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Dear Parents and Students,
On behalf of the faculty and staff at Patrick Henry Elementary School, I extend to each of you a warm welcome.  You are part of an outstanding community.  We provide a caring and productive learning environment for each child.  We are very proud of our school, students, staff, and community.  We anticipate an exceptional year for improving student achievement, improving home school partnerships, and improving the quality of instruction.
This handbook contains important information about our school to include programs, policies, and procedures.  Please review this handbook and use it as a reference tool throughout the year.
The focus of the DoDEA curriculum standards is the development of basic skills in reading, language arts, mathematics, science, and social studies.  In addition, we provide a variety of creative, social, and academic experiences that include music, physical education, computer literacy, and German language and culture.  Individual and flexible instructional programs allow each child to progress at a pace that is commensurate with their ability.
Each year we strive to make Patrick Henry Elementary School an even better place for our students.  We invite parents to become actively involved in our school by serving on the School Advisory Committee, Parent Teacher Association, School Improvement Leadership Team, or by visiting or volunteering in the classrooms.  Every parent has something to contribute to our school.  Research clearly shows that the best schools are those in which parents are active partners in their child’s education.
We know that there is at least one child in our school that is special to you.  We look forward to working with you to insure that your child has the best educational experience we can provide.  You will receive regular communication from the school.  Whenever you have a question, please call us immediately at DSN 388-9054 or 06221-338-9054
Allison Peltz & Marie Granger – Administrative Team
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Periodically, information may need to be changed or added during the school year.  In an effort to provide an efficient method to retrieve updated information, this page is added to the beginning of our Parent-Student Handbook.
	Information Added or Changed

	Date
	Item

	28 June 2011
	  UPDATED for SY 2011-12
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Office Hours
Main Office: 0730-1600
Registrar: 0800-1600
School Hours
Students: 0815-1430
Teachers: 0800-1500


	[bookmark: PhoneDirectory]Directory of School Telephone Numbers



	PURPOSE OF CALL
	CONTACT
	PHONE NUMBER

	General Inquiries
	Main Office
	388-9054/9057

	School Fax
	Main Office
	06221-765491

	Principal
	Main Office
	388-9054/9057

	Assistant Principal
	Main Office
 
	388-9054/9057

	Registration / Withdrawal Tuition Inquiries
	Registrar 
	388-9341

	Counselors
	Counselors  
	388-9054/9057

	CSC Office
	CSC Chairperson 
	388-9342

	Nurses’ Office
	School Nurse 

	06221-338-9247

	Information Center/Media Center
	Information Specialist 
 
	388-9054/9057

	Message for Teachers
	Main Office
	388-9054/9057

	Supply Office
	 
	388-9343

	School Cafeteria
	 Cafeteria Manager
	06221-762650

	School Bus Office
	 Transportation Officer
	388-9335/9336



To reach any of the DSN numbers listed above from a civilian telephone, please dial 06221-338 and then the last four digits.
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	SCHOOL CALENDAR 2011-2012


	FIRST SEMESTER 

	Friday, August 19
	New Student/Parent Orientation at 1100 hrs. at PHES

	Friday, August 26
	Class Lists Posted/Meet the Teacher 1330 - 1430

	Monday, August 29
	First Day for Students in Grades 1-5. Begin First Quarter and First Semester

	Monday, September 5
	Labor Day-Federal Holiday-No School

	Tuesday, September 6
	First Day for Kindergarten Students and PSCD

	Thursday, September 8 
	Open House Grades K-5, 1700 - 1800 hrs.

	Tuesday, September 13
	First Day for Sure Start

	Friday, October 7
	Staff Professional Development Day-No School for students

	Monday, October 10
	Columbus Day-Federal Holiday-No School

	Thursday,  November 3
	End of First Quarter 
(47 days of classroom instruction)

	Friday,  November 4
	Teacher Workday- No school for students

	Monday, November 7
	Begin Second Quarter

	Friday, November 11
	Veteran’s Day - Federal Holiday-No School

	Thursday-Friday, Nov. 17 – 18
	Parent/Teacher Conferences- No school for students

	Thursday, November 24
	Thanksgiving Day - Federal Holiday-No School

	Friday, November 25
	Thanksgiving Recess -No school

	Wednesday, December 14
	Accelerated Withdrawal with PCS orders

	December 19 – January 2
	Winter Recess

	Tuesday, January 3
	Instruction Resumes

	Monday, January 16
	Martin Luther King, Jr. Day - Federal Holiday-No School

	Thursday, January 26
	End of the First Semester and Second Quarter 
(44 days of classroom instruction)

	Friday, January 27
	Teacher Workday - No school for students

	SECOND SEMESTER  

	Monday, January 30
	Begin Third Quarter and Second Semester

	Friday, February 3
	Parent/Teacher Conferences- No school for students

	Monday, February 20
	President’s Day - Federal Holiday-No School

	Wednesday, 7 March
	Staff Professional Development Day-No School for students

	Monday, 12 March through Friday, 16 March
	TerraNova Testing -  Grades Three through Five

	Thursday & Friday, 29 & 30 March
	Registration for School Year 2012 - 2013

	Thursday, April 5
	End of the Third Quarter
(48 days of classroom instruction)

	Friday, April 6
	Teacher Workday -  No school for students

	April 9 – 13
	Spring Recess

	Monday, April 16
	Instruction Resumes – Begin Fourth Quarter

	Friday, 20 April
	Parent/Teacher Conference Day- No School for Students

	Thursday, May 17
	Accelerated Withdrawal with PCS orders

	Monday, May 28
	Memorial Day - Federal Holiday

	Thursday, June 14
	Last Day of School for Students- End of Fourth Quarter and Second Semester
(43 days of classroom instruction)

	Friday, June 15
	Teacher Work Day – No school for students
Last day for nonadministrative educator personnel

	School Year 2011 - 2012
	Instructional Days – 183
Teacher Work Days – 190


Early withdrawal with PCS orders
	[bookmark: SchoolNewsletter]School Newsletter and Public Internet Site



The parent newsletter Bobcat Tales will be available weekly. The Bobcat Tales often contains updated information to the school calendar and other school events.   The Bobcat Tales are emailed home weekly.  If you are interested in being on the distribution list, please contact the main office and provide them with your preferred email account for receiving school news.  The newsletter can be viewed on our school webpage.  You can access the school webpage from any of the following web addresses.  The school website includes detailed information regarding our school and is updated frequently.

[bookmark: OLE_LINK1] http://www.hd-phespta.com
 

http://www.heid-esp.eu.dodea.edu
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 PATRICK HENRY ELEMENTARY 
MISSION and VISION STATEMENT


 
Mission: The mission of DoDEA is to be a community committed to success for all students by providing and exemplary education that inspires and prepares students for success in a dynamic, global environment.
Success for all students

Trust and respect for all others
Uncompromising advocacy for students
Development for lifelong learners 
Equal access to quality, rigorous education
New and motivating challenges to inspire excellence
Teaching with high expectations
Save and stable learning environment
Vision: The vision of Patrick Henry Elementary School is to educate all children by providing a nurturing environment and standards-based curriculum dedicated to meeting the diverse needs of every child.  We will work collaboratively with families and community members to prepare and challenge our students for success in the 21st century.


School Mascot
Bob-The-Cat


School Colors
 Blue and White


School Motto
Believe Achieve…Succeed Read

Our Commitment

At Patrick Henry Elementary School, we are committed to providing an environment conducive to learning, with effective instruction, based upon a challenging and standardized curriculum. We are dedicated to creating a climate of respect and a sense of community by providing opportunities for character development. We value the importance of each student developing academic competence, a positive self-esteem, and an understanding of the diversity of our American Heritage. We strive to be professional and to provide courteous service and opportunities for involvement from all stakeholders. We look forward to working with you and your child in a home school partnership this school year.
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US Army Garrison Baden Wuerttemberg
    
373-1310

Schools Liaison Officer

388-9398

	[bookmark: DODDSChain]Department of Defense Dependent Schools Chain of Command



If you have questions or concerns regarding a teacher's actions, policies, or questions regarding your child's behavior or academic progress, please contact the teacher first. Notify an administrator if you are unable to resolve the problem.  A joint conference may be scheduled.

Patrick Henry Elementary School

Assistant Principal
Principal
MIL: 388-9054/9057 • CIV: 06221-338-9054/9057 • FAX: 06221-765491
Mailing Address: Patrick Henry Elementary School ATTN: [Name]
Unit 29237 APO AE 09102
or CIV Address: South Gettysburg Strasse 4499, 69124 Heidelberg

Heidelberg District Office

Chief of Staff
Assistant Superintendent 
 Superintendent
MIL: 388-9373/9383 • CIV: 06221-768081/768082 • FAX: 06221-761883/769530
Webpage: http://www.heid-dso.eu.dodea.edu
Mailing address: Superintendent of Schools Heidelberg District ATTN: [Name]
Unit 29237, APO AE 09102
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	CURRICULUM PROGRAMS



	Instructional Programs



Patrick Henry Elementary School is one of many schools for dependent children in the European area. The Department of Defense Dependents Schools-Europe, (DoDDS-E), has been given the responsibility for operating the dependent schools in the European area for all the military services. Headquarters for DoDDS-E is located in Wiesbaden, Germany, with the parent organization, Department of Defense Education Activity, (DoDEA), located in Alexandria, Virginia. 

The schools are financed primarily by appropriated funds from Congress. Schools are well supplied with textbooks, library books, computers and audio-visual equipment. Schools are staffed with experienced, certified teachers who are primarily recruited in the United States. 

Recent studies have shown that on standardized tests, DoDDS students score higher than the national average in most subject areas.  

Our goal is to engage children in active learning, which provides for the varied needs of the whole child. Instruction in the primary grades is often organized around thematic units, which integrate several curricular areas. Provision is made for consistent teaching of work and study skills. The curriculum is organized so children of varying abilities and interests can work together in groups with each child engaged in tasks at his/her own instructional level.

Instructional programs at Patrick Henry Elementary School include: Language Arts, Social Studies, Mathematics, Science, Partial German Immersion, Host Nation, Art, Music, Physical Education, Health and Safety. 

	 Student Support Team



Children may experience academic or behavior difficulties during school for multiple reasons.  The Student Support Team or SST is one way to help everyone concerned with the child to communicate problem-solving ideas and to provide early intervention.  
When a family member or teacher observes that a child/student is having difficulties, SST is one possible intervention. Parents are encouraged to contact the classroom teacher and the grade level counselor to begin problem solving on how best to meet the needs of the child.  The SST, is comprised of grade level team members, counselors, and an administrator. Parents are invited and encouraged to participate in the SST.   The SST meets and discusses strategies to assist the child to be successful in the school setting.  It is the goal of the SST to resolve concerns that the teacher or the parents bring to the team.    
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	Case Study Committee (CSC)



All children demonstrate individual strengths and weaknesses. Some children may need special education services to reach their fullest potential and learn more effectively.  Special education services provide specifically adapted instructional support.  Services may be provided in the general education classroom, resource room, or therapy room.    

The Case Study Committee (CSC) has the responsibility of identifying children with special needs and the development of educational programs to meet these needs.
Special education services are available to eligible students, ages 3 through 21 years of age within DoDDS. 

 If your child requires special education services, you will be involved in decisions about what services, instruction, and equipment are to be provided, as well as where these services will take place.   Parents work closely with the CSC in making decisions about their child's needs.  The CSC accepts student referrals from classroom teachers, family members, other staff members, and representatives of community agencies.  

Steps in the Special Education Process
1.  Pre-referral - When you suspect your child is experiencing difficulties in academic achievement and/or developmental progress, contact the child's teacher or guidance counselor to arrange a conference to discuss ideas and strategies that may help your child in the learning process.
2.  Intervention - Interventions are changes in routines, both at home and school, that have been recommended through the pre-referral process.  Prior to a referral, your child may be recommended to receive support services such as additional reading support, counseling, psychological support or community services.
3.  Referral - At the end of the pre-referral/intervention period, a conference is held to discuss your child's progress.  If the interventions have been unsuccessful, a referral to the CSC may be made and an assessment plan developed with the approval of the parents.
4.  Evaluations – Formal and informal assessments, observations, and other activities designed to collect information that will help in determining whether your child is eligible for special education services are be conducted.
5.  Eligibility - Once evaluations are completed, you and the members of the CSC will meet to review the information.  During this meeting it is determined whether or not your child is eligible for special education.
6.  Individualized Education Program (IEP) - If your child is eligible for special education, you will participate in developing a written Individual Education Plan (IEP) for your child. This plan addresses the specific needs of your child, how services will be provided, who will provide the services and the amount of time need to provide these services.

7.  Placement - Placement refers to the least restrictive learning environment for your child. This may include a continuum of support services in the general education environment or a resource classroom.
8.  Annual Review - Your child's progress in achieving the goals stated on the IEP must be reviewed and revised each year at the annual IEP review.
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9. Three-Year Re-evaluation - Your child must be re-evaluated every 3 years to determine whether or not your child continues to require special education services.

Communication Impaired Specialist
Children with speech, language or voice problems, other than English as a Second Language, receive individual, small group, and/or regular classroom instruction from the Speech-Language Pathologist, as described on his or her Individual Education Plan.  

Learning Impaired
Special education services are designed to meet the unique educational needs of students determined eligible for services.  Programs must be reviewed annually to determine the continued appropriateness of the placement and services and to revise and update the IEP.  The program of study must insure a student's placement in the least restrictive environment while enhancing academic progress.  

Preschool for Children with Disabilities (PSCD)
Preschool for Children with Disabilities offers special education and related services to children between the ages of 3 through 6 years who have been determined eligible for special education services. If a child qualifies for special education services an instructional program is designed to meet his or her special needs.  Some children may require special equipment; others may simply need small group or individualized instruction.  The child's individual needs determine the amount of time in the PSCD program.  

	Curriculum Specials Programs



Art, Music, and Physical Education      
Students receive regularly scheduled instruction from educators specifically trained in these areas. 

Host Nation
Host Nation provides regularly scheduled instruction in basic German language and culture. The goal of the program is that children will learn basic German vocabulary. Students receive instruction in German culture and customs.

FLES
Foreign Language Elementary School (FLES) is a DoDEA initiative to introduce primary age students to a foreign language.  In SY 2011/2012 Spanish will be taught to all Kindergarten, First and Second Grade students at PHES for 90 minutes each week.  The program is taught by fully qualified teachers, who are fluent in Spanish.

	Counseling Services



Counselors’ responsibilities include helping children adjust to their school setting and teach them the skills needed to deal with issues. The counselor meets with concerned families about their child's academic, social, and/or emotional development. Information about professional services available through school or local agencies is available. Families are encouraged to inform the counselor assigned to their child's grade level when there is a family crisis, such as divorce, death, serious illness, deployment issues, or adjusting to changes in the family structure. The counselors conduct classroom 
guidance lessons, sponsor the meter/greeter for new students and provide both individual and small group counseling services.

	English as a Second Language



Instruction in English as a second language (ESL) is provided for students who speak little or no English or whose limited knowledge of English may delay their progress in other subject areas. Initially, instruction is primarily listening and speaking. Students are provided assistance in reading and writing of English to improve academic achievement in other areas.

	Sure Start



Sure Start is an Early Childhood Education Program that provides students with the skills necessary to be successful in kindergarten. Patrick Henry Elementary offers the program to children who will be four years old by 1 September 2011. Preference is given to children who meet the following criteria:
· Single parent family
· Parent on remote assignment for three or more months
· Parent whose primary language is not English
· Child born with a low birth weight
· Family income corresponds to the E-1 to E-4 or GS-1 to GS-4 range
· Three or more siblings close in age
· Family has an older child with a disability
· Parent with less than a high school diploma

Selection of students is determined by a committee be composed of the Sure Start teacher, school nurse, counselor, and administrator.  Students will be selected by 2 September 2011.  Applications are available in the Main Office. For additional information contact the School Registrar at Civilian 06221-762454 or DSN 388-9057.

	Language Arts/Reading Specialist Program  



The reading improvement specialists are responsible for providing supplemental instructional support in reading or language arts. Reading/Language Arts specialists work with small groups of students to supplement the classroom reading program.

	German Language Immersion



In School Year 2011-12 Patrick Henry Elementary School will provide a second grade partial German Immersion program.   Students who were in first grade German immersion will “loop” with their teacher from first grade to second grade.  A new German Immersion class begins every other school year. 

Partial immersion is a means of acquiring a foreign language through content matter instruction. Students spend half the day studying the regular grade-level curriculum of math, science, social studies 11and health, conducted in German.  The other half of the day is conducted in English, covering the content areas of reading, language arts, and the special subjects of art, music, host nation and physical education.

The purpose of the Language Immersion Program is to introduce a new language to non-speakers of the German language. It is not intended to maintain a foreign language in which the child is already proficient or has a level of understanding. This is a two-year program and requires that the sponsor have a DEROS of at least two years remaining when the child enrolls in the program in first grade. Students who have been diagnosed with auditory processing difficulties may need additional screening before consideration can be given. Students with learning impairments, or who have a speech or language impairment, are generally not recommended for the German Language Immersion Program. 


	Multi Age Classrooms



Research has shown that multi-age classrooms benefit children. Students have the opportunity to stay with the same teacher for two years and are evaluated on their own continuum of learning. Students have numerous opportunities to become autonomous and self-directed learners as they develop goals to reach their full potential. Patrick Henry Elementary School offers Multi-age classes for grades 1/ 2 and 3/4. Families must complete an application form and have a DEROs date of at least two years from the time of application.  If you are interested in a Multi-age classroom placement for your child, please see the school registrar or an administrator. 

Additional information can be obtained by contacting the Assistant Principal at CIV-06221-762454 or DSN 388-9057.

	Gifted Education 



The goal at Patrick Henry Elementary School is to identify students with advanced potential and exceptional performance and to develop a challenging program that enhances their strengths. On a monthly basis, the Gifted Review Committee meets to review referrals for gifted education and determine eligibility and service options.

	Child Find



Child Find is a DoDDS program that actively seeks to locate and identify children and youth, age's three through 21 years of age, who may have developmental delays or educational disabilities that indicate the need for special education and related services.  Questions regarding this program may be addressed to the CSC Office (DSN 388-9342 or CIV 06221-338-9342).










12

	Information Center



	Patrick Henry Elementary Information Center (IC) provides an open, flexible schedule where students, faculty, and staff have the opportunity throughout the school day to conduct research, select books to read for pleasure, and meet and work with others. Students have access to the IC on a daily basis to exchange books and use resources. Activities are scheduled with individuals, small groups, and whole classes as needed. Classroom units of study are planned with the Information Specialist identifying books, computer programs, videos, web resources, and professional materials to match lesson objectives. Families are welcome and encouraged to utilize and checkout materials at any time during the day or to accompany their children after school on Tuesday, Wednesday, or Thursday from 14:30 - 15:30 to select materials and/or use the computers. Volunteers are an integral part of our program. An advantage of volunteering is that you have the opportunity to become familiar with our collection, including new materials as they arrive. Please call 06221-338-9054, or come by the IC for more information.



	SUPPORT PROGRAMS



	Parent-Teacher Association (PTA)



Patrick Henry Elementary School has an active Parent-Teacher Association. Throughout the year a variety of educational and enrichment activities that benefit students and their families are planned with the PTA.  Some of the activities include a yearbook, student pictures and class pictures, presentations by story tellers and other performers, special family night activities, a fifth grade social and participation in Teacher Recognition Week. Every family is encouraged to become a member of the PTA, demonstrating our commitment to working in partnership with the school. http://www.hd-phespta.com

	School Advisory Committee (SAC)



The objectives of the Patrick Henry Elementary School Advisory Council (SAC) are as follows:

· Acts as a forum to discuss school related concerns of the school community.
· Provides constructive advice to the principal on matters affecting the operation of school programs.
· Provides comments and recommendations on policies and resource allocations that are decided at higher levels but impact upon Patrick Henry Elementary School.

SAC is comprised of four-elected parent representatives from the community and four-elected teacher representatives.  The administration and the teachers' union representative are non-voting members of SAC. If you would like to communicate with a SAC member, address your communication to PHES, to the individual c/o SAC, Unit 29237, APO AE 09102.
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	REGISTRATION



	Admission Requirements



Children 5 years of age by 1 September 2011 may be enrolled in kindergarten. Those children 6 years of age by 1 September 2011 may enter first grade. When registering your child, parents are requested to bring school reports or report cards from the last school attended, social security number, shot records, and current orders. A birth certificate or other verification of birth date is required for new enrollees. 

There is a mandatory immunization policy for pupils attending DoDDS. A child will not be allowed to start school without proof of the following immunizations: 3/4 Diphtheria, Pertussis, Tetanus, 2 Measles, Mumps, Rubella, Hepatitis B, Varicella, Hepatitis A and HIB (for students 5 and under), Haemophilus Influenza type B.

	Home Schooled Students



Parents whose children are eligible to attend DoDDS schools, but elect to home school their child(ren), may choose to enroll in their local DoDDS school and participate in selected school activities, such as: art, music, PE, Host Nation, study trips, standardized assessments, use of the Information Center or participate in extracurricular activities. Homeschoolers are encouraged to establish a relationship with the classroom teacher to who they are assigned to facilitate participation in study trips or other instructional activities.  

We ask parents of home-schooled students who take part in specials or other regularly scheduled school activities to notify the school if their child is going to be absent.  It is important that in the event of a fire drill or emergency evacuation that all students scheduled to be in attendance are accounted. 

	Student Records



The school maintains a cumulative folder on each student.  This folder includes the following: duplicate report card, reading records, health records, and other information pertinent to the educational/social development of the child.  If a student receives special education services or has been referred for assessment, a separate file is maintained in the CSC office that includes all confidential records, assessments, and IEPs. 

Parents who depart this command may hand-carry a copy of their child's records to the receiving school. When requesting your child's records, please give the registrar TEN WORKING DAYS NOTICE prior to picking up the records.

Procedure for Releasing Records:
A parent or guardian must sign a release form and pick-up the records from the Registrar's Office between the hours of 0800 – 1600 on the student's last day of school.
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	Student Placement



Changes in student placement are considered when in the best interest of the student's total well being.  Academic, social, and emotional needs are seen as equally important.  All requests for changes in student placement are addressed to the Placement Committee. Members of the Placement Committee include an administrator, counselor, parents or guardians, and classroom teacher. Recommendations are made to the principal regarding student retention, double promotion, or any other grade or class placement. 
 
The Placement Committee collects data, discusses each referral, makes recommendations for placement and reviews the progress of students when a grade adjustment has been made.  If the Placement Committee determines that an alternate placement would be in the best interest of the child, a recommendation will be forwarded to the principal for final decision. If the principal decides to follow the recommendation, the principal will place the student in the appropriate classroom, as determined by the teacher/student ratio.  The principal has the authority and responsibility for the final decision on all student placement changes.

	Change of Address and Emergency Contact Information



If you move, please inform the registrar at once. Telephone the school registrar at DSN 388-9341 or CIV 06221-338-9341 and send a note with your child to the teacher. If the sponsor changes units or telephone numbers, you are required to inform us. In the event of an emergency, it is essential that our records be current so that we can locate family members as soon as possible.  If parents go on vacation, leaving children with a caregiver, notify the teacher of the planned trip and the name and telephone number of an emergency contact. Parents are encouraged to obtain a medical power of attorney for the caregiver in the event the child(ren) requires medical care during their absence.
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	PROGRESS REPORTS



A report of the student's progress is issued every nine weeks.  Progress reports will be given to parents at the end of the first marking period during parent conferences.  At the end of the second and third marking periods progress reports will be sent home with the students, unless a conference with the family has been scheduled.  Following the fourth marking period, progress reports will be sent home with the student or mailed to the sponsor's CMR address. Families of children in fourth or fifth grade will be given a mid-quarter report when it becomes apparent that their child may receive a "D" or "F" on the progress report/report card, or the student has demonstrated a marked drop in academic performance. If a student transfers with PCS orders from PHES 20 school days before the last day of school, the progress reports will reflect the new grade assignment.

Multi-age students receive narrative progress reports on a twelve week basis.

	Evaluation Codes for Report Cards



Grades for students in Kindergarten through grade 3 will use the Early Childhood Progress Report. The developmental codes are explained on the progress report. Grades 4 and 5 will use - A, B, C, D, and F for reading/language arts, mathematics, social studies, science, and health, with the exception of multi-age classrooms which provide narrative reports.  Separate marking codes, as explained on the progress report, will be used for music, physical education, Host Nation, art, work habits, social development and sub-topics of the academic subjects.

	Grades



The computation of grades is determined system-wide in DoDEA as follows:

	Percentage
	Mark / Meaning
	Grade Points

	90 – 100
	A – Excellent
	4.0

	80 – 89
	B – Good
	3.0

	70 – 79
	C – Average
	2.0

	60 - 69
	D – Poor
	1.0

	NA
	E – Effort
	1.0

	60 – 100
	P – Pass
	1.0

	50 - below
	F – Failure
	0.0



Student conduct is marked on report cards as: 
			+ Outstanding
			P Satisfactory
			/ Unsatisfactory
Behavior is not used as a factor in determination of academic grades.  The student's achievement will determine grades for progress reports.
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	SCHOOL POLICY AND PROCEDURE



	Attendance / Absence Information



Morning Arrival
Students are to arrive no more than five minutes before the start of the school day, which is 8:15. Parents are notified telephonically, when their dependents continually arrive at school too early. If the problem persists, a written notice will be sent to the family and a copy sent to the sponsor's commander. Parents are asked to walk their young children to school and leave them with the staff on outside duty, in an effort to avoid congestion in the hallways.  It is also important the students arrive on time. If you need to talk with a teacher, please call or send a note to arrange a conference rather than delay instruction.

Tardiness
Students arriving after 0815 are considered tardy and are recorded as tardy by the classroom teacher.  Students who arrive tardy to school report directly to the classroom until 0830. Late slips are required after 0830.  After 0830 parents are expected to accompany their student to the main office and sign the student in at the Main Office.  After four unexcused tardies, parents will be contacted.  If tardiness persists, the sponsor's commander will be contacted.  

Absences
Regular attendance is an indication of the family's commitment to the importance of the child's education, and is essential to achievement in school. Excessive absences result in poorer academic achievement. Parents should make every effort to schedule activities, medical and dental appointments for students after school hours. Students who cannot have their medical, dental, other appointments, or religious observances scheduled during non-school hours will be excused and allowed to make-up work missed during the absence. 

Travel in Europe is encouraged as it is considered educational. When a sponsor cannot take leave coinciding with a school vacation, consideration will be given to the effect that an absence may have on the child's schoolwork. Please contact the teacher concerning the planned absence and make-up work. 

The school cannot authorize the child's absence for participation in a non-school sponsored activity i.e., HYS, Boy Scouts, Girl Scouts, etc.  

It is the responsibility of the parent or guardian to inform the school each time the student is absent.  A call to the main office should be made before 9:00 on the day of absence by parent or guardian.  For safety and security reasons, if the parent has not notified the school personnel of their child’s absence, they will be contacted regarding student absences. 
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	Dismissal Procedures



Release of Students during the School Day
Please coordinate with your child before he/she arrives at school in the morning what their plan for after school will be. Calls to the main office to provide students with directions for after school activities should be reserved for emergencies only. 

Early Release
Families who need to have their student released prior to dismissal, will report to the Main Office where they will sign the child(ren) out.  The office staff will contact the teacher to send the child(ren) to the office to meet the parent.  Parents who go directly to the classroom will be asked to return to the Main Office to sign the student out.

End of School Day Dismissal  
At dismissal, a teacher escorts students to either the crosswalk or the bus area.  If you are meeting you child after school, please make sure they know where you will be waiting. 

Emergency Dismissal  
There are times when school may be dismissed early due to adverse weather conditions, heating failure, etc.  During such emergencies, it is imperative that an alternate address and family name be provided to the teacher indicating where your child can safely wait for you. During an emergency, the telephone must be open to military and school officials.  In the case of an emergency early dismissal, classroom teachers will contact the parents of their students and make sure there is someone at home to meet the child.

	Inclement Weather



In the event of inclement weather, the Base Support Battalion Commander has the authority to close schools or announce the delay of buses. Please stay tuned to AFN: FM 104.6, AM 1143 for school delays or for closing announcements. The following announcements may be made: Road Condition "Red": No buses operating. No school in session. Yellow Road Conditions: Buses will run____ hour(s) late. School for students will be delayed for ___ hour(s).  The delayed opening applies to all students, including walkers.
      
	 Emergency Evacuation Procedures


                                                     
Emergency Evacuations 
In the event that we must evacuate the building due to fire, teachers have been instructed to proceed with their students to a designated area near buildings 4410 through 4432.  The stairwells will be temporary holding areas until it can be determined whether the children will be sent home or return to school.  If a decision is made to send the children home, school officials will make group announcements at the Heidelberg Commissary, Hospital, etc.  Individual parent notification will not be possible.
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In the event of an emergency evacuation other than fire, a separate holding area for students has been designated, located outside of the immediate school area. Early in September you will receive an Emergency Dismissal Form to complete and return.  Periodically review your emergency information 
and provide an update to the school.  Sponsors enrolling after the school year has begun will receive an Emergency Dismissal Form from the classroom teacher.

	After School Activities


							
After school athletics for elementary age students is the responsibility of Youth Services and not DoDDS. PHES offers a varied number of teacher sponsored after school programs. Watch for information regarding these clubs in the school and classrooms newsletters.  Programs and clubs vary each school year but have included such activities as chess club, Math Olympiads, music clubs, Book and reading clubs, puppetry and running club.

	Bus Students



Students riding the buses must proceed directly to their bus at dismissal. Once students have boarded their buses, they are to remain seated until the bus arrives at the home drop off point. Upon boarding the bus, students may not leave the bus. If a child who normally rides a bus is not going to ride the bus, a signed note from the parent to the teacher is needed stating that the child will not ride on a certain day(s).  When no parental note is received, the child will be required to follow the normal dismissal routine and ride the bus home. Students are not to walk to the Middle School to catch the bus.

If you need to pick your child up from school after they have boarded the bus you are asked to model safe habits. Notify a staff member on duty that you need to remove your child from the bus.  DO NOT ENTER the bus loading area.  A staff member will remove the child from the bus and bring them to you.

	Homework Policy Statement



Homework is defined as assignments done outside the classroom to reinforce classroom instruction. It is DoDDS policy to assign homework, as appropriate, to all students capable of completing assignments independently. Parental support for the value of and completion of homework is essential for student success in the educational process. As appropriate to the nature of the assignment, teachers shall evaluate and return homework assignments to students and shall periodically inform students and their families of the student's academic progress and mastery of learning objectives.

Using a maximum of four nights each week, the following time guidelines are recommended:
· Six and seven year olds - 15 minutes
· Eight and nine year olds - 30 minutes
· Ten and eleven year olds - no more than 1 hour

The above homework policy was taken from the Department of Defense Dependents Schools Homework Policy statement DS Administrative Instruction 2000.9 July 7, 1993.
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	School Lunch



AAFES has a variety of ways students can purchase their school meals.  AAFES utilizes the Horizon “Fast lane” Point of Sale (POS) school payment system in AAFES operated cafeterias. Parents or students can place a desired amount of money into their account and can set spending limits.  Once an account is set up, deposits can either be made at the school (during cafeteria operational hours) or at an AAFES PX/BS Cashier Cage.  Parents should monitor the balance of funds in their child’s meal program account to ensure that funds are always available for their child to enjoy a healthy, hot meal. The cafeteria manager is our AAFES point of contact and can be reached at 06221-762650.
Applications for free or reduced lunches may be obtained at the Cleos center.  Students do have the option of paying for their lunch with cash and may always bring a packed lunch from home. 

Students have a 20 minute lunch period with a five minute passing time, followed by a twenty minute recess period. Students have the opportunity to remain in the cafeteria until finished eating.
During good weather students will be released to the playground after lunch for recess and will be supervised by adult monitors. During inclement weather, students will return to the classrooms for an indoor recess after lunch.
 
	Lost and Found



Please mark all items, including clothing with your child's name. If a child loses something, he/she may recover it from Lost and Found located in the cafeteria/MPR. High value items such as glasses, wallets, keys, jewelry and money are retained in the Main Office. Lost and found items are disposed of at the end of each marking period. Valuables, money, or expensive items should not be brought to school.  

	Classroom Parties



Parties are optional and at the discretion of the classroom teacher.  The celebration of student birthdays will be limited to simple birthday recognition, i.e., singing happy birthday. Party invitations will not be distributed to students during the instructional day by parents or classroom teachers. 

	School Supplies and Property



The school provides textbooks, but parents must buy selected supplies appropriate for the grade level. A list of specific supply needs may be obtained in the Main Office or the Registrar's Office.

It is suggested that parents discuss with students the care of textbooks and Information Center books taken from school. Parents will be expected to pay for all textbooks that are lost or damaged beyond normal wear and tear. Upon presentation of payment (money order should be written to the Treasurer of the United States) the student will be issued another book. Library books that are lost must be replaced with new, hardback books appropriate to an elementary school library. 
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	Study Trips



Community resources and activities outside the classroom provide vital services to the learning program.  Our ideal location provides us an opportunity to offer children unique and relevant trips to museums, businesses, other schools, etc.  

Study trips are an extension of the basic curriculum that gives students first-hand experiences.  Teachers plan study trips as part of the curriculum.  Families are notified in advance of planned study trips and provided with schedules, costs, and additional information regarding the trip.  

Signed permission slip/limited power of attorney from the family/sponsor must be returned at least two days prior to the study trip. Students, who report to school on the day of the study trip without the required permission/limited power of attorney form, will not be permitted to participate.  Telephone permission cannot be accepted. If there are individual safety concerns, a family member may be required to assist with supervision on the field trip. 

Children must be enrolled in a DoDDS school to participate in school study trips.  Pre-schoolers and other siblings are not permitted to participate in any study trip as the role of the chaperone is to be totally concerned with the safety and well being of the children assigned to him/her.  It is not permitted for parents to drive to the site of a study trip and join the group on site.  Chaperones are reminded that the use of alcohol or smoking is prohibited on any study trip.

	Telephones/Cell Phones



The telephones in the school are for official business.  Students are welcome to use the school telephones for calls that are related to school business but not to make personal arrangements such as going to a friend’s house after school. Examples of authorized calls include the student missing their bus at dismissal or when planned transportation needs following an after school program have failed. Cell phones are allowed at school but must be turned off and kept in the student’s backpack or purse.  Cell phones will be confiscated and returned to the parent if used during school hours.


	Messages to Student  



Before your child leaves for school each day, review your child’s after school plan and make the necessary arrangements.  In the event of an emergency change in plans, contact the main office for delivery of a message to your child.   Messages for students will be taken throughout the day, but we cannot guarantee that messages received near dismissal will be delivered prior to dismissal.  No messages for students will be taken after 1400 due to preparation for student dismissal.

	Money and Valuables



Money and valuable items are not to be brought to school. We cannot be responsible for losses. Ensure that your child's full name is on every article he/she brings to school. It is recommended that parents sew nametags on clothing items to facilitate identification. 

	Lunchroom/Playground Rules



We expect all students to demonstrate common sense and self-control, behaving in a manner that is safe and considerate of others.

Lunchroom Rules

· Talk in a conversational, polite tone
· Clean up after yourself
· Remain seated and raise hand for permission to leave the table
· Follow instructions
· Food cannot be removed from the lunchroom
· Walk within the building 

Playground Rules

· Take turns on equipment
· Remain within boundaries
· Obey adults
· Use respectful language and be courteous to others
· Play in a safe manner
· No tackle/dangerous games/or tag on the playground equipment
· Soccer is played only on the soccer field

All students are expected to participate in outdoor recess unless a physician's written excuse is provided.  Dress your child according to the weather conditions. If the temperature is below 32 degrees or if it is raining, recess will be held indoors. 




	Visitors



Visitors to the school must report to the Main Office. In order to provide a safe environment, visitors who are in the school without a visitor's pass will be required to return to the Main Office to obtain a pass. 

Parents are welcome to visit classrooms. However, all visitations of this nature should be cleared with the classroom teacher at least one day in advance. Unscheduled arrivals by parents may needlessly interrupt a lesson or an examination. Parents are discouraged from interrupting classroom instruction to speak with teachers. If a parent-teacher conference is needed, it will be scheduled outside instructional time. 
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	Volunteers



We encourage you to share your time and talents with our students.  If you wish to volunteer in the classroom, Information Center, lunchroom, or in the Health Room, etc., please contact your child's teacher or the Main Office for additional information. 

	Communication


 
Communication is very important. Keep informed about school matters by reading school newsletters, class emails and newsletters, notices, and the school’s web page.  If you have questions concerning school activities, policies, or procedures, ask your child's teacher or the administration. 

	Conferences



Parent conferences will be scheduled at the end of the first quarter for all students.  Additional conferences will be scheduled if needed, at the end of second and third quarter.  Notices will be sent home about the scheduled conference dates and times. Parent conferences may be scheduled at any time that the family has a concern or question they would like to share with the teacher. 

	Chain of Command and Resolving Concerns



The teacher is the first point of contact.  If you are having difficulty with an issue in the classroom, consult first with the teacher.  Problems that cannot be resolved with the teacher can be referred to administration. 

	Discipline



Discipline in our school is a cooperative undertaking among the student, teacher, family, and administration.  A high standard of conduct is expected of students.  The school discipline plan incorporates the use of Second Step, Love and Logic, peer mediation, and Conflict Resolution.  We believe all students have the right to learn in a safe and orderly environment.  The esteem and integrity of the student is very important in the discipline process.  Students fall under the jurisdiction of the school, to and from school as well as during the school day.

Second Step
Second Step curriculum is designed to reduce impulsive and aggressive behavior in children and increase their level of social competence.  It does this by teaching skills in empathy, impulse control, and anger management.  Second Step uses feedback, role-playing, modeling, and reinforcement to improve student’s social skills and behavior.
 
Conflict Resolution
Conflict resolution and peer mediation are programs sponsored by the school counselors. Students learn to resolve problems with dignity and respect for all. 
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Bullying and Harassment
The definition of bullying is the persistent irritation or tormenting of another.  A student is being bullied or victimized when exposed repeatedly to negative actions from one or more students. Aggressive negative actions can be verbal, inappropriate physical contact, or gestures carried out repeatedly.  Students are instructed to notify an adult if their efforts are ineffective in stopping negative actions.  School personnel will intervene on behalf of students and families in an effort to stop bullying actions that are occurring at school.  

Gang Awareness and Prevention

Gang-like activities, such as vandalism and bullying are a community problem, a problem of the unit, the garrison, the parents, and the schools. DoDDS-Europe, as part of that community, will work with installation agencies and units to help ensure coordinated actions are in place. 
Within DoDDS-Europe schools, vandalism, bullying or any other gang-like activities are not tolerated.  Any form of initiation, assault, or bullying, may result in suspension for those participating.  Military communities fully support our discipline actions. 
Fortunately, the overseas military environment is not a fertile ground for gang recruitment, as we have strong families, close communities, and high values.  Nonetheless, gang-wannabes, and other forms of bullying do occasionally surface.  When it does surface, the entire community takes swift action to ensure appropriate measures are taken. 
Teachers and school administrators are proficient at recognizing wannabe activities and the wearing of specific colors (identifying garments), drawing of symbols associated with a certain gang, and or club by flashing a unique hand or body gesture or symbol. 
Gang-like activities or bullying may have once been considered a rite of passage.   Parents, educators and community leaders now see bullying as a devastating form of peer abuse that can have long-term effect on youthful victims, robbing them of self-esteem, isolating them from their peers, causing them to drop out school, and even prompting health and mental problems. 
Gang-like, or wannabe activities and bullying normally includes: joining a fight in progress that is not yours, making threats on behalf of another person or group, and intimidation using a group threat.  This list is not all-inclusive.  Students engaged in these types of behavior can expect suspension from school. The length of the suspension may vary depending on the nature, severity of the offense, as well as the age of the students involved.
Students who engage, or have association with acts of hazing, are also subject to disciplinary actions.  Hazing is defined as, “any intentional, knowing, or reckless act by one person alone or acting with others, directed against a student, that endangers the mental or physical health or safety of a student for the purpose of pledging, being initiated into, affiliating with, or holding office in an organization.”
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Graffiti in any form will not be tolerated.  A person or persons who, without the consent of the owner, utilizes aerosol paint or other permanent markers to intentionally or knowingly make markings, including inscriptions, slogans, drawings, or paintings will be suspended based upon the nature and severity of the offense.  
DoDDS-Europe schools prohibit wearing of specific colors associated with or intended to identify the wearer as a gang member wannabe.  This can include certain sports franchise merchandise, or certain kinds of jewelry.  School dress codes also prohibit wearing clothing that promote or advocate the use of drugs, violence, or other undesirable behaviors. 
DoDDS-Europe promotes open and honest communications with parents should they have concerns regarding dress requirements.  The primary consideration in making such decisions is concerns for the wellbeing and security of all students. 
	Consequences for Serious Infractions



An administrator will impose discipline on an individual basis.  Families will be contacted to discuss the problem.  Consequences may vary according to the severity of the infraction and the age of the student.  Student(s) will be involved in the conference(s).  The military chain of command is informed by the administration of suspension offenses and recurring disciplinary problems.  Our School Liaison Officer is notified when a student has been suspended.

Detention
Keeping children after school is one option for dealing with misbehavior. If a child is to be kept after school, the family will be contacted by note or telephone prior to the detention period.  Families will be notified so that adequate transportation can be arranged for the child's return home.  

Lunch/Recess Detention
Students may lose the privilege of eating lunch with their class and/or participating in recess with their class.  In this scenario, students will spend time under the supervision of an administrator,  or with the classroom teacher.   

Suspension
Suspension from school may be the consequence for a major infraction of school rules: physical violence toward a student or adult, possession of a weapon or other dangerous object, playing with matches or fire, activating a fire alarm, repeated insubordination, continued use of profanity or vulgarity, and other serious acts of inappropriate behavior. Suspensions may result in the child not being readmitted to school until a parent/guardian conference has been held with an administrator.   

The decision to suspend a student will be examined and consequences applied according to the merits of the case.  Severity of the consequence will depend on a variety of factors such as: 

· child's age
· record of previous infractions
· relationship to an identified disability.
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Students who are suspended are permitted to make-up work and earn grades. 

When in- school suspension is imposed the student will lose the privilege of lunch and recess with their class and will spend the suspension under the supervision of an administrator.   

Expulsion
The principal or designee recommends a pupil's expulsion from DoDDS for any of the following acts:
· Possession of a firearm, knife, or explosive, laser pen or other dangerous object.  A minimum one-year expulsion is required for the possession of firearms.
· Serious physical injury to another person.
· Unlawful sale of any mind-altering substance, as a second offense. 
· And/or making or participating in the making of a bomb threat.

In addition to the specific grounds for imposing discipline that are described above, students who have knowledge of, or who participate in, the misconduct of others may also be disciplined as deemed appropriate. Students will report to their teacher or administrator, knowledge of offenses that violate law or regulation, threaten the safety or personal security of any person on school grounds or engaged in school activities. Failure to do so will be grounds for discipline.

	Notice to Law Enforcement Authorities



Incidental to suspending any student, the principal of the school, or his/her designee will notify the installation commander or his/her designee for law enforcement or legal affairs, of any act that violates local laws.

	Prohibited Items and Actions



Smoking and Tobacco
Students are prohibited from possessing or using tobacco products during the school day on or off school property or while being transported by bus. Violation of this policy will result in disciplinary action/consequence to be determined by the principal.  There are no designated smoking areas defined on school grounds.

Weapons
Students are not allowed to bring potentially dangerous objects to school. When observed, the items will be taken and returned only to the sponsor. School officials are required to report any incident involving weapons at school to the local military/security police. Weapons can be defined as any object that might be used to readily inflict bodily harm. A list of prohibited items is found in USAREUR reg. 190-6 and USAFE Reg. 125-17. The list includes but is not limited to guns, club-type weapons, weapons made from razor blades, knives or ice picks, and blank cartridge pistols. Authentic appearing replicas of firearms that are displayed openly, brandished, or carried in the presence of other persons in a manner likely to make a reasonable person fear for their safety are considered weapons. Bringing a lethal weapon to school is grounds for expulsion.
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All incidents involving a weapon will be brought to a Disciplinary Hearing Committee. This is a committee comprised of school and community personnel. They will hear the case and make a recommendation for discipline to the school principal. 

Prohibited Items
The following are items that distract from the learning environment. It is suggested that parents assist the school staff in preventing the following items from being brought to school:

· Trading cards (i.e. Yu-Gi-Oh Cards, sports cards)
· Gum – Candy
· Radios, cassette or CD players
· MP3 or IPOD devices
· Toys or Other "Novelty Items"
· Game boys
· Skate Boards
· Beepers
· Laser Pointer or Laser Gun
· Animals, (Unless part of a project), and with prior approval
· Cell Phone / "Handy" may be brought to school but must remain, turned off, in backpacks.  Cell phones are not to be turned on or used during the school day and are for emergency contact outside the school day.  

When children bring any of these items to school, the item will be confiscated and returned only to the adult family member.  

	Privacy Issues



Information about a student will not be shared or discussed with anyone other than the child's family.

	HEALTH PROGRAMS AND POLICIES



	PHES Health Program



The school health program is coordinated by the school nurses and consists of the following services:

· Emergency care for ill or injured students;
· Health counseling and consultation for children, family, and school personnel;
· Screening programs to identify hearing, vision, dental or postural problems.

School nurses offer health education in the classroom by arranging for speakers, or providing expertise on specific health topics. Health topics may include dental health, human growth and development, child abuse, and other health related topics. In addition Army Community Services personnel, in accordance with military regulations, will present information on such topics as The Child Lures School Program, which is a program to help students understand and develop skills to protect themselves against exploitation - including child sexual abuse.
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Announcements about this or any other health related topic deemed sensitive by the school will be provided to the family, prior to presentation. Families must notify the school in writing if they do not desire their child to participate in the screening programs or other health related topic presentations.

	Your Child's State of Health - An Ounce of Prevention



When children are sent to school it is expected that they will participate in the entire school program to include outdoor play and Physical Education.   If there is a physical reason for the curtailment of outdoor play or physical education, a doctor's certificate is required to delineate the parameters of care.  Families will ensure the child is properly attired for physical education, outdoor play and inclement weather.  Generally speaking, if the child is too ill to participate in recess or outdoor activities, he/she should remain at home.

Families are requested to determine a child's state of health prior to sending the child to school.  Parents are encouraged to keep their children at home when they have colds or do not feel well in the morning.  Children who are vomiting or running a fever are NOT to be sent to school. A child must be FEVER FREE (less than 100 degrees Fahrenheit) for 24 hours without medication before he/she can return to school.  A child must have had no episodes of vomiting or diarrhea for 24 hours before he/she can return to school.

If you think your child has a contagious disease please contact your Primary Care Manager or the School Nurse.  Family member will be notified immediately if a child is suspected of having a medical problem that can be spread to other children. Some contagious conditions common among school age children that require a clearance from the school nurse to return to school are the following illnesses: chicken pox, measles, mumps, rubella, whooping cough, pink eye, impetigo, ringworm, pinworm, head lice (nit free), scabies, scarlet fever, strep throat, mononucleosis, and other communicable diseases.  It is mandatory that the child has a note from his/her physician in order to return to school and is cleared by the school nurse.  If your child is diagnosed as having strep throat, he/she may not return to school for 48 hrs. from the beginning of antibiotic treatment.   It is noted that parents may be notified if a contagious condition exists in their child's class.

	Illness and Injury at School



If a student becomes ill or is injured at school, the school nurse will contact the family if the child is to be sent home.  A "Notification to the Parents" form will be sent home with students when they have visited the health office.  Ill or injured children are to be signed out of school within 30 minutes.  Ill children will not be allowed to leave school grounds unaccompanied.  
 
Families are required to update phone numbers as soon as changes occur. The following procedure is used when a child is to be sent home:

1. Families are notified
2. Emergency contact is notified in the event that parents cannot be reached
3. In the event parents or emergency contacts cannot be reached, the sponsor's supervisor is notified
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	Administration of Medication at School



In accordance with DoDDS policy, the school nurse does not administer medications at school except those that are specific and individually prescribed by a physician.  It is mandatory that families provide the following:
“Medication During School Hours” form completed by physician and parent
· Medicine must be in an original pharmacy container, stating the name of child, name of medication, dosage
· Medical diagnosis for which the medication was prescribed

When you take your prescription to the pharmacy to be filled, ask the pharmacist to put the amount of medication needed for the school in a separate container labeled with the above information. 

Families must personally bring the medication to the nurse.  It is the child's responsibility to go to the health office for the medication.  

In the case of long-term medication left at the nurses' office it is the family’s responsibility to pick up the medication at the end of the school year.  Medication cannot be stored over the summer.  New permission slips are needed each school year. 

All medication must be maintained in the nurses' office.  Medication, to include an asthma inhaler, will not be left in the students' book bags or in the classroom.  Over- the -counter medications such as, aspirin, Tylenol, cough preparations, cough drops etc. will NOT be given, unless prescribed by a physician.  It is the responsibility of the school nurse to notify the classroom teacher of students' medical conditions. The nurse and classroom teacher will keep all information confidential.

	Immunizations



Students who enroll in DoDDS must meet specific immunization requirements.  These requirements displayed below, represent the minimum requirement and do not necessarily reflect the optimal immunization status for a student.  DoDEA form 2942.0-M-F1, 07 Jun. 06 states:

· DT/DP/DTP/DTaP  --4 doses given singly or in combination. At least one of which was administered after the fourth birthday. 
· HEP A - The two doses in the series should be administered at least 6 months apart.
· HEP B - 3 doses. Those not vaccinated in infancy may begin the series during any visit (all students under 18 yrs of age)
· HIB 2-4 doses in infancy. Unvaccinated children from ages of 15 months up to 5 years need only 1 dose.
· MMR Measles, Mumps, Rubella --2 doses of live attenuated vaccine given singly or in combination. Dose 2 must be administered at least 4 weeks after dose 1.
· OPV/OPV/IPV-- 3 doses of Polio Vaccine (oral or injected) Last one of which was administered after the 4th birthday.
· PPD/TB TB -testing is recommended every 3 - 5 yr. unless required more frequently by the local medical command. 
· Varicella -- 1 dose of Varicella Vaccine through the age of 12 years.  (2 doses for those 13 or older at least one month apart) or reliable history of the disease.  

· Haemophilus Influenza type B

	Child Abuse and Neglect


Every DoDDS employee is required by DS Regulation 2050.2 to report any suspected cases of child abuse or neglect. 
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	DRESS AND CLOTHING STANDARDS



	Appearance and Dress



Students are expected to dress in a manner that is not offensive to others, not revealing, and does not cause distractions within the academic environment. The school administration reserves the right to make judgments concerning the "appropriateness" of items of clothing not addressed in this policy.

· Clothing will be clean, neat, serviceable, and worn properly. 
· Students will not be allowed to attend class if inappropriate clothing is worn to school. Parents will be notified immediately to bring appropriate items of clothing.  The following will not be worn:
· Extreme or provocative styles of dress including bare midriffs, mesh shirts or tops, tube tops, halter tops, tank tops; or ill fitting clothing which is either too large or too small.
· Clothing that encourages or promotes cigarettes and other tobacco products, beer, alcohol, or drug use. This includes symbols and brand names.
· Clothing or accessories that: (1) depicts or promotes violence; (2) suggests racial prejudice using symbols, graphics or words; (3) has printed obscenities in graphics or words; (4) depicts sexual content.  This includes spiked clothing and collars, metal chains attached to any article of clothing, belt loops or wallets where the chain hangs loose from the body.
· Hats or any head covering (including stocking caps, bandanas, nylons, hairnets, caps, sun-visors). Gloves and sunglasses will not be worn in the school building at any time.
· Any clothing, hats, bandanas or other paraphernalia that is worn in such a manner as to represent or indicate gang affiliation is not allowed including the following but not limited to:
· A right or left shoe untied with laces hanging loose. 
· A right or left pants leg rolled up.
· A glove worn on a right or left hand.
· A right or left sock pushed down into the shoe/boot.
· Handkerchiefs or bandanas displayed (tied to a belt-loop, wrapped and tied around a leg or arm) to reflect gang affiliation.
· Extra long belts or material used as a belt, where the length hangs on either the right or left side of the body.
· "Paraphernalia" may include jewelry, tattoos (should be covered), eyebrow shaving, etc.

Gang related items will be confiscated, reported to the Military Police, and returned only to an adult family member. Items associated with potentially illegal activities will be turned over to the Military Police.
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	SAFETY



	Safety To and From School



Families are to stress the importance of following safe walking rules with your child: 

· Obey safety patrols and treat them respectfully
· Cross only at street corners and regular crosswalks-never in the middle of the block
· Stop at the curb and look both ways before crossing
· Never attempt to cross the street from between parked cars
· Always walk on the sidewalk
· Always walk to and from school in a safe manner
· All kindergarten students must be accompanied by an adult to and from school

 (
Dogs
)

As a rule, dogs and other pets are not allowed to be in school.  There may be exceptions when there is a sound curricular basis for having live animals in the classroom. 
Dogs are not permitted on school grounds, including the playground area.  Compliance with this policy will ensure our children’s safety. 

	SCHOOL TRANSPORTATION



	School Bus / Transportation Information



Transportation information may be obtained from the School Bus Office:  
     
    	 DSN 388-9335/9336
     	 CIV O6221-763308 
     	 FAX O6221-762043
 
A student must have a bus pass in order to ride the bus. The child must present the pass to the driver when boarding the bus or he/she will not be allowed to board. Bus passes are to be obtained from the school bus office.  Misconduct on the bus, may result in suspension of your child's bus riding privileges.

Once the child has boarded the bus, leaving the bus without an urgent reason, or permission from a parent or school personnel will result in the sponsor being called to pick up the student from school.

We recommend that you affix a nametag to your young child's clothing with name, address, home and duty phone numbers until the routine is learned.


32
	Abbreviated School Bus Behavior Management Plan



DoDEA Regulation 2051.1

Student bus discipline is a shared responsibility of the School Bus Office and school administration.  Violation of school bus behavior standards will result in disciplinary actions ranging from warning to suspension of bus riding privileges temporarily or for the entire school year.  When this occurs, sponsors will make arrangements for their students to get to and from school, at the appropriate time.  Sponsors are accountable for any physical damage done to buses by their dependents.

Summary List of School Bus Rules 

· Obey the driver or adult on the bus.
· Board and exit the bus in a safe manner. 
· Stay properly seated. 
· Keep your hands and feet to yourself.
· Do not throw objects. 
· Nothing goes out the windows.
· Remain reasonably quiet as to not disturb others or the driver. 
· No profanity, prohibited items, or vandalism. 
· Do not eat, drink or chew gum. 
· Always show bus pass. 
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