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Dear Parent/Guardian,

This handbook was written to make you more comfortable with Gale and answer most of the questions that you or your child might have.  This handbook is not a substitute but a compliment for “The Elementary Handbook and Code of Student Conduct” which has other information that pertains to all students in the district.  Please refer to BOTH Handbooks for your questions or concerns.  

Sincerely,

Mr. Bradburn
Principal

ATTENDANCE
Students are expected to be on time and ready to learn daily.  According to the District #205 Elementary Code of Conduct, “a child may be absent from school because of illness, observance of a religious holiday, death in the immediate family, family emergencies, family vacations with PRIOR approval, approved educational purposes, and situations beyond the control of the students as determined by the principal or designee.  

Mr. Bradburn, Gale Principal, may require a doctor’s excuse or other official documentation for chronic absences or habitual truants and for those students where the validity of an absence is in question.  Parents CAN NOT excuse a student for reasons other than those cited as valid within this policy or the Illinois School Code.”

ABSENCES

Parents are asked to notify the school by 9:00 a.m. at 973-2011 of a child’s absence.  Students need to be fever free for 24 hours before attending school.  If a student has a fever or is vomiting, he/she should remain out of school for their own health.  Homework will be provided to students who have been absent 3 consecutive days when requested by parents and will be available at the end of the school day requested.

If a student is tardy because of a medical appointment, parents who notify school prior to the tardy are able to order hot lunch for their student.   

ABSENCES DO MATTER. EACH DAY A STUDENT IS ABSENT COSTS THE DISTRICT $80.00 IN STATE AID.  A CHILD WHO IS TARDY OR LEAVING EARLY COSTS THE DISTRICT $40.00 PER DAY.  

PRE-ARRANGED ABSENCES

Parents must contact the school a minimum of ten days prior to the prearranged absence and secure a form to fill out regarding the absence.   This must be done in order for the absence to be excused. 

APPOINTMENTS/LEAVING SCHOOL EARLY

Please notify the office if your student will be late to school because of a scheduled appointment.  Parents need to come into the building for any student who enters late and sign their student in at the office.  Please bring a Doctor’s note verifying the excused tardy.

If you need to take your student out of school for an appointment or to leave early, please send your child with a note to give to his/her teacher as notification of the appointment or early dismissal.  You will need to come into the office and sign your child out of school.

TARDIES

Students are tardy if they are not in the classroom at the 9:00 a.m. bell.  Medical appointments with verification are considered excused tardies.  However, we encourage parents to try to make medical appointments outside of the school day for their children whenever possible.  Excessive tardies are considered unexcused absences.  Unexcused absences are considered truancy.   

All tardy students must use the main door to enter the building and should be accompanied by an adult to sign in at the office.  Students who are tardy will not get a choice of hot lunch entrees.

VACATIONS

Vacations during the school year other than scheduled by District #205 are frowned upon.  However, if you must take your child out of school, you need to fill out a verification form that you may obtain from the office.  This form should be obtained from the office at least 10 days before the scheduled vacation.  In order for your child to be excused, this form must be completed and signed by the principal prior to the vacation.

ACTIVITIES/CLUBS

Gale students may join the following activities/clubs:

· DARE Club 
Gr 3, 4, 5
Once a Month

      3:30-4:15 pm

· Field Trips
All Grades

· Field Day
All Grades
1 Day in May

· Geography Club





     
· Boys/Girls Choir   Gr 4, 5

Weekly                                    Lunch Recess
· Boy Scouts
  All Grades
3rd Tues. of Each Month
      6:30-7:30 pm

BELLS

The first morning bell rings at 8:55 a.m. Students on the playground line up on designated lines and are directed by an adult into the building. The second “tardy” bell rings at 9:00 a.m. designating the beginning of school.  Students who are not in their classrooms by the 9:00 a.m. bell are considered tardy and must be checked into the office by a parent or guardian.  Bells also ring to signal recess times throughout the school day and dismissal.

BIRTHDAY TREATS/INVITATIONS

Birthday treats and invitations may be brought to school for the class and teacher. Gale encourages invitations for individual students be sent in the mail because, obviously, students who do not get an invitation get their feelings hurt.  The office does not give out  student addresses.

CAFETERIA PROCEEDURES

BREAKFAST

Breakfast is served daily in the gym to any student from 8:30-8:50 a.m.  Students should enter the building using the outside gym doors for breakfast.

LUNCH COUNT

Lunch count is taken at 9:00 a.m. in each classroom.  Children who want hot lunch are given two choices, A or B lunch.  Once a choice is made, it is not changeable after it is turned into the cafeteria.  Tardy students are not given a choice for hot lunch unless their excused tardy (medical appointment) has been called into the office by 9:00 a.m.

Students are lead to the cafeteria by their classroom teacher for lunch.  Upon entering the cafeteria students line up in classroom rows, face the front, use inside voices, and wait for their turn to get their lunch.  After going through the line, students stop at the condiment table for silverware, condiments, etc., and then proceed to the next available seat.  Students are to sit 8 to a side at the tables.  Seats are not saved for friends.  When the lunch supervisor begins to dismiss for lunch, she will dismiss a side of the table at a time.  Students proceed to the trash cans, dump their excess food into the bins, put their silverware in the proper container, and stack their tray neatly at the window.  Students then proceed to WALK out of the building to recess.

LUNCH SCHEDULE

The Gale lunch schedule is as follows:

Grade 

Lunch

4 & 5

11:35- 12:10

2 & 3

11:55-12:30
K & 1

12:15-12:50


A hot lunch program is available to all Gale students, grades K-5  The lunch period is 35 minutes in length daily.  Student may also bring cold lunch.  Students are not allowed to share hot lunches.  Neither pop nor candy will be allowed in the cafeteria. Please do not pack these items in student cold lunches.  Milk is available to all students.  Parents may have lunch with their child in the cafeteria but must sign in at the office in order to do so.  Fast food lunches may NOT be brought into the cafeteria.  A parent may take their child out to lunch as long as they return by the start of class.  

MEAL FEES

Money for meals may be sent daily, weekly, or paid monthly.  Your child can ask their classroom teacher for a lunch envelope to send the money to school, or payment can be made by coming into the school and speaking with the cafeteria cashier.  We ask that you keep current in your payments or pay ahead.  If a student is not current in meal fees, and has charged 3 meals, the Gale cafeteria has the right to serve the student peanut butter sandwich until the balance owed is paid.  It is the parents’ responsibility to manage their child’s meal balance.  However, cafeteria personnel will notify parents when their child’s balance is in the red.

Cost: Breakfast $1.25; Lunch $2.00; Reduced Breakfast, $.30; Reduced Lunch, $.40; Milk $.30.

CELLULAR PHONES/ELECTRONIC DEVICES

Cell phones, pagers, lasers, or other personal electronic entertainment devices are not to be used or on a student’s person in school from 9:00 a.m. –3:30 p.m.

CLASSROOM ASSIGNMENT

Students are randomly assigned to classrooms.  Parental/student choice of a classroom is not an option.

CLASSROOM VISITS

If a parent wishes to visit their child’s classroom during the school day, they may do so by calling the school office 24 hours in advance.  Parents may stay a maximum of 20 minutes to minimize the disruption in the classroom.  If a parent wishes to confer with a teacher, an appointment should be made for a time outside of school hours.

DETENTIONS

A student may receive a detention for a variety of behaviors.  Detentions are generally assigned after school on Tuesday and Thursday from 3:30-4:00 p.m.  Parents are given the detention slip via the student.  The detention slip must be signed by the parent and returned to the student’s teacher

DISCIPLINE

Student discipline and bus discipline among many other items are outlined in the Elementary Handbook and Student Code of Conduct and should be referred to.

EXTRA CURRICULAR EVENTS

If students have been absent or suspended for the day, they may not attend evening school functions.  Suspended students may not be on District #205 grounds until the suspension is completed.

HEALTH

A student health history form needs to be on file in the office for each child.  All Kindergarten and 5th grade students must have a physical by the first day of school.  Students who transfer into Gale from another state must have a physical within 30 days of their entry date.   All Kindergarten and second grade students must have proof of a dental exam.  Ask the office personnel about the “Miles For Smiles Program” for your child. 

ACCIDENT AT SCHOOL

The safety of each student is the utmost concern of the school.  Parents will be notified except for minor scrapes and bruises.  When an accident has occurred, staff responds with limited emergency care.  The school will identify the problem and make the child as comfortable as possible using basic first aid measures.  School personnel/nurse will determine if a parent needs to be called depending on the nature of the injury.  If it is deemed necessary to notify a parent, the school expects parents to have

· a completed “Emergency Information Form” on file in the office.  

· arrangements made for an adult to assume responsibility in case parents are not available.

The school nurse may be called to the building for injuries/accidents.

ILLNESS AT SCHOOL

If a child becomes ill at school and needs to go home, parents will be notified.  Parents must furnish the school with a working telephone number where they may be reached during the school day.  Students who have a temperature at school or who vomit must go home.  Students must be temperature free for 24 hours before returning to school.

MEDICATION POLICY

If it is absolutely necessary for the critical health and well being of the student to take medication during the school day, the proper forms must be completed, signed, and on file in the school office before medication can be given.  Cough drops are considered medication.  All medications must be sent to the school in the original container labeled with the student’s name and dosage instructions.

NURSE’S SCHEDULE

Mrs. Roberta Gore, Gale School Nurse, is at Gale two days a week  Her schedule varies from year to year depending on individual student needs.  She is on call for emergencies and may be at Gale other times as well.

HOMEWORK POLICIES

Each teacher determines his/her own homework policy.  Parents should become familiar with what is expected so that you may aid in your child’s success at school.  If your child is ill and cannot complete his/her homework, a day is given to complete homework for each day of absence.

LIBRARY POLICY

Students come to the library every fourth school day.  They check out two books, usually one fiction and one non-fiction.  Both books are due back the next time their class comes to the library.  There is a renewal option for any book not finished.  If a student returns both books, two books may be checked out.  If the student returns one book, one book may be checked out.  If no books were returned, the student may not check out until the books are returned.  If a book is not returned in a month, a note will be sent home to advise the parent of the missing book.

MESSAGES TO CHILDREN

Parents are encouraged to make their child aware of transportation issues/appointments.  While we make every effort to notify a child regarding a parent’s message, if a parent needs a message relayed to their child, parents are asked to call the Gale office by 2:30 p.m. to give ample time for the message to be delivered.

NEWSLETTERS

Monthly newsletters are sent home on the last day of each month beginning in September via students.  Important information such as schedules, early dismissal, non-attendance days are included.  Please make sure you read the newsletters and save for easy reference.

OPEN HOUSE

Gale Open House is held in the beginning of the school year so that parents can meet their child’s teacher.  This is not a conference time but merely a time to become acquainted with the classroom, school, and meet the teacher.

OUTREACH

Mr. Brian Wright, outreach counselor, is available to Gale students four days a week.


PALS

A YMCA PALS program is offered at Gale before school from 6:30 a.m.-8:30 a.m. and after school from 3:30 p.m.-6:00 p.m.  Call the YMCA at 344-1324 for information.

PARENT/TEACHER CONFERENCES

Formal parent/teacher conferences are held twice per year.  The first conference is held at the end of the first quarter and is a fifteen minute time period to discuss your child’s success at school.  The second regularly held conference is scheduled at the end of the third quarter.  Communication with parents and guardians is essential and Gale encourages parents to call school and talk with your child’s teacher with any questions or concerns throughout the school year.

PARTIES (Classroom)

During the school year classroom parties such as Halloween, Holiday, and Valentine’s are held at the end of a designed school day.  Room mothers are encouraged to discuss the party with the classroom teacher in order to make plans.

PTO

Gale has an active PTO.  Meetings are held monthly in the Learning Center.  See Gale newsletter for exact dates.  All Gale parents are encouraged to attend meetings and get involved in such activities as: Back to School Cookout, Silent Auction, Fun Fair, book Fairs, Family Nights.  Every Gale parent is welcome!

R & R COUPONS (Respect and Responsibility)

Students are rewarded with good choices/good behavior with R & R Coupons by the Gale staff.  A student may earn a coupon for returning homework on time, being courteous, helping a friend, using an inside voice in the lunch line, etc.  At the end of each quarter students may redeem their R & R coupons at the R & R Store that has prizes valued at 5 – 100 coupons.

RECESS

BEFORE SCHOOL RECESS (8:35 a.m.-8:55 a.m.)

Students arriving at school play on the blacktop/swings until the bell/whistle sound at 8:55 a.m.  At that time all students line up on their classroom lines and then are directed by line into the building by a supervisor.  The ball cart is not used at 8:35a.m.-8:55a.m.  The school is not responsible for students on the playground before 8:35 a.m.  Students are expected to dress appropriately for playing outside

GRADE LEVEL RECESS

Classroom teachers discuss behavior expectations with each class.  For specific teacher/grade level expectations at recess, please talk with your child’s teacher.

     Grade Level

Recess Schedule

K

            12:50-1:05
1


12:00-12:15
2

            10:45-11:00

3


10:30-10:45
4                                  1:45-2:00

5                                  None

LUNCH RECESS

Students have lunch recess after each lunch and are supervised by cafeteria personnel.  Students are expected to follow the directions of the supervisors at all times.  The ball cart is out at the discretion of the principal.  Student use of the playground/equipment is as follows:

Grade Level    Blue/Gold        Blacktop/Swings     Soccer Field         Kickball Field
K

Yes


Yes

No


No

1

Yes


Yes

No


No

2

Yes


Yes

No


No

3

Yes


Yes

Tues/Thursday
        Mon/Wed/Fri

4

Yes


Yes

Mon/Wed/Fri

Tues/Thursday 

5

No*


Yes

Yes


Yes


· At lunch recess the Blue/Gold is reserved for Kindergarten student use during their recess.

Students are NEVER allowed to play any type of football or contact sport at any recess.

Playground balls are not to be kicked on the blacktop but on the fields.

INDOOR RECESS

Students stay inside for indoor recess for inclement weather (e.g. rain, temperature/wind chill below 20 degrees) as determined by Mrs. Spittell.  For indoor recess before school, students enter the building by the gym doors and report to their classroom line in the gym.  Teachers oversee the students in the gym until 8:55 a.m. bell when they are dismissed to their classroom. 

After lunch, students will be dismissed to their classrooms if they are unable to go out for lunch recess.  Cafeteria personnel supervise students until the lunch recess ends.  

HOMEWORK HALL OF FAME RECESS

Students are rewarded monthly with an extra afternoon recess for completing their homework in a timely manner.  Teachers verify names of students who qualify.  During good weather, students will be outside.  In inclement weather, students will remain inside and might be treated to an open gym, movie, magician show, board game time, etc.  Students eligible for Homework Hall of Fame have their names posted in the main hall monthly.

REPORT CARDS

Report cards are sent home with the student at the end of each quarter for grades 2 - 5.  First Grade sends report cards home at the end of Quarters 2, 3, and 4.  Informational packets are sent home after Quarter 1.  Kindergarten send home report cards at the end of each semester.  Progress reports are sent home in lieu of report cards for Quarters 1 and 3.   All grade level report cards are returned to the classroom teacher after parental review.

ROOM MOTHERS

A room mother sign up is available at registration for any parent who wishes to be a room mother.  Parents are able to sign up for one or more parties held throughout the year for their child’s classroom.  You may also contact the Room Mother Representative from the PTO to sign up or your child’s teacher.

SCHOOL HOURS

School begins at 9:00 a.m. and ends at 3:30 p.m.  Early dismissal days end at 2:35 p.m.  Office personnel are available from 8:00 a.m. –4:30 p.m. daily and until 3:30 p.m. on early dismissal days.

SPECIALS ROTATION

Grades 1-5 have a specials daily on a 4 day rotation cycle: Music/Art/Learning Center/Physical Education.  Specific schedules and teacher information will be handed out at the beginning of the school year.  
SUPPLY LISTS

Students receive supply lists at registration.  Lists are also available at various stores in Galesburg such as Target, Wal-Mart, Staples in August.

TRANSPORTATION

BUSSES

Busses use the front circular driveway to load and unload students.  Parents are not to use the circular drive to load/unload students before/after school.  If a student wishes to ride home with a friend on the bus, a note must be given to the office for the principal’ signature regarding this prior to dismissal.

MORNING ARRIVAL AT SCHOOL

Students should not arrive at school until 8:35 a.m. when supervision begins.  Children eating breakfast may arrive at 8:30 a.m. and proceed directly to the gym for breakfast.

PARKING

There is no parking in the front circle during the school day except after 3:45 p.m.  Visitor parking is available as are general parking spaces.

STUDENT DISMISSAL

After the 3:30 p.m. dismissal bell, bus riders walk into the gym and line up according to specifically marked bus lines.  Teachers assigned bus duty walk bus riders out of the front doors of the building to load busses at the end of the day.   

STUDENT DROP OFF/PICK UP

Parents do not use the circular drive to load/unload students before/after school. The circular drive is reserved for busses only. Students should be dropped off near the fence next to the playground.  Parents are encouraged to drive up as far as possible and drop off their child allowing the maximum number of cars behind them to do the same at one time.  Parents are not allowed to park in the drop off lane before school and watch their child on the playground.  If you want to walk your child to the playground or have a concern about him/her on the playground, please park your car in a parking space and then watch your child.  Do not leave your car unattended and running.

All students are dismissed from school through the gym except bus riders.  Parents are asked to wait in the gym for student pick up or outside on the blacktop near the gym doors at the end of the day.  Inform your child where you will be waiting to avoid confusion for him/her.  Parents are expected to pick their child by 3:40 p.m. when supervision ends. Alternate plans such as PALS should be arranged if students will be picked up later.  

TRANSFERRING TO ANOTHER SCHOOL

Parents should notify the office when a student will be transferring to another school.  Gale sends student transcripts to the new school upon notification of enrollment by the new school.  Parents are not given student transcripts.

SCHOOL HOURS

School begins at 9:00 a.m. and ends at 3:30 p.m.  Early dismissal days end at 2:35 p.m.  Office personnel are available from 8:00 a.m. –4:30 p.m. daily and until 3:30 p.m. on early dismissal days.

TUTORING

Gale Schools has a tutoring program for need-based students.  The program runs from October through mid-March.  Parents will be notified if their child is a candidate for the program.

VISITORS ENTERING THE BUILDING

Visitors/Parents are required to sign in at the office upon entering the building.  All visitors are required to wear a visitor’s ID badge that will be supplied by the office.  This policy is for the protection of all children in the building.  Visitors should enter the building through the front door.

VOLUNTEERS

Volunteers are welcome at school.  If you would like to know more about volunteering, please contact Mr. Bradburn, Principal, or your child’s teacher.
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