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WHITWELL ELEMENTARY SCHOOL
This handbook is designed to provide you with school information and policies.  Please review it carefully.  We trust that it will answer your questions about Whitwell Elementary.  Updated policies may periodically be sent home for your information.  Second, Third, & Fourth grade students will be issued planners.  If your child loses this planner, its replacement cost is $4.00.  If your child leaves this school, this planner must be returned with the textbooks.  Please read the handbook very carefully. 
Mission Statement: 
Together: We Teach, We Learn, We Love 
Vision Statement: Whitwell Elementary School will create a positive and safe learning environment that allows all students to grasp and apply the skills being taught to enable them to become lifelong learners, good decision makers, and productive citizens.
Our School: Whitwell Elementary is a Title I School-Wide school serving grades PreK-4.  Our mascot is the tiger cub; our school colors are red and white.  The school phone number is 658-5313, and the school fax number is 658-0306.  

Our Parents as Partners: The success of your child at Whitwell Elementary is the joint responsibility of the school and you as a parent.  It is the policy of our staff to work closely with our parents in all areas of the student’s performance. We ask you to keep all lines of communication open.

Our Parents as Volunteers: Our parents are welcome to assist teachers with copy machine work, art projects, special programs, field trips, special tutoring, as well as numerous other tasks. All volunteers are required to have a background check before working directly with children.
Safe School Initiative: Whitwell Elementary School strives to create a learning environment that is safe for its children, teachers, and parents.  The school is under constant video surveillance and has upgraded its safety measures using funds from the safe schools grant.  A school safety team drafted a new and improved school safety plan, which was distributed to local emergency response agencies.  A copy of this plan is available for viewing in the school’s office. Our school has a full-time SRO officer that patrols the halls and be on campus in case of emergency. We have also installed a security code door lock on the front office door. This door will remain locked at all times and will only be opened for visitors with pertinent school business needs. Lunch boxes, articles of clothing, books, materials, and other non-emergency items will be left on the red table in the foyer with the child’s name on it. Any money can be left in the locked mailbox on the wall in the foyer or passed to office staff through the security glass. 
There are no “unsafe” schools in Marion County.  But, if a school is considered unsafe, parents or guardians of all students attending the school must be notified that the school has been designated by the Tennessee Department of Education as a persistently dangerous school and provide for all students to be given safe school choice as provided for under the Every Student Succeeds Act.

    Transfer Option for Students victimized by Violent Crime at School
Under the Tennessee State Board of Education's Unsafe School Choice Policy, and public school student who is the victim of a violent crime as defined under the Tennessee Code Annotated 40-38-111(g), or the attempt to commit one of these offenses as defined under Tennessee Code Annotated 39-12-101, shall be provided an opportunity to transfer to another grade-level appropriate school within the district.  

    Additional information regarding this option may be obtained by contacting the principal, Nicole Condra (423-658-5313).  
    Parents have the right to request (in writing) their child’s name, address and telephone number not be released to a military recruiter without the parents’ prior written permission. (Usually, this information is not requested by the military recruiter until high school)
Tobacco & Alcohol Policy:  Whitwell Elementary School is a tobacco-free school.  No Tobacco or Alcohol is allowed anywhere on the W.E.S. campus at anytime. Tobacco and Alcohol use are also prohibited on any school-sponsored field trips.
No person in the United States shall, on the ground of race, color, or national origin, be excluded from participation in, be denied the benefits of, or be subject to discrimination under any program activity receiving federal financial assistance

School Policies

DAILY OPERATION

 7:30-2:30

Children not riding buses should arrive at school between 6:50 and 7:30.  Any students arriving to the classroom after 7:30 a.m. must report to the office to sign in and receive a tardy slip to be admitted to class.  Students arriving late will not be admitted to class without this form.  Parents wishing to check out their child for appointments or emergencies must come to the office and sign the student out. We encourage parents not to pick up their child(ren) early from school unless for a doctor/dentist appointment.  Repeated unexcused early dismissals may result in a referral to the truancy board and could result in retention.  If possible, medical appointments should be arranged for after school hours.
For security reasons, parents will not be permitted to enter the bus room, cafeteria, or allowed to hang-out in the front foyer in the mornings before school starts. Likewise, parents will not be allowed to enter the building during afternoon pick-ups.  

If you need to make changes in the way your child gets home, please follow these guidelines:    

· All changes must be made in person or in writing (emails, parent notes or faxed letters will be accepted).

· No “call-in” or phone changes will be accepted.

If you are going to make car or bus changes by email, please use the following email address: wesoffice@mctns.net . We will not check this email after 1:30 p.m. each day.
No changes in afternoon dismissals will be made after 1:30 p.m.  If you need to pick up your child early, please try to pick them up before 1:30 p.m. to help cut down on traffic problems.  Please park in the visitor parking lot in front of the school.

Students will not be allowed to leave with anyone other than parents or legal guardians without written permission from the parent.
Car riders who plan to eat breakfast in the mornings must be in the lunchroom by 7:00 a.m.  Car riders will be notified later of the drop-off and pick-up procedures.  Please read and follow traffic signs.

Afternoon Car Riders

Please read and observe the following suggestions for loading.  This is for the safety of your child.  Please observe and obey the posted traffic signs. 
 1:30 p.m. - PreK dismissal (bus circle)
2:10 p.m. - Kindergarten dismissal (front circle)
2:15 p.m. -  1st car riders (bus circle)
2:20 p.m. - Bus dismissal
2:30p.m. - 2nd, 3rd, & 4th grade car riders (front circle)
Please do not arrive before your scheduled time.  When picking up more than one child, please use the youngest child’s time.

If you must go inside the school for any reason between 2:00 and 3:00 PM please park in the visitors’ parking lot and not in the student-loading zone.

If you are behind (on the side next to the road) the white line across the parking lot, you are not in the student-loading zone.  For the safety of your child please do not motion for the child to come to your car or walk to the steps to get your child.

Please instruct your child to be watching for your car inside the student-loading zone.  When the signal to load is given, if your child does not come to your car, notify one of the teachers in that grade-level. Please do NOT leave your car and walk up to get your child.  This slows everyone down.  If your child does not come out at the scheduled time, you will be asked to pull in the visitors’ parking lot while your child is called.  This will speed the student loading process.

If you are the lead car in the student-loading zone, please remain parked until you are signaled to move.  Even though your child is in the car, by pulling out before the signal, you are putting other students in danger.

Remember: The safety of your child is always our main concern!!

· In the event of adverse weather, school closings are announced on the major radio and TV stations.  Please do not call the school for this information because the school lines must be kept open to receive information about changes in bus schedules, etc. 
In the event of an emergency or school closing, the school will use Remind 101 to send out an informational text message to parents. Text the following code in the message box to the number 81010 
PreK - @824df6
Kindergarten - @gd23ea
1st grade - @gab44f
2nd grade - @ad3f4c6
3rd grade - @ge4hh2
4th grade - @26a6g6
· We will also be posting immediately to our Facebook Page.  Please be sure that a reachable emergency number is on file in the office.  This school message may be sent out in the middle of the day, so leave a number that can be reached during the day.  If you change numbers during the year, please remember to change emergency numbers in the office. 
Cell Phones: Cells phones need to be turned into the classroom teacher each morning powered off and will be returned to the student at the end of the day.  Refer to Marion County Board Policy, 6.312 Use of Personal Communication Devices in School at www.marionschools.org a copy may be requested through our front office.
Dress Requirements:  Students’ attitudes are affected by the clothing they wear.  Neatness and cleanliness are normally indicators of good behavior.  We ask you to help see that your children are dressed appropriately for school.  Students are asked to wear tennis shoes to help protect and keep our school looking good.  This will cut down on black scuffmarks on tile.  This is your school where your child will spend his/her first five educational years.  Encourage them to help keep it clean.  
Student dress requirements should adhere to the following:  
Shoes:  NO sandals, NO flip-flops, NO cowboy boots, NO dress shoes, etc.  Shoes must have a back or back strap and socks should be worn.
Shirts:  NO offensive shirts, NO mesh shirts, NO tank shirts, or NO shirts that show bare midriffs.  Shirts must be long enough to tuck in pants or cover all skin when seated.  Some advertising, words, pictures, and phrases on clothing are also not appropriate. 
Shorts & Skirts: Bottom wear must be at or below fingertips. They will be worn at the hip point and be able to stay up without a belt, NO undergarments are to be visible at any time. Teacher and staff discretion will be used for any other dress, which is felt to be inappropriate.

If there is a problem with your child’s dress you will be contacted to bring a change of clothes and/or shoes.  Refer to Marion County Board Policy 6.310, Dress Code at www.marionschools.org a copy may be requested through our front office.

Room Donations and Books:  Room donation for each homeroom is $20. Homeroom donations may be made in $5 payments or financial arrangements can be made with the bookkeeper.  This money is necessary for the payment of instructional materials, copy paper, etc.

Donations may be paid by cash or check.

Marion County furnishes school textbooks.  A student is responsible for any books lost or damaged.  These textbooks are expensive, so please take care of them.  

School Visitors:  Our parents and friends are always welcome to visit in our school.  We do require ALL VISITORS (parents, grandparents, volunteers, etc.) to sign in through the office and get a pass. You will be asked to provide your driver’s license on your first visit. Please make arrangements through the office if you wish to visit a classroom. 
For student safety concerns, parents and/or visitors will be asked not to enter the school office area without office staff permission. All transactions will be completed through the front security glass. We also want to remind parents that all divorce decrees, custody papers, restraining orders, or any other court documents should be brought to the office ASAP. The school will follow the most recent court orders on file in the child’s permanent records. Children are not bargaining chips, so please leave our students and the school out of all marital and custody issues. We will not tolerate domestic disputes, arguing, and/or fighting on school grounds. If it begins, you will be asked to leave the school.     
Classes begin promptly at 7:30. We request that all visitors leave the building by 7:15 so that morning business may be addressed in order that classroom instruction may begin at 7:30.  NO parents will be allowed to walk their children to class in the mornings.  This is a direct violation of the school safety plan and will not be permitted.
Because it is disruptive to the learning process we do not allow the delivery of gifts or other items to students at the school.  Because all students do not get gifts, the school will not be receiving gifts (flowers, candy, stuffed animals, etc.) for students.  Please have these gifts delivered to your child at home.
Field Trips:
Field trips are used as educational enrichment for our students.  The following guidelines will be in use for chaperones:

· No smoking at any time.

· Do not leave children unattended.

· No younger children are allowed.

· Children are to ride the bus with their class to the field trip site.

· All school rules must be followed or your child will not be allowed to go on future trips.

· Parents are not allowed to ride school buses on field trips.

· If parents wish to take their child from the field trip site, the student must be signed out at the school prior to departure. NO student will be allowed to be signed out at the field trip site. (Safety Plan)
· No alcoholic beverages are to be brought or consumed on field trips.
Occasionally field trips will be chaperoned by only teachers and staff.  You will be notified of these special circumstances. Each grade level will only be permitted one field trip per semester.
Parent/Teacher Conferences: Formal parent/teacher conferences will be held on two occasions. These dates are Oct. 28 & Jan. 25 from 3:00pm – 6:00pm each day.
Food Service:  Breakfast and lunch are served at school for those wishing to participate.  Students who bring lunches from home are encouraged to have a good balanced diet, therefore, no carbonated beverages in thermos, cans, or bottles will be allowed.  Only school lunches and sack lunches from home will be eaten in the cafeteria.  In order to promote the National School Lunch program and to ensure that each child receives a nutritious meal, meals from restaurants will not be allowed in the cafeteria. 
Whitwell Elementary does allow peanut butter products in the cafeteria. If your child has a food allergy, you need to let their teacher, school administration, and cafeteria know about this allergy as soon as possible.
Brandy Hicks is the WES cafeteria manager and all food and/or cafeteria related questions should be asked directly to her.  The larger the number of students participating in this program, the larger is our share of federal dollars to fund all school programs.
Lunch with students

The 1st six weeks of school no one will be allowed to eat with their child.  This is so students can become adjust to the procedures and gives them time to adjust to the new school year. Please note this may change if there is a surge in COVID numbers.    

If you wish to have lunch with your child, please send a note notifying our cafeteria staff or call the cafeteria (658-6471) before 8 AM.  This is necessary for the cafeteria to prepare enough food to serve everyone.  Please limit your visits to no more than once a month.  Other children envy this.  If someone other than the custodial parent/guardian plans to eat with a child a letter given written approval from the custodial parent/guardian must be presented to the office before being allowed to eat with the child.

Lunch money should be sent, or brought, to the Whitwell Elementary School Cafeteria. Our school’s computer program requires that students know their school code, which will be provided by the school. This process allows the student to keep a running balance on his/her account.  With the Mealpay Plus program, parents can keep track of their child’s lunch account. For a nominal operating fee, parents can also use this program to put money into their child’s account from home.
COST (Subject to Change)
      Student Meals   Breakfast   Lunch

       Reduced               FREE    FREE
       Regular                 FREE    FREE
       Teachers Meals     $1.50     $3.25
       Visitors                $2.00     $3.75
Classroom Parties:  With the growing number of food allergies, it is unsafe to allow outside foods into the classrooms. W.E.S. does not celebrate birthdays at school. No cupcakes, etc…
We will have special snack days to celebrate Valentines Day and Halloween. All incoming candy will be inspected and/or vetted by the teacher. Because of growing safety concerns, Whitwell Elementary does not have parent parties during school. Whitwell Elementary does not accept outside deliveries from florists, etc…
Change in Address, Phone, Etc.:  It is very important that the school has correct contact addresses and phone numbers in order for parents to be contacted in special need situations.  Please be sure to notify the school if there are changes during the year of home address, phone number, place of employment, baby sitter, or emergency number.

Illness:  When your child is ill the evening before or day of school, please keep him/her at home.  Children who run a fever, vomit, experience diarrhea, coughing, or sore throat or other cold/flu-related symptoms are not ready for a rigorous day of school.  They need at least 24 hours rest before returning to school.

School Concerns:  When a parent feels he/she has a school concern or problem, this concern or problem should be addressed directly to the person involved.  If the situation is not resolved, the next proper recourse is consulting with the principal.  We would appreciate cooperation from all parents regarding this procedure.  Parent notes are encouraged to make the teacher aware of any immediate concerns or problems such as sickness, death in the family, school work, changes in child’s normal routine, etc.  Address all notes to your child’s teacher.  Since several children may have the same first name, please put your child’s full name as well as your name on notes.

Personal Property:  Children are not to bring their personal belongings without permission from their teacher.  The school will not be responsible for lost or broken items.  Examples include:  cell phones, I-Pods, portable radios, or other MP3 players, personal gaming devices, dolls, toys, cameras, etc.  In addition footballs, baseballs, softballs, and wood or metal bats are never allowed at school.  Tennis balls, wiffle balls and bats are allowed with teacher’s permission.

Playground:  A playtime with playground activity is a necessary part of a school day.  Each child is expected to go outside when the weather permits.  If a child has been ill, a written request may be sent to permit the student to remain inside during playtime periods.

Telephone:  The school telephone line is a business phone and is not to be used to make arrangements to go home with friends.  These plans should be made at home the day before, not at school.

We do not interrupt the learning environment by calling our teachers to the telephone.  We will deliver messages to them to return calls at a time that does not interrupt instruction.
Lost and Found Articles:  All lost articles are to be turned into the collection area. Students should check the lost and found area for lost articles.  All clothing should be marked with laundry ink (first and last name) in order that they can be identified and returned to the owner.  In 30 days we will dispose of articles, which are not identified.

Behavior Policy and Disciplinary Actions:  Our school is in the process of developing a new school-wide positive expectations plan.  The focus will be on the positive reinforcement of good behaviors with emphasis on rewards rather than punishments.  The expectations will be taught to students and presented to parents, staff, support personnel, and even bus drivers.  Very basic guidelines will be included within areas of respect, organization, appropriate behaviors and personal responsibility.  More specific rules will apply within individual settings.  Disciplinary actions will be administered, (appropriate to the rules broken) in order to redirect student, further school purposes, and prevent interference with the educational process of all.
TO MAKE WHITWELL ELEMENTARY A SAFE PLACE TO BE:

Students shall not:

Fight

Bring dangerous items to school

Play in a rough manner

Run while inside the building
TO MAKE WHITWELL ELEMENTARY A NICE PLACE:

Students shall:

Recognize and respect authority of all adults

Not mark or deface property

Put garbage and waste in proper places

Use good manners and treat others kindly

Not use improper language

Follow classroom rules
County Policies

Medication at School:  In order for school personnel to administer any medication (including aspirin), certain requirements must be met:

1. Medication release forms available at the school office must be filled out and signed by the child’s physician.

2. The school must have the original prescription container labeled with the student’s name, name of the medication and dosage, and doctor’s name.

First-Aid Emergencies:  The school nurse will handle First aid for minor injuries at school.  In case of serious accidents or sudden illness, the parent is notified. 
IT IS ESSENTIAL THAT THE EMERGENCY NUMBER BE IN THE OFFICE AND THAT IT BE UP-TO-DATE.  WE WOULD ENCOURAGE PARENTS TO HAVE FOUR EMERGENCY NUMBERS LISTED ON THE EMERGENCY FORM.
Family/Community Engagement Coordinators

Our coordinators are Jessica Holloway and Grace Pickett. Please refer to our Family/Community Engagement Plan posted on our website, www.westigers.com  for details. 
Response to Instruction and Intervention (RTI²)
(State Law 0520-01-10) Response to Instruction and Intervention (RTI²) recognizes the importance and power of high-quality, rigorous, on-grade-level instruction for all students through Tier I and also provides structured support that is tailored to meet students’ individual needs through Tier II and III interventions. Our mission is to ensure that all students receive the instruction and focused time necessary to be successful in and beyond K-12. At Whitwell Elementary, all students will take three benchmark tests to help place them into academically leveled Tiers based on their test scores. Each student will receive individualized instruction and intervention consistent with those deficits identified in the benchmark testing.   
https://www.tn.gov/education/educator-resources/rti2-manual-redirect.html
Special Education Annual Notice to Parents
In compliance with state and federal law, Marion County school district will provide to each protected student with a disability without discrimination or cost to the student or family, those related aids, services or accommodations which are needed to provide equal opportunity to participate in and obtain the benefits of the school program and extracurricular activities to the maximum extent appropriate to the student's abilities. In order to qualify as a protected student with a disability, the child must be of school age with a physical or mental disability which substantially limits or prohibits participation in or access to an aspect of the school program. These services and protections for "protected students who are disabled" are distinct from those applicable to all eligible or exceptional students enrolled (or seeking enrollment) in special education programs. For further information on the evaluation procedures and provision of services to protected disabled students, contact Becky Bigelow at 423 942-3434, ext. 3. 
Family Educational Rights and Privacy Act (FERPA)
The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that Marion County School District, with certain exceptions, obtain your written consent prior to the disclosure of personally identifiable information from your child’s education records.  However, Marion County School District may disclose appropriately designated “directory information” without written consent, unless you have advised the District to the contrary in accordance with District procedures.  The primary purpose of directory information is to allow the Marion County School District to include this type of information from your child’s education records in certain school publications.  Examples include:

· A playbill, showing your student’s role in a drama production;

· The annual yearbook;

· Honor roll or other recognition lists;

· Graduation programs; and

· Sports activity sheets, such as for wrestling, showing weight and height of team members.

Director information, which is information that is generally not considered harmful or an invasion of privacy if released, can also be disclosed to outside organizations without a parent’s prior written consent.  Outside organizations include, but are not limited to, companies that manufacture class rings or publish yearbooks.  In addition, two federal laws require local educational agencies (LEA) receiving assistance under the Elementary and Secondary Education Act of 1965 (ESIA) to provide military recruiters, upon requests, with three directory information categories – names, addresses and telephone listings – unless parents have advised the LEA that they do not want their student’s information disclosed without their prior written consent.

If you do not want Marion County School District to disclose directory information from your child’s education records without your prior written consent, you must notify the District in writing by August 30th.  Marion County School District has designated the following information as directory information:

· Student’s name

· Address

· Telephone listing

· Electronic mail address

· Photograph

· Date and place of birth

· Major field of study

· Dates of attendance

· Grade level

· Participation in officially recognized activities and sports

· Weight and height of members of athletic teams

· Degrees, honors, and awards received

· The most recent educational agency or Institution attended.
Tennessee School Boards Association Student Communicable Diseases Guidelines:
Refer to Marion County Board Policy, 6.403 at www.marionschools.org a copy may be requested through our front office.
Attendance Policy Grades K-8:  

Refer to Marion County Policy, 6.200 at www.marionschools.org a copy may be requested through our front office.

TRANSPORTATION:  For your child’s safety, only designated persons shall pick up students.  These persons shall be on file in the school office.

.Internet Use Policy

The network is provided for students and teachers to conduct research and communication with others.  Independent access to network services is provided to students and teachers who act in a considerate and responsible manner.  Access is a privilege, not a right.  Access entails responsibility.  Violations may result in a loss of access as well as other disciplinary or legal action.

The following uses of the Internet system are considered unacceptable:

1) Personal Safety (for students only)

a) Users will not post personal contact information about themselves or other people.  Personal contact information includes address, telephone, school address, work address, etc.

b) Users will not agree to meet with someone they have met online without their parent’s approval and participation.

c) Users will promptly disclose to their teacher or other school employees any message they receive that is inappropriate or makes them feel uncomfortable.

2) Illegal Activities

a) Users will not attempt to gain unauthorized access to the Internet system or to any other computer system, or go beyond their authorized access.  This includes attempting to log in through another person’s account or access another person’s files.  These actions are illegal, even if only for the purposes of “browsing”.

b) Users will not make deliberate attempts to disrupt the computer system performance or destroy data by spreading computer viruses or by any other means.  These actions are illegal.
c) Users will not use the Internet system to engage in any other illegal act, such as arranging for a drug sale or the purchase of alcohol, engaging in criminal gang activity, threatening the safety of persons, etc.

3) System Security

a) Users are responsible for the use of their individual account and should take all reasonable precautions to prevent others from being able to use their account.  Under no condition should a user provide their password to another person.

b) Users will immediately notify the school principal if they have identified a possible security problem.

4) Inappropriate Language

a) Restrictions against inappropriate language apply to public messages, private messages, and material posted on Web pages.

b) Users will not use obscene, profane, lewd, vulgar, rude, inflammatory, threatening, or disrespectful language.

c) Users will not post information that, if acted upon, could cause damage or a danger of disruption.

d) Users will not engage in personal attacks, including prejudicial or discriminatory attacks.

e) Users will not harass another person.  Harassment is persistently acting in a manner that distresses or annoys another person.  If a user is told by a person to stop sending them messages, they must stop.

f) Users will not knowingly or recklessly post false or defamatory information about a person or organization.

5) Respect for Privacy

a) Users will not repost a message that was sent to them privately without permission of the person who sent them the message.

b) Users will not post private information about another person.

6) Respecting Resource Limits

a) Users will use the system only for education and professional or career development activities and limited, high-quality, self-discovery activities.

b) Users will not download large files unless absolute necessary.  This will be done, if necessary, under the direction of the classroom teacher or Internet instructor.

c) Users will not post chain letters or engage in “spamming”.  Spamming is sending an annoying or unnecessary message to a large number of people.

d) Users will check their Email frequently, delete unwanted messages properly, and stay within their Email quota.

e) Users will subscribe only to high quality discussion group mail lists that are relevant to their education or professional/career development.

7) Plagiarism and Copyright Infringement

a) Users will not plagiarize works that they find on the Internet.  Plagiarism is taking the ideas or writings of others and presenting them as if they were original to the user.

8) Inappropriate Access to Material

a) Users will not use the Internet system to access material that is profane or obscene (pornography), that advocates illegal acts, or that advocates violence or discrimination towards other people (hate literature).  For students, a special exception may be made for hate literature if the purpose of such access is to conduct research and both the teacher and the parent approve access.  School employees may access the above material only in the context of legitimate research.

b) If a user inadvertently accesses such information, they should immediately disclose the inadvertent access in a manner specified by their school.  This will protect users against an allegation that they have intentionally violated this policy.
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