Tuscany Heights Elementary Policies and Procedures
A SUPPLEMENT TO THE NORTH EAST STUDENT-PARENT HANDBOOK
2012-2013
1.  ATTENDANCE AND SCHOOL HOURS   Our school hours are:

7:40 AM – First bell 

7:50 AM – Tardy bell

2:40 PM – Dismissal

         ****PUNCTUALITY IS IMPORTANT AND A PRACTICE WE STRESS TO OUR STUDENTS ***

                 Students who arrive at school after the tardy bell are expected to check in through the office.

2.  ARRIVAL & DISMISSAL PROCEDURES/ PARKING LOT PROCEDURES    A few changes this year to provide a safe and secure arrival and dismissal for all students. We have worked with the district to determine an appropriate plan for the safety of all students, we appreciate your cooperation.

Parking Lot A: STAFF only (1st Parking Lot)
Parking Lot B: VISITORS Only (2nd Parking Lot)
Parking Lot C: STAFF Only (Parking Lot next to 1st, 2nd, 4th, & 5th Grades)
Parking Lot D: PARENT AFTERNOON PARK AND PICK-UP (Back Parking Lot)
***All parking lots are labeled.

BUS RIDERS: All students will have bus tags to identify their bus #.

CAR RIDERS: All students will have a car rider colored/numbered tag attached to their backpack that will match the colored/numbered car tag in their parent/guardian/car pool vehicle.

AFTERNOON PARENT PARK and PICK-UP: All students will be matched with their parent/guardian using the car rider colored/numbered car tag presented by the parents at pick-up time.

WALKERS/BIKERS: All students will be dismissed to their designated areas for dismissal.
DAYCARE: All students will be dismissed to the gym and seated according to their Daycare tag.
We have one VISITOR Parking LOT in the front (far front parking lot). If walking your child into the building, please park in the appropriate lot and use the crosswalk.  In the afternoon, if you wish to come into the school to pick-up your child (ren), please use the designated back parking lot. All PARENT AFTERNOON PARK and PICK-UPs will park in the back and meet staff at the Rotunda doors. Parents will show their CAR RIDER TAG and your child (ren) will be sent to meet you.  All students leaving in a car must have a CAR RIDER TAG that matches their parent/guardian tag. Otherwise, staff will direct you to the front office to show appropriate ID.  We encourage all parents to use the car rider line for the safety of all students.

*If you have a change of transportation and will be unable to provide your car tag, please be sure that an email, note, or fax has been sent to the school.

CAR RIDERS- All car riders need a car rider tag for their vehicle and a matching tag for student back-packs.

Students should be dropped off and picked up along the parent pick-up lane in front of the school.  We will provide between 12-15 safety patrol students and staff to open car doors and greet each student at the start of each day as well as to say good-bye to them in the afternoon. We encourage all parents and students to use our car rider line as it allows for a safe practice as well as one where we can build relationships with students and families while greeting.  CAR RIDER Tags will be available for pick-up at Meet the Teacher/Orientation and throughout the year in the front office.  You can get extra tags in case you have multiple cars and/or car pool.

Buses will drop off and pick up in the back parking lot.
*Safety Patrol - Unfortunately, we do not have enough staff to cover childcare for Safety Patrol Siblings. If your oldest child will be involved in Safety Patrol, please understand that younger siblings will go home at our regular dismissal time, 2:40. Thank you for your understanding with this matter. 

3. BREAKFAST AND LUNCH PRICES    The price for elementary student meals will be as follows:




Breakfast is $.90


Lunch is $1.85
4. CHANGE IN GOING HOME    Student changes in transportation, the way they are going home, must be in writing (note, email, fax) and must reach the office no later than 2:00pm. This is for the safety of all students and will allow us time to get the message to the child.  All changes will be distributed to students and teachers between 2:00-2:30p.m. If you wish to pick up your child early, please do so before 2:30.  We will not be able to call a student from class after 2:30 because classes are in transition by that time.  You may wish to opt for the PARENT AFTERNOON PARK and PICK-UP from the back parking lot (See # 2)
If your child will be riding a different bus due to a “playdate” or a temporary change in bus stops, please ensure you send a written not to indicate the change or complete the “Bus Ride Permission” form from the district website (parent link). We will have this form on our website as well for your convenience.
 5. COMPLAINTS, QUESTIONS, SUGGESTIONS    We want to work together for the best possible learning environment for our students. Therefore, we encourage all parents/guardians to first direct your concerns/questions/suggestions to the teacher, then either the counselor, assistant principal, or principal. 

6. DISCIPLINE 

Our Proactive Approach to Discipline is C.H.A.M.P.s, Covey Traits, and Leader in Me.  

Leader in Me has been established to build strong student leaders at Tuscany Heights Elementary (T.H.E). With this in place, we feel our misbehaviors and office referrals will decrease.  Acceptable behavior is expected and encouraged at T.H.E. Students should choose to observe school and classroom regulations.  Appropriate discipline will be discussed with students and expectations will be defined.  Communication and cooperation between home and school will foster student leaders.  Student safety and the learning process are the most important goals at T.H.E. If time and resources must be utilized for maintaining order, then our instructional and safety goals are not met. 
DISCIPLINE MANAGEMENT PLAN

Our discipline policy includes: (1) A teacher-student conference; (2) A teacher-parent conference; and (3) principal-student disciplinary action.  Tuscany Heights Elementary discipline levels are:

Teacher Consequences for Daily Progression and/or Persistent Misbehaviors:
* 1st Time     Verbal Warning

* 2nd Time     1 check in the agenda book – Teacher-student Conference

* 3rd Time     2 checks in the agenda book – Think Time and Phone Call Home

* 4th Time     3 checks in the agenda book – Peer Mediation and/or Parent Conference
* 5th Time     4 checks in the agenda book – Referral to Assistant Principal

Consequence Levels for Office Referrals

*First Referral- 1 day ISS

*Second Referral- 2 days ISS

*Third Referral- 3 days ISS

*Fourth Referral- 1 day Out of School Suspension

*Fifth Referral- 2 days Out of School Suspension

*Sixth Referral- 3 days Out of School Suspension

*Note-Students assigned ISS will not be permitted to have lunch visitors.  *** The nature of the incident may alter the progression of the discipline levels. Severe infractions will result in an immediate office referral. 

7.  EARLY DISMISSAL      School will be dismissed at 12:40 pm on the following days:





October 16 (Tuesday)

February 26 (Tuesday)





October 17 (Wednesday)

February 27 (Wednesday)





October 18 (Thursday)

February 28  (Thursday)

8.  FIELD TRIPS   All Tuscany Heights volunteers must apply online at www.neisd.net in the parent section.  Follow the “volunteers/mentors” button to “online criminal history check.”  Fill out the form and click “submit.”  This is required if you want to chaperone or attend field trips, volunteer for class parties, or in any other capacity.  The application is good for three years.  Please make sure you have made arrangements for child care if you plan to attend a field trip.  Siblings are not allowed on field trips.  Chaperones must be on full alert, attending to the safety needs and care of the children.  Bringing a younger child on the trip would make it next to impossible to give full attention to the school children in your care. Students are not allowed to be signed-out while on field trips; therefore, all students will travel to/from school. In an emergency situation, administration will determine approval. 

9.  LUNCHTIME PROCEDURES   Parents are always welcome to have lunch with their child at school.  We have a designated parent table for the lunch visit. This time is set aside for you and your child to enjoy lunch together. However, if your child would like another student to join them, we must have that student’s parent provide written permission.  If someone other than the parent, guardian, and/or emergency contact is coming for lunch, please send a note to the teacher in the morning giving permission for the visit and ensure the visitor is prepared to show proper ID to enter the school.  The note will be sent to the office to verify your permission. 
* On state testing days, STAAR Assessment Days, Tuscany will be a closed campus to all visitors in order to provide a respectful, quiet, and secure testing environment.

10.  NEISD MEDICATION POLICY    All medication to be given at school must be in the original prescription container accompanied by a note from the parent stating the time and amount to be given.  In order to administer or keep long term medication at school, a Medication Administration Request Form (available in the school clinic) must be filled out and signed by the physician.  The students are not allowed (by district policy) to transport medication.   If you have any questions, please feel free to call Mrs. Hunsicker, our school nurse, at 407-8221.  

11.  PARTY DAYS     Classrooms will have two parties each year:  Winter Party and Valentine’s Party.

12.  NUTRITION POLICY    Please refer to the following document in the Elementary-Parent Information Folder:  NEISD Nutrition Guidelines for Food and Beverages at Classroom Parties or School Celebrations.  Competitive foods (any foods not provided by the school cafeteria) are not allowed in elementary schools.  Any food brought in for classroom parties or school celebrations must be store-bought.

13.  PETS   The NEISD Student- Parent Handbook pg. 8 states, “ For the safety of all, animals of any kind, including family pets, are not allowed on school grounds at any time. Animals that are used as a teaching tool must follow the guidelines of District Regulation EMG. With the exception of service animals (as identified in the Americans with Disabilities Act-Title II and the Texas Human Resources Code- Title 8 Chapter 121), only animals approved by the campus administrator can be allowed on campus for curriculum purposes. Safety for students and staff will be the primary factor in the approval and process. Schools administrators have the right to exclude animals from campus if they determine the animals could disrupt the educational environment.”

At Tuscany Heights, pets from home are not allowed on campus for any reason, including walking pets on a leash as children are being dismissed after school.    

14.  PTA    We encourage all parents to join the Tuscany Heights PTA.  Our first PTA meeting will be held on September 4th.  Future meetings will be held October 2nd, December 4th, February 5th, April 2nd, and May 7th.

15.  SUPERVISION Supervision will begin at 7:00 a.m. Please do not drop off your children prior to 7:00 a.m., because there will not be supervision. Staff members begin contract at 7:15a.m., yet we will have one staff member on duty at 7:00 a.m. All students will gather in the rotunda area and be expected to read a book while waiting to be dismissed to the cafeteria and/or gym areas at 7:15. All students are dismissed at 2:40 and should be picked up promptly because there is no after school care provided by the school (unless enrolled in the KINS program). Dismissal on club days will be promptly at 3:45p.m.
16.  STUDENT ATTENDANCE AND ABSENCE REQUIREMENT    Parents are asked to call 407-8201 before 7:30 am to leave a message if their child will be absent.  If our office has not heard from you, we will try to call your home or work phone to verify the absence. This procedure helps us keep track of our children and know that they are safe and where they should be.  When a student returns, we must have a written statement from the parent or a doctor within three school days for the student to be eligible to make up assignments.  State law requires that a student may not be promoted unless he/she is in attendance for a minimum of 160 days.  Saturday school or evening school is required for students with excessive absences.  As a reminder, vacations are unexcused absences.
17. TEACHER COMMUNICATION/CONFERENCES    Good communication between the parent and teacher is required for student success.  Please feel free to email or call your child's teacher if you have a concern or question.  Our staff will respond within 24 hours. In order to meet with a teacher, you must schedule an appointment to sit down and conference. Every effort will be made to promote effective communication and we want to work together for student success.  Again, please respect the teacher's time and schedule by scheduling a conference rather than trying to hold an impromptu conference in the hallway and/or when walking your child to class.  Teachers are responsible for all of their students at all times; therefore we ask that you respect their time and schedule an appointment. Your attention to this request is greatly appreciated.

18. TELEPHONE   We must be able to contact parents at all times.  Please be sure to update phone numbers and let us know when you will be out of town or "out of pocket."

19. TOYS, PLAY THINGS AND OTHER VALUABLES   Toys, video games, mp3 players, trading cards, cell phones, large amounts of money and other valuables and play things are not to be brought to school unless previous permission is obtained from the teacher for a special project.  Often times they are misplaced, broken or stolen and it causes hurt feelings among the children.  These items are also a distraction and an interruption to the classroom setting.  Please explain this to your child and the reasoning behind it so he/she will understand.  Your cooperation in checking the items your child brings to school will be appreciated.
20.  VIDEO DISTRIBUTION    During the school year and especially at the end of year, parents have occasionally produced retrospective slide shows/videos.  We look forward to showing these at school for the students, parents and staff to enjoy.  They are a nice way to end the year and they require tremendous work on the part of those producing them, work that is greatly appreciated.  However, the law and district policy strictly prohibits elementary schools from distributing copies of these to parents and students.  These laws are in place to protect children. 
21. VISITING SCHOOL     The NEISD Student- Parent Handbook pg. 11 states, “Visitors in the classroom are normally not permitted. Parents/Guardians are welcomed to visit their students’ classroom with advanced approval by the school administration and the teacher and so long as their duration or frequency does not interfere with the delivery of instruction or disrupt the normal school environment. All visitors must comply with the school’s visitation procedures and are expected to demonstrate the highest standard of courtesy and conduct. If a conference is needed, parents/guardians are asked to schedule in advance.”
Tuscany Heights welcomes all visitors and volunteers! We ask that you give advanced notice for conferences and classroom observations as these can impede the instructional environment for all students.  Please do so by speaking with the teacher to arrange conferences and administration and the teacher to arrange classroom observations. We ask that everyone check in at the front desk each time they come to school, to sign in and to obtain a Raptor badge.  Driver's license or state issued ID is required to obtain a badge.  Please enter through the front door at all times.  The other doors will be locked.  Students and teachers are not allowed to open these doors for visitors to gain entry.
When walking your children to class, please refrain from conferencing due to the teacher’s responsibility to monitor students.

