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August 27, 2018
Dear Parents/Caregivers,
Greetings!  As we commence the 2018-2019 year at J.W. Catharine Elementary School

I would like to extend a warm welcome to all the members of our school community-our students, their families, and even our many outside supporters that continue to support our success!  
Our school theme/goal continues to be “Kindergarten to College/Career”! As the instructional leader of J.W. Catharine, I am personally committed to ensuring that all students of J.W. Catharine Elementary School achieve at high-levels, develop a positive sense of self, and acquire a commitment to change the world for good.  We are the change needed to move our school forward! 

Additionally, I will continue working to foster and support a positive school culture where teachers, students, and educational leaders understand their roles and assume them.  I am firm in my beliefs- students have an obligation to learn, teachers to teach, and parents to ultimately support the role of both teacher and learner.  Parents voices are encouraged to remain part of the dialogue centered on student achievement.  This year we will continue to partner effectively to strengthen our school community.

To that end, I look forward to further strengthening our school community and would appreciate your continued support. For more information about J.W. Catharine School and upcoming events, please visit our school website at www.philasd.org/schools/catharine.
 I look forward to a productive school year!
Warmly,

Ms. L. Wilmer

Principal 

J.W. Catharine Elementary School

Guidelines to Support Instruction

2018-2019
School Hours-Admission and Dismissal Procedures
· School hours are from 8:30a.m. until 3:09p.m. There is a 30-minute lunch period and 15-minute recess during the day. Students are expected to be in schoolyard at 8:25 a.m. when the bell rings.  All students are expected to walk to their lines in the schoolyard. Teachers will then escort students into the building. The yard will not be supervised before 8:05 a.m. NO children are to be in the yard without supervision. 
Lateness

· Students are considered late after 8:30 a.m. Students having five days of unexcused lateness, not necessarily consecutive, will have his/her names reported to the districts truancy officer. Consistent lateness is a sign of an interrupted learning experience and will be dealt with accordingly. For example, students may not be permitted to participate in school-sponsored activities. 

Early Dismissal

· No early dismissals, for any student (K- 5) are permitted after 2:30 p.m. without documentation. Remember, normal dismissal time is 3:09 PM; any child who needs to be dismissed prior to this time needs to send in a written request to the homeroom teacher giving full explanation and time requested. This ensures that your child is ready for you at the desired time. Your child will be called to the main office only after you arrive to sign him/her out. Please try to arrange appointments for after school hours. 
· Also, in the case of inclement weather, students will be seated in the auditorium or cafeteria.  Sections will be designated to accommodate each homeroom.



· Main Building Admission

· Grades K. 1, and 2- Auditorium

· Grades 3, 4, and 5- Gym
· Main Building Dismissal
· Grades K, 1, and 2 in the auditorium

· Grades 3 -5 are dismissed to the yard following the ringing of the dismissal bell.
IT IS IMPERATIVE THAT YOUR CHILD IS PICKED UP ON TIME!

DELAYED OPENING-

Due to inclement weather or other emergencies, it may be necessary to cancel school for the day or have a “delayed opening”. If this should occur, parents and caregivers are asked to tune in to the local news, visit the school district’s website www.philasd.org, or call the district’s parent hotline a t 215- 400-INFO (4636). 
EMERGENCY SCHOOL CLOSING

In cases of severe weather conditions, which might cause schools to close early, please listen to radio station KYW 1060 for reports concerning “ALL PHILADELPHIA PUBLIC SCHOOLS”. Families should develop an emergency plan for your child, in the event of an early dismissal due to weather or any other emergency. In the event of an emergency which requires that the staff and students be evacuated from our building, our relocation site will be: S.W. Mitchell School 56th and Kingsessing Avenue, Philadelphia, Pa 19143. Upon safe arrival, teachers will contact all parents/guardians.  

Breakfast & Lunch

· All children are invited to participate in our free breakfast and free lunch program.  If you wish for your child to participate in the breakfast program, they should arrive at the school by 8:00a.m. Students must enter through the cafeteria entrance.  

· Students are expected to observe good manners at all times. Lunch may be brought from home, but no child is permitted to leave the building to buy lunch and bring it back to school. Glass bottles are not permitted. No candy or gum is permitted in school. 

· Breakfast schedule for 2018-2019 school year:
	Grade
	Start 
	Location

	Grades K through 5 
	8:00 a.m. -8: 20 a.m. 
	Cafeteria


· Lunch schedule for the 2018-2019 school year

	Lunch Times
	Recess, weather permitting

	10:45-11:15
	11:15-11:30

	11:30-12:00
	12:00-12:15

	12:15-12:45
	12:45-1:00

	1:00-1:30
	1:30-1:45


Departures
· All students are escorted to the schoolyard by staff.   To ensure a safe and orderly dismissal, we ask that all parents wait along the perimeter of the schoolyard during the dismissal process, as to not block the exit doors.
Mandatory School Uniforms
· The School District of Philadelphia has adopted a mandatory uniform policy for all students in kindergarten through grade twelve.  By fully embracing a uniform policy, we work purposefully to promote a positive school climate and instill self- pride in our students and school community.  All J.W. Catharine students must wear their uniforms daily. No hoodies are permitted. Our staff will work valiantly to ensure that all students are in uniform compliance. Students not in full compliance will have to be disciplined accordingly. For example, students may not be permitted to participate in school-sponsored activities. 

·  Please adhere to the following uniform for the 2018-2019 school year:
School Day Uniform
· Yellow Shirts (no hoodies)
· Navy Blue Khaki Bottoms, (Pants or Knee Length Skirts) 
Gym Uniform
· Navy Blue Sweatpants and Navy Blue or white T-Shirts 
· Sneakers are acceptable
Demographics

J.W. Catharine is a Kindergarten through Fifth grade Elementary School located in the Southwest Region of Philadelphia, Pennsylvania. We house 3-4 classrooms for each grade from Kindergarten through Fifth grade. In addition, we have two learning support teachers and two autistic support classes.  We also offer prekindergarten classes in the Annex building. The school offers a variety of academic and social activities. 
Main Office: 215-400-8150
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“Kindergarten to College/Career”


Excused Absences 


The basic reasons for excused absences are personal illness, death in the family, quarantine, and other urgent reasons. The term “urgent reasons” is to be strictly construed as primarily affecting the pupils themselves, rather than some member of the family. When your child returns to school after an absence, he/she must bring a signed note from you explaining the absence.

Unexcused Absence


The definition of unexcused (illegal) absence includes parental neglect, illegal employment and truancy. When a student has ten (10) days of unexcused absence, not necessarily consecutive, his/her names must be reported to the district truancy officer.

Early Dismissal Days


On early dismissal days, all students will be dismissed at 12:09 PM. 

Please make the necessary arrangements for your children on these days. 

Visitor’s Policy
Please keep the following things in mind when entering the building while school is in session (8:30-3:09):

• All parents and visitors entering the building to perform volunteer services are required to sign in at the office and obtain a visitor's badge. Please wear the visitor's badge during your visit to the school.

• Any parent wishing to pickup children before the regular dismissal time must write a note to this effect and see that the teacher receives it in advance. All requests of this type will be noted by the teacher and then forwarded to the principal before the child will be permitted to leave the building prior to the regular dismissal time. Children should meet their parents in the office. Parents then are required to show proper identification, get approval, and then sign the child out in the "Sign In/Out Book".  Proper identification is mandatory for each visit!
• No parent will be permitted to pick up your child from the classroom.  This will insure the safety of your child.

• If parents wish to confer with a teacher or visit a classroom, the courtesy of an appointment must always be afforded.

· A copy of the district visitor’s policy can be found on the Parent Resource Board and on the district’s website.
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Failure to comply could result in exclusion from the building, police notified, and trespassing charges filed. The safety of every student is our first priority!

Emergency Phone Numbers/Change of Address/Phone

It is important that the school and teacher have emergency information, including current telephone numbers of parents or guardians at homes and at work, and the name of another adult that can be reached in case of an emergency. Cell phone numbers are helpful even if the parent is working. If at any time during the school year a change occurs in your home or business address or phone number, please advise the school immediately. Up-to-date records are essential to handling emergency situations. If at any time during the school year your phone number(s) or address changes, please notify the school so we can contact you in an emergency. 
                                              

Your involvement in your child's education is critical to his or her success. We recognize the diversity of talents and experiences of our family partners. Therefore, we encourage parents/guardians to choose from a list of volunteer opportunities offered at our school. Opportunities include: volunteering in the cafeteria, recess yard, coordinating fundraisers, being a chaperone on school trips, or tutoring students in special activities.  All volunteers must possess a child abuse clearance and criminal background check. To volunteer at J.W. Catharine, please contact the school directly.


Report Cards and Interim Reports


For the 2018-2019 school year Report Cards are issued four times.  Interim reports are distributed every 6-8 weeks. Parents, if you are not receiving interim reports please let the school know.

Report Card Conferences (4 marking periods)
Individual parent conferences will be scheduled 3 times a year to discuss your child’s progress. Your child will bring home more specific information closer to conference times.

	1st 

Marking Period
	2nd 

Marking Period
	3rd 

Marking Period 
	4th 

Marking Period

	Conferences
	Conferences
	Conferences
	Taken home

	
	
	
	

	
	
	
	


Grading

It is the goal of the J. W. Catharine School to develop programs and policies that will help improve the level of achievement of its students and to accurately assess that achievement. Major unit tests, quizzes, reports, homework, etc. are considered in determining grades. Please note the following policy:
Letter Grades






Standard Rubric
Letter


Average

Grade


Range

A
=

90-100




4 = Advanced
B
=

80-89





3 = Proficient
C
=

70-79





2 = Basic
D
=

64-69





1 = Below Basic
F
=

0-59
Honor Roll

Students in grade three through five can make honor roll by earning all A’s and B’s in their major subject areas.  During the months of December and March their names will be posted in our monthly school newsletter. Students will also be recognized at an assembly program.
Textbooks

Textbooks are the property of the School District of Philadelphia and should be handled with the proper care to keep them in satisfactory condition. Any student who loses or damages a textbook is responsible for replacing that textbook or will need to provide the school with financial compensation for that textbook at the books current purchasing price. 
Homework/Supplies
Homework plays an integral role in the educational process. It is an opportunity for students to strengthen skills, reinforce study skill and encourages independent thinking and creatively Parent/Guardian can help their child’s success in school with a positive attitude toward homework. The School District of Philadelphia homework policy is that students are given homework at least four nights a week. Students are also responsible for having adequate schools supplies. Please replenish basic school supplies periodically. Also, teachers many require that a parent or guardian sign homework. 
Suggested homework times are:
Kindergarten
20 minutes

Grades 1-2 

30 minutes

Grades 3-4_____ 45 minutes

Grade 5_______  60 minutes
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Meeting with Teachers
It is our goal to maintain a positive parent/teacher relationship. However, teachers are unable to speak parents during instructional time. Therefore, if you need to speak to your child’s teacher concerning their academics or behavior, please feel free to call and schedule a time (215-400-8150).

School Counselor, Mrs. Bowie
Mrs. Bowie, the school counselor, is available to provide services to students and parents within the school community. Requests for counseling assistance or service can be made directly to the counselor at (215) 727-2186.
Response to Instruction and Intervention

The School Districts uses the Response to Instruction and Intervention which is a three-level, collaborative process by which schools identify barriers to learning and remove barriers by accessing internal (school-based) and external (community-based) resources. For a more detailed explanation of the RTII process, please contact the school counselor or refer to the Code of Student Conduct.
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School Nurse, Mrs. Grey
Families are invited to call (215) 727-2185 and visit the certified school nurse by appointment, to discuss any health related problems or concerns regarding their children. There is a registered/certified school nurse in the building five (5) days per week.  The school nurse provides acute health care for students, does mandated assessments, and provides on-going health counseling. When medication is to be administered in school by school personnel, written permission must be obtained from the student’s licensed physician. Parental or guardian request and authorization to give each specific medication must accompany the physician’s written approval/request. Medication must be in the original, labeled pharmacy container with the student’s name, medication, dose, and time interval written on label. 

Medical Neglect

The Catharine School complies with the Child Protective Law #438 ACT 124 of 1975, which states that failures to provide medical care for a child is considered an act of physical neglect and is considered a reportable offense. 

Mandated Screenings:

VISION: Students have their vision checked yearly. If students fail the exam twice, parents are notified in writing. Parents are expected to take their child to the eye doctor within two weeks of such a notice.

HEARING: Hearing exams are conducted on students in the following grades: Kindergarten, Grades 1,2 and 3. Parents will be notified in writing if a child fails the hearing exam.

GROWTH SCREENING: Children’s height and weight are measured every other year.

DENTAL SCREENINGS: Dental examinations are performed by a certified School Dental Hygienist in grades 1-5. 

J.W. Catharine is committed to following the policies and procedures outlined in The School District of Philadelphia’s Code of Student Conduct. It specifically states the following: 
Responsibilities of Students

· Respect all members of the school community

· Understand and comply with school rules and climate expectations, including the Code of Student Conduct and School Student Handbook.

· Comply with the School District’s attendance, dress code, unlawful harassment, and bullying policies.

· Behave in a manner that focuses on academic success.

· Be responsible and accountable for following rules. 

Not Allowed At J.W. Catharine Elementary School

· CELL PHONES

· IPODS, MP3s, etc.

· HEADPHONES

· ELECTRONIC DEVICES

· HOODED JACKETS
Bully Hotline:

To report bullying, violence, harassment, threats and truancy please call (215) 400- SAFE. This is open 24 hours / 7 days a week.

Prohibition of Harassment:

Students shall not violate the Anti-Harassment Policy of the District, which can be found at in our Parent Resource Room and at www.phila.k12.pa.us. A student violates this rule if he or she demands sexual favors or harasses, threatens, intimates or otherwise creates a hostile school environment because of someone’s gender, age, race, color, sexual orientation (known or perceived), gender identity expression (known or perceived), national origin, religion, Disability, socioeconomic status and/or political beliefs. 

Child Abuse and Neglect

Under Pennsylvania Law (PL) 438, Act 124, 1975, Section 11 as amended by s.b.348, any person who in good faith, reports suspected child abuse “shall have immunity from any liability, civil or criminal, that might otherwise result from such action”.


School personnel, because of their sustained contact with school-age children, are in a position to identify children who may be abused or neglected. Thus, all employees are required to report suspected child abuse and/ or neglect.

Act 26 Procedures
· The Pennsylvania General Assembly has enacted legislation (Act 26), which requires all public schools to take a mandatory course of action in dealing with students who are found to be in possession of weapons.

· The law requires the arrest and expulsion (exception students under 10 years of age), for at least one year, of any student found in possession of a weapon on school property, in a school program, or while traveling to or from a school program, including time on public transportation.

· The law defines a weapon to include, but not limited to, any knife, cutting instrument, cutting tool, firearm, shotgun, rifle, and any other tool or implement capable of inflicting serious bodily injury. There is no requirement that the student use or try to use the weapon, and possession for self-protection is not a defense. Parents are encouraged not to send tools or supplies such as metal or pointed scissors to school with their children. 

· The law requires that violations become part of a students’ permanent disciplinary record, and will be available to any school in which the student may later enroll. Parents will be required to sign an affidavit prior to enrolling their child in any public school to disclose the existence of any weapon violations or other serious violations.

· These measures, required by Act 26, are designed as a safeguard to ensure that all public schools are safe havens in which all students may interact in an environment and climate, which fosters learning, and strongly discourages potential acts of violence.

Cell Phone – Electronic Devices Policy

In order to minimize distractions, academic dishonesty, and theft the use of cellular phones and electronic devices are prohibited at the J.W. Catharine School.  Use is interpreted as using any cell phone function or feature, not just the sending or receiving of calls. This includes the use in hallways, restrooms, offices or any other place on school grounds; students may NOT take a pass out of class to use their phones.  To that end, cell phones must be turned off and kept out of sight. Students who choose to not follow the cell phone policy will be subjected to the following discipline policy:

 The Policy: Cell phones will be confiscated by any J.W. Catharine staff member at the time of incident and turned over to the appropriate administrator/designee.  Parents/caregivers may only pick up the cell phone between 3:30 p.m. - 4:00 p.m. Monday through Friday. Any student refusing to adhere to the discipline policy will be referred to the Principal and/or Designee for insubordination and such behavior may result in a mandatory parent conference. Furthermore, any inappropriate use of cell phones, including but not limited to, inappropriate photographs, text messaging, and recording/video taping will result in confiscation of the phone; further consequences may include possible police referral. 
Students bringing these devices to school do so at their own risk!
Fighting is strictly prohibited at J.W. Catharine! 
Any student who engages in fighting will be subject to the following interventions/responses as deemed appropriate by the principal/ dean of students:
Disciplinary actions/Interventions will range from:

· Verbal Warning & Apology
· Detentions
· Behavior Contracts
· Daily Reports
· Phone calls home
· Mandatory parent conferences
· Mediation
· Alternative Class Assignment
· Team Interventions
· Suspensions from one to five days

· Disciplinary Transfer

Principal and/or designee determine the level of infraction and the consequence as based on the results of the investigation of an incident.

Throughout the administration of discipline we safeguard the confidentiality of all students. Communications, therefore, regarding the administering of discipline is limited.
Bus Procedures

If your child is a bus student, they must obey very simple but strict rules of safety when riding. 

This includes: 

· All children must be seated at all times.

· All children should engage in conversations that have an acceptable level of noise.

· No pushing, shoving, vandalism, throwing things, fighting, tripping, inappropriate language, or any other acts which may jeopardize the safety of passengers or the driver. 

Violating these safety rules will result in any of the following disciplinary actions: 

· Written warning to the parents/guardian

· Mandatory parent conference with administration/designee

· Suspension from bus for 5 days with written notice

· Permanent suspension from bus with written notice
Responsibilities of Parents/Guardians and Advocates
· Respect all members of the school community

· Respect, understand, and support school rules and regulations.

· Respect, understand, and support the policies of the School District of Philadelphia.

· Recognize and understand that school personnel must enforce school rules.

· Teach children to respect the rights of others and follows school rules.

· Emphasize the importance of being prepared for school and adhering to school rules to foster academic success.

The Chain of Command For Problem Solving
1. If you are angry, take a few moments to calm down. You won’t be able to think clearly if you are upset.

2. Collect accurate facts and speak with a trusted person to help understand the situation.

3. Call the school to make an appointment.

4. Sign in at the school office.

5. Communicate calmly and clearly your feelings about the situation.

6. Listen to the other side to gain understanding.

7. Maintain a willingness to work together for your child’s benefit.

Steps in the Communication Chain

Teacher

1. Work to maintain regular and polite communication with your child’s teacher to address concerns as they arise. Teachers welcome any information that will assist them in meeting your child’s needs. Most problems or concerns are resolved by speaking with your child’s teacher directly.

2. Contact your child’s teacher by note, email or voicemail indicating the nature of your concern and suggest a method and time for contacting you. By doing so, the teacher can be prepared with any necessary information when contacting you.

3. Let the teacher know when teaching strategies or assignments have been particularly effective for your child. Share any work your child has done beyond homework assignments with the teacher.

Dean of Students

1. Please complete a Parent Concern Form. This will allow you to communicate in writing your concerns about the situation. 

2. The Teacher or Dean of Students will contact you within 24 hours to discuss your concerns. She/he will support you in coming to a resolution with all parties involved.

Principal

1. Principals are responsible for instructional leadership. If you and your child’s teacher have been unable to affect a satisfactory solution to a problem, you may contact the principal. Depending on the nature of the problem, you may want to include the teacher and/or your child in a meeting.

2. Refer to the above Basic Principles for guidelines in meeting with the building principal.

SCHOOL ACTIVITIES & EVENTS- Participation is a privilege, not a right!
It is the goal of J.W. Catharine to recognize the achievements and talents of our students. Below are a few of the activities and clubs that may be offered throughout the school year. However, appropriate school-wide behavior is required for participation in any program. Failure to comply with the rules associated with any club/event will result in exclusion from the activity. 
PBIS (Positive Behavior Intervention and Support)

Monthly the school recognizes students who exhibits our 3R’s (Be Ready, Be Respectful, and Be Responsible) in a variety of ways (ex: dances, prize cart, etc.). In order to be recognized, students must earn a certain amount of  “Cougar Cash”. Students then choose how and when they use their Cougar Cash. A list of activities with the amount of cash needed will be sent home in Septembers Parent letter. 
Class Trips

The educational trips planned for our students are an excited part of our instructional program. On trips our children represent themselves and the J.W. Catharine School and we therefore expect responsible behavior during the entire trip. We encourage families to join us as chaperones on class trips and require that every student must have a signed permission slip from a parent or guardian to attend. It is expected that all students will be allowed to accompany the class. Students who show challenging behavior issues may need a parent to accompany him or her on the trip. 

School Assemblies
We will have assemblies many times during the school year. On occasion we will have assemblies where families are invited to attend. Parents/Guardians will be notified when these assemblies will be held.

Student of the Month Certificates
The “Student of the Month” award is designed to recognize students from each class who exhibit the core values in behavior and attendance. Principals will present students with a certificate.  Recognized students will have their names announced and their pictures posted in the parent lobby.

Honor Roll Breakfast

The children who achieve all A’s and B’s (grades three through five) on their report card will be celebrated at an Honor Roll Breakfast. Student’s names will be published in the School Newsletter.

95% or higher Attendance Dance

The attendance dance is for students who have had no more than three absences in a marking period. Student’s names will be published in the School Newsletter.
*****************************************************

Bullying/Harassment
Everyone has the right to feel physically and emotionally safe at school.  Students will do everything they can personally, as a member of my school’s community, to create and preserve a physically and emotionally safe environment.

Student’s responsibility:
I commit that I will not bully, harass, tease, or name call my peers.  When I witness bullying, harassment, teasing, or name-calling I will report it to an adult.

___________________________________________________

Student’s Name                                 Room                           Grade
_____________________________________________________

Parent/Guardian Signature




   Date
Please sign and return by September 5, 2018.  
That you have read and agree to abide by the J.W. Catharine School rules and regulations and will abide by the rules set forth in the handbook.
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