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SCHOOL VISION 
 

 Aware that students have unique needs and special characteristics, the staff of Lincoln 

Trail Elementary believes that each child should be afforded the opportunity to fulfill their 

potential through developmentally and academically appropriate activities. 

 We believe children should be taught how to live peacefully and harmoniously with 

classmates, family members, and fellow citizens by participating in activities that develop 

self-discipline and wise decision making skills so they become a contributing member of 

society. 

 We believe students should be offered an integrated curriculum with a coordinated series 

of experiences continually changing according to the needs of the maturing individual.  

Students should be offered desirable experiences through which physical, intellectual, social, 

and emotional competency may be achieved. 

 We believe children should be taught to respect their body and avoid substances that are 

destructive both physically and emotionally. 

 We believe the school community is made up of diverse backgrounds-race, ethnic origin, 

religion, social status, economic status, physical attributes, and political conviction and this 

diversity offers a range of possibilities which can be an asset to our students’ learning 

environment. 

 We believe that the school should offer a curriculum, in compliance with state and 

federal guidelines, that helps each child develop the necessary learning skills and attitudes 

that are essential to becoming a responsible citizen. 

 We believe our philosophy is consistent with the Kentucky Program of Studies, National 

Common Core Standards, and the President’s National Goals for Education. 

 

SCHOOL MISSION STATEMENT 

 In partnership with families and community, Lincoln Trail Elementary builds the 

foundation for life-long success. 

 

HARDIN COUNTY SCHOOLS’ MISSION STATEMENT 

      The mission of the Hardin County School District, a progressive educational system with 

world-class standards focusing on learners of all ages, and which places a high value on 

cultural diversity and family, is to produce self-sufficient, sensitive, responsible citizens 

committed to a life of learning, service, and environmental stewardship, and who will excel 

in a dynamic, global society; this will be accomplished by visionary leadership, celebration 

of individual differences and talents, community partnerships, state of-the-art technologies, 

and comprehensive programs responsive to individual needs. 

 

DAILY SCHEDULE 

 School Hours:  7:35 AM to 2:20 PM 

 7:10 AM Buses Arrive 

 7:10 AM Outside doors unlocked for student entry 

 7:10 AM Students dismissed to classroom for breakfast and morning work.  

Homeroom teachers should monitor rooms and all other teachers 

monitor hallways. 
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 7:35 AM Five minute warning bell rings 

 7:40 AM Classes begin 

 10:35-12;30 Lunch period (25 minutes per class) 

 2:20 PM Classes dismisses 

 

DUTIES OF THE TEACHER 

 Each teacher is expected to be on duty at the beginning of the day by 7:10 A.M.  All 

teachers should be in their classrooms by 7:10.  Instruction should commence at 7:40 AM.  

All teachers are expected to remain at school until 2:45 P.M.  Students will be dismissed to 

their rooms as they enter the building.       

 Teachers and classified staff will be assigned early duty from 7:10 A.M. to 7:40 A.M.  

each day on a rotating basis.  Homeroom teachers not on duty should be in their rooms when 

the 7:10 bell rings.  Other teachers who are not on duty should help supervise the halls and 

restrooms.   

      Teachers are expected to be with their student groups at all times, unless an emergency 

arises making it necessary for the teacher to leave.  If the teacher does have to leave their 

class for any length of time, they should contact the office via the intercom to make 

arrangements to have someone else supervise their group during their absence. 

      Homeroom teachers should be standing at the door of their classroom when their 

students are exiting the room to prevent students from running out of the classroom or 

running in the halls. 

      Teachers should know at all times the location of every student under their supervision 

and what the students are doing.  Be particularly watchful during restroom breaks and 

teachers should be positioned near the doors of the restrooms during those breaks to help 

supervise and promote safe behavior in the restroom. 

  All teachers should conduct their classes in such a way that there is constructive teaching 

and learning in process at all times.  This will call for some well-developed lesson plans and 

good classroom organization. 

 

ENERGY CONSERVATION PROGRAM 

 Every teacher is expected to be an “energy saver” as the District attempts to conserve the 

use of energy thus saving funds for instructional uses.   

 Teachers should turn off room lights when the classroom is left empty during the day 

and at the close of the school day. 

 Classroom doors should remain closed when the HVAC is operating.  Windows 

should remain shut at all times. 

 All computers should be turned off each night.  This includes CPU, monitor, printer, 

and speakers.   

 Thermostats should be set as follows: 

  Cooling season Occupied Set Points:  75º F - 78º F 

  Heating Season Occupied Set Points:  68º F - 72º F 

   Unoccupied thermostat setting during the heating season should be at 55º F.   

   This may be adjusted to a 60º F setting during extreme weather. 

NOTE:  Thermostat settings can be adjusted slightly to make the rooms comfortable 

for the students and the teacher when occupied. 
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FACULTY MEETINGS 

 Faculty meetings will be held on Wednesdays, so please schedule personal 

appointments on days other than Wednesday.  All l teachers are required to be in attendance 

at the faculty meetings except itinerant teachers who are assigned to another school on the 

day of the meeting. 

 

LESSON PLANS 

Daily, weekly and unit lesson plans are required.    Daily Lesson plans, class roll, and 

substitute instructions should be left on your desk each day in the event that you cannot be at 

school the following day.  Daily lesson plans for the following week should be ready on the 

Friday before the new week.  They should be accessible and easily understood by a 

substitute.  Student  objectives, critical vocabulary, and assessments should be 

developed in collaboration with special education teachers working with your students. 

 

FIELD TRIPS 

 Field trips must be related to instruction that is occurring in the classroom and should 

not be “fun” trips.  Each grade level will be considered for one field trip per school year. 

 Prior to any field trip, the teacher must make the following arrangements: 

 Complete all Field Trip Request Forms at least two weeks prior to the date of the 

trip and turn in to the principal or designess so buses may be requested.  A copy 

of the approved Field Trip Request Form will be returned to the teacher making 

the arrangements.  If a group of homerooms are going on the trip, each teacher’s 

name should be on the request form.  

 Send home an announcement pertaining to the trip giving the date, destination, 

time of departure, expected time of return, and any cost associated with the trip.  

We must have a signed  parent permission slip from each student..  Teachers 

should follow-up by phone and/or a second notice to any parent of a student not 

having a signed permission form.  Students not having permission will not be 

allowed to go on the field trip. 

 Please provide the school bookkeeper with the following information:  Where, 

What, and When the field trip will occur.  The cost per student, (minus the 

transportation cost) and number of students attending.  This will allow the 

bookkeeper time to have the check processed. 

 Secure an adequate number of chaperones for the trip and be aware that each 

adult riding a bus reduces the number of students on a seat by two.  Three 

students per seat equal one student and one adult per seat.  See district policy for 

this. 

 Complete a Food Service Field Trip Request Form at least two weeks prior to the 

date of the trip so that the Cafeteria Manager may order food supplies. 

 Parents may drive their automobiles but their child must ride the bus.  The principal can 

approve an exception to this rule but do not encourage parents to seek an exception.  Parents 

may request that their child ride home with them at the end of the field trip.  They must 

submit that request in writing to the principal for approval prior to the trip.   
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TEXTBOOKS 

 Textbooks are provided at no cost to students.  Parents and students are required to sign 

for the books.  Each pupil and his or her parent or guardian, shall be responsible for all 

books not returned by the pupil, and a pupil not returning all books delivered to him/her 

shall not be entitled to the benefits of KRS 157.100 to 157.180 until books are paid for by 

the parent or guardian.  The collection scale for lost or damaged textbooks shall be 100% of 

wholesale cost for one and two year old textbooks; 75% of wholesale cost for three and four 

year old textbooks; and 50% of wholesale cost for five and six year old textbooks.  (See 

Appendix C for a listing of the charges for lost textbooks.)  

 When assigning textbooks to students make sure each book has a number printed inside 

the front cover.  Record the book number next to the students name on the textbook 

accountability/assignment sheet (located in the office).  This listing of students and assigned 

books should be readily available to the teacher throughout the year.  Teachers will perform 

a Textbook Inventory in the spring and will be accountable for the books.  Students who lose 

or misplace a current textbook item will be expected to pay for the replacement. 

PHONE USAGE 

      Unless deemed to be an emergency, neither teachers nor students will be called out of 

class to accept a phone call, as this will disrupt the regular classroom routine.  Always check 

your box in the office each afternoon before school dismisses for phone messages. 

 Please refrain from using the phone for personal calls during school hours.  Some 

personal calls are necessary and that is understandable but it is expected that you to help 

keep the school lines open for school business.  Also, please control cell phone usage, 

refer to district policy. You will be issued a long distance code for necessary long distance 

calls made on school phones.  Any long distance call should pertain to school business.  If 

you make a long distance call, write the number down for future reference.  If the call is 

NOT school related, you must use a personal calling card or call collect.  Do not charge 

personal calls to the school. 

 

DRESS CODE FOR STAFF  

 Teachers and staff should dress in a manner that fits the profession of teaching.  The 

impression that a staff member makes on parents and others citizens when visiting the 

school is directly correlated to the impression they have of our school.  In addition, staff 

members’ appearance has been shown to have a high relationship to student behavior. 

   Jeans may be worn on designated days such as for school spirit day, field day, or on 

days designated by the principal.  Currently, jeans may be worn on each Friday; however, 

even then the jeans should look nice and be tasteful and follow Hardin County Schools dress 

guidelines. P.E. attire is acceptable for the PE teachers to wear daily. 

 Tops cut low in the front; sleeve-less tops that are baggy around the arm opening, or 

spaghetti-strap tops are not acceptable.  Shirts or blouses that expose the stomach are not 

acceptable. 

 Walking shorts, Bermuda shorts, or skorts of acceptable length are OK but not short-

shorts.  Skirts, shorts and skorts should be mid-thigh or longer. 

 Sandals and athletic shoes are acceptable footwear.  Flip-flops should not be worn. 

 The bottom line is that the staff is expected to be dressed neatly and in professional 

looking attire while at school or taking part in school functions.  Parents expect it. 
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DRESS CODE FOR STUDENTS   

 See Hardin County Code of Conduct Book   

 

FINANCIAL ACCOUNTING PROCEDURES 

 The office manager is responsible for maintaining the financial accounts for Lincoln 

Trail.  A yearly budget is prepared by the principal and approved by the SBDM Council.  A 

copy will be given to each teacher at the beginning of the school year.  The office manager 

prepares a monthly financial report and a copy is posted each month in the workroom. 

 The following accounting procedures concern our internal accounts and how the staff 

should handle money and orders for materials and supplies: 

All money that is collected should be recorded daily on a Multiple Receipt Form, 

initialed by the student, and turned into the school bookkeeper by the end of the 

day. 

Teachers should turn in money to the office manager each day and complete the 

necessary information on the Multiple Receipt Form.  All money will be 

deposited in the proper activity account and a computerized receipt will be 

generated.  The yellow copy of the Multiply Receipt Form will be initialed, dated 

and marked okay by the school bookkeeper before being returned to the teacher.  

The teacher shall then retain these receipts for 7 years. 

*Teachers needing specific supplies are to complete a requisition form so a 

purchase order can be obtained for the items needed.  Submit the form to the 

office manager and forward the order to the principal for approval.  The order 

will then be mailed or faxed. 

 Unless the principal approves a special purchase all teacher purchases should 

come from the teacher’s budgeted amount.  Do Not make a purchase without a 

signed purchase order and return both the receipt and the purchase order to the 

office manager. 

 Occasionally a teacher will make a cash purchase because the item is available 

and convenient.  DO NOT DO THIS.  Use the process described above. 

 All purchases made are to follow the guidelines set forth by the Hardin  

County Finance Department.  For the most part all items will have to be 

purchased from catalogs bid by the District, see the Office Manager about the 

various catalogs that are on the bid list.  Those items that are not found in these 

catalogs are to have three quotes on a Price Quote Form (See Appendix B) from 

local business or other catalogs before being purchased. 

 Orders for books from one of the student book clubs are the responsibility of the 

homeroom teacher.  Instruct students to have their parent to make out a check to 

the book club and not the school.  Purchase orders will not be necessary since the 

money will not be going through the school. 

 The school has a charge card for Kroger and Wal-mart so that perishable food 

type items may be purchased without the teacher paying cash out of pocket.  See 

the office manager for the charge card after clearing the purchase with the 

principal.  The day you return to the school, return the cards and the receipt to 

the office manager.  Be sure your name is on the receipt and a listing of the items 
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either on the receipt or attached.  Any staff member using the school credit card 

must sign the credit card sign in/out form as required by Redbook. 

 Purchases made through the PTA will not need a purchase order and those items 

do not have to be bid. 

 Multiple Receipt Form- Students third grade and above must sign (not initial) the form. 

 No longer a yellow copy of multiple receipts forms. Teacher need to make a copy for their 
records before submitting the receipt form to the office manager. 

 Teacher should keep a copy of the multiple receipt form until the end of the school year. 

 Staff members are not to keep the school credit card in their possession for longer than 24 
hours. May not check out card for the weekend. 

Class parties/donations- follow multiple receipt form procedure unless the PTA room parent/s is 

taking up donations to sponsor the class party 

 The school handbook contains the following instructions to parents about Financial 

Office Procedures: 

 During the year students will be bringing money to school for field trips, school annuals, 

school pictures, lunches, etc.  Your personal check is welcome at our school to make these 

types of payments; in fact, we prefer a check, money order, or cashiers check rather than 

cash.  Using one of these payment methods provides a paper trail for both you and the 

school as to the payment being made.   

 Make checks payable to Lincoln Trail Elementary for most activities.   A separate 

check payable to Lincoln Trail Cafeteria should be written for lunches and/or 

breakfasts.  Please do not mix monies since this creates a problem with bookkeeping.  

Occasionally checks will need to be written to another party such as Lincoln Trail PTA but, 

we will alert you to such changes.  

 CHECKS CANNOT BE CASHED AT THE SCHOOL.   

 In the unlikely event your check is returned unpaid, your check may be electronically 

redeposited or if necessary, redeposited by paper draft.  There will be a $25 handling fee 

for any checks returned for insufficient funds as allowed by state law.   

 Beginning July 1, 2004, insufficient funds checks deposited into food service accounts, 

after-school day care accounts or into any Board account will be sent by the bank to RBF 

Bottom-Line Services for redeposit.   If you have any questions regarding our check 

acceptance policy, please call the Board Office at 270/769-8800. 

 

TRAVEL GUIDELINES 

1.   Staff members (certified or classified) may receive reimbursement for travel expenses                         

      incurred while attending meetings, workshops, conferences, etc. related to their job 

      assignment.  Meals for one-day meetings will not be reimbursed. 

2.   Staff members must apply for approval to travel using the Hardin County Schools 

 Professional Meeting and/or Travel Request Form (See Appendix B).  This form 

must be  submitted to the principal for approval at least two weeks prior to the date 

they will be attending the meeting.  The principal will sign this form and forward it to 

the school bookkeeper for the proper code, if necessary, the PTF will be forwarded to 

the Director of Professional Development for approval. 

3.   Staff members can expect to receive reimbursement for mileage, motel room if the  
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meeting is farther than 65 miles from school, meals if an overnight stay, meals served as 

part of a meeting function, registration fees, parking, tolls, taxi, etc.  All expenses being 

requested must be on the request form and approved prior to attending the meeting. 

4.   After returning from a meeting a Hardin County Travel Voucher (see Appendix B) and  

appropriate receipts must be submitted to the office manager requesting reimbursement 

within 60 calendar days.  Meals can only be reimbursed when the meeting requires an 

overnight stay.   It is not necessary to have receipts for those meals but only the board 

approved meal costs will be reimbursed each day with the exception of luncheons or 

other meal/meeting functions that were noted on the Professional Meeting and/or Travel 

Request Form. 

5. All reimbursement requests must be submitted to the office manager within 60 days of 

returning from a meeting.  It is the responsibility of the teacher to submit the 

reimbursement request in a timely manner and requests submitted after 60 calendar days 

will not be honored. 

6.   All travel requests will be considered as long as funds are available in either the  

      school budget or the Professional Development Fund.  Instructional related travel will 

      be paid from the Professional Development Funds.  Non-instructional related travel  

      will be paid from the school budget. 

7. IMPORTANT NOTE:  If a teacher is going to be out of the classroom on a given day for 

any reason other than sick day or approved personal day a Professional Meeting and/or 

Travel Request Form must be completed.  This form is necessary so that payment for the 

substitute can be properly tracked by the Finance Department, also for liability purposes for 

the school district.   

 

SUBSTITUTES 

 Certified and classified staff must use the AESOP system.   

 

 Every staff member will be required to call in the AESOP system whether you require a 

substitute or not. 

     On the first day back at school after being absent, the teacher should file the proper 

documentation of their absence with the office manager.  If you were sick then complete a 

sick leave form.  If you were gone for a professional development seminar or workshop, 

professional leave, or personal leave those forms should have been completed before your 

day of absence. 

 

 

PLAYGROUND 

 Do not permit children to use damaged or altered (i.e. swing chains wrapped around top 

bar) equipment and report any damaged equipment to the principal immediately. 

 Do not permit too many children on the same piece of equipment at the same time. 

 Notify the principal if worn, damaged, or altered equipment needs attention. 

 Prepare written accident reports if an accident does occur. 

 

Teachers, please make sure to spread out where all areas are supervised- playground 

and track area should be in sight.  Remember, no more than 3 classes at a time. 
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CLASS PARTIES 

     Class parties (not to exceed three) are planned by the homeroom teacher in collaboration 

with grade level teams.  Front office must be advised of party times. 

 

SCHOOL LAWS, HARDIN COUNTY BOARD POLICIES AND REGULATIONS 

     Should a need arise a copy of School Laws of Kentucky is located in the Principal’s 

Office.  The Hardin County Board of Education Policies and Hardin County Board of 

Education Administrative Regulations can be found on the Hardin County Website at 

http://www.hardin.k12.ky.us. 

 

EXPLOSION OR THREAT OF EXPLOSION 

If you answer the phone and the caller makes a statement about a “bomb” in the school or 

some other threat to the school, immediately press the # key and place the receiver on the 

table top, go to another phone and call the phone company to inform them of the threatening 

call and what you did.  Ask them to identify the caller’s number and inform the school 

principal.  Note:  Pressing the # key and NOT hanging up freezes the caller’s phone so the 

phone company can determine the caller number.  During this process see that the office and 

the principal are immediately informed of what is happening. 

 In the event of an explosion at the school, or the threat of an explosion, such as those 

caused by leaking gas or a bomb threat, the following should occur: 

 1)  Sound the school fire alarm.  This will automatically implement an evacuation  

      plan. 

 2) Notify the office/principal of the situation. 

3) Call 911. 

 4) Notify Gas Company:  765-6121 

 5) Notify  Nolin RECC:  765-6153 

 6) Notify the superintendent and/or other appropriate school officials:  769-8800.   

 7) Render first aid as necessary. 

 8)  Move to an area of safety, and maintain control of students. 

 9) Check the class roll to account for all students. 

          10) The Principal will direct further action as required. 

          11) The students and staff will not return to the school until officials declare the 

      area safe. 

 

FIRE DRILLS/ TORNADO DRILLS/EARTHQUAKE DRILLS 

     Fire Drills will be held once a month.  Please see that all lights are out, all doors shut, and 

all students are out of the building.  Acquaint yourself with the fire drill procedure.  Have in 

your possession the student roll. 

                                Two Tornado Drills will be held during the school year, in the months of August and 

February.  Students are to be taken to the downstairs hall and seated facing the wall with 

their knees up and at the appropriate signal; place their head between their knees.  Students 

should not be positioned in front of doors and doors should be shut. 
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     When a fire or tornado drill occurs or in event of an actual emergency, handicapped 

children will be escorted out of the building or to the tornado shelter site by the teacher(s) or 

aides who are working with the children at the time of the emergency or drill. 

     Earthquake Drills will be held twice a year.  The first will be held in October and a 

second one during March.  As part of the Earthquake Drill the building will be evacuated 

and the entire school should exit to back of the school because of gas lines that run down the 

front of the school and across the east end of the building. 

 

EVALUATION PROCEDURE SITE 

  A copy of the Hardin County School Schools Evaluation Plan can be found on the district 

website at http://hardin.k12.ky.us. 

 

SUNSHINE COMMITTEE (FLOWER FUND) 

     The Sunshine Committee, consisting of staff members, will oversee Lincoln Trail’s 

Flower Fund in accordance with the established by the committee and approved by the staff. 

 The Sunshine Committee rather than requesting money from the staff for the flower fund 

will use a portion of the money made from the sale of cokes. 

 

Special Occasions Committee 

The Special Occasions Committee, consisting of both certified and classified members will 

oversee the organization of Wedding Showers, Baby Showers, Retirements, ExCEL and any 

other celebration that may arise. 

 

HOMEWORK POLICY 

     SBDM Council Policy 08.01 was developed to provide guidelines for the assignment of 

homework to students and is intended to serve only as a guide to teachers.  Those policy 

guidelines are as follows: 

GUIDELINES 

     1.  This policy is to be included in the student handbook for distribution at the  

          beginning of the school year. 

     2.  Teachers will assign homework at their discretion. 

     3.  The appropriate ranges of hours per week of homework to be assigned are as follows:

   Grades     Hours/Week        

       Primary    1 - 3 hours 

   4th - 5th     4 - 6 hours 

     4.  Homework assignments are reinforcements for classroom curricular areas and are 

          assigned to support students learning as appropriate for the ability of the individual  

          student. 

     5.  Assigned homework will reinforce instruction accomplished in class; it will not 

          introduce new or unfamiliar concepts or skills. 

     6.  The burden that homework places on a student will be considered when assignments  

          are made and in making homework assignments, consideration should be given to  

          school events and other subject area requirements. 

     7.  Teachers shall review and evaluate homework assignments and shall periodically  

          inform students and their parents of the student’s academic progress and mastery of    
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          learning objectives. 

     8.  Teachers shall decide the degree to which homework affect student assessment. 

     9.  Teachers shall provide clear, concise directions for the completion of homework  

          assignments. 

   10.  Parental concerns about homework should be discussed with the child’s teacher. 

 

ATTENDANCE 

            Kentucky Revised Statute (KRS) 159.010 states that the parent or guardian is 

responsible for keeping his/her child in regular school attendance.  KRS 159.150 states that 

any child who has been absent from school without a valid excuse for three (3) days or 

more, or tardy on three (3) or more days is truant.   

 Students arriving after the start of the school day or who are picked-up before the end of 

the school day shall be counted as tardy.  Parents bringing their child to school late shall 

escort their child to the office, sign them in, and provide the office with a reason for arriving 

late.  Students arriving late will be given an admittance slip to take to the teacher.  Teachers 

should keep these admittance slips on file during the school year.  When a parent picks up 

their child before school dismisses, they should come to the school office, sign them out, 

and provide the office with a reason for the early pick-up. 

 Tardies- A tardy will be recorded when a student misses 60 minutes or less of the school 

day.  This includes late arrivals, midday appointments less than 60 minutes, and early 

checkouts. 

 Absences- An absence will be calculated on an exact percentage of the day missed rather 

than in half-day or whole-day increments.  Events will be assigned when a student is absent 

for more than 60 minutes of a school day.   

 Attendance reports will display the number of tardies, the number of events, and the total 

number of accumulated absences (the sum of all event percentages). 

 When a student has been absent without valid excuse for six (6) days, notification will 

be sent to the parent/guardian.  After a student has been absent eight (8) times without a 

valid excuse, the parent/guardian will be notified that any additional absences without valid 

excuse will be forwarded to the Director of Student Services at the Hardin County Board of 

Education. 

    The Hardin County Board of Education states valid excuses will include: 

      1.  Illness that is verified by a doctor or medical agency; 

      2.   Orders of the court (summonses and subpoenas) requiring the student to appear in 

court; 

      3. Severe illnesses or death in the immediate family verified by a written statement.                                        

         Immediate family shall mean father, mother, brother, sister, grandfather,    

           Grandmother, blood related aunt, uncle, niece, nephew or any one living under the 

           same household roof with the student;             

 School activities or trips of an instructional nature approved by the principal; and 

 circumstances if approved by the principal or his/her designee. 

 A parent note serves the purpose of keeping the teacher informed; however, the parent 

note does not validate more than 6 absences. 

 Students having absences must make up the work they miss.  It is the student and/or 

parent/guardian’s responsibility to contact the teacher concerning make-up work during the 
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teacher’s planning periods or before or after school hours.  For every day the student misses, 

the student will receive the same amount of days to complete the make-up work. 

  

MAKE-UP WORK GUIDELINES 

 Students having absences must make up work. 

 It is the student’s responsibility to contact the teachers concerning make-up work. 

 For every day the student misses, the pupil will receive the same number of days  

 to complete the make-up work. 

 The counting of days for make-up work will start the second (2nd) day after the  

      student has returned to school following the period of absence. 

 Students who are suspended from school are allowed to make-up missed work following 

the procedures above. 

 

DISCIPLINE 

      Discipline is primarily the responsibility of each teacher.  You know your students best; 

therefore, you can deal more effectively with the problems your students might have.     

  If you need assistance with a student then send them to the office.  If you send a student 

to the office, please send a discipline report to accompany them.  Please fill out the form 

fully so that I can take an accurate measure and know the best course of action to deal with 

the student.  

 At Lincoln Trail Elementary we follow the RESPECT PLAN that outlines our discipline 

procedures and how we conduct our classrooms. 

 The following are the three ground rules as the premise of the RESPECT PLAN: 

 Respect One Another 

 Respect Authority 

 Respect School Property and Materials (and that of others) 

 

STUDENT CELL PHONE USE OR ELECTRONIC DEVICES 

 

See District Policy or our Web Site 

  

LUNCHROOM MEAL COSTS AND CHARGES 

           Breakfast  Lunch 

  Full price student  $0.00   $2.60 

 *Reduced price student $0.00   $0.40 

 Adult meal price  $2.00                $3.50 

 Milk    $0.40                              .40 
*Student qualifies under the Federal Lunch Program guidelines but is not qualified for a  

“free” full-priced meal.  

 Board policy states that a child “may charge meals up to six times.  After that time, all 

charges must be paid before additional charges can be made.”    All charges made by either 

staff or students must be paid by May 15
th

 and no charges are allowed after that date. 

      Duty Free Lunch will be provided for all teachers.  After your students are through 

the lunch line and seated at their table then you may have lunch without supervising 

them. 
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GIFTED TALENTED PROGRAM 

      Those students participating in the Gifted and Talented Program are responsible for all 

homework, and/or class work that they miss while at G/T.  However, keep in mind that in a 

given academic area, a particular G/T student might not need as much assigned work to 

learn a skill or they may not need as much repetition/practice.  Please ensure that 

participation in the G/T Program does not lead to excessive homework or unreasonable 

expectations from you, the classroom teacher. 

 

 

GRADES AND STUDENT PROGRESS REPORTS       

      A combination of grade cards, narrative reports, and parent conferences are used to 

report student’s progress to parents. 
      REFER TO THE YEARLY CALENDAR.  Note that each grading period ends after eight to nine weeks of 

instruction.   Grade cards/narrative reports will not be sent home until the teaching staff returns from the break. 

Grade reports will be issued after each quarter.  These reports will provide a record of 

academic progress, conduct, and attendance.  Parents are to be notified by the teacher of a 

student’s potential difficulty at the mid-term of a grading period through MID-TERMS.  

 Parents of students who may have to repeat a grade the coming year will be notified for a 

conference with the teacher by the end of the third quarter.  The need to repeat a grade may 

be based upon academic deficiencies, demonstrated emotional, social, or intellectual 

immaturity.  The teacher, principal, and parent shall make the decision for a student to repeat 

a grade.  Should there be a division of opinion, the principal shall make the final decision. 

      

HONOR ROLL  

      Lincoln Trail will publish in the local paper an Honor Roll each quarter.  The Honor Roll 

will contain the names of students in 4th and 5th who have all A’s or all A’s and B’s or who 

have demonstrated exceptional academic ability in their studies during the past quarter.  A 

grade of “C” in conduct will prevent a student from being on the Honor roll since proper 

conduct is part of the learning process.        

  

INJURIES, ILLNESSES, AND SAFETY 

          Injuries or illnesses should be reported to the office.  All head injuries should be sent 

to the office, a report filed, and the parents called.  When an injury occurs then send the 

child to the office to be checked.  The office staff with the child’s name, the nature of the 

injury, and what was done will start an accident report.  This report will be returned for you 

to complete the portion dealing with how the accident occurred. 

     Each teacher is responsible for emphasizing safety to the students while they are on the 

buses.  Please discuss with your students general safety at school such as running, throwing 

objects, horseplay, etc.  Also go over the bus conduct and safety rules (Code of Conduct 

Book) with your students during the first week of school. 

 

POLICY FOR LIVE HEAD LICE CONTROL 

 Any Lincoln Trail student found to have  live head lice will have a responsible adult 

called and will be sent home as soon as possible.  If no one can be reached, the child will be 

sent home at the usual time with a letter and instructions for lice treatment.  The student 
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must be brought to school by an adult and rechecked in the office before being allowed to 

stay at school.  The child may return to school without an adult if a note from a health 

professional indicates the child is lice-free.  Students will not be allowed to ride the buses to 

and from school until they are deemed nit-free. 

 Teachers and staff will  check students heads for lice following Hardin County Schools 

Guidelines.. 

 If a student is found to have head lice, all efforts will be made to prevent the spread of 

lice to other students in the classroom.  For example, coats may be stored separately, and 

some classroom activities may be changed to reduce close contact between students.  In 

addition, all students’ heads will be checked as well as the staff members in that classroom. 

 

INSURANCE FOR STUDENTS (MEDICAL COVERAGE) 

 Keep in mind that the school does not carry medical insurance to cover students, that is 

the responsibility of the parent.   

     MAKE CHECKS PAYABLE TO SCHOLASTIC INSURERS, INC.  Do not make 

your checks payable to the school. 

 

MEDICATION 
 Medication must be sent to school in its original container with the prescription label attached.  The 

prescription must contain the student’s name, date, medication, dosage, strength, and directions for use that 

includes frequency, duration, and mode of administration, doctor's name, and pharmacy name and address.  

The office staff will keep a daily medication log listing all medications given to each student.  If at any time 

while the child is taking this medication, the dosage or frequency of administering the medicine is changed; 

then the school must receive that change in writing, signed, and dated by the attending physician.   

 

PARENT/TEACHER ASSOCIATION (PTA) 

     The Lincoln Trail PTA is an active local unit of the National PTA, the nation’s oldest and 

largest association devoted exclusively to caring for the health, education and safety of 

American’s most important resource-YOUR CHILDREN. 

     The objectives of the PTA are:  

 To promote the welfare of children and youth in home, school, community, 

  and place of worship. 

 To raise the standards of home life. 

 To secure adequate laws for the care and protection of children and youth. 

 To bring into closer relation the home and the school, that parents and teachers 

      may cooperate intelligently in the education of children and youth. 

 To develop between educators and general public such united efforts as will 

      secure for all children and youth the highest advantages in physical, mental,  

      social, and spiritual education. 

      

SBDM COUNCIL (SCHOOL-BASED DECISION MAKING) 

     The School-Based Decision-Making Council is responsible for setting school policy.  

SBDM is designed to improve the delivery of instruction and services to the students by 

involving parents and teachers in decision-making at the school level. 

 Representatives on the council are determined through a nomination/election process in 

the spring of each school year.  Any parent/guardian of a child who will be enrolled during 
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the coming school year is eligible to be nominated and selected by the parents of the school.  

The teacher representatives are likewise selected each spring by the faculty through a voting 

process.  The principal of the school by law is automatically the Chair of the Council.   

  

     The SBDM Council holds a meeting each month and parents are welcome to attend.  If a 

parent or teacher wants an item placed on the agenda of an upcoming meeting or wishes to 

speak to a concern they should contact an SBDM council member who may then request that 

they be placed on the agenda for the upcoming meeting.  The principal will discuss with the 

concerned party items that are not under the jurisdiction of the Council.  The council agenda 

is usually set a few days prior to the meeting and posted in the hallway in front of the office. 

     Policies established by the council and meeting minutes are available in the school office.  

See the school office manager. 

 

ELECTRONIC RESOURCES ACCEPTABLE USE POLICY 

 See Hardin County Handbook: for full policy 

 

PERMISSION/AGREEMENT FORM FOR STUDENTS 

 Written parental permission shall be required prior to the students being granted  

 

NOTE:  Parents need to complete the Acceptable Use of Electronic Media/Video and Photo 

Permission Form on the white paper and return it by August 15
th

.  

 

SCHOOL/FAMILY LEARNING COMPACT (TITLE 1) 

See SBDM Policies or Parent Handbook 

 

TEACHER QUALIFICATIONS 

 The federal education law called “No Child Left Behind” (NCLB), requires that all 

parents in Title I schools be notified and given the opportunity to request information about 

the professional qualifications of the classroom teacher instructing their child.  If you are 

interested in this information, you may send your request to the principal who will provide a 

response, or you may access the information through www.kyepsb.net under Teacher 

Certification Inquiry. 

 

TITLE VI, TITLE IX/SECTION 504 

GRIEVANCE PROCEDURE 

     The Hardin County Board of Education does not discriminate on the basis of race, color, 

national origin, sex, handicap, marital status, religion, or age in employment, educational 

programs or activities as set forth in Title VI, Title IX, Section 504, Age Discrimination Act 

of 1975 and Civil Rights Act of 1984. 

     Inquires Contact Equal Opportunity Coordinator @ Board of Education-Joyce Seymour 

 

     The Hardin County Board of Education grievance procedure for non-compliance for the 

non-discrimination statement above is as follows: 

Step One: 

      The aggrieved employee, parent of a student, or student shall present the  
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 complaint in writing to the building principal or supervisor within twenty (20) days of 

 the even in the effort to arrive at a workable solution to the grievance under this 

 procedure. 

      The matter shall be handled in a prompt manner allowing no more than three (3)

 working days or school calendar days to elapse from time of the know complaint to 

 arrive at a solution agreeable to all parties involved. 

      A written response shall be made by the building principal or supervisor and 

 presented to the aggrieved employee or student within three (3) working days or 

 school calendar days from the date the complaint was heard by the principal or 

 supervisor, and filed in a master file maintained by the Title IX Coordinator in the 

 Superintendent’s Office. 

         Unless a written appeal is filed within (3) days, it is agreed that the claimant 

 accepts the previously recorded solution. 

Step Two: 

      If the aggrieved employee or student is not satisfied with the solution received 

 under step one, or if the solution is not received in the prescribed three (3) days, the 

 aggrieved employee or student may appeal in writing to the Title IX District  Hearing 

 Committee through tits secretary, who shall arrange for the hearing.  The written appeal 

 shall be made by the complainant within three (3) days or school calendar days of the 

 date the written response was delivered by he building principal or supervisor in step 

 one. 

      The secretary of the Title IX District Hearing Committee shall make a written 

response to the complaining party within three (3) working days or school calendar 

 days form the date the appeal was heard by the committee, and filed in the master 

 file maintained in the Superintendent’s Office. 

      The Superintendent of the Hardin County School System shall appoint the Title IX 

District Hearing Committee.    

Step Three: 

      If the solution offered by the District Hearing Committee Representative is not 

 satisfactory, the employee or student may appeal in writing to the Hardin County 

 Board of Education through the secretary to the Board.  This written appeal shall be 

 made three (3) working days or school calendar days of the date the written response 

 was delivered from step two proceedings. 

      If the aggrieved employee continues to reject the solution to the grievance, the 

 Superintendent of School shall discuss the case with the Board of Education at its 

 next regularly schedule meeting. 

      The Board secretary shall record proceedings in the Board meeting and a copy of its 

 action placed in the case file. 

      Action of the Board of Education is final unless appealed to the Circuit Court.  

 The Board of Education or the aggrieved party may seek redress to the Director of 

 the Office of Civil Rights. 

      Where a grievance involves the basic provisions of Title IX, an employee may 

 exercise the option of utilizing the communications regulation or Title IX grievance 

 procedure. 
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Evaluation Procedures: Covered within first 30 days of school.  Full procedures are located 

on line at HSC website. 

 




