MISSION STATEMENT
The Castlewood Elementary School Community is committed to high academic excellence while respecting individual differences and empowering life long learners in a safe, nurturing, child-centered environment. We will build a foundation of NOTHING LESS THAN SUCCESS for every individual who enters our door.  We also have a strong belief that Character Enhances Success.
OUR STAFF BELIEVES

· Student learning is the chief priority for the school.

· Students’ learning needs should be the primary focus of all decisions impacting the work of the school.

· Students learn best when they are actively engaged in the learning process. 
· Students learn best when they have access to appropriate resources and materials.
· Each student is a valued individual with unique physical, social, emotional, and intellectual needs.

· A safe and physically comfortable environment promotes students learning.

· Administrators, teachers, parents, and the community share the responsibility for advancing the school’s mission.

ADMISSIONS
A birth certificate and physical are required before a child can be officially enrolled in school.  It is mandatory that your child have an adequate certification of immunization on file in the school office.  If your child’s birth certificate is not on record within 30 days of the start of school we must notify the sheriff’s office.  Please keep your child’s immunization record up to date.

ACADEMICS

Promotions and Retention

Students in the elementary grades are assigned to the grade level to which they are best adjusted academically, socially, and emotionally.  The principal’s assignment of students is based upon the teacher’s recommendation.  The teacher’s main criteria for promotion or retention in grades 1-3 will be achievement in reading and math.  If a student fails reading or math, he or she may be retained.  In grades 4-7, the failure of two core subjects or the total of any three subjects calls for retention. (Refer to the Russell County Conduct Code booklet) 
Homework
Your child may have homework which is assigned to meet your child’s educational needs.  Homework can provide extra practice on needed skills and opportunities to learn good work habits, grow in responsibility, allow you to see what your child is studying and how well he/she is doing.  (Refer to the Russell County Conduct Code booklet)
Academic Awards

Students making the all A’s or A / B honor rolls receive recognition each six weeks that they are on the Honor Roll.  

The following awards are given at the end of the year for the total of both semesters’ work:

Principal’s Award – The recipient of this award will have A’s for the final average.

Honor Award – The recipient of this award will have all A’s and B’s for the final average.
Standards of Learning Achievement Award – The recipient of this award will have passed all of his/her Standards of Learning Tests for the year.
Perfect Attendance Awards -- Students with perfect attendance with no early checkouts or tardies will receive a plaque.  Students with perfect attendance who have early checkouts or tardies will receive a certificate.
Grading System

Students receive grades in their subjects each six weeks and will bring home a report card to be signed and returned.  Semester and final averages are derived from the numerical six weeks averages.  The numerical averages for letter grades are:






A= 94-100




                            






B = 86 – 93 









C = 78 - 85

D = 70 - 77

F = 0 – 69

(Note:  S and U will be used to denote satisfactory and unsatisfactory in primary grade levels.)  The following grading system will be used:

Grades 1-3 

The letter grades A, B, C, D, and F will be used for all subject areas.  The marks of S (satisfactory) and U (unsatisfactory) will be used for music and handwriting. 
Grades 4-7  

The letter grades A, B, C, D, and F will be used along with a number grade for all subjects except music.  The marks of S (satisfactory) and U (unsatisfactory) will be used for music.  A band grade will be given to students in Grades 5-7 who participate in band.
Homebound Instruction

Any student unable to attend school may receive homebound instruction as authorized by the superintendent upon a doctor’s recommendation.  Forms may be obtained from the school office.

Virginia State Assessment Program

Castlewood Elementary School will administer SOL assessments during the course of the school year.

The Virginia Standards of Learning (SOL) tests will be given in the spring of each year. Third grade students will continue to be tested in the areas of English, Math, and Science. Fourth grade students will be tested on Math, English, Virginia History, and Science.  Fifth grade students will be tested in the areas of English, Math, U. S. History I and Science. Sixth grade students will be tested in the areas of Math, English, History II and Science.  Seventh grade will be tested in English, Math, and Civics and Science.

Assessment for the federal “No Child Left Behind” (AYP) will be based on student’s scores on the Virginia Standards of Learning (SOL) in English and Math in grades 3 - 7.  Student attendance will also be used to determine if the school passes under the No Child Left Behind.
Parent/Teacher Conferences

If a conference is desired, parents should write the teacher requesting a conference time and state the reason for requesting the conference.  Because teachers are responsible for a classroom of children, a conference must be scheduled for a time when the teacher is not supervising students.

Teachers cannot leave their classes to take phone calls from parents, but you can leave messages to be passed to the teacher in the office.  If you do call and leave a message, be sure to state what you are calling for so that the message can be passed on from the office without the need for the teacher calling back.

When coming for a conference, report directly to the main office and the office staff will issue a visitor’s pass and check to see if the teacher is available for the conference.
Care of School Property

Each student at Castlewood Elementary School is responsible for keeping the building and grounds neat in appearance.  The condition of the school reflects the attitude of the student body.  Visitors are influenced by the appearance of the school and its surroundings.

The visual value of the school campus is reflected in the student’s respect for the school site.  All trash should be placed in the containers at various locations.  Walkways should be used instead of walking on the grass.  

All students need a clean restroom.  Cleanliness is the responsibility of all who use it.  The restroom and its supplies should be used as intended.  Marking and vandalizing the restrooms or any school property will result in the pupil and/or parents having to pay for the cost of the school property destroyed or damaged by the pupil.

Parental Support 

The faculty and staff at Castlewood Elementary School encourage you to join us in a cooperative effort to provide a safe school and classroom conducive to learning.  Parents will be asked to assist if problems persist or if a problem is unusually challenging. 

We look forward to working with you to make this a productive year for you and your child.
(NOTE:  A calendar will be sent home of the school-wide parent/teacher conference dates.)
HEALTH AND PHYSICAL FITNESS

Administering Medicines to Students

IMPORTANT:  Internal medication can only be given to a child by school personnel based on a physician’s written order and a signed request form by the parent or guardian.  Medication must be in the prescription bottle and labeled with the name of the medication, dosage, time to be given, physician’s name, and child’s name.  Medication will be counted and recorded before being administered at school.

Communicable Diseases

In order to prevent the spread of illnesses, students who are sick should not be sent to school.  Students who have communicable diseases should not attend school until the disease is considered not to be contagious.  Parents should have an emergency phone number listed at school so they can be reached in case they need to pick up a sick child at school.

Students who have head lice or scabies (itch) are not to return to school until free of the parasites.  School personnel may check students for head lice to help prevent other students from contracting it.
Physical Education
Physical Education is a required course under Virginia state law.  Students are expected to participate in physical education activities each day. Participation is a vital component in your child’s grade.  Failure to participate in any class activity may result in a grade reduction.  They may be excused in cases of illness or injury if they have a doctor’s excuse stating the reason and length of time they need to be excused from class participation.  Parents are asked to encourage their child to participate each day.  Excuses written by parents will be accepted on a limited basis.  

SCHOOL POLICIES AND PROCEDURES

Length of the School Day

School begins at 8:30 A.M. and ends at 3:00 P.M.  Parents are strongly encouraged to refrain from dropping children off at the school before 7:50 A.M.  School personnel arrive at the school at 7:50 A.M. for bus duty.  No one can be responsible for the safety of children arriving at school before that time.

Students who arrive at the school between 7:50 A.M. and 8:30 A.M. are to go to their designated areas, all of which are on the ground floor (new addition).
A before school program will be offered this year. Teachers will pick up participating students in the cafeteria at 8:00 A.M. for this program.
· Morning drop-offs
If you bring your child to school in the mornings we are asking that you help him/her be ready to exit your vehicle when you stop. Please be sure that he/she has his/her backpack, lunchbox, coat, etc. when the vehicle stops.  If circumstances prevent your child from immediately exiting your vehicle, please pull to the lower parking lot and let your child walk across the crosswalk where one of the bus duty teachers is stationed.

The designated drop off area is marked.  We ask that the first vehicle pull up to the flagpole with the next four vehicles pulling in behind them.  All students will exit the vehicles and walk to the sidewalk.  Once the children are on the sidewalk, the first vehicle will pull out with the other four following.  You will not be permitted to pull around another vehicle that is in front of you while it is unloading.  Five vehicles will unload and depart and five more will move up to load and depart, until all students are safely in the building.  All students are to enter at the flag pole entrance.
· Drive-by pick-ups in the afternoons 
Drive-by pick-ups will take place at the back entrance where buses unload in the mornings.  You will need to get tags for this procedure during orientation or from the office before being allowed to use the drive-by pick-up plan.  Your tag will be visible from your car and your child will have a matching tag placed on his/her clothing.  Six vehicles will load and exit, then six more, with no vehicles going around the others.  We have marked loading/unloading zones to assist with this effort.  If your child is not ready to load/unload when you get to this point, you are asked to pull into one of the parking spots outside the marked area in the parking lot to wait for your child.  This will help us keep the line moving.

· If you are checking your child out:
You must come to the office and sign the child/children out then go to the gym foyer at the flag pole entrance to wait for your child/children to meet you at 3:08 pm. We have serious concerns with those picking up children by going to the classrooms or standing in the hallways near your child’s classroom.  In doing this you are in violation of Castlewood Elementary School Safety/Fire Marshall Rules.  PLEASE, DO NOT GO TO THE CLASSROOMS, STAND OUTSIDE OF THE CLASSROOMS, OR WAIT IN ANY OF THE HALLWAYS OTHER THAN AT THE GYM FOYER FLAG POLE ENTRANCE WHEN PICKING YOUR CHILD/CHILDREN UP.
Parents/Visitors

In an effort to help provide security for your children throughout the school day, all visitors must sign in and out in the main office and display a visitor’s badge.  Only the front main entrance doors will be available for outside entry each day.  Teachers, staff, and volunteers will be reporting unauthorized visitors who do not have a visitor’s badge to the office.

Early Dismissal from School

Students are encouraged to attend school for the entire day.  Early dismissal should be in cases of sickness or emergencies only.  The school will follow the Russell County Code Book procedures for dismissal of students during the school day.

Students are required to make up all class work missed when they leave before the school day is ended. 

Attendance
A student should be absent from school only in cases of severe sickness, death in the family, or an extreme emergency.  In the case of an absence, the parent or guardian should contact the school or send a signed note giving the date of absence and the reason.  The Russell County School System attendance policy will be followed in all attendance related matters.

Students at Castlewood Elementary School are considered tardy if they enter the classroom after the 8:30 bell rings.  Pupils arriving late should go straight to the office and obtain a tardy slip before going to class.  Parents or guardians should contact the school or send a signed note giving the date and reason for the tardiness.

In the case of absence or tardiness, the student is responsible for any missed assignments.  This work must be completed within the designated time allowed.  An assignment that is not made up because of absenteeism will receive a grade of “0”.

Attendance Rewards

In an effort to reward those students with outstanding attendance, we will have attendance rewards for those students with perfect attendance. Students with perfect attendance will be rewarded at the end of each six-week period and at the end of the year.  The rewards may vary during the six-week periods.
Truancy

See Russell County Student Handbook
Minute of Silence
In order that the right of every student to the free exercise of religion be guaranteed and that the freedom of each individual be subject to the least possible pressure from the Commonwealth either to engage in, or refrain from, religious observation on school grounds, Castlewood Elementary will observe one minute of silence each day prior to instruction in accordance with Virginia Law 22.1-203.

Pledge of Allegiance

New legislation requiring the Pledge of Allegiance became effective on July 1, 2001.  Castlewood Elementary School students will face the flag with their right hand over their heart and say the Pledge each morning.  No student shall be compelled to recite the Pledge if he/she, parent or legal guardian objects on religious, philosophical or other grounds.  Students who are exempt from reciting the Pledge shall remain quiet, stand or sit at their desks while others recite the Pledge and shall make no display that disrupts others.

Student Transfer

Should a change of residence require that a student attend a different school, the office will transfer all records upon request of the new school.

Visitors at School

All visitors are to report to the main office immediately upon entering the school grounds.  Permission must be obtained from the office in order to visit any room or to be on school property.  Every attempt will be made to protect instructional time; therefore, schedule teacher conferences prior to coming to school.

Visitors are to park and enter the front entrance.  
School Telephone

School telephones are for business as a rule and not to be used for social calls.  If a student is called, the secretary will take the message or in emergency situations the office personnel will notify the teacher or student.  No student will be allowed to accept direct telephone calls except in emergencies.

No student will be permitted to make telephone calls except in important cases, judged worthy by the teacher, secretary, or administration.  Teachers may send a child with a note stating the reason the child needs to use the phone.  Students who come to the office without a note will be sent back to their supervising teacher.  Children will not be allowed behind the designated area in the office without permission.
Snow Days

When in doubt about school closing due to snow, students and parents are encouraged to listen to radio stations WFHG-Bristol, WLRV-Lebanon, WXLZ-Lebanon, or the following television stations: Channel 5-Bristol, Channel 19-Kingsport, or Channel 11-Johnson City.  Please do not call the school.  There will also be a call from Russell County’s parent notification system.
Snow schedule means that the buses will run two hours later than usual.  In case of early dismissal due to bad weather, listen to the above radio and TV stations for information.
There is an automated parent notification system in place that will call your home.  Please make sure the office has correct phone numbers on file and update as necessary.

Field Trips

When a field trip is taken, written parental permission must be given by the due date for the permissions to be returned.  If this is not received on time, the child will not be allowed to go.

School Dances

Only students from Castlewood Elementary School may attend school dances.  While on school property, the same rules and procedures are in effect as during a regular school day.  Students will not be allowed to go outside the building until an adult is at the school to take the student home.  Students will not be allowed to re-enter the building once they leave (even if the dance is not over). 
Classroom Parties/Seasonal Activities

The usual seasonal activities which occur throughout the school year will be observed by each grade level.  A party will be planned by each grade level for Halloween and Christmas.  A class picnic will be scheduled near the end of the school year.

SCHOOL SERVICES

Breakfast/Lunch

Breakfast and lunch are prepared each day for students who wish to eat at school.  All students, including those who bring lunches form home, will eat lunch in the cafeteria in assigned areas and will be supervised by teachers.

Students may pay for lunch daily, or for the entire week on Mondays.

Parents may apply for free or reduced price meals.  Forms may be obtained in the office.

The cost of Breakfast and Lunch are as follows:

Breakfast:
$1.25  Regular

Lunch:
$1.65  Regular

   

    .30  Reduced



    .40  Reduced



  1.75   Adults



  2.50  Adults

Menus are published in the Lebanon News, announced on radio stations WLRV and WXLZ and may be found on the school’s website.  They are also posted in the lunchroom and in the classrooms.

Please do not call the office requesting menu information.  Every attempt is made to follow the scheduled monthly menu, but occasionally substitutions and changes must be made.

Textbook Usage and Fines

The loan of a set of textbooks and accompanying materials will be free to all students.  Such textbooks and materials will be considered to be the property of the school system and students will be liable for their loss or destruction.

Students will be fined one-half of the full price for used books and full price for new books that are lost or damaged beyond use.

Computers

Computers are available for student use in the library and classrooms with appropriate supervision by teachers.  We have two technology labs that are an integral part of the Title I School-Wide Program which is available to all students.
School Supplies/Snacks

Students may purchase pencils, paper, and other school supplies each morning beginning at 8:15 in the cafeteria.  Ice cream, water, and other snacks will be sold during the afternoon to students during their scheduled snack time, and may be considered a privilege and included in the daily rewards as a part of the Discipline Policy.
Yearbook/Newsletters
The school yearbook is published each year.  Students must order their yearbooks early May to be assured of receiving a copy.  A monthly newsletter and breakfast/lunch menu will be sent home.
Insurance
Parents have the opportunity to purchase school accident insurance for their children.  School-time and twenty-four hour coverage’s are available, as well as a dental program.  Information explaining the programs will be sent to each home.  Purchase is optional, but strongly recommended if parents do not have health insurance coverage for their children.

Bus Transportation

Riding the bus to and from school is a privilege given to students by the Russell County School Board.  Students who do not behave properly in waiting for and riding the bus may have this privilege taken away.  In addition, students may be given detention, in-school suspension, suspension, placement in an alternative program, or expulsion for misbehaving on the bus.  Bad behavior on the bus can lead to accidents and injuries.  Safety is the most important thing that students need to be concerned about in riding the bus.  Each year students will be given a list of school bus safety suggestion.  Students should study the safety suggestions on this list and follow them.  
If a parent finds it necessary for a student to ride another bus other than his/her assigned bus, the parents must send a signed and dated note with a contact number in case the driver has questions or concerns about where to take a child.  The office will issue a bus pass.  Students are required to go directly home after school.

Russell County Conduct Code Booklet
Russell County policies that are not included in the school’s handbook are explained in the Russell County Conduct Code Booklet.  By signing the following statement of receipt you are acknowledging that you have read and understand both the information in this handbook and the Russell County Conduct Code Booklet.
PARENTAL STATEMENT OF RECEIPT OF 

CASTLEWOOD ELEMENTARY SCHOOL

STUDENT/PARENT HANDBOOK

2011-2012
I am the parent/guardian of the below named child and, by my signature, I acknowledge that I have received a copy of the Castlewood Elementary School Student/Parent Handbook and the Russell County Conduct Code Booklet.
By signing this Statement of Receipt, I do not waive or abdicate, but do expressly reserve, any rights protected by the constitutions or laws of the United States or the Commonwealth of Virginia.  I further understand that I have the right to express disagreement with the school’s or school division’s policies or decisions.

______________________________________________________

Signature of Parent/Guardian

______________________________________________________

Name of Child

______________________________________________________

Date

1

