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Dear Teachers and Staff,

Welcome to a new year at Central Elementary.  We are looking forward to continuing our focus on improving students’ reading, writing and math skills while increasing school pride and citizenship.  Our schools exist to provide a quality education to our students and we have full confidence that we will achieve this goal.  

This handbook has been developed to provide basic information regarding our school and necessary procedures.  Please take the time to review its contents and contact one of us if you have any questions. 

Again, we are excited about the upcoming year and will put forth every effort to provide you with the resources and encouragement to have a successful year with your students.

Sincerely,

Mr. Aaron Jones & Mrs. Monica Assareh
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DISTRICT INFORMATION
CURRICULUM 

Each teacher should have access to a copy of the curriculum they are responsible for teaching.  The principal and teacher will discuss the progress and students’ mastery levels several times throughout the year. A copy of the K-3 curriculum is available for viewing on the District website.

SUBSTITUTE TEACHERS 

A substitute teacher’s folder should be kept in a predetermined location in the classroom.  The procedures and schedule for the days shall be included.  Lesson plans and necessary resources are to be easily accessible each week.  Any concerns regarding substitutes should be reported to the office.  If you are in need of a substitute, please call Aaron at 636-262-0996 or Monica at 636-451-6246.  (see procedure handout)
AUTHORITY OF ADULT SCHOOL EMPLOYEES  

All of the adult employees of the Central Elementary School have certain responsibilities.  To carry out these responsibilities they have certain authority granted to them.  Included in this authority is the authority to correct students when the need arises.  If any student is corrected by any adult employee, whether the employee is faculty, clerical, cafeteria, or custodian, the student is expected to accept such correction as though the principal were giving such correction.

STUDENTS’ PERSONAL PROPERTY
The school does not assume responsibility for personal property brought to and/or left at school.  This applies to toys, radios, electronic games, CD players, etc. Personal items and toys are not allowed at school unless the teacher directs otherwise. Hats and visors are not allowed except on special days announced by teachers.  Animals and pets should not be brought to school without obtaining the permission of the principal.

AFTER-SCHOOL ACTIVITIES

Parents MUST accompany students to after-school activities, such as Open House, Special Night Activities, etc., unless directed otherwise by teacher or school officials.

STUDENT DRESS
The dress code policy is provided in the Student Discipline Policy. 

CHILD CUSTODY

Central Elementary is utilizing the following procedures concerning child custody.  Any questions concerning documents need to be directed to the office.

1.  In case one parent asks that the child not be allowed to leave the school with the other parent, a custody paper, restraining order, or some other legal document should be in the child's folder at school.  Legal opinion states that either parent has equal rights to the child unless one of the above mentioned legal documents has been issued.

2.  In the event that a parent says they have such a document at home, it is important that the document or notarized copy be brought in within a short period of time to be included in the child's school records.

SICK LEAVE

The school’s sick leave policy – See Board of Education policies and regulations.  You can access this on the district website.

PROFESSIONAL  APPEARANCE

The way we dress says a lot about how we are viewed as professionals.  Staff should use the following guidelines when considering dress at school:

1. Dress capris/culottes can be worn when the forecast for the outside temperature is 90 degrees or above.

2. Slacks/capris (not jeans), dresses or skirts should be worn at all other times.

3. Each Friday will be a day when dress can be more casual (jeans and school shirts or colors).

GUIDELINES TO REPORTING STUDENT ACHIEVEMENT
A.  Report cards-

1. The Reading, Mathematics, Spelling and Language grades are available for 1st, 2nd, 3rd, and 4th quarter.

2. On the Social Side of the report card, the marks of S (satisfactory), N (needs improvement) or I (improving) will be used.  Exceptionality can be noted by using the comment section or number comments.

3.  Letter symbols indicate a Student's achievement and progress (1st through 3rd grade)


95 – 100 = A
90 – 94 = A-


87 – 89 = B+   83 – 86 = B
80 – 82 = B-


77 – 79 = C+
73 – 76 = C
70 – 72 = C-


67 – 69 = D+
63 – 66 = D
60 – 62 = D-


0 – 59 = F     

4. An Alternate Grade scale is used for students in Kindergarten


S = Satisfactory


P = Progressing


U = Unsatisfactory


M = Mastered


X = Not Assessed At This Time  

5.  Report to parent deficiencies if child is receiving less than satisfactory grades in any of the major subject areas.  Mid-quarter reports will be sent home to all parents, not just to those who have students who are not doing well.

B. Permanent Records-
1. Folder should include Release of Records form and grade placement.  At the end of the year, transcript labels and picture should be attached to the outside of the folder.  The GLE checklist should be put inside the folder
2. Some indication should be made on card if work is below current grade placement.

C. Communication between Staff and Special Staff-
1. Testing data gathered on individual students needs to be shared by all teachers working with the child.

2. Each teacher working with a special child should have a copy of the IEP which spells out the responsibilities of implementing the IEP.

3. Responsibility for giving grades to students and variations in grading should be discussed during IEP meeting.

4. Parents should be made aware of any variations in grading practices at the IEP meeting.

5. Every effort should be made for the teachers and administrators to attend IEP meetings.

SCHOOL VOLUNTEERS
 

	Definitions
Volunteer – Any parent or person in the community who provides uncompensated service to the district. As used in this procedure, a “volunteer” does not include students participating in a district-sponsored program, such as tutoring or acting as an office or teaching assistant.

Chaperone – A volunteer, usually a parent or guardian, who assists the district staff and is under the direct control of district staff but is never left alone with a student. Chaperones include room parents or persons who volunteer to assist with field days, field trips, class parties or other special occasions.

All Volunteers
Volunteering in the district is a privilege, not a right. The Board, superintendent, principal or designee may decline or terminate the services of a volunteer for any legal reason. It shall be the responsibility of the building principal or designee to approve all screened volunteers to be placed in his/her building. Teachers may select and organize chaperones, unless otherwise directed by the principal.

All volunteers must receive training appropriate to the function they will serve while volunteering. If a volunteer is disruptive or acts inappropriately around the students, the teacher or principal will refuse the volunteer’s services and notify the superintendent or designee immediately.

Volunteers will provide support services but are not substitutes for the professional staff. Volunteers will work under the direction and supervision of district and building staff. Even screened volunteers who are left alone with a student will have an employee contact person or supervisor to monitor activities with students.

All district-approved volunteers will be given a copy of the following rules:

1.         Volunteers must follow the same dress code applicable to students.

 2.         Volunteers will not lend money or bring gifts other than stickers and greeting cards to individual students unless authorized by the building principal or designee.

 3.         Volunteers will keep all information obtained from a student’s education record confidential.

 4.         Volunteers will not photograph or videotape students unless authorized by the building principal or designee.

 5.         Volunteers will not date students, have sexual relationships with students or arrange to meet students outside the regular school day or during school-sponsored events or activities.

 6.         Volunteers will not supply medication to students.

 7.         Volunteers will use universal precautions to avoid contact with body fluids.

 8.         Volunteers will receive district policies and procedures on computer use and will sign an authorized user form prior to having access to the district’s computers.

 9.         Volunteers will not discriminate against or harass any person and will report all harassment or discrimination observed, in accordance with district policy.

 10.       Volunteers will not search students or student property.

 11.       Volunteers must sign in and out of the office when entering or leaving the school.

 12.       Volunteers must report suspected cases of abuse or neglect to the building principal.

 13.       Volunteers will follow all the policies, procedures and other rules established in the district and all applicable laws.

Background Checks
Background checks for volunteers will need to be done every year (fingerprints every five [5] years and $10 name search all other years). Parents who completed the $51 background check in 2006-07 will be grandfathered for five (5) years, but will still be required to complete a name search each year at the District’s expense ($10).

Principals or designees need to distribute background check forms to parents and collect applications. Volunteers will mail the fingerprint card/form ($20) to the state. Name check forms will be completed by the volunteer and submitted to the building principal. Principals will submit name check forms only (free) to Central Office for processing.

Central Office is responsible for establishing and maintaining a database for all volunteers.

Background check procedures have been implemented due to new laws and for the safety of all students.

School Events
Room Parents – Background check required/name search only (free).

Attend Parties – No background check required.

Classroom Volunteer
Direct supervision/contact with student(s) – Background check required ($20 fingerprints and free name search).

Field Trip
 1.         Supervision of small groups of students – Background check required ($20 fingerprints and free name search).

 2.         Supervision of own child – Free name search only. Cannot ride bus. Child must ride bus. Parent/Child must stay with group.

 3.         Attending whole class activities (i.e., concerts, Field Day, etc.) – No background check required.




SCHOOL BOARD POLICIES, under which all regulations and procedures are established, are available to the public and are online.  Go to the district’s web site:  union.k12.mo.us, click on the Board of Education link on the left hand side and then on board policies.  Parents may call the school and use a school computer, go to the public library or their own personal computer in order to look up policies.  Any questions about policies may be directed to the office.  Board policies may change during the school year.  Parents may access the Board of Education online or contact the Administrative office for all policy updates.
DISCIPLINE PHILOSOPHY

We believe each child is a unique individual who deserves to be treated with dignity and respect.  Children should never be demeaned or ridiculed.  Discipline imposed by the school should be directed toward helping children learn to make decisions about their behavior that will help them develop into useful and productive members of society.  We believe that an orderly school environment is necessary for effective learning to take place.  All children have the right to the opportunity to learn in an environment that is pleasant and conducive to learning.  In order to maintain that learning environment, all children must accept responsibility for their own behavior.  We believe the development of self-discipline is an essential part of each child’s education.  We believe all children want to know the guidelines of acceptable behavior.

It is up to the school staff to establish those guidelines, and make sure the children 

recognize and understand them. We believe that when children know and understand our expectations they are likely to behave in an acceptable manner.  Expectations and consequences will be communicated to the children.  Particular emphasis will be placed on the positive behavior and incentives will be established throughout the year.

DISCIPLINE OBJECTIVES FOR STAFF MEMBERS

1. Treat all children with dignity and respect at all times.

2. Create a safe, orderly school environment that is pleasant and conducive to teaching and learning.

3. Develop and implement a discipline plan directed toward helping children learn to make decisions about their behavior that will help them to become useful and productive members of society.

4. Teach children to accept responsibility for their behavior.

5. Encourage and maintain high expectations for interactions with children, parents, and co-workers.

CENTRAL ELEMENTARY INFORMATION

VISION STATEMENT
Central Elementary is a school that promotes a positive and safe environment by working together towards the common goal of increasing student achievement and success.
EXPECTATIONS  

The STUDENT has a right to develop his/her abilities to the fullest, to be respected as an individual, to expect rules to be reasonable and fair, and to receive the benefits of all school services.  He/she is responsible for knowing and following school rules, for respecting others and obeying school staff, and for working hard in his/her studies.

The PARENT has the right and responsibility to be involved in the education of their children.  They are expected to know how their child is progressing in school.  They should be sure their child attends school regularly and has a structured and adequate environment at home for regular study, homework, etc.  They can become actively involved in school through participation in parent/teacher conferences, attending Central Wildcat Pride (CWP) meetings, or by applying as a volunteer to work in the school.  They are encouraged to contact their child's teacher regarding any problem he/she is having in school.    

The TEACHER is expected to conduct a well-planned and effective classroom program, to establish and enforce classroom rules that will make learning easier and to keep written records.  The teacher has a right to expect respectful treatment from students and if need be will take corrective measures to insure an appropriate learning atmosphere for students.

The PRINCIPAL is responsible for motivating students and staff to attain high levels of achievement, keeping an orderly environment conducive to learning, for notifying parents of serious student offenses, and implementing board policy (copies located on the district website.).  He/she has a right to impose detention on a student, to deny school privileges, administer corporal punishment, to remove a student from class, to suspend the student, and to enlist parental support. 

CHARACTER EDUCATION  

A committee of teachers and parents have identified and defined specific character traits that should be fostered in our school.  The traits are identified as:

*RESPECT - means caring for yourself, others and our environment.

*RESPONSIBILITY – means doing your best and making good choices for yourself.

*COURTESY- means behaving in a way that shows good manners and thoughtfulness toward other people.

*COOPERATION- means working, playing and living together in a way that makes everyone feel good.

We will incorporate these four character traits throughout the entire school year.  Each month will have a special emphasis to help focus attention on the development of the above traits.  
The monthly themes are:

August & Sept. - Be Responsible and Respectful by being here and on time.

October-
    Make Good Choices
November- 
    Be a Friend

December- 
    Be Caring

January- 
    Be Polite 
February-
    Be Honest

March-

    Be a Learner
April-

    Be Confident
May- 

    Be Cooperative
GUIDANCE AND COUNSELING        

Counseling services are available to all students.  The counselor's purpose is to help students, teachers, and parents in understanding the student's potential ability and achievement levels.  Students, teachers, and parents should feel free to consult with the counselors about classroom concerns, plans and decisions, or personal problems.  The counselors will also assist parents in arranging conferences with teachers.

Students may be referred to the counselors by themselves, parents, teachers, other students, or administrators.  They may also request conferences with students about matters of general interest.

STUDENT RECORDS

Student's records are governed and controlled by adopted policy to comply with provisions of the "Family Educational Rights and Privacy Act of 1974" (20 U.S.C.1232g) and the regulations of the Department of Education and Health and Human Services.  Student’s records are accessible to parents upon request.

SPECIAL TREATS 

All treats for birthdays or class parties MUST be of the pre-packaged variety. Please discourage parents from delivering presents, flowers, fast food, or other items to school.  Please do not give chewing gum to students as rewards.  Chewing gum during school is not allowed for students. 

THE SCHOOL DAY 

The school day begins for students at 7:55 and ends at 2:45.  Teachers should be at school by 7:45 and are free to leave at 3:20 provided other obligations do not require their presence.  A schedule of special classes (art, music, P.E., etc) is provided to staff and your daily schedule should be worked around these classes.  A copy of your daily schedule should be completed and turned in to Monica Assareh by September 5, 2011.  

The office will be minimizing interruptions during your class time. Should a staff member receive a non-emergency phone call during the day, a message will be taken and notification will be made at a more appropriate time. The intercom will only be used at the beginning and the end of the day unless an emergency warrants an immediate interruption.

TEACHERS’ RESPONSIBILITY FOR SUPERVISION

The children are under our direct care and supervision while here at school.  It is the entire staff’s responsibility to promote a safe and orderly climate.  The children are to be supervised at all times.  It is the teacher’s responsibility to:  

1. Be in their rooms at 7:45 a.m. when it is time for the children to come into the classroom in the morning.

2. Assist with hall supervision before and after school.

3. Bring their own class to Art, Music, P.E., etc. and get the class at the end of the period.

4. Supervise their class when rooms “double up” for activities such as films and assemblies.

5. Teachers should not leave their class under the supervision of a cadet teacher or field experience person.

6. Report to duty area at the appropriate time as outlined on the duty roster.

7. Practice and review with your class, school-wide standards, as well as proper behavior in an audience.

8. Restroom Supervision

PLAYGROUND SUPERVISION

Teachers will be assigned to supervise children on the playground.  It is their responsibility to see that the children play in designated areas to minimize the chances of accidents occurring.  When the weather does not permit the children to be outside, it is the responsibility of the playground duty teacher and others on duty to see that they play quietly in their classroom.  Grade level teachers should determine this.  Children are not to leave the school grounds after arriving in the morning.  If it is necessary to get a ball which goes off the playground, a child should obtain permission from the duty teacher.  SEE EMERGENCY INFORMATION.
KEEPING A CLEAN AND ATTRACTIVE SCHOOL

All students and staff should help to keep our school clean and attractive.  The following are some of the items that will be very helpful.

1. Pick up all paper, pencils and crayons at the end of the day.

2. Place trash cans by the door.

3. Have the children stack their chairs or place them on top of the desks.

4. Turn off lights when not needed.

5. Use tack strips and bulletin boards to display students’ work.  Do not use tape on the walls or cabinets.

6. Encourage children to walk instead of shuffling their feet in the halls.

EXCUSING PUPILS FROM CLASS AND LEAVING SCHOOL GROUNDS

1. Students are not allowed to leave school unless parents send a written request or appear in person to make the request. 

2. Students should not go to another classroom on personal errands after the school day begins.

3. Children should not be detained or kept from attending art, music, P.E., etc. for any reason unless this is a joint decision made between the teacher, special teacher, and principal.

4. Students must have a hall pass to leave classroom to use restroom, go to office, library, etc.
STUDENTS COMING TO AND FROM SCHOOL

Bicycle riders are expected to park their bicycles in the designated area, and follow all traffic laws to and from school.

1. Students who WALK to and from school are requested to walk on established walkways and paths and not cut across grass areas.  NEVER walk between buses.

2. School rules and policies will be in effect for all students en route to and from school.

3. Students that come to school by automobile are to be let out as quickly as possible in front of the building.

4. Pick up at the end of the day will be in the gym and/or the cafeteria.  Bus traffic uses the driveway behind the building.  Please try to avoid blocking other traffic.  Parking is available in the lots in front of the building.   

VISITORS 

Visitors are welcome at Central anytime.  Each visitor is required to check in at the office and obtain a pass.  Classroom visits by parents/relatives are allowed with prior approval by the school principal and teacher.

ANNOUNCEMENTS
Daily announcements related to school and student affairs will be given each morning.  It is important that students listen carefully.  Students who wish to have activities announced must have the information written and approved by the sponsor or principal.  Special announcements will be kept to a minimum so as not to disturb regular class procedure.  Newsletters for parents will be sent out on a regular basis.

FIELD TRIP

Plan and submit requests for approval of a field trip at least one month prior to the trip if possible.  Try to limit travel within a 60 mile radius of Union.  All planning and contacting of firms will be the responsibility of the teacher.  Teachers must fill out the First Student form for transportation.  Students must have signed written permission slips on file before being allowed to go on any field trip.  Students are to ride the bus to and from activities. A parent permission slip will be sent home at the beginning of the year for children to go on walking field trips throughout the year. (i.e. bank, police station, etc.) Approval of field trips will be based on the following considerations:

1. Date request submitted.

2. Size of group.  Doubling-up must be approved first.

3. Educational benefit from trip

4. Cost – CWP appropriates money for grades K-5 field trips.  Additional amounts needed, will be collected from students. 

NOTES SENT TO PARENTS

All information sent home must be approved by administration in advance and a copy should be provided for administration files.
MAILBOXES

All school employees will have a mail box located by the office.  It is important that each person check their mail box before school, after lunch and at the end of the school day.

OFFICE

The office must be reserved for business purposes.  It should not be a place for lengthy visiting and socializing.

TEACHER STAFF BULLETINS (Daily Gram) 
For ready reference, teachers are requested to maintain a file of the bulletins issued from the office until the end of the year.  The bulletins are intended for teachers and staff only and should not be left lying around for students to view. 
CARE TEAM

A weekly lunch period will be reserved for scheduled CARE TEAM meetings.  All teachers are expected to attend the CARE TEAM meeting on designated days.
FLOWER AND GIFT POLICY

If a full time employee at Central is in the hospital or is seriously ill at home we will send flowers.  If a death occurs in a staff member’s immediate family we will send flowers.  

CENTRAL ELEMENTARY SCHOOL’S STANDARDS

These standards will be a focal point at all times in and around Central Elementary

1. I am responsible for my actions.

2. Respect yourself, others and the environment.

3. Practice Fairness, Courtesy, and Safety.

4. To be successful I need a good education.

5. My success depends on my efforts.

Teachers, along with their class, should establish specific standards for creating an environment that will promote effective learning and help students gain self-control.  The focus should be on recognizing appropriate behavior and dealing with inappropriate behavior in a direct, assertive, consistent and non-threatening manner. Standards for effective classroom operation should be established with resulting consequences.  These consequences can range from a verbal warning to a conduct note being sent to the office.  Time-out can be an effective consequence.  This can occur both in the class as well as in the room of a fellow teacher.  When a teacher uses time-out in another classroom as one of the consequences it should be coordinated between both teachers.  A child should not be sent to time-out in the hall for an extended period of time. Five minutes in the hall should be ample time for the child to decide what he/she needs to do in the future. Should a child reach the point in the behavior plan where an office referral is warranted the teacher should complete a discipline slip and send it, along with the child to the office.  The principal will follow the board policy on discipline when processing the referral.

Each teacher should:

1. Establish standards early.

2. Teach and practice proper behavior frequently.

3. Focus on the positive and let individuals and the class know when they are behaving appropriately.

4. Establish consequences which are linked with a learning component.

Classroom behavior plans should be turned into the office no later than September 7, 2007.

STUDENT ATTENDANCE POLICY PROCEDURES:

Absences Classified:     

All absences will be classified as excused, unexcused, or truancies depending on the reason for such absences.

Excused - A student may be excused for the following reasons:       

a.  Personal illness

b.  Personal medical or dental appointment

c.  Serious illness or death in the immediate family

d.  For other reasons if the parent requests and the principal approves the request PRIOR to the student being absent.

In cases of emergency, the principal may approve an absence (without prior notice) as being excused if circumstances could have reasonably prevented the student from obtaining prior permission.

Unexcused - All other absences from school will be considered unexcused.  The student will receive no credit on all work completed, tests, and on work expected to be turned in on days when the student is absent and is unexcused.

Truant - A student will be considered as truant if he or she is absent from school all day or any part of the day without prior knowledge and consent of either the parent or the school.    

NOTE:  Students who miss school (all or part of a day) who are involved in approved activities (such as a field trip) will NOT be considered as absent.        

The cases of students who miss more than 10 days of school in any one semester, or 15 days in any one school year, without a doctor's excuse, will be reviewed by an Attendance Committee consisting of the principal, counselor, and at least one teacher.  The Attendance Committee, after reviewing each case, may decide on one or more of the following:  To place the student on attendance probation, which means loss of recess or other activities upon return to school following absences; to not grant a passing grade in one or more classes; to retain the student; or to refer the case to other appropriate juvenile authorities.

The principal has the discretion of accepting or rejecting all excuses.  Absences for extenuating circumstances, other than medical reasons beyond the tenth day in one semester or fifteenth day in a school year, must have prior approval from the principal.  A student who has exceeded these limits may be denied an extension.        

Parents and/or students have the right to appeal the Attendance Committee's decision to the principal.  If they are still not satisfied with the decision, they may appeal to the Superintendent of Schools.

ATTENDANCE ACCOUNTING

Attendance accounting is very important and should be based on the actual hours a child is in the classroom. Teachers should:

1. Record absences and tardiness daily in your SIS system by 9:00 a.m.  This record should be used for report card purposes. 

2. Substitutes will complete an Absentee Slip recording the absences and tardies and turn it into the office by 9:00 a.m.  
3. During the second week of school review your enrollment lists.  Check with each child to determine if the address, telephone number, grade, age, etc. are correct.  Give any changes to office. 

STUDENT TARDINESS TO CLASS

1. Students who arrive at school after classes are in session must report to the office.

2. When a student arrives late for a class (except if caused by riding a late bus), the teacher will admit the student to class.  The teacher may write up an office referral if tardies are excessive. (See Discipline policy)
3. Continued tardiness could result in other disciplinary actions being taken, including parent conference and in-school suspension. 

STUDENT RESPONSIBILITIES (when absent):


Following an absence, the students should bring a dated and signed note from their parent or guardian stating the reason(s) for the absence.  If prior to being absent, arrangements were made with the school, then no note should be necessary.  A phone call from the parent is acceptable, but a note is preferred.

1.  If a note is being written by someone responsible other than the parent (such as a neighbor, grandparent, or other relative), the signature should be the person actually writing the note.
2.   If a student returns to school following an absence without a note or without a phone call, the student will be considered unexcused for the day.  If a student, within one (1) school day, brings a note, or if the parent calls, the absence will be excused if it was for an appropriate reason.
3.  When a student returns to each class following an absence, the student should  ask for any possible make-up work or test that he/she may have missed during the absence.

HOMEWORK         

A student who studies well:

*Brings necessary supplies to class

*Participates in class and listens well

*Asks questions if he/she does not understand

*Plans time for assignments

*Has a quiet place to study

*Applies what is learned to other subjects

*Strives to do his/her best

Proper application to studies implies much more than just doing written assignments.  It means written work, study and/or reading.  Our purpose in giving assignments for home is to teach responsibility and also to give parents an idea of what the child is learning.  The approximate amount of time that should be devoted to homework is as follows: (incomplete work is handled at the discretion of each teacher).

Recommended Homework Time:

Grade 1…….15-20 Minutes

Grade 2/3…..20-40 Minutes

We expect parents to see that homework is completed in an atmosphere conducive to study.

MAKE-UP WORK        

It is always the responsibility of the student, upon returning after an absence, to ask teachers for make-up work.  When a student is absent for two school days, it is recommended that assignments and homework be obtained by telephoning the office.  Requests for assignments should be made prior to 10:00 a.m. if possible.

Generally, students will have one day for each day's absence in which to submit the required make-up work.  Missed work caused by an extended illness will be reviewed and specific dates will be established for the work to be completed.     

Make-up required by an excused absence may be made up with NO penalty provided it is completed within the time allotted by the teacher.  A student who is present when a test is announced is expected to take the test as scheduled or upon returning to school.  In classes such as art, physical education, and music, which do not lend themselves to make-up work, the make-up procedure will be determined by the teacher.

EMERGENCY INFORMATION

ALERT AUTOMATED CALL SYSTEM

Alert is an automated call system that the Union R-XI School District uses to contact families at their primary phone number to deliver important district information. This system will be used to notify families of school cancellations due to inclement weather as soon as possible after the decision to cancel school is determined.  These calls may be made intermittently throughout the year to update families of important dates or events upcoming at the various Union R-XI Schools.
SCHOOL CANCELLATION and EMERGENCY SCHOOL CLOSINGS

From time to time schools are forced to cancel classes due to inclement weather.  Other problems may arise that also force the cancellation or delay of classes such as mechanical system problems.  The Alert automated system may be used to inform families of these instances.  However, the Union R-XI School District announces school cancellations over the following media sources also.

Union R-XI School District web-site:  www.union.k12.mo.us

KLPW
     1220 AM
Union/Washington

KLPW
     101.7 FM
Union/Washington

WIL
      92.3 FM
St. Louis

WRTH
     1430 AM
St. Louis

KSLQ
     1350 AM
Washington

KSLQ
    104.5 FM
Washington

KSDK-TV     Channel 5
St. Louis

FOX               Channel 2
St. Louis

KMOV-TV    Channel 4
St. Louis

Patrons are encouraged to listen and watch the stations listed above for news of school cancellation announcements during times of potentially hazardous weather situations.  After a station is notified of dismissal it is the stations' choice as to when to make the announcement.  Some stations announce dismissals in a more timely fashion than others.  Some stations may wait until the next scheduled news time before an updated cancellation list is announced.

School cancellation decisions are never lightly ascertained.  School officials travel the roadways, discuss road conditions, and are attentive to weather conditions when making such decisions.  In reaching a decision, a determination is made as to whether or not conditions are hazardous to driving, or whether or not exposure in such conditions is hazardous.  Ice, snow, wind, or temperature may cause hazardous conditions. When conditions are not hazardous, conditions are considered typical for winter months in south central Missouri.

In order to announce such cancellations in a timely manner, the district attempts to make cancellation announcements as early as possible.  Patrons are urged to discuss plans and provisions for the supervision of their children as necessary should the school district dismiss or cancel classes for any reason.

TORNADO DRILLS   

A tornado procedure has been established for school, and will be practiced periodically.  Students should make certain they understand what they are to do in case of a tornado because any delay could mean the difference between injury and safety.       

When a tornado alarm is sounded, all students and teachers should report to their assigned areas of safety.   There will be NO talking at any time during the course of a tornado drill.  Students should move quietly and quickly to their assigned area of safety so that they can hear instructions that are given by the principal or teachers.  Teachers will explain procedures to the students.

FIRE DRILLS
Fire drills will be conducted periodically.  A fire drill plan is posted in each room.  Students should study the plan and become familiar with it.  When the fire alarm sounds, students will leave the room.  Before leaving the room, all windows and doors are to be closed and the lights are to be turned off.  No one is to pass another or break the line of march.  Running is not permitted.  Students are not permitted to talk during a fire drill and are to remain at least 50 feet away from the building until a signal is given to re-enter.  No one is to return to the building until the signal is given by the principal or his/her authorized representative.

STUDENT HEALTH AND ACCIDENT POLICY

When a student is complaining of illness or the teacher has good reason to suspect that a child is ill, the student should be sent to the health room with a health pass.  The nurse will check the symptoms and determine if the child should remain at school.  The following are reasons for sending children home:

1. Temperature 99.8 or above

2. Vomiting and/or diarrhea

3. Severe pain

4. Undiagnosed skin rash

5. Severe injury

6. Head lice or eggs

7. Communicable disease

8. Lack of proper immunization

PLAYGROUND INJURIES, ACCIDENT PROTOCOLS, & AMBULANCE PROCEDURES
· When a student reports an injury or an injury of another student, the supervising aide looks at the initial injury. If it is a minor injury the aide can send the student to the nurse’s office or have them return to class with his/her classmates and the teacher can send the student to health room with a health pass. 

· If it is a questionable, possibly more serious injury the aide calls the office for a nurse or an administrator to inform them of the situation. Once the nurse or administrator arrives the aide gives a brief description of the injury and the incident. The aide returns to his/her duty of supervising the other students on the playground. The nurse and/or administrator are in charge of the situation from that point forward.

· The nurse assesses the student’s injury and determines if an ambulance is needed or if the student can be transported to the health room.  If the nurse feels that an ambulance is needed, 911 is called and the parents are informed of the injury and any recommendations.

·  If it is a minor injury or no ambulance is needed, the parent is called and the nurse will inform the parent of the injury and ask what action he/she would like in regards to the student.

· If an ambulance is called and a decision is made to transport, either an administrator or health team member needs to go to the hospital with the student. They may ride in the front seat of the ambulance or drive separately to the hospital, but it is important that he/she arrives close to the time the ambulance arrives.  He /she should remain at the hospital until a parent or guardian arrives.

· The supervising aide needs to fill out an incident/accident report about the student’s injuries and turn in to the health room.

TAKING OF MEDICINE BY STUDENTS       

The taking of medicine by students during school hours shall be discouraged and restricted to necessary medication that cannot be taken by the student on an alternative schedule.  All medicine must be accompanied by written instruction, signed by the parent/guardian and include the items set out below, and prescription medicines must also be accompanied by a label affixed by a pharmacy/physician.

Such written instructions shall include the following:

     a) Child's name

     b) Date prescribed, if prescription drug

     c) Name of medication

     d) Purpose of medication

     e) Time to be administered

     f)  Dosage

     g) Any indicated side effects

     h) Termination date for taking the medication      

All medicines shall be placed in the nurse's office or the principal's office.  The release of the medicine to the student, when all of the above conditions have been met, shall be limited to the school nurse, the principal, or other properly designated person(s).  The parent/guardian of the student must assume responsibility for informing the school personnel of all of the student's requirements with regard to taking any medication and any change in the student's health or change in medication.

If emergency medication must be in the student's possession at all times (i.e. allergy, asthma, etc.) a note from the parent and physician must be on file in the office

OTHER HEALTH RELATED INFORMATION

1. Please report to the principal if any part of the building or equipment becomes unsafe and in your opinion is a hazard.

2. Encourage students to have parents treat injuries that occur at home.

3. Assist the children in developing good hygiene habits by encouraging them to wash their hands with soap and water after using the restroom.

4. Children should not exchange combs, hats, food, etc.

5. If you have a child who has a communicable disease place a note in the nurse’s mailbox.

6. Eyes and ears are checked in grades K-1-3.  

7. Please be alert for head lice, scabies, and impetigo.

8. The nurse’s schedule will be posted in the office.  During the 1st month of school vision, hearing, and head lice screening may interfere with this schedule.

9. Teachers should become familiar with the location of the fire extinguishers and health room supplies.

10. Teachers will receive a list of students who have any handicap or specific medical concern.

STUDENTS EXCUSED FROM PARTICIPATION:          

If it is necessary for a student to be excused from a classroom activity for medical reasons, the student should have a parent signed request to give to the teacher.  If the request is for an extended period of time, the student must obtain a physician's statement.

Central Elementary

School Year 2011-2012
Dear Staff,

Please sign and return this page by the beginning of next week.

I have had an opportunity to view the Central Elementary Teacher/Staff Handbook.  I am aware of the contents.

 ________________________

  Staff’s Name

Date ____________________
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