GREETINGS FROM THE PRINCIPAL


Welcome to the family of Lincoln Trail Elementary as another year begins.  This year will be a special time in many ways for you and your child with school being a significant part of your lives.  There will be many activities at school that your child will enjoy and some in which you can participate.


The intent for creating this handbook is to help you become familiar with the school policies, procedures, and the general school program.  Take the time to read through and discuss the contents of this booklet with your child particularly those parts dealing with behavior and bus conduct.  The staff looks forward to an enjoyable and productive school year with your children and with you.


All parents are encouraged to partner with the school and the PTA to make your child’s school experience the very best.  Information on joining PTA and on volunteering at school will be sent home during these first weeks of school.


If you have any questions about the information in this handbook or about other school policies, please contact the school office.

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 communities, Lincoln Trail Elementary builds the foundation for life-long success.

HARDIN COUNTY SCHOOL’S 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.
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SCHOOL HOURS - 7:40 AM to 2:20 PM

     KG – 5th Grade
7:10 AM
Buses arrive

7:10 AM
Outside doors unlocked & Breakfast Program Begins

7:10 AM
Students to Classrooms

7:35 AM
Five-minute warning bell

7:40 AM
Classes begin

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

2:20 PM
School dismisses

     Preschool
7:40 – 10:50
AM Session

10:50-2:20
PM Session (includes a twenty-five minute lunch)

11:30-11:55  
Lunch for PM Session

2:20 PM
School dismisses

SCHOOL OFFICE HOURS – 7:10 AM to 3:15 PM

FINANCIAL PROCEDURES – SCHOOL OFFICE

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.  Occasionally checks will need to 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.


VISITORS AT SCHOOL

    
We welcome visitors at Lincoln Trail; however, we ask you to abide by the following guidelines:

· Visitors should park in the back of the school.  The school’s front doors are locked after final morning bus leaves so visitors must enter through the rear entrance.  Park in one of the marked parking slots and do not park your vehicle in the drive.

· All school visitors shall first report to the school office to sign-in, identify yourselves, and state the nature of and need for the visit.

· Parents are encouraged to visit the school and the rooms of their children, but ONLY after making arrangements in advance with the teacher and the office.
· The Principal shall have the authority to permit or deny any individual, or group the right to go through the building or to remain on the school grounds.



Parents/adults should always first report to the office when visiting the school.
SCHOOL CLOSINGS AND CANCELLATION

     
School cancellations due to inclement weather will be announced on local radio stations starting around 6:00 AM.  Early dismissals from school due to worsening weather conditions will also be announced on the local stations when the decision is made by the Hardin County Schools’ Administration.   Our district has now purchased ONE CALL NOW and immediate phone messages will be sent to your home or cell.

     
PARENTS!!  Make plans with your child at the beginning of school as to what they are to do if school is dismissed early on a particular day.  

ENROLLMENT AND ENTRANCE AGE

Children who are five (5) years old by October 1 may enroll in Kindergarten in the Hardin County School District but if six (6) years of age by October 1 they MUST be enrolled in Kindergarten or first grade.  Successful completion of kindergarten, as specified in 705 KAR 5:050, Section 7, shall be a prerequisite for a child’s entrance into first grade.  Students attending school in Hardin County must enroll in the school serving their area of residence.
     
A child who becomes four (4) by October 1 and who qualifies under the Federal Child Nutrition Program may be enrolled in the Preschool Program.  A child attending this program must still complete kindergarten before he can attend first grade.  For more information about the Preschool Program, contact the school office or the District preschool office at 769-8911.

     
Preschool requirements other than age:

· valid birth certificate - within 30 days of enrollment,

· preventive health care examination - done within one year prior to or 30 days following initial admission to school, 

· vision examination completed by an optometrist or ophthalmologist by January 1 (required for students enrolling for the first time in public school), 

· child’s social security number – upon enrollment,

· valid Kentucky Immunization Certificate – upon enrollment to include their varicella (chickenpox) vaccine.

     
Kindergarten requirements other than age: 

· valid birth certificate - within 30 days of enrollment,

· preventive health care examination - done within one year prior to or 30 days following initial admission to school, 

· vision examination completed by an optometrist or ophthalmologist by January 1, 

· dental examination completed by licensed dentist

· child’s social security number – upon enrollment,

· valid Kentucky Immunization Certificate – upon enrollment to include their second MMR, Hepatitis B (series of 3 doses) and varicella (chickenpox) vaccine.

HOMEROOMS


Student homeroom assignments will be based on the number of students divided by the number of teachers at each grade level.  Parents may not make personal requests for their child to be placed in a specific teacher’s room.

ATTENDANCE POLICY

     
The teachers and office staff, because of the close relation of attendance to academic achievement, closely monitor attendance at school.  In our opinion, missed days are lost opportunities to learn.  As one means of encouraging prompt and regular attendance, the school will send written notice to parents when their child has days of absence without a valid excuse.  
Parents bringing their child to school late should 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.  Likewise, 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.

       Upon return to school the child should bring a note, signed by the parent or guardian, to the office stating the reason for the absence.  A student who is absent because of illness and goes to a doctor should present the doctor’s statement upon returning to school or within five school days. 


Attendance reports will display the number of tardies, of events, and the total number of accumulated absences (the sum of all event percentages).

**Parents, please see attendance clerk for directions to the parent portal of Infinite Campus- this allows for viewing of your child’s grades, attendance, and all general information.**

   
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 illness 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;            

     
4.  
School activities or trips of an instructional nature approved by the principal; and


5.
Circumstances if approved by the principal or his/her designee.

Even though it is understood that every illness does not merit a trip to the doctor, a written excuse from a doctor is required to be “excused”.  A parent note serves the purpose of keeping the teacher informed; however, the parent note will not validate more than six 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 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.
PICKING UP STUDENTS AT THE END OF THE SCHOOL DAY

When parents are picking up their children in the afternoon as school dismisses they are to follow these guidelines:

· Parents are to wait in the cafeteria for their child if they routinely (daily) pick up their child at the end of the school day.  Parents are not to wait in the hall or go to the classroom.

· Students being picked up will go to the cafeteria to meet their parent and the two should exit out the rear door of the cafeteria after a valid ID has been checked by our staff.

· If a parent decides during the day that they will pick up their child rather than letting them ride the bus home, the parent is to call the school office by 12:00 and ask the office staff to inform their child that the parent will pick them up and to meet them in the cafeteria.

· Students walking home are to go to the cafeteria to wait for the buses to leave the front parking lot.  Those students may then leave the building through the rear cafeteria door.

CONDUCT/DISCIPLINE


The instructional process can be greatly enhanced if the student is on his/her best behavior at all times.  It is important for the students to respect school property and property of others.  Failure to comply will result in disciplinary action.  Willful destruction of any school property may require payment for repairs.

     
Discipline is primarily the responsibility of each teacher because they work directly with their students each day.   At times they will need assistance with handling the behavior of a student and in those cases students are sent to the office to see the principal.

Lincoln Trail Elementary has adopted the ‘RESPECT PLAN’ in regards to discipline.  We believe that children have the right to learn in an atmosphere that is safe, orderly, and positive. Therefore, we have made a commitment to incorporate three rules:

1. Respect One Another

2. Respect Those in Authority

3. Respect School Property and Material (and that of others)

R- Rules- Classrooms centered with the above three rules.

E- Education- Students need to be educated on what unacceptable behaviors are.

S- Support- Only successful if supported by staff, parents and students.

P- Polite-Students and staff strive to be polite and courteous.

E- Encouragement- Teachers will utilize plans to encourage and reward respectful behavior.

C- Consequences- When unacceptable behavior is observed, consequences will follow.

T- Trustworthy- When trustworthiness is demonstrated, students receive more privileges.


Cell phones may be brought to school for use only in an emergency.  If a student is found using a cell phone during instruction time then the cell phone will be removed from the student’s possession and turned over to the principal.  The parents and student will have to meet with the principal in order to get the cell phone returned.  If a student’s possession of a cell phone on a bus creates a disturbance the driver may confiscate the phone and turn it into the principal along with a Bus Incident Report and the parents will have to meet with the principal to get the phone returned.

CAFETERIA BEHAVIOR – A staff person is employed as the cafeteria monitor and has the responsibility of supervising the students eating.  The cafeteria monitor in cooperation with the homeroom teachers will handle any cafeteria misbehavior and may take appropriate disciplinary action.  Continued misbehavior by the same child will result in a visit to the Principal’s Office.


The following are some basic cafeteria behavior guidelines:

· Respect and obey all adults in the cafeteria and in the serving line

· Quietly talk only with your neighbor at your table

· Use the eating utensils appropriately with your food only

· Use proper manners at the tables and in the serving line

· Always clean up you table area before leaving

· Stay in line with an appropriate distance between you and the next person both coming and going to the cafeteria

  
A district-wide discipline code for the Hardin County schools has been developed and this code serves as Lincoln Trail’s general guidelines in administering discipline.  A copy of the Hardin County Code of Conduct has been provided to each student; please acquaint yourself with this code.

  
The Certification Statement on the back page of the Code of conduct should be signed by the parent after discussing the Code with their child and returned to the teacher by the end of the second week of school.

IMPORTANT NOTICE:  Any student, who deliberately activates a fire alarm under false pretenses, shall appear before the Hardin County Board for an expulsion hearing.
DRESS CODE FOR STUDENTS


Students should wear appropriate clothing to school.  Students must wear athletic shoes in order to participate in Physical Education.  Shorts may be worn but not short shorts or those that are extremely tight such as bike shorts or spandex shorts.  Shirts or blouses that expose the child’s stomach are prohibited.  Tops cut low in the front; sleeve-less tops that are baggy around the arm opening, spaghetti-strap tops, and muscle shirts are likewise not acceptable.  Hats are not to be worn during class time but may be worn to school.  Tee shirts with obscene statements or other suggestive graphics or offensive statements or gestures should not be worn.  


The following situations may be addressed by the principal, counselor, or teacher and students may be asked to not wear a particular item to school in the future, asked to reverse a shirt, or asked to change their personal appearance.  In addition parents may be called during the school day to bring a change of clothing for their child or the FRC may be asked to provide clothing for the remainder of the school day.

· a student’s personal appearance that causes a disturbance among the students; 

· clothing worn by a student that causes a disturbance among the students; 

· clothing deemed inappropriate by the staff; 

· apparel that presents a concern for the student’s personal safety.  

CURRICULUM


The curriculum at Lincoln Trail is quite varied and provides the students a well-rounded program of academics based on the Kentucky Program of Studies.  In addition the Hardin County Schools follow the New Core Content Standards set for each grade level that reflects Kentucky’s Curriculum Framework.  


Lincoln Trail’s instructional program is based on these documents and it is our intent to prepare students for the middle school level.  A complete copy of the Core Content for all grade levels in the Hardin County Schools may be found on the district web site.

The URL is:  http://www.hardin.k12.ky.us/curric/default.htm

     
Lincoln Trail and all other elementary schools in Kentucky have a primary program for children in their entry level (Kindergarten) year of school through their fourth (3rd grade) year of school.  After successful completion of the primary program students may move into the fourth grade.  Some students may need a fifth year in the Primary Program.  Teachers will conference with parents concerning the progress of their child during their P3 year.       
     
     
All students will receive instruction from special area teachers each week in Art, Music, and Physical Education.  Students are expected to participate in Physical Education unless they have a doctor’s written statement excusing them from physical activity and they are expected to wear athletic shoes.  Both the Media Specialist and the regular teacher will teach students library skills.  


COUNSELING PROGRAM


Lincoln Trail has an outstanding counseling program.  Students receive large group counseling on a variety of topics related to behavior, peer relations, values, personal safety, etc.  Small group counseling also occurs when the need is warranted.  Individual counseling is available to students who have particular problems or concerns or who may be having personal problems.


Parents are invited to contact the counselor if they feel that their child might be having some difficulty.  However, parents also need to realize that the counselor will keep their conversations with students confidential.  If the counselor determines that the information they have learned needs to be shared with the parents, they will ask permission from the student to share the information with their parents.


Our counselor works very closely with the Family Resource Center in trying to help both our students and parents.

FAMILY RESOURCE CENTER (FRC)


The Family Resource Center is available to assist families with locating child care, assist local child care providers, help parents obtain basic skills education, teach parenting techniques, help parents obtain preventive and primary health services for their children, increase parent involvement in school, help families obtain basic needs assistance, assist families with family and individual crisis prevention and intervention, and to assist families with selection of recreational activities.


Services offered through the FRC include child development and parenting classes, child immunizations and health assessments, student and family support groups, referral services, home visits, clothes closet, job skills/life skills classes and workshops, parent involvement workshops, and discipline/conflict resolution training.


The FRC is able to offer services to Lincoln Trail’s students and families through an annual grant from the Kentucky Department of Education.  The FRC’s general operation is governed by the FRC Advisory Council, which is made up of twelve members consisting of parents, community and business leaders, and school personnel.


The center is located in the brick house adjacent to the school and is available on weekdays to help our families and students.  The FRC Coordinator may be contacted by calling the Family Resource Center phone at 737-1687.

HOMEWORK POLICY
  
Homework is defined as assignments to be completed outside the classroom to reinforce instruction, increase understanding, prepare students for class discussion, and provide curriculum enrichment opportunities.  Be aware that daily class work can become “homework” when a student does not complete their work during the allowed class time.

     
The school supports the philosophy that homework is a necessary part of school life, which serves different purposes according to the student’s grade level.  The assignment of academically appropriate homework is an extension of classroom instruction and is based on the student’s individual needs and abilities and supports the learning objectives of the particular curriculum area.  Not all homework will be in the form of written assignments.  Some homework, especially in the primary, will involve students reading to their parents and vice-versa or taking part in cultural and creative activities.

GUIDELINES:

     
1.  
Teachers will assign homework at their discretion

     
2.  
Appropriate hours per week of homework to be assigned:




Grades 

Hours/Week




Primary

1 - 3 hours




4th-5th Gr.

4 - 6 hours

     
3.  
Homework assignments are reinforcements for classroom curricular areas and are      

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

          
student.

     
4.  
Assigned homework will reinforce instruction accomplished in class; it will not   

          
introduce new or unfamiliar concepts or skills.

     
5.  
The burden that homework places on a student will be considered when

          
assignments are made and consideration should be given to school events and 

          
other subject area requirements.

     
6.  
Teachers will review and evaluate homework assignments and shall periodically 

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

          
of learning objectives.

     
7.  
Teachers shall decide the degree to which homework affects student assessment.

     
8.  
Teachers shall provide clear, concise directions for the completion of homework

          
assignments.

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

PARENTAL SUPPORT

  
Parents are urged to actively involve themselves with their children’s schoolwork.

Homework assignments offer an opportunity for valuable interaction between parent and child in support of learning.  Parents can help in the following ways:

     
1.  
Showing interest in the schoolwork their children bring home.

     
2. 
Providing a suitable place to study, free from disturbances.

     
3.  
Supplying needed materials for completing homework.

     
4.  
Offering to clarify instructions and answer questions without doing the work for

          
the child.

     
5.  
Checking to see that work is completed.

     
6.  
Encouraging their children to do their best work and praising a job well done.

     
7.  
Assisting in use of time and monitoring the amount and type of television 

          
programming their children watch.

     
8.  
Staying in close communication with teachers.

9. Rewarding their children in appropriate ways for completed work.

STUDENT RESPONSIBILITIES  

     
Students are responsible for completing their homework and, with support from their

parents, may want to follow some of the following practical suggestions:

     
1.  
Write down assignments and due dates in their assignment book, ask questions and 

           
select necessary books and supplies before leaving school.

     
2.  
Keep homework in the same place at home each day and take books and materials

          
directly to this study area.

     
3.  
Plan the best time to complete work.

4. Complete work so that it is neat and legible.

PRINCIPAL’S RESPONSIBILITIES  

     
1.  
Ensure the homework policy is distributed to and understood by teachers, parents, 

          
and students.

     
2.  
Periodically compile information about best practices regarding homework and 

          
share these practices with all teachers and parents.

GRADES AND STUDENT PROGRESS REPORTS      

     
A combination of grade cards, narrative reports, and parent conferences are used to report student’s progress to parents.

   
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.  

The reporting process for the primary level students (K – P3) is designed to indicate to the parents the progress their child is making in mastering the necessary skills to be successful at subsequent grade levels.  The traditional A, B, C, etc. is not used.  At the Kindergarten level the following indicators are used:  Skills developing satisfactorily, Skills need improvement, and Skills not acquired.  In the P1 – P3 grades the following indicators are used:  Mastered, Learning Content, and Area of Concern.  Conferencing with your child’s teacher will be most helpful to parents understanding the progress made by their child.

In the 4th and 5th Grade the following grading standards will be adhered to for students:

   A
92-100
Excellent
  ***Please see Attendance Clerk for details 

B
83-91
Good
        for the Parent Portal for all Hardin


C
74-82
Average
        County students. ***

D
68-73
Below Average


F
0-67
Failing


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.

     
PARENT/TEACHER CONFERENCES - During the school year, the teacher may schedule conferences to discuss your child’s academic progress or other concerns.  Anytime a parent wants a conference with their child’s teacher, they should call the school office for an appointment.  Parents should make every effort to attend any conference arranged by you or the teacher.  If unexpected circumstances arise preventing your attendance at a scheduled conference, call the school office to let the teacher know.  Likewise teachers will provide you the same courtesy if they are sick the day of the conference and unable to be at school, you will be called.

HONOR ROLL AND ACADEMIC AWARDS

     
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.

     
Academic awards and academic certificates for P1 through 5th graders will be given at the end of the school year.  Awards’ Days will be held during the last two weeks of the school year for Primary through 5th grade.


Each individual teacher will determine academic recognition for Primary students.  


The 4th and 5th grader students will receive academic recognition based on:

· Having all A’s on their report card;

· Having all A’s and B’s on their report card;

· Having an A or B year-end average for each subject on their report card;

· Students who did not meet the above criteria but the teacher feels they have put forth extra effort.

     
ELT/ESS

Extended School Services (ESS) is a state funded tutorial program.  The primary focus of the ESS program in Hardin County is Literacy.  Lincoln Trail offers tutoring classes in reading and math for students in grades one through five.


Access to ESS is based on teacher or parent recommendation, academic performance, and behavioral and developmental progress.  


Student placement in ESS classes is by teacher referral.  ESS teacher’s work with classroom teachers to review skills not mastered in order to ensure academic success.  We reserve the right to offer this as a daytime waiver to offer these services during the regular school day.


Appeals Process: 1.  Parent/Guardian notifies school in writing.  2.  ESS coordinator schedules a conference for involved parties to discuss concerns, rationale’s and alternative methods of meeting instructional needs.  3.  All decisions will be documented on ESS appeal form, located in the office and ESS coordinator, signed and dates by all parties present.  This will be filed with ESS records for the current school year.  

TEXTBOOKS


Textbooks at the elementary level are provided to the students at no charge.  Students are responsible to pay for any lost or damaged textbooks.  Workbooks and other supplemental materials used by the student are purchased by the school/district and students are expected to replace them if rendered unusable or lost.

     
Students will also be responsible to pay for library books checked out by them and not returned due to being either lost or damaged beyond usability.

STUDENT ACTIVITIES

The school staff plans many activities for students during the school year: assemblies, plays, performances by visiting artists, etc.  In addition students may participate in the BETA Club, conservation poster contest, spelling bees, art contests, Kentucky Kids Day, Jr. Pro, performances at PTA meetings, and a variety of other activities and contests.

     
     
Occasionally the school will announce to the student body that sign-ups are occurring for community-based youth recreational leagues such as baseball, soccer, football, cheerleading, etc.  We may also announce that certain contests or activities are occurring in the community.  Announcements such as these are done as a community service to other organizations in the community and as a service to our students and their families.  These announcements do not mean that the school is approving or sponsoring any of those activities.

STUDENT COUNCIL

     
Lincoln Trail has a Student Council, which allows the student body a voice in some of the activities of the school.  A general election is conducted at the beginning of each school year to select Student Council Officers and class representatives.  Officers and representatives are selected from the last year of the primary through the 5th grade.  Each elected class representative also represents one of the classes from the first three years of the primary program.
JUNIOR BETA CLUB
  
Lincoln Trail students in the 5th Grade are eligible to be members of the Junior BETA Club.  The Junior BETA Club is a branch of the National Honorary BETA Club which has as its purpose; to promote the ideals of honesty, service, and leadership among elementary school students, to reward meritorious achievement, and to encourage and assist students in continuing their education after high school.  Eligibility for the Junior BETA Club is based on academics and citizenship.

PHONE CALLS TO STUDENTS/TEACHERS


Unless deemed an emergency, neither students nor teachers will be called out of class for a phone call.  If you need to get information to a student or a teacher please leave a message in the office.  The office phone is 737-7227.

PARENT PARKING


The front entrance to the school off US 62 is used by the buses for loading and unloading students.  Please do not park or drive into this area during those times.  Cars in this area during those hours make it difficult for the bus drivers and dangerous for students loading and unloading from the buses.  Parent and visitor parking is available in back of the school off of Tunnel Hill Road.

     Students may be dropped off in back of the school each morning after 7:10 AM.   The schools outside doors will be unlocked at 7:10 AM daily to allow students into the school.  Parents should pull into the area just behind the school, drop off their child, and then leave through the parking area to Tunnell Hill Road.  DO NOT park or leave your car unattended in the traffic lanes.  Park your cars in designated parking slots.

PARENT NEWSLETTER

     
In an effort to keep you better informed of the happenings within our school, student newsletters are distributed to the students for delivery to you. 
  On-line versions are also being utilized for this as PTA is doing wonderful things in this area. Please send in your e-mail address to homeroom teacher to receive!!!
CAFETERIA AND MEAL COSTS

     
Lincoln Trail students are encouraged to participate in the school food service program. Students may bring their lunch each day rather than eating in the cafeteria.


Breakfast is now being offered daily free of charge.  Breakfast begins each morning at 7:15 is served until approximately 7:40.  Students who are eating breakfast at school are expected to go straight to the classroom upon arriving at school in the morning.  

     A hot “Type A” lunch is also offered daily for students.  School lunch and breakfast tickets may be purchased from the lunchroom cashier in the morning prior to the start of school.







Breakfast

Lunch


Full price student

$0.00


$2.10


*Reduced price student
$0.00


$0.40


Adult meal price

$1.85


$3.00

* The student’s family must qualify under the Federal Child Nutrition Program guidelines for a reduced

 
price lunch but not qualify to receive a full-priced meal.


The school cafeteria uses a computerized cash accounting system to take care of lunch purchases and meal charges.  The system operates much like a debit card system.  The child will bring in money and deposit it in his/her “account”.  The money in the account can then be used for any purchases your child makes in the cafeteria.  When your child arrives at the cafeteria cash register they are to punch their six-digit code into a keypad, which identifies them as the one making the purchase.  Each child’s six-digit number is the last six digits of their social security number.  The computer will automatically debit your child’s account for the items purchased.  


When a student’s account is about to run out of money the food service manager will send a note home informing the parents that the account is almost empty.  Students who have a meal debit card do not have to eat the school meals every day, but may still bring their lunch when desired.  


Free and reduced price lunches will be available for those students whose family income falls within the Federal Child Nutrition Program guidelines.  Applications for this program are distributed at the beginning of the school each year, as new students enter school and upon request when a family’s income changes.  All students on reduced price meals must obtain a meal debit card but will pay only the cost listed above.

     
Occasionally a student will forget their lunch or money.  The cashier will allow your child to charge their meal that day.  After your child has accrued three charges the cashier will send home a notice that so much money is owed.  Please pay the amount owed promptly and in full.  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.”  Charges will not be allowed after May 13th and all charges must be paid before school dismisses.


Students may bring their lunch from home if they wish but parents need to remember that refrigeration of lunches brought from home is not feasible so make plans for how you can keep your child’s lunch from spoiling.  The student’s lunch box should be marked with their first initial and their last name.  Parents are asked not to send soft drinks or other carbonated drinks with their child’s lunch.  Milk may be purchased for $0.40 from the cafeteria.


Parents are always welcome to come to school to eat lunch with their child.  It is recommended that you check with the school office for the lunchtime of your child’s class. Occasionally due to another class taking a field trip, daily lunch schedules are changed.  Parents do not bring fast food or pizza for your child to eat but rather eat a school lunch with your child; after all, you are there to take part in your child’s daily schedule. 

**Please remember that due to new Federal Guidelines no food made from home may be brought and shared with other students.  The student whose home it originated from can only consume food of this nature.  

Procedures for Child Nutrition when School Time is Altered (SNOW):

1. If school is delayed one hour, breakfast will be served as usual.

2. If school is delayed 2 hours, breakfast will not be served.

FIELD TRIPS


During the school year, teachers arrange for several educational field trips for the students in their classrooms.  These field trips provide students with the real-world perspective of things they are studying in class.  Students will be asked to pay for their lunch and may be asked to pay for entry fees and transportation costs for field trips.  


While on field trips students are expected to behave the same as they would in class and must follow the same bus behavior rules as they normally would.  Parents who chaperone field trips are present to help provide the additional adult supervision needed in a non-classroom environment.  Teachers will brief parents about student behavior expectations and chaperone responsibilities.  Parents and/or students who cannot follow these rules may be denied the privilege of participating in future field trips.


  This is due to food service regulations as well as problems with storing and distributing meals brought by students.  Students may use their meal debit account to pay for a field trip lunch or may bring the payment prior to the day of the trip.  Teachers will work with the cafeteria manager prior to the field trip to make sure student meals are covered.

All parent chaperones on field trips are required by KY law to have been approved as a chaperone prior to the trip by completing the School Volunteer Youth Leader Request Form that provides the district with a criminal background check.  This form should be completed and given to the school office clerk at least a month in advance of the field trip but preferably at the beginning of the school year so that ample time is allowed for the return of the report.


Please note that students may not be allowed on overnight field trips if they are in violation of one of the following:

1. Suspension from school

2. Violation of Hardin County Code of Conduct Or Respect Plan

3. Hitting or striking fellow students or school personnel

4. Being called to the principal’s office for disciplinary action

BUS TRANSPORTATION

     The Hardin County Schools provides bus transportation for students to and from school.  Bus transportation is a privilege for students not a right.  While riding the bus, the driver does have authority over your child.  All children are expected to follow rules of bus conduct and obey the driver.

     You can expect your child’s bus to operate on a regular schedule.  The driver will not wait at a stop for your child to get ready, please have your child ready and waiting at the bus stop each morning.   Your driver will not vary from their schedule more than a few minutes each day unless there is mechanical trouble or on occasion the schedule may vary due to a substitute driver.  At the beginning of school it takes a week or so for bus route pick-up times to become established.

     INSURANCE FOR STUDENTS (MEDICAL COVERAGE)

     Student medical insurance coverage for your child is available.  An application will be sent home the first day of school to be returned by August 20th; however, you will be able to sign up for insurance anytime during the school year.  The initial deadline is so that the bulk of sign-ups and payments will come in at one time and the school’s office manager will not be dealing with insurance premiums several times during the first few months of school. 


There are a number of different options and costs for school insurance.  If your family does not have any medical insurance then please consider taking out one of these policies.  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.
POLICY FOR HEAD LICE CONTROL

Any Lincoln Trail student found to have 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.  After treatment, the student must be brought to school by an adult and rechecked in the office before being allowed to return to class.  The child may return to school without an adult if a note from a health professional indicates the child is nit-free.  Students will not be allowed to ride the buses to and from school until it is determined they are lice-free.


Student absences resulting from lice infestation will be considered as unexcused since it is the responsibility of the parent to have their child ready to attend school.


Teachers and staff will regularly check students’ heads for lice.  Checks will be conducted at the beginning of the school year, and before and after Fall Break, Thanksgiving, Winter Break, Spring Break, or at any other time when an outbreak occurs.


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.


Any time a case of head lice is found in a class, the whole class will be checked.  A letter will be sent home to the parents of all students in that class to alert parents of a potential problem and to conduct head checks of their child for a few days.


The whole purpose of the Lice Policy passed by the SBDM Council is to try to prevent students from contracting head lice and to keep head lice from spreading among the other students.  Head lice have been around for centuries and are a constant problem among school age children.  Please cooperate with the school if and when the problem arises.

MEDICATION


If your doctor has prescribed medication for your child that is to be taken during school hours, the parent must complete and sign a medication form available in the office.  The 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.  Please bring the medicine to school rather then sending it with your child and only bring enough for the week.  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.  

PTA (PARENT/TEACHER ASSOCIATION)

     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.

     Join the PTA and support your child and the school.  Becoming a PTA member does not mean that you will have to volunteer at school or serve on a committee but if you are able and willing, your help will be appreciated.  Several vital programs and services are provided at our school through the efforts of the PTA.  Become a part of PTA.

     PTA OFFICERS FOR 2011-2012:



President
TBA

737-7227




Vice-President
TBA
737-7227



Secretary
TBA
737-7227



Treasurer
TBA

737-7227



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 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 council members elected for the 2011-2012 school year are as follows:



Parent
Jenafier Carroll
737-7227




Parent
Kim Jiranek
737-7227



Teacher
Jill McIntyre
737-7227



Teacher
Emily Robbins
737-7227




Teacher
Alana Wooldridge
737-7227



Chairperson
Jennifer Lewis, Principal
737-7227


     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.

SCHOOL-AGE CHILD CARE (After-school care)

     Lincoln Trail Elementary offers a School Age Child-Care Program for students attending our school.  Any enrolled student is eligible to participate in this program except students in the preschool program.

     The program’s purpose is to provide students with supervised care after school dismisses until 5:30 PM when parents getting off from work are to pick up their child.  
     A weekly fee will be charged for each child in the program and the fee is used to fund the program.  Enrollment information is available at the school office.  Students will be enrolled in the program on a “first come, first serve” basis.  If the program becomes full a waiting list will be established.  Parents wanting to enroll their child in the School-Age Child Care Program should call 769-8864 to make arrangements.
VOLUNTEER PROGRAM

     The Hardin County Schools and Lincoln Trail have successfully operated a Volunteer Program for several years.  This program makes use of parents and citizens in a variety of activities that enhance our students’ educational experiences.  The continued success of this program depends upon willingness on your part to share some of your time with the school.  If you are interested in becoming a school volunteer contact the school principal, the PTA President, or the school’s volunteer coordinator.


All parents and other volunteers who work with students or chaperone field trips are required to submit to a criminal records check by completing a School Volunteer Youth Leader Request Form.  The form is available in the school office and should be completed at the beginning of the school year to allow time for the background check to be completed and returned to the District Volunteer Coordinator.  Results of the background check are kept confidential.  Parents and volunteers must complete a new form each year.  
STUDENT RECORDS

     Student records containing academic progress, family locator information, immunization certificates, health records, standardized test data, placement test data, etc., are kept on each student attending Lincoln Trail.  As students transfer to other schools a copy of these permanent records are transferred to the new school upon request by that school.  Teachers and other school personnel do have the authority to review these records.

     Parents are allowed to view their child’s records upon request.  Parents can be provided a copy of the records upon written request to the Principal and at a cost of $ .10 per page copied.

     The parent shall be granted a hearing regarding the contents of the record on written request to the Superintendent.  If the hearing results in finding that the record is inaccurate or misleading in whole or in part or that information in the record violates the privacy or other rights of the student, it shall be duly amended.  If the hearing finds no impropriety in the record, the parent or eligible student will be informed of the right to enter in the record a comment or exception to the written record.

     No individual or agency may have access to the record without the written consent of the parent or eligible student except the following as provided by law:

· Other school officials within the district;

· Officials of another school or school district in which the student enrolls or plans to enroll;

· Authorized representatives of specific federal and state officials authorized by the law;

· State and local officials to whom reports are mandated by statue;

· Organizations conducting educational studies for a legitimate purpose, provided that 
  confidentiality will be assured;

· Accrediting organizations in carrying out their functions;

· Compliance with a judicial order or lawfully issued subpoena; and,

· Appropriate parties in a health or safety emergency as determined by the Superintendent.

     A list of all individuals or agencies who request access to the record whether or not it is granted shall be maintained in the record and accessible to the parent or eligible student.  The list shall include name, address, and purpose of inspection.
UPDATING STUDENT INFORMATION

     Part of the student’s record deals with student and parent information.  Please provide the school with correct addresses and phone numbers.  If your family has been involved in a divorce, the school must have a copy of the custody papers concerning your child.  If your family changes residence, please send the school the new information.  Likewise if you change phone numbers or place of employment, notify the school.

     IMPORTANT!!  Parents, please, provide the school office with emergency numbers, cell phone numbers, and work numbers so we may contact you if your child becomes sick or injured.  

ELECTRONIC RESOURCES ACCEPTABLE USE POLICY

Telecommunications, electronic information sources, and networked services provide vast, diverse, and unique resources to our staff, students and parents.  Lincoln Trail Elementary School and the Hardin County School District support access to information resources like Email and the Internet, along with the development of appropriate skills to analyze and evaluate such resources. To that end, the district is providing computers and communication services for use by our students, staff, and community members. These services include the use of Electronic mail (Email) and access to the Internet.  This will provide our users with global communications and access to worldwide information. The use of such resources must be consistent with district-adopted guides and local school policies, supporting and enriching the curriculum while taking into account the varied instructional needs, learning styles, abilities and development needs of the students. While there are many opportunities for educational enrichment through this telecommunication network, the size and diversity of Internet and Email telecommunications provide the opportunity for misuse. Network users should adhere to high standards of network etiquette and ethics when using the network.

PERMISSION/AGREEMENT FORM FOR STUDENTS


Written parental permission shall be required prior to the students being granted independent access to electronic media involving the Lincoln Trail/Hardin County technological resources. The parent or legal guardian and the student must sign the required permission/agreement form.  This document will be kept on file as a legal, binding document.  In order to modify or rescind the agreement, the parent or legal guardian must provide the school with a written request. Teachers who use Internet and Email access as part of their classroom instruction are not required to have all students sign an Individual Use Agreement. Students who do not have a signed Individual Use Agreement on file will be allowed to participate in classroom telecommunication’s presentations, but not physically operate the equipment. 

AGREEMENT FOR STAFF AND COMMUNITY MEMBERS 


A written request/agreement shall be required prior to the staff and community members being granted independent access to electronic media involving the school or district technological resources. This document shall be kept on file as a legal, binding document.

NETWORK GUIDELINES


Lincoln Trail Elementary will make reasonable efforts to provide a positive and enriching learning telecommunications environment for its students.  However, along with the many educational opportunities available to our users, the Internet contains inaccurate, inappropriate, and illegal material.  The school cannot be held responsible if a student, given parental permission for independent access, gains access to materials that their family considers objectionable.  Likewise, the district makes no warranties of any kind, whether expressed or implied for the service it is providing.  Cybersitter, a filtering software program, is installed on the network at Lincoln Trail Elementary.  Students, parents/guardians and staff must be aware that no filtering software is one hundred percent effective in filtering all inappropriate sites.  Lincoln Trail Elementary maintains the right to limit access to software and/or documents found either on the Hardin County Schools Network or the Internet, via technical or human barriers.  SBDM and the Technology Committee shall apply the same criterion of educational suitability used to review other educational resources when questions arise concerning access to specific databases or electronic media.
TERMS OF USE


All network users must follow these guidelines:

· Users are responsible for good behavior and the use of appropriate language on computer networks as they are in the classrooms and hallways of our building.  General school rules for behavior and communications apply.

· Telecommunications should be used for instruction, research and school administration consistent with the goals of the Hardin County School District.  Users may not intentionally damage the computers, computer systems, or networks.

· School access is not to be used for personal gain, private business transactions, product advertisement, or political lobbying.  Transmission of any material in violation of any U.S. or state regulations is prohibited.  Electronic mail is not guaranteed to be private.  Central Office personnel who operate the LAN have access to all Email.

· Users should not publish on/over the system any information, which violates or infringes upon the rights of any other person.

· Users should be polite on the network. Users should not send or display offensive messages or pictures, or harass, insult, or attack others. Users should not use, publish or pass-on to others any abusive, offensive or inappropriate language such as obscenities, or defamatory, sexually oriented, threatening, or racially offensive material.

· Copyrights must be respected. Copyrighted software and other instructional materials must not be copied or transferred to another except as provided under the license, agreement or copyright notice.

· Common-sense precautions should be practiced when using the Internet or Email. Students should not reveal their name and personal information to establish relationships with “strangers” on the network, unless a teacher has coordinated the communication.  Students are responsible for the security of their individual passwords and are responsible for any correspondence sent through their account.  Students are not to share their passwords or to give others access to their Email accounts.

· Students must use limited resources wisely.  They may not engage in chat rooms and multi-user games on the Internet unless pre-approved by the teacher for educational purposes.

DISCIPLINARY ACTIONS


Violation of the terms listed in this document may result in a loss of access to the Lincoln Trail Elementary School/Hardin County Schools Network.  The faculty, principal, or SBDM Council may modify, suspend, or terminate user’s access to the network upon breach of this or any associated school or district policies. Disciplinary guidelines of Lincoln Trail Elementary and the Hardin County Code of Conduct will be followed.  Serious network violations could result in other disciplinary or legal action.  The use of the network will be interpreted, construed and enforced in all respects in accordance with the laws of the state of Kentucky.  The district will cooperate fully with state or local agencies investigating any suspected wrongdoing over the network.

      Individuals shall reimburse Lincoln Trail Elementary for repair or replacement of school/district property lost, stolen, or vandalized while under their care.

NOTE:  Parents please complete the Acceptable Use of Electronic Media/Video and Photo Permission Form on the pink paper and return it to your child’s teacher by August 21st.

SCHOOL/FAMILY LEARNING COMPACT (TITLE 1)

The staff of Lincoln Trail Elementary, being aware that students have unique needs and special characteristics, believes that each child should be afforded the opportunity to fulfill his or her 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 may grow into contributing members of society.

We believe students should be offered an integrated curriculum with a coordinated series of experiences that continually change 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 that children should be taught to respect their bodies and avoid substances that are destructive both physically and emotionally.  

We believe the school community is made up of diverse backgrounds and that this diversity offers a range of possibilities that can be an asset to our students’ learning environment.  

We believe the school should offer a curriculum, in compliance with state and federal guidelines, which helps each child develop the necessary learning skills and attitudes essential to become responsible citizens.

Staff Pledge

As a Lincoln Trail staff member, I 

· Believe that each child can learn

· Respect and value the uniqueness of each child and his or her family

· Provide an environment that promotes active learning

· Address the district grade level Exit Expectations and assist each child in mastering them

· Document on-going assessment of each child’s academic progress and ensure that he or she continues to make progress in every learning area

· Maintain open lines of communication with students and parents

· Seek ways to involve parents in the school program

· Make rules and expectations clear and be consistent in implementing them

· Appropriately modify the curriculum of individual learning differences

· Respectfully and accurately inform parents of their child’s progress in a timely manner

Parent/Caregiver’s Pledge

As a parent/caregiver, I

· Believe my child can learn 

· Show respect and support for my child, the staff, and the school

· See that my child attends school regularly, is on time, and has the needed school supplies for the day

· Provide a quiet place and a specific time for my child to study at home

· Check my child’s assignment book, encourage my child to complete all homework assignments and look over homework assignments to check for understanding

· Prepare my child to have a “good day” by ensuring that he or she gets plenty of sleep, has a good breakfast, is properly dressed for each season, and is properly dressed for physical education activities of the day

· Help my child to resolve conflicts in a non-violent way

· Encourage my child to follow the rules and regulations of the school
Student Pledge

As a student, I

· Believe that I can learn

· Respect the cultural differences of other students, their families, and staff

· Always try to do my best in work and behavior

· Listen when I should listen, participate when I should participate

· Work cooperatively with students and staff

· Come to school on time and be prepared with my homework and supplies

· Discuss with my parents what I am learning in school (and making sure that I know what I am learning)

· Work to solve conflicts in a positive, non-violent way

· Discuss with my parents any social conflicts as they occur

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.

GRIEVANCE PROCEDURE

TITLE IX/SECTION 504 TITLE VI


The Hardin County Board of Education does not discriminate on the basis of race, color, national origin, sex, handicap, partial 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:  
Chris Reed, 769-8822










Hardin County Board Of Education

     The Hardin County Board of Education grievance procedure for noncompliance for the nondiscrimination statement above is as follow:



A.  A written complaint filed with the building principal, to be followed with a 


    

written response from the building principal or supervisor.



B.  
If not satisfied, a written appeal is to be directed to the E.E.O. District Hearing


     

Committee, to be followed with a written response.



C.  
If not satisfied, a written appeal is to be made to the Hardin County Board of 


     

Education.

     
A complete copy of the above grievance procedure, including time lines, is available in the building principal’s office.
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