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Lakewood Elementary School’s Mission and Belief Statement

Mission Statement
The mission of Lakewood Elementary School is to prepare our

students with 21st century skills to become leaders of tomorrow's
world.

We Believe...

Belief Statements
1. We believe that all students will learn and achieve their full
potential with guidance and support of all school staff, parents,

and community working together.

2. Curriculum and instruction is based upon common core
standards, goal setting, high expectations and data analysis.

3. Leadership by all stakeholders is an essential component of a
child centered school of excellence.

Vision Statement

Anchored in Excellence!
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LAKEWOOD ELEMENTARY SCHOOL
Personnel 2021-2022

Principal

Assintant Principal

Michelle Burk

Julie Francis

Secretary Tammy Hudnall

Counselor Kelli Murray

Nurse April Ross

Dental Hygienist Melissa Beck

Social Worker Sonia Ruffin

Art Michelle Holstein

Librarian Jodi Workman

Physical Education Troy Simpson

Music Danielle Coleman

Resource Teacher Sherri Atwood

Gifted Teacher Kasey Samples

Reading Interventionist Lori Parr

Ashley Braley

Math Interventionist                                                                                                   Erik Eskew

Speech Therapist Jodi Watson

Occupational Therapist

Hearing Impaired

Kristina Kruszynski

Wendy Lemonr

Preschool Teachers Ashley Tomasek

Julie Hudson

Preschool Aides Lindsay Sturgill

Vickie Legg
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Kindergarten Teachers

Samantha Johnson

Kerry Felton

Kindergarten Aides Terri Lane

Melissa Coleman

First Grade Teachers Stephanie Ford

Brooke Walker

Second Grade Teachers
Savannah Cobb

Suzanne Lucas

Third Grade Teachers
Jaci Grigsby

Lisa Parr

Fourth Grade Teachers Andrea Nelson

Haley Webb

Fifth Grade Teachers Jodi Ballard

Ashley Shamblin

Custodians James Samuel, Head Custodian

Mary Chandler

Cooks Lindsey Cadle, Head Cook

Susan Chapman

Jill McCown
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School Day Schedule

5:30 am Cooks arrive
5:30 am Daytime Custodian arrives
6:30 am Secretary and Aides arrive
6:45 am Teachers arrive
7:00 am Student arrival

7:00-7:25 Breakfast is served

7:30 am Tardy bell rings/Instructional day begins
11:10-11:40 Preschool “family style” lunch in classroom
10:50-11:30
11:30 -12:10

Primary lunch
Intermediate lunch

1:30 pm Cooks leave
1:30 pm Evening Custodian arrives
1:30 pm
1:55 pm

Daytime Custodian leaves
Buses riders dismissed

2:00 pm Pick up/Daycare dismissal

2:45 pm
9:00 pm

Teachers leave
Evening Custodian leave

Please Note: On two-hour delays, school will start at 9:30 am.  On occasion, school may
have to be dismissed early due to emergencies or inclement weather.  Every home with a
current telephone number will be called by the automated notification system if school is
dismissed early, so it is important for you to establish clear instructions and responsible care
for your child before such emergencies occur.

Stay tuned to weather forecasts on local radio and television stations and respond
appropriately to ensure the safety of your child.  Do not depend on being able to reach us by
telephone; it probably will not be possible.

Complete the “Early Dismissal Procedure” form (located in the packet) and return it to the
teacher as soon as possible.  Please keep phone numbers updated, and complete a new Early
Dismissal form any time circumstances change.
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Transportation To and From School

Three school buses serve the Lakewood attendance area.  We encourage you to use the bus
transportation service to help avoid traffic congestion at the school site.  Please call the bus
garage at 722-0236 or 722-0237 to locate the nearest bus stop to your home.  All students will
be registered with the school as a walker, car rider, Third Base or bus student.

If you decide to transport your child to school, please do not block the bus lane.  If you
intend to walk your child into the school, you are asked to please park your car in the
designated parking areas. Your child will go into the school through their classroom door on the
outside of the building. Bus drivers are tightly scheduled and they should be able to enter,
unload, and be quickly and safely on their way to their next school.

The first bus arrives at Lakewood at 7:00 am.  There is no supervision for students who arrive
at school prior to this time.  Teachers will not be responsible for monitoring children who are
dropped off before 7:00. Doors will not be unlocked for entry until 7:00 am daily, so
please do not drop off your child to wait outside unsupervised.

If there is a change in your child’s dismissal procedure, please send a note or call the
office. You may also send a message to the teacher before 1:30 pm. If you send it after
1:30, there is a chance the teacher may not have seen the message so it is very
important to call the office as well.

Parents who pick up children at dismissal must complete the dismissal form enclosed in the
packet.  If you are picking up your child, you will need to go to the child’s classroom door
outside and pick up from there. Please remember that when you are picking up your child it is
not the time to have a conference with your child’s teacher. If you need a conference, please
call and schedule one.

The students will be released to authorized adults only.

Please make yourself known to your child’s homeroom teacher, and keep both the teacher and
office personnel fully informed in writing of anyone who may have access to your child.

All students, whether they ride a bus regularly or not, are required to complete the “Star
Player” bus safety registration form.  This will give them the opportunity to ride a school bus
on class field trips.  Please help them understand the school bus rules found in the Star Player
brochure.

The bus drivers will conduct emergency drills with all students.  Riding a school bus is a
privilege.  If students do not conduct themselves properly, the privilege can and will be revoked
in order to preserve safety for all.

All bus trips are videotaped and audio taped from time of departure until return.  If there is any
question regarding student behavior, the bus drivers and school personnel may use the
videotape to determine appropriate action.
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Under state code, students in WV are permitted to walk home from school.  This practice is
discouraged; however, it is an option.  If you wish for your child to walk home from school as
their regular mode of dismissal, please fill out the “Permission to Walk Home from School”
form (in the packet).  This form is for students who walk all the way home.  It is not intended for
permission to leave the classroom to get into a vehicle.

Field Trips

Field trips for instructional purposes are permitted and encouraged.  Parents should be
informed at least two weeks in advance of upcoming field trips.  No student will be permitted to
participate in a field trip without a signed permission slip delivered to the school prior to the trip.

Also, no student will be denied field trip opportunities because of inability to pay field trip fees.
If students are suspended from the school bus, they may not ride a school bus for field trips or
school functions.

Grading Scale and Student Assessment

Quality assessment provides a method for determining if students have mastered the learning
outcomes as set forth in the WV NextGen Standards and the 21st Century Learning Skills and
Technology Tools.

Grade Grade Average Percent

A = mastery of subject 90 -100

B = above average work 80 - 90

C = average achievement 70 - 80

D = below average work 60 - 70

E = poor work, non-mastery below 60

S = satisfactory

N = needs improvement

Homework Expectations

Homework assignments are initiated early in a student’s educational experience, and should
represent additional practice and reinforcement of a skill.  Questions regarding homework
assignments and expectations should be discussed with your child’s teacher.

Kindergarten 15 minutes daily

1st – 3rd 30 minutes daily

4th – 5th 1 hour daily
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Attendance Policy

Please review the complete attendance policy in the Kanawha County Schools Handbook.  In
addition to those regulations, we ask that you call the school before 9:00 am any time your
child is absent to inform us of the reason, and also to communicate to us if your child will be
late due to an appointment.  Students with perfect or faithful attendance (5 or less days absent
per year) will be recognized with certificates at the end of the year.
Absent students are provided with materials distributed during their absences, as well as
adequate time for completion of make-up work.  Please check with individual teachers for the
procedures used and the request for assignments.

The county attendance policy recognizes the following as valid excuses for absence from
school:

 Illness or injury with parent notification.  If absence exceeds 3 consecutive or 5 total
days, a physician’s verification is required.

 Doctor or dentist appointments which cannot be made outside the school day (must be
verified in writing by the physician or dentist)

 Family member illness or injury necessitating student’s absence (must be verified in
writing by the physician of the family member)

 Calamity or family emergency (must be approved by the school principal)

 Death in the family

 School-approved curricular/extra curricular activities

 Observances of religious holidays

 Legal obligations with verification

 Failure of school bus to run during hazardous conditions

 Leaves of educational value approved in advance by the principal if less than 10 days
(must detail content, objectives and activities)

 Leaves of educational value of more than 10 days must be approved by the KCS Board
of Education.

 KCS discourages checking students out before the end of the instructional day.  Please
refrain from picking up your child before the 2:00 dismissal.

If your child arrives at school after 7:30 am, he/she will be counted tardy. Arriving late causes
students to miss important opening exercises and directions.  Being at school, and being on
time, helps develop beneficial lifelong habits. Students arriving at school after 9:00 am or
those that leave school before 12:30 pm will be counted as a half-day absence.
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Parents may provide up to five written notes which will be accepted as excused absences.  A
Student Assistance Team meeting may be convened if the student’s absences exceed five
days.  The Asst. Attendance Director will deliver a legal notice for any student who has missed
five consecutive, or 10 total, unexcused absences.  A conference will be required within 10
days of the legal notice.  If problems continue, the person responsible for the student may be
subject to a fine of $50-100 or jail sentence for each unexcused day of absence.

Please be aware that suspensions from school and missing the school bus are considered
unexcused absences.

Parental Custody Issues

In cases where custody is vested with only one parent, or where visitation rights are limited,
the school must have copies of the divorce papers or restraining orders specifying custody
rights.  School personnel will respond according to the specific orders within the court
documents presented.  Copies of restraining orders must be filed promptly with school officials
and renewed as needed. Expired orders will not be honored.

Information regarding the orders will be divulged only to those personnel responsible for your
child’s supervision.  The papers will be kept in your child’s confidential file, with a copy in the
principal’s office.  Court orders will be changed only through the legal process.  The school will
not respond to verbal requests for changes of such orders.

If your child is living with someone other than parents or a legal guardian, an “Authorization of
Care” form must be completed by the legal guardian, and notarized by a notary public, giving
the caretaker temporary authority for care of the child.

Student Dress Policy

A student dress code policy is in effect in Kanawha County Schools. A copy can be found in
the Kanawha County Schools Handbook.

 KCS dress code prohibits wearing of any body-piercing jewelry or apparel other than in
the ears.

 Piercing ornaments on the face and in the nose, lip, tongue, navel, etc. may not be worn
at school.

 All students must wear safe shoes.  Open-toed sandals are discouraged.

 Flip-flops are considered unsafe and, therefore, are not permitted.

Lakewood Elementary has no additional dress code other than those ideals specified in the
Character Education support emphasis.

 Basically, any clothing that restricts safe movement or is too revealing or distracting is
prohibited.

 Clothing and accessories that advertise alcohol, drugs, violence, discrimination, and/or
negative or offensive language and attitudes are prohibited.
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Please mark your child’s name clearly on all clothing which may be removed at school.  This is
very important and will enable you to find clothes that have been lost or misplaced.  Children
should turn found items into the office.  The school will keep these items until they are claimed.
If items are not claimed by the end of the school year, they will be donated to a charity.

Please help your child listen to the weather forecast and dress comfortably.  Remember,
classrooms are air conditioned, and some teachers take students outside for recess if the
temperature is 42 degrees or warmer.

Physical Education Program

Physical Education is a program required by law.  For safety purposes, all children will need
rubber-soled shoes that Lace or Fasten Up to provide support (no high heeled sneakers,
sandals or heelys, please).  Girls will need to wear shorts under their dresses, and refrain from
wearing low-cut shirts.  If children are unable to participate in physical education, a doctor’s
excuse is necessary.

Building Access Control and Security System

Kanawha County Schools completed the installation of a building access control system at
Lakewood Elementary.  The video surveillance system provides us with a heightened measure
of security by having the ability to deny access for unauthorized entry to our school building.
Increased control over entry will provide peace of mind for parents and staff with improved
security for our students.

As a parent or visitor who wishes to gain entry, you will be required to enter our
building through only one door that has been identified for entry by all “visitors”.

This is the main door located between the two wings of the building.

You will not be granted entry at the pool side door. This door will be reserved for use by staff
and Kanawha County Schools employees only.

To be recognized as a visitor, you must push the button on the entry pad and wait for the office
to respond.  Depending on the immediate availability of the secretary, your request will be
answered as soon as possible.

The system includes audio communication and video surveillance, so you should expect the
likelihood of being asked to identify yourself, and the reason for your visit, before your access
would be authorized to enter our school.  A driver’s license scanner is also included.

The office has the ability to schedule specific times during the school day when selected doors
can be unlocked, such as during morning arrival before instruction begins, during dismissal at
the end of the day, or during school-wide activities that encourage parent participation.
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Classroom and School Visitation

Parents are encouraged to volunteer at school and are welcome to observe in classrooms, if
scheduled in advance.  When doing so, we ask that parents conform to the school’s
expectations of maintaining a safe, orderly learning environment, free from distractions.

It is the policy of Kanawha County Schools that ALL visitors must first sign in at the office and
receive a visitor’s badge/pass, for appropriate identification, before entering any area of our
building, classrooms, or before speaking with staff or students.

This policy is expected to be strictly enforced in order to ensure the safety of our students and
employees.  When special classroom activities or school-wide events are held at Lakewood,
teachers will be provided with sign-in sheets and will be responsible for obtaining the
signatures of visitors.

ALL visitors at Lakewood Elementary must:

1. Report to the office first.

2. Sign in on the visitor’s log book.

3. Receive a visitor’s badge/pass.

4. Return to the office to sign out and turn in the visitor’s badge/pass before leaving.

5. Be respectful of the school environment and established policies.

6. Understand that conferences regarding your child should be scheduled in advance.

Parents and visitors are asked not to interrupt the learning process in the classrooms by
standing in the hallways, or visiting the classrooms, during the instructional day unless prior
arrangements have been made with the teacher and principal.

To minimize disruptions, the secretary will assist in getting messages or items to your child, or
your child’s teacher, once the school day has begun and classes are in session.

Schools are obligated to cooperate with DHHR/CPS and law enforcement requests to speak
with students.  No other persons from outside agencies will be permitted to visit with your child
(therapists, counselors, etc.) unless both the parent and the agency complete the proper
paperwork.

Conferences with Teachers

Parent-Teacher conferences promote academic progress and student achievement.
Conferences may be scheduled during a part of the ISE/Faculty Senate days in October,
December, February, and April.
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 Teachers are available for scheduled conferences at various times during the school
day when their students have physical education, library, technology, counselor and art
or music classes.

Our policy is to respond to parent requests for conferences within two working days of the
request.  Typically, concerns can be alleviated by making a phone call to your child’s teacher.

If you have a concern, don’t wait.  Contact the teacher for a conference first.  If the concern
persists, then involve the school counselor or principal.  We want to work with you to give your
child every opportunity for success.

Parent conferences are scheduled for November 12, 2021. Information will be sent home
to schedule appointments.

Classroom Parties and Special Events

The school offers two parties per year.  These parties are typically limited to thirty minutes
each.  The school staff will plan instructional events and activities related to other special
occasions during the school year.  All parties and special celebrations must be safely
conducted within the guidelines of Kanawha County Schools.

Schools are required to adhere to USDA Dietary Guidelines for all foods served on campus.
This includes foods served during school parties or celebrations.  Food and beverages
distributed at school must meet the nutritional guidelines established in the Wellness and
Nutrition Policy Series C57 of Kanawha County Schools.  Recommendations of healthy snack
guidelines may be found on the KCS web site and in the KCS handbook.

School parties for individual students are prohibited.  If party invitations, such as for
birthdays, are distributed at school, an invitation must be given to all children in the
class.  We should be considerate of the feelings of those who may otherwise be left out.

Students should not receive flowers, balloons, stuffed animals, baskets, etc. during the school
day.  These items cause disruption in the classroom, they are not permitted on the school bus
and there is no place to store them until dismissal.  If such items arrive, we will hold them in
the office until the end of the day.  Parents may be asked to come to school to pick them up.
Please send such items to your homes only.

School Spirit Days

Every Friday will be Lakewood Elementary “School Spirit Day”!  We wear our school colors of
Blue and White and enjoy the day of recognition for our school name, motto and our mascot.

We invite all members of our educational family to participate, including students, faculty and
staff, parents, grandparents, and everyone who shares in our love for this wonderful school.

Our PTO offers opportunities to purchase a variety of items that proudly display our name.
These include personalized t-shirts and sweatshirts.  We look forward to having you enjoy
these School Spirit Days along with us at the “Home of the Lakers”!
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The PTO will also be selling freshly popped popcorn at our school on Fridays throughout the
year.  The cost is 50 cents per bag.

Communication to Homes

Throughout the year, parents and/or guardians will receive several types of communication
from the school. SCHOOLOGY online service will be used as a communication tool between
the school and parents.  Parents will receive a personalized “authorization code” that will allow
them to establish an account to check information about their child’s grades, midterms,
classroom assignments, homework, spelling words, projects, upcoming events and activities,
permission slips, classroom expectations, etc.

Administration will be posting to Schoology for any updates during the school year. There will
also be updates put on the school sign. Parents will also receive classroom newsletters and
have online access to our school website and Schoology.  Periodic memos, reminders,
announcements, flyers, etc. from the principal and others associated with the school may also
be received.

Any organization, group or person who wishes to copy and distribute materials to students or
staff must first receive approval from the Superintendent of KCS before distribution is
permissible.  A copy of all distributed information will be kept on file in the office.

School Meals
Free meals will be available again this year to ALL students. A federally subsidized hot
breakfast and lunch program is offered daily.  Well-trained kitchen staff and lunchroom
supervisors ensure a suitable environment for eating.  Food-handling, sanitation, and student
behavior guidelines are strictly enforced.

Please be aware that it is against federal food service guidelines to add any item to a school
hot lunch.  Students should not bring drinks from home to have with their hot lunch.  Students
may bring their lunch from home.  Soft drinks and junk food are discouraged.

 Adult breakfast is $3.25 and lunch is $4.35.
 Extra milk, juice & water are .45 CASH ONLY.

If you think your child may qualify for reduced-price or free meals, please call Child Nutrition at
348-6660 to discuss the guidelines and request an application.

All students receive a lunch number.  The number is entered into the computer each day that
the child eats.  Parents receive a bill at their home address at the end of each month for the
number of student meals eaten.
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Authorized adults may join their child for lunch, but must call ahead to reserve a meal.  Lunch
visitors must pay in advance of eating, and follow all other visitor’s procedures.

Breakfast Served: 7:00 am – 7:30 am

Lunch Periods: Preschool    11:15 am - 11:45 am

Kindergarten   10:50 am - 11:20 am

1st grade 10:55 am - 11:25 am

2nd grade 11:00 am - 11:30 am

3rd grade   11:30 am - 12:00 pm

4th  grade   11:35 am - 12:05 pm

5th grade   11:40 am – 12:10 pm

Menus are distributed at the end of each month for the upcoming month.  Menus can also be
found on the Kanawha County Schools website – www.kcs.kana.k12.wv.us

After School Care Program

Third Base will take place at Central Elementary - Students will ride the bus to their school and
you will pick them up there.

 Please contact the Shawnee Community Education Third Base Director, at 766-0378 for
details and fee schedules concerning Third Base.

Third Base is a child care program available to children in grades K-5.  The program begins
the first day of school and meets Monday through Friday, immediately after school, until 5:30
pm, whenever school is in session.
Third Base is closed whenever school is closed.  This includes the days that schools are
closed early due to emergencies or inclement weather.

Fees are to be paid the first day of each week your child attends.

 Checks are made payable to KCSCEP.

 There is a sliding scale based on income.  Some families may qualify for financial
assistance through DHHR.

Third Base enrollment forms are available at the school and from the Shawnee Community
Education Center.
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PTO Officers

President

Vice President

Secretary

Treasurer

Homeroom Mother Coordinator

PTO Fundraising

The PTO will be announcing several fundraising events throughout the year to raise funds for
essential programs, equipment, and teacher supplies and materials as well as other prioritized
budgetary items.  Information will be sent home with your child concerning these activities.
Please be reminded that Kanawha County Schools’ policy on fundraising prohibits students
from being permitted to sell door-to-door.

Midterm Progress/Academic Difficulty Reports To Parents

Midterm progress/academic difficulty reports to parents are available on Schoology by the mid
term progress dates listed below.  Official report cards will be sent at the end of each nine
week period.

Midterm distribution dates for the 2021-2022 school year:

1
st

Midterms/Academic difficulty notices September 10, 2021

Begins August  9, 2021

End of 1st nine weeks October 8, 2021

Report cards October 15, 2021

2
nd

Midterms/Academic difficulty notices November 10, 2021

Begins October 11, 2021

End of 2nd nine weeks (1st semester ends) December 17, 2021

Report cards January 7, 2022

3
rd

Midterms/Academic difficulty notices February 4, 2022
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Begins January  3, 2022

End of 3rd nine weeks March 4, 2022

Report cards March 18, 2022

4
th

Midterms/Academic difficulty notices April 14, 2022

Begins March 14, 2022

End of 4th nine weeks (2nd semester ends) May 23, 2022

State/County Testing Assessment Administration

State wide testing will take place beginning in April for grades 3-5.

Code of Conduct

Kanawha County Schools has a thorough and comprehensive Code of Conduct for students
(Kanawha County Board of Education Policy, Series 22.00, Section 22.05).  The policy will be
explained in an age appropriate manner within each classroom during the first week of school.

As parents or guardians, you are also asked to review the policy with your children by
discussing behavioral expectations, as well as potential consequences for violations of the
code.  Offenses and penalties for acts of misconduct are clearly established.

At the commencement of each school year, all students and their parents shall be required to
sign a statement acknowledging that they have read the Code of Conduct or have had it read
to them, and that they understand the Code of Conduct.  These forms will be filed in the office
for the duration of the school year.

A copy of the Code of Conduct may be found in the Kanawha County Schools
Handbook. Please keep a copy of the handbook and familiarize yourself with the contents of
this policy.  Sign, date and return the “Verification of Student Awareness” form (in the
packet) to school as soon as possible.

Lakewood Elementary Discipline Policy

In order to maintain a safe, healthy, orderly and productive school environment, our discipline
policy incorporates expectations for acceptable behavior and related consequences for
violations in accordance with Kanawha County Schools and WV Board of Education codes.

The task of teaching positive behavior and reinforcing character development will be
encouraged, implemented and supported school-wide by all school personnel in all locations
within our building and on school property, as well as on the bus.  There must also be a
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knowing appreciation that consequences and loss of privileges or rewards will attend both poor
judgment and intentional acts of misconduct.

Except where otherwise indicated in the KCS and WV Codes of Conduct, the principal has the
authority to determine penalties for each offense on a case by case basis, taking into account
all facts and circumstances of a violation, including the past records of any students who are
involved.

Misconduct that results in an office referral will be recorded in the West Virginia Educational
Information System (WVEIS), and parents will receive a copy of the WVEIS Teacher’s
Discipline Report completed by the supervisor. (See copy “WVEIS/Teacher’s Discipline Report”
in this handbook.)  The report will be sent home with the student and/or mailed to the home
address.  In cases of serious disciplinary incidents, an attempt will be made to contact parents
by phone and/or letter.

The faculty and staff at Lakewood believe in preserving an atmosphere conducive to learning,
with consistent and respectful approaches to managing student behavior and encouraging
character development.  Our long term goal is that the students will become kind, respectful,
responsible and productive citizens and disturbances or interruptions of the educational
process will be prevented.  In keeping with that goal, we recognize that student behavior is the
shared responsibility of the school, student and parent/guardian.

Lakewood has a long history of students who are motivated and self-disciplined, and who
enjoy supportive and involved families.  Thank you for helping us to continue this tradition by
working in collaboration with your child’s teacher and the school.  Please sign, date and return
the “Verification of Student Awareness” form to school as soon as possible.

Positive Behavior Support/Responsible Student Program

Schools are not only charged with the responsibility of providing instruction in the area of
academics, but are also expected to prepare students to be successful in a society governed
by rules and moral responsibilities.  It is our duty to challenge students with high standards and
expectations.  A positive approach which emphasizes the benefits of good citizenship is
followed at Lakewood.

CHAMPS-

Each area of the school is organized by expectations based on CHAMPS:

C- Conversation Level

H- Help: How do I get help?

A-activity: What activity am I expected to be completing?

M- Movement: What movement is expected?

P- Participation: How am I expected to participate?

S-Success!
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Students spend the first 3 weeks of school learning about and completing activities to
explain champs to other students as well as their parents.  A school-wide video was
created and students are able to view the video at a celebration/ kickoff assembly to begin
the “official” CHAMPS program.

Anchors - During the day, while students are participating in the CHAMPS program, they
may earn 2 anchors for good behavior.  Anchors may be taken away if they are not
“champing it out,”  and a note will be sent home about the loss of the anchor. Students also
get to attend special clubs on Fridays when they have earned a percentage of their anchors
each week.  Students in grades K-1 must earn 6/10 anchors and grades 2-5 must earn
8/10 anchors.  As the year has progressed, K-1 will move up to 8/10 anchors.  Clubs take
place each Friday afternoon and each professional member of the staff creates a club
based on next generation standards as well as student interest.  Students are allowed to
“sign up” for clubs of their choice and early sign ups are offered to students who do not lose
any anchors on a regular basis.

During the last month of school, students in grade 2-5 will need to earn  9/10 anchors in
order to attend choice clubs.

If a student does not receive the required number of anchors to attend a club of their
choice,  they will attend the “second chance” club offered by the principal and the
counselor. During that club, students watch the CHAMPS video, talk about their infractions,
and make a goal for the following week, which is recorded in the CHAMPS notebook.
Students in this club also get a follow up visit by the principal and the counselor the
following week.  Positive postcards are sent to students if they did not have to come to the
‘Second Chance’ club the following week. If a student visits the ‘Second Chance’ club three
or more times, a WVEIS form is documented that reflects the student’s behavior.

Parent information sessions were held during open house, weekly memos, and parent
communication of repeat offenders by phone throughout the year.

Monthly Rewards- Also during each month we have acquired prizes to give out throughout
the school.  Each month students are able to earn champs tickets to be entered a larger
prize.

Unacceptable behaviors will continue to be acknowledged, monitored and corrected by the
staff.  Although a variety of strategies are used, our teachers and staff will initiate interventions
in order to achieve socially important behavior changes.  The positive behavior support is
intended to reduce challenging behaviors and teach more appropriate self-disciplined
behaviors, resulting in responsible student citizenship.

Each week a reward will be given to students based on the anchors they earn.

Acknowledging these students with a special activity encourages them to achieve their
personal goals and reinforces a productive environment for learning to take place.

We ask that you join with us in supporting a positive and encouraging school climate at
Lakewood.  We realize that it takes home, school and community working together to ensure
success for our students.

20



Bus Transportation Student Identification Tags

Kanawha County Schools’ policy regarding the bus transportation arrangements for students
in kindergarten through second grade requires that those students wear an
Identification tag while being transported to and from school on school buses.

Parents of students enrolled in kindergarten through second grades will receive a
“Transportation Services Program” enrollment form from Pupil Transportation asking that you
determine whether or not your child is given parental permission to be let off the school bus at
the bus stop without the parent or a designated adult present at the bus stop.

If you stipulate that you or a designee must be present at the bus, and you or the designee are
not present when the bus arrives, the child will be returned to the school or taken to the bus
garage pending notification that you must come to pick them up.

Medications at School

Kanawha County Schools’ Administration of Medications policy allows students to take
medications at school only if it is absolutely necessary in order for the students to attend
school and learn.  Please follow these regulations when your child must take medications at
school:

 Send the required written order from the physician.  The order should include dosage
instructions and the time the medication must be given.  Written permission from the
parent must also be given.

 For medications that need to be given for longer than 21 days, an “Administration of
Medication” form must be completed and signed by the physician and signed by the
parent or guardian.  This form may be obtained from the school nurse.

 The medication must be delivered to school in the original container.  Prescription
medication must be labeled clearly and accurately by the pharmacist or physician.

 Over the Counter (nonprescription) medication must be delivered to school in the
manufacturer’s original container and must be clearly labeled with the student’s name.

 All medications must be accompanied by an order from the physician except for
the Over the Counter medications listed below.

These medications must be accompanied by a note from the parent or guardian that
gives permission to administer these medications, and they must be delivered to school
in the original container.  These medications will be administered according to the
manufacturer’s directions for up to three school days. After three days, an order from
the physician will be required.

− Ibuprofen medications such as Advil and Motrin
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− Acetaminophen medications such as Tylenol

− Calamine lotion

− Simple cough drops that contain only menthol or pectin

− All medications must be brought to school and taken from school by an adult.
Medications will not be sent home by students.  Empty bottles may, however, be
safely transported home by students.

This policy is in place for the safety and protection of your child.  As a parent or guardian, you
always have the additional option of coming into the school to administer medications to your
own children.

Thank you for your cooperation in adhering to these regulations.  If you have additional
questions, you may contact our school nurse, Allison Ross at 722-0200.

You may also contact Kanawha County Schools’ Health Services office at 348-6660
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Verification of Student Awareness for School Year 2021-2022
Kanawha County Board of Education Code of Conduct

Student Behavior – Series 22.00, J25
And Lakewood Elementary School Discipline Policy

I, ______________________________ (student’s name), have read and/or have had read to me Kanawha
County Board of Education Policy Series 22.00 regarding Student Behavior, including the sections dealing with
weapons and sexual harassment.  I understand the consequences of violating this policy.  (See the Kanawha
County Schools Handbook published by Charleston Newspapers.)

My signature also verifies I have read and/or have had read to me the Lakewood Elementary Discipline Policy,
and I understand the consequences of violating this policy.  (See the Parent-Student Handbook.)

Definitions of School/County Responses

In School Suspension – Students are not allowed in class or with their group. Students are placed in another
classroom or office to do assignments.  Students will eat alone at lunch time and are not permitted to go on field trips
with the group during the in-school suspension time.

 Bus Suspension – Warning must be issued first unless the problem presents an immediate safety concern.  Bus
suspensions usually last 3-10 days.  If students are suspended from the bus, they may not ride a Kanawha County
Schools bus for any reason.  Termination of transportation privileges may occur for repetitive violations.

 Out of School Suspension – Parent or authorized emergency contact will be contacted to take the student home for
a specified period of time.  If transportation cannot be arranged, students will wait in the office until dismissal.
Students will serve out of school suspension beginning the next school day.  A conference is required either at the
time of suspension or upon readmission to school.

 Expulsion – Students may not come back to school for an extended period of time, such as a semester or year.  This
decision is solely made by the Board of Education and the Superintendent.  Recommendations for expulsion are
made by the principal, as required by state code.

The WV Board of Education Safe Schools Policy requires the principal to recommend expulsion for any knife or weapon of any size on school
premises/school bus for any purpose.  Please be cautious.

Parent/Guardian’s Signature: Date:

Teacher’s Signature: Date:
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Permission to Walk Home from School

As the parent/legal guardian of a Lakewood student, I understand the following guidelines
apply to students who walk home from school:

1. Students who walk home will be dismissed at 2:10 pm.

2. Students are to go directly home.  Under NO circumstances are they permitted to
stop at places of business or other’s homes or vehicles.

3. School rules apply until the student has reached his/her own home.  Continued
reports of unsafe or inappropriate behavior may result in the loss of this privilege or
other disciplinary action.

4. Students are to learn and obey pedestrian traffic rules.

5. Students will be given directions as to personal safety precautions by parents and
school personnel.

I hereby give my permission for my child to walk home from school each day unless I notify the
school of different arrangements.

Child’s Name: Date:

Parent/Legal Guardian’s Signature:

Teacher’s Name:
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Early Dismissal Procedure
(Complete and return to Lakewood)

In the event that school must be closed or dismissed early due to inclement weather or other
emergencies, plans must be made to ensure that your child has a safe place to go.  Use of the
telephone to communicate plans is impossible because of the number of students, and the
need to keep phone lines open for emergency information.  Staying at school is also not an
option.  A procedure must be developed and communicated to your child and his/her teacher
in advance.  Everyone needs an alternate plan.

Our goal is for everyone, including staff, to get home as quickly and safely as possible.  When
school is dismissed early due to inclement weather or emergency, there is NO THIRD BASE
after school program, and all evening meetings and activities scheduled for the school are
cancelled.

If school must be dismissed early due to an emergency or inclement weather, my child has
permission to:  (Please mark only one of the following options.)

Take his/her regular mode of transportation home.

Go home with

They can be reached at this phone number

(Name the other parent/adult who has approved the arrangement.)

Ride bus # to

Address must be along a regular bus route.  Please call 722-0236 to notify bus garage.

Student’s Name:

Teacher’s Name:

Parent/Legal Guardian’s Signature:

Date: Phone Number(s):
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Photographic Release Form and Parental Consent to Disclosure
Lakewood Elementary School

Many of the activities we do in the classrooms and at school suggest we take a photograph of
the students, or use a video camera to film an activity or event.  We may display students’
work in the classrooms, or building, as a means of recognizing good work.

Lakewood also publishes Honor Roll lists at the end of each nine week period, rewarding
academic excellence.

Please check the following form indicating your permission or denial of consent as to whether
your child may be involved in such classroom and/or school activities throughout this school
year.

All students must have this form on file at the school due to Kanawha County Schools’
guidelines on consent to disclosure.  Please return the form to your child’s teacher as soon as
possible.

******************************************************************************

Student’s Name: Teacher:

The school HAS my permission to take photographs of my child: YES NO

The school HAS my permission to video my child: YES NO

The school HAS my permission to display my child’s work: YES NO

The school HAS my permission to publish my child’s name on
Honor Roll lists:

YES NO

Parent’s Signature: Date:

******************************************************************************

The school DOES NOT** have my permission to display my child’s work, photograph, video or
publish his/her name:

Parent’s Signature: Date:
**Note:  When certain activities require photos or videos, your child will be unable to participate
in those particular activities.
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Lakewood Elementary
Volunteer Handbook

2021-2022 School Year

Lakewood Elementary School
2089 Lakewood Drive

Saint Albans, WV  25177
304-722-0200

Introduction

We welcome you as a volunteer at Lakewood Elementary.  The purpose of this handbook is to
help you help us.  We recognize the valuable contributions that can be made by supplemental
assistance and unique areas of expertise available from volunteers.

We also recognize the inherent benefits of a well-informed, supportive community.  It is our
desire to make your efforts at Lakewood mutually enjoyable and beneficial as we strive
together to create a successful educational experience for our students.

Philosophy

Research demonstrates that parent involvement in the educational process improves
achievement, attitudes and student conduct.  Other studies report enhanced student
self-esteem, increased motivation and a more positive outlook toward learning.
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Education is a shared responsibility of the school, home and community.  The contributions
made by and received by volunteers are immediate and measurable.  There is a great need for
our students to see us working hand-in-hand to provide positive role models for them and to
give them every opportunity for success.

Roles

The administration of the school and the implementation of the instructional programs are the
responsibility of the Board of Education employees, and these responsibilities cannot be
delegated.

Volunteers work under the direction of the school principal and the school staff who retain the
responsibility for the instruction, supervision and discipline of students in their charge.  The role
of the volunteer is to support the students by supporting the staff.

It is expected that school personnel maintain a strict adherence to standards of safety,
confidentiality and the privacy rights of their students.  Staff will provide materials, a workspace
and clear instructions for volunteers.

Volunteers should be expected to respect the procedures, guidelines and policies established
at the school, and to seek input and instructions before implementing initiatives that may differ
from, or are in addition to, instructions given by the staff.

Responsibilities

The staff will:

 Welcome, invite and encourage participation by volunteers

 Give instructions, guidance and feedback

 Provide materials, a comfortable workspace and training on equipment usage

 Maintain an atmosphere of professionalism, conducive to learning

 Maintain the safety and confidentiality rights of the students

The volunteer will:

 Respect and abide by school rules, procedures and policies

 Respect and abide by school board policies

 Maintain an atmosphere conducive to learning

 Follow the instructions of the staff and seek clarification as needed

 Respect the right of all school personnel to accomplish their work uninterrupted and
within a specific time frame

 Be a positive role model (language, dress, manners, attitude and dependability)
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The Volunteer Coordinator will:

 Welcome, invite and encourage volunteer involvement

 Schedule use of volunteers for classroom activities and school events, as well as daily
routines

 Facilitate the work of volunteers, providing guidance and training as needed

 Monitor volunteer availability and responsibilities to ensure completion of an assigned
task

 Act as a liaison between the staff and volunteers

 Perform the responsibilities of the role of Coordinator to the best of his/her ability

Procedures and Ethics

 Arrange your visit, in advance, with school personnel and the principal.

 Sign in when arriving and out when leaving.

 Wear a Visitor’s badge during your work.

 Be dependable.  If you are scheduled to work at a specific time or during a specific activity,
and cannot make the appointment, please call the school and the Volunteer Coordinator to
let the pertinent staff know and attempt to arrange for an alternate.

 You may use the copiers in the hallway and conference room to run papers for staff, but
please defer to teachers should they need the equipment and/or space.

 Please refrain from discussing personal matters concerning students or staff with anyone,
whether with another staff member or another volunteer.

 Exhibit a high regard for confidentiality and privacy rights.  Do not expect to receive more
information than you need to know to complete the task.

 Respect the authority of the school board, principal and school personnel.

 Follow emergency drill procedures for fire drills and shelter-in-place.

 Project a positive outlook, enthusiasm for your work, and communicate the good work of
the school to the school community.

Thank you for your willingness to support our educational endeavors and help to provide our
students with every opportunity for success.  Your contribution is invaluable!
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Verification of Receipt of Lakewood Handbook- ONLINE

I have read the Lakewood Elementary School Parent-Student Handbook online or in print.   I
understand the policies and procedures contained within.  I will work with the school
administration, the PTO, and the Local School Improvement Council to revise any policies with
which I disagree.

Once you have read the handbook online, please return this signed form to the school as soon
as possible.  Thank you.

Parent’s Signature:

Student’s Name:

Date:

Teacher’s Name:

Printed versions may be obtained by completing the enclosed preference form.

Comments/Questions:

Discrimination Prohibited Statement

As required by federal laws and regulations, the Kanawha County Board of Education does not discriminate

on the basis of sex, race, color, religion, disability, marital status, age or national origin in its employment

practices or in the administration of any of its employment practices or in the administration of any of its

education program and activities.

Inquiries may be directed to Jeane Ann Herscher, Title IX Coordinator, Kanawha County Board of

Education, 200 Elizabeth Street, Charleston, WV  25311-2119, phone 348-1379; to James Mullins, Section

504 Coordinator, Kanawha County Board of Education, 200 Elizabeth Street, Charleston WV  25311-2119,

phone 348-1366; to Elimination of Sex Discrimination Program Coordinator, 558-7864 or the U.S.

Department of Education’s Director of the Office of civil Rights, (215) 596-6795.
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Parent Homework
August 13, 2021

Things to fill out, sign, and return:

□ Student Emergency Contact Information Card

□ Early Dismissal Procedure Form

□ Verification of Awareness/Weapons, Harassment, Discipline Policy Form

□ Star Player Bus Safety Form

□ Student Handbook preference form (online version or printed)

□ Dismissal Form- ORANGE

□ Certificate of ONLINE completion of all necessary forms (this can be printed,
emailed to the teacher, or screen shot of it sent to the teacher.

□ Return this paper

Optional things to fill-out, sign and return:

□ Dental Application Form

□ Student Insurance Form

□ Permission to Walk Home from School Form

□ Third Base After School Care Program Enrollment Form

□ Optional Printed Handbook Version

Read and keep at home for future reference:

□ Kanawha County Handbook

□ School Menu

□ Lakewood Elementary Handbook can be found online at
http://lakewood.kana.k12.wv.us
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