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DISTRICTWIDE HOMEWORK POLICY

FORBES HOMEWORK POLICY

BUCKLEY AMENDMENT (RELEASE OF SCHOOL RECORDS)

ATTENDANCE/TRUANCY POLICY

SEXUAL HARASSMENT POLICY & PROCEDURE

SUICIDE PREVENTION POLICY

BULLYING POLICY AND PROCEDURE

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT-(FERPA)

NON-DISCRIMINATION STATEMENT

Dear Parents and Guardians:

Welcome to Forbes School.  This handbook contains information about Forbes that we hope you will find helpful and informative.  Please use it as a handy reference throughout the year.

As demands and complexities of teaching children increase, it becomes more evident that we all need to work together to insure that our children reach their potential.  We believe that all of us – the school and the community – must work together in an extended family environment to insure success for all our students.  We believe it is everyone’s responsibility to empower children with the creative, intellectual, and decision-making skills necessary for them to become academically, socially, physically, and emotionally successful and responsible.

With that in mind, you are invited to be an active participant at Forbes School.  Whether you are a classroom volunteer, a member of the PTO or School Site Council, special event participant, or member of one of our school committees, you are encouraged to be involved!  Research on schools clearly demonstrates that parent/guardian participation in their child’s school coincides with a greater likelihood of academic success for their child.

It is our desire to keep you informed of all that is taking place at school.  Up-to-date and additional information will be sent to you through the weekly “Thursday Envelope.”  If you have questions or concerns that arise at any time, please do not hesitate to give your child’s teacher or me a call.  I look forward to having a long and rewarding relationship with you and your family.

Sincerely,

Susan M. Lubomski

Principal

(860-489-2500, slubomski@torrington.org)

[image: image1.wmf]ABSENCES
Please be sure to telephone the school office (489-2500) AS SOON AS POSSIBLE to report absences.  Forbes has an “after hours” answering machine.  Please speak clearly and slowly; give child’s name, reason for the absence, grade and teacher.  If no information regarding the child’s absence is received, every effort will be made to contact parents/guardians, including a phone call to place of employment.

ACCIDENTS

When a child suffers a serious accident, the parent/guardian will be notified immediately.  In case of an emergency, it is the parent/guardian’s responsibility to transport the child for proper medical treatment.  If parents/guardians cannot be reached, the nurse and/or principal will arrange for the child to receive the needed medical attention.

ADMITTANCE INTO THE BUILDING

ALL VISITORS MUST ENTER THE BULDING USING THE MAIN ENTRANCE.  Visitors must ring the buzzer located on the wall to the right of the front doors.  After identifying yourself and stating the reason for your visit, you will be admitted into the building.  Upon entering the building, you must report to the main office.

ANNUAL REGISTRATION FORMS

At the beginning of each school year your child will bring home an Annual Registration form.  It is important to keep each child’s information updated with emergency numbers and changes of home phone numbers.  PLEASE INFORM THE OFFICE OF ANY ADDRESS OR TELEPHONE CHANGES THAT OCCUR DURING THE SCHOOL YEAR.   This completed registration form MUST be returned to your child’s teacher by September 8th.

ARRIVAL AT SCHOOL

Students not riding the bus are not to arrive before 8:50 A.M unless they are having breakfast.  Then they can arrive at 8:45 A.M. and go directly to the cafeteria.  Traffic in the driveway is one way for buses and emergency vehicles only.  This area is used exclusively for our children to get on and off the buses.


Grade 1 – 5

  9:00 A.M. -   3:20 P.M.


Kindergarten  AM
  9:00 A.M. - 11:45 A.M.


Kindergarten  PM
12:30 P.M. -    3:20 P.M.

Supervisors are on duty outside in front of the building from 8:40 A.M. for bus students.
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Kindergarten and Grade 1:  Students line up under the portico in front of the building.

Supervisors will escort children into the building.
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Grade 2 and 3:  Students enter door to the right of the main entrance.
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Grade 4 and 5:  Students will line up on small playground and enter through side door in front of building.

Parents/guardians are not allowed to escort their children to classrooms until they have checked in with the office. 

ATTENDANCE

Good attendance is a vital part of the educational process and is closely related to successful performance in school.  The Torrington Board of Education and Connecticut State Law require regular school attendance.  Excessive absences hamper the educational process.  (See Appendix – Attendance/Truancy Policy)  Frequent, unexcused absences will be reported to the appropriate agencies.

[image: image5.wmf]BIRTHDAY RECOGNITION / INVITATIONS
If you wish to have your child share refreshments for his/her birthday in school, please send a note to the teacher to make advanced arrangements.  To avoid hurt feelings and classroom disruptions, birthday and party invitations may not be distributed at school.  The exception would be if every student in the class receives an invitation.  

BRINGING ITEMS TO SCHOOL

The only time students should bring toys, games, etc., to school is when their teacher instructs them to.  The student will assume responsibility for any item brought to school.  Items that we consider a safety hazard or disruptive to the educational process will be confiscated.  A parent/guardian will be asked to come in to retrieve the item.  

Articles that are NOT allowed, and not limited to, that may be disruptive to the educational process:

All Electronic Devices

Roller blades/Heelies

Skateboards/Scooters

Bicycles

Cell Phones/Pagers

YoYo’s



Balloons or Balloon Bouquets
Permanent Marker

Stuffed Toys


Sports Equipment

Small cars/trucks/dolls

Any item that may be termed a weapon

[image: image6.wmf]_BUS RULES/REGULATIONS
Students are expected to remain seated, to use quiet voices, and to behave in a manner which will ensure the safety of all passengers.  The driver or a school administrator may assign seats to students who misbehave on the bus.  In the case of repeated or severe behavior problems, a student may be suspended from the bus and parents/guardians held responsible for transportation.  State and federal law prohibit a vehicle from passing a school bus while the lights are flashing.  Please observe this law.

BUS SERVICE

Bus service is provided under contract through All-Star Transportation (489-3444) for all students.  Children are assigned to a bus at the beginning of each school year.  Due to space limitations and insurance, children may not ride any bus other than the one assigned to them.  If your child will not be going home on the bus, please send a note to his/her teacher, or call the main office.  Without a note, or telephone call, your child will be placed on the bus.  

If a student will NOT be riding the bus home due to dance class, CCD, Brownies, etc., one note to cover the entire time period MUST be submitted to your child’s teacher.  Be specific, for example:  My child, (name of child) will not be riding the bus home on Wednesdays, since he/she will be attending (name event).
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Clothing should be identified with a child’s full name.  This includes backpacks, lunch boxes, and all outer clothing.  

Lost articles may be claimed in the foyer of the main entrance.

COMMUNICABLE DISEASES

All infectious diseases (e.g. Chicken Pox, Strep Throat, Scabies, Head Lice, etc.) should be reported to the school nurse.  The nurse will discuss the protocol for return to school for your child.  These protocols are established with the advice of our School Medical Advisor and on recommendations from the Red Book of Infectious Diseases.

COMMUNICATION WITH FORBES

Notices, letters, memos, monthly lunch menus, calendars, community events, etc., will be sent home via your child every Thursday in an envelope, which we refer to as “The Thursday Envelope.”  Occasionally important, timely notices will be sent home on any given day.  Parents/guardians often tell us that they never received a specific notice.  Please make every effort to check with your child on a daily basis, especially Thursdays, for “The Thursday Envelope” - be sure to read and share this information with your child. 

CONDUCT

The key words for conduct are respect, responsibility and safety.  Students will be expected to behave in a respectful manner toward themselves and others.  

CONFERENCES

Parent/teacher conferences are held in November.  These dates are scheduled one-session days.  A reminder notice will be sent home.  Parents/guardians are encouraged to request a conference at any time they have questions regarding their child’s progress.  
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DELAYED OPENINGS

THERE CAN BE A 90 MINUTE OR 2 HOUR DELAYED OPENING, DEPENDING ON A GIVEN SITUATION OR WEATHER CONDITIONS.

90 MINUTE DELAY (1 hour, 30 minutes)

TWO (2) HOUR DELAY
GRADES 1-5 . . . 10:30 A.M. . . . . . . . . . . . . . . . . . . . . . .11:00 A.M.

A.M. KINDERGARTEN . . . . NO SCHOOL (Delayed openings only)
P.M. KINDERGARTEN . . . . 12:30 P.M. (usual time)
When the weather appears threatening, please listen for announcements on the radio and/or television.  It would be most helpful if parents/guardians would tune into the radio or television rather than calling the school.

(Also see “EARLY DISMISSAL”  Page 6)

DISCIPLINE/ BEHAVIOR GUIDELINES

Students are expected to follow all school rules and regulations developed by the principal and staff.  Problems are usually dealt with at the level at which they occur (i.e., classroom, cafeteria, playground, bus, etc.).  Intervention by the Principal may be necessary with repeated/severe infractions.

GENERAL CLASSROOM RULES:  Take responsibility for your behavior choices.  All students at Forbes School are expected to behave responsibly and with respect towards others.  These guidelines apply to any class in the school.  Each individual class will develop its own guidelines and consequences that specifically relate to that class, its teacher, and students.

DISMISSAL - PRIOR TO END OF DAY

Dismissals before the end of the school day should be for emergencies only.  Appointments should be made after school hours or on school holidays, whenever possible.  An early dismissal during school hours requires a note to the teacher/office.  The student must be picked up at the main office and signed out.  For safety and security reasons, children will not be allowed to meet parents/guardians in the parking lot.
[image: image9.wmf]DRESS CODE
Forbes School promotes appropriate school dress.  Please note that these restrictions are for health and safety reasons.  A student’s appearance has a direct impact on his/her pride and his/her academic achievement.  Students are expected to dress modestly and in good taste.  T-shirts with obscene slogans and/or profanity, or provocative clothing, are not allowed.  Oversized clothing can be hazardous and lead to injury; heavy clog type or high platform shoes and open toed sandals can cause children to fall down stairs causing injury to themselves or others.  Not adhering to this code can result in the principal making contact with the student’s parent/guardian for the provision of alternate clothing for that school day.  Sneakers must be worn for Physical Education.

[image: image10.wmf]DRESS CODE (Continued)
The following attire is prohibited at Forbes School during the academic school day:
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Head coverings of any kind including, but not limited to, scarves, bandannas, masks, kerchiefs, athletic headbands, hats, caps, or hoods
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Tank tops, athletic muscle shirts, shirts without a tee shirt or over shirt
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Sunglasses (unless required by a doctor)
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For safety reasons, thong, flip-flops, clogs, sandals, high-platform shoes, heelies, and wheelies are not 


allowed.
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Attire or accessories, which portray disruptive writing or pictures
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Attire or accessories, which depict logos or emblems that encourage the use of drugs, tobacco products, or alcoholic beverages
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Shirts and/or blouses, which reveal the abdomen, chest, or undergarments
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See through clothing
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Oversized shirts or pants (which can get caught under shoes)
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Short shorts, miniskirts, or pants, which reveal the upper thigh or undergarments
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Jewelry – no hoop earrings

Please review this information with your child.

In addition, as the weather gets cooler, the children will continue to go out for recess every day, unless the temperature drops below 20 degrees.  We will also factor in the wind chill.  Please have your child/ren dress appropriately for the cold weather.  It is our hope and expectation that children will come to school dressed appropriately to fulfill both their academic and social/behavioral goals.

EARLY DISMISSAL (formerly half days/one session days)

There are several scheduled “early dismissal” days through out the school year.  (Refer to the School Calendar)  

   Early Dismissal Hours:

  9:00 AM  -    1:20  P.M.   Grade 1 - 5

  9:00 AM  -  11:00  A.M.   Morning Kindergarten (NO A.M. Kindergarten on “delayed openings”)
11:00 AM  -    1:20  P.M.   Afternoon Kindergarten

Lunch will be served on early dismissal days.

EMERGENCY CLOSING 

Due to inclement weather or other extraordinary circumstances, the Superintendent has the authority to cancel or close school early.  This decision is usually made by 11:00 A.M.  Tune to your radio and/or television for announcements. 

It would be most helpful if parents/guardians would listen to the radio rather than call the school.  Dismissal on these days will be at 1:20 P.M. and afternoon kindergarten will be canceled. 

Please discuss with your child what procedure they should follow during an emergency early dismissal.  Your child will have “peace of mind” when an “early closing” announcement is made and will not have to leave class to phone a parent at work.  Explain if he/she will ride the bus home, be sure you have made arrangements with a neighbor or relative who would be available to meet the bus in the event you will not be home.  Please call the office if you decide your child will not be taking the bus home.

NOTE:  If no one is waiting for your child at the designated drop off, the bus driver will return your child to school.  Parents/guardians or emergency contact person will be called to come to school and pick up their child.

FIELD TRIPS

Educational field trips are used to enhance a unit of study, and are regarded as a valuable extension to classroom learning.  Parents/guardians will be notified in advance of field trips.  Written parental permission is required.  Permission forms with specific medical data MUST be returned by the date specified or the child will not be allowed to participate.

These trips are a privilege and are arranged by the teacher with the approval of the principal and the superintendent. All school rules apply on field trips.  Any student whose behavior is considered detrimental to the well being of other students may be barred from participation or be required to have a parent/guardian attend.  While on a trip, all students are considered to be in school.  Students must follow all rules and regulations relevant to the specific trip as well as rules specified in the building disciplinary Code of Conduct.
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The safety and well being of our students are of utmost concern and importance to our staff.  Teachers regularly review fire drill procedures with their students.  Teachers encourage quiet, careful and quick evacuation of the building.  Fire drills are conducted monthly as required by state statute.

FORGOTTEN ITEMS

If you have to drop-off something for your child, please bring it to the main office.  Please do not go directly to the classroom.  We will be sure your child gets the item.  This is a protection for our children and helps to ensure that no unauthorized person is walking around the school.  If your child forgets something at school in the afternoon, like homework, please be aware that the front doors will be locked at 4:30 P M.  No one will be allowed in the building after that time.

GRADES

There are three (3) marking periods for grades 1 - 5.  Report cards will be issued in December, April and the last day of school.  Kindergarten report cards will be issued twice (2) a year in April and the last day of school.  Report card distribution dates are subject to change.
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A registered nurse is available Monday thru Friday, 9:00 a.m. - 3: 30 p.m., at 860-489-2500, ext 105.  The school nurse’s responsibilities include the care of immediate health problems, providing first aid, and keeping complete health records on every child.  The nurse cannot diagnose an illness or injury.  She can offer guidelines and recommendations to parents/guardians suggesting further medical attention.

The major purpose of the school health program is to maintain, improve and promote the health of each school child.  The goal of good health is primarily the parent/guardian’s responsibility.  It is important that parents/guardians notify the nurse of any medical problem that may influence the student’s performance at school or that may require the assistance of the nurse during the school day. 

Public Act 91-327 specifies proof of immunization requirements for school entrance.
HEALTH SERVICES (Continued)
Screenings:

Vision – Grades K-5

Hearing – Grades K-3 and 5

Postural – Grade 5

Periodic Head Lice checks as necessary

Physical Exams:

Connecticut General Statues, Section 10-206 requires that all students entering school for the fist time in Connecticut have a Health Assessment that includes:

 Height

Weight

BP
Blood work
Tuberculosis screening
TB Risk Assessment

This state form should also indicate any restrictions for physical activity or clearance for full participation in school programs.  The results of this physical exam must be recorded on the blue Connecticut Health Assessment Form, which will be provided to you.

STUDENTS WILL NOT BE ALLOWED TO BEGIN SCHOOL WITHOUT PROOF OF THE REQUIRED immunizations!

Medicine:

Students are NOT ALLOWED to bring medications to school.  If a student requires prescribed medication, a Medical Authorization Form obtained from the Health Office must be completed and signed by your doctor.  The completed form and medication must be brought to school by a parent/guardian and given directly to our nurse or principal.  The office staff is not authorized to accept medications.

Cough drops will be treated as medication and parents/guardians are responsible for bringing these to school.  Child MUST be sent to Health Office to have a cough drop.

[image: image24.wmf]HOMEWORK POLICY
Homework is given to reinforce skills taught, develop responsibility, and develop proper work and study habits.  It also gives parents/guardians the opportunity to provide support and recognition.  Assignments are determined by teachers in accordance with the needs of the students, grade level and the objectives of the curriculum.  It should be understood that there is never a time when a student does not have homework.  He/she can always review, preview or improve his/her present assignments.  We ask parents/guardians to provide a quiet, suitable place for their child to do homework.  Please spend time with your child and discuss lessons on a daily basis.  It is your child’s responsibility to remember to return homework to school.  Calls for forgotten homework will be discouraged.  (See Appendix – Homework Policy)

It is our hope that students will not miss school due to family vacation; but if this is the case, missed schoolwork and homework will be made up upon the student’s return.  Please do not ask for assignments prior to your vacation, as the school cannot legitimize absences for vacation by giving work in advance.
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If your child is ill at home or shows signs of becoming ill, he/she should not be sent to school.  If a child becomes ill at school, parents/guardians will be notified and will be expected to provide transportation.  When a child will not be attending school due to illness (or whatever) the school office MUST be notified.  (See Absences, page 3)

IMMUNIZATIONS

Parents/guardians must comply with Public Law 80-440 regarding immunization of school children.  No kindergarten or new student will be allowed to enter school without specific inoculations.  Every child’s medical record must be complete and current.      

INSURANCE

Insurance programs are available to all students.  Application forms to purchase individual accident insurance will be sent home at the beginning of the school year.  Parents/guardians are asked to review the application form, sign it to be returned to school even if they do not wish to take advantage of this coverage.  If you choose to purchase insurance, a check needs to be made out to “Lefebvre Insurance Agency”.  DO NOT SEND CASH.  We must have the insurance envelope returned whether you purchase this insurance or not; by doing this, we know that you were made aware of this offer. 

ITEMS NOT ALLOWED AT SCHOOL:

All Electronic Devices
     Roller Blades/Heelies
Skateboards/Scooters

Bicycles
Cell Phones/Pagers
     Yo-Yo’s


Balloons or Balloon Bouquets
Permanent Markers
Stuffed Toys

     Sports Equipment

Small cars/trucks/dolls

Any item that would be deemed a weapon

Glass bottles or containers are NOT allowed at school. There have been problems with water bottles leaking in backpacks consequently ruining books and papers.  Water bottles should not be filled at home and transported to school in backpacks.  Plastic water bottles can be filled in school.  Parents/guardians will be responsible for replacing damaged books.  

Teachers schedule “sharing times” on designated days and provide your child with opportunities to bring “special” items to school.  A notice from your child’s teacher will be provided to avoid confusion.

LEGAL CUSTODY

When a child’s parents are separated or divorced, the issue of custody often becomes a matter of concern for the school.  In order to protect the child and the rights of the custodial parent, it is important that the school be given a photocopy of the custodial agreement.  Without this document in our files, we must legally release a child to either parent. 

LOST AND FOUND

Students and parents/guardians are encouraged to check frequently for missing items.  All lost and found items are located in the foyer by the main entrance.  Parents/guardians are requested to label all articles of clothing and lunch boxes.  Items without student identification on them are brought to the office almost every day and we are unable to return them to the rightful owner if they are not labeled.

[image: image26.wmf]LUNCH PROGRAM
Using the “SNAP” computer system for lunch money collection, allows parents/guardians to bank lunch money payments for their children.  In other words, you can pre-pay any amount you choose.  This money will be placed in the child’s account and will be drawn from, like a checking account, as your child buys lunch.  Children will not be able to buy lunch unless there is money in the “bank” for them.
Using a standard white envelope, parent/guardians should fill out the front of the envelope and send a check or cash in the sealed envelope.  Whatever money sent in will go into your child’s account.  NO CHANGE WILL BE GIVEN. Please fill out the front of the envelope with the following information:

STUDENT’S NAME/STUDENT ID#

Without this information payments will not be accepted or credited.

Options:

Hot lunch, including milk

Reduced hot lunch, including milk

Milk

LUNCH PROGRAM (Continued)
COLD LUNCH:  Milk for students who carry cold lunch may be purchased in the cafeteria.  When packing a cold lunch, be sure the lunch bag/box has your child’s name on it with permanent marker.  Many children have identical bags/boxes and many end up in OUR “lost and found”, are not claimed and eventually they are discarded.

FREE/REDUCED LUNCH:

The federal government “Lunch Application” form for “Free/Reduced Lunch” is distributed to all students on the first day of school.  A NEW APPLICATION FORM FOR “FREE/REDUCED LUNCH” MUST BE COMPLETED EACH SCHOOL YEAR.  Complete and return the application if you qualify.  Your application will be processed as soon as possible.  Lunch application forms are available at any time during the school year.  

A “State of Connecticut, Department of Social Services” letter will be accepted for lunch eligibility.  Please submit a copy of this letter to Forbes School.  If you have this letter, you DO NOT need to fill out the Lunch Application.  

If your child received Free/Reduced Lunch in a Torrington School up to JUNE of the past school year, we will temporarily honor this until a new application is processed.  If your child attended Kindergarten last year in Torrington, and is presently in Grade 1, we CANNOT honor the free/reduced lunch for your Kindergarten child, even though he/she has an older sibling(s) in an upper grade, until you complete the first grader’s application and return it to Forbes to be processed.

As soon as the application is processed, you will receive notification of your child’s eligibility.  Until this time, you must provide cold lunch or pay for hot lunch. 

Lunch menus will be sent home in advance in the “Thursday Envelope” and are posted in the classrooms, cafeteria, and the Torrington Public School Web Page with additional copies available in the main office.

MENUS

Lunch menus will be sent home each month; they are also posted in each classroom and the cafeteria.  Additional copies can be obtained in the office.  

NO SCHOOL ANNOUNCEMENTS (also see Emergency Closing, page 6)

Due to inclement weather or other emergencies, announcements regarding no school or delayed openings will be made regularly after 6 a.m. on Connecticut radio and television stations.  Please consult the radio or TV rather than calling the school as the school staff is involved in planning a smooth transition in case of an early dismissal.

NOTES FROM PARENTS/GUARDIANS

A written note is required from parents/guardians if there is to be any change in transportation from school.  This includes staying after school for an activity or changing from a bus student to a walker.  If it is an extended or yearlong activity, one note can be sent to cover the entire time.  A written note must also be sent if a student needs to be dismissed early (i.e. dental or medical appointment).

NOTICES

Occasionally, notices will be sent home (other than on Thursday) to keep parents/guardians up-to-date on school and community events.  Please make every effort to check with your child each day to read and share this information with him/her.
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The school office is open 8:00 AM- 4:00 PM during the school year. You may call anytime, with questions or concerns, at 860-489-2500.

OPEN HOUSE

Our official open house is referred to as “Curriculum Night” on the school calendar and will be held in September, which is a one-session day.  Curriculum Night is an evening when parents/guardians are invited to come to our school to learn about their child’s instructional program.  

PARKING

Traffic in the circular driveway is one way only, used for buses and emergency vehicles.  This area is used exclusively for our children to get on and off the bus.  When dropping off in the morning, park on a side street and walk your child to the sidewalk or to the front of the building.  You are required to observe the orange cones used to block entry to designated areas.  Moving cones is NOT allowed and may endanger students.  Please observe designated handicapped parking spaces.

DO NOT DRIVE OR PARK ALONG THE CIRCULAR DRIVEWAY-THIS IS FOR BUSES ONLY.

THE CIRCULAR DRIVEWAY IS A FIRE LANE – PARKING IS PROHIBITED.

DO NOT LEAVE YOUR CAR DOUBLE PARKED.

[image: image28.wmf]PHYSICAL EDUCATION
Physical Education is offered for all children in Grades K through 5.  Students must wear sneakers for this class.  A signed note from a physician is required to be excused from P.E. 

PROMOTION/RETENTION POLICY

Promotion or retention is based on what is best for the individual student.  Students are promoted or retained only after careful study and analysis by the teachers and principal.  The following are the principles used in determining promotion or retention:

1. The decision for promotion is based on the chronological age, mental ability, achievement, physical and emotional development of the student.

2. In general, if retention is indicated, it should take place in the primary grades.  Above grade three you may occasionally find children who will benefit by repeating a grade.  Careful study of the individual case, with all its attending circumstances, is necessary.

3. Advancement to the next grade is recommended when a student with limited abilities is already two or more years over age for his/her present grade.

4. A child should not be retained more than once in any one grade.

5. The possibility of retention will be discussed with the parents during the third marking period.

P.T.O.

Our P.T.O. (Parent Teacher Organization) provides parents/guardians and teachers an opportunity to work together to provide our children with programs and activities to enhance their education.  Every family is encouraged to join. Your involvement will not only benefit your child but our entire school community.  Notices of events will be sent home.

REGISTRATION

Every student will bring home an “annual registration” form on the first day of school.  This should be filled out completely by a parent/guardian and returned to school by September 8th. 

REGISTRATION (Continued)

For students entering from out-of-district, a “release of records” form must be signed to obtain school records.  Parents/guardians must complete the registration form, provide a birth certificate, proof of immunizations, a completed physical examination form, or a statement showing an appointment date for the physical, and proof of residency.  Students moving into Torrington from other towns, or states, should have health and educational records sent to the school.

Kindergarten registration takes place each April and May, or through out the summer.  Children who will be five years old by December 31st are eligible to enter kindergarten in September of that year.  Please call Forbes for more information at 860-489-2500.

SCHOOL HOURS

Grades 1 through 5:   9:00 A.M - 3:20 P.M.

When a student arrives after 9:00 A.M., he/she will be considered tardy.  A tardy student will report to the main office to receive a tardy pass.

Morning Kindergarten:   9:00 A.M. - 11:45 A.M.  When a student arrives after 9:00 A.M., he/she will be considered tardy.  All tardy students must report to the office to receive a tardy pass.

Afternoon Kindergarten: 12:30 P.M. - 3:20 P.M.  When a student arrives after 12:30 P.M., he/she will be considered tardy.  All tardy students must report to the office to receive a tardy pass.

It has been agreed upon with the Superintendent of Schools that children enrolled in the Torrington Public Schools will not be permitted to leave school early for dance recitals, fairs, vacations and other after school activities.  Children may only be released early for an emergency doctor or dentist appointment.  This expectation is the same as the tardy policy for morning arrival.

SECURITY

ALL VISITORS MUST ENTER THE BUILDING USING THE MAIN ENTRANCE of the school.  Upon arrival visitors must go directly to the main office, sign the visitor’s sign-in and sign-out book.  All visitors are required to wear a VISITOR’S BADGE while in the building.  If you are picking up an ill child from the nurse, you need to stop in the office to sign him/her out before proceeding to the nurse’s office to pick up your child.

SPECIAL SERVICES

A full range of special services is offered to students with diagnosed needs through the Planning and Placement Team (PPT) process.  Services include classroom modifications, speech therapy, psychological evaluation, counseling with the school psychologist, social worker, occupational therapy, physical therapy, and learning resource classrooms.  

STANDARDIZED TESTING

Standardized tests are administered to provide evaluative information regarding individual student progress.

Results of tests are provided to parents/guardians when they become available.  Individual appointments, to discuss the results, may be requested at any time.

STUDENT EXPECTATIONS

Students are expected to learn how to function as a member of a group.  The basic behavior of each child is addressed by the assertive discipline plan of each child’s teacher.  Because children are individuals, any behavioral problems are addressed on an individual basis.  Students are expected to be an active part of the teaching-learning process.  It is important that each child strive to achieve and succeed at the appropriate level.

STUDENT RECORDS

The purpose of maintaining school records is to provide a history of educational growth of each student.  These records typically consist of personal information, an attendance record, and information related to the child’s educational program and progress.  A student’s record also includes health records, annual report cards, standardized test scores, and individual diagnostic test scores. 

STUDENT RECORDS (Continued)
Special Education records are maintained in a separate file.  Access to these records may be obtained through the principal.  Parents/guardians may review these records.  Please inquire through the office if you have any questions about your rights to access, etc. (See Appendix – Buckley Amendment)

SUSPENSION POLICY

The principal may suspend a student whose conduct endangers persons or property or is seriously disruptive of the educational process.  Administration may suspend a student for infraction of school rules.  Suspension is defined as an exclusion from school privileges for a period of not more than ten (10) consecutive days.   Evidence of past disciplinary problems may be used in determining the length of suspension.  Please consult the Elementary School Code of Conduct.  

TARDINESS

Any child who enters school after 9:00 A.M. must stop in the office accompanied by a parent/guardian or adult, to receive a “tardy pass” before proceeding to their classroom so their name will be removed from the absentee list.  If you know that your child will be tardy on a particular day, please call and inform the office.  Tardiness is recorded and becomes part of your child’s permanent record.

Several factors come into play when a child is tardy.  Your child misses important information that is given during morning announcements, your child misses the lunch count that is taken first thing in the morning, and your child is also missing morning class work.  It is imperative that you have your child in school on time, especially if you choose to transport your child.  Chronic tardiness will be reported to the social worker, principal and/or appropriate outside agencies that in turn will follow-up with parent/guardian. 

TELEPHONE AND ADDRESS CHANGES

It is important for parents/guardians to contact the office (489-2500 ext. 100 or ext. 101) immediately if there is a change of address, telephone number (home or work), childcare provider, work place or person to contact in an emergency.

VOLUNTEERS

Volunteers are welcome at Forbes School.  If you would like to give some of your FREE time, please contact your child’s teacher or the office.  Volunteers provide valuable resources to the school by assisting in classrooms and the media center.  Volunteers contribute to improve instruction, enrich curriculum, and increase school community relations.  Please call the school office (489-2500) if you would like to help.  Volunteers must come to the office to sign-in and sign-out.

WALKER PROCEDURE 

Any student who will NOT ride the bus at dismissal and will be picked up by a parent/guardian is considered a “walker.”  Students that will NOT be riding the bus need to bring a note to his/her teacher.  If an emergency arises during the school day and you need to pick up your child at dismissal, please call the school before 12:00 noon.  If your child will not be riding the bus on a regular basis, i.e. dance, scouts, etc., one note to cover the entire time period, noting who will be picking him/her up and signing out your child, MUST be submitted to the teacher/office.  A list of student pick-ups (walkers) is generated throughout the day.  Late calls cause confusion, and it may be difficult to get the message to your child, since students may already be passing to their bus. 

Without a note or telephone call, from a parent/guardian, your child will always be placed on the bus at dismissal.

Walkers will be sent to a separate area for pare/guardian pick-up.  To ensure students’ safety, all students must be signed out.  If an adult other than the parent/guardian will be picking up a student, a note MUST be sent to the school.  Dismissal will occur at 3:20 P.M.
A P P E N D I X

BUCKLEY AMENDMENT (RELASE OF SCHOOL RECORDS):

FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT (20 U.S.G. 123g) (Buckley Amendment)

(b)  (1)  No funds shall be made available under any applicable program to any educational agency or institution which has a policy or practice of permitting the release of education records (or personally identifiable information contained therein other than directory information, as defined in paragraph (5) of subsection (a) of this section) of students without the written consent of their parents to any individual, agency, or organization other than the following:

(A)  other school officials, including teachers within the educational institution or local educational agency, who have been determined by such agency or institution to have legitimate educational interests;

(B)  officials of other schools or school systems in which the student seeks to enroll, upon condition that the student’s parents be notified of the transfer, receive a copy of the record if desired, and have an opportunity for a hearing to challenge the content of the record;

©  authorized representatives of (i) the Comptroller General of the United States, (ii) the Secretary, (iii) an administrative head of an education agency (as defined in Section 1221e © of this title) or (iv) State educational authorities, under the conditions set forth in paragraph (3) of this subsection;

(D)  in connection with a student’s application for, or receipt of, financial aid;

(E)  State and local officials or authorities to whom such information is specifically required to be reported or disclosed pursuant to State statute adopted prior to November 19, 1974;

(F)  Organizations conducting studies for, or on behalf of, educational agencies or institutions for the purpose of developing, validating, or administering predictive tests, administering student aid program, and improving instruction, if such studies are conducted in such a manner as will not permit the personal identification of students and their parents by persons other than representatives of such organizations and such information will be destroyed when no longer needed for the purpose for which it is conducted;

(G) accrediting organizations in order to carry out their accrediting functions;

(H) parents of a dependent student of such parents, as defined in section 152 of Title 26; and

(I) subject to regulations of the Secretary, in connection with an emergency, appropriate persons if the knowledge of such information is necessary to protect the health or safety of the student of other persons.

Nothing in clause (E) of this paragraph shall prevent a State from further limiting the number of type of State or local officials who will continue to have access there under.

(2) No funds shall be made available under any applicable program to any educational agency or institution which has a policy or practice of releasing, or providing access, any personally identifiable information in education records other than directory information, or as is permitted under paragraph (1) of this subsection unless:

(A) there is written consent from the student’s parents specifying records to released, the reasons for such release, and to whom, and with a copy of the records to be released to the student’s parents and the student if desired by the parents, or

(B) such information is furnished in compliance with judicial order, or pursuant to any lawfully issued subpoena, upon condition that parents and the students are notified of all such orders or subpoenas in advance of the compliance therewith by the educational institution or agency.

ATTENDANCE/TRUANCY

Regular school attendance is essential to the educational process.  Responsibility for assuring that students attend school rests by statute with the parent or other person having control of a child.  To assist parents and others in meeting this responsibility, the Torrington School Administrators will make a concentrated effort to prevent and remedy truancy in its early stages for students who are found to be truant.  (“Truant” means a child enrolled in a grade from kindergarten to grade eight who has four unexcused absences in a month, or ten unexcused absences in one year.  A “habitual truant” means any such child who has 20 unexcused absences within a year).  The efforts of the administration will include:

1.  A meeting with appropriate school staff and the parent (or other person having control) of the child who is truant within ten (10) school days after the child’s fourth unexcused absence in one month or tenth unexcused absence in one school year.

2.  The designated staff shall coordinate services with and referrals of children to community agencies providing child and family services.

3.  The designated school staff annually notifying the parent or other person having control of each child enrolled in a grade from kindergarten to eight in writing of obligations of the parent pursuant to 10-184 of the Connecticut General Statutes.  The communication will define excused absence as:

reasons of health, including illness, incapacity or  doctor’s  visits.  The District reserves  the right to require a physician  or other appropriate certification for four (4) absences a month or a total of  ten days in any school year.

religious holidays

court appearance

funeral


approved school activities

suspension or expulsion

limited absences from school for special activities with parental consent, subject to the approval of the  principal.

4. Annually at the beginning of the school year and upon enrollment during the school year, obtain from the parent a telephone number or other means of contacting such a parent during the school day.

5. Whenever a child enrolled in school in grades K-8 fails to report to school on a regularly scheduled school day and no indication has been received by school personnel that the child’s parent or other person having control of the child is aware of the pupil’s absence, a 

ATTENDANCE/TRUANCY (Continued)

reasonable effort to notify, by telephone, the parent or such other person shall be made by the school personnel.  Person who, in good faith, give or fail to give notice pursuant to subdivision (4)  shall be immune from any liability, civil or criminal, which might otherwise be incurred or imposed and shall have the same immunity with respect to any judicial proceeding which results from such notice or failure to give such notice.

6.  The Superintendent shall file a written complaint pursuant to said CSG Section 46b-149 for each habitual truant enrolled in the schools under his/her jurisdiction who are habitual truants.

Legal Reference:  Connecticut General Statutes

10-184  Duties of Parents

10-198a Policies and Procedures

Concerning Truants 


46b-149 Family with Service Need

SEXUAL HARASSMENT POLICY AND PROCEDURE

STATEMENT

It is the policy of the Board of Education that any form of sexual harassment is forbidden in the workplace, whether by supervisory or non-supervisory personnel, by individuals under contract, or volunteers subject to the control of the Board.  Sexual harassment is defined as unwelcome conduct of a sexual nature, whether verbal or physical, including, but not limited to, insulting or degrading sexual remarks or conduct; threats or suggestions that an employee’s submission to or rejection of unwelcome conduct will in any way influence an employment decision regarding that employee, or conduct of a sexual nature which substantially interferes with an employee’s work performance, or creates an intimidating, hostile or offensive work environment, such as the display in the workplace of sexually suggestive objects or pictures.

Sexual harassment in the workplace whether by supervisory or non-supervisory employees will result in disciplinary action up to and including dismissal.

PROCEDURE

It is the intent of the Board that the administration will inform all employees of the adoption of this policy, following its adoption, and annually thereafter.  It is also the intent of the Board that the administration establish a procedure of informing newly hired employees of the policy at the time of employment

REF:  42 U>S>C.s2000e(“TitleVI”); 29 C.F.R. S1604.11; C.G.S.

S46a-60(a)(8)

Sexual Harassment Policy and Procedure-Employees

Adopted May 6, 1992

POLICY 4080

SUICIDE PREVENTION POLICY

The Torrington School System recognizes that suicide has become one of the top three leading causes of death among young people.  It further acknowledges the schools’ role in providing an environment which is sensitive to societal changes, which place youth at greater risk for suicide, and one, which helps to foster positive youth, development.  Consequently, the Torrington School System recognizes its moral and ethical responsibility to take a proactive stance in preventing the problem of youth suicide by providing programs, which are conducive to the positive development of youth, and by providing appropriate intervention and referral for those potentially suicidal youth who come to the attention of school personnel.  At the same time, however, the Torrington School System recognizes that suicide is a complex issue which cannot be addressed by the school system alone.  While the school may recognize potentially suicidal youth, it cannot provide the necessary, in-depth, clinical assessment and psychotherapy.  The school system’s role in dealing with youth who are at high risk for suicide is to try to identify and refer these youth to appropriate community agencies for more in-depth assessment and treatment, therefore, any school employee who may have knowledge of a suicide threat or who observes student behavior which appears to be related to the possibility of suicide must take the proper steps, as specified in the following administrative procedures, to report this information to the designated school personnel, the student’s family, and/or appropriate community agencies.  A copy of the policy is available on the district website in the Board of Education Policy Manual section.

Suicide Prevention Policy

Approved 9/2/92

Admin. Regulations Rec’d 9/2/92; 5/4/94

POLICY 6180
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