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TYNGSBOROUGH ELEMENTARY SCHOOL 
205 Westford Road 

Tyngsborough, MA 01879 
Telephone:  978-649-1990 

Fax:  978-649-2004 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Tyngsborough Public Schools strive to prevent, oppose, and prohibit discrimination and 
harassment on the basis or race, religion, color, age, sex, national origin, sexual orientation, 
genetic information, ancestry, homelessness, or disability in its educational programs, services, 
activities or employment practices.  
 
As new programs and materials are implemented, Tyngsboro Public School teachers review all 
educational materials for simplistic and demeaning generalizations, lacking intellectual merit, 
on the basis of race, color, sex, religion, national origin and sexual orientation.  Appropriate 
activities, discussions and/or supplementary materials are used to provide balance and context 
for any such stereotypes depicted in such materials.  
 

This Policy Book wi ll remain in effect while your chi ld is at 
Tyngsborough Elementary School.   Please keep it  where you can 

access i t when you need to refer to i t. 
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WELCOME 
The staff of the Tyngsborough Elementary School would like to take this opportunity to 
welcome you to our school.  Outlined in this booklet is general student and parent information 
regarding School Committee policies, and school procedures.  If  you have any questions during 
the school year, please feel free to contact us. 

 
 
BASIC INFORMATION 

Attendance 
Regular school attendance is a very important part of your childÕs education.  After an     
absence from school, a note fro m a parent or  guardi an is required.  The note should include 
the date(s) the child was absent and the reason for absence. 
 
School Hours 
Classes begin promptly at 8:50 AM and end at 3:08 PM.   Buses arrive between 8:35 and 8:50 
am.  (Students being dropped off  should ar ri ve no earl ier than 8:40 am as there is no 
supervision available.) 
 
Tardiness 
Children who are tardy must sign in at the offi ce.  An offi ce pass is necessary for entrance into 
the classroom.  Students who arrive after 12:00 PM on full days or after 10:55 AM on half days 
will be considered absent.   
 
Dismissal 
Parents and visitors must report to the offi ce before picking up students.  No student will 
be dismissed without fi rst checking with the offi ce and signing the student out.  * A note or 
phone call informing the school personnel of an early dismissal is mandatory.  If a person other 
than the parent/guardian is picking up the child, please name him/her in the note.  Identifi cation 
will be checked.  Students dismissed before 12:00 PM on ful l days or  before 10:55 AM on 
half days will be considered absent. 

!  Phone calls regarding a change in dismissal plans must be received prior to 2:15.  
Students on the Master List will be dismissed from the cafeteria after proper 
identifi cation of the parents/guardians has been made. 

 
Security 
During the course of the day, building access is limited to the main entrance (T-3 side of the 
building).  All other doors are locked and secured.  All visitors must sign in at the main offi ce 
and receive a visitorsÕ or volunteerÕs badge to wear while in the building.  At no ti me, 
should a parent or visitor go directly to a classroom, lunchroom, or recess area without 
reporting to the offi ce for clearance. It  is necessary to enforce this practice to ensure the safety 
of our students.  Your cooperation in this matter is crucial. 
 
Consent and Release Form-School Committee Policy 5.26 
Before participating in any voluntary athletic, travel and recreational programs of 
Tyngsborough Public Schools all participants must have on fi le a properly prepared and signed 
Consent and Release Form. 
 
Banking 
Students and their parents have the option of depositing funds in a savings account through the 
Lowell Five Cent Savings Bank or Ste. Jeanne dÕArc Credit Union.  This service usually begins 
in October and ends in May.  Information regarding these banking options will be sent home in 
early fall. 
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Breakfast, Lunch and Snack 
The school provides breakfast and lunch.  The cost per day for breakfast is $ 1.00 and lunch is 
$1.85.  Students who bring a lunch may purchase milk for $ .50.  A school menu is sent home 
monthly.  Students are provided a short snack break daily.  Lunch slips are available for 
students who forget or lose their lunch money.  This serv ice is for emergency use only.  
Lunch slips should be paid the following day.  Parents who have not paid will be billed 
monthly. 
 
Custody Stipulations 
Due to the large number of families we serve, it is important to inform the offi ce of any custody 
stipulations/restrictions that are in place.  It is the parentÕs responsibility to provide legal 
documentation each year.  All matters will be handled in a confidential manner.  Our priority is 
the safety and well being of each child.  The school will remain neutral on all issues.   
 
School Photos 
In the fall, photographs of each child are taken for our files.  Parents have the option of 
purchasing a number of different photo packages.  Class pictures are also available.  A more 
casual photograph of students is taken in the spring for those parents who are interested. 
 
 

NO SCHOOL ANNOUNCEMENTS 
Early Release Days 
Early Release days are scheduled throughout the year for Curriculum Development and Staff 
Workshops.  These days are identifi ed on the school calendar with a box.   On these days, 
students will be dismissed at 12:58 p.m. 
  
Delayed Openings 
It is the policy of the Tyngsborough School Committee to be in session unless road conditions 
are too hazardous for the buses to travel safely.  The School Committee has also instituted a 
delayed opening rather than canceling an entire day. 
 
In the event of a delayed opening, announcements will be made on radio station WBZ, WCAP, 
WLLH. 
 
No School 
No school announcements can be heard on radio stations WBZ Boston (1030 AM); WCAP 
Lowell (980 AM); WLLH Lowell (1400 AM).  Parents are encouraged to listen for the 
announcements rather than calling the school or the police department. 
 
Emergency Release 
A networking system to notify all interested parents of an emergency release is developed 
annually.  In order to parti cipate, all interested parents must complete the appropri ate 
forms sent home at the beginning of the year.  The PTO and many volunteers assist us in 
providing this service.  When you receive a phone call regarding an emergency dismissal, 
please remember that volunteers who make the calls are providing a service the school offi ce 
cannot provide.  We appreciate their assistance in notifying you of an emergency dismissal and 
hope that you will be courteous and thankful for their help. 
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RESOURCES FOR PARENTS 
Communication 
Communication between parents and staff is essential in providing an optimum environment for 
children to learn and grow.  Teachers are aware of the importance of clear and meaningful feedback for 
parents.  Parents also have a responsibility to be partners in this communication process.  Please inform 
the staff of any signifi cant events happening at home or of any unusual eating or sleeping patterns.  
There is always time for a discussion regarding concerns and questions.  Conferences may be scheduled 
throughout the year at mutually convenient times. 
 

Information Booklets and Reading Materials 
Parents are welcome to borrow informational booklets and reading materials on a variety of 
subjects.  These resources are found in the Parent Room located in the main offi ce.   If you 
need assistance in locating information or material, please contact the library media specialist, 
guidance counselor or your childÕs teacher. 
 
Parent/Teacher Organization 
The Tyngsborough Schools are fortunate to have an active PTO that provides numerous 
programs throughout the school year, including arts and enrichment programs, assemblies, and 
field trips.  Your support is needed to keep this organization successful.  Regular meetings are 
held monthly, and are listed in the weekly newsletter. 

 
Individual Parent Conferences 
Formal individual parent conferences are scheduled once during the school year.  Parents and 
teachers meet together to review the staffÕs observations and share ideas.  Parents are 
encouraged to attend these conferences.  Information regarding these conferences is relayed 
through the newsletter.  Parents and teachers may request additional conferences at any time 
during the year. 
 
Information Forums for Parents 
A parent information night is scheduled each fall.  Additional information sessions are 
scheduled throughout the year (Transition Information Night, Title I Information Night, etc.). 

 
Newsletter 
A newsletter will be sent home every other Friday and also posted on the school website.  
 
Web Page 
The school webpage can be a very useful source of information for parents.  The webpage 
contains printable forms and documents, school updates on events and activities, helpful links 
and staff email addresses. Parents are encouraged to consult the webpage with questions 
regarding the school. 
www.tyngsboroughelementary.org 
 
Voice Mail 
All professional staff members have voice mail that you can access by calling the school.  
 
Email 
All professional staff has an email accounts that are accessible through the school website. 
Email can be a very efficient communication tool between parents and teachers. However, 
email communication is never completely secure and the use of specifi c student names, and 
sharing personal information about students is not advised. Please check with your childÕs 
teacher to see how they prefer to use email communication. The regularity with which staff 
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members are able to check email can vary depending on the time of year and school events. If 
you need assistance during the day please call the school. 
 
Mid-Term Progress Reports and Report Cards 
Report cards, sent home four times per year, provide information to parents about student 
performance.  Students in grades four and fi ve will receive a mid-term progress report each 
quarter.  Information about report cards is included in the newsletters. 
 
School Council 
Since the Education Reform Act of 1993, schools in Massachusetts have sought parent input 
through the School Council. Meetings are scheduled once a month on a Tuesday evening from 
5:30-7:00 P.M. 
 
Council elections are held each year through the weekly newsletter.  Parents who are interested 
in learning about the School Council or in running for a seat on the Council are encouraged to 
contact Mrs. Devine, Principal.  
 

 School Insurance 
If your family is not covered by a comprehensive Accident Insurance Plan you may want to 
purchase the School Accident Insurance.  This plan provides coverage for your child if an 
injury should occur.  The Tyngsborough Public Schools does not provide accident coverage for 
students who may experience an injury while at school.   
 
In September, parents are off ered the opportunity to purchase accident insurance for their 
children.  All forms must be returned to school whether or not you wish to purchase insurance.  
Parents who wish to purchase the insurance must complete the forms before returning 
them to the school. 

 
 
DRIVEWAY USE 

The circular driveway in front of the cafeteria should be utilized if you are dropping off  your 
child and not getting out of your car.  In the interest of safety, parking is not allowed in this 
area.  Please use the parki ng lot in fro nt of the cafeteri a if you are leaving your car and 
walking your  child into or  out of the building.    
 
 

SCHOOL COMMITTEE POLICIES 
Progress Reports/Report Cards Ð School Committee Policy 5.13 
Progress Reports/Warnings will be issued to a studentÕs parent(s) or guardian(s), at the 
approximate halfway point of each term, to inform them of a signifi cant change in performance 
or when the student is in danger of failing.  Progress reports will be issued to grade 4 and 5 
students only. 
 
Acceptable Dress Ð School Committee Policy 5.1 
Attire, costumes and physical presence that is lewd, exhibitory, in gross poor taste, unsafe or 
presents a health hazard will not be allowed during school hours, on school property or at 
school functions. 
 
Locker Assignment/Inspection Ð School Committee Policy 5.3 
Locker space will be assigned when available.  To insure the safety and health of the buildingÕs 
occupants, the school administration reserves the right to conduct announced and unannounced 



 6 

locker inspections.   All lockers, assigned or unassigned, remain in joint custody between the 
individual and the school district. 
 
Homework Policy Ð School Committee Policy 4.6 
Although the Homework Policy is reviewed annually and approved by the School Committee 
at their fi rst meeting in October, homework assignments will be given from the beginning of 
the school year.  Parents will be provided a copy of the Homework Policy relative to their 
childÕs grade(s). 
 
Technology/ Internet Use Ð School Committee Policy 4.11 
All persons using Tyngsborough Public Schools hardware, wiring or electrical access to either 
the Internet/Electronic Mail are advised that said equipment and electronic access remain in 
joint custody between the user and the school system.  Privacy cannot be assumed by any party 
and the Tyngsborough Public Schools reserves the right to monitor and check all fi les and 
hardware to insure proper use. 

  
 Transportation PolicyÑ School Committee Policy 6.2 

Any student who fails to behave in a safe and respectful manner 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 infractions.  On the fi rst incident, 
the student will be verbally warned.  The date will be recorded as will a brief description of the 
incident. 
 
If a second incident should occur during that same school year, the parents/guardians will be 
notifi ed by the principal in writing and a warning issued that additional infractions will result in 
the temporary loss of bus privileges. 
 
If a third incident should occur during the same school year, the principal may suspend 
transportation privileges for a period of time not to exceed 9 school days. 
 
Any additional incidents may result in the suspension of transportation privileges for the 
remainder of the school year.  If  in the judgment of the principal that the incident was of a 
serious nature, the principal may suspend transportation privileges immediately.   
 
Appeals and reviews of disciplinary action related to student transportation issues may be 
requested by the parent/guardian via the Principal, Superintendent of Schools and the School 
Committee.   
 
Suspension PolicyÑ School committee Policy 5.11 
1.  The decision and length of suspension will be determined by the administrator in charge of 

the building and will reflect the off ense committed.  Parents or guardians will be notifi ed in 
writing of the action taken.  At no time will the suspension exceed state or federal 
guidelines nor will Òdue processÓ be compromised. 

 
A:  School suspension may be used in, but is not limited to, the following violations: 

  
The continuous and willful refusal to accomplish school tasks when able to do so; 
damaging school property; insubordination; fighting; disorderly, vicious, illegal or 
immoral conduct; and persistent violation of school regulations. 
 
Violation of any local, state or federal law may not only result in suspension but also 
be subject to police notifi cation. 
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Suspension Policy (continued) 
B.  A suspended student may not participate in any school sponsored activity, or be in 

attendance at any home or away from school activity. 
 
C.  A suspended student will be readmitted to school only after a satisfactory solution to 

his/her conduct is agreed upon by parents and administration. 
 
D.  A pupil suspended three times in a school year may be recommended to the School 

Committee for possible long term suspension, expulsion or exclusion. 
 
E.  Students on suspension are encouraged to keep up with class work. 
 

2.  Upon returning from suspension, students will have twice the number of days as the 
suspension period to complete and make up all missed class work.  Upon request, the 
Guidance Department or Department Head will assist in the identifi cation of missing work 
and in special circumstances may extend the make up period. 

 
Other School Committee Policies Available Upon Request: 

5.4    Possession of Alcohol 
5.5   Smoking 
5.9    Possession of Dangerous Weapons 
5.10 Student Daily Attendance 
5.12 Student Conduct 

 5.21  Harassment 
 
 
TRANSPORTATION 

Buses 
Once your childÕs bus assignment has been determined, no changes will be made 
without prior approval of the bus company.  Requests must be submitted in wri ting 
to the transporta tion committee.  Emergency requests will be reviewed on an as-
needed basis by the Principal/Assistant Principal. 
 

Bus/Van Safety 
- Children will not approach a bus until it has come to a full and complete stop.   The bus 

driver will indicate when to board the bus. 
- Children will walk no closer than ten (10) feet around the bus, but never behind the 

bus. 
- Children will remain in their seats while the bus is in motion. 
- Children will be safe and quiet on the bus to ensure the driverÕs ability to hear 

necessary traffic noise. 
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Emergency Evacuation Route 
If the driveway to the school is inaccessible, the access road will be utilized.  A map of this 
access to Diamond Street is pictured below. 
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HEALTH ISSUES 
Procedure for Allowing Food to be brought into the Elementary School 

ÒProtecting a student from exposure to offending allergen is the most important way to prevent life-
threatening anaphylaxis.  Most anaphylactic reactions occur when a child is accidentally exposed to a 
substance to which he/she is allergic, such as foods, medicines, insects and latex.Ó  Massachusetts 
Department of Education Guidelines for Managing Food Allergies in Schools  
 
School Council Approved the following procedure for the elementary school at our April 5, 2005 
meeting.  

�  Adhere to the DOE Guidelines that states. Ò Sharing or trading food in the class should be 
prohibitedÓ and ÒEating food should be prohibited on school buses.Ó  

o In order to adhere to this guideline, we need to prohibit random food being 
brought into the school.  Our school staff  will no longer take on the responsibility 
of ensuri ng that the food brought into school is safe for all children. So once again 
we request that you do not send food in with your child for a class treat.  
   

�  Exceptions would allow for special events (in the classroom or in the school) where food would 
be served.  If  food is going to be served, a signed permission slip will be issued from the 
individual teacher or the school with information regarding the specifi c food to be served. No 
child will be served food without a signed permission slip. Each event will require a new 
permission slip.  

o The School Council, believed it was important to allow special celebrations to 
continue. I f the teacher or school determines that food will be served, a permission 
slip will be sent home before the event.  Once again no child will be served food 
without a signed permission slip.  

 
Appointments 
We recommend that outside appointments be scheduled before or after school hours. 
 
I llness at Home 
If your child has a fever, diarrhea, vomiting, or other symptom of illness, please do not send 
him/her to school until the symptoms are gone for 24 hours.  Children with contagious 
diseases; strep throat, conjunctivitis, impetigo, etc. may not return to school until 24 hours after 
the start of an antibiotic. 
 
Children play outside every day.  If  a child is not well enough to be outside, please do not send 
him/her to school.  Always remember to call the school before 9:00 AM to let the staff know if 
your child will be absent.  If you have any questions about whether your child should attend 
school on any given day, please feel free to call the school nurse. 
 
I llness at School 
It is not uncommon for children to come down with an illness while at school.  We require that 
all parents fi ll out a health history and immunization report so that we will have his/her 
reactions to illness.  Also, we require that parentÕs sign an emergency form so that we may 
provide emergency medical care if necessary.  Please know that the school will make every 
attempt to reach the parent or designated person before independently deciding upon 
emergency care. 
 
When a child is at school and exhibits an abnormal fever (orally >99.5), diarrhea, vomiting, 
rashes, or general and uncharacteristic malaise the parent will be called and requested to pick 
up their child immediately.  We recognize that illnesses are often untimely and inconvenient, 
however it is vital that children who are ill be picked up as soon as possible. 
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Student Medication 
The school nurse, or his/her designee, shall administer all medications in full compliance with 
Chapter 71, Section 54-B. 
 
All other medication, prescription or non-prescription, should be given only on receipt of a 
written order from a physician.  Medications received in pharmacy labeled bottl es, including 
name of student, medication dosage, instructions for administration and prescribing physicianÕs 
name, will be accepted as a written physicianÕs order.  Non-prescri ption drugs must be in 
properly labeled containers. 
 
Students are not allowed to carry  any type of medication with them duri ng school. All 
medication must be left with the nurse. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

• ÒTyngsborough Public Schools do not discriminate on the basis of race, color, religious creed, 
national origin, sex, sexual orientation, age, ancestry or handicap in its admission, or access to, or 
treatment or employment in its programs and activities.  Staff member and students who feel that 
they have been discriminated against or harassed in any way should report the incident to either the 
building Guidance Counselor or Principal.Ó 

• Issues not resolved at the building level will be forwarded to: 
Ms. Nancy Wadleigh 
District Coordinator 
Tyngsboro High School 
978-649-6316 

 


