Val Marie School
Our mission is to facilitate and promote learning, foster individuality and prepare responsible citizens for life.
Val Marie School is a progressive school committed to seizing opportunities, conquering challenges, accepting diversity and making our community a better place. 

Procedures and Policies 2016/2017
1) Rhythm of the day

a. School Hours

b. Arrival/Departure

c. Tardiness

d. Lunch

e. Before/After School Program

2) Health

a. Illness

b. Emergency forms

c. Special Medical needs/Medications

d. Immunizations

e. Physical/Sexual Abuse

f. Lice Prevention

g. Accidents

h. Fire Drills
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a. Dress Code

b. School Supplies
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e. Lost and Found

f. School Outings/ Parent Chaperones

g. Text books

h. Student Behavior Code

i. Incomplete Assignments
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a. Attendance

b. Snow/Extreme Weather days

c. School Closure (utilities)
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e. Visitors

f. Photographs

g. Forms
h. Communication

i. Driver Education
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5) Extracurricular
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1. Rhythm of the day

School Hours

School begins at 8:45 a.m. and ends at 3:05 p.m. 

	Elementary K-5
	Inst.
	Break
	High School 6-12
	Inst.
	Break

	8:45 – 10:15
	90
	
	8:45-8:51
	
	6

	10:15 – 10:33
	
	18
	8:51-9:51
	60
	

	10:33-12:03
	90
	
	9:51-9:57
	
	6

	12:03-12:43 Lunch
	
	
	9:57-10:57
	60
	

	12:43-12:53
	10
	
	10:57-11:03
	
	6

	12:53-2:03
	70
	
	11:03-12:03
	60
	

	2:03-2:15
	
	12
	12:03-12:43 Lunch
	
	

	2:15 – 3:05
	50
	
	12:43-12:49
	
	6

	
	
	
	12:49-12:59
	10
	

	
	
	
	12:59-1:59
	60
	

	
	
	
	1:59-2:05
	
	6

	
	
	
	2:05-3:05
	60
	

	Total 
	310
	30
	Total
	310
	30


Arrival/Departure


Bus students will arrive at school at 8:35 am. Town students who are walking to school should not arrive before 8:30 a.m. as that is when proper supervision can be guaranteed.

Students leaving school prior to the end of the school day will be required to report to the principal or office manager. This ensures that we have an accurate account of all students at all times of the day.

Tardiness


Students are required to show responsibility by being in all classes on time and ready to learn. If there is a time when a student will be late, they are to inform their teacher prior to the beginning of class. 


Students coming late to school should check in with their homeroom teacher so that we are aware of their arrival and they can be marked as present.


See pyramid of interventions for arriving late to class or arriving unprepared.

Lunch


Farm/Bus students will be provided a place to eat, and supervision for the lunch hour. Town students are also welcome to stay for the lunch hour. 


Students in grades 3-5 are permitted to leave the school grounds at lunch with written permission. Students in grades K-2 will not be permitted to leave the school grounds unless accompanied by an adult/guardian. Students in grades 6-12 may leave the school at lunch, but the school may revoke this privilege if it becomes necessary. 

Before/After School Program

The Val Marie Community Daycare (located within the school) provides a program for students needing supervision before and after school. Please contact the Daycare for more information or to enroll your child.

2. Health
Illness

 
Students with symptoms of illness should not be sent to school. Children will be sent home with symptoms of fever, vomiting, excessive coughing, runny nose, eyes, or open sores. All students should be free of such symptoms for 24 hours before coming back to school. If your child has been prescribed an antibiotic, your child should remain at home for 24 hours after starting the medication.

If we ask you to remove your child from the school due to illness, we may request a doctor’s note prior to the student’s return to class to ensure the safety of all students.


Requests for homework for ill students should be made directly to the teacher (s). It can be picked up or sent home with a sibling at the end of each day.
Emergency Forms

All students must have a current Billet form and Medical form on file at the office. These forms must be renewed and signed each year.


In the event of an emergency, parents will be notified immediately. If you cannot be reached, we will contact an adult whose name you have provided on the form. It is extremely important that you notify us of any changes to telephone numbers listed on your forms. 

Special Medical Needs/ Medications


If your child has any special medical needs/conditions please let the school know so that we can take the proper precautions. We may ask that you fill out a form with school administration to ensure that the proper guidelines are set out for the care of your child. 


If your child requires medication of any kind during school hours, we ask that you come and administer it to your child, or if it is an ongoing prescription, a staff member can be trained and put in charge of the medication. Under NO circumstances is a staff member to administer medications that are NOT prescribed by a doctor, and catalogued on a medical form in the office.

Immunizations

Saskatchewan Public Health utilizes the school to administer immunizations throughout the school year. Parents will be notified and asked for permission before students can be immunized.

Abuse


The school personnel are required by law to report any suspected cases of abuse. Student safety is a high priority, and we will consult with authorities in all investigations of abuse.
Lice Prevention


If the school becomes aware of a case of lice, we will send letters home to all students letting them know that there has been a case of lice in our school. Along with the letters will be Saskatchewan health recommendations for the eradication of the lice. 

Accidents


Any situation occurring at school that requires first aid should be reported to the principal and the parents. The supervising teacher shall fill in a ‘Student Accident Report Form’ (P1-F14) and a copy should be given to the principal.
Fire Drills


Fire drills shall be performed 6 times throughout the year. The staff members of The Val Marie Community Daycare Centre are to be informed prior to the day of the alarm. 


All students and staff are to follow the escape routes posted in the room that they are in at the time of the alarm, and proceed to the meeting place assigned to them at the beginning of the year.
3. Classroom

Dress Code


Parents have primary responsibility to see that their children are dressed in a manner which is clean, not hazardous to their safety, or disruptive to instruction. We ask for parental assistance in guiding their child to dress in a manner which shows they are ready for school and are respectful of themselves and others.

Students may not wear:

· Attire which is sexually suggestive (midriff tops, knit tops, spaghetti straps less than 1” wide, short skirt/shorts etc.)

· Clothing that allows undergarments to be exposed

· Hats, caps, visors, or other headgear inside the building

· Clothing that advertises drugs or alcohol, or has logos with negative connotations.

If a student wears prohibited attire we will:

· Ask him/her to rectify the situation by calling home for appropriate clothing. 

· Ask students to change into gym clothes

Note: Students may not return to class until they are appropriately dressed.
Students are also expected to dress appropriately for the weather. Bus drivers expect students to be dressed properly for weather conditions before loading the bus.
School Supplies

Students are given a school supply list at the end of each school year in preparation for what they will need in the following year. It is the responsibility of the parents to ensure that the students have all of the required supplies. If there is concern with one or more of the items on the list, we encourage the parents to contact the school for clarification.

Toys and Electronic Items
The school takes no responsibility for the care of iPods, cell phones or other electronic devices or toys that are brought to school. If these items appear at school continuously, and cause a distraction in learning, they may be confiscated by the classroom teacher or principal for a period of time.
Lockers
Only students in grades 3-12 have lockers in the school. Other grades will have storage provided in their classrooms.

Lost and Found

The lost and found boxes are located in between the boys’ and girls’ locker rooms, and in the elementary hallway. Please check it regularly for lost items. All items not claimed at the end of each semester will be given away or discarded.

School Outings/Parent Chaperones


The teacher will send a permission slip home for parents to sign prior to taking the class on an excursion out of town. Any such trip would be an extension of the curriculum, and should be seen as regular class time.  Students choosing to not go on excursions will be required to complete assignments in any classes that they would normally have during that time.

Teachers are required to take emergency forms and first aid kits with them on class outings.

Any parent/guardian volunteering to drive needs to have filled in a form at the office and get it approved by administration.
Textbooks


Textbooks are provided to each student free of charge when necessary.  Those students are then responsible for the safe return of the book. Any book that is not returned, or is damaged will be charged to the student for replacement.

Student Behavior Code

	Expected Behavior
	Reasons for Expected Behavior
	Consequences of Misbehavior

	Academic Success

To ensure success in your school year, you are expected to complete all class and homework assignments on time and to the best of your ability. You are not to disrupt classroom activities by any behavior deemed inappropriate by your teacher.
	Effort and determination are the keys to success. It is unacceptable to disrupt your learning and that of other students by behaving inappropriately in class.
	· If your effort on schoolwork is unacceptable you will complete or redo it. After three incidents of unacceptable effort on schoolwork, it will be completed or redone during in-school-suspension.

·  If you disrupt class, detention will result. Continual or severe infractions may lead to in – school suspension.



	Honesty
You are expected to be honest in your relations with students and staff. Lying, stealing, and cheating are forms of dishonesty and, as such, are unacceptable behavior.


	People will benefit most from relations with others only by being open and honest in what you say and do. Dishonesty in your work or actions has a negative effect on your reputation and that of your school.


	· In the case of stealing, a meeting with individuals involved and discussion with your parents will occur and retribution will be made at your expense. 

· In the case of lying, a meeting will be arranged to discuss the situation with your parents.

	Respect for others
You are expected to treat all people with consideration and respect. Fighting, pushing, shoving, tripping, kicking, biting, throwing things and rough play are not acceptable behaviors. Treat others as you would like to be treated.


	Every person needs a good self image and deserves the right to be treated with respect. Getting along with others is a very important skill in making your way in today’s world. In addition, rough behavior may hurt someone’s feelings or physically injure them.
	Disrespect or inappropriate behavior will result in an immediate time-out or removal from the situation. After a third incident, a detention may result and continual infractions may lead to in – school suspension.

	Attendance, Absenteeism, and Tardiness

You shall report to class each day ready, willing and able to work. Absenteeism requires a phone call from a parent or guardian.
	Punctuality is a form of courtesy towards your teacher and your classmates. Punctuality is a learned skill in making good use of your time at home and at school. If you are late, you disrupt your class when you enter. Students who miss a great deal of time are certain to encounter difficulty in keeping up with work. In order to achieve to your maximum potential, Regular Attendance is Essential.

	On some occasions lateness and absences are unavoidable. However, if habitual lateness and absenteeism appear to be a problem, they will be investigated. Parents will be consulted and the source of the problem will be determined. 

	Appropriate Language
Your language will be such that it shows respect for staff and students. Name calling, swearing, crude, rude and obscene language spoken, written, implied or gestured are unacceptable.
	Being able to use appropriate and tasteful language is a valuable life skill. When language is offensive to others, hurt feelings may lead to further conflict.


	If you use inappropriate language, you will be immediately removed from the area and may be required to write an account of the incident which will be signed by your parent or guardian. Serious or continual infractions occurring in the classroom may lead to detention or out-of-school suspension.

	Designated areas

You will be in the following area only if you have been given permission from a staff member, or if you have a class in the room: gym, equipment room,  staffroom, or storage rooms.
	These guidelines are necessary for your own protection and for proper security of special equipment which assists in your instruction.
	You will be reminded of the rule and may lose privileges in certain areas. Continual infractions may lead to detention.

	Personal Appearance

You are expected to dress in a clean, neat, appropriate manner. Clothing with offensive words, slogans, or pictures is considered inappropriate. As well, any clothing that promotes alcohol, drugs or tobacco products is inappropriate in school. Hats are to be removed for classes. Wet or dirty footwear is to be removed and placed on the boot racks. 
	Your appearance reflects your good judgment and your respect for yourself and others.
	If you are wearing inappropriate clothing, you will be asked to turn the garment inside out, change it, or remove it. In case of continual disregard, parents will be contacted to help resolve the matter. 

	Extra-Curricular Activities

On school buses and at extra-curricular activities, all relevant school rules apply.
	During these activities you represent your school. Don’t let misbehavior ruin the opportunity for yourself and others. 


	Appropriate disciplinary action will be taken. A serious offence could result in removal from the event. Detention or out-of-school-suspension may result upon returning to school.

	Care of School Property

You will be expected to treat all school property with respect. Your desk and locker are to be kept clean and tidy. Tables, desks, and shelves are for working on not for sitting on. You are to treat the school and its equipment with the same care and respect as you would your own valuable personal belongings.
	In taking care of school property you display pride in your school; you also help to maintain attractive surroundings and useful facilities which are necessary for successful learning for you and your fellow students.
	If you damage school property, you are expected to pay for repair or replacement costs. If a textbook is damaged/destroyed, you or your parents will be required to pay the replacement costs. 


Incomplete Assignments

See pyramid of interventions.
Homework

School and Home – Learning Together
Purpose of Homework

· A meaningful extension of classroom work

· Practice of a new skill or process that students can do independently but not fluently

· An opportunity to explore topics of interest of extend learning
When is homework helpful?

· Level of difficulty does not exceed what students can do independently but challenging enough to be interesting

· Amount of homework is carefully monitored allowing time for out of school activities

· Parents are able to support by providing time, place, and encouragement but not asking them to be teachers

A rule of thumb that is used is 10 minutes of homework per grade. Example: For children in grades K-2 homework is most effective if it does not exceed 10-20 minutes each day. Older children in grades 3-6 can handle 30 to 60 minutes each day. (Cooper, 2001)

Examples of Homework

· Incomplete assignments that students are able to do independently

· Games for skill practice to increase fluency

· Interviews in the community such as surveys and collecting information

· Review of concepts taught in school

· Studying for tests

· Online games and activities

· K-2 is often reading

What can parents do to support?

· Establish a routine for when and where your child will complete homework

· Check over work and offer help when needed. Use questions like “How do you know?”

· Provide guidance and encouragement. You are not expected to be the content expert!

· Be positive about homework. Accept and encourage more than one way to solve a problem.

· Discuss difficulties with the teacher.

How can parents and teachers work together?

· Teachers and parents should have a shared understanding of homework expectations.

· Dialogue between parents and teachers can allow for differentiation of homework to meet the unique needs and circumstances of students.

· Parents should have access to tools to support homework such as newsletters, teacher emails, examples of strategies that may be used.

· Parents should communicate with teachers immediately if homework seems excessive or frustrating.

References:

Greater Saskatoon Catholic Schools. Beyond the Classroom: Math @ Home.

Cooper, H. (2001). Homework for all – in moderation. Educational Leadership 58(7), 34-38.
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4. Office Procedures
Attendance

All students are required to attend school regularly. Parental consent should be given in writing for all student absences. If a student is ill, parents should contact the school prior to first bell in order to inform us of the situation.

If a student is absent and there has been no parent contact, the secretary will call the parents in order to ensure the safety of the student. 


Any student leaving/coming to school outside of regular arrival and departure times is required to notify the supervising teacher or the principal so that we have an updated list of all students at all times in the school.


For more information see pyramids of intervention.

Snow/Extreme Weather Days

The bus drivers will determine if the road and weather conditions are safe for them to travel their routes. If buses cannot run, the bus drivers will contact the parents of the students on their route, and the principal. The principal will then announce (via Radio: 570 CKSW) that classes will be suspended in our school, for that day. Someone will be contacted to unlock the school and be here for those students who do show up. 


The school does not assume responsibility for any student traveling to school whose parents decide to drive them in when the buses are not running.


When extreme weather conditions occur during school hours, students will be transported to the billets that their parents assigned them to at the beginning of the year.
School Closure 
Our school may be closed when there is lack of utilities such as water, sewer, electricity, or heat. In the event that this happens, the school will notify parents and make the necessary arrangements for students to be returned or kept home. 

School Phone

Students may not use school phones without consent from a staff member.


If parents need to contact their children or their child’s teacher, they should try to call the school during breaks, or leave a message with the secretary.

Visitors

Any person visiting the school should report in at the office upon arrival.

Photographs


The school will arrange for individual and class photographs each year. Dates will be circulated through parent notes, and posters in the school.


Throughout the year, students may be asked to use photos or videos in assignments. These will be for in school viewing only. When photos or videos are to be used outside of the school, parental permission will be sought prior to their use.

Forms


Due to division policy, the school is required to get parents to complete a number of forms every year. The information is not to be shared with other agencies unless specified on the form. The forms will be distributed on the first day of the school year through the homeroom teachers.

Communication

As a parent involved in your child’s education, it’s natural to want a glimpse into his or her daily routines.  You may also from time to time want to make suggestions that will help the teacher or thank them for something that they have done. The staff members at our school recognize the value of your participation and input into our school activities. We take parent suggestions seriously and apply them in the best interest of the students.  We also welcome you to come and visit the school from time to time.  Your interest shows students that you value their education. 

Regular newsletters are to go home as a means of communicating school events.  We also send out notices through email and post the same on our website.

Teachers are required to keep parents informed of matters of concern or celebration regarding their child. 

In order to minimize distractions, the following is an outline of the procedure for communicating with staff and visiting your child at school.  
Communication with the classroom teacher:

Leave a message with the office manager for the teacher to call you when they are free.  

Schedule a conference with the teacher.  

If the issue requires immediate attention, please see the office manager who can make arrangements to free the teacher to speak to you. 

Visiting your child at school:

Rather than going straight to the classroom, please go to the school library and have the office manager arrange for you to meet your child. This will help to minimize distractions during learning time.

We welcome you to attend our assemblies or activities at school. Give us a call and let us know you are coming.

Contacting your child at school:

Please avoid calling student cell phones during class time.  The office manager or I will be happy to make arrangements to have your child come to the phone.

Issues/Concerns

Community members wishing to address a school related issue/problem are encouraged to use the following steps:

a) You should communicate your concerns with the person most directly involved with your problem and/or situation. Problems can sometimes be resolved quicker and more easily when the person involved is contacted directly. (If you feel uncomfortable talking to the person, contact the principal.)

b) If you have spoken to the person most directly involved and you feel that the situation cannot be handled any further at this level, you should then contact the school administrator (Principal). The school administrator will work with you and others involved to attempt to find a fair resolution/solution to the problem.
c) After talking to the person most directly involved, and after working on the issue with the school administration, you are still not satisfied; you could contact the superintendent, Mrs. Jan Pogorzelec
Driver Education


Students who are 14-15 years of age are eligible for the course. Instruction will take place online, in the classroom as well as in a car. All in car instruction will take place with two or more students in the vehicle at all times. During any excursions to the city, all students must remain with the instructor for 
the duration of the trip.

Acting Principal


The acting principal is to be in charge of the school and to act on behalf of the principal during his/her absence. When the principal is to be absent it is his/her responsibility to notify the acting principal.


In the absence of both the principal and the acting principal, the principal/acting principal, as applicable, shall appoint an alternate.

5. Extracurricular
Activities


The school provides numerous extracurricular activities depending on the interest of the students and staff for that particular year. All activities are school based, and under the supervision of the administration.

Drivers


Due to the fact that our community is quite a distance from other communities in our area, travel to and from extracurricular events is too expensive for bussing. We will be asking for parents to volunteer to drive for some of the extracurricular events. Each person who volunteers must have a form filled out by the person in charge of that particular activity. The form will state their driver’s license number, have the principal’s approval. These forms will be kept on file at the school. The school will reimburse drivers $0.25 per kilometer when they drive (students other than their own) to out of town school events. 

Parents who are driving for extracurricular are expected to act as positive ambassadors of our school while on the trips, and the group of drivers is expected to travel together to and from the event.

Student Drivers and Passengers

Students that do not have a valid driver’s license or who are in grade 9 or under are not permitted to be a passenger in a vehicle by another student during school hours.

Students that have a valid driver's license are allowed to use their vehicles during open campus times such as noon hour or during spares, as long as an open campus form has been signed.  These students require additional parental permission to be a passenger in a vehicle driven by another student during school hours.


Students engaged in inappropriate driving or not adhering to this policy can be required to surrender their keys to the school at the discretion of the principal.  Students can also be refused vehicle access to school property.


Students are allowed to drive themselves to extracurricular activities in Val Marie but not to other destinations.


Students are allowed to drive themselves and other student passengers to school classes outside of Val Marie provided a P1-F16 form has been signed. You may get a copy of this form from the school.

Student Driver Permission 

I give permission for _______________ to leave the school and drive their own vehicle during noon hours and spares. 

This permission is granted for the ____________________ school year.

​​​​​​​​​​​​​​​​​​​​_________________________________________

(Signature of parent of guardian of student driver)
Date _______________________________
----------------------------------------------------------------------------------------------
Student Passenger Permission

I give permission for _____________________ to leave the school during noon hours and spares and travel as a passenger with another student from Val Marie School who is driving and has a valid driver’s license. 

This permission is granted for the ____________________school year.

_________________________________________

(Signature of parent or guardian of student driver)

Date: __________________________________
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