TYNGSBOROUGH ELEMENTARY SCHOOL
205 Westford Road
Tyngsborough, MA 018
Telephone: 9786491990
Fax: 9786492004

TyngdoroughPublic Schools strive to prevent, oppose, and prohibit discriminationand
harassment onthebasis or race, religion, color, age, sex, naiond origin, sexud orientation,
gendic information, ancestry, homelessness, or disability in its eductiond programs, services,
activities or employment practices.

As new programs and materials are implemented, Tyngsoro Public School teachers review al
educationd materials for smplistic and demeaning generalizations lacking intellectud merit,
onthebasis of race, color, sex, religion, naiond origin and sexud orientation. Appropriate
activities, discussonsand/or supplementary materials are used to provide bdance and context
for any such stereotypes depicted in such materials.

This Policy Book will remain in effect while your child is at
Tyngsﬁorougﬁ Elementary School. Please keep it where you can

access it when you need to refer to it.



WELCOME
The staff of the Tyngsborough Elementary School would like to take this opportunity to
welcomeyou to our school. Outlinedin thisbookletis generalstudert and parert information
regardng School Committeepolicies and school procedures If you have any quegions during
the school year, pleas feel free to contactus.

BASIC INFORMATION

Attendance

Reqular school atendanceis averyimportart partof your childOsducaton. Afteran

absence from school, a note from a parent or guardian isrequired. The note should include
the date(9 the child wasabsent and the rea®n for absence.

School Hours

Classesbegn promptly at8:50 AM and erd at 3:08 PM. Busesarrive between8:35 and 8:50
am. (Students being dropped off should arrive no earlier than 8:40 am asthereisno
supervision available.)

Tardiness

Childrenwho aretardy must sign in at the offi ce. An offi cepassis necessary for erntranceinto
the classroom. Students who arrive after 12:00 PM on full days or after 10:55 AM on half days
will be consideredabsent.

Dismissal
Par entsand visitors must report to the offi ce before picking up students. No studert will
be dismissed without first checking with the offi ceand signing the studert out. * A note or
phone call informing the school personnel of anearly dismissal is mardatory. If aperson other
thanthe parert/guardanis picking up the child, pleag hamehim/herin the note. Idertification
will be checked Studentsdismissed before 12:00 PM on full days or before 10:55 AM on
half days will be considered absent.
I Phone calls regarding a change in dismissal plans must be receivedprior to 2:15.
Students on the Mager List will be dismissedfrom the cafekria after proper
idertifi caion of the parents/guardans hasbeen mace.

Security

During the course of the day, building acessis limitedto the main ertrance (T-3 side of the
building). All otherdoors arelockedand secued All visitors must sign in at the main office
and receive a visitorsCor volunteerOdadge to wear whilein the building. At notime,
should a parert or visitor go directy to a classroom, lunchroom, or recess areawithout
reporting to the offi cefor cleamnce. It is necesary to enforcethis practceto ersure the safety
of our studerts. Your cooperaton in this materis crucial.

Consent and Release Form-School Committee Policy 5.26

Before participating in any voluntary athletic, travel and recreatonal programsof
Tyngsborough Public Schools all participarts must have on file a properly preparedand signed
Consert and Releas Form.

Banking

Students and their parerts have the option of depositing funds in a savings account through the

Lowell Five Cert Savings Bark or Ste. Jearne d@rc Credt Union. This serviceusually begns
in Octoberand endsin May. Information regardng these barking options will be sert homein

early fall.
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Breakfad, Lunch and Snack

The school providesbreakkas and lunch. The cost per day for breakiast is$ 1.00 ard lunchis
$1.85. Students who bring alunch may purchase milk for $ .50. A school meru is sert home
monthly. Studerts areprovided ashort snack break daily. Lunch slips areavailale for
students who forget or lose their lunch money. Thisserviceisfor emergencyuse only.
Lunch slips should be paid the following day. Paients who have not paid will be billed
monthly.

Custody Stipulations

Due to the large number of familieswe serve, it isimportart to inform the office of any custody
stipulations/redrictions thatarein place It isthe parertOsesgonsibility to provide legal
documerntation each year. All materswill be handledin a confidertial mamer. Our priority is
the safety and well being of eachchild. The school will remain neutral on all issues

School Photos

In the fall, photographs of each child aretakenfor our files Parerts have the option of
purchadng anumber of different photo packages Class picturesare also available. A more
casial photograph of studentsistakenin the spring for those parents who areinteresed

NO SCHOOL ANNOUNCEMENTS

Early Release Days

Early Relea® days are scheduled throughout the year for Curriculum Development and Staff
Workshops. These days areidertifiedon the school calendar with abox. On thes days,
students will be dismissedat 12:58 p.m.

Delayed Openings

It isthe policy of the Tyngsborough School Committeeto bein session unless road conditions
aretoo hazadous for the busesto travel safely. The School Committeehasalso instituteda
delayed opening rather than carceling an ertire day.

In the evert of a delayedoperning, amouncemerts will be made on rado station WBZ, WCAP,
WLLH.

No School

No school amouncemerts canbe head on rado stations WBZ Boston (1030 AM); WCAP
Lowell (980 AM); WLLH Lowell (1400 AM). Parens areencouragedto listenfor the
amouncenens rather than calling the school or the policedepartmert.

Emergency Release

A networking systemto notify all interesed parerts of anemergercy relea® is developed
amually. In order to parti cipate, all intereged parents must complete the appropri ate
forms sent home at the begnning of theyear. The PTO and mary volunteas assist usin
providing this service. Whenyou receive a phone cal regardng anemergercy dismissal,
pleag rememler that volunteerswho make the calls are providing a servicethe school offi ce
camot provide. We appreciate their assistancein notifying you of anemergency dismissal and
hope that you will be courteaus and tharkful for their help.



RESOURCES FOR PARENTS

Communication

Communication betweenparerts and staff is essertial in providing anoptimum environmert for
childrento learnand grow. Teaclhersare aware of the importance of clea and mearingful feedbackfor
parerts. Parerts also have aregonsibility to be partnersin this communication proces. Plea® inform
the staff of any significart everts happening athome or of any unusual eaing or sleepng patterrs.
Thereis alwaystime for a discussion regardng concerrs ard quedions. Conferencesmay be scheduled
throughout the yearat mutually converient times

I nformation Booklets and Reading Materials

Parers arewelcometo borrow informational booklets and readng materials on a variety of
subjects. Thesresourcesarefound in the Parert Room locatedin the main office. If you
needassistancein locaing informaton or matrial, please contact the library meda specialist,
guidance counselor or your childOgeacter.

Parent/Teacher Organization

The Tyngsborough Schools are fortunate to have an active PTO that providesnumeraus
programsthroughout the school year, including arts and errichmert programs assemblies and
field trips. Your support is neecedto keepthis orgarnization succesful. Regular meetings are
held monthly, and are listedin the weely newsletter.

Individual Parent Conferences

Formal individual paren conferercesarescheduled onceduring the school yea. Parerts and
teaclersmeettogether to review the staffObservations and shareideas Paertsare
encouragedto attend these confererces Information regard ng these conferercesis relayed
through the newsletter. Paents and teachersmay request additional conferercesat any time
during the year.

Information Forums for Parents
A parert information night is scheduledeach fall. Additional informaion sessions are
scheduledthroughout the yea (Trarsition Information Night, Title | Information Night, etc.).

Newsdl etter

A newsletter will be sent home every other Friday and also posted on the school website.

Web Page

The school welpage canbe a very useful source of informaiton for parerts. The webpage
contains printade formsand documerts, school updates on everts and activities helpful links
and staff email addresses Patents are encouraged to consult the webpage with quedions
regardng the school.

www.tyngsboroughelemertary.org

Voice Mall
All professional staff members have voice mail thatyou canacess by calling the school.

Email

All professional staff has anemail accounts that are acassible through the school welsite.
Emali canbe avery efficiert communicaton tool betweenparents and teaclers. However,
emal communicaion is never completely secure ard the use of specffi c student names and
sharing personal informaton about studertsis not advised Plea® check with your childOs
teacler to seehow they preferto use email communicaton. Theregularity with which staff
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membersareakl e to check email canvary depending on the time of yearand school everts. If
you needassistance during the day plea< call the school.

Mid-Term Progress Reports and Report Cards

Report cards, sert home four timesper yea, provide informaion to parerts about studert
performarce. Studentsin gradesfour and five will receive a mid-temm progress report each
guarter. Information about report cards isincludedin the newsletters

School Council

Sincethe Education Refam Act of 1993, schoolsin Massachusetts have sought parert input
through the School Council. Meetings are scheduled oncea month on a Tuesday evering from
5:30-7:00 PM.

Council electons are held each year through the weekly newsletter. Parens who are interesed
in learning about the School Council or in running for a seaton the Council areencouragedto
contactMrs. Devine, Principal.

School Insurance

If your family is not coveredby acomprehensive Accidert Insurance Planyou maywart to
purchase the School Accidert Insurance. This planprovidescoverage for your child if an
injury should occur. The Tyngsborough Public Schools doesnot provide accidernt coverage for
studernts who may experience aninjury while at school.

In Sepember, parerts areoff eredthe opportunity to purchase accidert insurance for their
children All formsmust be returnedto school whether or not you wish to purchas insurance.
Par ents who wish to purchase theinsurance must completethe forms before returning
them to the school.

DRIVEWAY USE
The circular driveway in front of the cafeteria should be utilizedif you aredropping off your
child and not getting out of your car. In theinteres of safety, parking is not allowedin this
area Please use the parki nglot in front of the cafeteriaif you are leaving your car and
walking your child into or out of the building.

SCHOOL COMMITTEE POLICIES

Progress Reports/Report Cards b School Committee Policy 5.13

Pragress Reports/Warrings will be issuedto a studentOsarert(s) or guardan(s), atthe
aporoximate halfway point of eachterm, to inform them of a significart change in performance
or whenthe studert isin danger of failing. Progress reports will be issuedto grade 4 arnd 5
studerts only.

Acceptable Dress B School Committee Policy 5.1

Attire, costumesand physical presencethatislewd, exhibitory, in gross poor tage, unsafe or
preserts aheath hazard will not be allowed during school hours, on school property or at
school functions.

Locker Assignment/I nspection B School Committee Policy 5.3
Locker spacewill be assignedwhenavailadle. To insure the safety and health of the buildingOs
occuparts, the school administration reservesthe right to conduct amouncedand unanmounced
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lockerinspectons. All lockers, assignedor unassigned, remain in joint custody betweenthe
individual and the school district.

Homework Policy b School Committee Policy 4.6

Although the Homework Pdicy is reviewed amually and approved by the School Committee
attheir first meeting in October, homework assignmerts will be givenfrom the begnning of
the school year. Parertswill be provideda copy of the Homework Pdicy relative to their
childOgrade(s.

Technology Internet Use B School Committee Policy 4.11

All persons using Tyngsborough Public Schools hardware,wiring or electical acces to either
the Interret/Electronic Mail are advisedthat said equipmert ard electronic acces remain in
joint custody betweenthe user and the school system. Privacy camot be assumedby any party
and the Tyngsborough Public Sctools reservesthe right to monitor and checkall filesand
hardwareto insure proper use.

Transportation PolicyN School Committee Policy 6.2

Any student who failsto behave in a safe and regpecful mamer while on the bus, while being
transported, or while awaiting/departing the bus at a designated stop, may lose their
transportation privileges Drivers will inform the principal of infracions. On thefirst incidert,
the studert will be verhally warned. The date will be recorded aswill a brief description of the
incident.

If asecand incidert should occur during that same school year,the parens/guardans will be
notified by the principal in writing and a warnng issued that additional infractions will reault in
the temporary loss of bus privileges

If athird incident should occur during the same school year,the principal may susperd
transportation privilegesfor a period of time not to exceed9 school days.

Any additional inciderts may reault in the suspension of transportation privilegesfor the
remainder of the school year. If inthe judgment of the principal thatthe incidert wasof a
serious nature, the principal may suspend transportation privilegesimmedately.

Appeals ard reviews of disciplinary acion relatedto studert transportation issuesmay be
requededby the parent/guardanviathe Principal, Superinterdent of Schools and the School
Committee.

Suspension PolicyN School committee Policy 5.11

1. Thedecision ard length of suspersion will be determined by the administrator in charge of
the building and will reflectthe off ense committed Parents or guardians will be naotifiedin
writing of the action taken At no timewill the suspension exceedstate or federal
guidelinesnor will Odie processObe compromised

A: School suspersion maybe usedin, but is not limited to, the following violations:
The continuous and willful refusal to accomplish school tasks whenahble to do so;
damagng school property; insubordination; fighting; disorderly, vicious, illegal or

immoaral conduct; and perdstert violation of school regulations.

Violation of any locd, state or federallaw may not only result in suspension but also
be subjectto police notificaton.



Suspension Policy (continued)
B. A suspendedstudent may not participate in any school sponsoredacivity, or bein
attendance at any home or away from school acivity.

C. A susperdedstudert will be readnittedto school only after a satisfactory solution to
his/her conduct is agreed upon by parerts and administration.

D. A pupil suspendedthreetimesin a school yea may be recanmendedto the School
Committeefor possible long temm suspension, expulsion or exclusion.

E. Students on suspension areencouragedto keepup with class work.
2. Upon returning from suspersion, studerts will have twice the number of days asthe
suspension period to complete and make up all missed class work. Upon requed, the

Guidarnce Department or Departmert Headwill assist in the idertifi caion of missing work
and in special circumstancesmay extend the make up period.

Other School Committee Policies Available Upon Request:

54 Possession of Alcohol

55 Smding

5.9 Passession of Dangerous Weapons
5.10 Student Daily Attenrdance

5.12 Student Conduct

521 Harasment

TRANSPORTATION

Buses
Onceyour childOsus assignmert hasbeen determined, no changeswill be macde
without prior approval of the bus compary. Requeds must be submitted in writing
to thetransportation committee. Emergency requedswill bereviewedon anas
needed bads by the Principal/Assistart Principal.

Bus/Van Safety

Childrenwill not approach a bus until it hascometo afull and complete stop. The bus
driverwill indicate whento board the bus.

- Childrenwill walk no closerthanten(10) feetaround the bus, but never behind the
bus.

- Childrenwill remain in their seas while the busisin motion.

- Childrenwill be safe and quiet on the bus to ensure the driverOsikility to hear
necesary traffic noise.



Emergency Evacuation Route
If thedriveway to the schoolisinaccessible, the access road will beutilized. A map of this
access to Diamond Street is pictured be ow.



HEALTH ISSUES

Procedure for Allowing Foodto be brought into the Elementary School
OPriecing a studert from exposure to offending allergenis the most important way to prevert life-
threaenng amphylaxis. Most anaphylactc reactions occur whena child is accidertally exposedto a
substanceto which hefsheis allergic, such asfoods, medicines insects and latex.O Massachusetts
Department of Education Guidelinesfor Managing Food Allergiesin Schools

Schaool Council Approvedthe following procedure for the elementary school at our April 5, 2005
meetng.
71 Adhereto the DOE Guidelinesthat states OSharing or trading food in the class should be
prohibitedOand CEating food should be prohibited on school busesO
o Inorderto adhereto thisguideline, we nead to prohibit random food being

brought into the school. Our schooal staff will no longer take on the regponsibility
of enauri ng that the food brought into school is safe for all children. Soonce again
werequed that you do not sendfood in with your child for a classtredt.

[ Excepionswould allow for special everts (in the classroom or in the school) wherefood would
be served. If food isgoing to be served, asigned permission slip will be issuedfrom the
individual teacter or the school with informaton regarding the specific food to be served. No
child will be servedfood without a signed pemission slip. Eachevert will require anew
permission slip.

o The School Council, believed it wasimportant to allow special celebrationsto
continue. If theteacher or school deter minesthat food will be served, a permission
slip will be sent home beforethe event. Onceagain no child will be served food
without a signed permission dlip.

Appointments
We recanmend that outside appointmerts be scheduled before or after school hours.

[lIness at Home

If your child hasafever, diarrhea,vomiting, or other symptom of illness, plea% do not serd
him/herto school until the symptomsare gone for 24 hours. Childrenwith contagous
disea®s strep throat, conjunctivitis, impetigo, etc. may not return to school until 24 hours after
the start of anartibiotic.

Childrenplay outside every day. If achild is not well enough to be outside, pleas do not serd
him/herto school. Always remember to call the school before 9:00 AM to let the staff know if
your child will be alsert. If you have any quedions about whether your child should atterd
school on any givenday, pleas feel free to call the school nurse.

[lIness at School

It is not uncommon for childrento comedown with anillness while at school. We require that
all parertsfill out a heakh history and immunizaion report so that we will have hig’her
reactonstoillness. Also, we require that parentOsign anemergercy form so that we may
provide emergency medcal carif necessary. Plea® know that the school will make every
attemp to reachthe parent or desgnated person before independertly deciding upon
emeagercy care.

Whenachild is at school and exhibits anatnormal fever (orally >99.5), diarrhea,vomiting,
rashes or generaland uncharacteristic malaise the parent will be called and requegedto pick
up their child immedately. We recaynizethatillnesesareoftenuntimely and inconveniert,
howeverit isvital that childrenwho areill be picked up assoon aspossible.



Student Medication

The school nurse, or his’her desgnee,shall administer all medcationsin full compliance with
Chapter 71, Secton 54-B.

All other medcaiton, prescription or non-pre<cription, should be givenonly on receipt of a
writtenorder from aphysician Medications received in phar macy labeled bottl es including
nameof studert, med caion dosage, instructions for administration and prescribing physicianOs
name will be acceted asa written physician® order. Non-prescri ption drugs must bein
properly labeled containers.

Studentsare not allowedto carry any type of medication with them duri ng school. All
medication must beleft with the nurse.

Oyngsborough Public Schools do not discriminate on the bads of race, color, religious creed
national origin, sex, sexual oriertation, age, ancegry or handicapin its admission, or access to, or
treamert or employmert in its programsand activities Staff member and studernts who feel that
they have beendiscriminated against or harassedin any way should report the incidert to either the
building Guidance Counselor or Principal.O
Issuesnot reslved at the building level will be forwardedto:

Ms. Narcy Wadeigh

District Coordinator

Tyngsboro High Sctool

978-649-6316
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