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Chapter 1

Welcome
Willmar Senior High School has a
long and proud tradition of
educational excellence.
Our mission is to "Prepare all
Students for a Successful Tomorrow."
District Goals:
• Improve Student Lives
• Achievement for ALL students
• Fiscally Responsible Stewardship
• Strengthen school/community
relationships to improve learning for
ALL students

Updated Fall 2017
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Section 1: Our Handbook Basics

Willmar Senior High School Staff Handbook
As a valued staff member, you are encouraged to familiarize yourself with the handbook information. This
information may be helpful to you in understanding the Senior High and District’s culture and
expectations of its employees and in creating a positive, respectful and cooperative working environment.

Scroll down on the right

The purpose of this handbook is to acquaint you with
general policies that govern and affect your
employment and to outline the benefits available to
you as an employee of Willmar Senior High School.

Because this handbook is a general source of
information, it should not be interpreted as a contract.
The policies and procedures stated in this handbook
will be in effect for all school personnel unless notice
of the contrary is given or unless a negotiated
contract or agreement alters a specific policy.
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Teachers are one of the most
significant personnel in the
school, as the most paramount
objectives of education are
fulfilled in the classroom.

Professionalism
Teachers and school personnel are members of a profession
which is highly visible; not only to our students and colleagues,
but the community as a whole. Therefore, it is our
responsibility as professionals to serve as great examples of
academic excellence, professional courtesy, and ethical
behavior.
Every staff member at Willmar Senior High is an ambassador
for our school. It is vitally important that we interact with
the public in a positive way. School personnel are looked up
to for professional leadership in their communities.

Our professionalism should be conveyed by being prepared,
being on time, being enthusiastic, teaching from bell to bell,
keeping a positive attitude, and working together as a team.

Personal Appearance
As Willmar Senior High School employees, we are judged not
only by our service but also by our appearance. Our
expectation is that the appearance of all employees is
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consistent with the high standards set forth as a School District.
• Employees are expected to present a well-groomed,
business-like appearance and to practice good personal
hygiene. Dressing in a professional manner goes a long way
in the perception that students and parents have of us all.
• There are some norms that have become common place
here at WHS such as wearing cardinal gear on Friday's.

need approval by the employee’s immediate supervisor.
Each staff member will be asked to set up a sub folder during
workshop week before school begins. The folder will be used to
provide school and class information for subs working at WSHS.
Click HERE to download the required SUBSTITUTE
TEACHER FORM.
The Substitute Teacher Form includes information about your
schedule of classes and all important
o
information for the sub to know.
Dt

Absent? How to arrange for a Substitute:

To arrange for a sub, enter your absence into Absent
Management (Frontline Education formerly AESOP) using your
computer or by phone. The web site is found through the
district website at www.willmar.k12.mn.us or CLICK

HERE

for www.frontlineeducdation.com
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Absence Management( Formerly AESOP): is an
automated placement system that will do the following:
• Employees may log into the system to enter in their
absences.
• Substitutes will be called by the automated system for
absent teachers and paraprofessionals.
Each employee will be given a log-in user id and password in
order to enter into the system his/her absences. Absences may

•It is advised to check the folder frequently to keep the contents
current.
•Please do not give a sub your ID numbers for using the
computer to take attendance on Campus.
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•The office student assistant will go to each class with a sub to collect a hard copy of attendance and the secretaries will enter
the attendance into Campus.

Communication with Parents
We need to keep the lines of communication open with parents and fully
inform them of academic programs and information relative to their child.
Simple acts such as returning parents’ phone calls and /or emails promptly
go a long way toward establishing trust. When parents and students are
kept informed, there is less chance of confusion and criticism.
Check and Return Phone and email messages:
Your first priority during the school day is to teach and monitor students
in your classroom and at your assigned duty locations. Once those
responsibilities are done and before beginning correcting or lesson
planning, teachers should check and return phone and email messages.
Timely correspondence with parents/guardians is of greatest importance.
Messages should be responded to within twenty-four hours of the time they were sent to you. Parents/guardians have
expressed great appreciation of teachers who strive to meet this standard.
Initiating Parent/Guardian Contact when student is struggling:
Not all parents/guardians have access to Parent Portal to check grades/attendance. Even those who do may not be able to
understand all the information related to your class on Campus.
Because of this, you are expected to initiate contact when a student’s progress becomes a concern. The parents/guardians of
any student failing or at risk to fail ought to be contacted NO LESS THAN THREE WEEKS prior to the end of the
term, to allow for corrective action to be taken. It is expected that a phone call be made to any parent/guardian of a student
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who is failing. In addition, the Guidance Office has progress report forms that can be filled out and returned to be sent to the
Documentation of communication is crucial in
We believe
that it istoESSENTIAL
tothe
keep
the line of
home
of the student
clarify or further
discussion.

communication between home and school open and
ongoing.

Therefore, it is expected that the classroom
teacher will communicate with parents in
the following ways :
• Telephone and/or email contacts as necessary
• Progress Reports and/or Notes to individual parents
as needed
• Parent/Teacher Conferences as scheduled
• Routine Parent Portal updates showing latest
performance on assessments and daily work
If you are unable to make direct contact with the
parent or guardian, you MUST contact the
corresponding guidance counselor and they will
coordinate additional resources for you; language
interpreters, retention coordinators, etc..

recording the number of exchanges and validating our
efforts to inform parents of their student's progress. If
you have an effective system to document these
conversations, please share with our Department.

In addition, parents are encouraged to contact teachers
with any question, concerns, or needs during the school
year. Teachers should encourage parents to do this in
any of the following ways :
·
A note sent with a student.
·
A call to school. If the teacher is in class, a voice
mail may be left asking the teacher to return the call at
a time convenient to them.
·
A parent/teacher conference to discuss concerns
or questions.
Demonstrating a professional and routine approach to
communicating with parents will be a part of your
evidence folder/binder.

It is also expected that teachers will maintain phone
logs, emails, and other communication documenting the
exchange between home and school. Please keep voice
mail greetings up-to-date and check messages daily.
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Campus, Email, and other Staff Services...

CLICK LINK for
STAFF SERVICES!!!
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Picture/ID Badges
Each employee MUST display, during working hours and while on School District property, photo identification badge.
Possession and appropriate display of this security badge is governed by rules and regulations established by the School
District and provided to each employee at the time of issuance of the badge.
It is the employee’s responsibility to follow these regulations and to maintain the badge in good condition. Badges are issued by
the Human Resources Department at WEAC.

10

Activity Pass
WHS staff are allowed to freely attend REGULAR seasons contests by presenting

their ID

badge at the ticket booth as a pass for yourself. If you need an ID badge, please see our secretary
Wendy Streed for assistance. Reminder: Each employee MUST display, during working hours and
while on School District property, photo identification badge.

Emergency Closings
When emergency situations occur, including weather conditions or school building site limitations (i.e. water, heat, electrical),
the decision to close the schools will be made by the Superintendent or his/her designee. The decision will be based on the
information provided by the transportation director, building and grounds director, emergency service providers, and other
area School Districts.
The closing may include cancellation of the school day, a late school
start or an early school dismissal. The decision on the closing will be
shared with staff and the community through local media and campus
messenger.

In case of early dismissal, ALL staff will remain in the buildings until
notified by the district office. In those conditions, ALL
AFTER SCHOOL activities are CANCELLED. You are
not allowed to hold any student meetings or practices
with a school closing.
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Special Education Services at Willmar Senior High School

At Willmar Senior High school we serve a variety of students with disabilities. We
offer instruction and support in the following areas; Specific Learning Disabilities,
Emotional Behavioral Disorders, Developmentally Cognitively Delayed, Physical
Impairments, Speech Language, Deaf and Hard of Hearing, Blind, Autism Spectrum
Disorder, and Other Health Disabilities.
At the start of each term you will receive IEP notification from each student’s case
manager for students in your classes. An IEP is an Individualized Educational Plan.
This information will explain how the student’s disability affects them in the
mainstream classroom, it explains the accommodations as found in the IEP and
must be legally followed in your classroom. On Campus you have access to Special
Education information via your class roster indicated by a flag if a student is
receiving services.
As a teacher you may be asked to participate in IEP team meetings. It is a
requirement to have a general education teacher a part of the team. Your
knowledge and expertise is welcomed. As a Special Education Department we
welcome your input and questions.
Kim Ness- Senior High Sp Ed Coordinator
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School Social Work support is available for all students.
• Sheri Pederson- 9-12 students, office on 1st floor in Guidance Office wing
School Social Worker’s are a resource to students when social, emotional, and/or family issues interfere with a student's ability
to succeed in school. They also provide social skills support for
students who are on an IEP if necessary according to the IEP
team. They provide information and referrals to county
resources.

"Section 504 " Plans
Some of your students may have been evaluated and qualify for a
"Section 504 " plan. The primary purpose of a " 504 plan " is to
accommodate a student who may have a physical or mental
impairment that substantially limits a major life activity (as
compared to the average student) and, if so, whether the
student requires accommodations.
Parents may request meetings to determine which accommodations may be best suited to their student with the help of the
student's teachers.
Assistant Principal’s manage the 504’s at the High School.
If a student qualifies under Section 504, it has been determined through a variety of sources that the student has a physical or
mental impairment that substantially limits a major life activity, determined on a case-by-case basis. Documented sources may
13

include aptitude and achievement tests, teacher recommendations, physical condition, social and cultural
background and adaptive behavior by those knowledgeable about the meaning of the evaluation data and
placement options.
The Section 504 Plan may consist of education in the regular classrooms, education in regular classes with
supplementary services, accommodations and/or special education and related services. The Section 504
Plan is designed to meet individual educational needs of students with disabilities as adequately as the needs of students
without disabilities.
Staff Parking
There is plenty of parking in the 3 lots at the high school. We ask that you contact a secretary for a parking tag and display it
on your rear-view mirror of the vehicle you drive. These are free for all staff.

Schedule Changes
Schedule changes are discouraged BUT ALLOWED under certain circumstances and only for the first TWO days of a term.
Students are asked to put great care and concern into choosing their classes, as this assures a schedule that not only benefits
them and their success in moving toward graduation and post secondary plans, but also benefits Willmar Senior High with
better balanced class sizes and class offerings.
Schedule changes can ONLY be made for the first TWO days of a new term, and for the following reasons:
• Computer error
• Medical or physical restrictions
• Lack of prerequisite completion
14

• Inappropriate placement
• Requests from parents and/or students that have been
considered by their counselor, and only if space allows.
• Any change requests that does not meet the standards
above, the student must visit with the Administration.
After the second day of a new term, students MAY change a
class for the above reasons, but ONLY IF THE TEACHER of
the dropped and added classes sign off on the change, as
well as their parent and Guidance Counselor.

No class change will be considered after 3 days unless
circumstances are exceptional ( health-related, IEP-related,
etc.) and the change is approved by the Principal.
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Teacher Workdays

Mail Boxes

Teachers are on duty and accessible from

Each staff member is assigned a mailbox in the main

7:15AM-3:15PM. Prep time is part of the teacher

office(hallway between office and staff work area/

workday and not personal time. If a teacher must

break room). Please check your mail box daily

leave the building during the day, they must get

especially between 7:15-8:00am for information that

permission from a Principal and SIGN out with the

may pertain to that day.

office. Teachers need to be accessible during prep
time in the event parents call and wish to have a
conversation.

Parent Portal
Parent Portal is an internet based home-to-school
communication tool that is available when teachers
use Campus Grade Book. Parents will have access to

Willmar Senior High Teacher’s schedule:
•A 56 minute prep time( supervision assigned
during rest of the regular 90 minute block)
•Approximately 30 minute lunch

their child’s school information including attendance,
grades, and assignments through a password
protected web based system.
Teacher will be expected to update grades AT LEAST
EVERY TWO WEEKS in order to better inform parents

•Before or After school supervisory duty

of their child’s progress.

•Between block hallway supervisory duty (be visible

Campus Portal is found on the web at :http://

greeting students by your classroom door)

campus.willmar.k12.mn.us/campus/portal/willmar.jsp
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Nurse’s Office
School Nurse: Megan
Lukkes- phone 8457 and
Patty Johnson 8329
Students who become ill,
except in the case of an
emergency, should report
to their regular class for a
pass to the Health Office.
The school nurse will
assess the student before
making arrangements with parent(s) for students to
go home ill. All student injuries must be reported to
Health Services Office.

from the parent/guardian and this authorization
must be submitted each year that the student will be
self-administering.
Medications must be stored in the original container.
The nurse may request further information regarding
this medication, if needed. The district reserves the
right to revoke this privilege if it has been determined
that the student is abusing this right(such as sharing
medication with another student).
Staff Bulletin
Announcements to staff will be given via email as
needed and a weekly attachment called "Bits and
Pieces" and "Schedule of Events" at the end of the
week, usually sent out on Friday's. Bits and Pieces will

Non Prescription or Over-The-Counter Medication-

include detailed information on meetings, building

Minnesota state law(Statute 121A.222) allows

hours, announcements on classes, etc. Schedule of

secondary students to possess and self-administer

events is a two-three week calendar showing

nonprescription pain relief in the school setting

upcoming important dates and events to be aware of

provided that the medication is taken in a manner

and mark in your own calendar.

consistent with the labeling of the medication. The
school MUST have received written authorization
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Announcements
Each day, announcements are displayed on the TV

Police/School
Resource Officer

monitors throughout the building. Occasionally,

Willmar Senior High

announcements are made over the intercom system

School Police Liaison

between blocks and for special announcements.

Officer, Gene

Each Monday or at the beginning of the new week,

Schneider, is responsible to help promote the safety

we have a Willmar tradition of asking several

and welfare of all students by working with the

students to lead the school over the intercom in

administration, staff, parents, and students.

saying the Pledge of Allegiance.

Any theft reports by students are to be made

Pledge of Allegiance: Every Monday morning

through Gene via a theft reporting form in the

at about 8:00am, we

Office. Other duties of the school resource officer

will honor America by

may include: to prevent juvenile delinquency

reciting the Pledge of

through close contact with staff and students, act as

Allegiance.

a liaison resource to the principals investigating

The selected student(s)
will use the office
intercom and ask the entire school to stand while
we say the Pledge. A student or adult has the right
to not stand. Please contact the Principal if you
have concerns or questions.

criminal law violations occurring in the school or on
school property, to assist administration in the
supervision of campus activities, and to work with
administration and school staff to continually work
to improve student and building and grounds
safety.
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Lost and Found
The school will make every attempt to help find
student property that appears lost or stolen. The
school is not responsible for such items. Should a
student lose property, she/he is encouraged to report
this to the School Resource Officer by completing
form in the office. The lost and found is located in the
office. ALL FOUND ITEMS should be brought
IMMEDIATELY to the main office.
Building Hours and Security
The building is secured with the building alarm system
from 12:00AM-5:00AM unless changed for special
circumstances or events.
Staff are issued a security key fob to use to enter the
building outside of the secured times if you need to
enter the building. Card Readers are found at most
entrances for staff to use.
Discipline Guidelines

Willmar High School rules and regulations establish
expectations for student behavior. All specific
discipline guidelines are explained to students in the
Student Handbook.
Ramp Up
Ramp-Up to Readiness is a school-wide guidance
program designed to prepare
students in grades 9-12 progress
toward readiness in five areas:
Academic, Admissions, Career,
Financial, and Personal and
Social Readiness. (University of
Minnesota, 2012). Student
performance can be positively
influenced by personalizing the learning environment
to meet the most basic social needs of learners- to be
recognized, appreciated, and supported. Once
students feel safe and connected they are equipped
to rise to the high standards teachers set.
Advisement's overarching aim is to personalize
students' learning environment that can decrease the
anonymity and provide access to more opportunities
for students to be successful.
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Copy Services and Duplication of materials

please notify the office and the custodians will be

(where, what, when, etc)

called to your room. Make sure if there is anything

Dawn Hulscher will be available each day to assist
with getting copies made from 7am-11am in the IMC.
Custodial Cleaning and Schedules
For

that needs to be saved on a board, to write "SAVE" on
any board you wish to keep up overnight. All windows
and doors must be shut and locked- thanks for helping
keep WHS clean and orderly.

emergency custodial service, call the

main office (dial ZERO or 8300) and one of the
custodians will be notified. To request other services,
please call (8453) or email our head custodian, Brad
Schueller (schuellerb@willmar.k12.mn.us) for specific
needs such as broken desk, etc or drop a note in his
Mail Box in the main office if necessary.
Classroom cleaning schedule is on a every other

day cleaning schedule, except bathrooms and locker
rooms. Trash is picked up each day. Please support the
custodians by placing the trash by the door for pickup.
All chairs should be placed up on tables or desks in
order for proper cleaning of the floors. Please help by
picking up the large items that cannot be vacuumed. If
your room needs immediate cleaning due to a spill,
20

Hall Passes

Classroom teachers will use a class lanyard as the student pass to be in hallway. Once classes have started for each
block, reasons for leaving class include, but not limited to: trips to locker, bathroom, drinking fountain, nurse office,
main office, guidance office, IMC, and/or another classroom. Staff members on roving supervision duty may check
students who are in the hall during class and send them to the office or back to their classroom if they do not have a
lanyard pass. The lanyard is a visible tool to help create a safe school environment and one that emphasizes learning
as a priority.
Students may be viewed as violating their pass privileges if they are not directly in route to or back from the
destination of their pass. An exception to this will be made when a teacher is escorting a student or group of
students.
Once classes have started, students given permission by a staff member to leave the room MUST have a valid
lanyard pass to be in the hallways.
Therefore all teachers are required to use the classroom lanyard passes for their classroom
for students to use.
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• .Attendance and Attendance Policy
Teachers will take attendance each day during the first 5 minutes of each of the blocks they teach using the
Campus reporting system. If a student arrives to class late within the first 45 minutes of class, they receive a Tardy.
Students arriving after 45 minutes into the class are marked Absent or Unexcused. Absent means the student has
an excused absence. Unexcused means the student must address this by having their parent follow up with the
attendance office if it’s an excused absence otherwise the student must serve detention for missing class.

RESPONSIBILITIES
Student: Students have the RIGHT to attend classes at Willmar Senior High School. Students attending the high school
have the RESPONSIBILITY to maintain punctual, regular attendance. The school reserves the right to determine if an
absence is excusable.
Parent or Guardian: It is the responsibility of the student’s parent or guardian to encourage the student to attend
school, to inform the school in the event of a student’s absence, and to work cooperatively with the school and the
students to develop acceptable attendance patterns.
School: The Willmar School District will provide certified, competent teachers in all classes. The teachers will conduct
well-planned, educational, orderly, and timely instruction in all classes.
PROCEDURE
If a student has been absent or must be absent from class or arrive late to school, the student’s parent or guardian must
call the school office the day of the absence. The office is open at 7:00 a.m. An attendance line is available 24 hours a
day at 231-8462, 231-8305 (Spanish Line), or 231-8307 (Somali Line) for messages regarding attendance. We prefer to
have phone calls to report excuses. If a phone call cannot be made, a note with a phone number where a parent or
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guardian can be reached will be acceptable. If, for some reason, a student or parent is unable to follow the above
procedure, an assistant principal must be contacted.
POLICY
A student may lose credit for any course when they receive one or more unexcused absence from any block in any one
term (9 week period). Students with excessive excused absences will be dealt with on an individual basis.

CLASSIFICATION OF ABSENCES
A. School Related Absences – School authorized absences are exempt for the purpose of calculating number of
absences. Make-up work is required.
EXAMPLES:
• Educational activities sponsored by the school or civic organizations approved by the principal
B. Excused Absences - Make-up work is required. Excessive excused absences will be handled on an individual basis
by the assistant principal.
EXAMPLES:
• Illness
• Family emergencies
• Prearranged absences with parental permission. Prior arrangements regarding assignments should be made in the
office.
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C. Long term/chronic illness/injury - in the event of a long term/chronic illness/injury, the school nurse should be
contacted. The nurse will notify the student’s teachers and administration. Arrangements will be made for homework.
When a student has been absent from school 10 days due to illness, we request either a doctor/physician note
providing information about your child’s medical condition or call the school nurse to share or release any information
that the school should be made aware of about your student’s medical condition. Minnesota Law obligates schools to
report continued illness absences to the Kandiyohi County Truancy Program. Please understand that after 10 illness
days without a doctor’s note; your child may not be excused.
D. Truant Absences (unexcused) - these absences are not school authorized or are absences not verified by a parent
or a guardian. Any unexcused absence will require an appeal. Class No Credit or loss of partial grade credit due to lack
of participation in the course may result. Make-up work will be required but no credit will be given unless time is made
up.
Students will not be allowed to leave school unless a parent/guardian has made contact with the school BEFORE
the student leaves. Students who leave without prior authorization may be suspended from school for the remainder of
the day, placed in in-school suspension, or have parking privileges revoked.
E. Suspension from school - Make-up work is required. No participation credit will be given unless made up in some
other way.
F. Make-up Time - Students are given equal their time absent to make up their work. Examples: If you are absent
Monday, your makeup work is due before class on Wednesday. If you are absent Monday and Tuesday, your makeup work
is due before class on Friday. It is the student’s responsibility to contact their teachers for assigned work.
G. Excessive Absences - Teachers will contact the parent or guardian by phone (work or home) or e-mail if phone
contact is unsuccessful when a student’s absences in their class reaches three (3) unexcused, excluding school
sponsored absences. Any one unexcused absence will require an appeal and may result in a no credit.
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A student will not be dropped from any class for attendance unless the parent or guardian has been contacted by
the student’s teacher. Students with excessive absences will also be referred to an assistant principal or guidance
counselor.
Parents are strongly encouraged to plan their vacations around the school calendar. Parents or guardians who
choose to have their son or daughter absent from school for an extended period of time because of a vacation, etc.,
should realize that their student’s grades may suffer due to missing the interactions that go on in each classroom. If
there are questions or concerns, please contact the school.
H. College Visits - A student may visit a post-high school institution for up to two (2) days during their junior and
senior years. The maximum for the two years is two days total. The procedure for the visits is as follows:
1. A campus visit form is picked up in the guidance office. A counselor’s signature is needed at least one (1) day
prior to the visit. Students should notify the attendance secretary in advance of the visit.
2. The form is properly filled out and turned back into the office when the visit is completed and the student
returns to school. April 10 will be the last day for campus visits.
I. Job Shadowing – juniors and seniors are allowed 1 day per year exempt absence for job shadowing. Job shadows
introduce students to potential careers by allowing them to observe individual workers in their daily routines and
activities for a period of three or more hours. See the Guidance Office for information.
J. Tardies - If a student arrives after the start of the school day, they are to report to the office for a pass to class. If a
student is tardy to a 2nd, 3rd, or 4th block class after they have already been in school, they should simply report to class
and the classroom teacher will mark them tardy. Tardies are classified as excused and unexcused. Examples are as follows:
Excused: illness, medical/dental appointments, family emergencies
Unexcused: oversleeping, car trouble, missing the bus, ride did not come, etc.
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Three unexcused tardies will result in an unexcused absence and detention may be assigned. (See Detention)
Teachers may have their own guidelines for handling tardies and these guidelines will be posted in the classroom. A copy
of each teacher’s guidelines will be filed in the main office.
K. Attendance Appeal Process - There is an appeal process for students and parents who feel extenuating circumstances
such as extended illness or family emergency should be considered prior to denying credit. Students with one
unexcused absences in any block of any term must file an appeal. If all absences are excused no appeal is needed.
L.
CLARIFICATION: Any unexcused absence requires an appeal.
1. An appeal can be initiated by a student upon notification of pending loss of credit.
2. The student must submit a written application of appeal to an assistant principal stating an explanation and
including any supporting documents for the absences.
3. The administration will review appeals on a case-by-case basis.
4. Students will be notified of the decision by the building principal or designee.

L. Minnesota Law requires any student that is 17 years of age who seeks to withdraw and the student’s parent to first
meet with school personnel to discuss the educational opportunities available to the student, including alternative
options, and sign a written election to withdraw from school.
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Near the end of the year, teachers will be given a
check-out form to use a guide to complete essential
tasks and communicate needs that must be taken care
of by the end of the summer and/or before the new
school year.
Early Out and Late Start Schedules

Display of Affection
"School is not the appropriate place for students to
display physical affection." is simple and direct line

Several times each year, we have scheduled early
outs for the end of the term and/or staff development
for teachers to spend typically 2 hours of in-service
focusing on school improvement activities from
1:15-3:15pm. Students are dismissed on these days at
12:45pm. Late start schedules are found in the
downloads section.

staff should use when asking students to refrain from
intimate behavior (kissing, embracing, etc) during the
school day or at school events.
Teachers, administration, and staff members are
asked to address students whose displays of affection
are not appropriate for school.
End of Year Check Out
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Field Trips
•Communicate field trips arrangements with the principal to get pre-approval and communicate with the office at
least two weeks in advance. Check the master calendar with Wendy in the office for conflicting dates. Faculty
are reminded to NOT SCHEDULE field trips during the last two weeks of the term.

term.
• Arrange for busses, tickets, and adequate number of chaperones (special ed paraprofessionals, parents, etc.)
• Notify the kitchen if necessary -if students will need bag lunches for the field trip.
• Send home and collect a Parent/Guardian Permission Slip. No student will be permitted to leave school
without authorized permission. Make alternative arrangements for students not attending the field trip.
• The teacher(s) sponsoring the trip is responsible for distributing an alphabetical list of student names attending
to the main office prior to the trip for safety reasons.
• Collect fees, if necessary for admissions and busing.
• Turn in money/checks to office daily for deposit for security reasons.
• Make a point of reviewing appropriate behavior.
• Designate one teacher to dispense student medication while on the
trip.
• Evaluate the trip after completion and share feedback with
Department/Administration as needed.
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Grading
A final grade and credit is given for each course at the end of a term. A student may choose to retake a class if the original
grade was C- or lower. If a student chooses to retake a class, the original grade will stay on the transcript along with the new
grade for the retake. The grade point average (G.P.A.) is calculated on a 4.0 system for most classes, a 4.25 system for CIS
classes and a 4.5 system for Advanced Placement (AP) and some Project Lead the Way (PLTW) classes. The following scales
are used:
Traditional 4.0 Scale / CIS Scale / AP and PLTW Scale
A =
4.00 / 4.25 / 4.50
C = 2.00 /
2.25 / 2.50
A- =
3.67 / 3.92 / 4.17
C- = 1.67 /
1.92 / 2.17
B+ =
3.33 / 3.58 / 3.83
D+ = 1.33 /
1.33 / 1.33
B =
3.00 / 3.25 / 3.50
D = 1.00 /
1.00 / 1.00
B- =
2.67 / 2.92 / 3.17
D- = 0.67 /
0.67 / 0.67
C+ =
2.33 / 2.58 / 2.83
F Receives no credit and is included in the GPAWillmar Senior High Grading Scale
93
90
87
83
80

=
=
=
=
=

A
AB+
B
B-

77
73
70
67
63

=
=
=
=
=

C+
C
CD+
D

60 = D59.99 and below = F

GRADING STUDENT WORK
When determining grades for students, teachers rely on a wide variety of indicators- class presentations and
participation, completion of daily work and homework, written and typed reports, quizzes and test scores,
journals, observations of class performance are some of the many tools teachers may use to determine student
grades. All teachers will use a summative, midterm to determine student progress. Teachers should review their
grading practices with parents both at Fall Parent/Teacher conferences and in writing.
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In order to maintain continuity in our grading system, the

NR Should and Shouldn’ts:

following system should be used by ALL teachers:

should be issued based on effort that appears to be equitable to other top
performing students in class; shouldn’t be given as a favor to a student that
merely treats you or peers respectfully; (Could) be discussed as a part of the
class grade scale; Students that receive a NR grade will have a follow up
plan of action recommended: Refer to SST, EL or continued EL, and/or

• Report Cards are issued 4 times a year at the end of the
grading window of each Term.
• Progress Reports, will be available for parents midway
through the Term.
• Teachers are expected to update Campus Grade book at
least every two weeks(10 business days) for parents to view
their child's grades on Parent Portal. iPads

NR =

NOT READY: NR Grade Definition: NR stands for “Not

Ready”. It is an optional grade for a teacher to use when a
student performs at the level expected by the teacher but does
not meet the academic standard to pass the class.
The NR grade does the following:gets issued by teacher’s discretion only, not by request from
administration, guidance counselors, or parents; allows a
student to be rewarded for consistent hard work; serves to
maintain a student’s effort for the duration of a class despite a
passing percentage being unattainable; offers a stopgap
measure when students are at grade levels he/she are not
prepared for
The NR grade does not:
provide a graduation credit; impact either +/- on students GPA;
need to be issued by a teacher (some may never do so and
some may give 5+ NRs a year)

guidance. Follow up from teacher should be given to guidance

•F

= FAIL: Receives no credit and is included in the GPA

• I = INCOMPLETE: Receives NO CREDIT and is included in the GPA. This

grade changes to an F if not completed within two weeks after the end of the
term.

• P = PASS: Receives credit and is not included in the GPA
• NC: NO CREDIT is given to a student at the end of the term at grading time if
they have unexcused absence(s) during the term of the course(s) they are
taking. The students receives no credit and is not included in the GPA until the
student clears their NC(s). N/C Policy: Identify students who qualify for an
NC.Give them an appeal sheet a week before the Term ends and have them
fill it out and get it to the office by last day of term. You may have to explain
the policy to our 9th grade students. Give them an “NC” in the grade box on
their report card
1. In the comment box mark write:
2. The grade they will receive when detention is served.
3. The number of hours they have served with you –if any.
4. The number of hours they have left to serve.
5. If steps 1 – 4 are done, then the AP will follow through with the
student on total hours to be served to clear NC(s).
Mid-term grade reports are distributed to students approximately midway
through each term. Report cards will be mailed to parents/guardians in the
second week following an end of each term.
Homebound students will receive a pass/fail for all courses.
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iPads for learning and instruction
Each Willmar Senior High School student will have
an iPad to use in the learning process. Students are
expected to follow the iPad student handbook for
guidelines and policies. To review a copy of those
policies and procedures GO TO THE DOWNLOADS
section for the student iPad Handbook / iBook.

Occasionally, WHS will hold an assembly and/or
pep rally where students rally together with staff to
encourage school spirit and support teams and
members of the school. Student Council leads many
of these rally's typically held at 2:00 PM.
Homecoming
Homecoming, is a time for WHS students to become

Staff will incorporate various ways to integrate the

involved in the activities planned for the week and

iPad into their curriculum. Some writing or testing

for alumni to return. The Student Council coordinates

may still be completed with paper and pencil, but

the Homecoming events. During homecoming week,

most work is expected to be completed with the 1to1

there are events such as dress up days, coronation,

iPad Implementation program.

pep rally, and many athletic events throughout the

Staff are expected to attend ALL iPad TLC sessions.
There will be ONE session every month on
Wednesday mornings led by Tyler Gehrking and
other staff. Department supply funds may be used to
purchase staff iPads, apps, and supplies. Staff WILL
NOT be reimbursed for personally purchased apps.
Pep fest (Pep Rally)

week culminating with Friday’s Football game at 7pm
followed by the homecoming dance.
Yearbook
The Wihisean, our yearbook, is offered and sold to
all students, staff, and community. Pre-sale begins at
the first iPad bootcamp and throughout registrations.
The yearbooks are delivered to seniors over the
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summer near August in the mail and all other students will
receive their book at registration the following year.
Staff will participate in a large group yearbook photo
during workshops and are encouraged to wear Willmar
apparel or red. The time of this photo will be announced
with the workshop schedule. Each department will also
take a staff photo. Individual staff photos will not be used
in the yearbook. Yearbook Advisor is Lyle Hovland.
Staff Lounges
There are various places where staff can meet and gather
for lunches or during prep time. Each floor of the staff offices hosts a small breakout / lunchroom and a larger
gathering place is found in the school cafeteria.
Locker Use
All students are issued a locker and given their locker # and combo at Open House with their schedule.
Lockers are the property of the school district.
At NO TIME does the school relinquish the its exclusive control of lockers provided for the convenience of
students. School authorities MAY inspect the interior of lockers for any reason at any time, without notice,
without student consent, and without a search warrant. The personal possessions of students within a school
locker MAY be searched only when school authorities have a reasonable suspicion that the search will uncover
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evidence of a violation of law or school rules. This policy applies to all lockers issued to students throughout the school
year.

Graduation Requirements:
The school year is divided into four terms (two semesters) each being approximately 9 weeks.
A two term class is equivalent of a full year's course given the 4 block schedule.

In order to receive a Willmar High School diploma, ALL students need to meet TWO types of
graduation requirements.
•First, students need 58 credits in grades 9-12 as designated below.
•Second, they are required to take all State-required assessments.
•
In order for students to participate in commencement, they must fulfill all WHS graduation
requirements. Note: Exceptions upon special circumstances and approved by building principal.
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The following is the list of WHS course requirements for graduation:
• 34 core credits required in the following:
• 8 credits in Communications
• 8 credits in Social Studies
• 6 credits in Science
• 6 credits in Math
• 3 credits in Phy.Ed/Health
• 2 credits in Arts
Remaining 24 credits required from elective courses.

Homework Homework must be purposeful, clearly stated, and communicated. A few expectations to follow:
• be completed independently unless otherwise indicated by the teacher
• be reasonable in scale and a reasonable percentage of the class grade
• not be the sole means by which to enrich or extend learning and teachers may elect to assign or not assign
homework based on the instructional objectives and the needs of their students
• be returned to students in a timely manner with proper feedback
• facilitate open communication between parents and students regarding homework assigned
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Make up work Guidelines
Any absence will require the
student to make up the work
missed. Students will be allowed

Unexcused absences do not

iPads and contact us with questions

follow the same guidelines.

(see the My School app).

Students are NOT given extra
time to make up work.

two school days for each day of

Instructional Media Center

absence to complete missed

(IMC).

assignments.

We are currently located on the

• The student is responsible for
seeing the teachers to initiate
the make-up work
• Previously announced projects

web at http://
www.willmar.k12.mn.us/srhigh/
content/electronic-library where
you can access many online
databases for research. From a

or tests are due immediately

local/regional/worldwide

upon return to school

newspaper database to peer-

• In the event of a long-term

reviewed journals for the college
bound there are a wide variety of

absence, the student will be

databases free of advertising for

given up to 10 days after

your use (see ELM - Electronic

returning to make up work

Library for MN). There are also

• If the long term illness occurs
at the end of a term, a mark
of Incomplete(I) will be given

several iPad apps that allow
students direct access to these
databases from their iPad. Find
these apps preloaded on student

Students don’t forget - you can
create a shortcut to the WHS media
center website on your iPad for
quick access.
We also maintain a large collection
of fiction books to support reading
which includes: print, Nook &
eBook formats. Students can
access the collection at the website
above or use the preloaded apps
on student iPads (see the Destiny
Quest app). The eBook collection
uses the Follett Reader iPad app
which makes eBooks available for
student iPads 24/7 from any WiFi
network in the world! In addition,
we can instantly download books
to our Nooks for checkout. So,
stop by or email us about what you
like to read or what you would like
to see in our collection!
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The media center has 3 computer labs available for network/internet access. If you want to use a keyboard for typing
we are the place to go. The media center has space for student projects.
Watch for email from the library/media center over the course of the year instructing you on how to use your library/
media iPad apps along with new book titles available to you.
You will view several informative video presentations over the school year produced by the IMC. We are a video
production facility.
APPROPRIATE USE OF CLASSROOM VIDEO

younger the student the more cautious you

Use of a full length feature film in your

Guidelines for using videos in your classroom:

should be about use of “R” rated video in

classroom REQUIRES prior approval from

your curriculum. Be very sure about your

one of the building administrators.

Key question: Is this video directly
related to the curriculum and standards I
am now teaching? If your answer is no,
then don’t show the video! Showing a
video in your classroom just for
entertainment or to fill time is never okay.
If your answer to the relevancy question is
yes, then ask yourself three more.
First, do I have a legally acquired copy for
fair use in my classroom? See addendum
#1 below. Second, what’s the rating? We
discourage the use of “R” rated movies. The

decision. If you still believe your “R” movie
is appropriate, you will need to: get prior
approval from the building principal; make
sure parents receive a notice from you in
advance so they can “opt out” their son or
daughter from your video without penalty;
you may prescribe an alternate assignment.
Third, can I show just a short clip from the
movie to teach my concept? We strongly
advise use of a short video clip to illustrate
your teaching point whenever possible. Use
of an entire movie is almost never okay.

Fair Use of Audiovisual Materials
#1 AV materials (including feature films) must
meet specific requirements to be legally shown
in the classroom. The work must be presented
by the staff member teaching the class or by a
student registered in the class. The presentation
must be done in an educational setting where the
teacher and students are present at the same
time as part of the specific curriculum for that
course. The work must be legally acquired.
Classroom use of audiovisual material (including
feature films) for entertainment or reward is
specifically prohibited under fair use.
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Official IMC hours are 7:30 AM to 3:00 PM when

schedules, curriculum in the courses their students are

school is in session. The IMC is staffed by Tyler

taking, and check out many of the resources offered

Gehrking (Tech Integrationist), Dawn Hulscher & Sheila

to students and families of Willmar High School.

Johannes. Stop by and see us or contact us by email
[gehrkingt@willmar.k12.mn.us] or phone (320)

Parents will visit each of the students classrooms and

231-8341. Have a great year.

meet their teachers.

Videos and Movies

9th grade students and their parents and new

The use of videos/movies can be a very good
supplement to the educational environment provided
they are used correctly. Video/movies must always be
age appropriate (as indicated by the ratings), and must
align directly with course standards. Video/movies

students to WHS will have an opportunity to hear an
orientation presentation about more of the details of
what to expect at high school.
Student of the Month

should not be used as free time; in fact educational

Each term, Departments choose 1 student as Student

movies should only be shown in segments to reinforce

of the Month and submits the student's name to the

whatever concept you are teaching. They should NOT

Guidance Office secretary. Students may only be

be shown straight through. The videos/movies should

selected ONCE from 9th -12th. Students of the

only be used to reinforce higher level thinking, not as a
means to provide lower level seat work or as a break
from teaching and learning.

Open House
Parents are invited to an opportunity to meet the

Month will have their pictures taken and placed in a
trophy case and sent to the newspaper, and letters
sent home to parents. Criteria include:
Nominated by a staff member in the Department
Nominations based on:

WHS staff and learn more about the routines and
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• involvement and citizenship
• attendance and attitude
• performance and grades
• other elements which may contribute

Security Cameras
For the safety and security of students and staff, surveillance cameras are located in many and various places on
the WHS campus inside and outside. Students will be reminded: evidence gained from the use of these cameras
will be used to determine if school policies have been broken and if consequences would be warranted.
Cell Phones
Staff are expected not to use personal cell phones to make calls,
text, or use smart phone devices during the teacher contractedday for personal reasons. If necessary, acceptable instances
would be during lunch and before and after school (before and
after student supervision).
Students are

NOT allowed to have cell phones on during class time. The only acceptable times for students to

use their cell phones are during passing time, lunch, and before and after school.
Students are prohibited from using electronic devices to send or receive messages, pictures or documents that are
fraudulent, illegal, pornographic, obscene, indecent, sexually explicit, discriminatory, harassing, defamatory,
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threatening, or which are intended to promote or incite violence against person or property. Any electronic
recording, including audio and visual, of staff or students is not allowed without the express written permission of
those being recorded. Any use of technology during the school day or during school activities which causes a
disturbance, distraction, or disrupts the educational process is forbidden and will fall under student discipline
policy.
Tobacco
Possession and/or use of any tobacco product by students(even those 18 years or older) in or on school
property and at school-sponsored events, is illegal under State Law 609.685, school policy, and High School
League rules. The school district's policy applies to both students and adults at all times. This rule also applies to
those meeting the above criteria who are in their own vehicles anytime they are on the school campus.
Visitors
Persons other than WHS students or staff are regarded as visitors and need to report to, and check in with the
office -starting at the greeting/information table just inside the Main Entrance if staff available.

Visitors MUST check in. This includes former Willmar students and
graduates. Students from other schools are not allowed at WHS at any time during
school hours. Parents who wish to see staff members are asked to call ahead to
schedule a meeting time/location and then check in at the Main Office.

39

PLC's and Professional Development
WHS is a staff committed to raising the achievement of all students through
collaboration and professional learning through the PLC (Professional Learning
Community) process. Our main focus of learning is implemented and integrating the
CSIP (comprehensive school improvement plan) at WHS.
Department Team Meetings:

(one time a week for 45 minutes) teachers will work with their department

team identifying essential learning, set goals based on common pre-assessments, support teammates in
implementing strategies to achieve goals, develop common lesson plans, collaboratively grade student work and
use data to make instructional decisions. These meetings will be facilitated by teacher leaders. Each Department,
lead by a chosen Chairperson, works as a team on the building's comprehensive school improvement plan and
other related work to best meet the needs of all students. Department Heads list can be found in the download
section.
Staff Meetings
Staff meetings will be held once per month and/or as needed. All teaching staff is
required to attend either the Thurs After School option at 2:50pm or Friday Before
School option at 7:20am
Look for email notices and bulletin announcements for the next staff meeting. We
have a NEW Google Calendar for all staff and student events to simplify our notices and reduce the number of
emails. ANY suggestions or changes made to the high school calendar needs to be proposed to Mr. Schmitz.
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Special Education-Child Study Coordinator
Kim Ness, Coordinator, coordinates the due process of Special Education at WHS by working with the staff,
parents, and students. Kim also responds to referrals from teachers, parents, and related school personnel who
believe that a student may require an evaluation to determine if special services are warranted.
Once an evaluation has been conducted, members of the team involved meet with parents and staff to determine
whether or not the student is eligible for special education services. If a student is in need, Kim will support and
lead the process in working with parents, teachers, administration, and other professionals to develop an
appropriate IEP(Individual Education Plan(Program) for the student.
Kim coordinates a large team and caseload as we provide a variety of special education programs for students
who qualify: Speech, Occupational Therapy, Physical

Therapy, Counseling and Social Skills Services,

Learning Disabilities, Emotional/Behavioral Disabilities, DCD, ASD, and DAPE.

School Psychologist - Loretta Zost
The School Psychologists are a resource for students and parents regarding psychological testing and special
education placement. The School Psychologist office is in the Guidance Office wing adjacent to the conference
rooms on 1st floor. The phone extension is 8326
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Guidance Services
Guidance services are available to all students. The counselors will assist
students in making decisions about course selections, occupational planning,
college choice and personal adjustment through the use of individual and
small group counseling.

The Guidance Department provides up-to-date information about careers, colleges, technical and vocational
schools, referrals to outside agencies, financial aid, personal-social adjustment and study skills.

Students wishing to see their designated counselor may make an appointment with the guidance secretary, Jill
Stevens, by calling the Guidance Office at 320-231-8325.
Our Guidance Counselors:

A-G
Jen Hess
231-8321

H-N
Megan Anderson
231-8322

O-Z
Leah Rosendahl
231-8323
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Lunch-times, supervision, procedures, accounts,
staff lounge
Each staff member has approximately 30 minutes for
lunch. Lunch has 4 periods: A, B, C, D
Many staff get their lunch and swing into the staff lounge
located on the west side of the Cafeteria for their lunch
break. Other staff use the break rooms and other areas
for lunch. On occasion or sometimes quite frequently,
Departments will get together for lunch when they share
common lunch breaks and pot-luck together.

Staff are encouraged to set up and maintain a lunch account if choosing to use the Food Service meal offerings.
Each staff member will have their own pin #. Lunch is $3.60/meal and Ala Carte is also offered where staff and
students pick and choose what to purchase(ex: Bowl of the Soup of the Day is $1.80).

See Student Supervision schedules-some staff will have Lunch Supervision for their 30 minute duty. Students are
not allowed to leave the building for lunch nor have food delivered to school. Students are also not allowed past
the Commons Area and past the bathrooms near the Music rooms.
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Students Arriving To School /After School
We recognize that many students arrive early to school for before-school-activities, to meet with teachers over
academics, or dropped off by parents on their way to work. Students arriving before 7:15AM are required to
wait in the main lobby as student supervision in the lunchroom for breakfast does not begin until 7:15AM.
Students are expected to wait in the hallways, lobby and lunch room until 7:45AM when building-wide
supervision begins. Also at times, the gym will be open at approximately 7:30AM for students to participate in
friendly lifetime activities.

After school reminder for students:
There are many activities offered at Willmar High School that students are
encouraged to take part in or staying to get some extra help from teachers.
However, students are NOT ALLOWED to remain loitering in the building at the end
of the day without supervision. By 3:00 pm, remaining students should be attending
their designated and supervised activity.
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Section 2

DOWNLOADS and FORMS
Scroll down on the right for more forms

Possible PDF Files
✴ Building Map

For ALL Files
CLICK HERE!!

✴ Daily Block and Passing Schedules
✴ Staff List By Departments
✴ Civic Center Map
✴ Crisis Response Manual
✴ Curriculum Guide Link
✴ Daily Lesson Plans
✴ Field Trip Permission Form
✴ Field Trip Rules of Conduct and Policies
✴ Phone Lists

We’re here to cheer for Willmar High!
Its loyal friends are we.
Its name we love and cherish dear,
Its fame will always be!
FIGHT, FIGHT for Willmar High
and push ahead to victory.
Love, pride and loyalty
and friendships that will never die!
Cheer, cheer for Willmar High
the sportsmanships the best will be.
So we’ll fight with all our might,
and we’ll cheer throughout the year
for Willmar High.
V-I-C-T-O-R-Y!
VICTORY! VICTORY!
for Willmar High!
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