student Conduct Ineligibility
Students attending dances, concerts, athletic contests, field trips, 
etc., are expected to follow school rules. Students may be de-
clared ineligible to participate in any extracurricular activities for a 
given period of time at the discretion of the school administration. 
Violations of rules of conduct for field trips, band trips, athletic trips, 
disruption of assemblies, and other school activity agreements, 
may result in ineligibility.

Student Activities—Eligibility (High Schools)
 1. Extracurricular activities are those activities which ordinari-

ly occur outside the school day, including athletics, clubs, 
plays, etc.

 2. Student extracurricular activities are an integral part of 
school life and are used as a means of developing whole-
some attitudes and good human relations as well as knowl-
edge and skills. These activities often require as much care-
ful planning and supervision as student experiences in the 
academic subject area; however, care must be taken that 
these activities do not take precedence over subject mat-
ter areas, but remain as supplemental activities to the basic 
courses of study.

  While it is desirable that students participate in such activi-
ties to the extent that they further their educational develop-
ment, it is of paramount importance that such participation 
shall not jeopardize pupils’ academic achievement nor ex-
ploit their time and talents.

 3. In order for students to fully participate in extracurricular ac-
tivities, including high school athletics, they must attain the 
following academic standards:

  a. A student who fails two or more courses, in a marking 
period, is ineligible.  

  b. A student who does not have a class scheduled for every 
period of the day must receive a passing grade in each 
credit/course in order to be eligible.

  c. The marking period grade, reported every nine weeks, 
determines eligibility for the next marking period unless a 
final grade was awarded. Final grades always determine 
eligibility over marking period grades. (Refer to Grading 
Policy IKA.)

 4. Eligibility shall be determined by the previous marking pe-
riod grades except for the first marking period. Eligibility for 
the first marking period is determined by the final grades 
of the preceding year. Should a student not be eligible as 
determined by the final grades, that student may attempt to 
improve his/her grade by attending summer school. If, as a 
result of attending summer school the student meets nec-
essary requirements, he/she is considered eligible and may 
participate in extracurricular activities in the fall.

  If the specific make-up course needed by the student is not 
available in summer school, a course may be substituted 
with written permission from the guidance counselor and the 
principal.

 5. In cases such as band or chorus, the student who is de-
clared ineligible will participate in any regularly scheduled 
classes, but would not be permitted to perform in concert, 
marching or related activities occurring outside the school 
day. A student’s non-participation in such activities because 
of ineligibility will not affect his/her regular class grade. 
During the period of ineligibility, students are permitted to 
participate in practices after regular school hours.

 6. Students will be declared ineligible or eligible effective the 
next school day following distribution of report cards. Stu-
dents do not become ineligible based on failing grades on 
interim reports; however, students who were ineligible due 
to their most recent marking period grades become eligible 
for full participation if their interim report indicates they are 
passing all classes.

 7. Students who are ineligible may participate in practices, but 
cannot participate in a game or competition, dress in a game 
uniform, or travel with the team to games or competitions 
played away from their home school; these stipulations ap-
ply to students who are ineligible at the start of an athletic 
season or become ineligible during an athletic season.  

 8. Normally, an “incomplete” must be made up within ten (10) 
school days. However, in unusual circumstances, this period 
may be extended with permission from the principal. “Incom-
pletes” become effective on the day report cards are 
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  distributed, but are not counted in determining eligibility. Stu-
dents may participate in extracurricular activities during the 
periods of time an “incomplete” is in effect.

 9. Ninth graders would be exempt from this policy for the first 
nine-week marking period..

Early Dismissal and After School Practices
On early dismissal days established for teacher professional devel-
opment or for grading at the end of a marking period, practices will 
not be held immediately after dismissal. School staff members are 
not available for supervision after dismissal. Students must leave 
school property and then return for practice at the scheduled time.

Guidelines for School-Sponsored Activities
(Dances, Social Events, and Related Activities)

School policies and procedures, including expectations for appro-
priate dress and behavior, are still in effect during all school-spon-
sored activities, whether on or off school property, that are not re-
lated to either curricular or athletic goals, such as dances, social 
events, and other related activities. In general, students who vio-
late policies or engage in unacceptable behaviors will be removed 
immediately and may be suspended from school sponsored social 
or extracurricular events. 

Expectations for Attendance at High School Dances
 • High school dances are primarily for students who attend high 

school. 
  ▪ Current high school students who invite non-students to 

school dances should receive approval from the principal’s 
office for the guests prior to the event.

  ▪ Students who have dropped out during the current school 
year are considered conduct ineligible and, therefore, can-
not attend school dances or functions without the expressed 
permission of the principal.

  ▪ All dances are restricted to individuals under the age of 21.
  ▪ High school students may not invite students enrolled in 

grades 6-8 to attend high school dances or bring children.
 • Students who leave the dance may not re-enter.
 • Dancing inappropriately or engaging in improper interperson-

al conduct may result in disciplinary action. If inappropriate 
behavior continues after a warning, the student and/or guest 
may be directed to leave the premises.

Instruction and 
School Activities 

Information
Title I Programs
Program Overview 
Title I is a federal assistance program for designated schools. “Ti-
tle I, Part A of the Elementary and Secondary Education Act of 
1965” was reauthorized by the “No Child Left Behind Act of 2001.”

Federal Title I funds flow through the various state departments 
of education to local school districts. The amount of funds sent to 
each school district is based on the number of low-income fami-
lies, according to federal census data on poverty. The local school 
district identifies eligible schools and provides Title I resources to 
those schools. 

WCPS currently provides funds to eight elementary schools. Sev-
en of these schools, Bester, Eastern, Hickory, Lincolnshire, Sa-
lem Avenue, Winter Street and Pangborn have a schoolwide Title 
I program. Schoolwide programs are used in schools that have a 
high per centage of students who receive free or reduced meals. 
Each Title I school must develop methods to serve the academic 
needs of all students in the school. Schoolwide programs com-
bine Ti tle I funds with federal, state, and local funds to improve 
school programs. Title I schools that are new to Title I must start 
as a Targeted Assistance program for the first two years. Ruth Ann 
Monroe Primary is the only targeted program in WCPS. In a tar-
geted program, Title I funds may only be used to provide services 
to children who are identified as hav ing the greatest need for edu-
cational assistance.

Title I schools: 
 • Identify students most in need of educational help. (Students 

do not have to be from low income families to receive this 
help). 

 • Set goals for improvement. 
 • Measure student progress, using academic student achieve-

ment standards. 
 • Develop programs that add to regular classroom instruction. 
 • Involve parents in all aspects of the program.

Title I school programs generally offer: 
 • Smaller classes. 
 • Additional teachers. 
 • Additional professional development for school staff. 
 • Extra time for instruction, before or after school. 
 • A variety of teaching methods and materials. 
 • Counseling and mentoring.

“No Child Left Behind” Notification Requirements 
Parents or guardians of a student in a Title I school have the right 
to know the professional qualifications of the classroom teach-
er(s) who instructs their child. Federal law allows parents to ask 
for certain information about their child’s classroom teacher and 
requires WCPS to provide this information in a timely man ner, if it 
is requested.

Parents of students in Title I schools have the right to ask for the 
following information about each of their child’s classroom teachers: 
 • Whether the Maryland State Department of Education has li-

censed or qualified the teacher for the grades and subjects he 
or she teaches. 

 • Whether the Maryland State Department of Education has 
decided that the teacher can teach in a classroom without 
being licensed or qualified under state regulations because of 
special circumstances. 

 • The teacher’s college major, whether the teacher has any ad-
vanced degrees and, if so, the subject or degrees. 

 • Whether any teachers’ aides or similar paraprofessionals pro-
vide services to the child, and if they do, their qualifications.

Parents who would like to receive the above information are asked 
to make the request, in writing, to the school’s principal. The prin-
cipal will then provide the information to the parent within 30 busi-
ness days.

Process To Be Followed With Respect To 
Complaints Concerning State And Federal 
Statutes Or Regulations Relating To
Programs Supported By Federal Funds 



IMPORTANT!
Please read the next three pages 
very carefully. The RELEASE FORMS  
on these pages are IMPORTANT 
DOCUMENTS.

Parents and students should sign 
each section, as noted inside.

Carefully remove this sheet from 
the booklet and return it to the 
school.

Thank You!
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Name of Student (Please Print) ______________________________________________________________________
 (Last) (First) (M.I.)
 

Name of Parent/Guardian (Please Print) _______________________________________________________________
  (Last) (First) (M.I.)

  ______________________________________________________ _______________ _________________
 School Grade Homeroom/Teacher



WCPS Parent and Student Agreement, K-12
Please read this carefully. Complete all information requested. Sign where requested in the shaded areas on 
all pages, and carefully remove this section from the book. Please return this Agreement to the school. Your 
signature after each section indicates agreement to the entire section. If you do not agree to a specific part of 
this Agreement, please cross it out. If you have questions or need help understanding the Agreement, please 
call your school’s office.

1. We have received a copy of this Handbook and Guide and the school based rules for the school my child 
attends.

2. We understand that this Handbook and Guide contains important information on the Code of Conduct, 
Academic Integrity Policy, Dress Code, school attendance, the policy on student use of the Internet, and 
other school rules and policies.

3. We understand that the school based rules have been developed by the school’s administrative team, and 
that students who violate them may lose certain privileges.

4. We agree to work with school staff to be sure my child attends school every day (except for excused 
absences) and completes homework.

5. We have read this Handbook and Guide. We have discussed the Code of Conduct and the school based 
rules. We agree to work with school staff to make sure that we follow the Code of Conduct and 
school based rules when on school property or attending school events.

  ___________________________________________________________________________ ___________________
 Parent/Guardian Signature Date

  ___________________________________________________________________________ ___________________
 Student Signature Date

Academic Integrity Promise (For Students in Grades 3-12)

I, ___________________________________________, promise to uphold the Washington County Public 
Schools standards for Academic Integrity. I hold the qualities of honesty and integrity in highest regard and 
will uphold the Academic Integrity Policy.

  ___________________________________________________________________________ ___________________
 Student Signature Date

Academic Integrity Promise (For Pre-K, K, 1st & 2nd Grades)

I promise to help my child understand the Academic Integrity Policy.

 ___________________________________________________________________________ ___________________
 Parent/Guardian Signature Date



Acceptable Use Policy (AUP) for Telecommunication
(Adopted by Washington County Board of Education, March 15, 2005)

USER AGREEMENT

I have read and agreed to the terms and conditions of the AUP for Telecommunications. In addition, I 
give permission for my child to access the Internet while at school. Failure to follow this agreement may 
result in my privileges to use the WCPS system to be revoked or suspended. I further understand that 
disciplinary action and/or criminal charges may be brought against me for any violation of the AUP that 
is governed by existing Board policies.

(For internet access to be granted, parents/guardians and students must sign this form.)

  
 _______________ _______________________________________________________ ___________________
 School Year School or Location Student’s Grade (K-12)

  ___________________________________________________________________________ __________________
  Student Signature Date

  ___________________________________________________________________________ _________________
  Parent/Guardian Signature Date

Important Medical Information
I have read the medical information in this Handbook and Guide and understand the procedures that 
the school will follow if my child needs medical treatment and/or takes medications while in school. I 
understand that it is extremely important for the school to be able to reach me in case there is a medical 
emergency and that I must update student’s records with my changes in contact information.

  
  ___________________________________________________________________________ ________________
  Parent/Guardian Signature Date
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THANK YOU!
End of Section for Elementary and Middle School Students

(HIGH SCHOOL STUDENTS CONTINUE ON BACK)



High School Students:
Guidelines for School Sponsored Activities
I have read the guidelines for School Sponsored Activities in this Handbook and Guide and understand the 
expectations for school sponsored activities (dances, social events, related activities). 

   Name of Student  (Please Print) ____________________________________________________________________________
 (Last) (First) (M.I.)
 

   Name of Parent/Guardian  (Please Print)_____________________________________________________________________
  (Last) (First) (M.I.)

   ____________________________________________________________ _______________ _________________
 School Grade Homeroom



A. Complaint to be Submitted to the Superintendent
Complaints alleging that Washington County Public Schools has 
violated a state or federal statute or regulation relating to programs 
supported by federal funds should be directed to the Superinten-
dent or her/his designee.

B. Procedures
 1. Definitions
  Complaint - A written statement alleging that Washington 

County Public Schools violated a state or federal statute 
or regulation that applies to programs supported by federal 
funds. A complaint includes a request for review of a deci-
sion of the school system, but does not include a request for 
a hearing.

  Resolution - The final decision as to whether or not the vio-
lation alleged in the complaint has occurred and any actions 
deemed necessary to remedy a violation will rest with Wash-
ington County Public Schools. 

 2. Filing a Complaint 
  a. An organization or an individual may file a complaint with 

the Superintendent or his/her designee. 

  b. The complaint shall be in writing, addressed to the Su-
perintendent, signed by the individual complainant or by 
an official of the complaining organization, and delivered 
to the Superintendent and the Office of the Washington 
County Public Schools’ Ombudsman. 

  c. Each complaint shall contain:
   i. A statement that Washington County Public Schools 

has violated a requirement of a federal or state statute 
or regulation applicable to a program; and 

   ii. The facts upon which the statement is based. 
   iii. Complainants whose allegations fail to meet the re-

quirements are to be notified that they must comply 
with the requirements in order for the complaint to re-
ceive full investigation. 

 3. Receipt of Complaint by Washington County Public Schools 
  a. Complaints against Washington County Public Schools 

shall be filed with the Superintendent and the Washington 
County Public Schools’ Ombudsman, who may assign the 
complaint to the supervisor of a department not named in 
the complaint for investigation. 

  b. Initial processing by the investigating supervisor: 

   i. All complaints shall be logged in writing with the Su-
perintendent or his/her designee, with information: 

    • Identifying the complaint;
    • Supplying the date upon which the complaint was 

filed; and 

   ii. The complainant will be notified by the investigating 
supervisor or designee that the complaint is being in-
vestigated. Notification will include: 

    • The date of receipt of the complaint;
    • The name of staff assigned to the complaint; and
    • Washington County Public Schools’ intent to fully 

investigate the complaint, and to respond, if possi-
ble, within thirty (30) business days of receipt. 

   iii. Each Washington County Public Schools’ department 
named in a complaint shall receive a copy of this ac-
knowledgement letter as well as a copy of the complaint. 
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 4. Investigation of Complaint 
  a. The investigating supervisor shall review and investigate 

the complaint, where necessary, an independent on-site 
investigation may be conducted. 

  b. Upon completion of the investigation, the investigating su-
pervisor shall report the findings, along with recommend-
ed resolutions (when necessary) to the Superintendent 
for final determination. 

 5. Resolution of Complaint
  a. The Superintendent or his/her designee shall inform the 

parties in writing, if possible, within thirty (30) business 
days of receiving the complaint of Washington County 
Public Schools’ resolution of the complaint and include: 

   i. Washington County Public Schools’ final decision as 
to the action that will be taken, if any, in response to 
the complaint.

   ii. Notice of the right of either party to request that the 
Board review the final decision. 

   iii. Procedures for filing an appeal of the decision to the 
appropriate officials at the Maryland State Depart-
ment of Education and federal agency. 

  b. After the resolution letter is sent, the Superintendent or his/
her designee shall note on the complaint log the date of the 
letter and whether or not any further action is required.

Administrative Regulations adopted:
March 20, 2007 Washington County Board of Education

t    t    t

Advanced-Level Learners 
and Magnet Programs
WCPS provides students and families a variety of educational op-
tions to address the diverse interests, talents, and aptitudes of ad-
vanced level learners. The Annotated Code of Maryland (Section 
8-201) defines an advanced learner, or gifted and tal ented stu-
dent, as one who has outstanding talent and performs, or shows 
the potential for performing, at remarkably high lev els of accom-
plishment when compared with other students of a similar age, 
experience, or environment. Accomplishment or potential may be 
demonstrated in intellectual, creative, or ar tistic areas. Advanced 
learners may also demonstrate unusual leadership capacity or ex-
cel in specific academic fields.

All WCPS elementary schools offer Primary Talent Development 
(PTD) Pre-K-2 as part of its regular education programs. PTD is 
a science-based thinking skills development curriculum, which 
consists of two units of instruction per year. Performance on PTD 
tasks is also part of a student’s screening for participation in WCPS 
gifted education programs. 

Currently WCPS offer two options for advanced-level learners at 
the elementary level: the Elementary School-Based Gifted and 
Talented Program (GATE) and WCPS Magnet Programs for highly 
gifted students. Placement in both programs involves a compre-
hensive review of multiple data sources. The WCPS Elementary 
GATE pro gram extends and accelerates county curricula in math, 
read ing, science, and social studies through interdisciplinary in-
struction for identified highly able and gifted students in grades 
Pre-K through 5.
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WCPS Elementary Magnet Programs, for highly gifted students, 
located at four elementary schools, offer highly challenging and 
fast-paced curricula on a full-time basis for advanced learners in 
grades 2-5. Each magnet program fea tures a specialized theme 
which offers opportunities for in-depth study, projects, and enriching 
activities that can benefit all students at the school. Magnet pro-
grams have been strategically located to serve families and children 
throughout Washington County. WCPS elementary schools that of-
fer magnet classes include: 
 • Boonsboro Elementary Magnet School for Global Literacy. 
 • Emma K. Doub School for Integrated Arts and Technology. 
 • Fountaindale School for the Arts and Academic Excel lence. 
 • Williamsport Elementary Magnet School for Math, Sci ence, 

and Technology (STEM).

At the middle schools, advanced learners are challenged in ad-
vanced-level classes for math, language arts, social studies, and/
or science. Placement in these classes is based on a compre-
hensive review of mul tiple sources of information, including county 
and state as sessments, teacher observation, and parent nomina-
tion. Parent nomination, however, does not guarantee placement 
in advanced classes. Students may also participate in co-curricu-
lar/extracurricular activities such as Destination Imagination, Ge-
ography Bee, and Math 24 Game.

Three WCPS Middle School Magnet Programs for highly gifted 
students with specialized themes are also offered. Magnet stu-
dents take at least two magnet advanced-level classes in which 
the instruction is infused with the school’s particular theme. A mag-
net student may also have other advanced classes on his/her daily 
schedule. The middle school magnet programs are strategically 
positioned to serve incoming sixth, sev enth, and eighth graders 
from across the county and build on highly suc cessful elementary 
magnet themes. They include: 
 • Boonsboro Middle School Magnet Program for Global Literacy. 
 • E.R. Hicks Middle School Magnet Program for Media Technol-

ogy, Humanities, and Digital Writing. 
 • Springfield Middle School Magnet Program for Math, Science, 

and Technology (STEM).

Since the elementary magnet program begins at grade two, and 
the middle school magnet program begins at grade six, all fifth-
grade students in the regular education program are screened for 
their potential to apply to a magnet program. Eligible students are 
then invited to apply. Please consult the document Magnet Pro-
gram Identification Processes, available on www.wcpscollegean-
dcareer.weebly.com for more information regarding the extensive 
assessment process for magnet program applicants.

To be considered for placement in a magnet program during the 
2015-2016 school year, applications must be submitted online or 
postmarked to the WCPS Center for Educational Services (Downs-
ville Pike) by December 1, 2014.

WCPS high schools offer Honors-level and Advanced Place-
ment courses at each school site. More information about specif-
ic course offerings may be found in the 2014-2015 High School 
Program of Studies. Depending on their aptitudes and interests, 
students may also consider applying to an academy or magnet 
program. Academy programs include the following.
 ► The Academy of Biomedical Sciences at Washington County 

Technical High School (Career Technology Completer)
 ► Environmental Agricultural Science Academy at Clear Spring 

High School (Career Technology Education Completer)

 ► The Academy of Finance at South Hagerstown High School 
(Career Technology Education Completer)

 ► Fire and Rescue Academy (Career Technology Completer)
 ► The Academy of Medical Careers at North Hagerstown High 

School (University of Maryland Completer)
 ► The Oracle Academy at South Hagerstown High School
 ► Pre-Civil Engineering and Architecture Academy at Wash-

ington County Technical High School (Career Technology 
Education Completer)

 ► The Academy of Science, Technology, Engineering, and 
Mathematics (STEM) at Williamsport High School (Career 
Technology Completer)

 ► Academy of Teaching Professions at North Hagerstown High 
School and South Hagerstown High School (Career Tech-
nology Completer)

 ▪ For more information about WCPS Academies, please 
call 301-766-2956 or 301-766-2954. Additional informa-
tion may also be found in the High School Overview sec-
tion of this publication.

WCPS High School Specialized Program options include the fol-
lowing:
 ► Academic Leadership Academy (ALA) at South Hagerstown 

High School
  ▪ Contact the ALA Coordinator at 301-766-8369 for more 

information.
 ► Barbara Ingram School for the Arts (BISFA)
  ▪ More information on BISFA is located in the Overview of 

Pre-K-12 Programming section of this handbook.
 ► International Baccalaureate (I.B.) Diploma Programme at 

North Hagerstown High School)
  ▪ Contact the I.B. Coordinator at 301-766-8249 for more in-

formation regarding the application process and program 
expectations.

 ► Washington County Technical High School

WCPS Magnet Programs are open to all eligible applicants who 
reside in Washington County. There is no cost to participate; how-
ever, parents/guardians may need to provide transportation for 
elementary and middle school students living outside the magnet 
school attendance area. A general information session that pro-
vides an over view of all WCPS Magnet and Specialized Programs 
and selection processes will be held during the fall. This date will 
be posted online and in the schools.

For more information about specific ad vanced-level learner pro-
gram options at an individual school, please contact the school’s 
principal. For additional information about county-wide Advanced 
Programs such as Advanced Placement, Honors, Magnet, Merit, 
and Internation al Baccalaureate, please call 301-766-2992 or visit 
www.yourfuturestartsnowwcps.com.
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English Language Learners 
(ELL)
The Law
Title III of the No Child Left Behind Act of 2001 provides Federal 
financial support to state and local educational agencies to offer 
English language instruction to ensure that all English Language 
Learners (ELLs), including immigrant children and youth, attain 
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English proficiency, develop high levels of academic language pro-
ficiency, and meet the same challenging state academic achieve-
ment standards as all Maryland students.

According to the ruling in Plyler v. Doe, undocumented students 
have the right to attend public schools and participate in all school 
activities. Moreover, school officials are not allowed to require chil-
dren or their parents to prove that they are in this country legally, 
through evidence such as green cards, citizenship papers, or so-
cial security numbers.
Identification and Eligibility
To identify ELL students and measure ELL program qualifications.
WCPS is mandated:
 1. To ask every student if a language other than English is spoken. 
 2. To have parents complete a Home Language Survey (HLS). 
 3. To have highly qualified ELL staff members administer 

ACCESS, an English Language Proficiency Test.

Instructional Programs
English language development programs adjust instruction to stu-
dents’ strengths and needs. Instructional strategies, practices, and 
methods to help each child learn English and meet age appropri-
ate academic standards are based upon scientific research. The 
expectations for ELLs are to transition fully into mainstream class-
es, meet appropriate academic achievement standards for grade 
promotion, and graduate from high school at the same rate as 
mainstream students. Based on individual student need, a highly 
qualified ELL staff member develops an individual ELL plan using 
one or more of the instructional models:

• Structured Immersion
 The goal of this program is to develop English language skills so 

that the ELL student can succeed in an English only mainstream 
classroom. This involves teaching and modifying grade-level 
curriculum. Such programs require high levels of skills in both 
content matter and English language development and clearly 
defined language and content objectives.      

• Pull-out ELL
 A program, outside of the regular classroom, of techniques, 

methodology and special curriculum designed to teach ELL 
students academic English language skills, which may include 
listening, speaking, reading, writing, study skills, content vocab-
ulary, and cultural orientation.

• Push-in ELL
 The ELL teacher accompanies and assists ELL students in the 

general education classroom.

• After School Tutoring Support

• ELL Summer School

Parent and Community Outreach Services 
WCPS provides community participation programs, family literacy 
services, parent outreach and training activities to ELL children 
and their families. The WCPS ELL department also provides in-
terpretation, translation, and transportation services upon request. 

Information/Información
For more information on the ELL program, please refer to the ELL 
Handbook of Guidelines and Procedures or call 301-766-2977.

Esta información es importante. Si no puede leerla, pídale a 
alguien que se la explique en un idioma que pueda comprender, o 
llame al 301-766-2962.
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Unified Arts/Related Arts 
and Health
The Related Arts program in the middle schools includes oppor-
tunities in health and physical education, consumer science, per-
forming arts, instrumental music, choral music, technology educa-
tion, and visual arts.

Program offerings and duration may range from 30 days per year 
to 90 days per year depending upon individual schools’ schedules. 
For example, students may alternate days within a schedule so 
that on one day they have physical education and on the next day 
either choral or instrumental music. Some schedules may rotate 
through programs of visual art, family consumer science, and var-
ious technology classes. Check with your middle school to learn 
about the specific related arts opportunities available.

Elementary Overview
The WCPS elementary instructional program aligns with the 
Maryland College and Career Readiness Standards in both 
language arts and mathematics. The Maryland College and Career 
Readiness Standards identify the knowledge and skills that all 
elementary students should master by the end of each grade-level 
and prepare students to be college-and-career-ready by graduation. 
The language arts program focuses on the development of literacy 
skills (reading, writing, speaking, and listening) through content 
integration across all subject areas, including social studies, 
science, and mathematics using informational and literary text. 
Students learn mathematics through the development of conceptual 
and procedural understanding to empower effective problem 
solving connected to real-world application. Math fact fluency is 
an effective component of effective problem solving. Elementary 
students also receive regular instruction in social studies, science, 
the arts, and health to become informed and critical thinkers. 
STEM (science, technology, engineering, and math), financial 
literacy, and environmental literacy are also embedded in the 
curriculum throughout the year. Through the use of the Maryland 
College and Career Readiness Standards and content integration, 
elementary students develop the ability to work independently and 
collaboratively to become global problem-solvers.

Admission for Pre-kindergarten, Kindergarten, 
and First Grade
Children are eligible for pre-kindergarten, kindergarten, and first 
grade based on their birth dates and ages:
• Children must be four-years-old on or before September 1, for 

pre-kindergarten.
• Children must be five-years-old on or before September 1, for 

kindergarten.
• Children must be six-years-old on or before September 1, for 

first grade.

Based on research that focuses on school readiness and best 
practices, the Maryland State Board of Education aligned Mary-
land’s entry guidelines with other states to ensure that children 
enter school ready to learn.

Pre-kindergarten Eligibility Guidelines
Washington County Public Schools pre-kindergarten program is a 
state-funded program for four-year-old children who demonstrate 
school readiness needs. The primary focus of pre-kindergarten is de



Students work to master the following literacy skills:
Pre-kindergarten
• Follow directions to perform a task.
• Recognize, discuss, and retell elements of stories and poems.
• Recall information, make predictions, and answer questions.
• Identify and recognize most uppercase and lower case let ters, 

and associate sounds to letters.
Kindergarten
• Identify words beginning with same sounds. 
• Expand word choice to communicate and relate experiences.
• Understand concepts of print (track words, identify parts of a 

book, and coordinate one-to-one matching of spoken words to 
written words).

• Write simple sentences.
Grade One
• Combine sounds and word parts to form words.
• Read with expression.
• Use thinking strategies before, during and after reading a text.
• Write independently using simple and compound sentences.
Grade Two
• Explore multiple meaning words while reading.
• Utilize reading strategies to read text accurately and with ex-

pression.
• Use the writing process to write independently for a variety of 

purposes.
Grade Three
• Utilize context cues, phonics skills, prefixes, and suffixes to read 

and determine meaning of words.
• Acquire new vocabulary through reading and context clues.
• Read texts for different literary purposes.
• Use the writing process to develop multiple paragraphs. 
Grade Four
• Use knowledge of word parts and root words to determine 

meaning and relationships.
• Read fluently for full comprehension.
• Utilize cues to draw conclusions, infer relationships, identify 

theme and story elements, and recognize cause and effect.
• Use the writing process to write effectively for a variety of purposes.
Grade Five
• Acquire and expand vocabulary through reading a variety of genres.
• Utilize correct capitalization, punctuation, language use, and 

spelling when writing.
• Apply research skills to investigate, communicate, and pres ent 

in both oral and written form.

Elementary Math
For the 2014-2015 school year, WCPS will use the Maryland 
Career College Readiness Standards (CCRS) for mathematics 
as the primary curricular resource for instruction. The CCRS are 
based on the Common Core State Standards, which is a state-led 
initiative coordinated by the National Governor’s Association and 
the Council of Chief State School Officers. Maryland, along with 
representatives from 48 other states and two territories, became 
involved in the initiative in June 2009. In June 2010, the Maryland 
State Board of Education adopted the Common Core State 
Standards in Mathematics and English Language Arts & Literacy 
in History/Social Studies, Science, and 
Technical Subjects by unanimous vote. The Core Standards:
 • Are aligned with college and work expectations.
 • Are clear, understandable, and consistent.
 • Include rigorous content and application of knowledge through 

high-order skills.
 • Build on strengths and lessons of current state standards.
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signed to provide high-quality learning experiences, which establish 
a routine of lifelong learning, so that the students may be fully ready 
to learn when they enter kindergarten. These experiences focus on 
seven domains which include personal and social development, lan-
guage and literacy, scientific thinking, mathematical thinking, social 
studies, fine arts, physical development, and health education.

To be eligible for Washington County public pre-kindergarten, a 
child must be four years of age on, or before, September 1 of the 
current school year. Families must live in Washington County and 
must meet State-of-Maryland income eligibility criteria. All income 
and age eligible children who apply must be enrolled first; howev-
er, if there are spaces remaining, other children may be enrolled 
based on school readiness needs. Enrollment is limited due to 
eligibility, and schools may have waiting lists. Public pre-kinder-
garten may not be used as an alternative to kindergarten.

Early Admission Process for Kindergarten 
To be eligible for consideration for early admission to kin dergarten, 
the child must be five years of age by October 31. To begin the 
early admission assessment process, par ents/guardians must 
send a written request to the Office of Student Services by July 15. 
The request should include the child’s name, birth date, address, 
school attendance area, and tele phone number. Early admission 
assessments will be scheduled with parents/guardians, and will be 
completed during the summer.

Pre-Kindergarten Regional Sites   
• Bester Elementary School - Judy Center 
• Clear Spring Elementary School
• Funkstown Primary School
• Hancock Elementary School
• Hickory Elementary School
• Lincolnshire Elementary School
• Ruth Ann Monroe Primary School
• Salem Avenue Elementary School
• Sharpsburg Elementary School
• Smithsburg Elementary School
• Winter Street Elementary School – Judy Center Partner

Elementary Reading/
English Language Arts
The Washington County Public Schools elementary reading/lan-
guage arts framework integrates the five components of a bal-
anced literacy program into reading and writing. Teachers begin in 
pre-kindergarten and kindergarten to lay the founda tion of these 
components, which include phonemic awareness, phonics, flu-
ency, vocabulary, and comprehension. As the stu dent continues 
through his/her academic career, emphasis is placed on engag-
ing the learner in independent reading for purpose and pleasure. 
These reading skills and strategies are taught in formats such 
as read-alouds, interactive read-alouds, shared reading, guided 
reading, independent reading, daily message, interactive spelling, 
and word study. 

Writing instruction is also incorporated into the language arts 
framework and includes teaching the writing process, the traits 
of effective writing, and the characteris tics of the different writing 
genres. It is important to remember that reading and writing de-
velop along parallel paths. The integration of reading and writing 
into all subject areas provides students with a strong literacy ed-
ucation.
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 • Are informed by other top-performing countries, so that all 
students are prepared to succeed in a global economy and 
society.

 • Are evidence-based (CCSSO & NGA, 2010).

The Common Core State Standards for Mathematics include 8 
Standards for Mathematical Practice. The Standards for Mathe-
matical Practice describe varieties of expertise that mathematics 
educators at all levels should seek to develop in their students. 
These practices rest on important “processes and proficiencies” 
with long-standing importance in mathematics education. 

 1. Make sense of problems and persevere in solving them 
 2. Reason abstractly and quantitatively
 3. Construct viable arguments and critique the reasoning of others
 4. Model with mathematics
 5. Use appropriate tools strategically
 6. Attend to precision
 7. Look for and make use of structure
 8. Look for and express regularity in repeated reasoning

Washington County Public Schools fully implemented the CCRS in 
grades PK-5 during the 2013-2014 school year.

The Common Core domains for mathematics are: 
 • Counting and Cardinality (PK & K)
 • Operations & Algebraic Thinking
 • Number & Operations in Base Ten
 • Number & Operations: Fractions
 • Measurement & Data
 • Geometry

Number sense is fundamental to all mathematical learning, and 
teachers begin to build number sense concepts in pre-kindergarten 
and kindergarten. Number sense is strengthened  and reinforced 
in all grades. Teaching number sense provides many opportunities 
for students to recognize relationships between numbers, identify 
questions, and learn about operations. Conceptual understanding 
is built through concrete experience in which children use manip-
ulatives. Students must first develop a concrete understanding of 
number by building, exploring, and making discoveries. 

Emphasis on computational fluency is also an essential compo-
nent of math instruction. Computational fluency is defined as hav-
ing and using efficient and accurate methods for computing. Stu-
dents should be able to perform computations in different ways, 
including mental calculations, estimation, and paper-and-pencil 
calculations using mathematically sound algorithms. All students 
should use calculators at appropriate times (after they have de-
veloped their concrete understanding and are learning to use the 
algorithms). Computational fluency develops in tandem with un-
derstanding at all grade levels

Elementary Science
The Washington County Public Schools science framework incor-
porates disciplinary core ideas in four areas: physical sciences; life 
sciences; earth and space sciences; and engineering, technology, 
and applications of science. In the earlier grades, students be-
gin by recognizing patterns and formulating answers to questions 
about the world around them. By the end of fifth grade, students 
are able to demonstrate grade-appropriate proficiency in gather-
ing, describing, and using information about the natural and de-
signed world(s). Students will be asked to develop and apply an 
understanding of:

Grade Pre-K
• patterns and variations in weather.
• what plants and animals need to survive.
• how plants and animals survive in their environment.
• the effects of pushes and pulls.

Grade K
• patterns and variations in weather used to forecast and prepare 

for weather changes.
• what plants, animals, and humans need to survive.
• how plants, animals and humans survive in their environment.
• effects of different forces and motion.

Grade 1
• patterns of movement of objects in the sky.
• properties and light and sound.
• structures and functions of plants and animals.
• how structures and behaviors help plants and animals to survive.

Grade 2
• structures and properties of materials.
• physical characteristics of Earth.
• how the shape of the land changes.
• how plants depend on water, light, and other animals for survival.
• characteristics of plants and animals in different habitats.

Grade 3
• relationships between sound and vibration.
• characteristics of Earth’s features and materials.
• properties of water on Earth and explain how it can change form.
• structures and functions of microscopic life.

Grade 4
• causes of repeating patterns of the sun, moon, and stars.
• effects of weathering and erosion.
• structures and functions of plants and animals that support sur-

vival and growth.
• cause and effect relationship of electric and magnetic interactions.

Grade 5
• how changes to Earth can impact plants, animals, and humans.
• how energy is transformed from one form and place to another 

(motion and light).
• structures and properties of matter and substances.
• relationships between plants and animals and their environment.

Elementary Social Studies
The Washington County Public Schools elementary social stud-
ies program supports the development of responsible citi zenship 
through the study of the social, economic, and politi cal systems 
that support and shape the democratic way of life. Through hands-
on activities and cooperative learning groups, students are en-
gaged in critical thinking and problem solving techniques to ex-
plore past events and history that has shaped the present world 
around them. Students learn the fundamen tal values and rights 
of society and the democratic process that leads to a better un-
derstanding of the similarities and differ ences that make up the 
diversity of the United States. 

Students will be able to:
Kindergarten
• Identify the importance of rules
• Identify symbols and practices associated with the United States 

of America
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• Describe the roles, rights, and responsibilities of being a mem-
ber of the family and school

• Distinguish among past, present, and future time
• Identify similarities and differences in people’s characteristics, 

habits, and living patterns to describe how they meet the same 
human needs

• Identify and describe how a globe and maps can be used to help 
people locate places

• Describe places in the immediate environment using natural/
physical and human-made features

• Describe how transportation and communication link people 
and places

• Describe choices people make because of unlimited economic 
wants

• Explain how technology affects the way people live, work, and 
play

• Describe how goods are acquired

Grade 1
• Explain the importance of rules
• Identify and describe people important to the American political 

system
• Examine differences between past and present time
• Compare people and objects of today and long ago
• Observe and describe ways that people of different cultural 

backgrounds meet human needs and contribute to the commu-
nity

• Recognize that individuals and groups share and borrow from 
other cultures

• Use geographic tools to locate and describe places on Earth
• Describe places in the environment using geographic charac-

teristics
• Explain how people modify, protect, and adapt to their environ-

ment
• Describe economic choices people make about goods and services
• Describe the production process
• Explain how technology affects the way people live, work, and 

play
• Describe how goods and services are acquired

Grade 2
• Explain how rules and laws are made and necessary to maintain 

order and protect citizens
• Explain how democratic skills and attitudes are associated with 

being a responsible citizen
• Describe the rights and responsibilities of being a participating 

member of the school and the community
• Examine differences between past and present time
• Describe people, places and artifacts of today and long ago
• Analyze elements of two different cultures and how each meets 

their human needs and contributes to the community
• Use geographic tools to locate and describe places on Earth
• Classify places and regions in an environment using geographic 

characteristics
• Explain how people modify, protect, and adapt to their environ-

ment
• Explain why people have to make economic choices about 

goods and services
• Examine how technology affects the way people live, work and 

play
• Describe how consumers acquire goods and services

Grade 3
• Explain the role of individuals and groups in creating rules and 

laws to maintain order, protect citizens, and provide services
• Explain how certain practices are connected with the democrat-

ic principles (skills, attitudes, and dispositions) of being a citizen
• Explain how people and events have contributed to the Ameri-

can political system
• Explain the rights and responsibilities of being a member of the 

school and the community
• Investigate how people lived in the past using a variety of prima-

ry and secondary sources
• Identify and describe how individuals and groups share and bor-

row from other cultures
• Use geographic tools to locate and construct meaning about 

places on Earth
• Describe how transportation and communication networks link 

places through the movement of people, goods, and ideas
• Explain that people must make choices because resources are 

limited relative to unlimited wants for goods and services
• Examine the production process
• Examine how technology affects the way people live, work, and 

play
• Describe different types of markets
• Describe how consumers acquire goods and services

Grade 4
• Explain the role of individuals and groups in creating rules and 

laws to maintain order, protect citizens, and provide services
• Explain how certain practices are connected with the democrat-

ic principles (skills, attitudes, and dispositions) of being a citizen
• Explain how people and events have contributed to the Ameri-

can political system
• Explain the rights and responsibilities of being a member of the 

school and the community
• Examine differences between past and present time
• Analyze and describe elements of a multicultural setting
• Use geographic tools to locate and construct meaning about 

places on Earth
• Describe how transportation and communication networks link 

places through the movement of people, goods, and ideas
• Explain how people modify, protect and adapt to their environ-

ment
• Examine how technology affects the way people live, work, and 

play
• Describe different types of markets
• Identify goods and services provided by the government and 

paid for by taxes

Grade 5
• Examine the early foundations, functions and purposes of gov-

ernment
• Analyze historic events, documents and practices that are the 

foundations of our political system
• Describe individual rights and responsibilities in the United States
• Evaluate how the United States government protects the rights 

of individuals and groups
• Describe the various cultures of colonial societies and how the 

environment influenced them
• Use geographic tools to locate places and describe human and 

physical characteristics of Colonial America
• Examine the similarities and differences of regions in Colonial 

America
• Understand that people of different cultures can influence and 

effect change each other lives



• Understand how a culture can define and impact the roles of 
people, community networks and political systems

• Understand how exploration influence and changed the lives of 
Native Americans

• Analyze the growth and development of Colonial America
• Understand that people of all regions depend upon, utilize and 

impact the natural environment
• Analyze how limited economic resources affected production 

and consumption in Maryland
• Understand opportunity costs drives both economic and political 

decision making

Middle School
Overview

In the middle school, students are interacting with many more stu-
dents and with more adults than they did in elementary school. 
Middle school students often have a different teacher for each sub-
ject. The instructional program for grades six to eight reinforces 
skills learned in elementary school and prepares students for the 
more complex work that will be required in high school, college, 
and career readiness. 

Middle school students who enroll in high school courses taught at 
the middle school will receive high school credit upon passing the 
course. Students are eligible for credit in Algebra I and full credit 
world language courses. The student’s high school transcript will 
indicate the course taken and credit awarded. Credit awarded in 
middle school will not be calculated in the student’s high school 
grade point average (GPA). Only grades earned for courses taken 
in high school will be used in the calculation of a student’s high 
school GPA. For more information you may request a copy of the 
Middle School Guide.

Middle School Reading/
English Language Arts
The middle school English language arts curriculum continues to 
lay a solid foundation of reading, writing, speaking, listening, and 
critical thinking skills as students move toward college and career 
readiness. In grades 6-8, students read more complex texts, in-
cluding novels, literary non-fiction, and informational texts. They 
engage in classroom discussions centered around these rigorous 
texts and work both independently and with their peers to research 
self-selected and assigned topics. Sixth, seventh, and eighth grad-
ers write to increasingly more complex compositions, especially 
pieces that they use to persuade/argue, inform, and explain using 
evidence from multiple sources. Using both the full writing process 
and timed writing experiences, students learn to organize informa-
tion coherently and use language and mechanics correctly in their 
compositions.

Mathematics
For the 2014-2015 school year, WCPS will use the Maryland 
Career College Readiness Standards (CCRS) for mathematics 
as the primary curricular resource for instruction. The CCRS are 
based on the Common Core State Standards, which is a state-led 
initiative coordinated by the National Governor’s Association and 
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the Council of Chief State School Officers. Maryland, along with 
representatives from 48 other states and two territories, became 
involved in the initiative in June 2009. In June 2010, the Mary-
land State Board of Education adopted the Common Core State 
Standards in Mathematics and English Language Arts & Litera-
cy in History/Social Studies, Science, and Technical Subjects by 
unanimous vote. The Core Standards:
 • Are aligned with college and work expectations.
 • Are clear, understandable, and consistent.
 • Include rigorous content and application of knowledge through 

high-order skills.
 • Build on strengths and lessons of current state standards.
 • Are informed by other top-performing countries, so that all 

students are prepared to succeed in a global economy and 
society.

 • Are evidence-based (CCSSO & NGA, 2010).

The Common Core State Standards for Mathematics include 8 
Standards for Mathematical Practice. The Standards for Mathe-
matical Practice describe varieties of expertise that mathematics 
educators at all levels should seek to develop in their students. 
These practices rest on important “processes and proficiencies” 
with long-standing importance in mathematics education. 
 1. Make sense of problems and persevere in solving them 
 2. Reason abstractly and quantitatively
 3. Construct viable arguments and critique the reasoning of others
 4. Model with mathematics
 5. Use appropriate tools strategically
 6. Attend to precision
 7. Look for and make use of structure
 8. Look for and express regularity in repeated reasoning

The middle school mathematics curriculum extends topics stu-
dents studied in elementary school and introduces new concepts 
and skills that they need for success in high school and beyond. 
The CCRS for mathematics are significantly different than the 
Maryland State Curriculum. Therefore, WCPS began to include 
CCRS mathematical content, along with the Maryland Curriculum, 
in grades 3-8 in 2012-13 and is now fully implementing the CCRS. 

In sixth grade, students apply the skills to real-world applications, 
learn reading strategies needed in math, and describe how they 
solved problems. Accelerated students are enrolled in Enriched 
Math 6 complete the sixth grade program with enriched content 
through the use of different projects and task. 
The major topics for Common Core grade 6 are: 
 • Connecting ratio and rate to whole number multiplication and 

division and using concepts of ratio and rate to solve problems.
 • Completing understanding of division of fractions and extend-

ing the notion of number to the system of rational numbers, 
which includes negative numbers.

 • Compute fluently with multi-digit numbers.
 • Writing, interpreting, and using expressions and equations. 
 • Represent and analyze quantitative relationships between 

dependent and independent variables. 
 • Working with real-world problems involving area, surface 

area, and volume. 
 • Developing understanding of statistical thinking.

In seventh grade, students are expected to know and be able to do 
everything required in earlier grades and master new topics. Ac-
celerated students are enrolled in accelerated and enriched math 
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7 and use the seventh-grade state curriculum and some of the 
grade 7 and 8 Common Core State Standards. The major topics 
for Common Core grade 7 are: 
 • Developing understanding of and applying proportional rela-

tionships.
 • Developing understanding of operations with rational num-

bers and working with expressions and linear equations.
 • Solving problems involving scale drawings and informal geo-

metric constructions, and working with two- and three-dimen-
sional shapes to solve problems involving area, surface area, 
and volume. 

 • Working with real-world problems involving angle measure, 
area, surface area, and volume. 

 • Drawing inferences about populations based on samples.
 • Investigating, developing, using, and evaluating probability 

models.

In eighth grade, students are expected to know and be able to 
do everything required in earlier grades and master new topics. 
Accelerated students are enrolled in Honors Common Core Alge-
bra 8 (which includes Common Core grade 8 and Common Core 
Algebra content). These students will take the Algebra I PARCC 
Assessment. The major topics for Common Core grade 8 are: 
 • Gain understanding of the difference between rational and ir-

rational numbers. 
 • Working with radicals and integer exponents. 
 • Formulating and reasoning about expressions and equations, 

including modeling an association in bivariate data with a lin-
ear equation, and solving linear equations and systems of lin-
ear equations.

 • Grasping the concept of a function and using functions to de-
scribe quantitative relationships.

 • Analyzing two- and three-dimensional space and figures us-
ing distance, angle, similarity, and congruence, and under-
standing and applying the Pythagorean Theorem.

Social Studies
The middle school social studies curriculum emphasizes instruc-
tion in Maryland’s core learning goals for Social Studies-History, 
Geography, Economics, Political Systems, and Peoples and Na-
tions of the World. The WCPS curriculum is built on the founda-
tions of Maryland’s State Curriculum. Teachers utilize the History 
Alive!-Social Studies Alive! approach which challenges and en-
gages students through reading, discussion, writing, and partic-
ipation in skill building exercises, collaborative problem solving, 
visual discovery, and experiential activities. Students improve their 
skills and increase and extend their knowledge of history, politics, 
geography, economics, and culture.

In sixth grade, students study World History from the earliest cul-
tures and civilizations to the middle ages. Students learn historical 
thinking skills, critical thinking skills, and social studies skills in-
cluding constructing timelines, reading and analyzing primary and 
secondary sources, using atlases and globes, and interpreting vi-
sual sources. They use a variety of sources of information to un-
derstand historical events, the process of social change, and the 
impact of individuals. They learn to analyze historical issues and 
relate them to current events. Units of study include:

• Rise of Civilizations
• Ancient Egypt and the Near East
• Ancient India
• Ancient China

• The Greeks
• The Roman Empire
• Islam and the Islamic Empire
• European Middle Ages
• Early African Civilizations
• The Ancient Americas

In seventh grade, students study World Geography and Cultures. 
Students learn about cultures around the world through a region-
al approach that considers geographic, political, historical, social, 
and economic issues as well as the customs, traditions, and oth-
er unique characteristics of people within their cultures. Students 
continue to build and extend their skills by drawing and interpret-
ing maps, constructing timelines, reading primary and secondary 
sources, using atlases and globes, and interpreting cultural arti-
facts. Units of study include:

• Geography-physical, human, resources, and skills
• Canada and the United States
• Latin America
• Europe and Russia
• Africa
• Southwest and Central Asia
• Monsoon Asia
• Oceania and Antarctica

Additionally students complete a student service learning project 
in seventh grade social studies class.

In eighth grade, students study American History. Students learn 
about the important people, ideas, and events that brought about 
the formation of the American nation and shaped the culture and 
the political and economic institutions through the Civil War and 
Reconstruction. Students develop their understanding of the his-
tory of their country through the reading of historical narrative and 
biography, discussion, and writing. They further develop their his-
torical thinking skills, critical thinking skills, and social studies skills 
by constructing timelines, reading primary and secondary sources, 
drawing and interpreting maps, using atlases and globes, inter-
preting political cartoons, gathering historical data, and formulat-
ing historical interpretations. Students learn to apply historical un-
derstanding to current issues and events. Units of study include:

• Colonial Experience
• The American Revolution
• The Establishment of the Republic
• The Growth of the United States
• Westward Expansion
• The Civil War and Reconstruction
• Reshaping the Nation and the Progressive Era

Science
The middle school science curriculum enables students to use sci-
ence, mathematics, and technology to solve problems and to make 
informed decisions in the areas of life, earth, and physical science. 
Students should regularly describe objects and events, ask ques-
tions, construct explanations, test those explanations against sci-
entific knowledge, and communicate their ideas to others.

Grade six students participate in units on:
•  Astronomy
• Earth Forces and Formation
•  Environmental Science

41
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Grade seven students participate in units on:
•  Cells
•  Micro-organisms and classification
•  Motion, Forces, and Energy

Grade eight students participate in units on:
•  Light & Sound
•  Electricity & Magnetism
•  Chemistry
• Weather, Climate, and Atmosphere

High School Overview

WCPS High School Grades 
and Honors
WCPS high schools provide students the opportunity to meet 
Maryland High School graduation requirements and much more. 
Washington County high schools offer comprehensive programs 
of study that address the needs of high school students by en-
suring a well-rounded educational experience that helps prepare 
students for assuming the responsibilities of adult citizenship, the 
world of work, and postsecondary education.

Grading System for Secondary Schools
I. Purpose
 The purpose of Policy IKA is to establish the process to be fol-

lowed to calculate a secondary school student’s grades, grade 
point average, and class ranking.

II. Background
 The Board of Education recognizes its responsibility for assur-

ing the practice of regularly reporting the progress of students 
as they proceed through their formal educational experiences. 
Such reporting has several purposes: 1) to inform students of 
their progress and needs with regard to the instructional pro-
gram, 2) to give parents needed insights into the teaching-learn-
ing process and how it is affecting their son or daughter with 
regard to achievement and effort, 3) to provide teachers with 
information about the progress and needs of students in their 
classes, and 4) to inform colleges or prospective employers of 
the nature and achievement of a student’s educational program.

III. Policy Statement/Procedures
 A. High School and Middle Schools
  Grade reports (grades included in the determination of final 

grades) will be issued four times during the school year at 
approximately nine weeks, eighteen weeks, twenty-seven 
weeks and thirty-six weeks. Final grades will be based on 
the average of the four grade reports for year-long cours-
es, two grade reports for semester-long courses, and one 
grade report for partial-semester courses. Interim reports 
(grades that are not included in the determination of final 
grades) will be issued at the approximate mid-point of each 
of the four grading periods. 

  Final exams, which include a written component, are re-
quired in every high school course that does not participate 
in the Partnership for Assessment of Readiness for College 
and Careers (PARCC Assessment). Final exams will be 
calculated as no less than 10% and no more than 20% of 
the final marking period for each high school course.

  Academic achievement will be reported as percentages 
with the following meanings: 

   • 90-100% indicates performance that consistently 
exceeds Washington County standards and require-
ments 

   • 80-89% indicates performance that consistently 
meets and occasionally exceeds Washington County 
standards and requirements 

   • 70-79% indicates performance that meets Washing-
ton County standards and requirements

   • 60-69% indicates performance that minimally meets 
Washington County standards and requirements

   • 0-59% indicates failure to meet Washington County 
standards and requirements 

 Additionally, student effort will be reported each marking period. 

 B. High School: Grade Point Average 

  1. High school students take all the courses required to 
earn a Washington County Public Schools high school 
diploma and elective courses. Students will receive a 
credit(s) for successfully passing each course. Every 
course a student takes is recorded on the student’s tran-
script, regardless of whether or not the student passes 
the course. Students are awarded quality points, rang-
ing from 0.0 to 5.0 for each course attempted. Quality 
point values are based on the rigor of the course and 
the final grade earned in the course. Quality points are 
used to calculate Grade Point Averages (G.P.A.’s) and 
class ranking. The total of quality points earned is divid-
ed by the number of courses attempted in high school. 
A student failing or not completing a course will receive 
a failing grade, earn no credit, and receive 0.0 quality 
points that will be calculated into the student’s G.P.A.

  2. Any student-requested course change after the fifth 
class period of the course, will be recorded as a “W” 
(withdrew from the course) on the student’s transcript, 
resulting in no credit and the assignment of 0.0 qual-
ity points to be calculated into the student’s G.P.A. In 
extenuating circumstances, the principal has the final 
authority on class changes and grading issues. 

  3. Accelerated weighted courses are those courses ap-
proved through the Curriculum Development, Adoption, 
and Review process for additional quality points reflect-
ing the greater rigor of course requirements.

  4. Advanced Placement (AP) weighted courses are those 
courses that Washington County Public Schools offers 
that have been identified by the College Board as Ad-
vanced Placement (AP) weighted courses.

  5. Grade point averages will be computed using the fol-
lowing quality point values:

 Percentage Non-Weighted Accelerated   Avanced Placement 
  Quality Point Value Quality Point Value Quality Point Value
 90-100 4.0 4.72 5.0
 80-89 3.0 3.54 4.0
 70-79 2.0 2.36 3.0
 60-69 1.0 1.18 2.0
 0-59 0.0 0.00 0.0



 C. High School: Class Ranking

  1. Only Maryland High School Diploma students’ grade point 
averages will be used to determine class rank. Maryland 
High School Certificate students’ grade point averages 
will not be included in ranking. Certificate students are 
eligible for school honors and graduation honors. 

  2. Class rank will be determined by calculating G.P.A.’s to 
the thousandths of a percent and rounding to the near-
est hundredth. Based on this computation, student rank 
in class will be recorded on the transcript following the 
final marking period of the student’s senior year. 

  3. For purposes of designation of class and student hon-
ors, with the exception of valedictorian and salutatori-
an, and for college admission information, the cut-off 
date for computation of class honors will be the end of 
the third marking period. The process for designation 
of valedictorian and salutatorian is set forth in Policy 
IKD, entitled “Honor Rolls and Graduation Honors.”   

Honor Rolls and Graduation Honors
A student must have 80% and above in all subjects to be on the 
Honor Roll. To be on the Distinguished Honor Roll, a student must 
have all 90’s and above in all subjects. Academic honors designa-
tion at commencement will be awarded as follows: 

Highest Honors: minimum 4.0 GPA, at least fourteen credits in 
courses taken in high school (grades 9-12) identified as Honors, 
AP, and/or IB, and the completion of University of Maryland 
requirements. 

High Honors: minimum 3.75 GPA, at least twelve credits in 
courses taken in high school (grades 9-12) identified as Honors, 
AP, and/or IB.

Honors: minimum 3.5 GPA 
 
Maryland Scholars Program
The Maryland Scholars Program is designed to encourage stu-
dents to complete a rigorous course of study in high school to 
ensure that they are well prepared to succeed in college, the work-
place, and in life. Students who participate in this course of study 
will contribute to a more highly skilled and productive workforce 
and a stronger, more prosperous economy. The course of study is:
• 4 credits of English
• 3 credits of Math (Algebra I, Geometry, Algebra II)
• 3 credits of Science (Biology, Chemistry, and one additional lab 

Science—Physics preferred)
• 3 credits of Social Studies (from among: U.S. History, World His-

tory, Government and Economics)
• 2 credits of the same World Language
• minimum 2.5 GPA.

t    t    t

WCPS High School Diploma 
Graduation Requirements
The minimum requirements for graduation from Washington Coun-
ty Public Schools adhere to but are not limited by the standards 
established by the state of Maryland. 
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To earn a WCPS Diploma students must:
✓ Earn a minimum of twenty-four (24) credits 

English—4 credits                   
Social Studies—3 credits 
 1 United States Studies II
 1 Local, State, and National Government
 1 World History
Mathematics—4 credits 
 1 Algebraic Concepts
 1 Geometric Concepts
 2 Additional Mathematics Credits
Science, laboratory-based—3 credits
 1 Biology
 2 Additional Science Credits 
Fine Arts—1 credit 
Technology Education—1 credit 
Physical Education—1 credit 
Health/Life Skills—1 credit 
Electives—6 credits 

✓ Meet the Maryland High School Assessment requirement
✓ Complete a minimum 75 hours of Student Service Learning
✓ Earn credits to satisfy the requirements of the University Sys-

tem of Maryland Completer Program and/or a Career and Tech-
nology Education Completer Program (requirements follow)

Maryland High School Assessment Requirement 
Students who entered the ninth grade during or before the 2012-
13 school year are required to pass the HSA in English 10, Al-
gebra, and Biology. Most students who entered the ninth grade 
during the 2013-14 school-year are required to pass the PARCC 
assessment in English 10 and the HSA in Algebra, Biology and 
Government. Students who entered the ninth grade during or after 
the 2014-15 school-year are required to pass the PARCC assess-
ments in English 10 and Algebra as well as passing the HSA in 
Biology and Government.

Those students who do not pass all of the required assessments 
may also meet the graduation assessment requirement by earning 
a combined score equal to the minimum total passing score for the 
required tests, or earning a passing score on approved substitute 
tests, or meet the assessment requirements through successful 
completion of the Bridge Plan.

Completer Programs
Students are required to complete requirements in at least one 
of the following two programs: University System of Maryland or 
Career Technology Education.

University System of Maryland 
The Washington County Board of Education certifies that the 
following courses meet the minimum requirements for students 
seeking admission to institutions in the University System of Mary-
land. Additional advanced courses are recommended.
 Writing, Reading, and Literature - 4 credits
  English 9 to 12 
 History, Social Science - 3 credits
  United States Studies II 
  Local, State, National Government
  World History 
 Science (Lab-based) - 3 credits
  Biology
  Chemistry
  Physics
  Anatomy and Physiology
  Earth and Space Science
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 World Languages - 2 credits
  Chinese I, II, III, and IV
  French I, II, III, IV, and Advanced Placement/IB
  German I, II, III, IV, and Advanced Placement/IB
  Japanese I, II, III, and IV
  Latin I, II, III, IV, and Advanced Placement
  Russian I, II, III, and IV
  Spanish I, II, III, IV, and Advanced Placement/IB
 Mathematics - 3 credits
  Algebra I
  Algebra II
  Geometry

Career Technology Education 
The Career Technology Education Completer Programs meet the 
Maryland graduation completer program requirement. The course 
sequences, listed in the High School Program of Studies booklet, 
must all be completed to earn completer program credit.

t    t    t

Multi-Tier Prevention System
Washington County Public Schools believes that increased stu-
dent learning requires the consistent practice of providing high 
quality instruction matched to student needs. In a high-quality ed-
ucational environment, student academic and behavioral needs 
are identified and monitored continuously by using documented 
student performance data, to make instructional decisions. Unique 
needs are addressed, parents are informed and involved, and all 
staff work toward the common goal of raising achievement. Re-
sponse to Intervention (RTI) is a general education framework 
through which a school creates a high-quality educational environ-
ment by screening the needs of all students; differentiating core 
instruction for all students; applying research-based interventions 
to address specific needs of individual students; and continually 
monitoring progress to ensure success. High quality education re-
quires collaborative efforts from all district staff including general 
educators, special educators, and bilingual/ELL educators to facil-
itate that process.

Tier 1 Intervention:
 • Includes ALL students  
 • Instructional Practices:
  ► Whole group instruction aligned with Maryland College and 

Career-Ready Standards (MCCRS) provided by teachers of 
core content who are “highly qualified” and knowledgeable 
in all aspects of the curriculum

  ► Universally designed teaching and learning practices
  ► Re-teaching and pre-teaching of core skills in small, needs-

based groups
  ► Differentiated Instruction
 • Progress monitoring and frequent communication with parents

Tier 2 Intervention:
 • Student is not making adequate progress within Tier 1 instruc-

tion and supports. A Personal Learning Plan (PLP) will be de-
veloped by the appropriate school-based team. 

 • Implemented in or out of the general education setting. 
 • Instructional Practices:
  ► Small group work in addition to core instruction provided 

by teachers of core content who are “highly qualified” and 
knowledgeable in all aspects of the curriculum

  ► Universally designed teaching and learning practices

  ► Re-teaching and pre-teaching of core skills in small, needs-
based groups

  ► Differentiated Instruction
 • A referral to the appropriate school-based team for additional 

supports may be necessary if student is not making progress.
 • Progress monitoring and frequent communication with parents

Tier 3 Intervention:
 • Student is not making progress with Tier 1 and Tier 2 instruc-

tional supports, a referral to the appropriate school-based 
team should be made.

 • Ongoing documentation on the Personal Learning Plan (PLP)
 • Instructional Practices:
  ► Instruction typically occurs outside general education by a 

highly skilled teacher.
  ► Instruction is intensive and targets individual skills and does 

not necessarily align with common core standards for that 
grade level.

 • Progress monitoring and frequent communication with parents

t    t    t

Additional High School 
Learning Opportunities
Advanced Placement Courses
Students have the opportunity to participate in Advanced 
Placement (AP) programs sponsored by the College Board. 
Students taking an Advanced Placement course are expected to 
take the AP exam offered for the course. Advanced Placement 
exams are administered nationwide in May. WCPS pays half the 
cost of the exam with the balance charged to the student. Other 
financial support may be available. Students may receive college 
credit from participating colleges and universities by taking and 
earning a proficient score on the Advanced Placement exam. For 
more specific information on Advanced Placement courses and 
examinations, consult a school guidance counselor. 

School-based Course Offerings
There are a variety of course offerings at each high school. 
Contact the individual school guidance counselor for exact course 
offerings. Some of the courses described in this catalog are not 
offered at every high school.

Evening High School
WCPS Evening High School program provides course offerings 
and follows standards established for all WCPS high schools. Stu-
dents may earn up to two credits toward graduation requirements 
each semester. Generally, students who attend Evening High 
School remain enrolled at their home school, while some are en-
rolled only at Evening High. Evening High School classes are held 
at Washington County Technical High School, Monday through 
Thursday from 4:30 p.m. to 7:30 p.m. For more information, call 
301-766-8776 or 301-766-8460.

Student Internship/Mentorship Program
The Washington County Student Internship/Mentorship Program 
is a direct product of the Maryland Career Connections Initiative 
and strives to link workplace skills to classroom knowledge. Intern-
ships with mentors enable students to:

1. Clarify personal interest in their chosen career cluster and deter-
mine if a career is compatible with their personal interests, skills/
aptitudes and life goals;
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2. Observe and participate in real-world work activities within their 
chosen career cluster;

3. Apply classroom knowledge to real-world problems;

4. Apply work experience to classroom endeavors;

5. Develop positive work ethics;

6. Create a network of contacts within the local business commu-
nity; and

7. Experience “All Aspects of Industry.”

A student internship is a paid or unpaid career focused experience 
with a local business partner. Students become directly involved 
in the daily activities of a local business, government office, re-
search, or social service organization for a defined period of time. 
All business partners assign an employee to each student intern 
as a mentor.

“ESSENCE” - “Early Support for Students to
Enter College Education”

“ESSENCE”/Dual Enrollment Program with Hagerstown
Community College
The “ESSENCE”/dual enrollment program establishes the proce-
dures for Washington County Public Schools high school students 
to enroll in Hagerstown Community College courses. It is a col-
laborative program that establishes a procedure for high school 
students from the Washington County Public Schools to enroll in 
Hagerstown Community College courses in order to receive both 
high school and college credits for courses successfully complet-
ed. Only courses taught in WCPS high schools are included in the 
student’s high school grade point average (GPA). College credits 
earned appear only on their transcript at Hagerstown Community 
College. Additional information about the ESSENCE program is 
available from the high school guidance department and is de-
tailed in the WCPS High School Program of Studies booklet.

Student Service Learning:
A Graduation Requirement

What is the service graduation requirement?
Students will need to complete 75 hours of service learning, which 
will include proper preparation and reflection. Students will meet 
this requirement following the approved county plan. Furthermore, 
all activities completed through the county plan must meet Mary-
land’s seven best practices for successful student service. Finally, 
all Student Service Learning hours will be recorded and approved 
using the Washington County Student Service Learning Record 
of Participation Sheet. This form may be obtained from the high 
school guidance counselor, or high school SSL Coordinator.

Why is it called service-learning instead of community ser-
vice or volunteering?
Service-learning is a method of experiential learning. In most cas-
es, service-learning projects are a natural outgrowth of the curric-
ulum. Students study their communities and understand the many 
ways that their academic studies are related to being involved as 
a citizen. They also evaluate, discuss, and reflect on their service 
in order to make the connection between their academic subjects 
and effective action. The term “community service” carries conno-
tations of restitution for committing a nonviolent crime. It does not 
address the vital learning that takes place. Volunteering refers to 
a person demonstrating good will to offer time and energy to ad-
dress a need, rather than a structured learning experience.

What will my child get out of fulfilling the student service-
learning requirement?
Students involved in service-learning typically demonstrate social, 
personal, and intellectual growth and development. They increase 
their teamwork and problem-solving skills, as well as leadership 
and initiative. Their self-respect increases as they see that they 
can tackle tough problems and succeed. It also helps them see 
their roles as citizens and as active participants in the solution of 
community problems.

Won’t this requirement take class time away from the basics?
Teaching students how to be involved citizens is a basic and has 
traditionally been one of the primary purposes of public schools. 
The State Board of Education passed the requirement in support 
of the “book learning” that occurs daily in our schools.

Service-learning is also a method for improving classroom learning. 
The Association for Supervision and Curriculum Development has 
endorsed required service-learning. There is now an understanding 
that many students learn best, not through lectures and seat work, 
but through active, purposeful experiences. For instance, when 
students study chemistry, they can test a local stream for its acidic 
content. Based on their evaluation, they may decide how best to 
help clean up the stream or advocate for better water quality as a 
matter of public policy.

Student Service Learning Approved County Plan
Overview of Service-Learning Delivered Model: Each middle 
school grade has service activities connected to regular curricular 
initiatives. Sixth grade is connected to science around the theme of 
“Ecology;” seventh grade is connected to social studies in various 
areas pertaining to citizenship and eighth grade is connected to 
the curricular initiatives in English/Language Arts. Students earn 
15 hours for completing the activities of each grade. Students must 
complete 15 hours individually, in the community after the end of 
eighth grade, and complete the 15 hours connected to the curric-
ulum of the Grade 10 Health Education/Life Skills required class. 
Students not completing the connected portions must perform the 
equivalent number of individual hours in the community after com-
pleting eighth grade. Middle school students can earn 15 individual 
hours by completing an “exemplary” project and applying to the 
county SSL coordinator for approval. The project must meet the 
Maryland Best Practices Standard. These hours may be in addition 
to those earned by completing the curriculum based activities.

How many credits should a new student to the county be 
required to complete?
If a student enters from another state or private school and has never 
been in the Washington County Public Schools, they are required 
to complete: 75 hours when entering as a ninth grader, 55 hours 
when entering as a tenth grader, 35 hours when entering as an 
eleventh grader, 15 hours when entering as a twelfth grader in first 
semester, 5 hours when entering as a twelfth grader in the second 
semester. If a student enters WCPS from a school system outside 
Maryland, public or private, that has a service-learning requirement, 
they may apply to the county service-learning coordinator for the 
hours to be credited. The transferred hours must meet the Maryland 
Best Practice Standard. If a student enters from another Maryland 
county and they have documentation that they have completed 
the requirement, WCPS accepts this documentation to fulfill the 
requirement. If they enter without this documentation, then the 
student must complete all 75 hours, prior to graduation. If a student 
is entering from another state or private school and has previously 
been enrolled in a Washington County high school, they are required 



ment of skills in sport activities and strategies in game situations 
relating to fitness and exercise, soccer, basketball, volleyball, dance 
and rhythm, softball, and track and field. At various checkpoints in 
elementary, middle, and high school, each student’s progress is 
measured to help teachers better help students grow. These results 
are used to target areas needing further development. Success in 
physical activities stimulates a lifelong interest in maintaining health 
and fitness. Physically educated students will continue to promote 
these competencies through a lifetime of activities.

Elementary School
The elementary physical education program teaches students 
basic physical skills. Each skill is divided into parts. Repetition and 
review are often used in instruction, as each skill must build upon 
skills that have been developed earlier.

Middle School
The middle school physical education program emphasizes skill 
development, fitness, team sport participation, and social and 
emotional growth. Teachers introduce a variety of activities such 
as individual, dual, and lifetime sports. Games are used to improve 
student fitness, skill, application of safety measures, knowledge, 
and attitudes. Instruction and expectations increase as students 
progress through the middle school grades. WCPS does not 
organize middle school athletic teams; however, area recreation 
and youth leagues offer opportunities for middle school youth to 
participate in organized sports programs.

High School
One credit of physical education is required for students to graduate 
from high school. In this credit, teachers emphasize the development 
of physical fitness through a program of individual skills, team-related 
activities, and additional life time co-educational sports.

Students may chose to take elective physical education courses. In 
each course, students work on fitness, skill, safety, knowledge, and 
attitudes through a variety of structured activities. Weight Condi-
tioning is an elective physical education course that provides weight 
training, body conditioning, and fitness-related activities.

All students are encouraged to participate in a physical education 
program that goes beyond the one credit minimum required for 
high school graduation. WCPS offers organized individual and 
team sports at the high school level. For more information, contact 
the high school athletic director at the school level or see the 
Washington County Public Secondary Schools Athletic Handbook.

School Library Media Program
Every Washington County elementary, middle, and high school 
has a library media center that provides a wide variety of resourc-
es and services to inspire curiosity, creativity and achievement in 
its students.

The library media center resources are selected to not only sup-
port instruction and achievement in all content areas but also to 
foster curiosity and creativity by appealing to students’ informa-
tional and pleasure reading interests. Through the county’s online 
library catalog and an active interlibrary loan program, students 
are not limited to just the items housed in their individual library 
media center, but benefit from access to thousands of resources 
available countywide.
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to complete according to the above, and 20 hours for every year 
that they were previously enrolled - even if only for one month. For 
example if a student is enrolling as a first semester senior and was 
previously in a Washington County high school for 1 year of ninth 
grade, 3 months of tenth grade, and 5 months of eleventh grade, 
they would be required to perform 15+20+20+20=75 hours.

Service-learning is indicated on report cards. Completion of 
service-learning is indicated on the transfer sheet when a student 
withdraws.

Overview of Pre-K–12
Programming

Health Education Pre-K–12
In Washington County Public Schools, Comprehensive Health Ed-
ucation includes instruction in the following seven content areas:
 -  Alcohol, Tobacco, and Other Drug Use Prevention;
 -  Disease Prevention and Control;
 -  Family Life and Human Development;
 -  Mental Health;
 -  Nutrition and Fitness;
 -  Personal and Consumer Health;
 -  Safety and Injury Prevention.

In addition to these topics, the health education program includes 
components from school health services, food services, counseling 
and school psychology services, and healthful school environments.

Since health education is multi-dimensional, it has application in 
many disciplines. Therefore, responsibility for delivery also is shared 
and/or reinforced in science, social studies, language arts, guidance, 
family life, physical education, and family and consumer science.

At the elementary level, health education is taught primarily by 
physical education teachers. In middle schools, health education 
generally is taught as a rotation in Unified/Related Arts or in phys-
ical education. In high schools there is a one credit graduation 
requirement in the course Health Education/Life Skills.

Family life is taught in grades 5-10. The topics include physical and 
emotional maturation, reproduction, physical and sexual abuse, 
sexually transmitted diseases, HIV/AIDS instruction and informa-
tion on pregnancy prevention with emphasis on abstinence. Stu-
dents may be excused from this unit of the program upon written 
request from a student’s parent or guardian.

Physical Education 
Pre-K–12
The Washington County Public Schools physical education cur-
riculum provides opportunities for students to mature physically 
through activities designed to develop fitness, skill, concern for 
safety, knowledge of key facts, and positive attitudes toward per-
sonal health and physical activity. The physical education program 
designs activities, instruction, and resources to help students devel-
op physically from early childhood to young adulthood. The basic 
activities in kindergarten through grade nine include the develop-
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Library media specialists model and teach information literacy 
skills through their work with students and staff across all grade 
levels and all content areas to build a community of 21st century 
lifelong learners. At the same time, librarians continue to instill the 
traditional values of literature appreciation and the joy of reading. 

In addition to print resources and in-school services, the library 
media program provides 24/7 access to the library catalog and a 
vast array of digital resources such as online databases, ebooks, 
and other internet-based services through an online information 
portal. Students should check with their library media specialist for 
the web address of the portal and to obtain the user IDs and pass-
words required to access many of the valuable resources found 
there. 

The school library media program, the library media centers, and 
the library media specialists proudly serve the students and teach-
ers of Washington County. Together we build a community of infor-
mation literate individuals who are informed decision-makers, eth-
ical/responsible consumers of ideas and information, and creative 
users of digital tools, who will use their skills throughout school, 
college, and life.

Visual and Performing 
Arts Programs Pre-K-12
Elementary
Visual art instruction is available to all students in Grades K-5. 
The program involves drawing, painting, sculpture, printmaking, 
collage, construction, modeling, art history, and discussions 
about art. Student works are displayed within the schools, as 
well as through the Youth Art Month Show at the Valley Mall, the 
Washington County Public Schools Art Exhibit at the Washington 
County Museum of Fine Arts, and on the WCPS website.

WCPS has established a cooperative program with the Washing-
ton County Museum of Fine Arts in conjunction with the WCPS 
Literacy Initiative. The program provides grade level themes and 
trips for all third, fourth, and fifth grade students to the Washington 
County Museum of Fine Arts, and students write about their expe-
riences related to the artworks viewed at the museum when they 
return to their schools.

Music instruction also is available to students in Grades K-5. The 
program involves experiences in voice, Orff, and recorder. Music 
history, reading/notation, and choral performance opportunities 
are developed within the curriculum. Kindergarten and pre-Kinder-
garten students attend Kinder Koncerts. These concerts are made 
available through a partnership with the Maryland Symphony Or-
chestra and Hagerstown Community College. Citicorp sponsors 
the Maryland Symphony Youth Concerts for fourth grade students. 
These concerts are hosted and performed by the Maryland Sym-
phony Orchestra and the Maryland Theatre.

Large Choral Ensemble experiences are available for interested 
students in many schools. Instrumental programs are offered in 
every school. A pilot program in dance is available in selected 
schools.

Secondary Visual Arts
The Middle School Visual Arts program provides a fundamental 
study of a variety of art media, art history, critical thinking, and visu-

al problem solving. Student art works are displayed within schools, 
as well as at the Youth Art Month Show at the Valley Mall and the 
Washington County Public Schools Art Exhibit at the Washington 
County Museum of Fine Arts, and on the WCPS website.

At the high school level, course offerings begin with Art 1 and prog-
ress through Art 4. Photography classes also are available. Studio 
Art classes may be offered in specialty areas of art with opportu-
nities to earn advanced placement in either portfolio or art history. 
Student art work is on display at the Youth Art Month Show at the 
Valley Mall, the Washington County Public Schools Art Exhibit at 
the Washington County Museum of Fine Arts, and on the WCPS 
website.

Secondary Performing Arts
In Grades 6-8, students have both choral and instrumental music 
opportunities and students may participate in choral and instru-
mental performances. In addition to in-school performances, stu-
dents may be involved in parades, community concerts, ensemble 
festivals, and All-County and/or All-State events.

In Grades 9-12 students have choral and instrumental music op-
portunities that include marching band, concert band, jazz band, 
orchestra, chorus, musical theater, dance, guitar, and piano lab. 
Music studio classes also include music theory and AP Music The-
ory. Individual student and group performance opportunities not 
only are available locally, but also statewide and regionally. These 
include but are not limited to the following: All-County and All-State 
groups; Swingin’ in the Park (Jazz); special request performances; 
the Western Maryland Large Ensemble Festivals, and the Western 
Maryland Solo and Ensemble Festival.

Barbara Ingram School for the Arts
Washington County Public Schools officially opened Barbara In-
gram School for the Arts in the fall of 2009. This school is a four-
year program, grades 9 through 12, for up to 300 students. The 
academic program for the 300 students is provided in a separate 
facility, located within the downtown Hagerstown area. The Bar-
bara Ingram School for the Arts provides young people with in-
tensive, pre-professional training in the arts within the context of a 
college preparatory academic curriculum. Students are accepted 
by either audition or portfolio. The Barbara Ingram School for the 
Arts experience will ultimately result in the development of an in-
dividualized artistic skill that will assist students in a professional 
or college bound career. The physical building design devotes one 
floor for each instructional subject. Through its design, the school 
will serve as an arts resource for Washington County by offering 
performances, educational workshops, and extensive after-school 
training opportunities in the arts.
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e 

st
at

e 
of

 M
ar

yl
an

d.

 
Fr

ee
 a

nd
 a

pp
ro

pr
ia

te
 e

du
ca

tio
na

l p
ro

gr
am

s 
an

d 
re

la
te

d 
se

rv
ic

es
 fo

r a
ll 

ha
nd

ic
ap

pe
d 

ch
ild

re
n 

fr
om

 b
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 b
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 p
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 d
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 c
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f l
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 c
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 re
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 d
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e 

ch
ild

 is
 

el
se

w
he

re
 re
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s c
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 p
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r c
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 b
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 p
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l o
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BULLYING, HARASSMENT, OR INTIMIDATION REPORTING FORM 
 

Directions:  Bullying, harassment, or intimidation are serious and will not be tolerated.  This is a form to report alleged bullying 
harassment, or intimidation that occurred on school property; at a school-sponsored activity or event off school property; on a school 

bus; or on the way to and/or from school*, in the current school year.  If you are a student victim, the parent/guardian of a student 
victim, or a close adult relative of a student victim, or a school staff member and wish to report an incident of alleged bullying 

harassment, or intimidation, complete this form and return it to the Principal at the student victim’s school.  Contact the school for 

additional information or assistance at any time. 
Bullying, harassment, or intimidation means intentional conduct, including verbal, physical, or written conduct, or an intentional electronic 
communication, that: (I)  creates a hostile educational environment by substantially interfering with a student’s educational benefits, opportunities, or 
performance, or with a student’s physical or psychological well-being and is: 1. motivated by an actual or a perceived personal characteristic including 
race, national origin, marital status, sex, sexual orientation, gender identity, religion, ancestry, physical attribute, socioeconomic status, familial status, or 
physical or mental ability or disability; or 2. threatening or seriously intimidating; and (II) 1. occurs on school property, at a school activity or event, or on 
a school bus; or 2. substantially disrupts the orderly operation of a school.  Electronic communication means a communication transmitted by means of 
an electronic device, including a telephone, cellular phone, computer, or pager.       

   

Today’s date: _________ / _________ / ___________ School: ______________________________________________ 
 Month Day Year 

       School System: _______________________________________ 
 

 
PERSON REPORTING INCIDENT                                          Name: ___________________________________________________          

 
Telephone: ___________________________        E-mail: ___________________________________________________ 

 

 Place an X in the appropriate box:  Student    Student (Witness/Bystander)    Parent/guardian    Close adult relative     
          School Staff 

 
1. Name of student victim: ___________________________________________________________ Age: _________ 
    (Please print)      
           

2. Name(s) of alleged offender(s) (If known): (Please print) Age           School                                       Is he/she a student? 
                         (if known) 

___________________________________________ _______    _______________________             Yes    No 

___________________________________________ _______    _______________________             Yes    No 
___________________________________________ _______    _______________________             Yes    No 
   

3. On what date(s) did the incident happen?:  

_______ / ________/ _________           _______ / _______ / ________          _______ / ________/ _________ 
 Month               Day       Year                      Month               Day            Year         Month               Day          Year 

 
 

4.  Place an X next to the statement(s) that best describes what happened (choose all that apply): 
 

 Any bullying, harassment, or intimidation that involves physical aggression 
 Getting another person to hit or harm the student 

 Teasing, name-calling, making critical remarks, or threatening, in person or by other means 
 Demeaning and making the victim of jokes 

 Making rude and/or threatening gestures 

 Excluding or rejecting the student 
 Intimidating (bullying), extorting, or exploiting 

 Spreading harmful rumors or gossip  
 Electronic Communication (specify) _________________________________________________________________  

 Other (specify) _________________________________________________________________________________ 
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5. Where did the incident happen (choose all that apply)? 
 

      On school property            At a school-sponsored activity or event off school property 

      On a school bus                 On the way to/from school* 
 
 

*Will be collected unless specifically excluded by local board policy 

 
6. What did the alleged offender(s) say or do? ______________________________________________________________________ 

___________________________________________________________________________________________________________
___________________________________________________________________________________________________________

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 
(Attach a separate sheet if necessary) 

 
7. Why did the bullying, harassment or intimidation occur? ___________________________________________________________ 

___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 
(Attach a separate sheet if necessary)

 

8. Did a physical injury result from this incident?  Place an X next to one of the following: 
  

  No                        Yes, but it did not require medical attention                        Yes, and it required medical attention 

 

9. If there was a physical injury, do you think there will be permanent effects?     Yes     No 
 

10.  Was the student victim absent from school as a result of the incident?          Yes     No  
       If yes, how many days was the student victim absent from school as a result of the incident?  _________ 

 

11. Did a psychological injury result from this incident?  Place an X next to one of the following: 
  No         Yes, but psychological services have not been sought          Yes, and psychological services have been sought 

 
 

12.  Is there any additional information you would like to provide? _______________________________________________________ 

___________________________________________________________________________________________________________
___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 
___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________
___________________________________________________________________________________________________________ 

(Attach a separate sheet if necessary) 

 

 
 

Signature: _________________________________________________________________   Date: ___________________ 
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BULLYING, HARASSMENT, OR INTIMIDATION INCIDENT SCHOOL INVESTIGATION FORM 
 

School Personnel Completing Form: ______________________________     Position:  _____________________________________ 
 

Today’s date: _________ / _________ / ___________    School: ___________________________________________ 
 Month Day Year 

      School System: _____________________________________ 
 

Person Reporting Incident (From reporting form) Name: _____________________________________________________________ 
 

Telephone: ___________________________            E-mail: ______________________________________________________ 

 
 Place an X in the appropriate box:  Student    Student (Witness/Bystander)   Parent/guardian    Close adult relative   

           School Staff 
 

 
1. Name of student victim: ____________________________________Age: _____ Days absent as a result of the incident: _______ 
    (Please print)      
             

2. Name(s) of alleged offender(s) (If known):   Age                        School   Is he/she a student?     Days absent  

        due to incident 

___________________________________________ _______  ________________________    Yes   No       _________  
___________________________________________ _______  ________________________    Yes   No       _________ 

___________________________________________ _______   _______________________     Yes   No       _________  
    (Please print) 

Total number of alleged offenders: ______________ 

 

INVESTIGATION 
 

3. What actions were taken to investigate this incident? (choose all that apply) 

 
 Interviewed student victim 

 Interviewed alleged offender(s) 

 Interviewed witnesses 
 Witness statements collected in writing 

 Interviewed school nurse 
 Reviewed any medical information available  

 Interviewed teachers and/or school staff 

 Interviewed student victim’s parent/guardian 

 Interviewed alleged offender’s parent/guardian 

 Examined physical evidence 
 Conducted student record review 

 Obtained copy of police report 
 Other (specify) _____________________________ 

 

 

 
4.  Why did the harassment or intimidation (bullying) occur (alleged motives)? (choose all that apply) 

 
 Because of race 

 Because of national origin 

 Because of marital status 
 Because of sex 

 Because of sexual orientation 
 Because of gender identity 

 Because of religion 

 Because of disability 

 Because of physical appearance 

 To impress others 
 Just to be mean 

 Because of another reason (specify)  
 ___________________________________________ 

      The reason is unknown 
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___________________________________________ _______  ________________________    Yes   No       _________  
___________________________________________ _______  ________________________    Yes   No       _________ 

___________________________________________ _______   _______________________     Yes   No       _________  
    (Please print) 
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INVESTIGATION 
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 Interviewed witnesses 
 Witness statements collected in writing 

 Interviewed school nurse 
 Reviewed any medical information available  

 Interviewed teachers and/or school staff 
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 Other (specify) _____________________________ 

 

 

 
4.  Why did the harassment or intimidation (bullying) occur (alleged motives)? (choose all that apply) 

 
 Because of race 

 Because of national origin 

 Because of marital status 
 Because of sex 

 Because of sexual orientation 
 Because of gender identity 

 Because of religion 

 Because of disability 

 Because of physical appearance 

 To impress others 
 Just to be mean 

 Because of another reason (specify)  
 ___________________________________________ 
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BULLYING, HARASSMENT, OR INTIMIDATION INCIDENT SCHOOL INVESTIGATION FORM 
 

School Personnel Completing Form: ______________________________     Position:  _____________________________________ 
 

Today’s date: _________ / _________ / ___________    School: ___________________________________________ 
 Month Day Year 

      School System: _____________________________________ 
 

Person Reporting Incident (From reporting form) Name: _____________________________________________________________ 
 

Telephone: ___________________________            E-mail: ______________________________________________________ 

 
 Place an X in the appropriate box:  Student    Student (Witness/Bystander)   Parent/guardian    Close adult relative   

           School Staff 
 

 
1. Name of student victim: ____________________________________Age: _____ Days absent as a result of the incident: _______ 
    (Please print)      
             

2. Name(s) of alleged offender(s) (If known):   Age                        School   Is he/she a student?     Days absent  

        due to incident 

___________________________________________ _______  ________________________    Yes   No       _________  
___________________________________________ _______  ________________________    Yes   No       _________ 

___________________________________________ _______   _______________________     Yes   No       _________  
    (Please print) 

Total number of alleged offenders: ______________ 

 

INVESTIGATION 
 

3. What actions were taken to investigate this incident? (choose all that apply) 

 
 Interviewed student victim 

 Interviewed alleged offender(s) 

 Interviewed witnesses 
 Witness statements collected in writing 

 Interviewed school nurse 
 Reviewed any medical information available  

 Interviewed teachers and/or school staff 

 Interviewed student victim’s parent/guardian 

 Interviewed alleged offender’s parent/guardian 

 Examined physical evidence 
 Conducted student record review 

 Obtained copy of police report 
 Other (specify) _____________________________ 

 

 

 
4.  Why did the harassment or intimidation (bullying) occur (alleged motives)? (choose all that apply) 

 
 Because of race 

 Because of national origin 

 Because of marital status 
 Because of sex 

 Because of sexual orientation 
 Because of gender identity 

 Because of religion 

 Because of disability 

 Because of physical appearance 

 To impress others 
 Just to be mean 

 Because of another reason (specify)  
 ___________________________________________ 

      The reason is unknown 

 



 

 2 

5. What corrective actions were taken in this case (choose all that apply)?  
  None were required, this was a false allegation 

 None, the incident did not warrant any corrective action 
 Student conference 

 Student warning 
 Letter of apology 

 Mediation 

 Counseling 
 Parent letter  

 Parent phone call 
 Parent conference 

 Detention 

 In-school suspension  
 Out-of-school suspension/expulsion 

 Other (specify) ______________________________ 

 
6. Additional pertinent information gained during the interview : _________________________________________________________ 

___________________________________________________________________________________________________________ 

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 

      (Attach a separate sheet if necessary) 
 

7. Investigator notes: __________________________________________________________________________________________ 

___________________________________________________________________________________________________________

___________________________________________________________________________________________________________ 

(Attach a separate sheet if necessary) 

 
 
 

Signature: ________________________________________________________________  Date: __________________________ 



MERITUS HEALTH SCHOOL HEALTH PROGRAM WASHINGTON COUNTY PUBLIC SCHOOLS

TO BE COMPLETED BY PARENT/GUARDIAN

PHYSICIAN’S MEDICATION ORDER FORM

Student Name: _________________________________________________________________ Date of Birth: __________________

School: ___________________________________________ Grade: _________  School Year (including Summer School): ______________

TO BE COMPLETED BY PHYSICIAN OR AUTHORIZED PRESCRIBER

Name of medication: _________________________________________________ Allergies: ______________________________________________
Reason for medication: _____________________________________________________________________________________________________
Form of medication/treatment:
      Tablet/Capsule        Liquid        Inhaler        Injection        Nebulizer        Other _____________________________________
Instructions (Time to be given at school): ________________________________________________________________________________________
 Dose (mg, ml, ml/tsp, # puffs) _________________________________________________ Route_____________________________________
 If PRN, for what symptom(s) _________________________________________ If PRN, frequency _______________________________________
Side effects: (Please describe) ________________________________________________________________________________________________
       Please check one of the following:
            Discontinue:       End of school year       Other (specify): ____________________________________________________________________

The order must match the prescription label.
uuu Please note: Any deviation from the scheduled time requires a new order. uuu

This includes delayed openings, early dismissals or field trips.
Authorized Prescriber’s Signature: ______________________________________________________________________ Date: ___________________
Authorized Prescriber’s Name/Title: ________________________________________ Phone: _____________________ Fax: _____________________
                                                                                                                                              (Type or Print)

A verbal order was taken by the school RN (name) ___________________________________ for the above medication on (date) __________________
Verbal order must be followed by a signed order within 1 day.

       uuu PLEASE USE A SEPARATE FORM FOR EACH MEDICATION uuu

TO BE COMPLETED BY PHYSICIAN OR AUTHORIZED PRESCRIBER

TO BE COMPLETED FOR INHALER OR EPI-PEN ONLY
Washington County Board of Education permits a student to possess and self-administer asthma or anaphylaxis medication at school and 
at school-related functions. Completion of the following information by the authorized prescriber acknowledges that this student has been 
instructed and has the skills and knowledge on self administration of this medication.

This student may carry this medication:      No       Yes

Signature: ______________________________________________________________________________________ Date: _____________________
                                                                                                                                              (Authorized Prescriber’s Signature)

uuu PARENT TO COMPLETE EPI-PEN/INHALER CONTRACT ON BACK OF THIS FORM uuu

TO BE COMPLETED BY PARENT/GUARDIAN

I give permission for (name of child) _____________________________________________ to receive the above stated medication at school according 

to standard school policy. I release Meritus Health, the Washington County Board of Education, and their employees from any claim or liability for 

administering prescribed medication to this student. I HAVE READ THE INFORMATION OUTLINED ON THE BACK OF THIS FORM AND ASSUME THE 

RESPONSIBILITIES AS STATED ON THIS FORM. I authorize the school nurse to communicate with the health care provider as allowed by HIPAA.

Date: ________________ Signature: __________________________________________________ Relationship: _____________________________

Home phone: ___________________________ Work phone: ___________________________ Emergency phone: ___________________________

uuu For Self-Administration ONLY uuu For Self-Administration ONLY uuu

Order reviewed by the school RN ___________________________________________________________________________ Date ___________________
Form M-1 (14)

Attach
Photo

A NEW FORM MUST BE COMPLETED AT THE BEGINNING OF EACH SCHOOL YEAR!



MEDICATION GUIDELINES
The following medication guidelines are used in Washington County Public Schools. These guidelines enable the school health staff 
to provide the best possible service to your child.

1. Whenever possible, medication should be given at home.

2. The first dose of all new medication must be administered at home.

3. In order for medication to be given at school, the medication must be accompanied by a properly completed Physician’s Medication 
Order Form.

4. The school nurse will call the prescriber as allowed by HIPAA if a question arises about child and/or child’s medication.

5. Medications:
 a. Prescription medication(s) must be in a container labeled by the pharmacist with the student’s name, prescriber’s name, 

name of medication, dosage, route, directions for administration, conditions for storage, prescription date and expiration date. 
Maryland law allows prescription medication to be used only for 1 year beyond date of issue or expiration date indicated on the 
medication—whichever comes first.

 b. Over-the-counter medication(s) must be provided to the school in the original sealed container. It is also important to make sure 
there is a current expiration date on it. Staff may not dispense outdated medication.

6. An adult must bring the medication to school. No medication will be sent home with a student.

7. All medications are kept in the Health Office. The health staff will make every attempt to notify you in advance when your child’s 
medication is getting low.

8. If your child takes medication in the morning at home, it is important to give it at the same time every day. If your child is coming 
to school late due to an appointment or a delayed school opening, the morning dose should be given as usual because the school 
dose will be given at the time ordered. Any deviation from the scheduled time requires a new order.

9. Antibiotics which are given three times a day are not usually given at school. Please consult your physician before bringing these 
medications to school.

10. All medication must be picked up by an adult at the end of the school year. NO medication will be sent home with your child.

SELF CARRY/SELF ADMINISTRATION OF EMERGENCY MEDICATION CONTRACT

This form must be completed in addition to routine medication administration forms for those students who need to carry medication in order 
to self administer in an emergency.

1. Student has demonstrated the purpose and the appropriate method and time to administer the ______________________ to the nurse.

2. Student agrees to never share the ______________________ with another student.

For Asthma medication:
 a. Student agrees that after two puffs, if there is not marked improvement, he/she will go to health office.
 b. It is advisable that a spare inhaler be kept in the health office.

For Epi-Pen:
 a. If student self-administers epi-pen, he will immediately have someone notify health office staff.
 b. It is advisable that a spare epi-pen be kept in the health office.
The student may be subject to disciplinary action if he/she does not use the medication in a safe and proper manner.

 ______________________________________________________ ________________________
 Student Signature Date

 ______________________________________________________ ________________________
 Nurse Signature Date

 ______________________________________________________ ________________________
 Administrator Signature Date

I give permission for my child _____________________________________ to carry the inhaler/epi-pen as prescribed by the physician. I 
understand that he/she must follow the rules listed above. I will notify the school of changes in medication or my child’s condition.

______________________________________________________ ________________________
 Parents’ Signature(s) Date

______________________________________________________ ________________________
 Parents’ Signature(s) Date

Please circle one.

Please circle one.

WCHD SHD 3/97; Rev. 6/05; 6/06; 6/08; 9/12, 5/14

inhaler / epi-pen

inhaler / epi-pen 



General Information
Student Name Perm ID Gender Grade

State ID Nick Name

Birth Date Birth Place Leave Date Enter Date

Home Phone Home Language Are you Hispanic or Latino?  Yes  No
Please check one or more race categories.
 American Indian or Alaska Native     Native Hawaiian or Other 
 Asian                                                         Pacific Islander
 Black or African American                 White

Home Address Mailing Address

Bus Routes:   AM Bus ________________                  AM K bus to home  ______________________
                        PM Bus ________________                  PM K bus to school  _____________________                Day Care ________________________

Custodial Information
Parent Employer  Lives With         Contact Allowed    Mailings Allowed

 Has Custody     Ed. Rights
Address E-Mail

Phone Type Phone Extension
 Primary          Not Listed      Contact Phone

Phone Type Phone Extension
 Primary          Not Listed         Contact Phone

Sibling Information
Name of Sibling Male/Female Date of Birth School

Emergency/Temporary Care Contact Information: List a minimum of three adults who may assume temporary care of your 
child without your further consent, in the event of an emergency, illness or accident when you cannot be reached.  PLEASE IDENTIFY CHILDCARE 
PROVIDER. Parents/guardians of elementary students will be asked to provide additional information on a separate form for those adults who may 
pick up or assume temporary care of the student.

Name Relationship to Student Home Number Work Number Other Number

Health Care Information
Health Care Provider/Physician: Phone:

Dentist: Phone:

Health Insurance Company:

Check if your child has any of the following:
Medications(s) Allergies

Check those that apply. Indicate name of medication. Check those that apply. Describe allergic reaction.
 Asthma Medication:  Food*
 Attention Deficit Medication:  Chemicals/Environmental
 Diabetes Medication:  Bee Sting/Insect Bites
 Heart Problems Medication:  Latex
 Migraines Medication:  Medicines
 Mental Health Medication:
 Seizure Disorders Medication:
 Other Medication:
Is medication administered at school?                      Yes     No Is epi-pen used?                                   Yes    No
Is medication administered at home?                       Yes    No Has breathing been affected?              Yes    No
Recent surgery, accident, or illness?   Yes     No     If yes, describe:  

*If a student has food allergies, the Special Dietary Needs for Student Form must be completed.

Washington County Public Schools
Student Health/Family Information

Year:   
Report:   
 



Student’s Medical History
 Anorexia/Bulimia (Eating Disorder)
 Dental Problem
 Disability – Physical
 Earaches – Frequent
 Eczema (Skin Disorder)
 Fainting Spells
 Gastrointestinal Disorder

 Headaches – Frequent
 Hearing Problem – Wears Aids
 Heart Condition
 Kidney/Bladder Problems
 Menstrual Problems
 Orthopedic Condition
 Seizure Disorder

 Sore Throats – Frequent
 Speech Problems
 Stomachaches – Frequent
 Vision Problem – Wears
     Glasses/Contacts
 Other: _______________________________

List any other information regarding your child’s health that will help the school staff to better understand and work with your child.

__________________________________________________________________________________________________________

 In the event my child requires medical treatment, I authorize the Washington County Board of Education and its authorized
representatives to provide medical treatment.

Parent/Guardian Signature ____________________________________________ Date: _________________

Release of Information: The Family Educational Rights and Privacy Act (FERPA) requires that WCPS obtain the written consent of 
parents/guardians, prior to the disclosure of personal, identifiable information from the student’s record.

High School Students:  Release of Information to Military Recruiters
Under the federal No Child Left Behind Act, public school districts must release the names, addresses, and telephone numbers of 11th and 12th grade 
students to U.S. military recruiters.  The student or parent has the right to request in writing that this information NOT be released.  If you do not want this 
information released, please check box.                 DO NOT release information to MILITARY RECRUITERS

Media Access
In the course of school activities, WCPS staff and/or the news media occasionally wish to interview, photograph, or videotape students, display their work or 
publish their names.  Unless indicated otherwise below, WCPS will assume permission to do so.  WCPS cannot control media coverage of events that are 
open to the public.                       DO NOT release information about or allow media access to my child.

Directory Information: Certain information that is not considered harmful or an invasion of privacy is referred to as Directory Information and may be 
disclosed to outside organizations without parent/guardian consent, unless the parent/guardian indicates to the contrary.  Outside organizations include, but 
are not limited to, companies that manufacture class rings or publish yearbooks.  Parents/guardians who do not want Directory Information released to 
outside organizations must complete the Restriction of Access to Directory Information Annual Parental Opt-Out Form available at each Washington County 
public school and return it by September 6, 2014 or within 10 days of enrollment.  (See WCPS Handbook and Guide for information.)

Parent/Guardian Signature ______________________________________________ Date: _________________



File: JFHA-E

GRIEVANCE PROCEDURE FOR STUDENTS
ALLEGING DISCRIMINATION

TO: Superintendent of Schools
Washington County Public Schools
10435 Downsville Pike
Hagerstown, MD 21740

FROM: Name _____________________________________ School ____________________

Address ___________________________________ Home Phone _______________

I believe that I have been discriminated against by the following procedures. (Please refer to specific
violations of laws, regulations, or policies, if possible.)

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

I have discussed this grievance with _____________________________________________________
on (date) __________ and received an unsatisfactory response on (date) ________________________.

I then discussed this grievance with _______________________________________, the WCBOE
Compliance Officer, on (date) _______________________, and received an unsatisfactory written
response on (date) __________________, which is attached.

I appeal to you for a remedy for this discrimination.

_________________
Date

_________________
Date

Approved: August 18, 1989

______________________________________________
Student Signature

______________________________________________
Parent Signature

APPENDIX A



WASHINGTON COUNTY COMMUNITY AGENCIESWASHINGTON COUNTY COMMUNITY AGENCIES Please use this document for handbook all info. updated 4.21.14 
 
 

AGENCY HOURS SERVICES 
American Red Cross, Youth Services 
1131 Conrad Court 
Hagerstown, MD 21740 
301-739-0717      

8:30 a.m. to 4:30 p.m. Monday thru Thursday 
8:30 a.m. to 4:00 p.m. Friday 

Provides young people, ages 11-22, with opportunities that 
will encourage them to become adult leaders of tomorrow 
 
www.redcross.org/washingtonmd 

Behavioral Health Services 
11116 Medical Campus Road, Suite 2989 
Hagerstown, MD 21742 
301-766-7600     

9:30 a.m. to 6:00 p.m. – Monday thru  Thursday;   
9:30 a.m. to 4:30 p.m. – Friday 
 

Offers individual and group outpatient counseling to couples 
and individuals.  
 
www.meritushealth.com/behavior 

Big Brothers/Big Sisters 
1135 Virginia Avenue 
Hagerstown, MD 21740 
301-739-4711                 www.bbbswcmd.org 

8:30 a.m. to 4:30 p.m. – Monday thru Friday 
 
 

Helping children and youth (Littles) reach their full potential through 
professionally supported one-to-one relationships with mentors 
(Bigs). Caring Bigs support Littles in their healthy development into 
productive adult members of the community by assisting them in 
educational, social, emotional and character development. 

Boys and Girls Club 
805 Pennsylvania Avenue 
Hagerstown, MD 21742 
301-733-5422                      www.bgcwc.com   

Hours for children 2:30 p.m. to 8:00 p.m.  
(Monday thru Friday-during school year)  
Staff hours 9:00 a.m. to 9:00 p.m.  Monday thru 
Friday (during school year) 

A guidance center organization established for the social, 
recreational, educational and character development of 
youth, ages 6 – 18. 
 

Boy Scouts of America 
18600 Crestwood Drive 
Hagerstown, MD 21742 
301-739-1211       www.mason-dixon-bsa.org 

Memorial Day - Labor Day: 8:30 a.m. to 4:30 
p.m.  Monday, Tuesday, Wednesday, and 
Friday;  
8:30 a.m. to 6:00 p.m. Thursday.  
Labor Day - Memorial Day, please call for hours 

Provides leadership training for adults and services for Cub 
Scouts, Boy Scouts, and Explorers relating to program 
organization, training, advancements, and camping within 
the Scouting program. 

Brook Lane Health Services 
13218 Brook Lane Drive 
Hagerstown, MD 21742        1-800-342-2992 
301-733-0330                  www.brooklane.org 

Hospitalization - 24 hours, 7 days a week 
Other services by appointment 

Private, not-for-profit psychiatric facility providing outpatient 
treatment and short-term hospitalization for all ages; for 
children and adolescents – Laurel Hall School, partial 
hospital program and residential care.     

CASA, Inc. 
116 West Baltimore Street 
Hagerstown, MD 21740 
301-739-4990 – day          www.casainc.org 
301-739-8975 – hotline available 24 hours 

8:30 a.m. to 4:30 p.m.  Monday & Thursday 
8:30 a.m. to 8;00 p.m.  Tuesday 
8:30 a.m. to 7:30 p.m.  Wednesday 
8:30 a.m. to 3:00 p.m.  Friday 
Evenings, weekends, and holidays, call Hotline  

Provides crisis intervention, shelter, support groups, and 
counseling to victims of domestic violence and sexual 
assault. Also provides legal services for clients and 
counseling for children.  

Catholic Charities/Villa Maria 
229 North Potomac Street 
Hagerstown, MD 21740 
301-733-5858 

9:00 a.m. to 5:00 p.m. - Monday thru Friday;  
Evenings by appointment 

Offers counseling and psychiatric services to individuals and 
families in need, regardless of faith or belief.  Serves people 
with Medicaid, Pharmacy Assistance, and Maryland 
Children’s Health Program (MCHP). 

Children In Need, Inc. 
131 West North Avenue 
Hagerstown, MD 21740 
301-671-2014 

9:00 a.m. to 12:00 noon  Wednesday and Friday 
 
Donations 8:00 a.m. t0 12:00 noon Monday 
through Friday 

Provides free clothing, hygiene, and school supplies to 
school aged children.  Eligibility letter for free or reduced 
lunch is used for registration.  
www.childreninneedwashingtoncounty.org 

Community Action Council, Inc. 
101 Summit Avenue 
Hagerstown, MD 21740 
301-797-4161                        www.wccac.org 

8:30 a.m. to 12:00 noon and 1:00 p.m. to 4:30 
p.m. Monday thru Friday 

Provides information, referrals, and direct assistance for 
such varied needs as nutrition, housing, employment, 
counseling, and the Maryland Energy Assistance Program.  
Provides crisis assistance such as utility termination, 
eviction and food pantry.  

Family Support Resource Center  
1350 Marshall Street 
Hagerstown, MD 21740 
301-766-8221 

8:00 a.m. to 5:00 p.m. Monday thru Thursday 
 
Closed Friday and when schools are closed, 
except Professional Days 

Assists parents of children and young adults in Washington 
County Public Schools who have special needs.  The center 
serves as a link between family, school, and community 
www.wcps.k12.md.us/depts_programs/ 

Girl Scout Council – Frederick Office 
3 Hillcrest Drive, Suite A-103 
Frederick, MD 21703 
301-662-5106                         www.gscnc.org 

9:00 a.m. to 5:00 p.m. Monday thru Friday 
 

A leadership experience that provides outcome-based 
program activities that are designed to guide girls along a 
life-long path to lead with courage, confidence, and 
character as they continue to make the world a better place. 

Girl Scout Council – Martinsburg Office  and 
Girl Scout Shop 
153 McMillan Court 
Martinsburg, WV  25404 
Darylle Smoot, Membership Specialist 
304-263-8833                         www.gscnc.org 

Office hours 9:00 a.m. to 5:00 p.m. Monday thru 
Friday 
Shop hours 
10:00 a.m. to 4:00 p.m. Monday thru Friday 
10:00 a.m. to 2:00 p.m. Saturday 

A leadership experience that provides outcome-based 
program activities that are designed to guide girls along a 
life-long path to lead with courage, confidence, and 
character as they continue to make the world a better place. 
 
Sells numerous Girl Scout related items 

Girls’ Incorporated 
626 Washington Avenue 
Hagerstown, MD 21740 
301-733-5430                 www.girlsinc-md.org 

Summer Hours: 7:45 a.m. to 5:00 p.m. Monday 
thru Friday   
Winter Hours: 8:00 a.m. to 6:45 p.m. Monday 
thru Thursday, 8:00 a.m. to 5:00 p.m. Friday         

Provides educational, recreational, and social programs for 
girls ages 6 to 18 in an environment that gives girls a 
choice, a chance, and a challenge on a daily basis. 

Hagerstown Area Pregnancy Center 
109 West Baltimore Street 
Hagerstown, MD 21740 
301-739-8717               www.hapconline.com 

9:00 a.m. to 5:00 p.m. Monday - Thursday  
9:00 a.m. to 1:00 p.m. Friday 

Provides pregnancy testing, ultrasounds, counseling, 
education on sexual health, and lifestyle and relationship 
information.   

Hagerstown City Police 
50 North Burhans Boulevard 
Hagerstown, MD 21740 
Emergency 911 

24 hours, 7 days a week 
 
Non-emergency 301-739-3700 or 
240-313-2910 

Responds to calls within the city limits.  The City Police 
sponsor the Hagerstown Area Police Athletic League.  They 
can be reached at 301-7396-8577 ext. 471 
 

Meritus Health/Meritus Medical Center 
11116 Medical Campus Road 
Hagerstown, MD 21742 
301-790-8000           www.meritushealth.com 
 

Hospital - 24 hours a day 
Other services’ hours vary 

The largest healthcare provider in Western Md., located at the 
crossroads of Western Maryland, Southern Pennsylvania, and the 
Eastern Panhandle of West Virginia in Hagerstown, Md.  Programs 
range from inpatient care to occupational health services to 
physician practices and outpatient care.  The system delivers patient 
care through two primary components, Meritus Medical Center 
(formerly W.C. Hospital) and Meritus Enterprises (formerly Antietam 
Health Services). 



AGENCY HOURS SERVICES 
Hospice of Washington County 
747 Northern Avenue 
Hagerstown, MD 21742 
301-791-6360              www.hospiceofwc.org 

8:00 a.m. to 5:00 p.m. Monday thru Friday Provides community education and comprehensive care for the 
terminally ill person and his/her family as they face medical, 
emotional, social, and spiritual needs.  Support is provided before 
and after the death of a loved one.  Crisis counseling is available to 
all residents of Washington County.  Sessions pertaining to assisting 
children can be arranged and can be held during the school day, with 
parent’s permission. 

James Clothing Closet 
32 East Avenue 
Hagerstown, Md.  21740 
301-714-4740 

By appointment only Provides clothing for newborn to high school age children in 
need.  A ministry sponsored by Cutting Edge Ministries.  
Some items are purchased at discounted prices and others 
are donated from the community.  All items are distributed 
free of charge. 

Juvenile Services, WC Department of 
44 North Potomac Street, Suite 300 
Hagerstown, MD 21740 
301-791-7171 

8:00 a.m. to 5:00 p.m. Monday thru Friday Seeks to ensure public safety and protection of the 
community, to hold juvenile offenders accountable to victims 
and communities, and to develop youth competency and 
character to assist them in becoming responsible and 
productive members of society 

Juvenile Services, WC Diversion Program 
44 North Potomac Street, Suite 300 
Hagerstown, MD 21740 
301-791-7020 

8:00 a.m. to 5:00 p.m. Monday thru Friday This program connects youth and families with necessary 
community-based services in an effort to help the youth and 
family to be more successful. 

Mental Health Center, Inc. 
1180 Professional Court 
Hagerstown, MD 21740 
301-791-3045       

8:00 a.m. to 6:00 p.m.  Monday, Wednesday and 
Thursday 
8:00 a.m. to 8:00 p.m.  Tuesday 
8:00 a.m. to 5:00 p.m.  Friday 

Offers a comprehensive and coordinated menu of outpatient 
treatment and rehabilitation services to children, 
adolescents, adults, and their families 
www.thementalhealthcenter.net 

Narcotics Task Force of Washington County 
301-791-3205 

8:00 a.m. to 5:00 p.m. Office Investigates the improper use of narcotics or drugs. 
www.washcosheriff.com/p_ntf.shtm 

Parent-Child Center, Inc. 
998 Potomac Avenue 
Hagerstown, MD 21742 
301-791-2224      

8:30 a.m. to 5:30 p.m. Tuesday thru Thursday  
(24 hour phone service) 

Provides volunteer parent aides to families who need 
parenting skills, as well as community education through 
parenting classes 
www.hagerstownparent-childcenter.com 

Potomac Case Management Services, Inc. 
324 East Antietam Street, Suite 301 
Hagerstown, MD 21740 
301-791-3087                     www.pcmsinc.org 

8:00 a.m. to 4:30 p.m. Monday thru Friday Early childhood, general case management, intensive adult 
foster care, juvenile drug court, Journey Life care, Love & 
Logic, and In-home behavioral health. 

QCI Behavioral Health 
201 North Burhans Boulevard 
Hagerstown, MD 21740 
301-791-2660 

9:00 a.m. to 5:00 p.m. - Monday thru Friday Provides mental health outpatient and mobile treatment 
services to children, adolescents and adults.  Only those 
with medical assistance or the ability to self-pay are served.   

Robert W. Johnson Community Center 
109 West North Avenue 
Hagerstown, MD 21740 
301-790-0203                          www.rwjcc.org 

After school program - 2:00 p.m. to 6:00 p.m. 
Monday thru Friday 
Summer Camp – 8 week program 8:00 a.m. to 
3:00 p.m.       Call for dates 

Provides recreational, educational, social, and character 
building activities designed to meet the needs of youth. 
 

The Salvation Army 
525 George Street 
Hagerstown, MD 21740 
301-733-2440 

9:00 a.m. to 4:00 p.m. Monday thru Friday Administers funds for emergency family relief (food, fuel, 
rent, and medicine) and provides family counseling, 
marriage counseling, aid to transients, and emergency 
housing for women and children. 

Sheriff’s Department of Washington County 
500 Western Maryland Parkway 
Hagerstown, MD 21740 
240-313-2100 Non-Emergency 

Patrol and Detention Center services available 
24 hours.  Administrative staff 8:00 a.m. to 4:00 
p.m., Monday thru Friday 

Enforces all of the traffic, civil and criminal laws of Maryland 
and Washington County. 
 
www.washcosheriff.com 

Social Services, Washington County Dept.  
122 North Potomac Street 
Hagerstown, MD 21741 
240-420-2100 

8:00 a.m. to 4:30 p.m. Monday thru Friday 
240-420-2222 (emergency after hours) 
 
www.dhr.state.md.us/blog/?p=252 

Grants financial assistance and provides  specific  social services to 
individuals, families, and children who are in need and meet specific 
eligibility requirements including aid to families with dependent 
children, disability assistance and loan program, food stamps and 
medical assistance. 

Washington County Community Mediation 
Center 
5 Public Square, Ste. 204 
Hagerstown, MD 21740 
301-665-9262                       www.wccmc.org 

9:00 a.m. to 5:00 p.m. Monday thru Friday 
Mediations also held evenings & weekends 

Trained, neutral mediators help disputing parties find “win-
win” solutions to their conflicts.  Mediators guide the 
participants through a communication process that helps 
them to first identify their issues and then generate their own 
solutions.   

Washington County Family Center 
221 McRand Court, Suite 300 
Hagerstown, MD 21740 
301-790-4002 

8:00 a.m. to 4:00 p.m. Monday thru Friday Provides positive support, adult education, child 
development services, parent education, and limited 
transportation to help young parents become self sufficient. 

Washington County Health Department 
1302 Pennsylvania Avenue 
Hagerstown, MD 21742 
240-313-3200                www.washhealth.org 
 

8:00 a.m. to 5:00 p.m. Monday thru Friday 
(various evening clinics and support groups) 

Offers services for those of all ages with all types of health 
issues. 
Addictions & Mental Health     240-313-3310 
Children’s Medical Services    240-313-3280 
Healthy Families Program       240-313-3270 

Washington County Mental Health Authority 
339 East Antietam Street, Suite 5 
Hagerstown, MD 21740 
301-739-2490 

8:00 a.m. to 4:30 p.m. Monday thru Friday 
Can leave message 

Provides information and referrals to persons with mental 
illness who are looking for assistance. 

Washington County Public Schools 
Student Services 
820 Commonwealth Avenue 
Hagerstown, MD 21740 
301-766-2800 and 301-766-2960 

8:00 a.m. to 4:30 p.m. Monday thru Friday Provides interpretation of school policies and organization, 
including policies on attendance, special classes, promotion, 
exclusion, or exemption from high school, and court referral. 
 
www.wcps.k12.md.us/depts_programs/ 
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