Heritage Elementary-Just the Facts

200~2008

Pagelof 11



Covenant of Organizational Standards

Aseducators at Heritage Elementary School, we recognize the critical nature of our work
with children: hdping every child to reach his or her individud potentia. Wha we do
for kidsmatters. We aso value therelationships, which grow out of participaionin this
oble cauxe.O Accordingly, our day-to-day friendships and working relationships
indudethefollowing commitments:

As ateam, we are committed to improving our effectiveness as teachers to benefit student
learning. We honor skillful teaching and celebrate learning. Wha@ best for kids is
wha@ best for our school. We bdance the intengty of our teaching with levity and
laughter.

We value character development. We want every child to interndize qudities such as
paience, compassion, humility, perseverance and honesty. We also undestand that kids
learn best by watching usact with integrity.

We foder trug and mutud respect through honest, timely, effective communication ...
within our staff and with owr community. We are open-minded, willing to ask difficult
questions take risks, and test our assumptions. We strive to hear everyone3 voice, learn
from each other, and address conflicts directly.

We recognize tha conflicts and disagreements are a normal part of group dynamics. We
practice confidentiality, and handle conflicts directly. When making decisions we are
committed to thoughtul dialogue We differentiate between matters of preference and
congience.

Findly, we recognize that owur effectiveness increases as we bdance our persond and
professiond lives. We encourage and suppott our roles as moms, dads husands wives,
friendsand citizens... and valuetherichness this bringsto our work with kids

ABSENCES

Parents are to leave a message on the 24-hour attendance line (303-387-6727) to report
theabsence of ther child. Please leave thefollowing information:

Parent@ name

Child@ name

Teacher @ name

Date(s) of absence

Reason for absence

Children removed from school for five days or more, for reasonsother than illness or a
family emergency, mud receive prior approvd from the princpd in order for those
absences to be consdeed "excused”. (See Homework Policy for requesting homework
for days of absence) Parents are encouraged to schedule vacation andfor dodor(3
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appointments during school breaks. There is a significant, negative impact on a child@
education when he/she misses school or is chronically tardy.

ARRIVING AT SCHOOL

Students are to gather at designated Qine upQereas each morning by 8:35am. Classroom
teachers will then meet their classes and escort them into the building, so that weQe able
to begin the learning time as soon as possible. Students are not alowed in the building
prior to 8:40 am unless they are attending a pre-arranged activity such as band, choir or
student coundl. Students arriving after 8:40am mug be accompanied by a parent and be
signal in at the office by that parent.

BEHAVIOR EXPECTATIONS AND STUDENT DISCIPLINE:
Please refer to the Student Code of Condud booklet tha is published yearly by the

Douglas County School District. A copy is provided to each family in the school.
Additiond copies may also befoundonthedistrict webste at www.dcsdk120rg

BICYLESAT SCHOOL (NO ROLLERBLADES OR SKATEBOARDYS)

Bicycles, scooters, motorized scooters etc. poe safety concerns at school. It is the
responsbility of parents to determine whether or not ther child can ride a bicycle safely
to and from school. Bicycles and scooters mugt be walked on school propety at all
times. Motorized scooters are not allowed at school. They are notto beridden on school
grounds. Locking the bicycle in the bike racks is the responsibility of the student.
Students mug obey al safety/traffic rules when riding to and from school.  Students
should always wear a hdmet when riding a bicycle.

Due to safety and storage issues, skateboads and rollerblades are NOT to be ridden to
school. The school does not allow skateboading on the propeaty at any time. Shoeswith
wheels are not allowed to beworn at school.

BIRTHDAY PARTIES

Classroom birthday parties must be coordinaed with and approved by the classroom
teacher. In addition, invitationsto private birthday paties are not to be distributed at
school, unless all members of the student@ class are beng invited.

BOOK FEES/SUPPLIES

Douglas County School District requires a $6.00 book and materias fee per student to be
collected by all elementary schools. This money assists in purchasing textbooks and
ingructiond materials for each classsoom  Students are expected to provide basic
supplies. Supply lists for each grade level are available in the school office or on the
school webste.

BUSES

Routes and bus stops can be obtained from the school office. Only students who are
assigneal to each busmay ride B bus passes are granted by the office. Trangpontationis
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typically provided for students who live onemile or more from school. Students riding
thebusare given a copy of the busrules at the beginning of the school year. 1f you have
any questions regarding the buses and ther schedules you may call the Trangportation
Depatment at 303-387-04100r log onto thedistrict webste at www.dcsdk12 org.

CELL PHONES

Cell phones and audible pagers can be a tremendous distraction to the learning
environment of our school. Whey you are visiting our school, please turn these devices
off or to QvibrateOmodebefore entering the building. Students are notto use cell phones
at school.

CHECKSWRITTEN TO SCHOOL

Dueto the numbe of checks that students ddiver to the school on a daly basis, paents
are expected to write separate checks and indudethefollowing information:

Write the student(® name on the check

Write the purpose for the check (lundh, bookfee, field trip, etc.) onthe check

For lunch accounts, write the student@ accountnumber on the check

All checks sent to school with students should bein enve opes with the student@ name on
theoutside of theenvdope

CHILD CARE bBefore and After School, and Intersession

An onste daycare program is provided at Heritage from 6:30 am. D 6:00 p.m. This
program provides recreationd activities, arts, crafts and occasiond field trips
Registration is available for before and after the school day. For more information,
please contact Carolyn Ewing, Director, at 303-387-6788.

CLASSROOM VISITS

Heritage welcomes parents to visit their child® classroom at any time during the school
year. We would request tha you contact the teacher prior to your visit to ensure that the
class will be available (not in specias, engaged in formal assessment activities, etc.).
Always signin at theoffice, show ID each visit and wear the visitor badgebefore visiting
theclassroom

In order to maintain an uninterrupted learning environment for students, other guests
(preschoolers, cousns, out-of-town friends, etc.) may join a student for lunch only.

COMMUNICATIONSWITH TEACHERS

Effective communication is essentia to the fogering of collaborative teamwork. To
enaure that forma and informal suggestions or issues are resolved respectfully and
equitably, parents will be expected to maintain communication with ther child@ teacher.
Issues should beresolved at the lowest possible level. For example, if a conagern arises,
every effort should be made to first resolve it with the teacher. Only after all attempts
have been madeat tha level will an administrator assist in theresolution.

CONFERENCES
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Teacheas are available for conferences. You are encouraged to visit with our teachers
about your child® progress, but please make appointments. E-mail is also an efficient
means for communication. E-mail addresses are in the following format: first name.last
name@dcsdk12o0rg. Unless it is an emergency, teachers will not be interrupted during
classtime to take a phonecall. Each teacher also has voice mail.

A formal parent/student/teacher conference is scheduled twice yearly, once in thefall and
onceinthespring.

CONTENT STANDARDS

A content standad is a statement that describes wha a student should know and be able
to do in a specific subject. Teachers assess each child®@ peformance based on the
progress ghe is making toward each standad. A list of all academic standards can be
foundonthedistrict web site at www.dcssdk120rg

DRESS CODE

According to the District@ Code of Condud, (Dress will not be worn tha causes or is
likely to cause a disruption of the educationd process.O Interpretation of the policy is at
thediscretion of thePrinapd.

Students are encouraged to dress appropriately for all school activities and to maintain a
high standad of dress. We encourage parents to guide youngsers in exercisng good
judgment in ther choice of appropriate attire. Children should come to school looking
clean and neat and dressed in a manner which is accepted as being in goodtaste. Shirts
advertising ingopropriate produds or with ingopropriate languaye or messages will not be
permitted. Hats are not to be worn in the building. Spaghédti strap tops short shorts,
bare midriffs, hdter tops net shirts or other beach wear are not to be worn at school.
Any manna of grooming or appael, induding clothing, jewelry, chans emblems and
badges, bandanas, baggy and saggy clothing which by virtue of color, arrangement,
trademark, or other attribute is assodated with or denotes membership in, or affiliation
with, any gang will not be allowed. It is also essential that students dress according to
weather and safety considerations We strongly encourage parents to help students
develop the habit of checking the weather report before choosng thar dress for the day.
All students are expected to paticipae in our PE program and should dress accordingly.
CBpecial daysOon which specia dress is permitted will be designaed by the Prindpd
(i.e. Hat Day).

DROPPING OFF ITEMSFOR CHILDREN

Should a child forget an item at home (i.e. lunch, homework, library book, etc.) parents
are asked to bring it to the front office. Our staff will gladly ddiver the item to your
child, or ask theteacher to send them to pick itsup at a convenient time. In order to limit
interruptions to indruction, parents are not pemitted to persondly take items to the
classroomduring the school day.
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FIELD TRIP/BUS FEES

It is required that a minimum fee, as determined by the trangportation department, be
collected from each student before each field trip, to cover trangortation expenses. An
additiond fee may be necessary to cover extra cods, such as admission to events or
venues.

HOMEWORK PHILOSOPHY
The purpos of homework at Heritage Elementary is to accomplish thefollowing:

Yporovideindgyendent practice to reinforce skillslearned in class
Ycomplete research projects or long-rangeassignments

Yprovide activities to encourage family involvement with the school
Ycomplete unfinished work assigned in class

¥make up assignments missed because of an excused absence

An Assignment Notebook mug be purchased by each student. Unless the assignment is
specifically stated as one tha requires parent involvement, it will be assumed that the
child can complete the task without paent assistance. If a child is absent from school,
homework will be provided ONLY if the child® absence is dueto illness. Parents need
to request this homework before the school day begins (when they call the absence in to
theattendance line) in order for thework to beready by the end of the school day.
Assignments such as spdling practice, math fact practice and daly reading might be
induded as homework assignments. In some grades, al homework for the week will be
sent home with the child ononeday. In these cases, parents are encouraged to work with
the child in coming up with a plan for pacing the assignments on a daly basis. The
amountof homework and thetime a child should spend on daly homework will vary and
may be differentiated according to the needs of the child. Parents are encouraged to
contact the teacher if the child is consistently exceeding the following amount of time
when completing homework assignments

Kindegarten an average of 5 minutesdaly

14 grade an average of 10 minutes dally
2ndgrade an average of 20 minutes daly
3rd grade an average of 30 minutes daly
4th grade an average of 40 minutes daly
5th grade an average of 50 minutes daily
6th grade an average of 60 minutes daly

These times may not indude assignments tha were to be completed during class time.
Parents are encouraged to contact the teacher if a child is congstently completing
schoolwork at home tha was to be completed during the school day. The parent is also
encouraged to contact the child® teacher if homework assignments are not coming horre.

LATE ARRIVALS (TARDIEYS)
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Students who arrive after the starting time (8:40 am.) mug be accompanied by a parent
and check in with the school office before goingto class. The student will not be allowed
to enter class without a late pass from the office. In some cases, students will remain in
the office until a logica break, as to minimize the disruption of the learning of other
students.

LEAVING SCHOOL EARLY

Anyonepicking up a student before the end of the school day mug check the student out
from the school office. Your child will be called to the office at tha time. If anyone
other than the parent or guadian is to pick up a student from school, prior arrangements
mug be made through the school office; otherwise, only those individuds listed as an
emergency contact are allowed to sign out a child from school. Anyonechecking a child
out of school early is expected to come into the school and show identification at the
office.

LIBRARY

We have a growing collection of beautiful booksand want our students of enjoy as many
of them as possible. Our school district requires tha we purchase hardback copies
because they last much longe than pgperbacks. Asaresult, booksare expensve! Please
reinforce good care of these books by your child when they bring them home. We
encourage al students to keep their library booksin ther backpacks when not beng read
so tha the bookswill not be log or damaged by pets or younge siblings If abookis
torn or damaged at home, PLEASE do not try to repar it yourself, but have your child
bring it to thelibrarian who may beable to repar it with specia materials. If thedamage
istoo extengve the book must be pad for by the student at replacement cost plusathree
dollar processing fee. The same rule applies to bookstha are log by students. The
library is afun place for students to enjoy and learn and we welcome you to come in and
visit and/or volunteer!

Celebrate your child® birthday while hdping to grow the school library collection. By
paying a flat fee, your child will be able to select a brand new library book from those
ordered by the school librarian and have his or her name and birth dae placed init. This
book will live in our library but your child will be the first to check it out and enjoy it.
See our librarian for details.

LOST AND FOUND

The log and found (oaOis located by the cafeteria.  Please be sure tha al of your
child®@ persond items (cods, gloves, bootss, lunchboxes, backpacks, etc.) are clearly
labded. Itemstha are undaimed are periodically donded to charity.

Small items such as glasses, jewelry, keys, etc are kept in the school office.
LUNCH PROGRAM

Hot lundhes, induding milk, can be purchased for $1.75. Additiond milk may be
purchased for $.35. Questions regarding your child@ account should be directed to the
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kitchen staff prior to 11:00 am. at 303387-6759 Additiond lunch menuscan be found
onthedistrict web site at www.dcsdk12 org, go to students, then menus

MEDICATIONS

Only medication prescribed by a doctor can be administered to students at school. It
mug be provided to the office in its origind container, with a liability form (available
from the school office) which is signed by the student® physcian. Tylenol can be
administered by the school office with a signed release form for the following reasons
fever 100 degrees or highe, headache toothache musculoskeletal pan or mendrud
cramps Whenever a student is running a fever of 100 degrees or more, paents are
contacted and expected to pick up ther child.

OFFICE HOURS

Theschool office will be open from 8:00 am. to 4:00 p.m. onregular school days. These
times may be adjuged on days tha are not on a regular schedule, such as weather-
impacted days or staff inservice days.

PARENT VOLUNTEER OPPORTUNITIES
Parent volunteers are aways needed in our school. Please contact our Volunteer
Coordinator, at 303-387-6725t0o discuss how you can become a volunteer.

The Heritage Educationd Alliance is a loca self-govening organization. Its main
purpo< is to promote the welfare of students in the home, school and community. For
more information, please contact the school office.

The School Advisory Coundl is comprised of paent representatives who assist in
defining gods and developing school improvement plans at Heritage For information,
call the school office or prindpd at 303-387-6725

PARKING POLICY
To inure thesafety of al, please note thefollowing:

¥Please modd safe, responsble and polite behavior

¥When usng thepakinglot, please follow thedirectiond signs

¥Thereisno doublke-paking allowed at any time.

¥Please do not pak in areas designaed for "handicapped paking” or in any areas
designaed as Gho pakingO

¥If youare leaving your care to walk with your child, ALWAY S park in alegd zone

¥ Vehicles may load or unload passenge's aong the front entrance curb. The loading
zonetime limit is two minutes; if waiting longe than two minutes, the vehicle mug park
elsewhere to keep the parking lot traffic flowing. Children are to unload at the curbsde
of your vehicle.

PERSONAL PROPERTY

Page8 of 11



Persond objects of value are to be broughtto school only during special occasionswhen
ateache has given pamission. Playgroundequipment is provided by the school. Toys
and items such as skateboads radios, and iPodsare not pemitted at school. The schod
is notresponsble for any loss or damageto studentsOpersond propaty.

PETSAT SCHOOL

If you are walking your child to school with a pet, pes should always be on a leash.
Uponarriving at school, please keep your pet away from our class lineup areas. Many of
our children have alergies to animals. Also, some of our smaller children are fearful of
animals. Thank youfor beng consderate.

Pets are not to be broughtinto the school without advance permission of the teachers.
Douglas County School Digtrict Policy regarding animals in the classroom mug be
followed.

PHYSICAL EDUCATION
For the safety of all students, regular gym shoes with laces or Velcro are required. There
may betimes when PE occurs outdoas.

PROGRESS REPORTS

Student report cards are sent home three times per year (except kindegarten which is
twice). Two forma Parent-Teacher Conferences are scheduled during the school year.
Parents should fedl free to make an appointment with their child@ teacher if they wish to
have additiond conferences to discuss progress.

PROPERTY DAMAGE

Students will be held responsible for the loss of, or damage to textbooks, library books
and other school propeaty. Intentiondly causng or attempting to cause damageto school
or private propeaty will result in disciplinary measures, which can indude sugpension,
expulsion, or notification of the Douglas County Sheriff@ Department, depending upon
the severity of thedamage

RECESS

Children are expected to paticipae in scheduled recess. Children will have outside
recess unless the temperature drops bdow 20 degrees. Please be sure tha your child
comes to school with appropriate clothing, induding boots, ha, gloves, socks, cod, etc.
when needed. As the Colorado weather can be unpredictable, we suggest tha students
bring a jacket/sweater to school in ther backpacks should the weather changeduring the
day. Also, remember to labd all persond items. Recess schedules and frequency are the
professiond discretion of theteacher.

SCHOOL DAY

A regular school day begins at 8:40 am.; school is in session from 8:40 am. untl 3:30
p.m. Parents are asked not to drop off children before 9:05 am., because there is no
supeavision untl tha time. Students are to line up in ther designaed areas before
school. Supevision of studentsis not provided after school hours.
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SCHOOL DAY-CANCELLATION OF SCHOOL

In the event of indement weather or other circumstances, school may be canceled for the
day. Announ@ments will be made on major radio and television stationswhen schoolis
canceled. Additiondly, school closure information can befoundon the district@ web site
at www.dcsd.k12.co.us or by caling 303387-SNOW (7669) Please do not call the
school office for information aboutweather-related schedule changes.

School Day BEarly Dismissal

In the event of indement weather or other circumstances, school may be dismissed early.
It is necessary for each student to have a current Early Dismissal form on file with the
school, which will provide staff members with current information aboutwhere a student
isto gointheevent of an early dismissal.

School Day DL ate Start

In the event of indement weather, school may be on a ddayed schedule, beginning 60
minutes later than usud (9:40 am.). Buses aso runther routes on a 60-minute ddayed
schedule. Announ@&ments will be made on major radio and television stationswhen a
"Delayed Start” isin place. Additiondly, school closure information can befoundon the
district@ web site a www.dcsd k12.co.us Please do not call the school office for
information aboutweather-related schedule changes.

School Day BNormal Schedule
The firgt bdl ringsat 8:35 am. and school is in session from 8:40 am. D 3:30 p.m.
Students are to lineup at ther designaed areas at the soundof thefirst bdl.

SEVERE WEATHER

In the event of dangerousweather conditionsat dismissal time, the school administration
may deem it necessary to dday dismissal. If posible, Heritage staff will pog clearly
visible red flags by the front door as will as the side fence along Astorbrook as soon as
we determinetha classes will behdd after 4:00 pm. Thiswill alow parentsto know that
they may go directly to classroons for student checkout Parents must sign out in the
classroom to acknowedge tha a child has been released from class.  Student will be
dismissed usng usud procedures once the dangerousconditionscease.

In the case of weather tha may endange staff/parents and children coming in or leaving
thebuilding, we will hold al children until an all clear has been given.

TELEPHONE USE

Students are asked to use the office telephone only in cases of an emergency.
Arrangaments for visits to friends after school are not consdered emergendes. In
addition, if you wish to g& a messageto your child, an adult will take it and ddiver it to
him/her in the classroom at the end of the day. We cannot take phone messages after
2:30 pm for changesin dismissal procedures. Please do notleave voicemail messages
for teachers regarding changes in dismissal procedures, as teachers may not have the
oppotunity to check thar voice mail prior to dismissal.
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THURSDAY FOLDERS

Every Thusday a folder is sent home with students which contains schoolwork,
classroom news, and news of school meetings and events. Please feel free to write
comments, ask questions or voice conaerns on the form provided on this folder. Our
monthly newdetter, the Explorer can be foundon line each month on our website and it
will bee-mailed to you, provided you have given us your e-mail address.

TRACK ASSIGNMENTS/CHANGE REQUESTS

Even thoughwe are on a traditiond calenda, there may be a point in time when we
return to four track. New families will be assignad to a track according to space
availability. Requests for track changes are accepted on an ongong basis and prioritized
according to the dae and time tha they are received. Track changes are only made
between school years. In order to request a track change request the appropriate form
from theschool office.

VISITORS

All vistors mug signin at the office, show ID each visit and display avisitor badge To
prevent unauthorized visitors from entering the building during school hours, all
entrances expect the main entrance are locked. We ask tha you do not knodk on doors or
ask ateache or student passing by to open aback doorfor you.

All those who are not students or staff are reminded tha when in the school building or
on school groundsthear behavior should be reguated according to school and district
rules and policies. For example, loud talking in hdlways during the school day is
disruptive to thelearning taking place in classroons. Likewise, young children should be
restrained from loud noisemaking and running in hallways.

Pagellof 11



