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Go UT Tigers!
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FIND US ONLINE AT: http://www.allentownsd.org/unt
Facebook: https://www.facebook.com/asdunionterrace
 
GENERAL INFORMATION
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ON THE FOLLOWING PAGES YOU WILL FIND:
· Before School on Playground
· Breakfast Program 
· Absences and Tardies
· Weather Related Closing/Late Starts
· Visiting the School
· Change of Address/Phone Number
· Moving to Another ASD School Territory
· Health Room
· Lost & Found
· Cafeteria
· Birthday Parties and Treats
· Field Trips
· Parent and Teacher Communication
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BEFORE SCHOOL ON PLAYGROUND

Students should not arrive at school before 8:45 a.m. unless they are coming for breakfast (see Breakfast Program below).
STUDENTS WILL NOT BE SUPERVISED ON THE PLAYGROUND BEFORE SCHOOL IS IN SESSION.

BREAKFAST PROGRAM

The Allentown School District offers a FREE breakfast program.  The cafeteria will be open from 8:15 am – 8:40 am.  The doors will be closed promptly at 8:40 am and no food will be served once the doors are closed.  Students MUST enter the cafeteria through the main doors near the playground (Door 8).  Once a student enters the building for breakfast, he/she will remain in the building.
STUDENTS ARE EXPECTED TO OBSERVE THE CAFETERIA RULES.

ABSENCES AND TARDIES

Attending school regularly and punctually is essential to receiving an effective
education and developing a sense of responsibility.  Please send or bring your child
to school on time each day.

Students who arrive LATE for school will not be able to order a hot lunch.  They will be able to order the power pack for the day.     

If your child must be absent due to illness, you must

· Call the school office at 484-765-5481 before 10:00 am on the morning of the absence.
· When your child returns to school, you may either send a written note (on any paper), fax a note to 484-765-5489, bring a note to the office, or email the teacher with the excuse indicating the date and reason for the absence with signature of a parent or guardian. All appointments require a note from the doctor. 
· If a written explanation of absences is not returned within 3 school days, the absences will be recorded as illegal.  Please refer to the Attendance Policy in the
  ASD Code of Conduct booklet.  Not all excuses are marked legal (i.e. - bad weather, car   

  trouble, alarm did not go off, parent illness, etc.)  After 3 days of illegal absences, the 
  school will follow the school district’s attendance policy.                    
The number of minutes of late arrivals is recorded on a student’s attendance record.  Parents will be asked to provide written explanation for tardies.  Accumulated unexcused minutes that equal one day of instruction will be counted as an illegal absence.
Requests for early dismissal:  Requests for doctor/dentist appointments, etc., must 
be submitted in writing by the parent.  The day of the appointment, a parent must report to the office, with ID, to sign out the student.   Upon return to school, the student MUST have a slip from the doctor, dentist, clinic that says he/she did have an appointment.  If a note is not brought in, the time the student missed school will be considered illegal.  At this time, the ASD progress report shows days that a student leaves early as “tardy”.
A Temporary Absence Permit must be completed by the parent for an absence of  3
or more days.  Only 5 days (per year) will be considered an excused absence; days after 
5 will be considered illegal.  You may fill out the Temporary Absence Permit in the office. It is the responsibility of the parents to get work assignments from the teacher to be completed by the student while away from school.
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WEATHER RELATED CLOSINGS/LATE STARTS
When the weather is severe and transportation becomes hazardous, tune into local radio and TV stations, check ASD website, or call 484-765-4100 to find out if school has a late start, early dismissal or will be closed for the day.
Please be sure your children know what to do in the event of bad weather and/or an early dismissal.  It is important that all students know who to contact and phone numbers of parents, guardians, babysitters, etc.  It is a great idea for students to have this information in their backpacks.
LATE START HOURS

10:45 AM – 3:15 PM

During a late start students riding the bus will be picked up 2 hours later than their scheduled time.  If there is an early dismissal, those students riding the bus will be dropped off earlier than their usual time.
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VISITING THE SCHOOL
All visitors must:
· Buzz in at the front porch doors at all times. 
· Explain the reason for being in the school.
· Go directly to the office.
· Sign in.
· Provide picture ID to be scanned by staff member.   
· The principal, assistant principal or designee will determine who may visit in the school and where the person may go.
· Conferences, meetings & visits should be scheduled in advance.
Administrative Regulations

School District of the City of Allentown

School Visitors 907

A school employee shall immediately report to the Principal or designee any unauthorized visitor and/or any visitor not behaving in a manner consistent with this policy.

CHANGE OF ADDRESS or PHONE NUMBER

· Parents must notify the school of any change in address or telephone number immediately.
· If there is an address change, a proof of address is required.
· Student records must be kept up to date.
· The school must be able to reach parents if a student becomes ill or if there is
 an emergency.
MOVING TO ANOTHER ASD SCHOOL TERRITORY
· If a student moves within the Allentown School District during the school year, 
the parent must notify Union Terrace Elementary School immediately.
· A new address and new telephone number must be given to the teacher and the 
school office immediately.
· Current ASD school board policy must be followed regarding school assignment
 
when a student moves.
· Please contact the Union Terrace Elementary School office at 484-765-5481.
HEALTH ROOM

The Health Room is open from 8:45 am – 3:15 pm and staffed by a nurse and a
health room assistant every day.  Health Room employees do not make diagnoses,
but will forward information to you to share with your physician, if appropriate.  Students who are to receive medication at school must have an Authorization
for Medication signed by both parent and physician.  You may pick up a copy of this form in the Nurse’s Office.[image: image12.jpg]



LOST and FOUND
To ensure that your child’s items do not go to the Lost & Found please label coats, backpacks, and lunch boxes clearly.

Lost and found items are kept in the cafeteria.  Money and articles of jewelry can be reclaimed by speaking to the office staff.  To prevent loss, please put your child’s name on all clothing and possessions.

Numerous items go unclaimed each year, so please encourage your child to check 
the Lost and Found in the cafeteria.  Clothing and other items, which go unclaimed, are then distributed to the Salvation Army or Volunteers of America.

CAFETERIA

The school cafeteria serves the students in Kindergarten and Grades 1-5 
in five lunch periods.
The Allentown School District Food Service uses a computerized buying program.  
Each student has a 4-digit code that they punch in every day. A menu is sent home 
with the students once a month.  

Menus and menu nutritional analysis can be found at:
http://www.allentownsd.org/ChildNutrition/Menu.htm.
BIRTHDAY PARTIES AND TREATS
· Parties for birthdays, Valentine’s Day, etc., are NOT held in school. Please refrain from sending balloons into school for your child as well
· All time in school needs to be dedicated to instruction so that students achieve proficiency in reading, writing, math, and science.
· Some students have food allergies and may not eat certain foods or ingredients.
· For birthdays, students may bring cupcakes or donut holes to be handed out at lunch. Cupcakes or donut holes must be store bought and brought to the school before the student’s lunch period begins. 
· Students should not bring candy, cookies or other treats to school at any time.

FIELD TRIPS
· Field trips coordinate with Allentown School District curriculum and instruction.
· Each student will be given a field trip permission form for each field trip, whether
  
the trip is on a bus or walking.
· The permission form needs to be signed by a parent and returned immediately.
· Signing the permission form means that the student has parental permission to go
   on that field trip.
· A student MAY NOT  go on a field trip if the permission form is not signed by a
parent and returned on time.
PARENT AND TEACHER COMMUNICATION
·  Concerns about a student’s academic progress or behavior should, first, be discussed with the classroom teacher.
·  Teachers meet with parents throughout the year as needed. 
·  Parents should feel free to make an appointment with a teacher.
Appointments
To contact a teacher at any time during the school year:

· Call the office at 484-765-5481, send a note to the teacher with the student, or email the teacher (last name, first initial@allentownsd.org).
· Someone will return the call or reply to the note or email.
Parents should make appointments ahead of time when a parent wants to meet with the teacher, school counselor, principal, or any other staff member.

Without an appointment, it is possible that the teacher or staff member will not be available because of schedules, meetings, or other appointments[image: image13.png]


.
PARENT TEACHER CONFERENCES

Communication between home and school is important for your child’s education. 

In addition to the parent – teacher conferences, scheduled on the dates below, teachers

are available to discuss any issues that come up regarding your child throughout the 

year.  Please send a note, email, or call the school if you need an additional conference.

Fall Conferences:

November 20 and 21
Winter Conferences:
February 14 and 15
There will be NO school on conference days.
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ON FOLLOWING PAGES YOU WILL FIND:
· Student Responsibility
· Elementary School Uniform
· Homework
· School Wide Positive Behavior Plan
STUDENT RESPONSIBILITY[image: image14.wmf]
Good behavior is expected in the classrooms, hallways, cafeteria, on the playground and at arrival and dismissal times.  Please see the School Wide Positive Behavior Plan section for more information about our expectations.
The Allentown School District Code of Conduct and Uniform Policy defines clear expectations and consequences district-wide. Each child receives a copy of this document and is expected to follow it.  Please review with your child and return the signed document stating you have reviewed it with your child.
Elementary School Uniform
Please review the uniform policy below to ensure that we are consistently following the new policy:

· Tops – white, light blue or navy blue short or long - sleeve polo shirts (No logos/emblems)
· Bottoms – navy blue pants, shorts (knee length), skirts, or skorts (knee length or longer)
· Navy blue jumper
· Sneakers and shoes can be any color
· Boots must be solid color of black, brown, yellow, or tan
· Belts are optional – only brown, black, or tan belts are approved colors.
· Sweaters – solid color navy, black, gray, or white long-sleeve (non-hooded and no logos)

· Turtleneck/Mock Turtleneck – solid color light blue, navy blue, white, or black long sleeve shirt (non-hooded and no logos)

HOMEWORK

As students advance in school, homework assignments will increase.

GRADES K – 3:  Homework assignments are based on the ASD curriculum.  Assignments may include outside reading and extra practice to help students 
strengthen specific skills or concepts.

GRADES 4 – 5:  Homework assignments may include practicing specific skills, strengthening concepts, studying for tests and quizzes, and long-term projects
involving the use of references to help students learn to organize their thoughts. Assignments should be completed by the student and supervised by the parent.
HOMEWORK (continued)
Each teacher will list the daily homework assignments. Please be sure to discuss these with your child and make sure they are completed for the next day.  This will help your child be ready for the next day’s work.

Students in grades 3, 4, and 5 have assignment books which need to be signed by a parent/guardian on a nightly basis.
SCHOOL WIDE POSITIVE BEHAVIOR PLAN
Union Terrace utilizes a school-wide positive behavior system. Students will follow our school motto: We come to school to learn. We respect ourselves and others. We are responsible for our actions. Additionally, students will try to exhibit Tiger ROAR qualities by being responsible, on task, accountable, and respectful. 

    
Every classroom has a clip chart with four colors: orange, green, yellow, and red. Every child will begin his/her day on green. Children on the green section of the chart are exhibiting Union Terrace’s behavior expectations. If your child has a green day, they were “ready to learn” and you can congratulate them on a good day. Orange represents “ExtROARdinary” students that went above and beyond the required expectations. This is not an easy spot to attain, so be proud of your child! We all have difficult days sometimes. If your child ends his/her day on yellow, it means that he/she needed to have a few reminders about Union Terrace’s behavior expectations. This is a great opportunity to talk to your child about what he/she can do next time to have a better day. If your child has a red day, this means that your child had repeated reminders about Union Terrace’s behavior expectations and received a consequence. Consequences vary based on behavior. Use these days to discuss your child’s day and help him/her develop strategies for the future. 

    
As a reward for great behavior, children that have four out of five positive days will be able to participate in Fun Friday activities. Additionally, children that meet monthly behavioral goals will participate in monthly incentives. 

SAFETY FIRST
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ON FOLLOWING PAGES YOU WILL FIND:
· Arrival & Dismissal Procedures
· Safe Traffic Patterns
· Walking Students
· Safety Patrol
ARRIVAL and DISMISSAL PROCEDURES
Arrival for Grades K – 5 - Parents will drop children off at school from 8:45 – 8:55 am.  School staff will greet the children and direct them to their rooms.  
Students should not be arriving for school before 8:45 AM
unless they are coming for breakfast at 8:15 AM.

The tardy bell rings at 8:55 AM.  
Students who are late MUST report directly to Door 1 (front porch doors) and sign in at the Main Office.

Dismissal for Grades K – 5 - Children will be dismissed by their teachers at the 
assigned doors noted below and can be picked up by parents.
Students ARE NOT PERMITTED to wait on the playground
 for parents to pick them up.
Rooms 102,104, 105 and 107 – Front Porch Doors (Door 1)

Rooms 101 and 103 – Gym Door Entrance Front Doors (Door 2)

Rooms 112, 114 and 116 – Kindergarten Doors (Door 14)

Rooms 109, 111 – Cafeteria Doors (Door 8)

Rooms 108, 110 – Ramp Door (Door 15)

Rooms 118, 122, 124, 222 – Use doors between old building and Room 122 (Door 13)

Rooms 113, 126, 128, 226, 228 – Use doors between old building and Room 128 (Door 12)

Rooms 3, 7, 8 and 224 – Basement Ramp Doors (Door 5)

Room 13, 14, 15, 16 – Exit from portable classroom onto boardwalk (Doors 6 and 7)

Exceptions

With written notice from parents to the teacher, older students will be 

dismissed with their class and be able to walk outside to pick up a younger sibling

or as part of a carpool or day care arrangement.
· If there is a temporary change of plans, please write a note with exact dates of the temporary plans.

SAFE TRAFFIC PATTERNS

If you drive your child to and from school, please use the following procedures:

· Follow traffic signs from 8:15 – 9:15 am and 2:45 – 3:45 pm. 
· DO NOT LEAVE YOUR CAR AND DO NOT DOUBLE PARK.

· DO NOT STOP IN THE MIDDLE OF THE STREET AND WAIT

FOR YOUR CHILD.

· DO NOT PARK IN OR BLOCK school neighbors’ driveways.  You 
can be fined or towed!

· If you need to leave your car for any reason, park on a side street and walk 
the short distance to school.
WALKING STUDENTS

If your child walks home from school plan a safe route with crossing guards on duty.  Practice walking this route before school begins.  Arrange for your child to arrive at school no sooner than 8:45 am and instruct him or her to go directly home at dismissal.  Students are not allowed on the playground after school UNLESS an adult is with them.
THERE IS NO SUPERVISION ON THE PLAYGROUND EITHER BEFORE OR AFTER SCHOOL

SAFETY PATROL

Students on the Union Terrace Safety Patrol help guide other students as they arrive at school in the morning and when they are dismissed in the afternoon.

Safety Patrol students are selected and prepared to be school safety patrols in the spring of 4th grade.  They serve until the spring of 5th grade.  Safety Patrols are located at all school entrances, at posts inside the building, and at the corner of Walnut and Lafayette.
Late Start:  2 Hour Delay


10:45 AM -3:15 PM








School Hours


8:45 AM -3:15 PM








Important Phone Numbers


Main Office: 484-765-5481


Fax: 484-765-5489


Health Room: 484-765-5493


Counselor: 484-765-5483


SCHOOL CLOSING INFORMATION: 484-765-4100














