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A Special Note About School Security and Safety
Safety and security for the students and staff are of utmost importance to us and we know that you, as parents and guardians share that concern.  Here at Mathews we have a comprehensive safety plan that has been reviewed and approved by the Georgia Emergency Management Agency (GEMA).  We have also provided an abbreviated version of the plan for teachers and other staff members to use as a quick reference.  We have discussed our plan in detail during faculty meetings, with paraprofessionals, and the school safety committee. Please know that we have devoted a great deal of time to this topic and we happily do so in order to feel confident that our students and staff remain safe.  The building is protected by Alarm Systems and Surveillance Cameras.
The first level of security begins at the front entry doors.  These doors, and all doors, remain locked at all times. Entry into the building is gained when the front door is unlocked from the office. Upon entering the building, visitors must always stop at the office.  Office personnel will be happy to help all visitors with their needs.  All visitors must wear a pass while in the building
In the following sections, you will find information regarding specific procedures to be followed during the school day.  Please read these carefully as there may be changes in some of the procedures from last year.  If you have questions please do not hesitate to call the school (706-569-3656).

General Information
Breakfast Served: 7:15-7:45
School Opens: 7:15

Classrooms Open: 7:45
Tardy Bell: 8:00
Arrival and Dismissal Procedures
School Zone

Please drive SLOW.  Please do not pass cars on Lynch Road to enter the drive.  Cars must be in single lane on Lynch Road.  The double lane begins on campus.  SAFETY is our top priority.
Morning Arrival
Drop-off time begins at 7:15.  Enter the campus and proceed slowly through the paved drive nearest the school.  Please follow directions given by our staff and/or safety patrol students.  Due to many car riders, plan to arrive as early as possible.  Students should be ready to exit car when stopped in the unloading zone.  Some students need more help than others.  Do not pass any cars unless directed by staff.  

Upon arrival, students will enter through the cafeteria and go to breakfast or go directly to their classrooms and sit quietly along the hallway wall until the teacher opens the classroom door at 7:45.  Teachers are not allowed to have conversations or conferences with parents in the morning.  Teachers are responsible for supervising students and taking care of morning duties before 8:00.  
The hallway will be monitored by safety patrol and designated staff between 7:15-7:45.
PLEASE DRIVE SLOWLY AND CAREFULLY IN THE SCHOOL ZONE!  PLEASE YIELD TO BUSES AS YOU EXIT THE CAMPUS.
If you walk your student to class, you must sign-in and wear a pass.  Please exit the building by 7:40.  If you arrive after 8:00, you must park and sign your child in as tardy.  Students get organized and begin important work as soon as they get in the room. We will be monitoring traffic and make changes accordingly.  After the first 2 weeks of school, your child should be ready to walk on their own to class or with our help.
Afternoon Dismissal

We will begin loading cars at 2:35.  Plan on arriving between 2:20-3:00.  Cars are not allowed to block Lynch Rd.  There can only be one lane until entering campus. Have the student’s name sign (provided by the school) visible.  The staff will radio names to line up students for car loading.  Once your child has been loaded drive slowly toward the exit.  Yield to buses as you exit the campus.  Our staff does an excellent job loading all students by 3:05.

· Any change in transportation must be in writing.
· Please do not arrive before 2:20.
· Students cannot be checked out after 2:00.  
· Always be patient as safety is PRIORITY.
NO walk-ups are allowed during dismissal.         
During the School Day
If you come to the school during the school day, please park in the lane closest to Lynch Road, not in the fire lanes at the entrance.  
For security purposes all doors, including the front entry doors are kept locked during the school day.  To gain entry into the building ring the doorbell near the door and school personnel will admit visitors and parents.  Upon arrival in the office, visitors are asked to sign in and wear a visitor’s badge to have access to the building. 
Classroom visit must be approved by the Principal.  A classroom visit will be limited to 30 minutes in most cases. 
Student Absences
Students are required to attend school regularly.  The only excused absences are for (1) personal illness, (2) serious illness of an immediate family member, (3) death in the immediate family, and (4) observance of a religious holiday.  

Upon returning to school following an absence, a student must bring a written excuse signed by the parent stating the cause of the absence.  Absences are marked “unexcused” until the student brings the note.  All absences are counted, whether they are excused or unexcused.  Students have 3 days to make up work if the absence is excused.  When the number of absences reaches 16 days, the student may be retained.
Unexcused Check-Ins and Check-Outs
MCSD Policy- If a student has unexcused tardies or check-outs the following procedure will be followed:


3 times- Principal will call to discuss situation.


5 times- Mandatory parent conference and counselor referral.

          10 times- Referral to School Social Worker and to support agencies, outside the school system as the 

  Principal deems appropriate.
Parent – Teacher Conferences
Mathews’ teachers welcome and encourage parent conferences. Please do not hesitate to call, email, or send a written note to request a conference with your child’s teacher.  In order to maximize instructional time, teachers are not available for conferences during the school hours.  To avoid the frustration caused by not being able to see the teacher, please make appointments in advance so the teacher can give you her full attention.  

If you are contacted for a conference concerning your child, understand it is attempt on the part of the teacher to better the education of your child.  We hope that you will be available to attend a meeting.  
We strongly urge all parents to join the Mathews PTA.  Your help is always needed.  At the beginning of the school year you will have an opportunity to sign up as room parent in your child’s classroom.  Please consider taking advantage of this opportunity.  The PTA offers many opportunities during the school year to volunteer your time to help.  If you are not available to volunteer, joining the PTA is a show of support for teaching and learning at Mathews.  Thank you in advance for participating!
Classroom Parties

The Georgia Department of Education requires a specific amount of time each day to be used for instructional purposes.  This time requirement allows for physical education time, lunchtime, and a variety of other instructional activities.  There will be a variety of celebrations conducted during the year which support and enhance the instructional program.  As much as we would like to have the time to celebrate each child’s birthday with a party, the time needed for instruction will not allow this.

Note:  NO birthday treats will be allowed during the school day.
Party invitations may not be distributed at school unless all students in the class are invited.
Student Withdrawal
If a student is to be withdrawn from Mathews Elementary School we request that parents notify the school office two days in advance in order to provide the school staff adequate time to complete the records collection (grades, textbooks, lunchroom account, and media center records)  process.  
School Telephone

The school telephone number is 706-569-3656.  The school telephone is a business phone.  Students are not allowed to use the school phone or a cell phone.  School personnel will call if there is an emergency.
Breakfast and Lunch

Students may participate in the breakfast program.  Breakfast is served 7:15-7:45.  Students are not allowed to bring breakfast from home.

School Lunch- Students are encouraged to purchase school lunch.  If you choose to send a lunch, please make sure that it is nutritionally balanced (protein, vegetable, fruit, bread, milk, water, or 100% fruit juice).  Milk can be purchased.  It is also important that the packaging of food items can be opened by the child.  Some items that are messy and difficult to open are fruit roll ups and yogurt tubes.  Lunch monitors are on hand to assist if needed but they are responsible for maintaining a safe and calm cafeteria.  The lunch schedule is posted on the Mathews webpage, http://mathewselementary.weebly.com.
School Nutrition Program (SNP)
Mission Statement of the Muscogee County School Nutrition Program is to provide a nutrition program that will maintain and improve the health of school children and the educational community and encourage the development of sound nutritional habits that will foster academic success.

USDA has regulations that the School Nutrition Program (SNP) has to meet to be in compliance with their guidelines. Caloric and nutrient requirements are based on age and grade.   Also, MCSD Board Approved Wellness Program ( EEE and EE-R) encourages and promotes healthy guidelines to be followed including, but not limited to, elimination of the consumption of fried foods, foods containing > 35 % sugar by weight, and FDA standards for portion sizes. School lunches also offer a variety of foods, whole grains, and fat free and low fat milk choices. Muscogee County School District shall abide by nutrient standards of the School Nutrition Program for all foods sold and served on campus during the school day. The sale of foods or beverages to students on school premises other than through SNP is prohibited from 12:01 a.m. until 30 minutes after the end of the school day. Food shall not be used as a reward or punishment and shall prohibit the use of candy and other food rewards for academic performance or good behavior. Fundraising efforts shall be supportive of healthy eating, encouraging the sale of non-food items or nutrient dense foods. USDA regulations ban the sale of foods of minimal nutritional value.

School Nutrition Program provides a healthy breakfast and lunch choice for students every day.  Students may bring their own lunches from home.  Restaurant containers are not allowed in the cafeteria.  Parents are encouraged to have lunch with their children.  School lunch may be purchased to eat in the cafeteria with the students.

School meals are captured using palm scanners for identification, capturing only the image of the veins in their hand.  If the parent opts out on their children being scanned, the meal will be rung up under the name.  

Community Eligibility Provision (CEP)

The Community Eligibility Provision (CEP) was established by Congress through the Healthy, Hunger-Free Kids Act of 2010, which reauthorized the Child Nutrition Programs. CEP aims to increase access to the School Meal Programs by offering breakfast and lunch at no charge to all students, without the need to process or collect individual free and reduced meal applications. Several of our schools are CEP schools. Please contact your student’s school office or call the School Nutrition Office at (706) 748-2389 to see if your student’s school is a CEP school.

Free and Reduced Meal Priced Meal Applications

If your student is not enrolled in a CEP school, a new application has to be completed and approved every school year before your child can qualify for free or reduced meals. We must receive an original since these applications are scanned. We cannot accept a faxed or copied application.  ONLY ONE application needs to be completed for your entire household. If someone receives SNAP (Supplemental Nutrition Assistance Program) OR TANF, you must include the current CASE number on the application (NOT the EBT or food stamp card number) and indicate whether the program is SNAP or TANF. We receive thousands of applications every year.  Completed applications are processed within 10 days. A letter will be sent home from school with your child stating if you have been approved or denied.  Applications CANNOT be approved if they are not completely filled out so please COMPLETE ALL REQUIRED FIELDS on the application. Until your application is approved, please provide your child(ren) with money to purchase meals. (Continued on next page) 

If you have an approved MCSD 2016-2017 application on file, then benefits will be extended for the first 30 days of the 2017-2018 school year. After that, your child’s status will change to PAID and they will be charged for meals until a new application is approved. If your application has been denied or is incomplete, please call our office if you have any questions: 706-748-2389. Applications can be submitted at any time throughout the year, especially if your income goes down, you lose your job, your family qualifies for SNAP or TANF benefits, or there is a change in your family size. For quicker processing of meal benefit applications, the Family Meal Application is available online at https://www.MySchoolApps.com/. If you prefer, you may complete a paper application at your child’s school or at the School Nutrition Office located at the Muscogee County Public Education Center, 2960 Macon Road.

Paying for School Lunch

Muscogee County SNP no longer accepts personal checks as payment for meals in our cafeterias. Payments may be made by cash, money order, cashier’s check, traveler’s check, or on-line via our online payment system, My School Bucks, using your credit or debit card. 

Pre-pay for your child’s school breakfast, lunch and a la carte food items.  On-line payments include a transaction fee per school site. You must know your child’s birthdate and/or PersonID Number from Infinite Campus (available at the school office). Allow 24 hours for payments to be posted to your child’s account. From the Muscogee County School District web site, on the home page, click on the Families tab, then click on the My School Bucks link to access our online payment system.

School Meal Prices:

BREAKFAST PRICES

Elementary, Paid

.95

Middle/High, Paid

1.20

Reduced

.30

Adult

1.50

LUNCH PRICES

Elementary, Paid

2.35

Middle/High, Paid

2.60

Reduced

.40

Adult, MCSD Staff

3.75

Adult, Outside MCSD

4.50

Free and reduced priced meals for breakfast and lunch are available for eligible students. Applications can be picked up at the School Nutrition Office, or parents may contact the School Nutrition Manager at any school.

Food Purchases

Only students purchasing a reimbursable meal may also purchase extra foods from the menu. Students bringing a lunch from home may purchase milk, juice, water, or ice cream.

Charging Meals

Charging meals is discouraged, but may be necessary in certain cases. Elementary students will be allowed to charge a total of three breakfasts and three lunches. Middle and high school students will be allowed to charge a total of one breakfast and one lunch. If your child reaches his/her charge limit and does not have money in his/her account, and does not have cash with which to purchase their meal, an alternative meal will be provided. There is no provision for adults to charge.  No charges will be accepted for a la carte items.  Students will not be able to charge any meal after May 1st through the duration of the school year.  It is necessary that all outstanding charges be paid to the cafeteria Manager prior to the last day of school. Please respond promptly to messages that you receive, both written and phone calls regarding charges on your student’s account.

Menus

Monthly menus can be found on the MCSD website.  Menus may change on a very short notice due to market conditions, deliveries, or special school activities.

Special Dietary Needs

School Nutrition will accommodate food allergies and special dietary needs when documentation from a doctor is provided. MCSD SNP will make modifications and substitutions to the regular school meals for a student with a disability that restricts their diet. Special Dietary Needs Prescription Form must be completed and signed by a physician for a student with a disability before the school cafeteria can provide any modifications or substitutions.

The completed form must be provided to the school cafeteria Manager, the clinic worker, and the special needs dietitian. A form and instructions can be found on the School Nutrition page of the MCSD web site, or at the school clinic or cafeteria. Nutrition analysis chart for menu items is available on the website.

Please be aware that there are factors that may affect a product’s actual nutritional value and/or ingredient composition at any given time: Manufacturers’ formulations may change without notice. USDA donated products may become available at any time during the year and may replace a purchased item. Product brands may change during the year as new bids are approved. Schools may be using inventory from a previous bid or manufacturer. Our recipes may change during the school year. A la carte snack items vary from school to school so check with the Nutrition Manager at your student’s school for specific information. 

Summer Lunch

SNP provides breakfast and lunch at various schools throughout the district during the summer. Please check the web site or call 706-748-2386 for locations. All children up to 18 years of age receive a free meal. Adults may purchase a lunch.
This institution is an equal opportunity provider.
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[image: image2.emf]Regu lation                 Descriptor Code: EE - R(0)   Food Service Management  -   Unpaid Meal   Charges and Alternate Meals                                                                                              This regulation implements the District goals and objectives for unpaid meal charges and alternate  meals as outlined.     1.   USDA REQUIREMENTS    The USDA has set certain standards and guidelines to be followed in the development and  implementation of a policy or   procedure on unpaid meal charges and alternate meals.   A.   A policy or procedure must be in place by July 1, 2017   for any district with schools not  participating in Community Eligibility Provision (CEP)   district - wide .   B.   Each State Food Authority (SFA) and Local  Food Authority (LFA) has the discretion to set  their own policy or procedure but should consider the following:      Maintain the financial integrity of the Programs      Provide children with adequate nutrition to focus in school      Minimize stigmatization  of children   with meal charges   –   no negative impact      Different payment options      Identify the stakeholders involved      Delinquent debt against the School Nutrition Program      Establish standard operating procedures for schools      Policy information must be shared annually  at the  start of each year  with schools,  parents, and School Nutrition personnel in d irect contact with the students.    Information should also be shared with students transferring into the district  throughout the year.  Examples: Student Handbooks, General Adminis trators’ meeti ngs,  School Nu trition trainings, MCSD website, and/or again to parents after all avenues of  payment has been exhausted.      SFAs must maintain documentation of policy communication methods.      SFAs must provide policies to the State agency during th e Administrative Review     2.   UNPAID MEAL CHARGES   A.   Elementary students may charge up to three (3) breakfasts and three (3) lunches before an  alternate meal is given.  Middle and high school students may charge up to one (1) breakfast  and one (1) lunch.  There ar e no provisions for adult meal charges.   B.   No a la carte items may be charged.   C.   Students may not charge meals after May 1 st   for the duration of the school year.  All  outstanding charges must be paid by the end of the school year.   D.   Unpaid meal charges are rolled   over into the next school year as delinquent debt and  remain on the student’s account until paid.   E.   Any meal charges are considered a debt against a federal program and must be repaid.   F.   Bad debt costs are  unallowable.  SNP account funds may not be used to co ver costs related  to bad debt and may not be absorbed.          


School Health Services
The school clinic worker is on duty for four hours each day to administer medication and provide first aid when needed.  If there is a serious injury, parents are notified and/or the family physician is contacted.  Parents are contacted when a student becomes ill at school.  

Medication
All medication, prescription and non-prescription is kept and administered in the office by school staff.  Parents should bring any medication for their children with written instructions for administering it to the school office.  A release form is included in this handbook or may be obtained from the office.  No medication, prescription or non-prescription, will be administered without a properly completed form filed in the nurse’s office.  Medication must be delivered in its original container with the original label (including name, type of medication, physician’s name, dosage, and instructions regarding medication to be administered).  Students may not self-administer medication (prescription or non-prescription) and no medication will be administered without the signed form.  A copy of the Medication Administration/Medical Authorization and Release Form may be found in this handbook.
For Health or Safety

Any student who has a communicable disease that poses a substantial threat to the health or safety of the school community may be removed from the school by the principal on the approval of the Superintendent until such student no longer poses such a threat.  
Pediculosis (Head Lice)
Effective control of pediculosis is dependent upon school personnel and families that support a plan to includes:

1.
Education of school personnel, families and students

2.
Screening of students by families and school personnel

3.
Prompt treatment of those infested by:  Killing the lice, removing the nits, and cleaning the environment.

When it is discovered that a student has pediculosis, the principal should immediately notify the home and request that arrangements be made for the child to be picked up that day and treatment initiated.  The principal should make available the instructions for recommended treatment as specified by the County Health Department.  When the parent has treated the child and provides proof of treatment (an empty medicated shampoo bottle or box) or a letter from the Health Department or physician, then the principal can readmit the student back to school.  When the student returns, the student should be monitored for any sign that lice have returned.  If this occurs, then the student will be sent home.  If the lice spread to several students, it may be advisable to inform the entire class or school of the problem and the preventative measures.  Advice and assistance may be requested from the Health Department
 

Tinea Corporis (ringworm) and Conjunctivitis (pink eye)

When it is discovered that a student has ringworm or pink eye, the principal should immediately notify the home and request that arrangements be made for the child to be picked up that day and treatment initiated.  Both conditions must be verified by the doctor and treated before the child may return to school.

Student Accident Insurance

The Muscogee County School District offers student accident insurance to all students in the Muscogee County School District.  This insurance is available to you at a nominal fee.  Information regarding accident insurance will be provided at registration, or may be obtained from the school office.  If you do not wish to take out Student Accident Insurance, your child’s health insurance is your responsibility.  The Muscogee County School District does not carry health insurance on students.  

Emergency Procedures

Fire and disaster drills are a necessity and are not to be treated lightly.  These drills will be held at irregular and unannounced intervals.  All signals are rehearsed with students to provide the safest actions in the case of an emergency.  In case Muscogee County is placed under a TORNADO WARNING, we ask that parents NOT come to pick up students or call the school during the WARNING.  Emergency procedures will be followed.  Please be aware that if Muscogee County is under a TORNADO WARNING at dismissal time, dismissal will be delayed until the threat has passed.  Shelter areas have been have been assigned to each classroom and all Mathews Elementary personnel know what procedures to follow in an emergency.  The driveway in front of the school and the telephone line must both be kept clear for emergency use during such time.  
Field Trips

Field trips are an important part of the educational program, and at Mathews Elementary we make every effort to schedule at least one trip each year for each of the grades.  Transportation is provided via Muscogee County School District buses, driven by licensed MCSD transportation personnel.  When a field trip is scheduled, your child will bring home a Field Trip Permission Form which gives specific information about the date, destination, and time of the trip.  Parent/guardian signatures are required in order for students to participate in field trips.  
If students are away from school during lunch, the school will provide sack lunches for all students at regular lunch prices. This will insure that all students will be fed and proper precautions are taken to keep food and drinks safe from spoilage.  

If your child has medication at school (prescription or non-prescription) and a Medical Form on file in the office, the medicine will be taken on the trip and administered by the teacher, along with a copy of the medical form.
Drug/Smoke Free School Zone

Legislation enacted by the General Assembly of Georgia makes it unlawful to manufacture, distribute, dispense, or possess a controlled substance in, on, or within 1000 feet of a school.  Violation of this law is punishable by up to 20 years in prison and/or up to a $20,000 fine.  The Muscogee County School Board has enacted a policy making all school grounds smoke free zones.  Smoking is not allowed by employees, students, or visitors. The no-smoking policy also applies in cases where school functions are held off campus.
Student Records

A cumulative record is kept on every child within the school district.  The Muscogee County School Board of Education adheres to the “Protection of the Rights and Privacy of Parents and Students” section of Public Law 93-380.  If you have any questions about your child’s records, please fee free to contact us.  
Technology Acceptable Use Policy

Each student, parent, and staff member must read, sign, and agree to abide by the Technology Acceptable Use Policy Guidelines before gaining access to the school’s network, Internet, and computer work stations.  Students shall not alter or attempt to alter school or private property including technology hardware and software.

Students are not permitted to bring software or hardware equipment (disks, CD-ROM’s, external hard drives, etc.) to school without prior approval of the technology specialist and school administration.
Student Testing and Assessment

Kindergarten students will take the Georgia Kindergarten Inventory of Developing Skills (GKIDS) to determine school readiness and for placement purposes.

All students in grades 3– 5 are required to take the Georgia Milestones Test during the month of April.  This test is intended to assess how well students have learned essential competency skills mandated by the state of Georgia.  In addition, other assessments are given throughout the school year to enable teachers and staff to monitor students learning and assess teaching practices.  Attendance is extremely important to student success.
Every Student, Every Day, All Day 
Gifted Education

Gifted education is provided for all students, K-12, who have the potential for the Gifted.  The parent should complete the “Parent Request and Consent for Evaluation Form” and return it to the school.  The student will be scheduled for evaluation after these forms are received.  Forms are available from Mrs. Shields, School Counselor.

Enrichment Clubs

Mathews Elementary has a number of student organizations that meet throughout the year.  These opportunities are offered to students as enrichment to the curriculum. Organizations available to students of Mathews Elementary include:


Media –The Mathews Broadcast Team is a group of fifth grade students who work with broadcasting, technology, and other types of Media.  The team is involved with the daily school broadcast, as well as many other tasks and projects throughout the school involving different types of media.  Students will try out for the broadcast team.

Science/Math Olympics – Science Olympics is devoted to increasing student interest in science, improving the quality of science education and providing recognition for outstanding achievement by students.  Science Olympics is offered to students in third, fourth and fifth grades selected by their teachers based on their performance in the classroom and/or high achievement on norm referenced tests in science.  Students participate after school. .   
Safety Patrol – The Safety Patrol works very hard to help make Mathews a safe and pleasant place for all students.  The teams of 5th graders rotate throughout the year.  Some of their responsibilities include the raising and lowering of the flags each day, monitoring hall behavior at the beginning and end of school each day, and working with school staff to maintain orderliness of students waiting for the bus or for their car rides home.  Members of the Safety Patrol are recommended by fourth grade teachers. 
Student Council – The Student Council is made up of a representative and an alternate from each fourth and fifth grade classroom.  Fifth graders who have served on Student Council during the previous year are invited to serve as Advisors and help the Student Council to run smoothly.  The Student Council members promote many community service projects throughout the school year.  
Terrific Tiger- Teachers will select two students each month beginning in September as a TERRIFIC TIGER.  Those students will be recognized for demonstrating exemplary behavior and class participation.  PTA will assist in organizing yard signs, special lunch, T-Shirts, etc.

Lost and Found
Please label all of your child’s clothing, footwear, lunch boxes, book bags, etc.  If your child has lost something, please check the school’s lost and found.  All items that are left for a month will be donated to the Sara Spano Clothing Bank or other organization.  In the past, lost items mount up quickly and creates a huge mess.  Please help us by labeling everything so we can get lost items back to the owner.
Library/Media Center

Students are allowed to check out 3 books at a time.  It is the student’s responsibility for the care of the borrowed book(s) and students will be required to pay for a book if it is lost or damaged.
Bus Conduct

The following information regarding transportation of students is taken directly from the MCSD Policy Manual.  For more information of this topic, please refer to Section JCDA of the MCSD Policy Manual or the Behavior Code and Discipline Policy Handbook.
Under the laws of our State, the Muscogee County School District has the authority to make reasonable regulations governing bus conduct.  The walking distance to schools shall be one and one-half miles.  The walking distance to a bus stop shall not exceed one-half mile.  To provide for a safe and comfortable trip to and from school, students are required to observe the following rules:
· Parents are responsible for getting their children to and from the bus stop.  Buses run on schedule and CANNOT WAIT for passengers.
· Misbehavior at the bus stop could result in refusal of transportation by the principal.
· Keep your bus pass with you at all times in case the driver needs to check your eligibility.  (This does not apply to Mathews students).
· The driver has the right to assign students to certain seats to promote order on the bus.  ALL STUDENTS WILL REMAIN SEATED WHILE BUS IS IN MOTION.
· Drivers will only let students off at their designated stop.
· Students are expected to sit three to a seat.  A standing load of 20% over the seated capacity is permitted, per state mandate.
· Do not use profane or vulgar language while waiting for the bus.
· Stand off the roadway while awaiting the bus.

· Keep arms and head inside windows.

· Be quiet and orderly on the bus; talk in a low tone; ABSOLUTE SILENCE is required at railroad crossings.

· Tobacco, drugs, and alcohol are prohibited.

· No eating or drinking allowed on the bus.

· Objectionable or dangerous objects are not permitted on the bus.

· Fighting or physical play is prohibited.

· No knives or other weapons allowed on the bus.

· When crossing street is necessary, students will immediately cross in front of the bus in full view of the driver.
· The driver is in full charge of bus and students.
· Surveillance cameras monitor some buses.

If problems arise, parents are not to confront the bus driver at the bus stop.  Make an appointment with the Transportation Department at 706-748-2876 to discuss the matter.
Punishment for violation of any of the above rules will result in your student being removed from the bus. 
· First offense - parent conference, development of a student bus behavior contract and one day suspension from the bus.
· Second offense - parent conference, development of a student bus behavior contract and one week suspension from the bus.
· Third offense - parent conference and expulsion from the bus. 
Students who fail to respond to the direction of the bus driver shall be reported to the school principal who may deny the student bus transportation.  Any bus driver who feels that the principal's failure to deny bus transportation to a student will imperil other students in the driver's charge may appeal through his supervisor and ultimately to the school board, by notice given to the superintendent or designee, such notice shall be given reasonably after the principal's failure to act.
Dress Code
Student dress at Mathews Elementary School is expected to reflect self-pride and pride in our school.  The staff at Mathews Elementary believes it is in the best interest of the student and the instructional program if we set some guidelines for the students.  This list is in addition to the MCSD Dress Code found in the Behavior Code and Discipline Policy Handbook.  Please go over these carefully as they will be strictly enforced.
· Hats and caps may not be worn in the building or classrooms.

· All students in hot weather may wear shorts.  Shorts, skirts, and skorts must be no shorter than the fingertips when the arm and hand are extended straight at the sides (usually 3 inches above the knee).  Cheerleading shorts may not be worn at school.

· Girls should not wear halters, spaghetti strap shirts, open back tops, or shirts that reveal the midriff.  Blouses and pants or shirts should meet at the waistline and be tucked in unless designed to be worn out.

· See-through blouses, tank tops, and fishnet shirts are not allowed.

· Students may not wear shoes with cleats.  “Wheelies”, flip-flops, shower shoes and bedroom shoes are not allowed.  Sturdy footwear is recommended for safety in physical activities.  Also, for health reasons, socks are recommended with most kinds of shoes.

· Students are not allowed to wear any clothing that includes inappropriate logos or language.

· All clothing must fit properly and may not be deliberately torn or cut.  Students may not wear oversized pants or tops with or without a belt.  Shirts may not hang lower than the hem of shorts or skirts.

If a child comes to school in attire that is in violation of the dress code, parents will be contacted and asked to bring appropriate dress for the student. 
Mathews Elementary Discipline Plan
Mathews Elementary discipline plan is a progressive plan for discipline, which may include teacher detention, administrative detention, referral to the school counselor, out of school suspension, referral to discipline tribunal.
Goals

· To ensure that each student will have a place to learn and grow that is free from mental and physical threat, and to ensure that staff members have school in which they are safe.
· To pursue a course of parental involvement that will make parents partners in achieving goals of safe and well-disciplined school.
Rationale

In order to provide a safe and drug free environment in which students and adults can attain their potential both academically and socially, Mathews Elementary will enforce the following reasonable expectations of student conduct.

Discipline Program

All teacher and administrative interventions will take into consideration the age and circumstances of each individual child and situation.  Parents are a vital part of the process of working toward improving student conduct and will be included in all levels of consequences as often as possible.

Level One Violations

The following are violations handled by the teacher and include, but are not limited to:

1. Horseplay, wrestling, clowning, acting out

2. Verbal exchanges not involving profanity or threats

3. Excessive talking

4. Throwing objects in class (other than those which could cause injury)

5. Pencil pops, spitballs

6. Minor hall disruption, out of class without a pass or permission

7. Name calling (other than profanity or racial slurs)

8. Possession of unauthorized objects (other than drugs or weapons)

9. Inappropriate behavior in the lunchroom (loud talking, playing with food, cutting in line, etc.), bathroom, or classroom (not completing work, cheating, etc.)

10. Continuous lack of instructional materials
Level One Interventions

Handled by the teacher as appropriate for the age and individual needs of a child
1. Verbal warning

2. Low profile intervention

3. Change in student seating

4. Private conference with teacher

5. Telephone call/conference/written communication with parents

6. Formulation of behavioral contract/action plan

7. Referral to counselor

8. After school detention with teacher

9. Time out in another classroom/silent lunch

10. Referral to Student Support Team
Major and Critical Violations
The following are violations which have consequences specified in the Muscogee County School District Student Behavior Code or which cause serious disruptions and require more serious consequences.

Level Two Violations

1. Major disruptive behavior

2. Failure to serve detention

3. Fight, bullying

4. Forgery or altering school forms/documents

5. Leaving school grounds without permission

6. Obscene or inappropriate language, gestures, or acts

7. Theft, attempted theft, or possession of stolen property

8. Leaving class or designated area without permission

9. Refusing to appropriately participate in fire drills, weather drills, or other crisis practices

10. Willful or dangerous acts such as possession/use of firecrackers, smoke bombs, etc.

11. Insubordination, disrespect to adults

12. Refusal to follow directions or school rules

13. Vandalism

14. Trespassing

15. Unauthorized possession of dangerous instruments

16. Providing false information

17. Sexual harassment

18. Verbal abuse

Interventions
(Handled by the principal, assistant principal, or designee as appropriate for the age and individual needs of a child)

1. Referral to counselor

2. Parent contact and/or conference

3. Detention (from art, music, PE, after school)

4. Out of school suspension

5. Loss of privileges 
6. Referral to Discipline Tribunal
Level Three Violations

These are the most serious misbehaviors and may result in automatic referral to the Disciplinary Tribunal at any time:

1. Possession of a firearm or deadly weapon

2. Possession/use of drugs, alcohol, controlled substances, tobacco, or related products or paraphernalia

3. Verbal threats or physical assaults of staff members

4. Use of a dangerous weapon/instrument to intimidate or injure

5. Substantial damage to personal or school property

6. Issuance of a bomb threat

7. Arson

8. Sale, attempted sale or distribution of alcohol, tobacco, or controlled substances
Electronic Devices by Students

Elementary students are not permitted to have a cellular phone.

School administrators shall handle violations of this policy in accordance with rules specified in the student handbook.

The principal or designee of each school is authorized to provide for exceptions to this policy such as in the case of medical emergencies.

The Muscogee County School District will provide deployed parents or guardians and their children access to a dedicated telephone line for communication in the Guidance Office.  It is the sense of the Board of Education that every effort is made to support and facilitate such parent/child communication.
Muscogee County School District also has a Handbook and Code of Conduct that was given to each student during registration.

