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The Richmond Pledge
I pledge to “Fly the Robin Way” by making good choices 
every day and at all times. 

I will Be Responsible, Be Respectful, and I will Be Safe.

Mrs. Susan Rozanski

Principal









Parent Handbook 1
WELCOME

Dear Parents and Guardians,
Welcome back for a very exciting new school year!   The staff and I are looking forward to working with you and your child.  We are committed to making sure that your child makes academic strides in all subject areas and that your child has a positive educational experience. 

The staff has been working very hard to prepare for this school year.  We will continue using Ready Gen for our literacy program and Math Expressions for our math program.  The teachers have been planning lessons based on the Pennsylvania Common Core State Standards.  The staff has also been working on updating and polishing our Positive Behavior Intervention and Support Program to ensure that the students understand and follow the Richmond Rules and the Code of Conduct and feel comfortable and safe here at Richmond School.

One of our school goals this year is to ensure that every student attends school regularly.  The goal for EVERY student is to attend 95% or more school days.  Student attendance is a critical factor influencing student achievement.  When students are absent from school or late to school, they miss critical lessons and information they need to build on the next lessons.  When students are absent multiple days or are late for blocks of time, then there are gaps in their learning and it makes it difficult for them to catch up and truly grasp the material.  With these reasons in mind, we need your child/children to be present and on time every day.  

Our day starts promptly at 8:30 am.  Since our schedule has changed slightly, the lunch periods have also changed by a few minutes.  Kindergarten and Grade 1 eat lunch from 11:00until 11:30. Second and third grade have lunch from 11:45 until 12:15.  Fourth and fifth grade have lunch from 12:30 until 1:00. Recess follows each lunch period for 15 minutes.  Dismissal is promptly at 3:09.  Please be sure to make arrangements for dismissal every day to ensure that your child is picked up on time at 3:09 pm.  

As a parent and member of the Richmond School community, you can also help your child make academic gains by assisting your child with homework, ensuring your child reads each night for the 100 Book Challenge Program, and by attending parent workshops, conferences, SAC (School Advisory Council) meetings, and activities throughout the school year.

If you have any questions or concerns or new ideas to share, please feel free to speak to your child’s teacher or to me.  The staff of Richmond School is proud of our students and will work with you to ensure that your child receives the best education possible.  On behalf of the Richmond School staff, I welcome you to Richmond School and wish you and your child success.  

Sincerely,

Susan Rozanski
Principal
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Vision

The vision of the Richmond Elementary School is

to ensure that all students

 achieve academic excellence

by engaging in the best instructional practices.
Mission Statement

The mission of the Richmond Elementary School is

to provide challenging, rigorous, and relevant learning experiences

by promoting high standards and expectations

in order to actively engage all students in the learning process.

By working in collaboration with parents and the community 

in a positive and respectful setting,

Richmond fosters a caring, safe, and creative environment

which encourages the development of individual talents

and motivates all students to reach their full potential.

The Richmond Rules
*Be Responsible

*Be Respectful

*Be Safe
Our Core Values
*Respect

*Compassion

*Commitment









Parent Handbook 3
SCHOOL CALENDAR for the 2019-2020 SCHOOL YEAR

August 26, 2019


First Day for Staff
August 26-29, 2019


Staff Only:  District-wide PD





Kindergarten Parent/Teacher Interviews

August 30, 2019


Reorganization:  Academic Year Preparation

September 2, 2019


Labor Day:  Schools Closed
September 3, 2019


First Day for Students:  Grades K-5

September 27, 2019


Staff Only:  Full Day Professional Development
September 30, 2019


Rosh Hashanah:  Schools Closed
October 9, 2019


Yom Kippur:  Schools Closed
October 22-24, 2019


Interim Reports
October 25, 2019


Professional Development:  3 Hour Early Dismissal

November 5, 2019


Election Day:  Schools Closed
November 11, 2019


Veteran’s Day:  School Closed
November 15, 2019


Professional Development:  3 Hour Early Dismissal

November 20-22, 2019

Report Card Conferences:  Early Dismissal
November 28-29, 2019

Thanksgiving Holiday:  School Closed
December 17-19, 2019
 
Interim Reports

December 23, 2019


Staff Only:  Full Day Professional Development
December 24-31, 2019

Winter Recess:  Schools Closed
January 1, 2020


New Year’s Day:  Schools Closed
January 20, 2020


Dr. Martin Luther King Day:  Schools Closed
January 24, 2020


Staff Only:  Full Day Professional Development
February 5-7, 2020


Report Card Conferences:  Early Dismissal
February 17, 2020


Presidents’ Day:  Schools Closed
February 28, 2020


Professional Development:  3 Hour Early Dismissal

March 10-12, 2020


Interim Reports
April 6-10, 2020


Spring Recess:  Schools Closed

April 15-17, 2020


Report Card Conferences



April 24, 2020



Professional Development: 3 Hour Early Dismissal

April 28, 2020



Election Day:  Schools Closed
May 13-15, 2020


Interim Reports
May 22, 2020



Professional Development:  3 Hour Early Dismissal
May 25, 2020



Memorial Day:  Schools Closed
June 12, 2020



Last Day for Students
June 15, 2020



Last Day for Staff
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SCHOOL PHONE NUMBERS:               Main Office:  215-400-7150
SCHOOL SCHEDULE

8:15 a.m. 
Students may enter schoolyard.  Students should not arrive before this 



time.  Students should be accompanied by a responsible adult until 



8:30 a.m.  Supervision in the yard is very limited from 8:15 until 8:30.
8:30 a.m.
School Day Begins.  Students line up in the main schoolyard for 



admission.  Kindergarten students line up on the patio 

3:09 p.m.
Dismissal 
MORNING ADMISSION: 
Students may enter the schoolyard beginning at 8:00 a.m. if they will be eating breakfast in the lunchroom.  Breakfast is served daily from 8:00 until 8:20 a.m.  After breakfast, students exit the lunchroom to the schoolyard where they will stand in line until their teachers pick them up at 8:30.  Students not eating breakfast in the cafeteria should arrive in the schoolyard between 8:15 and 8:30 a.m.  Children are not permitted to leave school grounds once they enter the schoolyard or the building. Richmond students are not permitted to drop off a sibling and then leave school grounds, even if requested by a parent.  Kindergarten students must be supervised by an adult or an older sibling in the yard until their teacher comes to the yard.  Students will stand in their line until their teachers pick them up in the yard at 8:30.   Because supervision in the schoolyard in the mornings is very limited, please emphasize the importance of these rules with your child.  Parents are not permitted to come into the building to drop off their child in their classroom.   Any parent or visitor entering the building must sign in at the front desk and then report directly to the main office.  
INCLEMENT WEATHER:  
Listen to KYW 1060 news radio for official school closing announcements or view it on the School District of Philadelphia’s website at www.philasd.org due to snow or excessive cold or heat.  During inclement weather admission is indoors.  Children in grades K & 1 enter the building with their parent on the Ann Street side doors.  After dropping off their child to their line, parents will exit via the cafeteria doors.  Children in grades 2-5 enter the south side (Birch Street) basement door beginning at 8:15 a.m.  Parents of students in grades 2-5 are not permitted to escort their child to class.  Children are supervised in the basement area and stairwell until 8:30 when they report to their classrooms.  In poor weather, we ask that you do not send your child to school before 8:15 a.m. and preferably as close to 8:30 a.m. as possible.  Parents and children are not permitted to enter through the front doors during inclement weather days (unless the student is arriving after 8:40 am, which is a coded lateness).  This area is reserved for the staff entry and for the special needs students who arrive on the bus.  Students must go around to the rear of the building and enter through the back.  The Birch Street or Ann Street basement doors will remain open until 8:40.   Your cooperation is very helpful.
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BREAKFAST:  A free breakfast for students is served daily in the cafeteria from 8:00 until 8:20 a.m. for students who are not served breakfast in the classroom.  Students should enter via the stairwell in the yard that leads to the cafeteria.  Some teachers opt to serve breakfast in the classroom each day, which begins at 8:30 am.
DISMISSAL
At dismissal, parents may pick up their child in the yard area.  Kindergarten students in Room 106 will dismiss to the back yard on the North side (Ann Street) basement door at 3:00 p.m.  Room 107 students will dismiss from the 109 kindergarten doors.  The teacher in Room 109 will dismiss from her back door that exits to the patio. Only people designated by the parent and who are listed on the pick-up list will be able to pick up Kindergarten students.   Students in grades 1-3 will be brought out to their line a few minutes before 3:09 p.m.  Parents will pick up their child from the line, unless the parent puts a letter in writing giving permission for the student to walk home.  Students in grades 4 and 5 will be escorted to their lines in the yard and dismissed.  If you are picking up your child each day, please arrange to meet your child in their line in the yard to avoid confusion for your child.   
RECOGNITION PROGRAMS:

At Richmond School, students are recognized and rewarded for fine effort and accomplishment.  The recognition programs include:

STUDENT OF THE MONTH:  Once a month a student from each grade is recognized for outstanding academic achievement, effort and citizenship.

PRINCIPAL’S AWARD:  Once a month a student from each class is recognized for being a positive influence on others by performing an act of kindness, helping others, putting forth great effort, or showing improvement in academic and/or behavior performance.

PERFECT ATTENDANCE:  Once a month students are recognized for perfect attendance.  Students must be on time each day of the month in order to receive the certificate.  
95% ATTENDANCE CLUB:  Students will be recognized for maintaining 95% or higher attendance throughout the school year.  This metric is monitored weekly.  Students need to remain under 9 days absent throughout the entire school year to be part of this club.  (no more than 1 day per month to have 95% or higher attendance).
MONTHLY PBIS BEHAVIOR AWARDS:  A raffle drawing will be held each month to recognize students for adhering to the Richmond Rules.  
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REPORT CARD CONFERENCES:  

Report cards are distributed four times per year.  Conferences are held to allow you the opportunity to meet with your child’s teacher to discuss the academic success of your child, learn about the progress your child is making, and to learn about the needs of your child.  As partners in the success of your child, it is essential that you attend the report card conferences. 

       
November 20-22, 2019
February 5-7, 2019
April 15-17, 2020
If you would like to meet with your child’s teacher at any other time during the school year, please contact your child’s teacher to schedule an appointment.   Interim reports are sent home during the school year to alert you if your child is in danger of failing any of the subject areas.  They will be sent home on the following dates:
October 22-24, 2019
December 17-19, 2019
March 10-12, 2020
May 13-15, 2020
DISCIPLINE CODE:

Parents should read and review with their child the Code of Student Conduct.  The Code of Conduct is available online at www.philasd.org.  The staff of the Richmond School seeks to provide a school atmosphere that is free from disruption and allows students to develop a sense of responsibility and respect for themselves and others.  Our goal is to have students develop into productive citizens in our community.  We expect our students to develop these qualities by following the rules listed below:  

*Arrive at school on time each day (8:30 am)
*Attend school every day.
*Wear their full uniform to school every day.  
*Bring a note from parent or doctor if late or absent.

*Be prepared with books, supplies, and assignments.

*Pay full attention to the teacher.

*Carry a Hall Pass when excused from the room.

*No eating or chewing gum in the classroom or hallways.

*Play cooperatively in the schoolyard.

*No pushing, hitting, or shoving even to retaliate.

*Be respectful to all adults and fellow students.

*Use good manners in the lunchroom.

*Ask adults to help solve problems.

*No electronic devices should be brought to school. Also, expensive jewelry and cash should remain at home.  (Students who bring cell phones to school must turn them off and put them away upon entering the yard.  Phones should be given to a teacher to hold until dismissal.)
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SCHOOL-WIDE BEHAVIORAL EXPECTATIONS:

Richmond School has 3 behavioral expectations that are to be followed in all parts of the building and its surroundings. 

*Be Responsible

*Be Respectful

*Be Safe
CLASSROOM RULES

Be Responsible


Remain seated.


Bring necessary materials/supplies.


Complete assigned tasks.


Be in uniform.

Be Respectful


Raise your hand and wait to be called on.


Be on time. 


Be quiet so that others can learn.


Follow directions the first time given by adults.


Help others who are in need.


Take turns.


Use polite words such as: please, thank you, and excuse me.

Be Safe


Keep your hands and feet to yourself.


Sit properly in chair with bottom-to-bottom and back-to-back.


Use materials as intended.
LUNCHROOM RULES
Be Responsible


Remain seated on your spot.

Throw away your trash.


When dismissed walk quickly and quietly to the line.

Be Respectful


Use a quiet voice.


Follow directions the first time given by the adults.


Maintain an arms length distance apart when lining up.


Wait quietly for your turn.

Be Safe


Keep hands, feet and objects to yourself.


Sit properly on your spot with bottom on the bench and legs under the table.
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RECESS/YARD EXPECTATIONS
Be Responsible


Throw all trash in the can.


When the whistle blows walk directly to your line.


Keep two feet on the line.

Be Respectful


Follow directions the first time given by the adults.


Maintain an arms length distance apart.


Invite others to join you to play.

Be Safe


Keep hands and feet to self.


Use ropes for jumping.


Throw balls at walls or in can only.


Use beanbags for hopscotch.


Stay in designated areas.

HALLWAYS AND STAIRS

Be Responsible


Take the most direct route.


Stay in assigned place in line.

Be Respectful


Walk quietly.


Enjoy the displays with your eyes only.


Follow directions the first time given by the adults.


Maintain an arms length distance apart.


Use polite words.

Be Safe


Carry a hall pass and travel with a buddy.


Walk at all times.


Take the steps one at a time.


Keep on hand on the railing.
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BATHROOM

Be Responsible


Flush the toilet.


Wash your hands.


Throw away your trash.


Finish quickly and return to class.

Be Respectful


Maintain privacy.


Wait quietly for your turn.

Be Safe


Keep hands and feet to yourself.


Tell an adult if there is a problem.
Our 3 School-wide Rules are posted in each classroom, in the lunchroom, in the stairwells and hallways.  Discipline and good citizenship are a shared responsibility among teachers, students, and parents.  When we all work together the children benefit.  The teacher, the Principal, or the Climate Manager will notify parents if the need arises.  Parents should share their concerns with the teacher and should encourage children to do the same.  We strongly urge the students to report to their teacher if another student bothers them by calling them a name, hits, pushes, or kicks them.  We do not encourage or tolerate students retaliating in any way.  
Our school has a Positive Behavior Intervention System in place.  Teachers are responsible for teaching these expectations to their students and providing examples of what these rules look like in various settings:  classroom, lunchroom, yard, bathroom, hallway, and stairs.  Students will have the opportunity to earn Raffle Tickets by demonstrating how to follow the Richmond Rules.  Each classroom teacher will distribute and collect the Raffle Tickets and a drawing will be held each month.  Students from each class will be recognized for following the rules and earn prizes at a monthly assembly.  Students who consistently follow the Richmond Rules in all areas of the building will be invited to participate in monthly rewards.  These rewards include, but are not limited to:  Extra Recess Time, Special Assemblies, Holiday Concerts and Events, and other special activities.
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Disruptive Behaviors
The following are the behaviors, which violate the Student Code of Conduct outlined by the School District of Philadelphia.  
*Possession or use of tobacco or electronic smoking devices
*Profane/obscene language or gestures

*Inappropriate use of an electronic device
*Mutual Fighting (without serious bodily injury)

 *Forgery of school staff or parent’s/guardian’s signature or cheating
*Alteration of grade reporting/excuses/school documents

*Destruction and/or theft of property (less than $500)

*Harassment (including Sexual Harassment)
*Bullying/cyber-bullying

*Intimidation

*Sexual acts (consensual)

*Threatening students/staff with aggravated assault

*Destruction and/or theft of property (totaling $500 or more)

*Breaking and entering school property

*Robbery

*Extortion

*Mutual fight (with documented serious bodily injury)

*Simple assault on a school community member
*Possession of alcohol and/or drugs
*Possession or use of fireworks/incendiary devices/explosives

*Assault on school community member(s)
*Instigation and/or participation in group assaults

*Aggravated assault 
*Sexual acts (non-consensual)

*Possession of a Weapon

*Reckless endangerment

*Inappropriate touch
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For the first seven behaviors, a student will face one or more of the following interventions and/or corrective actions:

*Meeting to discuss the behavior with teacher, counselor, or principal.
*Phone call home by the teacher, counselor, or principal.  
*Written notice to parents to inform them of the misbehavior.

*Temporary assignment to “cooling off” location or accommodation room.

*Temporary assignment to a different classroom.

*Supervised peer mediation or conflict resolution between students involved.

*Placement on Daily Report.

*Recess detention.

*Referral to RtII (Response to Instruction and Intervention) Program
*Referral to counselor, case worker, probation officer, or substance abuse program where 

 applicable.

*Referral to Mental Health Provider or STS program
*Suspension from privileges including but not limited to move up ceremonies, class trips, dances, other extra curricular activities.

*Temporary suspension of bus service for violations on or while waiting for the bus.

*In School Suspension.
For more serious violations of the Code of Conduct, the student may face one or more of the following interventions and/or corrective actions:

*Suspension out of school for one to ten days
*Permanent assignment to another classroom.
*Contract with Intervention

*A combination of several above interventions

The Principal or Climate Manager may issue a suspension to a student for committing any of these acts of serious misconduct.  The purpose of a suspension is to have both the student and parent recognize that the pupil was involved in serious unacceptable behavior.  It also provides a “cooling off” period and time to reflect upon and change misbehavior.  A conference is held to discuss the reasons for the suspension and cautioning that the behavior not be repeated.  Parents are notified by letter from the principal of the suspension and of the scheduled conference.  Under Act 26 any student found in possession of a weapon in school, on school property, or on the way to or from school may be recommended for suspension.   If a student is ten years old or over, the police will be called to arrest the student.  The law requires that violations become part of the student’s permanent disciplinary record.
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SCHOOL NURSE:

The nurse’s main functions are to carry out an extensive medical health program mandated by the School District, including hearing and vision tests, screenings, as well 
as the maintenance of medical records.

The nurse is not permitted to give medication for illness.  The nurse may provide emergency first aid only.  If a child becomes ill in school it is the parent’s responsibility to pick up the child from school and follow through with appropriate care at home.  Do not send your child to school if he/she is ill or running a fever.  The nurse will not be able to meet his/her needs.

Your child must be fully immunized before he/she enters school.  Our school nurse can answer your questions about immunization requirements.  To arrange a visit with our nurse or to discuss a health concern, please call the nurse at 215-400-7150.
LUNCH PROGRAM:

Richmond School participates in the School District’s universal feeding lunch program.  This enables our students to receive a complete lunch at no cost.  There are 3 lunch periods daily:  
Grades K & 1:

11:00-11:30 

Recess 11:30-11:45


Grades 2 & 3:   
11:45-12:15

Recess
12:15-12:30


Grades 4 & 5:

12:30-1:00

Recess
 1:00-1:15
All children who participate in the lunch program are required to eat their lunch in our lunchroom every day.  Children who do not participate in the school lunch program may bring their lunch to school.  Please send the lunch in with your child in the morning to avoid classroom interruption.   Glass bottles are prohibited.  
SCHOOL SUPPLIES:  

A supply list will be sent home by the classroom teacher on the first day of school.  Copies of school supply lists are available in the Main Office.  Please note that scissors are not included in the supply list and should not be brought to school by students.  Please be sure to send your child with their school supplies daily and replenish supplies as needed.  
BIRTHDAY CELEBRATIONS:

Please talk to your child’s teacher if you are planning to send in a snack for your child’s birthday.  Keep in mind the following guidelines:  A healthy snack is encouraged.  You may send in cupcakes, cookies, or munchkins.  Store bought items are preferred.  Please check with the teacher on the number of students in the class and send in enough for all classmates.  No balloons, no cakes (since it involves cutting, plates, etc.), no party favors or gift bags.  Since the goal is to minimize interruption of the instructional program, parents and family members are not permitted to go to the classroom to celebrate.  Thanks for your understanding.  
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DRESS GUIDELINES:

The School District of Philadelphia has a mandatory uniform dress policy for all students, Grades K through 12.  At Richmond School the uniform consists of dark blue (navy) bottoms and light blue tops with collars.  The top should be a light blue shirt or blouse with a collar.  No royal, teal, aqua or other shade of blue is permissible.  For any questions about the colors please check with the main office staff.

Navy blue sweaters are also allowed (no hooded sweatshirts or sweatshirts with logos).
The Richmond t-shirts are only to be worn on gym days or during class trips. 

Bottoms should be solid navy blue slacks, skirt, jumper, summer shorts to the knee, or sweatpants (no stripes on pants, no jeans).  Leggings or stockings worn under skirts or jumpers are to be navy or white.  Long sleeve shirts worn under the uniform should be navy blue, light blue, or white.  Any shoe or sneaker is acceptable but no flip-flops, heelies, high heels, sandals, or jellies.  

ATTENDANCE:

Coming to school and being on time each day is very important in the learning process.  Students who are absent from school or who are frequently late miss the opportunity to be part of our fine educational program.  Students are expected to attend school regularly. 
However, if your child is sick and unable to attend school, the following steps are necessary to comply with School District of Philadelphia policies and procedures regarding attendance:
1. Parents must submit an absence note to the school within three (3) days of the child’s unexcused absence.  After 3 days, the Principal or Counselor will make a determination if the note will be accepted.  There is no guarantee that the school will accept the note.  If the note has been accepted, the secretary will make the corrections in the SIS (Student Information System).  

2.    At the 3rd unexcused absence the C-31 (Three Day Legal Notice) should be sent to the.  
the Parent/Guardian to make you aware that your child has missed 3 Days (consecutive and non-consecutive) of school.

3.  At the 6th unexcused absence the school will create an attendance plan for the student in the MTSS system.  You may be required to attend a meeting at the school to discuss Truancy and to come up with a plan to help remove any barriers to the student’s attendance.
4.  At the 10th unexcused absence, the Truancy Referral will be submitted to the Office of Attendance and Truancy.  (Students in Grades K-3 will be submitted using the DHS referral form.  Students in Grades 4 & 5 will be submitted using the Family Court referral form.  Siblings who also have 10 unexcused absences will also be submitted).  

5.  Families will receive a subpoena/citation from Philadelphia Family Court to appear in Truancy Court.  The subpoena will have the date, time, and location of where the family should appear.  In addition, a DHS contracted truancy provider will make contact with the family to arrange a meeting.  The meeting is to extend services to help reduce/remove any barriers that are 
contributing to the truancy.  The DHS truancy provider will work with the family until the case is discharged from truancy court.  The truancy court process can last up to 120 days depending on the severity of the case.  Each case is handled individually and different factors are taken into account.   
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Excused Absence Policy:
According to the School District of Philadelphia’s Attendance Policy, all absences resulting in a total of 3 or more consecutive days absent require a doctor’s note.  For absences that do not total 3 consecutive days, parents may submit a handwritten note stating the reason for the absence.  Notes must be given to the school within 3 days of the absence for credit.  If the note is not turned in within the required timeframe, that day may not be excused.  When a student has been absent, excused with a parent note, totaling more than 8 days (cumulative), a doctor’s note must be provided to the school to excuse the 9th absence and all additional absences.  

Half –Day Absence Policy:

Any student coming to school 2 hours after the start of the school day (10:30 am or later) or leaving 2 hours before the end of the school day (1:09 pm or earlier) will be marked as half-day absent.  If the child has a note from a Medical Provider (Doctor, Dentist, Psychologist, Psychiatrist, etc.) they will be marked a half-day excused.  The note must be given to the school upon return from the Medical Provider, within 24 hours of the visit.  Notes indicating that a sibling or a parent had a medical appointment will not be accepted.  If the student does not have a note, the day will remain unexcused.  Note:  2 half–days of absence equal 1 full day unexcused absence.  

PUNCTUALITY:

Coming to school on time is a habit, which must be developed from Kindergarten throughout each school year.  Kindergarteners through fifth graders are expected to be in line by 8:30 a.m. when the school day begins each morning.  Any student not in line by that time will be considered late.  As a parent, it is your responsibility to see to it that your child arrives on time every day.  *Note:  Students who arrive late after 10:30 a.m. will be coded a half day.
EARLY DISMISSAL:
Students are expected to be in school for the entire school day.  Students should not be taken out of school for early dismissals as this impacts on the instructional program for all children within the classroom.  Doctor and dental appointments should be scheduled after school hours so that children do not miss school time.  In the event that a student must be dismissed early, parents should inform the teacher with a note that morning.  
**Note:  Students who arrive after 10:30 a.m. or leave before 1:09 p.m. will be coded as a half day.  
Parents or relatives must show a VALID picture ID and be on the student’s emergency contact list in order to take out the student.  There will be absolutely no exceptions to this policy.  Again, these appointments should be scheduled to the greatest extent possible at times that do not adversely affect the instructional program.  Because of the negative impact and disruption that it causes, there will be NO early dismissals after 2:30 p.m.









Parent Handbook 15
When a written request to release a student is received, the authenticity of the request must be established.  Telephone request will also be screened and authenticated.  Approval of a student’s release, based on written or telephone requests, might be refused if we cannot properly establish authenticity.  Please try to inform your child of dismissal or after school plans in the morning at home before leaving for school.  Please limit phone calls to the office to inform students of changes to their dismissal/pick up plans.  
Please note:  We do not release students for early dismissal to anyone who is not on the list.  We will not take phone calls to add anyone to the list.  Parents/legal guardians may come to the main office at any time with ID to add/delete emergency contacts.  Safety is the priority.  This is the School District of Philadelphia’s policy.  
HOMEWORK
It has been proven that time spent on homework has a positive effect on how well our students achieve in school.  Homework helps our children understand the classroom lessons presented by the teacher.  Homework is assigned daily, usually Monday through Thursday.  These assignments are extensions or follow up of clearly defined and motivating school activities.  You, the parent, can help us by providing a quiet place and time for the completion of homework.  Check your child’s homework for neatness and completeness and sign or assist your child as requested by your child’s teacher.  Please be sure to return 100 Book Challenge materials daily.  Remember, homework helps your child achieve the following:


*Increased basic skills


*Good study habits


*Extension of classroom learning


*Initiative, responsibility, and self-direction


*Worthwhile use of leisure time

LOST AND FOUND:

Richmond’s Lost and Found is located outside the Nurse’s Office.  Students who lose an item may visit the storage box during lunch or after school.  Clothing, books, school bags, lunch bags and other valuables should be labeled with name and room number if possible to expedite the return to its owner.
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SCHOOL ADVISORY COUNCIL (SAC) & Home & School Association:
School activities are supported by our Home and School Association.  Fund raisers occur periodically throughout the year and money raised benefits student activities.  Monthly SAC meetings are held with parents and staff to discuss important matters related to our school.  Some topics include: Title 1 Program, School Budgets, and the planning of school activities like Family Night and Spirit Week.  All parents are welcome to attend the meetings.  Look for SAC Meeting on the monthly calendar for the day, date, and time.  Parent workshops will be held this year on Thursdays from 2:24 to 3:09 pm.  They focus on a variety of topics, including 100 Book Challenge, Middle School Selection, and other literacy and math programs.   The parent newsletters usually provide more specific information regarding date, time, and topic.  The meetings are informative and are an opportunity to meet those who can help your child succeed.   
SAC Meeting Dates & Title 1 Meetings: 
	September 26, 2019
5-7 pm
Back to School Night

Fall Title 1
	October 25, 2019
8:45 am
SAC Meeting
	November 22, 2019
8:45 am
SAC Meeting

	December 19, 2019
3:10 pm
Winter Title 1 & SAC Meeting
	January 24, 2020
8:45 am
SAC Meeting
	February 28, 2020
8:45 am
SAC Meeting

	March 19, 2020
3:10 pm
Spring Title 1 & SAC Meeting
	April 17, 2020
8:45 am
SAC Meeting
	May 22, 2020
8:45 am
SAC Meeting


VISITORS POLICY:

All parents and visitors to the Richmond School are required to come into the office where office staff members will assist them.  Parents and visitors must sign in at the front desk just outside the foyer.  Parents are asked not to accompany their child to the classroom.  Parents should wait outside the school dismissal to pick up their child.  In the morning children enter from the yard after lining up with their classmates.  Visitors are not permitted in the lunchroom or yard during recess or lunch.  Parents and visitors are not permitted to walk their child to class and they are not permitted to be in any part of the building without obtaining permission from the office.
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CLASS TRIPS:    
Your child’s teacher may arrange class trips during the school year to expand on learning experiences in the classroom.  Prior to going on any trip, the parent/guardian must sign a consent form allowing the child to participate.  Telephone calls to the teacher are NOT acceptable.  No child will be permitted to attend a class trip without a signed 
permission slip.  Chaperones of the trip will be selected by the teacher through a lottery system.  Chaperones are required to have the required CLEARANCES and Volunteer Documents in order to be a chaperone.  Chaperones are NOT permitted to transport their child or any other child in their own vehicle.  Any child who is not a Richmond student, may not be permitted to participate in the trip.  Any money needed for the trip must be sent to school in a sealed envelope with the student’s name and room number.  
VOLUNTEERS AND CHAPERONES:

All volunteers must have current Criminal Background, Child Abuse Clearances, and FBI Fingerprints or Affirmation form in order to volunteer or chaperone a field trip.

Criminal Background Check:  epatch.state.pa.us

Child Abuse Clearance:  www.compass.state.pa.us/cwis
Volunteer Video Orientation:  www.philasd.org/face/volunteer-video-orientation/ 
SPECIAL PROGRAMS:
Richmond School has a great variety of programs to help our children succeed in school.

The following is a list of programs and services available at our school:


*Pearson READY GEN Literacy Program

*Math Expressions

*Comprehensive Literacy Framework

*100 Book Challenge


*Math Problem Solving 

*Positive Behavior Inventions and Supports (PBIS)

*Playworks Program for Recess

*School Based Teacher Leader

*Intervention Teachers

*Early Literacy Coach

*Climate Manager

*School Leadership Team


*Computers in each classroom

*Speech Teacher


*Special Education Programs including



Autistic Support



Learning Support

*Think Through Math and Accelerated Math (Research Based)

*Lexia (Research Based Computer Reading Program)


*Art Teacher


*Instrumental Music Teacher
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PROFESSIONAL DEVELOPMENT
Several times during the school year the school will be closed for students so that staff can participate in Professional Development.  
INTOLERANCE:

It is the policy of the School District that all forms of harassment and hate crimes are illegal and wrong.  Any incident should be reported and it will be dealt with firmly.
NO SMOKING:

Richmond School is a “No Smoking” school.  As such, all parents visiting the school are asked to refrain from smoking anywhere on school grounds.

NO PARKING:
All parents are reminded that double parking is illegal.  Parents who drive their children to and/or from school are advised to park in a legal and available spot and walk to the yard to drop off or pick up their child. Do not stop, park or leave your car double parked on any of the surrounding streets (Belgrade, Ann, Birch).  Do  not park on the sidewalk, as this presents a danger to students trying to walk on the sidewalk.  Please do not stop out front of the building to drop off your child since this is a bus drop off location.   Vehicles are often ticketed by School Police, Philadelphia Police or Philadelphia Parking Authority for this violation.  Please be sure to avoid parking in the spot on Ann Street at the gate entrance.  Vehicles parked in front of the gate may be towed.  This entrance must be kept clear for deliveries.

NO PETS:  

For the safety of our students, pets are not permitted in the school yard  (even if the pet is on a leash or being carried).  
TWITTER:
Follow Richmond on Twitter for new information, celebrations, and emergency school closing information.  Richmond Elementary@Srozanski1.

UPDATING INFORMATION:

It is crucial that you keep your contact information up to date at all times.  Please go to the main office with your identification to provide new phone numbers, address, or to add or delete names from your emergency contact form.  Please be sure that the name that appears on the identification (driver’s license, PA State ID, work identification) is the name listed on the emergency contact form.  
CPT for Teachers:  

One morning each week, the classroom teachers participate in a planning meeting

(CPT = Common Planning Time) from 8:30 to 9:30 am.  A specialist teacher assigned to your child’s class will pick up the class from the school yard on that morning, complete the morning routines, and teach the class. Here is the schedule:


Monday

Grade 2


Tuesday

Grade 3


Wednesday

Grade 4


Thursday

Grade 5


Friday


Grade K & 1
*Please be sure to check your child’s school bag daily for important communication from the school.  

*Thank you in advance for all of your support and cooperation during the 2019-2020 school year!!!
