
 
 
 
 
 
 
 

Updated Processes and Procedures 
2019-2020 

 
How will student arrival be structured? 

● The earliest student drop off is 7:20 and there will be no student supervision available until that time. 
The doors to the building will open at 7:20. 

● Car riders will be dropped off in the following locations: 
○ 6th grade--cafeteria breezeway 
○ 7th grade--main entrance 
○ 8th grade--8th grade hallway 

● Bus riders AND car riders will have their temperatures checked before entering the building. 
○ Bus riders will be checked by the bus driver upon arrival. 
○ Car riders will be checked by school staff when they step out of the car.  Parents should wait to 

make sure their child is not running a fever before leaving campus. 
○ Bus riders and car riders will be asked symptom-related questions as they enter. 

● Upon entering the building, students will be offered breakfast and hand sanitizer before reporting 
directly to homebase. 

● School will begin at 7:45. 
 
What will happen during the school day? 

● Students will follow their daily schedule and will change classes for all classes. 
● Students will attend Encore and Special Area (including AIG and resource) classes daily.  
● Students will eat lunch in the cafeteria one day a week.  On the other day, students will go to the 

cafeteria to select their boxed lunch and then return to the classroom to eat. 
● Students will NOT be using lockers.  Instead, students will keep their belongings at their desk or in a 

designated area in the classroom.  While bookbags can be carried, a cinch bag or smaller bag is 
preferred.  

● Hallways will be configured for one-way traffic.  Students will walk on one side of the hallway with the 
middle of the hallway remaining empty. 

● Water fountains will be available for filling water bottles only.  Students should bring a personal water 
bottle to school with them. 
 

What will happen at dismissal? 
● Bus riders will be dismissed at 2:50. 
● Car riders will be dismissed after buses have left campus. 
● Pick-up locations will be designated for each grade level and are the same as for morning arrival. 

○ 6th grade--cafeteria breezeway 
○ 7th grade--main entrance 
○ 8th grade--8th grade hallway 

● Car riders will be provided with a name tag to hang from the rearview mirror.  
● Students will be seated, six feet apart, inside the building.  When their name is called, they will exit the 



building and report to their pick-up location. 
● All students should be picked up by 3:10. 

 
How will social distancing be encouraged? 

● Classrooms will be reconfigured to ensure that students are seated six feet apart. 
● Cafeteria seats will be marked to ensure that students are adequately separated during lunch. 
● Students will have access to the media center through visits scheduled during class time.  The media 

center will be closed for individual student visits. 
● Hallways will be marked with stickers to note distances of six feet.  This will serve as a reminder for 

students as they wait or walk in line. 
● No more than two students will be allowed in a restroom at a time.  The middle stalls and sinks will be 

closed to student use.  Students will take bathroom breaks at a set time.  Students will only be able to 
leave the class to use the restroom in extreme emergency situations. 
 

What protocols will be in place for cleaning and sanitizing? 
● Classrooms and shared spaces will be sanitized and disinfected on a daily basis.  
● Touchpoints will be sanitized multiple times per day. 
● Student desks will be sanitized before and after students eat lunch in the classroom. 
● Classroom teachers will provide hand sanitizer to students and there will be multiple opportunities for 

student hand washing throughout the day. 
 
How will attendance be taken? 

● Hybrid students will be marked present or absent for their one/two assigned days on campus.  The 
other three days of attendance will be based on completion of assignments on remote learning days. 

● Remote learning students will be marked present or absent based on their completion of a combination 
of check-in and assigned class activities.  

● LCS attendance policies will remain in effect for the 2020-2021 school year, including policies related to 
truancy and participation in athletics.  For a complete discussion of attendance policies, please consult 
the LCS Parent/Student Handbook found on the district website.  
 

How will grades be taken?  
● All students will receive three grades per class each week.  Assignments completed for attendance 

purposes may also be graded for mastery. 
● Grades will be assessed based on student performance of the assigned task.  
● Numerical grades will be assigned rather than PC19 or WC19 from the 2019-2020 school year. 
● All classes will grade on a total points scale rather than a weighted category scale for the 2020-2021 

school year. 
 
What procedures will be in place to ensure safety on school buses? 

● All students will be required to wear a mask appropriately for the full duration of the trip. 
● Windows will be down to provide additional ventilation. 
● Students will sit one to a seat beside the window on each side.  Siblings will be allowed to sit together. 
● Buses will be cleaned twice a day, with an even more thorough cleaning on Wednesday.  
● Hand sanitizer will be available to students upon boarding and exiting the bus. 
● Parents must complete the attestation form before students will be allowed to board the bus. 
● Temperatures of all bus riders will be taken upon their arrival to school. 
● If a student refuses to wear a mask or wears a mask inappropriately, they will lose bus privileges. 

 
 
 



West Lincoln Middle School 
Student Face Covering Procedure 

2020-2021 
 

Pursuant to the Strong Schools NC Public Health Toolkit released by the North Carolina Department of Health 
and Human Services, face coverings must be worn by all students from kindergarten through 12th grade, as 
well as all teachers, staff and adult visitors.  Masks or face coverings must be worn on buses and school 
transportation vehicles as well as inside school buildings and on school grounds. 
 
What is a face covering? 
A face covering is defined as “a covering of the nose and mouth that is secured to the head with ties, straps, or 
loops over the ears and is simply wrapped around the lower face.”  It may be made of a variety of natural and 
synthetic materials including cotton, silk, or linen. 
 
What happens if a student refuses, forgets, or wears a mask inappropriately? 
Any student not wearing a face covering or not wearing a face covering over their nose and mouth will be 
asked to comply with this policy.  If a student does not have a face covering, one will be provided for them.  
Teachers and school staff will work to coach and educate students regarding the importance of wearing a face 
covering.  Multiple opportunities will be given to correct behavior and encourage compliance, including parent 
contact.  However, if a student continues to refuse to wear the face covering or continues to wear the face 
covering inappropriately, the student will be required to continue as a full-time remote learner.  
 
What if my student has a medical, developmental, or behavior issue that prevents wearing a mask? 
Students who cannot tolerate a face covering due to a development, medical, or behavioral health need may 
request an exemption.  In order to qualify, the student must have a doctor’s note that specifies the reason for 
the exemption and the duration of time when the student can and cannot wear a face covering.  
 
Will the school provide masks?  
Each student will be issued five face coverings.  The majority of these will be kept at school, in a dedicated 
area for each student, to ensure that students have consistent access and in the event that a mask is lost, 
forgotten, or dirtied during the day. 
 
Will students be required to wear a mask all day? 
Students will be given mask breaks during the school day.  These breaks will not exceed ten (10) consecutive 
minutes and will require that students consistently maintain social distance while the mask is off.  Students will 
be expected to remain at their desks and to refrain from extended conversations or communication with others 
in the classroom.  Students will not be required to wear a face covering while eating, drinking, or participating 
in physical activity during the PE/Fitness/Health classes. 
 
Will students have to wear masks on buses? 
Students must wear a face covering to board a school bus.  They must wear their mask, covering their mouth 
and nose, the entire time they are on the bus.   Due to the social distancing requirements on school buses, 
students who refuse to comply with this rule will lose the privilege of riding the school bus. 

 
 
 

 



 
 

 
 
West Lincoln Middle School 

Vape/Juul/E-Cigarette and Paraphernalia Policy 
  
 
 
 
 

Vapes, juuls, and e-cigarettes are illegal for students to possess or use, are harmful to their health, and are a 
distraction to the learning environment.  In order to assist students in understanding the seriousness of these 
devices, our district policy regarding consequences for possession and use of vapes, juuls, e-cigarettes, and 
related paraphernalia have been revised and the following consequences will be put in place.  There will be a 
zero-tolerance policy in effect regarding these devices. 
 

Consequence One/ 
1st Offense 

The student will receive one-three (1-3) days OSS. 

Consequence Two/ 
2nd offense 

The student will receive three-five (3-5) days OSS. 

Consequence Three/ 
3rd Offense 

The student will receive six-ten (6-10) days OSS. 

 
Please talk to your child about the dangers of vaping and use of e-cigarettes, vapes, and juuls.  It is important 
that students understand the health risks that accompany their use.  We appreciate your partnership as we 
work to focus our students on making healthy choices and growing academically.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
West Lincoln Middle School 

          Cell Phone/Smart Watch Policy 
  
 
 
 

 
In order to improve security, safety, and academic focus for our students, the cell phone policy for Lincoln 
County Schools has been revised.  West Lincoln Middle School will follow the stipulations of this policy and 
assigned consequences.  Please review the policy with your child.  
 
Lincoln County Schools’ Board Policy 4300-R:  Student Safety states:  
Lincoln County Schools understands that parents today may desire for their child(ren) to have cell phones, smart watches, 
and other personal electronic devices for safety reasons during and after school.  
Secondary Schools: 
The middle and high schools in Lincoln County Schools have the autonomy to decide how electronic devices are to be 
regulated, based upon guidelines suggested by the school improvement team. 
At a minimum, the following regulations shall apply to electronic devices in the secondary schools: 

1) Students may not use electronic devices in classrooms or during instructional time.  
2) During instructional time, students must turn off all electronic devices and store them out of sight, unless the 
classroom teacher requires the use of the electronic devices for an instructional exercise.  This also applies to ear 
buds or other listening devices used in conjunction with personal electronic devices. 
3) The school is not responsible for lost or stolen electronic devices. 

 
Specifically, West Lincoln Middle School holds the following expectations regarding cell phone use during 
school hours: 
 

Expectation One All cell phones and smart watches will be stored in the pocket organizer in the 
student’s classroom at the beginning of each class period. 

Expectation Two Students will leave cell phones and smart watches in the pocket organizer for the class 
period, except when the device is needed for educational purposes at the direction of 
the teacher. 

Expectation Three Cell phones will not be permitted in the bathrooms or in the cafeteria during the 
instructional day. 

Expectation Four Cell phones may be used in the cafeteria and in the hallways before the school day 
begins and after dismissal.  Once the instructional day begins, phones should be 
stored in the appropriate location in each classroom 

Expectation Five In the event that a student needs to contact a parent/guardian, the student should use 
the classroom phone (with teacher permission) or the phone in the front office. 
Parents who need to contact students should call the office and a message will be 
delivered to the student. 



 
If a student chooses not to meet these expectations, the following consequences will be put in place.  These 
are in line with the consequences established in board policy 
 

Consequence One/ 
1st Offense 

The student shall receive a warning about electronic device misuse and the teacher 
shall notify the office.  School staff shall document the incident in the discipline 
management system. 

Consequence Two/ 
2nd offense 

The electronic device is confiscated and the parent notified by administrator. The 
student may pick up the electronic device from the office at the end of the day once 
parent is informed. 

Consequence 
Three/ 3rd Offense 

The electronic device is confiscated, and the parent notified by administrator. The 
parent may pick up device from the office and student shall receive up to 1 day of 
in-school suspension.  The student will no longer be allowed to bring an electronic 
device to school. 

Consequence 
Four/ 4th Offense 

The electronic device is confiscated, and the parent notified by administrator. The 
parent may pick up device from the office and student shall receive up to 3 days of 
in-school suspension. 

Consequence Five/ 
5th Offense 

Electronic device is confiscated, and the parent notified by administrator. The parent 
may pick up device from the office and student shall receive up to 1 day of out of 
school suspension. 

Consequence Six/ 
6th Offense 

Electronic device is confiscated, and the parent notified by administrator. The parent 
may pick up device from the office and student shall receive up to 3 days of out of 
school suspension. 

 
Subsequence infractions will be handled using the progressive model of discipline.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



West Lincoln Middle School 
Discipline Matrix 

 
Level 5 Infractions Level 4 Infractions Level 3 Infractions Level 2 Infractions Level 1 Infractions 

Administrator Managed Classroom/Team Managed 
Referral in Educator’s Handbook Documentation Referral 

● Arson 
● Assault School 

Employee 
● Assault with Injury 
● Assault with 

Weapon 
● Bomb Threat 
● Felonious Action 
● Possession of 

Dangerous Object 
● Extreme Disorderly 

Conduct 
● Possession of 

Explosives and 
Fireworks 

● Unlawful 
Possession of 
Prescription 
Medicine 

● Possession of 
Alcohol 

● Stealing 
● Sexual Assault 
● Sale, Possession of 

Controlled 
Substance 

● Possession of 
Weapon 

● False Fire Alarm 
● Bullying and 

Intimidation 
● Hazing 
● Disrespect 

 

● Fighting 
● Unlawful Protests 
● Damage to 

Property/ 
Vandalism 

● Possession of 
Stolen Property 

● Disorderly 
Conduct 

● Sexual Harassment 
● Sexual Misconduct 
● Indecent Exposure 
● Profanity Directed 

to Staff Member 
● Possession and 

Distribution of 
Obscene Materials 

● Disrespect  
● Instigating and 

Supporting 
Aggression 

● Inappropriate Use 
of Internet or 
Technology 

● Bullying or 
Intimidation 

● Three of more 
instances of level 3 
infractions 

 

● Inappropriate Use of 
Internet and 
Technology 

● Providing False 
Information to Staff 
Member 

● Possession and Use 
Tobacco Products, 
Vape, or 
Paraphernalia ( 1st 
offense for this 
requires step 2 
below) 

● Skipping Class or 
Detention 

● Dangerous 
Horseplay Resulting 
in Injury 

● Profanity Directed to 
Student 

● Out of Assigned Area 
● Disruption of School 
● Vulgar Comments 
● Simple Threats 
● Bullying or 

Intimidation 
● Disrespect 
● Three or more 

instances of level 2 
infractions 

● 2 or more ALC 
referrals in the same 
day 
 

● Public Display of 
Affection 

● Cheating and 
Dishonest 
Behavior 

● Horseplay 
● Indirect Profanity 
● Disrespect 
● Three or more 

instances of level 
1 infractions in 
one day or in one 
class 

● Major Class 
Disruption 

● Bullying or 
Intimidation 
 

● Unauthorized Use 
of Technology 
Device 

● Littering 
● Tardy to class 
● Use of Gum 
● Class Disruption 
● Bullying or 

Intimidation 

Consequences 
● Parent Conference 
● OSS 
● Possible Long Term 

OSS 
● Alternative School 

● 1st Offense 1-5 
Days OSS 

● 2nd Offense 6-10 
Days OSS 

● 3rd Offense 
(Treated as Level 5 
Infraction) 

● 1st Offense 1 Day 
ALC 

● 2nd Offense 2 Days 
ALC 

● 3rd Offense (Treated 
as Level 4 Infraction) 

● 1st Offense ALC 
Lunch Detention  

● 2nd Offense ALC  
● 3rd Offense 

(Treated as Level 
3 Infraction) 

● Discipline as 
Assigned by 
Teacher or team 

 
  



 



 


