Example: Policies and procedures
COMMUNITY SERVICE PROGRAM

PROGRAM RULES AND DISCIPLINE POLICIES

Client: _____________________

1. Upon arrival to the program students will check-in by signing the attendance sheet.  

2. Students are expected to treat fellow students and all ________ employees and Community Service Worksite personnel in a respectful and courteous manner.  Defiant and or aggressive behavior will not be tolerated.

3. Students will not come to the program under the influence of drugs, alcohol and or inhalants or appropriate action will be taken. 

4. The student’s parent (s)/guardian (s) will be notified if a student has an excused or unexcused tardy or absence.  If a student is going to be absent, we will require a phone call from parent/guardian before the start of the program day.  

5. Students are required to wear neat and presentable clothing.  No sleeveless or muscle/half shirt.  No clothing portraying alcohol, drugs, or inappropriate sexual phrases are allowed.  Clothing considered gang-related by program staff is also prohibited.

6. No items are allowed that can be identified as a potential weapon (s) (i.e., pockets knife, chain, etc.).

7. Restrooms and the water fountain are to be used during breaks, lunchtime, and before/after program hours.

8. No writing (graffiti) on walls, books, worksites, program property, etc.  Restitution will be required from all students (or their parent) who destroy or misuses program property.

9. Swearing is prohibited and will result in disciplinary action (i.e. work detail, written assignment, etc.).

10. Students sent home due to disciplinary actions will be dismissed from the program and their home school will be notified.

11. No smoking on the _____________ grounds, or the Community Service Worksites.  Smoking materials are as follows (cigarettes, lighter/matches, chewing tobacco, etc.).  Violation of this rule may result in termination. 

COMMUNITY SERVICE PROGRAM

HERE ARE YOUR IMPORTANT RIGHTS:

   You have the right to learn:
This means that you should be able to pay attention to what teachers say without being bothered or distracted by others. In addition, it means that you should be able to study and work without interruptions from others.
   You have the right to be respected and treated with kindness in the program:
This means that others should not laugh at you, make fun of you or hurt your feelings. No one is to embarrass you in front of the group.
   You have the right to a safe program:
This means that your school should provide safe classrooms, equipment and rules to ensure your safety.
   You have the right to express yourself:
This means that you may talk freely about your ideas and feelings when appropriate.
    You have the right to tell your side of the story:
This means that you may tell your side of the story when accused of breaking a rule.  
There are some things you should do without being told. Some of these things you do for others and some of these things you do for yourself.
HERE ARE YOUR IMPORTANT RESPONSIBILITIES:

   You have the responsibility to allow others to work without being disturbed:
This means that you quietly make good use of your time and do not disturb others.
    You have the responsibility to complete your classroom assignments:
This means that you do your best with your class assignments, being sure to hand them in on time.
   You have a responsibility to help make the program a good place to be:
This means being thoughtful, respectful and courteous to others.
   You have a responsibility to take care of property:
This means that you take care of program and worksite property and respect the property of others.
   You have the responsibility to obey program rules:
This means observing all safety and program rules.
CONSEQUENCES UPON VIOLATION OF PROGRAM RULES

EXPULSION FROM PROGRAM

MY SIGNATURE BELOW INDICATES THAT I HAVE READ AND     UNDERSTAND THE PROGRAM RULES.  I ALSO UNDERSTAND THAT IF I AM FOUND IN VIOLATION OF THESE RULES, I MAY BE TERMINATED FROM THIS PROGRAM. IN ADDITION, I FURTHER UNDERSTAND THAT IN THE EVENT OF MY TERMINATION, FROM THE PROGRAM, MY HOME SCHOOL WILL BE NOTIFIED.


Date







Student’s Signature

Parent/Guardian Signature




Program Staff Signature

