
Principal: Marisa Capuano (Philp)
Assistant Principal: Jared Snyder

400 Woodbine Avenue
East Rochester, NY 14445

Phone: (585) 248-6311



Welcome Students and Families!

The East Rochester Elementary School faculty and staff are excited
to begin the 2021-22 school year. We are committed to providing the
best possible education and environment for our children. We believe
through the cooperation of  both home and school, ourgoals will be
achieved.

Not only are we concerned about our children’s academic growth but
also with their emotional, social and physical development. This
includes a sense of  appropriate behavior by demonstrating the 3 B’s:
Be Respectful, Be Responsible and Be Safe.  We work together as a team to
accomplish all of  these goals.

We encourage you to take an active interest in your children’s
education and overall school lives. If  you have anyquestions and/or
concerns, we want to hear from you. Please let your children know
that you care about their education by being supportive and
participating in school activities. These are crucial years for children.
Therefore, we all need to work cooperatively to make these years
productive and positive. We look forward to working with you and
your most treasured possession … your
children!

Sincerely,
Marisa Capuano (Philp)
Elementary Principal
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The East Rochester Union Free School District does not discriminate on the basis of
sex, race, color, national origin or handicapping condition in the educational programs or
activities, which it operates. Questions about Title IX Compliance should be directed to
Staci SanSoucie, School Business Administrator at (585) 248-6308.
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MISSION STATEMENT
The Mission of the East Rochester School District is to prepare students to be
college and career ready and to provide a quality education in a safe
environment where all students develop the abilities, attitudes and values
necessary for responsible, productive citizenship.

VISION STATEMENT
The Vision of East Rochester School District is that students will learn through
the highest quality instruction which recognizes each student’s strengths, talents,
learning styles and rates of learning, using developmentally appropriate
methods.

CORE VALUES
Core values are our beliefs that are understood and shared by every member of
our school and the East Rochester Community.

Students First

Students are our first priority. We dedicate ourselves to holistic student
development and a safe, nurturing environment.

Opportunities

Providing every student equal access to strong academic programs, clubs,
teams, and events that enable students to reach their fullest potential.

Achievements

Everyone can improve. We will collaborate to learn, observe, measure, and grow.
We proudly celebrate achievements.

Responsibility

We are all accountable to ourselves, to our students and to each other. Our
shared responsibility is to be respectful.

Strength

Together, we will accomplish excellence.
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BEFORE SCHOOL PROCEDURE
Elementary doors open at 8:10 a.m. After entry, students will get breakfast if they need it
and will listen to morning announcements. In an effort to maintain safety for all students,
please do not allow your child(ren) to arrive at school before 8:10 a.m. in the
morning.
● Breakfast:  All students K-5 will be able to pick-up free breakfast after arrival.

Please be reminded that the “loop” in front of the school is for drop-off only. Vehicles
may pull up to the sidewalk, allow children to exit curb-side and then leave the loop
immediately. Any parent wishing to come into school must park in the visitor lot or in the
lower parking lot. Children should never cross from the visitor lot to the school without
an adult.

LATE ARRIVAL/SIGN-IN PROCEDURE
If your children are arriving tardy to school, you are required to bring them to the Single
Point of Entry (SPE) and sign them in.

*All students and visitors will be required to enter and exit the school building through the
SPE while school is in session.  This includes, but is not limited to, visitors such as
classroom volunteers, parents dropping off lunches or other items and parents dropping
off and picking up students, including those with illnesses, unless otherwise directed.

SIGN-OUT PROCEDURE
Please send a note with your child on the morning of the day they are to be excused
early.  Be sure to instruct your child(ren) to give the note to their teacher immediately
upon entering the classroom.

*All visitors will be required to enter and exit the school building through the single point
of entry (high school) while school is in session. This includes, but is not limited to,
visitors such as classroom volunteers, parents dropping off lunches or other items and
parents dropping off and picking up students, including those with illnesses, unless
otherwise directed.

Special Note: To ensure the safety of your child(ren), only adults approved by a
child’s guardian may pick them up.  This will be cross-checked through our
school database. Please make sure you fill out the emergency forms available
and return them on the first day of school with your child. This is the information
we will be updating in our database and checking in order to dismiss your child to
an adult.  In addition, if you have updated custody paperwork, please provide the
Main Office with a copy so that we can follow the guidance of this document. It is
the family’s responsibility to keep this information up-to-date.
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AFTER SCHOOL PROCEDURE & DISMISSAL
School dismisses daily at 2:20 p.m from designated color coded exit doors. Check
with your child’s teacher to find out which colored door your child enters and exits from.

At dismissal, students are expected to go to after school activities or leave school
grounds immediately. Students are NOT allowed to play on the playground after
school unless attended by a supervising adult that is physically present on the
playground. This is for the child’s own safety.

Students who are waiting for siblings to dismiss from the MS/HS will be brought to the
“Students Waiting for Siblings” room for pick-up by 3 p.m. The intended purpose of this
room is for students waiting for their siblings only. Students will not be held in this room
for late parent pick-ups. Parents MUST pick-up their children on time from school if that
is the dismissal arrangement.

Please note: If a student is not picked up after school, the office will attempt to contact
all of the emergency contacts provided by the parents. As a last resort, if we are
unsuccessful in reaching all alternative pick-up adults, we will have to contact the East
Rochester Police Department and request assistance.

ATTENDANCE
Educational research finds that positive student attendance is imperative to the
academic, social and emotional growth and stability of our students. It is the
responsibility of the student and the parent/guardian to ensure that an attendance
pattern appropriate to meet these needs is established. A positive pattern will result in
its own rewards.  The following are incentives to positive attendance:

● Ability to maximize improved academic performance
● Opportunity for socialization with peers
● Opportunity to develop positive relationships with school personnel

State law requires that students’ attendance records be maintained by all public schools.

In the event of a student’s absence, a parent/guardian must call and notify the
main office the morning of the absence at (585) 248-6311.

School personnel will notify the parent/guardian by telephone of unexcused
student absences.

Excused Absence: An absence, tardiness or early departure may be excused if
due to personal illness, illness or death in the family, impassable roads due to
inclement weather, religious observance, quarantine, required court
appearances, attendance at health clinics, military obligations or other such
reasons as may be approved by the Board of Education.

Unexcused Absence: An absence, tardiness or early departure is considered
unexcused if the reason for the lack of attendance does not fall into the above
categories (e.g., family vacation, hunting, babysitting, haircut, oversleeping).
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Re-Entry: A signed note from a medical provider is required for:
             1) Extended illnesses (5 or more days)
             2) Post hospitalization for a surgical intervention
             3) Post hospitalization for a psychiatric evaluation and/or treatment

        4) After an injury resulting in a cast or brace or requiring use of an
assistive device such as crutches or a wheelchair
5) Refer to COVID-19 re-entry procedures for other important information

Upon returning to school, the student must bring in a written excuse within 3 days
of the absence. The note should indicate the student’s name, the date of the
absence, the specific reason for the absence and the parent/guardian’s signature.

If a pattern of negative attendance begins to develop, a letter will be sent home to the
family. In addition, school personnel including the school nurse, social worker,
psychologist, teacher or administrator may make contact with the parent and/or student
to discuss the issue and attempt to help the student be in attendance on a regular basis.
If intervention at this level is not successful, the following may be applied to students with
chronic unexcused absences:

● Referral to the attendance team
● Referral to Child Protective Services for educational neglect and/or a

law enforcement referral

Thank you for your help and support.

BICYCLES, SKATEBOARDS, ROLLER BLADES AND SNEAKER SKATES
In order to avoid unnecessary accidents, students must not ride their bikes, skateboards,
scooters, roller blades and sneaker skates (wheelies) when on school grounds. Bike
racks are provided and all bikes should be locked since the school cannot assume
responsibility for them. If a student uses these items on school property, they may be
confiscated and held until a parent comes to school and picks them up.

BOOK DAMAGE
Fines will be collected for damaged books. The amount of the fine will be determined by
the degree of damage. If a book is lost, the school must be reimbursed for the cost of
the book.

BIRTHDAY CELEBRATIONS, CLASSROOM PARTIES AND SNACKS
In an effort to respect dietary restrictions, food allergies and the health concerns of our
students, any food that is brought into school for classroom parties or snacks must be:

● Store purchased
● Commercially packaged with the ingredients listed
● Already in individual servings (no cutting needed)

Please consider sending in healthy choices or non-edible items for birthday celebrations.
In addition, notifying the teacher at least 3 days in advance of the birthday treat is
expected. This is so that alternatives can be made for children who have food
restrictions. As an alternative to sending in birthday treats, you may choose to donate a
favorite book to your child’s classroom library in honor of their birthday. Snacks will be
available for purchase from our School Nutrition Manager.
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BREAKFAST PROGRAM
Students in grades K-5 will be able to get breakfast upon arrival at 8:10 a.m. when the
school day starts. Breakfast is free to all students this school year, due to government
COVID-19 funding.

CHANGE OF ADDRESS, TELEPHONE & EMAIL
It is very important that we have your current address, telephone number and email
address. These will be our sources to contact you to keep you updated on school
events, as well as in case of illness or emergency with your child. Please notify the
Elementary Office of any change that occurs during the school year. PLEASE KEEP
THIS INFORMATION UPDATED.

CAFETERIA AND LUNCH PERIODS
Due to COVID-19, lunch is free to all students this school year until June 30, 2022.
Our cafeteria is available to all students for hot lunches, milk and snack purchases. We
encourage parents to pre-pay student breakfast/lunch accounts. Visit our district website
at www.erschools.org for a direct link to myschoolbucks.com for information and to
establish an account. For your information, below is the most recent pricing for lunches
in a normal (non-COVID) school year.

Full Price Lunch $2.60
Full Price Breakfast $1.30
Reduced Price Breakfast/Lunch $.25
Milk $.50
Snack/Ice Cream $.35-1.00
Adult Lunch $5.20

When sending in money by check or cash, please include your child’s name on the
check or envelope to ensure that it is deposited into the correct account. Make checks
out to “East Rochester School Nutrition.” A student will be allowed to charge only if there
is money in their account.

A free/reduced lunch program is maintained at school. Applications for
free/reduced lunches may be obtained in the district calendar or at the main office.
Applications are to be returned to the office and will be forwarded for approval.
We ask that you please still fill out these forms, as they do impact other areas of
funding for the school district, other than the lunch program (i.e., academic
intervention services).

If you are concerned about a food allergy that your child has, please notify the
cafeteria staff. A warning will appear on the cashier’s screen for a quick review of
the items on the student’s meal tray.

CODE OF CONDUCT

Click here to access the District Code of Conduct.
The Code of Conduct can also be located on our District’s website
www.erschools.org.
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CROSSING GUARDS
Crossing Guards are stationed at strategic intersections for your children’s safety in
crossing.  All inquiries concerning the Crossing Guards should be directed to:

E.R. Police Dept.                    (585) 586-4399
Town of Perinton                     (585) 223-0770
Town of Pittsford                     (585) 248-6200

CUSTODIAL CONSIDERATIONS AND COURT ORDERS
In the case of custodial or guardianship issues, please provide the Elementary Main
Office with a copy of the court documents on file. Please make sure to provide us with
new updated copies anytime there are changes.

DRESS CODE
The responsibility for appropriate dress and appearance of students rests with the
student and their parent(s). Every adult that comes onto campus should consider the
appropriateness of their dress as well, as we are all role models. All attire should comply
with requirements for health and safety. Attire that interferes with the educational
process or impinges upon the rights of others will not be tolerated. The administration
will determine what is or is not appropriate and is authorized to take action in instances
where an individual’s dress does not meet these stated requirements:

1. Students may wear off-the-shoulder tops, halter tops, and tank tops including
those with spaghetti straps.

2. Revealing underwear is not permitted. Outer clothing should fit appropriately.
Bare midriffs are not permitted.

3. Please make sure that your child has a pair of sneakers in school every
day. Footwear that is a “safety hazard” is not permitted. This includes, but is
not limited to slippers, flip-flops and wheelie sneakers.

4. Students may wear hats BUT face and ears must be visible at all times
5. Clothing containing words or designs that are vulgar, obscene and libelous or

denigrate others on account of race, color, religion, creed, national origin,
gender, sexual orientation or disability is not permitted.

6. Clothing that contains words or designs that promote the use of alcohol,
tobacco or illegal drugs and/or encourage other illegal or violent activities is
not permitted.

While the school administration may require students participating in physical
education classes to wear certain types of clothing such as sneakers, socks, shorts
and t-shirts, we do not prescribe specific brands.

Students who violate the student dress code shall be required to modify their
appearance by covering or removing the offending item and, if necessary or
practical, replace it with an acceptable item.

ELEMENTARY FACULTY/STAFF
Our faculty/staff members are accessible through voicemail. Please dial (585) 248-6300
and follow the prompts to reach staff and faculty extensions. You may also contact
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faculty/staff members by email. Faculty and staff email addresses are contained within
the Staff Directory found at http://www.erschools.org/staff_directory.

EMERGENCY EVACUATION PLAN
In the event of a major emergency that would require the evacuation of the entire
campus, the following plan will be implemented:

Students in grades PK-5 will be accompanied by school personnel to the Bird & Morgan
School’s Auditorium.

In cases of emergency school closings, school personnel will attempt to contact
parents/guardians using the information provided on the “Emergency Contact Sheets”.
School staff will remain with students until your arrival. Please note: Students will only
be released to those persons whose names appear on the Emergency Contact Sheet.

EVERY STUDENT SUCCEEDS ACT (ESSA)
The Every Student Succeeds Act (ESSA) is a law that outlines how states can use
federal money to support public schools. In January 2018, the federal government
approved New York State’s plan to spend the approximately $1.6 billion the state
receives annually under ESSA. New York State is committed to ensuring that all
students succeed and thrive in school no matter who they are, where they live, where
they go to school or where they come from. Since fall 2016, New York State asked for
feedback to design a plan that improves equity, access and opportunity for all students.
New York State’s goals of the program are to:

1. Provide a well-rounded education for all
2. Reduce testing time and improve the testing experience
3. Help teacher and school leaders to be ready for success
4. Pilot a process to ask parents for additional help when their child’s school is

identified for improvement
5. Provide parents with a more complete picture of their child’s school

As part of our school ESSA program, a School-Parent Compact is available at the back
of this manual and complete program information on ESSA can be found at
http://www.nysed.gov/essa/information-parents.

NYS has put in place a process for parents and other stakeholders to submit a complaint
if they feel the LEA, or has violated a law or regulation in relation to ESSA, and allow for
resolution of the complaint. The complete complaint procedure can be found at
http://www.nysed.gov/essa/new-york-state-essa-funded-programs-complaint-procedures

FIELD TRIPS
During the course of the school year, your child’s teacher may decide to take the class
on field trips. Specific information about each trip will be sent home, along with a
permission slip to participate in the event. If you do not respond or choose not to grant
permission for your child to attend a trip, they are still required to come to school and will
be provided alternative instruction for the allotted time.

FIRE DRILLS
Fire drills at regular intervals are required by law and are important safety precautions. It
is essential that when the first signal is given, everyone obeys orders promptly and
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clears the building by the prescribed routes as quickly and as quietly as possible. The
teacher in each classroom will give the students instructions.

HEALTH OFFICE INFORMATION
The school nurse provides professional service, in cooperation with parents, to help
establish and maintain the welfare, safety and health of the school child. This is
accomplished by bringing to the attention of the parent, or other appropriate person, any
child that would benefit from medical attention or other services provided for the welfare
of the child.

Keep communication lines open with the school nurse, and other concerned personnel.
Our nurse can be contacted at any time by calling 248-6317. You can leave a message
on the answering machine and your call will be returned.

It is not uncommon for elementary schools to have an occasional outbreak of pediculosis
(head lice). When this occurs, we act on the guidelines developed by WorkFit Medical
School Health Services.

It is important that you understand that the nurse can only treat illness and injuries that
occur during the school day and is limited to First Aid care only. This is in keeping with
New York State Law. In addition, New York State Law prohibits the dispensing of
any medication, including over-the-counter medicine, without a written statement
from the physician, a signed permission from the parent and the original
prescription bottle. These orders must be renewed each school year. Students are
not allowed to transport any medication to school.

It is extremely important that you read the information that has been/will be sent
home.

In order for a child to begin school, immunizations are required for all students, as is a
physical exam for all new incoming students and students in specific grades designated
by New York State Law. If the record of immunization is not complete or a required
physical is not obtained, your child will not be allowed to attend school. Education
Law requires physical examinations for students when they enter the district for the first
time, and/or they are in grades PK, K, 1, 3 and 5. This physical must be dated not more
than twelve months prior to the commencement of the school year in which the
examination is required. (Education Law, Section 903) A dental certificate is also
requested at these grades. If you have no dental insurance, the State of NY has set up a
web page with resources.  Please visit http://www.nyssmiles.org/nys-directory/

HOMEWORK
Homework has value because it: extends learning experiences beyond the classroom
and into the home and community; reinforces learning by giving students chances to
practice; teaches children to organize time, work independently and develop good study
skills and self-esteem; integrates several skills such as research, writing and oral
delivery; and involves parents in their children’s education.
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Parents and the school share the responsibility for student learning. Parents can assist
their children with their homework by:

✓ Each day asking your child what they did that day in school

✓ Each day asking to see your child’s papers and notices from school

✓ Having a quiet time and location each day, when your child can sit down and
do their homework – TV OFF

✓ Making sure that your child gets proper rest so they can function at school – a
reasonable bedtime

✓ Helping your children with choices about how to spend time after school

✓ Creating a “school spot” at home. Choose one place where you and your
children will always know where to look for the lunch box, lunch money,
school notices and announcements, school papers and messages. Whether
you choose the top of the kitchen counter or the dining table, your “school
spot” can become your vital communication center.

✓ Letting your child know that you care about what they do in school

The Elementary School Shared Decision Making Team understands the importance of
the school-to-home connection. The team also recognizes that students should begin
the practice of developing good study habits as early as kindergarten. These habits
develop as students learn the importance of establishing a daily routine of setting aside
a quiet time at home each day, devoted to learning.

As a guideline, teacher-directed home-study experiences average 10 minutes per grade
level (per day):

Kindergarten 10 minutes
First Grade 20 minutes
Second Grade 30 minutes
Third Grade 40 minutes
Fourth Grade 50 minutes
Fifth Grade 60 minutes

For the most part, homework is independent in nature. The activities may include
academic projects, skill/drill practice, reading or being read to. As parents/guardians it is
your responsibility to provide the structure and setting for completion of homework. If
your child experiences significant difficulty/frustration in completing homework, please
contact your child’s teacher the next day for assistance or advice.

In all grades, it is encouraged that children spend time each evening reading
independently. When students read independently, they are practicing the skills learned
in school. Even just 15 minutes a day can greatly increase student reading fluency and
comprehension over time.
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STRIVE FOR 25 BOOKS PROGRAM:
All students are encouraged to achieve the recommended New York State goal of
reading 25 books during the year. To encourage this, students are rewarded for their
level of accomplishment. Students must pass Reading Counts assessments or
alternative assessments in order to receive credit for a book. Records are kept
electronically and displayed in the classroom.

To facilitate communication of expectations, students in K-3 use “take-home” folders.
Students in grades 4-5 use “agendas”.

INSTRUCTIONAL SUPPORT TEAM
The East Rochester Elementary School Instructional Support Team (IST) is a
problem-solving group of educators whose purpose it is to assist teachers and parents
with strategies for dealing with students “at-risk” academically or behaviorally. This team
promotes solution-focused collaboration between home and school. Team members
include a representation from all faculty/staff areas including general education, special
education, support area, etc. who have demonstrated experience and commitment to
solving classroom-based problems.

INTERNET ACCEPTABLE USE POLICY
Parents/guardians who object to their children having Internet access may write to the
principal requesting that the student be given alternate assignments and be barred from
recreational Internet use.

East Rochester Schools - Internet Acceptable Use Policy

Use of the district’s computerized information resources is covered in district policy. See
7315 Student Use of Computerized Information Resources (Acceptable Use Policy) for
more complete details.

The Internet has become an integral part of the learning process in the East Rochester
Union Free School District. We subscribe to extensive online databases and
encyclopedias for research at all grade levels, and we teach students how to locate and
evaluate materials on the World Wide Web. We encourage all students to use the
resources available over the Internet, but they must do so responsibly.

To protect our students from inappropriate materials on the Internet, we have installed
filtering software throughout the district. The software uses a combination of lists of
blocked sites and real-time content checkers to ensure safe, appropriate Internet use for
all. This does not excuse the student from personal responsibility – no filter is perfect –
but it significantly reduces the chance of problems. In some locations, student activity
may be remotely monitored.  Student Internet use is a privilege, not a right.

By using the Internet on any computer within the East Rochester Union Free School
District, students implicitly agree to:

● Use the Internet responsibly
● Limit their use to school-related work, unless specifically given free

surfing time by an instructor
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● Not downloading or installing any programs or other files, whether from
the Internet or brought from outside

● Not run any unauthorized programs from portable media or from the
Internet

● Report any problems immediately to the instructor
● Use the printers only for school-related items and with discretion
● Not create websites with inappropriate or malicious content using district

machines
● Treat the staff and equipment with respect

Refusal or failure to comply with any of the rules above will result in a consequence
deemed appropriate by teachers and/or administration. This may include temporary or
permanent loss of Internet privileges, detention, suspension, etc, depending on the
severity of the infraction.

Parents/guardians who object to their children having Internet access may write to the
principal requesting that the student be given alternate assignments and be barred from
recreational Internet use.

LOST AND FOUND
Students should not bring large amounts of money, valuable jewelry or expensive
electronics to school. Bike racks are available, yet students need to provide their own
locks to secure their bikes. While the school takes every measure possible to protect
students from the loss of items, it cannot assume any responsibility in the event of a
loss. Please be sure to label all clothing, personal property and lunch boxes.

PARENT/TEACHER CONFERENCES
Conferences are designed to let you know how your children are doing in school.
Teachers realize that they cannot do the best possible job of educating each child
without the help of the parents/guardians.

Two-way communication is very valuable. Parents can provide insights into their child’s
learning. Teachers can offer suggestions on how parents can help at home. Often the
best way to discuss such matters is during face-to-face (in-person or virtual) meetings
where both you and your child’s teacher have an opportunity to fully explore progress at
school.

PHOTO RELEASE
Parents/guardians who object to having pictures of their child or their child’s work in
printed or electronic school publications may write to the principal, requesting that their
child not have photos published.

PLACEMENT PROCESS
During the month of May, we begin our placement process for the following year. Much
time, energy and expertise is expended in the hope that we will be able to find an
excellent placement for your child as well as quality classroom compositions.

Parent Input Forms will be sent home in the spring. No specific teachers or
programs may be requested. The purpose of this form is for parents/guardians to give
insight into their child’s needs to help inform placement for the following school year.
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Should a placement concern arise after the school year begins, the issue should be
addressed first with the classroom teacher. If unresolved, administration should be
contacted.

PLAYGROUND
Please be reminded that this is NOT a supervised area before and after school.
Students wishing to play before or after school must be accompanied by a
parent/guardian/child care provider.

PROBLEM SOLVING
Students succeed best when parents, teachers and administration work together.
Because our children learn by our example, we have a special responsibility to
demonstrate how problems can be constructively resolved. That shouldn’t change
because of a problem or disagreement at school.

The key to feeling more comfortable is knowing how to approach the problem and
knowing where to go for help. In general, most problems can be resolved if people treat
each other with dignity and respect.

For problems concerning a specific teacher or a child’s performance in a specific grade,
follow these steps:

1. Always discuss the issue with your child’s teacher first.
2. If the problem is not resolved to your satisfaction, the next step is to contact

school administration.

PARENT TEACHER ORGANIZATION (PTO)
Each year, the PTO supports many activities throughout the school, such as the Book
Fair, Breakfast with Santa, school pictures, teacher/staff appreciation day and more.
The PTO encourages the participation of interested parents to volunteer with its
committees or to attend monthly meetings to provide insight and new ideas.

PERSONAL ELECTRONIC DEVICES
Personal electronic devices (radios, Walkmans, Ipods, MP3 players, cell phones, etc.)
may not be used in elementary school. All devices should be off and stored in
lockers, book bags or classroom cubbies during the regular school day. Items that
interfere with the teaching and learning process will be confiscated. Confiscated items
will be returned to the student or a parent at the end of the school day.

TOYS AND OTHER DISTRACTIONS
It is important for students to know that school is a place for learning and focus. Toys,
stuffed animals and other distractions are to be left at home or securely stored in book
bags for the entirety of the school day. (Fidget spinners, etc. can also be distracting if
not used properly.) Children who attend before/after school programs for care may bring
these items, but they are to be secured for the day in their backpacks. On special
occasions, as noted by the classroom teacher, it may be necessary to bring in these
items as part of their educational program. These situations, though rare, are
acceptable times to bring these items to school.
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RELEASE OF INFORMATION
Unless the cumulative record contains information to the contrary, it is assumed that
separated parents/guardians have joint custody. In the event of joint custody and when
both parents/guardians provide address information, both parents/guardians will be
provided copies of all progress reports, report cards, test notices, etc. Please provide
the Main Office with updated copies of custody agreements.

REPORT CARDS
When your child brings home his/her report card, we ask that you sign and return the
envelope it comes home in. If your child is absent on the day that the report cards are
distributed, it will be held in the classroom.

SAFETY
In an effort to foster a safe learning environment, we are requesting your compliance
with the following:
♦ When you escort your child to school, please see them safely to the entrance area

and allow them to enter on their own. (Escorting your child to their classroom door
can often exacerbate separation anxiety.)

♦ If you need to pick-up your child before school is dismissed, you must go to the
Single Point of Entry (SPE). No student will be dismissed directly from the
classroom.

♦ At dismissal time, please meet your child outside.
♦ When entering school, for any reason, you must first report to the SPE to sign in.
♦ It is a safety concern and highly discouraged for an adult to visit other areas of the

school besides their written destination upon signing in. (e.g., going to the classroom
when signing in for the lunch room)

♦ Please be reminded that we will only release students to people who have been
given permission by the parent/guardian.

It is important that the office, and teacher, be notified as soon as possible of any change
in phone number, address, email or name. It is also important to notify the school of a
change of sitters or an emergency number change.

STUDENT ENTRY LOCATIONS
8:10 a.m. DAILY

K-5: Each grade has a designated entrance.
● Pre-K: Doors closest to the playground (Red Doors)
● K: Doors closest to the playground and directly behind the K wing. (Red &

Orange Doors)
● 1: Main Entrance (Yellow Door)
● 2: Behind the School (Green Door)
● 3 / 4: Behind the School (Blue & Purple Doors)
● 4 / 5: Behind the School (Purple & Brown Doors)

Please verify your child’s entry door with their classroom teacher, as there may
be some exceptions to the above.

STUDENT RECORDS
Student records are available for inspection and review to the person(s) in legal custody
of a student under 18 years of age. Records are classified as confidential and may not
be released or made available to persons other than person(s) in legal custody or
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students 18 years of age or older without written consent of such person(s) or student.
Exceptions to this rule are school employees and officials, and certain state and federal
officers who have a legitimate educational need for access to such records in the course
of their employment.

SUBSTITUTE TEACHERS
Our schools are fortunate to have capable people to help us whenever our regular
teachers are ill or are attending conferences. Substitute teachers are important
members of our school district and should be respected as such. All students are asked
to be polite, helpful and considerate to our substitute teachers.

THREATS
Faculty and staff will undertake the enforcement of the District Code of Conduct. It is
important to note that threats are not tolerated. Any threat to “kill”, bring a weapon
and/or physically harm, etc. will result in disciplinary action.

VISITORS
Read below to familiarize yourself with our normal school policy during a
non-COVID year.

All visitors to the school must report to the office or single point of entry (high
school) and sign in upon arrival. Parents are required to arrange classroom
visits in advance with the classroom teacher(s) so that class disruption is
minimal. Teachers are expected NOT to take class time to discuss individual
matters with visitors. Visitation to the school may be restricted if an adult is
presenting behavior that would threaten the safety and welfare of the students
and/or faculty and staff.

LUNCHROOM VISITOR POLICY

Due to COVID-19, all lunch visitation is on hold.
To familiarize yourself with our normal lunchroom visitor policy in a normal

school year, please read below.

Visitor Table: When eating with your child, it is expected that you will sit at the visitor
table.  For the safety of our students, you will only be able to eat with your child (not their
friends).  In addition, visitors are prohibited from joining recess or returning to the
classroom with their children.  This is disruptive. Please report back to the Main Office.

Social/Emotional Growth of our Children: Lunch is a wonderful opportunity for your
child to decompress and socialize.  Please keep visitations to a minimum (1-2 times per
month maximum) so that your child has the opportunity to gain independence, socialize
with peers and make friends.  If you have concerns about your child’s social/emotional
growth, please contact a school counselor, school social worker or school psychologist.

Closed to Visitors: It is important that students have time to establish their routines at
the beginning of the year, as well as end their year with their peers.  Therefore, please
refrain from visiting for lunch during September and June, with the exception of student
birthdays.  In addition, please avoid visiting the day before breaks including:
Thanksgiving, December, February, and March/April breaks.  These are hectic days and
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we have experienced an overflow of visitors, which makes it difficult on our students and
staff.

Questions/Concerns: If there are any questions or concerns about the lunchroom,
please contact the Elementary Principal or Assistant Principal.
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We are looking forward to an
excellent year of teaching and

learning together.

Please remember to always do
your best and take

responsibility for your actions
and work.

Be Safe
Be Responsible
Be Respectful
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