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Welcome!

          Locust Lane Elementary

3245 Locust Lane

Eau Claire, Wisconsin 54703

(715)852-3700

September 2016

Dear Locust Lane Families,

Welcome to Locust Lane Elementary School! We are excited to partner with you in the education of your child(ren). An exciting year of learning, sharing and achieving is ahead for all of us.  This handbook is a helpful tool for you to reference throughout the year as different questions arise. 

The Eau Claire Area School District’s vision is to prepare all students for post-secondary success.  In working towards this vision, the mission of Locust Lane Elementary School is to provide a safe learning community where all our citizens are empowered to meet the academic, social, and emotional challenges of our past, present and future. We invite you as families and community members to work with us to fulfill this vision. 

Positive partnerships between home and school are essential for shaping your children’s attitude and achievement in school.  Open, honest and respectful communication is important for this to take place.  To help keep you informed about what’s happening at school, you will receive newsletters and updates regularly throughout the school year.  Please know that any time you have a question or concern, your communication with us is valued and welcomed.  Feel free to contact us by emailing or calling your child(ren)’s teacher, our school secretary, Shannon Polus, or me.  

In addition to this handbook as a reference, we encourage you to visit our website at  http://www.ecasd.us/Locust-Lane-Elementary/Home. You’ll also find us on Facebook!  District information can be found on the district website www.ecasd.us. The staff at Locust Lane is excited about the year ahead! Please feel free to contact us if there is any way that we may be of assistance. Go Leopards!! 

Your partner in education,

Laura Schlichting, Principal

lschlichting@ecasd.us
715-852-3710
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ACCESS TO PUPIL RECORDS:
Parents of minor students may examine their child/ren's school records.  Access may be requested through the school principal.

ACCIDENT/EMERGENCY PROCEDURES:
In the event of an accident or emergency, every effort will be made to contact the parent at home or at work as soon as possible.  If the parent cannot be reached, emergency contacts listed on the Student Information Form (SIF) will be called.  The facts of the accident or emergency will be given and the parent or contact person will determine if a doctor is needed.  In the event of an extreme emergency, an ambulance will be called.

In the event of an accident or emergency which causes school to be closed and students to leave at other than the normally scheduled time, no child will be released to any person other than his/her parent without written consent from the child's parent/guardian.  
ATTENDANCE AND REPORTING ABSENCES:
Every Student Every Day! 

All children five to eighteen years old are required to attend school by Wisconsin state law.  Any child who is five years old before September 1 is eligible to attend kindergarten.  

School success goes hand in hand with good attendance.  Attending school every day helps children feel better about school – and themselves.  Good attendance will help children do well in high school, college, and at work.  We want your child with us every day and on time to give us the opportunity to help them learn and achieve at high levels.  

The safety and well-being of your child is our first concern, consequently attendance is taken immediately upon arrival and all students, present or absent are accounted for.  Parents must call the school and report absences.  Please call the school office between 7:30-8:30 AM when your child is going to be absent so that we know his/her whereabouts and status.  If we have not heard from you regarding your child’s absence, we will contact you after 9:00 AM. Please be aware that both tardiness and leaving early will be documented on each students’ attendance record.  

Our school day is divided into four periods.  Each period that is missed by five or more minutes is considered an absence for that period.  The times are below for each of the periods: 

	
	Time 

	Period 1
	8:15-10:00

	Period 2
	10:00-11:45

	Period 3
	11:45-1:30

	Period 4
	1:30-3:10


Because good school attendance is important, your attitude as a parent in reinforcing the importance of good attendance and punctuality are critical. Please remember that illness, medical appointments, legal proceedings, family emergencies, religious holidays, or pre-arranged absences approved by the school administrator are the only absences classified as excusable. Appointments, vacations, etc., should be scheduled so there is little or no loss of school time.  If your child must be out of town or on vacation during school, please send a note for pre-approval to the principal.  
BICYCLES, SKATE BOARDS, AND ROLLER BLADES

Students who ride bicycles to school may not ride their bicycle on school grounds.  Bicycles must be walked from the sidewalk to the bike racks where they should be locked.  The school is not responsible for damaged, lost, or stolen bikes.  Students should know and follow bicycle safety rules.  Students who ride skateboards to school may not ride them on school grounds.  Skateboards must be carried and secured to the bike rack.  Skateboards may not be brought into the school building.  Students who wear roller blades to school may not skate on school grounds. Roller blades must be taken off when school grounds are reached and carried into the building to be stored in the student's locker.  The school is not responsible for the loss or damage of these items. 
BUIDING GOALS

The Eau Claire Area School District’s vision is: “All students are prepared for post-secondary success.” From this vision, our school has analyzed student data to create a goal and an action plan that we will focus on this year.  Our goal is to “increase student achievement in reading and in math” for all students by: 

Implementing high quality instruction and collaboration so that 85% of students meet or exceed math and Reading benchmarks by May 2016 as measured by Aimsweb, PALS, and STAR screeners.  We will do this by focusing on: 

· Embedding culturally relevant strategies into our every teaching practices
· Explicitly teaching academic vocabulary to increase comprehension 
· Decreasing physical aggression among students 
· Implementing a consistent instructional word study program to strengthen reading and writing skills. 

The Eau Claire Area School District is committed to ensuring that each child graduates ready for post-secondary opportunities.  Towards this endeavor, all students are assessed with formative and summative assessments each year.  If your child is not making adequate progress to reaching end of the year benchmarks, the classroom teacher will be contacting you to discuss and plan interventions to continue helping your child.  

BUS ZONES

Parents arriving to drop off or pick up children should observe the NO PARKING signs along Locust Lane. These have been placed there for the safety of all children during the school day.  Buses will unload and load students in front of the school in the driveway.  Parents SHOULD NOT drop off or pick up students in this area from 7:50-8:15 and 2:50-3:10 each day as it is a bus zone only. 
In the morning when you are dropping your students off in the parking lot, you need to pull up all the way to the end of the building by the curb to drop off your child/ren.  Please do not drop off students in front of the building.  This causes traffic congestion which can lead to serious accidents involving our students and the public.  Your help in making sure you follow this procedure is critical to the safety of everyone.  

Instruct your child/ren as to where you will pick them up and remind them to cross the street with the safety patrollers at all times.  

CORE VALUES:

The Eau Claire Area School District, has adopted the following basic core values:

1. Honesty – To consistently seek and speak the truth

2. Respect – To value self, others, property, and diversity

3. Responsibility – To be accountable for your actions towards yourself, others, and community

4. Compassion – To show care and kindness for others

5. Courage – To face difficult situations with confidence and determination

6. Justice – To consider the perspective of others and to demonstrate the courage to be consistently fair

All students and staff are expected to follow the district established core values.  We appreciate your help in reinforcing these values at home.  

LOCUST LANE’S CORE VALUES:
While all of the district core values are important, we feel that our younger students respond better when we focus on only four core values.  The four values that surfaced as the most important to the Locust Lane Community are:  Honesty, Responsibility, Safety, and Respect.  These are values that all teachers at school will work on with students during the school year.  We hope that you will also take the time to teach and reinforce these values at home with your children.   We expect that all school staff along with parents/guardians model our core values at all times for our children.  Together, we can help all students develop positive characteristics that will enable them to succeed academically and socially.

DISCIPLINE PLAN:
We continue to implement PBIS: Positive Behavior Intervention and Supports.  This is a framework that has been adopted by our school district.  The PBIS framework aligns itself with the RtI (Response to Intervention) model of academic and social emotional learning. Braiding the two frameworks together help staff and administration narrow the focus on different levels of student interventions.  It allows us to better document intervention plans, locate resources, and strategies for how we are working with all students.  

We believe that it is only through positive high quality teaching and intensive interventions that our students will be successful.  Activities and celebrations are planned throughout the school year to engage our students and staffs in learning about positive behaviors.  Reminders or cool tools are developed to be used in areas where our data show a need to re-teach or model the positive behaviors/expectations.  The support staffs play an integral role in making sure that all students learn the same expectations for behaviors.  We are excited to work with our students and ask that you continue to support PBIS structures and procedures as we share them with you.  As always, your support is greatly appreciated. 
All members of the Locust Lane community will: Show respect for self, others, and property and be responsible at all times.  In addition, all students are expected to: 



Use good manners

(Respect)               


Tell the truth


(Honesty)
Do their best work 

(Responsibility) 
Engage in safe behaviors 
(Safety)
These expectations require acceptable and appropriate behavior. If a behavior is unacceptable or inappropriate, the expectation is that the child will help fix the behavior so that the same behavior does not occur again.  
Sometimes students do make mistakes and we will use a Minor/Major Fix It Plan to help students process when an infraction has occurred.  The Fix It Plan will be sent home so that parents are aware this has happened at school. Once a Fix It Plan comes home, parents are expected to process the situation with their child, sign the plan, and return it to school the next day.  If a child starts to receive multiple Fix It Plans, a meeting will be called that would include parents, the counselor, social worker, and principal.  Students who receive 3 or more Fix It Plans in a 30-day period will automatically be entered into our Check In/Check Out program.  Parents will be notified that this is taking place.  

Students are always taught and given multiple opportunities to change an undesirable behavior before a Fix It Plan is given to them.  Please note that all acts of physical aggression will warrant a Fix It Plan and a phone call home anytime it occurs.   
Sample Office Discipline Referral 
Locust Lane Behavior Report and Plan

At Locust Lane School we will be Respectful, Honest, Responsible, and Safe.

	Minor 

(Teacher Managed)
	Major

(Office Managed)
	Possible Motivations

	· Stealing

· Inappropriate language

· Disruption

· Defiance

· Property Misuse

· Cheating/Lying

· Other
	· Stealing

· Abusive language

· Fighting/Physical aggression towards others

· Repeated Defiance

· Property Damage

· Harassment/Bullying

· Other
	· Avoid Adult

· Avoid peer

· Avoid task

· Obtain adult attention

· Obtain items/activities

· Obtain peer attention

· Other

· Don’t know


What is my job? __________________________________________________________________________________________
What kind of person do I want to be? __________________________________________________________________________________________
My mistake was:

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
This mistake made me feel: __________________________________________________________________________________________
My plan for the future is: ____________________________________________________________________________________________________________________________________________________________________________________

School consequences or fix-it plan: ______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Student signature _______________________Staff Signature ___________________________

Parent Signature _________________________________

Parent Comments

__________________________________________________________________________________________​__________________________________________________________________________________________
Teacher Comments

____________________________________________________________________________________________________________________________________________________________________________________
DISTRICT CLASSROOM CODE OF CONDUCT: 

The classroom code of conduct is a district policy.  This policy will be imposed if students are not able to function safely within the classroom environment after the teacher has repeatedly tried to redirect the student.  In such cases, the student will be removed to the office for a cool down period.  The principal will determine when the student will be allowed back to class.  The person requesting to have the child removed from class will contact the parents to let them know of such an incident within 24 hours. 
Safety of all students and staff is our number one concern.  In or out of school suspensions will be imposed for any student that shows acts of physical aggression with other students or adults at school.  Threats to others are taken seriously and consequences will be imposed.  Fake or real weapons of any kind are not to be brought to school.  The principal shall decide the consequence of a child bringing any type of weapon to school.  This may include in or out of school suspensions.  Please help your child understand this policy to avoid confusion and frustration.  
DIRECTORY INFORMATION: 
Principals may release student directory information for any student to any person for educationally-related nonprofit purposes unless a written exception is issued by the adult student, parent, legal guardian, or guardian ad litem.  Parents will have until September 30th to inform the school that all or part of any directory data may not be released without their prior consent.  A student directory may include: name of student, birthdate, telephone number, and address. 
EMERGENCY DRILLS:  

Throughout the course of the school year we will be conducting several drills with the students to ensure that all staff and students understand and know how to respond/what to do in the event of an unplanned situation.  Drills are held periodically to practice emergency procedures in an efficient and safe manner.  Each school year, we practice the following drills: 

· Fire – fire in or around the building 

· Severe weather – severe thunderstorms, tornadoes, hurricanes, etc…

· Hold – a non-threatening situation in the building that requires attention without the disruption/commotion of students in hallways, certain classrooms, etc…

· Secure – a situation in which the safety of students/staff can be threatened or endangered  

· Intruder Alert – a situation in which an armed person is in our building  

· Evacuate – an unsafe situation in or around the building requiring us to leave the building to remain safe.  

In the event that there is an emergency and we have to evacuate the building, the students and staff will evacuate the building and go to a safe place.   If it is not safe for us to return to school, we will use the emergency forms that you completed and contact you or your emergency contact people to pick up your child/ren from our location.  There may be times when we have to evacuate for a short period and be allowed to come back to school.  In this case, we will bring the children back and dismiss at our usual time with normal procedures.  

All students are instructed on procedures to be used in all of the drills.  In the event of an emergency, every effort will be made to protect all students from harm by following recommended emergency procedures.  All students would be accounted for and no student would be allowed to leave the area except with parents/guardians or with specific written permission from them to leave with someone else.

EMERGENCY SCHOOL CLOSINGS: 

If school will be closed due to inclement weather, announcements will be made by the local radio stations by 6:30 a.m.  It will also be posted on the ECASD web site.  
When hazardous weather or other emergency conditions occur during the school day and schools must be closed early, radio stations will begin announcing the closings between 10:00 and 11:00 a.m.  Secondary schools will close at 1:00 p.m. and elementary schools at 1:30 p.m.  Buses will run their regular routes beginning at these specified times or as close to them as conditions allow. The decision to close schools because of bad weather is made by the Superintendent after consulting with the National Weather Service, city, county, and other sources.  If schools are closed due to bad weather, all athletic, after school, and evening events are also canceled.  

It is possible that school could start late due to inclement weather. This means that we could have delayed starts by two hours in the morning. If your child is expected to be at school by 8:10, a two hour delay would mean that your child would arrive at school at 10:10.  Please do not drop your child off at school before 10:10 if we experience a two hour delay.   
In addition, our school district continues to participate in the Peak Energy Rate Program through Excel Energy.  The Peak Control Rate (PCR) is an alternative electric rate for customers that are able to shed load during Excel Energy peaks.  PCR customers would agree to shed load to predetermined demand levels during peak demand times.  The risk of the program is that it may affect the school day by needing to close school early; however, in the last 16 years we have been in this program, there were only two occasions when service would have been interrupted during the school year.  The district would receive at least one-hour notice before the interruptions.  We will handle an energy shut-down similar to closing school early for bad weather.  The news media would be contacted immediately so it could report the early closing.  As with snow days, parents should have alternate arrangements made for students on days when the district closes early.  

PLEASE LISTEN TO A LOCAL RADIO STATION TO KEEP INFORMED OF ANY SCHOOL CHANGES.  Avoid calling the school for information.  Also, have an emergency plan worked out with your child in case of school closings.

FAMILY INFORMATION CHANGE:   

It is extremely imperative that we maintain current data on our students including address, phone number, parents’ work location or phone number, emergency contact, etc.  If during the course of the school year any of this information should change, please inform us as soon as possible.  (A phone call to school is usually all that is necessary.)

Many occasions arise during the year when we need this information quickly and if it is incorrect or outdated, we can be confronted with a potentially serious problem.  Be sure you notify friends or relatives that you have them listed as “emergency contacts” so they are aware of their potential responsibilities.   

FIELD TRIPS:
Field trips are intended to be learning experiences that cannot be accomplished at school.  Children will take field trips throughout the school year.  Each field trip will require a signed permission slip from parents/guardians.  Teachers will inform parents of each trip, when it is scheduled and the details. 

GUIDELINES FOR CUSTODIAL/NON-CUSTODIAL PARENTS: 
All schools in the Eau Claire Area School District maintain strict neutrality between parents who are involved in an action affecting the family, unless otherwise directed by Court Order. 


Prior to the beginning of each school year, each parent enrolling a student will be requested to provide the principal with current information regarding any Court Order that provides specific rights to the child’s parents.  
In the absence of a court order, neither parent will have over the other parent. 

Unless directed by a Court Order both parents, custodial and non-custodial, are entitled to all grade reports, newsletters, disciplinary action and teacher/principal conference appointments.  Delivery of all such information will be made in the same manner to both parents, which means it will usually be sent home with the child. 
HEALTH SERVICES:
The school nurse is available at our school one morning a week on a consult basis.

If your child has a fever, rash, sore throat, a sore that will not heal, or a communicable disease, he/she should be kept home from school until well.

It is extremely important that you report any change in telephone numbers, address, work place, or emergency contact person(s) at once to the school office.  This information is very important in the event of illness, accident, or other emergency.  

HEARING AND VISION SCREENING:
In October volunteer parents, under the direction of the City-County Health Department, will give a hearing test to students in grades K & 1. In September, a vision screening test will be given to students in grades K & 3 who do not wear glasses.  Should either test indicate a problem, a re-test is given.  If the child does not pass the re-test, the parents will be notified in writing by the Health Department; the recommendation being to consult a doctor for further examination.

All vision and hearing testing we conduct are simply screening measures and are in no way meant to be absolute.  It is very possible a student could pass our screening devices and still have a condition that would affect classroom performance.  It is because of this that we encourage parents to maintain regular and specialized medical appointments for their children.

HEAD LICE: 
Head lice periodically are a problem in schools.  You can help prevent head lice by checking your child every week.  If you see head lice, call the school so staff can take precautions to protect other children.  You can also call the health department at 715-839-4718 if you have questions.  

You and your family can do several things to reduce the risk of getting head lice. 

KIDS: 

Do Not share combs and brushes with other children.

Do Not share hats, scarves, coats, sweaters, or other clothing with other children. 

Do Not bring stuffed toys or other things to school that could be possible carriers of lice.

Do store caps, head bands, etc… in the sleeves of your jacket/coat.

Do bathe and shampoo your hair often. 

Do wash your combs and brushes often 

PARENTS: 

Do inspect your child’s head frequently, especially before and after a group activity such as a birthday party.

Do notify the school right away if you suspect you or a member of your family has head lice. 

Do follow prescribed treatment plans provided by the City-County Health Department. 

Do Not feel embarrassed or ashamed if your child has lice.  Head lice are not an indication of uncleanliness. 
HOLIDAY CELEBRATIONS:
The following parties are permitted in the Eau Claire Area School District's elementary schools:

Fall Holiday 

Winter Holiday

Valentine 
Year-End Picnic

IMMUNIZATIONS:
Wisconsin State Statute 140.5 requires all students entering public schools to have basic immunizations or be refused entry unless the child is exempt for religious or medical reasons.  It is the parent's responsibility to insure that their child meets this requirement and to provide appropriate evidence of such compliance to the school principal.

INSURANCE:
The school district does not carry insurance to cover medical, dental, etc. costs should your child have an accident at school.  If insurance needs exist, families should consider the low cost insurance, for which information is provided at the beginning of each school year.

INVITATIONS TO PARTIES
If your child is having a party, invitations may only be distributed at school if every child in the class is invited.  Otherwise, other arrangements must be made to distribute invitations.  Children are often times hurt or discouraged if they do not receive party invitations when other children do.  Thank you for your concern and consideration of all children’s feelings.  

LOST AND FOUND:
Mark all clothing and materials with your child's name.
Lost articles with name tags will be returned to the owner.  Un-labeled lost items will be placed in the "lost and found" tables for students and parents to look through.  When you are at school, make an effort to periodically check the lost and found tables as we often have many items left behind by our students.   

LUNCH, BREAKFAST, and COMPUTERIZED MEAL SYSTEM: 
Breakfast, hot lunch and milk are served at school.  A monthly menu will be sent home with each child. 
Prices:

Breakfast
1.00 per meal (includes milk)

.30 reduced (includes milk)


Hot Lunch  
 $2.65 per meal (includes milk)  

       
   
.40 Reduced (includes milk)

Milk  
  
 .50 per carton, (half pint) grades K-5 breakfast and lunch if purchased separately 
Parents/Guardians are required to prepay money into an account for each child.  Meal/milk prepayment envelopes will be sent home with each child to be returned the first school day of the week.  Every child is assigned a four or five digit PIN (Personal Identification number) that the child will enter every time he/she eats breakfast or lunch or takes milk.  Account statements will not be mailed unless the account has a negative balance.  You can also enroll in “My School Bucks” to view and add money to your child’s account at your convenience. Your cooperation in maintaining a positive balance is appreciated.  If you have questions about your child's account, please call the school cook.  An "Account Activity Report" showing the account activity and current account balance for your child can be provided.

If your family income allows you to qualify for free or reduced meals, please file an application as soon as possible.  You will be notified as to your eligibility.  New applications must be approved before free or reduced prices begin.  Students, who received free or reduced lunch in Eau Claire last year, have 30 days to re-qualify.  A new application must be completed each year. If your child brings a sack lunch or lunch box, please clearly mark it with his/her name.  
MEDICATION:
A Medication Consent Form must be completed by parents for children who must have medication dispensed to them during the school day.  The prescription and amount of medication to be given must be indicated.  No child is to receive medication without a permission slip on file with physician’s signature.  When there is a change in dosage amount, a new form must be filled out by the physician.  This policy includes the dispensing of aspirin.  Any medication must be in the prescription bottle with the correct prescription stated.

MOVIE POLICY

	Film Rating
	Grades K-5
	Grades 6-8
	Grades 9-12

	G
	W/O
	W/O
	W/O

	PG
	W/P
	W/O
	W/O

	PG-13
	N
	W/P
	W/O

	R
	N
	N
	W/P

	N-17/X
	N
	N
	N


W/O
 = 
May be shown without parent permission.

W/P
 = 
May be shown with parent permission and principal approval.

N
 = 
May not be shown.

In accordance with Board Policy #381-Rule, “Guidelines for Teaching About Controversial Issues” these practices are expected to be followed. (This policy is applicable to any school related activity.)

A FILM (W/P) may be shown to students if the following conditions are met:

1. Approval from the building principal.

2. Parent/Guardian written permission is obtained (by the teacher) prior to showing the film to the students.

3. The parent/guardian notice will contain an accurate description of the contents of the film, its educational value relating to the curriculum being taught, and the reason the film was rated “PG, PG-13, or R.” It is recommended that notification be sent home one week prior to the viewing of the film. 

4. If the parent/guardian does not wish to have the student view the film, an alternate learning experience will be provided. 
A CLIP (20 minutes or less) from a film (W/P) may be shown (with principal approval) if it is free from offensive material. (See 381-Rule, Guidelines for Teaching about Controversial Issues) Parent notification (not necessarily permission) must occur at least one week before the clip is shown (i.e., syllabus, Edline, note home).

NONDISCRIMINATION POLICY:
The Eau Claire Area School District is committed and dedicated to the task of providing the best education possible for every child in the district for as long as the student can benefit from attendance and the student’s conduct is compatible with the welfare of the entire student body.

No person shall be denied admission to any public school or be denied participation in, be denied the benefits of, or be discriminated against in any curricular, extracurricular, pupil services, recreational or other program or activity because of the student’s sex, race, national origin, ancestry, creed, marital or parental status, sexual orientation, or physical, mental, emotional, or learning disability. In determining qualifications for participation, all students shall be judged against the same pre-determined qualifying standards in a manner that is fair and objective.

Barrier‑free access to school facilities shall be provided to the extent that no student with disabilities is denied an opportunity to participate in a district program available to students without disabilities.

Reasonable efforts shall be made to identify un-served handicapped/disabled students of this district eligible for special education and/or related services. Each identified student shall be provided with a free and appropriate public education, including a program of educationally‑related services deemed essential for the educational success of that student. Such a program of special education services shall be provided in the least restrictive environment and in barrier‑free facilities. To the maximum extent appropriate to the student’s handicap/ disability, a handicapped/disabled student shall be placed in an educational setting with non‑handicapped/ disabled or less severely handicapped/disabled students.

Discrimination Complaint Procedures

If any person believes that the Eau Claire Area School District or any part of the school organization has failed to follow the law and rules of §118.13, Wis. Statutes, the Americans with Disabilities Act, Title IX, Title VI, or Section 504 or in some way discriminates against students on the basis of sex, race, religion, national origin, ancestry, creed, pregnancy, marital or parental status, sexual orientation, or physical, mental, emotional, or learning disability, he/she may bring or send a complaint to Kay Marks, Executive Director of Human Resources, 500 Main Street, Eau Claire, Wisconsin 54701. You may contact Kay at 715-852-3051.

Complaints relating to the identification, evaluation, placement or provision of a free appropriate education of a child with a disability shall be resolved by procedures authorized in state and federal law. Also, complaints under federal law commonly referred to as EDGAR complaints (i.e., that the state or a subgrantee is violating a federal statute or regulation that applies to a program) shall be referred directly to the State Superintendent of Schools. 

Other complaints will follow the steps identified below:
Step 1 A written statement of the complaint shall be prepared by the complainant and signed.  This complaint shall be presented to the building administrator (Principal). The building administrator shall forward a copy of the complaint to Kay Marks, Executive Director of Human Resources, who is the district-level individual designated to receive formal complaints.  The building administrator shall also send a written acknowledgment of receipt of the complaint to the complainant within 15 working days.

Step 2 The Director of Personnel, along with the building administrator and other staff where appropriate, shall be responsible for the investigation of all formal complaints. Following the completion of the investigation, a written report shall be prepared. Unless the parties agree to an extension of time, the findings from the investigation shall be delivered, in writing, to the complainant within 45 days of the receipt of the complaint.

Step 3 If a complainant wishes to appeal a determination by the Director of Personnel, he/she may appeal, in writing, to the Board of Education within 30 days of receipt of the written findings. Within 15 days, the Board shall send a written acknowledgment of receipt of the appeal to the complainant. The Board shall consider all appeals and render a written decision within 45 days of receipt of the appeal.

Step 4 If a complainant wishes to appeal a negative determination by the Board, he/she has the right to appeal the decision to the State Superintendent within 30 days of the Board’s decision. In addition, the complainant may appeal directly to the State Superintendent if the Board has not provided written acknowledgment within 15 days of receipt of the complaint or made a determination within 45 days of receipt of the written complaint. Appeals should be addressed to: State Superintendent, Wisconsin Department of Public Instruction, 125 South Webster Street, P. O. Box 7841, Madison, WI 53707.

Step 5 Discrimination complaints on some of the above bases may also be filed with the federal government at the Office for Civil Rights, U.S. Department of Education, 111 North Canal Street, Room 1053, Chicago, Illinois 60606.
PARENT-TEACHER ORGANIZATION (P.T.O)

We have active and supportive parents in our PTO.   This organization coordinates programs for all of our students through fund raising and other efforts.  We need your help to ensure that all voices are heard when planning for our children.  We also need many volunteers throughout the school year to help with different activities.  We hope you will be an active member of Locust Lane's P.T.O., we need your help!  
SAFETY PATROL

Fifth grade students may participate in the Safety Patrol Program.  It is an honor to be a member of the Patrol.  Students must be punctual, reliable, alert, and show proper conduct at all times.  At the conclusion of the school year, all patrol students are rewarded with a day at Action City. In addition, there will be other rewards for students who have shown exemplary leadership and commitment to being a patroller for the school year.   All participants are selected based on earned merit points while patrolling the entire school year.  

The patrollers are on duty during the following times:

 
 7:55  -  8:10 am



 3:05  -  3:15 pm

We also have an adult crossing guard at the corner of Abbe Hill Drive and Eddy Lane at the following times:

 7:30 - 8:30 am
 3:00 - 3:30 pm 
SCHOOL SUPERVISION - BEFORE SCHOOL/NOON HOUR/AFTER SCHOOL:
Unless your child is in the YMCA daycare program, he/she should not arrive earlier than 7:55 a.m., as there are no crossing guards or playground supervisors on duty before that time.

The breakfast bell rings at 7:55. Students may enter the building by the office or through the playground doors and go directly to the serving lines.  Students will be asked to return to the playground after breakfast until the 8:10 bells rings.

The morning bell rings at 8:10 a.m.  Children are not to enter the building except for breakfast until the bell rings, unless the weather is inclement. A red circle at each entrance indicates children are allowed to come inside the school building because of inclement weather; otherwise they are to remain outside.  A temperature below 0, -10 degrees’ wind chill, precipitation, and hazardous weather conditions are considered in determining if the children are outside or inside.

Under district policy, an adult is hired to provide student supervision during the noon hour.  On nice days, they supervise the playground, assist in organizing games, and strive to promote situations for the safety and well-being of all students.  On days of inclement weather, the supervisor patrols the halls and classrooms until the teachers return to their classrooms following their lunch break.  All children are expected to go outdoors for play when the weather permits.  It is the responsibility of the parent to see that the child comes to school properly dressed for each season of the year.

Playground supervision is not provided after school.  Children are to go directly home at dismissal.

SCHOOL DRESS:
Our school board has adopted a Dress Code for the district.  We expect that all students and staff follow the dress code.  

	Student Dress and Grooming Guidelines                                        443.1-Rule


Responsibility for the personal appearance of students enrolled in the Eau Claire Area School District shall normally rest with the students themselves and their parents/guardians.  Student dress or grooming shall not, however:
 

a.
affects the health or safety of students; 

b. disrupt the learning process within the classroom or school; or

c. be destructive to school property.

 

In order to assure a healthy and safe school environment for students, the following student dress code guidelines will be enforced:

1. 
During the school day headwear of any type is not to be worn (unless prescribed by a physician due to medical reasons or for documented religious beliefs).  Outdoor jackets and coats should not be worn.  

2.    No student shall be permitted to wear any clothing or jewelry that contains pictures and/or writing referring to alcoholic beverages, tobacco products, sexual references, profanity, promotion of gambling, illegal drugs and/or gangs. Clothing items that cause intimidation or disrupt the learning of others are prohibited. Students will not wear clothing that defames insults, threatens, harasses or injures any racial or cultural groups or individuals.

3. Students are expected to wear hairstyles and clothing that will not present a health or safety hazard. Special requirements may be necessary in certain areas such as physical education, art, band, science labs, kitchens, and technology education work areas; i.e. safety glasses, aprons, hair nets, etc. Appropriate footwear must be worn unless exceptions are granted. 

4.    Students will dress in a way that does not endanger themselves or others and will wear clothing that covers their stomachs, chests, backs, buttocks, and undergarments.  Tops are not to be worn that are 1) open backed or totally off the shoulder; 2) overly sheer so undergarments can be seen; or 3) low cut so that cleavage is exposed.  Tops and bottoms are to touch or overlap. There should be no exposed midriff. 

Students who violate the rules for school attire shall be asked to change or further disciplinary action will be taken, which may include suspension. 

This code is not intended to limit the right of the building and/or district administration to establish rules or restrictions regarding other paraphernalia or dress that disrupts or threatens to disrupt the learning environment of any school.  If there is a disagreement between students and/or parents/guardians and the staff regarding the appropriateness of clothing or other paraphernalia, the principal will use his/her discretion to make the final decision.

SCHOOL PICTURES

Student pictures will be taken on September 21st, 2015 with Lifetouch. You have a choice of several packages for purchase.  Those students not desiring to purchase pictures will have a photo taken for the memory book that comes out in the spring as well as a student ID card for the school library.   

TELEPHONE CALLS:
We try to minimize or eliminate interruptions during class time for students and teachers, except for emergencies.  If you would like to talk with a teacher, the best time to call is between 7:35-8:10 a.m.; or 3:10-3:20 p.m., otherwise you can leave a message on their voicemail any time. Please make after school and transportation arrangements with your child before they leave for school.  Make sure your child understands the plans for how he/she is getting home.  
TRANSPORTATION POLICY:
Eligibility

Bus transportation is provided to pre/K-5 students living more than a mile from their neighborhood school and students in grades 6-12 living more than two miles from school. Riding the school bus is a privilege and students must be respectful of the rules on the bus.  
Guidelines for Student Transportation

School buses are the extension of the school. The bus driver, like the teacher of a school classroom, has the responsibility for the safety and welfare of the students. Because students’ behavior on the school bus directly affects their safety and the safety of others, the following regulations apply at all times when students are riding the school bus, including school field trips.

1. Students shall follow the instructions and directions of the bus driver at all times.

2. Students should arrive at the bus stop on time, waiting in a safe place off the road.

3. Students will wait until the bus comes to a complete stop before attempting to board. 

4. During boarding or exiting from the bus, students will not run.  

5. Once seated, students will remain seated while the bus is in motion and will not obstruct the isles with legs, feet, or other objects.

6. Students will be courteous to the driver and fellow passengers.  Students, who have not already been assigned to a seat by the driver, will be allowed to sit in any available seat on the bus.  

7. Bullying, teasing, threatening, or harassing are hurtful and will not be tolerated.

8. To avoid choking, eating, or drinking on the bus is not permitted.

9. Loud talking, laughing, yelling, singing, whistling, throwing of objects, standing or changing seats are prohibited. Serious safety hazards can result from noise and behavior that distracts the driver.  
10. No part of the body (hands, arms, legs, or head) will be put out the window.

11. Nothing will be thrown from the bus.

12. Students will keep the bus clean and be respectful of bus company property. Students and/or parents of students who damage or deface the bus or bus equipment will be responsible for payment of any repairs/damage.

13. Possession of cigarettes, chewing tobacco, alcohol, or illegal drugs while on the bus will not be tolerated.

14. Possession of flame or spark producing devices, including matches, lighters, etc. are prohibited.

15. Aggressive and/or physical conduct such as hitting, punching, fighting, and inappropriate touch are unacceptable behaviors and will not be tolerated.

16. Possession of weapons such as knives, chains, guns, or any other dangerous item(s) including laser pointers that can inflict injury are prohibited.

Violation of any of the above listed regulations will result in disciplinary action. (See Disciplinary Action Plan addressing school bus behavior.) Violations will not be tolerated. Students who do not follow these guidelines can be suspended from riding the school bus.

If actions result in the student or students needing to be removed from the school bus immediately, the Eau Claire Police Department will be called to assist in removing the student(s) from the bus. The student(s) will be released to his/her parent(s)/legal guardian(s) by the Eau Claire Police Department.

Students are assigned to a specific bus to and from school.  Parents must request in writing any exception from this rule. Students will not be allowed on or off the bus at a place other than their regular stop unless the bus driver is presented with a written parent request. 

Parents and students are encouraged to contact Student Transit or the respective school official regarding any problems with school bus transportation.  Students are encouraged to discuss issues with their bus driver, (during appropriate times) the principal, counselor, teacher, parent, or any appropriate

adult.  To ensure safe transportation for all involved, it is imperative that the students, parents, school officials, bus driver, and the bus company work cooperatively together to solve any problems that may arise.

Responsibilities of the Bus Driver
1. Bus drivers are responsible for disciplinary action on the bus.

2. Drivers will not use physical force on students except to defend themselves or to prevent injury to another student on the bus.

3. Drivers will attempt to solve problems as they occur.  Students should feel free to discuss issues with the driver.

4. Drivers may assign specific student seating on the bus if needed.

5. Drivers will not refuse a student transportation home after school unless the student has been suspended from transportation.

6. In extreme cases of a serious nature, the driver can notify the Eau Claire Police Department to assist in removal of a student(s) from the bus.

7. Drivers will complete a misconduct report when observing and/or knowing of any violation of behavior/safety regulations including, but not limited to, inappropriate conduct on buses or boarding or exiting the bus.  Student Transit will deliver a Misconduct Form to the appropriate school as outlined in the Disciplinary Action Plan. 

The consequences of inappropriate or unacceptable behavior on the school bus is outlined in the Disciplinary Action Plan and will be imposed for violation of behavior/safety standards that cause danger to students or drivers.

Serious or repeated misbehaviors may result in long term or permanent loss of bus transportation privileges. Serious consequences apply for students who hit or bully anyone on the bus. 

Disciplinary Action Plan:  School Bus Conduct
The following steps may be taken upon a violation of the Eau Claire Area School District Guidelines for Student

Transportation.

First Student Violation of Bus Policy
1. First Offense: The bus driver will counsel the student(s), discuss the behavior, and give a verbal warning.

2. Assigned seating may be enforced.

3. Following the above interventions, a description of the violation will be written up by the driver on  a Bus Misconduct Form and submitted by Student Transit to the respective school officials.

Disciplinary Action: First Violation

The school official may have a conference with the student; review the ECASD Guidelines for Student

Transportation as appropriate per age level, and remind the student of the consequences of continued behavior.  A

copy of the report may be sent home to the student’s parent(s)/guardian(s).  A copy of the Misconduct Form will be

kept on file at the school for future review.

Second Student Violation of Bus Policy

If the above actions have been taken and the student’s behavior continues to violate the policy:

1. A second Bus Misconduct Form is submitted by the driver and delivered to the respective school officials.

Disciplinary Action: Second Violation

1. The school official may have a second conference with the student discussing misconduct on the bus.  A copy of the report may be sent home to the student’s parent(s)/guardian(s) requiring a signature from the parent(s) and student.  The form will be returned to the school.  A copy of the misconduct form will be kept on file at the school for future review.

2. The student may be assigned in-school consequences to be determined by the respective school official.

Third and Subsequent Student Violation of Bus Policy

If the above actions were taken in the first and second violation and the student’s behavior continues to violate the policy:

1. A third and subsequent Bus Misconduct Form is submitted by the driver and delivered to the respective school officials.

2. The school official may have a conference with the student and the student’s parent(s)/guardian(s) may be notified.  A copy of the Misconduct Form may be given to the parent(s)/guardian(s) and student for review and signing. One of the following steps may be taken based on the severity of the behavior (the action is left to the discretion of the school official):

1st Bus Suspension:  3 school days

2nd Bus Suspension:  7 school days

3rd Bus Suspension:  15 school days

4th Bus Suspension:  30 school days

5th Bus Suspension:  loss of bus privileges for the remainder of the school year *

The following behaviors may merit suspension from riding the school bus.  The respective school officials will determine such suspensions.

a. Insubordination:  Defined as a direct refusal to follow instructions of the bus driver or others in charge.

b. Smoking, Drugs, or Alcohol:  Defined to mean any act leading to or participating in these activities.

c. Fighting: Defined to mean any act leading to aggression, harm, or physical assault upon a person or persons, regardless of whether or not promoted by the action of others.

d. Abusive or Offensive Language: Defined to mean abusive or derogatory remarks intended to be uncomplimentary or unacceptable (bullying or verbal abuse fall into this category).

e. Destruction of Bus Property: Defined to mean any act relating to the marring, cutting, tearing, or general destruction of the bus or bus property.

f. Repeat Offenders: Defined to mean students who have three completed Bus Misconduct Forms in a calendar school year.

Riding the school bus is a privilege, not a right.  Students may lose their bus riding privileges immediately for serious violations to the ECASD Guidelines for Student Transportation.  These include: physical fighting, destruction of property, use of a weapon, or making a dangerous threat to anyone while on the bus. Other penalties may include suspension or expulsion from school. 

* Wisconsin law requires a student’s attendance in school.  If bus privileges are revoked, it will remain the responsibility of the parent(s)/guardian(s) to transport the student to and from school.  

VIDEOTAPING AND PHOTOGRAPHING OF STUDENTS: 

We often have visitors from the media and other schools.  We encourage the media to come and learn about our school.  However, we are also sensitive to the fact that some families may not want their child to appear in the media.  If this is a concern for you, please let the principal know in writing so that your request may be honored.  If we do not hear from you in writing, we will assume that you give us permission to allow your child to be photographed or videotaped for educational purposes. 
Please be aware that schools and school grounds are relatively public places, we cannot guarantee that your child’s face will never appear as part of an incidental crowd picture.

VISITORS TO SCHOOL:
Any visitor or volunteer in our building must report to the office, sign in, and wear a nametag.  This is for the safety of our students and visitors.  If a student who is not a student at Locust Lane would like to visit, pre-approval must be received from the principal.  

VOLUNTEER PROGRAMS:
Volunteers are welcomed in our school and are recognized for their valuable contributions to the instructional process.  If you would like to volunteer in a classroom or the media center, please contact our partnership coordinator – Holly Brunner.  For the safety of our students we conduct background checks on all volunteers.   

We believe that your experience as a volunteer in our school will be fun and rewarding.  Please consider helping out when you can!  
WALKING TO SCHOOL:
Please make sure that your child understands how to get to and from school safely.  Follow the route with your child so that he/she understands how to use the sidewalks.  Student patrols are on duty in the morning and after school at regularly scheduled times.  Please talk to your children about not crossing through people’s yards.  We have had complaints from upset neighbors when our children cut through their lawns. All children need to use the sidewalks going to and from school. Please establish a safe walking route that your children can take on a regular basis.

WEAPONS: 

No one shall possess a weapon on school property, school buses, or at any school-related event.  Weapons include articles commonly used or designed to inflict bodily harm and/or to intimidate other person as well as articles designed for other purposes which are used or intended to be used in a manner that would inflict bodily harm and/or to intimidate (i.e. toy weapons or replicas of weapons). 

Students violating the policy on possession of weapons will be expelled from the regular program for a period of not less than one year.  The superintendent shall have the authority to modify such expulsion requirement on a case-by-case basis.  A referral to the criminal or juvenile justice system shall be made for any student who brings a weapon to school.  
YMCA Before and After School DAY CARE:
Before and after school day care (SACC) is offered by the YMCA at Locust Lane School.  The program runs from 6:30-8:15 a.m. and 3:15-6:00 p.m.  As this program is independent from the school, you will need to contact the YMCA directly at 836-8460 to register or for more information. 
2016-17 Locust Lane Daily Bell Schedule

7:35



Certified Staff Day Begins

7:55



Student Breakfast Bell

8:10



Entry Bell 

8:15



Instruction Begins
8:25



Announcements
Lunch / Recess Schedule



 
Grade


Time

 

 


Kindergarten:
10:30-10:45

AM recess 






11:45-12:05

Noon recess







12:05-12:25

lunch 

 

First Grade:

10:20-10:35

AM recess 




         


11:35-11:55

Noon recess







11:55-12:15

lunch 




Second Grade:
9:55-10:10

AM recess 





 

11:25-11:45

Noon recess 







11:45-12:05

lunch 

 


Third Grade: 
11:15-11:35

Noon recess 




       


11:35-11:55

lunch







2:00 - 2:15

PM recess 




Fourth Grade:
11:05-11:25

Noon recess 




      


11:25-11:45

lunch







1:05-1:20

PM recess  




Fifth Grade: 
11:55-12:15

Noon recess 






12:15-12:35

lunch 







2:00-2:15 

PM recess 

3:05



Wrap up instruction/prepare to dismiss

3:10



Students dismissed

3:20



End of Teacher’s Day (M, T, TH, F)

4:25



End of Teacher’s Day (W) 

LOCUST LANE ELEMENTARY SCHOOL – 2016-2017 CALENDAR
2016
August 23-25 & 30- 31
Staff Work Days

Thurs., Sept. 1


Orientation Day for all K-5 students

Fri., Sept. 2


Full day of school for all 1st-5th students & ½ of kindergarten

Mon., Sept. 5


No School - Labor Day
Tue., Sept. 6


Full day of school for all 1st-5th students & other ½ of kindergarten

Weds. Sept 7 


First full day of school for all kindergarten students together

Fri., Oct 14


No School – Professional Development Day for staff

Thurs., Oct. 27

No School - Parent/Teacher Conferences 
Fri., Oct. 28


No School – Fall Break 

Fri., Nov. 18


End of first trimester

Mon., Nov.21


No School – Staff Work Day

Tues., Nov 22


No School – Professional Development Day 

Nov. 23-25


No School - Thanksgiving Break
Dec. 23 – Jan. 2

Winter Break – All Schools Closed

2017
Tue., Jan. 3


Classes resume

Mon., Jan. 23


No School – Professional Development Day

Thurs, Feb. 23


No School - Parent/Teacher Conferences 

Fri., Feb. 24


No School – Mid Winter Break 

Mon., Feb. 27


No School – Professional Development Day

March 20-24


No School - Spring Break
Mon., March 27

Classes resume

Thur., April 13

No School -  * Possible inclement weather make-up day

Fri., April 14


No School – Professional Development Day
Fri., May 5


No School – Professional Development Day

Mon., May 29


No School - Memorial Day 

Tues., June 6


End of School Year – Last Day for Students
Weds., June 7


Last Day for Staff
The Eau Claire Area School District does not discriminate on the basis of sex, race, color, religion, creed, age, national origin, ancestry, pregnancy, marital status or parental status, sexual orientation or disability.
Locust Lane









