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GREENCASTLE PRIMARY SCHOOLS Welcome to Greencastle Primary Schools. The purpose of this folder is to provide you and your family with information about Greencastle Primary Schools. We hope the information included in this folder will help answer any questions you may have about the programs, policies, and procedures at Greencastle Schools. In order to help your child to feel comfortable and safe at school, please discuss with him/her the information included in this booklet.



GREENCASTLE COMMUNITY SCHOOLS MISSION STATEMENT The Challenge is ours……. Commitment from everyone Excellence for everyone SCHOOL CALENDAR FOR 2016-2017 August 4 August 5 August 8 September 5 October 7 October 17-21 November 23-25 December 20 December 20 January 3 January 4 January 16 February 20 March 10 March 24 March 27-31 April 14 April 17 May 25 May 26 May 26



Faculty/Staff Work Day Faculty/Staff Work Day First Full Day of School Labor Day (no school) End of 1st 9 week Grading Period Fall Break (no school) Thanksgiving Break End of 1st Semester Christmas Break Begins End of Day Faculty/Staff Work Day School Resumes No School or Make-up Day No School or Make-up Day End of 3rd 9 week Grading Period No School or Make-up Day Spring Break (no school) No School or Make-up Day No School or Make-up Day Last Day of School for Students End of 2nd Semester Faculty/Staff Work Day Graduation



DAILY SCHEDULE 7:50-8:10 a.m. - Students arrive at school – Tues. thru Fri. 8:30-8:50 a.m. - Students arrive at school – Monday’s only 8:10 a.m - Classes begin, tardy bell rings –Tues thru Fri. 8:50 a.m. - Classes begin, tardy bell rings – Monday’s only 2:55 p.m. - School dismissal School offices will be open every day from 7:30 a.m. to 3:45 p.m.



STUDENT DISMISSAL Any parent wishing to pick up their child before 2:55 p.m. should come directly to the school office and sign the child out. No child will be released to another adult without permission of a parent or legal guardian. Parents should notify the school, if parent desires to revoke parental permission previously given to another adult to pick up their child from school. Anyone picking up a child before school dismissal, must come to the office and sign the child out and state the reason that his/her child is leaving early. If there are any questions as to the identity of the person picking up the child, office personnel will ask for identification. If you wish to give your child a message for after school plans, please call the school secretary by 2:20 p.m.



CLASSROOM VISITATION Parents are always welcome at Greencastle Primary Schools. It is important that you contact your child’s teachers first in order to set up a time that is appropriate. The best way to visit your child’s classroom is to volunteer to help in that classroom. Teachers understand the importance of hands-on experience as ways of helping children learn. For this reason, they plan many activities in their classrooms which may require an extra pair of hands. Contact your child’s teacher if you are interested in being that “extra pair of hands.” When you arrive at school, please sign-in at the office and get a visitor’s badge before going to your child’s room. If you plan to volunteer in your child’s class, you must fill out a background check form. Those forms are available in the school office.



FIELD TRIPS We encourage family participation at Greencastle Primary Schools. We offer opportunities for the whole family to take part in many activities. There are certain activities such as being a classroom volunteer, or chaperoning a class field trip, which require the parent to supervise children. Field trip supervision requires all of a person’s attention. If parents have younger preschool children with them, they cannot give their full attention to the students they are in charge of supervising. If you’ve been a chaperone, you know how difficult it is sometimes to know what’s happening with all of the students at once in a place as large as the Children’s Museum, or an apple orchard. So please, by all means, bring your younger children to all of our Primary Family Night activities, but if you plan to be a field trip chaperone, please make other arrangements for them. Criminal background history checks are required by chaperones before they will be allowed to participate in field trips.



BULLYING POLICY All students will refrain from engaging in bullying. “Bullying” means overt, repeated acts or gestures, including: verbal or written communication transmitted; physical acts committed, or any other behaviors committed, by a student or group of students against another student with the intent to harass, ridicule, humiliate, intimidate, or harm the other student.



ANTI-HARASSMENT POLICY Greencastle Schools will vigorously enforce its prohibition against harassment based on but not limited to, sex, race, ethnicity national origin, religion, disability, or physical attributes.



IMPORTANT PHONE NUMBERS Deer Meadow Primary Superintendent’s Office Bus Barn Ridpath Primary School Tzouanakis Intermediate School Greencastle Middle School Greencastle High School



653-3518 653-9771 653-6840 653-3315 653-4700 653-9774 653-9711



Fax # 653-1150 Fax # 653-1282 Fax # 653-9236 Fax # 653-6449 Fax # 653-538l Fax # 653-4773



CAFETERIA PROCEDURES 1. Greencastle Primary schools use a computerized system that sets up an account for each student. This is a prepaid system. Parents are encourage to prepay for a week’s lunch. It is also possible to pay for the entire semester. Payment should be sent on Monday in an envelope marked with your child’s name, teacher’s name, account number, and amount enclosed. Please don’t send money without an envelope – the cashier will have no idea who it belongs to. 2. All students will be assigned a computerized lunch number, which will be punched in so each child’s lunch is charged to his/her account. 3. Each child will have his/her own account in which to deposit money for lunches. 4. Children who receive free lunch or bring their lunch will have an account for extra milk or additional purchases. Please be sure your child has deposited sufficient funds to take care of all purchases.



CLOSING SCHOOL DUE TO WEATHER CONDITIONS The following procedure will be used in notifying students and parents when the decision has been made to close school: 1. If the decision is made early in the morning, the radio and TV stations will be notified. This decision will be placed on the air as early as possible and before 7:00 a.m. School Messenger will call to notify you as well. If the decision is made after the buses have delivered the students to school, the radio and TV stations will be notified. Parents should make advance arrangements for their children in case they are away from home and school has to be closed. 2. If the decision is made in the evening to close school the following day, the TV and radio stations will be notified that evening. Radio



Television



WREB 94.3 WGRE 9l.5 WAXI 104.9



WISH Channel 8 WRTV Channel 6 WTHI Channel 10 WTHR Channel 13



3. Greencastle Schools has implemented a Parent Notification program called School Messenger. If school is cancelled or dismissed early, the School Messenger system will generate a call to you to notify you of the closing or dismissal. 4. Snow routes mean that school will be open, but that buses will not run in certain areas. Families affected will be notified in the fall by the Superintendent’s Office.



BUS PASSES Students are expected to cooperate with and show respect to bus drivers. Failure to observe rules on the bus will result in denial of bus service. The parent will then be responsible for all student transportation. Riding the school bus is a student privilege, not a student right. Food and suckers are not to be brought aboard a bus at any time. Animals (including reptiles) are not to be brought on a bus at any time. Bus passes are needed for students who will be riding to a destination other than their home. To obtain a bus pass, a student must bring a note from his/her parent or legal guardian to the office in the morning. The note must include the name of supervising adult, when applicable, name of destination, address of the destination, phone number and bus number. A bus pass will be issued by the secretary.



ATTENDANCE POLICY



IMPORTANCE OF REGULAR ATTENDANCE



The function of schools is to educate children. There is no substitute for attendance at school. Instruction is a vital part of a student’s learning experience. Teacher lectures, class discussion, films, field trips, contributions of resource personnel, and many other school experiences cannot be repeated, and often cannot be duplicated. Attendance is a must for the student to learn. The business of school is a person’s first job in life. The attitudes and habits for all jobs the rest of the student’s life are started in school. Attendance is one factor in determining the retention of students each year. ATTENDANCE RESPONSIBILITIES



PARENTS Parents/Guardians are responsible for their children’s attendance. Please reference the complete list of excused absences below. Parents must notify the school the morning their child is absent. Deer Meadow Primary 653-3518 Ridpath Primary 653-3315 It is advisable that parents call the school by 9:00 a.m. in the morning to ensure the child's safety and to provide staff ample time to gather class work/homework assignments for pick-up. Parents will work with school authorities to help find solutions to their child’s attendance problems. Some of the solutions may include counseling the child, changing family routine or disciplining the child. Parents who suspect their child is avoiding school should contact school officials.



STUDENTS Students are expected to follow all GCSC attendance rules. Please reference the complete list of excused absences below. Students are expected to make-up work missed during the time of absence. Students are expected to return to school with a written excuse unless the parent has contacted the school explaining the reason for the absence.



SCHOOL OFFICIALS Teachers and office personnel will keep accurate attendance records. All attendance records are available for review by parents through an online database. Log ins and passwords will be provided to parents. The school will contact parents if notification has not been received on the day of an absence. The teachers and/or school nurse will inform the principal/counselor of illnesses that may possibly become a problem for large numbers of students. The teachers will help students as much as possible to learn new skills taught while the child was absent. The teachers will notify the principal if a child is experiencing an attendance problem. The principal/counselor will work with teachers and parents in order to find a solution to a student's attendance problems. The principal will contact the proper legal authorities if a student's attendance problem persists. The principal will inform the school corporation nurse of any illness that may affect a large number of students. ATTENDANCE LETTERS



All GCSC students are required to follow all GCSC attendance rules once they are enrolled. Failure to comply with the Attendance Policy may require the school to file Educational Neglect and Truancy papers with appropriate legal authorities. Notice to appropriate legal authorities concerning unexcused absences may be made at any time, if the teacher or other school officials have reasonable cause to believe that applicable laws governing compulsory attendance, child abuse, or delinquency are being violated. Attendance letters will be mailed to the parent/guardian of a student who has been absent seven (7) and again after eleven (11) days during a given year. This is official notification for parents that the school is concerned about a child’s attendance. When a child has been absent eleven (11) times, s/he will be placed on “doctor’s excuse”. This means that every time the student is absent, s/he must present an official GCSC absence form signed by a physician upon returning to school. The doctor’s excuse should indicate that the student was physically or mentally unfit to attend school. I.C. 20-33-2-18 states if a parent of a student does not send the student to school because of the student’s illness or mental or physical incapacity, it requires a parent to produce a certificate of the illness or incapacity of a student not later than six (6) days after the certificate is demanded. The certificate required under this section must be signed by an Indiana physician or an individual holding a license to practice osteopathy or chiropractic in Indiana or a Christian Science practitioner who resides in Indiana and is listed in the Christian Science Journal. I.C. 20-33-8-10 states that a principal may take action concerning the principal’s school or a school activity within the principal’s jurisdiction that is reasonably necessary to carry out or prevent interference with an educational function or school purposes and also allows a principal to write regulations that govern student conduct.



EXCUSED ABSENCE



The following absences are considered excused absences: 1. Student is mentally or physically unfit for school attendance or must be absent for a professional appointment. 2. Student is affected by death within the immediate family. 3. Student is granted permission by the school to serve in the state legislature. 4. Student is under medical or health quarantine. 5. Student is specifically authorized by state law, including, but not limited to a court appearance pursuant to a subpoena, certain election activities pursuant to IC 20-33-2-15, religious instruction in accordance with IC 20-33-2-19, active duty with the Indiana National Guard, and civil air patrol participation in accordance with IC 20-33-2-17.2. 6. Student is approved for excused absence by the principal or principal's designee. UNEXCUSED ABSENCE



All other absences are deemed "unexcused absences." All absences are subject to the principal’s review. The principal will make the final decision for determining excused absences. Vacation is an unexcused absence. It is important that vacations be planned when school is not in session. It is our experience that making up assignments is not as profitable as completing the work in class. Makeup work for a vacation is the responsibility of the parent and student. Head Lice Students should return to school the next day after treatment. Failure to do so will result in an unexcused absence. TARDY POLICIES



Tardy letters will be mailed to the parent/guardian of all Deer Meadow Primary, Ridpath Primary and Tzouanakis Intermediate School students who have been tardy to school five (5) times during a given year. A student who is tardy at the beginning of school must report to the office before going to class. All primary and intermediate school students are to arrive at school between 7:40 a.m. and 8:10 a.m. Tues thru Fri. Classroom instruction begins at 8:10 a.m. On Mondays they may arrive 8:30-8:50. Classroom instruction begins at 8:50. Students who are late to school not only disrupt the class for the teacher and other students, but also miss out on valuable learning opportunities for themselves.



Positive Behavior Support Ridpath and Deer Meadow have implemented a school-wide Positive Behavior Support Program (PBS) as an initiative to help us increase positive behavior. PBS is a pro-active approach to discipline. We, as a school staff, teach, model, and reinforce the behaviors we expect in the classroom and in the common areas of our school. When we see the desired behavior, we intentionally reinforce it. In the instance that we do have a discipline infraction, we utilize a framework for dealing with problem behavior. This framework is organized into three levels for inappropriate behavior. Level 1, 2 and 3 have corresponding consequences. Students will be held accountable for their actions on the school grounds, in the building, on the bus, going to and from school, or at a school function anywhere. In case of destruction of property, restitution by students and /or parents is expected. In instances of unlawful activities, civil authorities may be notified. Discipline of special needs students will be in accordance with applicable federal and state laws and regulations. Suspension and/or expulsion may be imposed upon students for the use of violence, bullying, coercion, force, or noise, abusive, obscene, profane, indecent, lewd, or vulgar language, for lying, threatening or intimidating others; for displaying gang apparel or graffiti, for passive resistance or conduct interfering with instruction. Damage or theft involving school or private property, intentionally causing bodily harm to others, intimidating others to obtain money, repeatedly failing to comply with the instructions of faculty or staff, or urging other students to engage in the above conduct may also be grounds for suspension and/or expulsion. Cell phones, CD players, IPods, Gameboys and other student owned electronic items must be turned off during school hours and kept in student cubbies (in a backpack). The school is not responsible if these items are lost, stolen, or broken. We prefer these items are not brought to school.



RETENTION GUIDELINES In order for a student to be considered for retention at a particular grade level, the following procedure will be used. 1. The classroom teacher will have made a referral to the RtI Team (Response to Instruction) and interventions will be suggested (if applicable). 2. A conference must be scheduled no later than early April if not sooner. Those in attendance must include: the classroom teacher, parents, and a building principal. 3. When considering the retention of a student, the discussion with the parents may include a review of the following: a. Current level of achievement b. Potential for success at the next level c. Emotional, physical, social maturity Final decisions in student promotion, placement or retention rest with the building principal.



STUDENT MEDICATION All student medication must be kept in the office. Indiana State law mandates that prescription medications be maintained the school office and dispensed by school personnel. These prescriptions must be in the original container and include the pharmacy label with its written instructions. The only medication a student may possess at school or at a school function is a medication the student is permitted to self-administer for a chronic disease or medical condition. A physician must provide a written authorization to confirm the nature of the disease or condition, that the medication has been prescribed, and that the student has been instructed in how to self-administer the medication. No other medication may be possessed by a student at school or at a school function. In addition, school corporation policy dictates that over-the-counter medications also be kept in the school office and be administered by school personnel. Over-the-counter medication must be brought to the school office in the original container. Parents must provide written instructions for administering the medication, including the name of the medication and the frequency of provision. Under Indiana Law, medication may not be sent home with a student unless it is a medication possessed by a student for self-administration as defined under state law. Suspension or expulsion may be imposed on students found to be possessing, distributing, or abusing medication – either prescription or over-the-counter – on school corporation property.



STUDENT HEALTH Students who are acutely ill should remain at home. Do not send your student to school if he/she has any of the following signs of illness: ● Temperature greater than 100 degrees orally ● Vomiting, diarrhea, hives Students must be symptom free for 24 hours before returning to school. A normal temperature must be maintained without the use of medicine. Remember to phone the school office before 9:00 a.m. with any absence.



STUDENT SIGN IN/OUT Students who arrive late to school must report to the office to sign in and obtain a pass before going to their class. Students must be escorted to the office and signed in. Parents who wish to pick up a student before the end of the school day must report to the office and sign the student out. Parents are not allowed to remove students from the classroom. Students will be released only to the parent or legal guardian unless prior arrangements have been made with the office.



CHANGE OF ADDRESS Please notify the teacher and school office of any change in address, phone, or guardian as soon as possible.



STUDENT DRESS CODE Students are expected to wear appropriate clothing which complies with health and safety requirements. The cooperation of the parents is expected. The weather is a major consideration in determining such appropriateness. **New for the 2015-2016 school year: No student is allowed to wear flip-flops to school. Students must wear shoes that have a secure back/closure around the ankle.



CARE OF BOOKS Students are responsible for the proper care of all textbooks and library books. If books are lost or damaged, the parent is responsible for their replacement or repair.



PARENT-TEACHER CONFERENCES Parent-teacher conferences are scheduled once a year in the fall. This is an excellent opportunity for parents to visit the school and meet the teacher to discuss the student’s progress. Other parent-teacher conferences may be held as they become necessary.



PROGRESS REPORTS Mid-terms will go home in the Wednesday folders approximately half way through the grading period. Student progress reports are sent home for all students at the end of each nine week period.



PARENT-TECHER ORGANIZATION An excellent way to become part of our school is to become involved with our Parent Teacher Organization. We encourage you to become an active member of this group of parents and teachers. By becoming familiar with our school through involvement in the P.T.O., you will be closer to the learning process that your child is a part of at Greencastle Primary Schools. If you would like to be a part of this important organization, please contact any PTO officer at the school offices.



BIRTHDAYS No food items will be allowed in the classroom/building in celebration of a student’s birthday. Birthday invitations can be delivered at school if everyone in the class receives one – if not they should be mailed from home. **No flowers, balloons, or gifts are to be delivered to the student at school.



RECORDS ON FILE All students must have a valid birth certificate and an up-to-date shot record on file before the student may start school. This includes incoming kindergarten students.
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