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Welcome to School Year 2012/13! 
 
  This handbook was designed with you in mind to better help you learn what Smith Elementary 
School is all about.  We ask that you use this guide as a resource throughout the course of the school 
year so that you will have a basic knowledge of some of the policies, procedures, and programs that will 
affect you.  Information regarding student expectancies, progress reporting, academic schedules, extra-
curricular programs, health services, and school supply listings are just some of the many entries you’ll 

find within this handbook.  Parents are asked to review its contents and to discuss items with 
students.  Since this handbook offers a snapshot of what Smith ES is all about, students 

and parents are encouraged to ask questions to school personnel at anytime so that 
individual needs can be addressed and met. 

 
 On behalf of the Smith ES staff, we look forward to another fun and 

fulfilling school year.  In collaboration between the school and home, we invite 
you to work alongside us at the school site so the educational programs at the 

school will be enhanced, fulfilling, and rewarding for all involved.  Our staff is 
dedicated to providing a myriad of opportunities for learning and success for all of 

our students and we know that school year 2012/13 will be a satisfying and productive one.  We 
welcome you and we look forward to great opportunities and new discoveries ahead! 
 
 
                 
        
       SUSANNE A. MORIN, Principal 
                    
 
 

              Instructional Hours 
 

 

Grades K-6 

0745-0755: Students Arrive on Campus 

0755: Students Enter School 

0800: Instruction Begins 

1400: Students Dismissed Sure Start 
0830-1345 

PSCD at Wetzel ES  

A.M. Session: 0800-1030 Extra-Curricular Clubs 
1400-1500 P.M. Session: 1150-1420 
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Smith Elementary School Mission Statement 
To provide a… 

Safe, successful environment for 
Meaningful instruction 

Inspiring respectful, responsible citizens in our 
Twenty-first century through 
Highest student achievement 

 
Student Friendly Mission Statement 

Smith ES = Lots of Learning 
 
 

Kaiserslautern District Mission Statement 
Standards Based – DATA Driven – Student Focused for Highest 

Student Achievement for ALL Students! 
 
 

DoDEA Mission Statement 
Providing an Exemplary Education that Inspires and Prepares All 
DoDEA Students for Success in a Dynamic, Global Environment. 

 
DoDEA Guiding Principles – Students 

Success for ALL students 
Trust and respect for others 

Uncompromising advocacy for students 
Development of lifelong learners 

Equal access to quality, rigorous education 
New and motivating challenges to inspire excellence 

Teaching with high expectations 
Safe and stable learning environment 
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School Year Calendar 
 

Thursday August 16 Smith ES – New Student Orientation at 1500 
Thursday August 23 Baumholder M/HS – New Student Orientation at 1200 
  Smith ES / Wetzel ES – Sure Start Advisory Committee Meetings at 1100 
  Wetzel ES – New Student Orientation at 1400 
Friday August 24 Wetzel ES – Meet & Greet at 1300 
Monday August 27 Begin 1st Quarter and 1st Semester 
  Smith ES – Open House 1300-1500 
  Smith ES – Kindergarten Orientation at 0830 
  Baumholder Complex Schools – ½ Day Early Release  
Monday September 3 Federal Holiday – Labor Day (NO SCHOOL) 
Thursday September 13 Smith ES / Wetzel ES – Sure Start Program Begins 
  Baumholder M/HS – Open House 1700 – 1900  
Friday September 14 Wetzel ES – ½ Day Early Release  
Thursday September 20 Wetzel ES – Open House at 1600 – 1800  
Friday September 28 Baumholder Complex Schools – CSI Day (No Students) 
Monday October 8 Federal Holiday – Columbus Day (NO SCHOOL) 
Friday October 19 Wetzel ES – ½ Day Early Release 
Thursday November 1 End of 1st Quarter (47 Days of Classroom Instruction) 
Friday November 2 Baumholder Complex Schools – Teacher Work Day (No Students) 
Monday November 5 Begin 2nd Semester 
Monday November 12 Federal Holiday – Veterans Day (NO SCHOOL) 
Tuesday November 13 Smith ES / Wetzel ES – 1st Quarter Student / Parent Conferences 
Wednesday November 14 Baumholder Complex Schools – 1st Quarter Student/Parent Conferences 
Wednesday November 21 Wetzel ES – ½ Day Early Release 
Thursday November 22 Federal Holiday – Thanksgiving (NO SCHOOL) 
Friday November 23 Thanksgiving Recess - USAREUR Training Holiday (NO SCHOOL) 
Friday December 7 Wetzel ES – Full Day of Professional Development (No Students) 
Monday December 24 Winter Recess Begins – USAREUR Training Holiday (NO SCHOOL) 
Tuesday December 25 Federal Holiday – Christmas (NO SCHOOL) 
Tuesday January 1 Federal Holiday – New Year’s Day 
Monday January 7 Winter Recess Ends – Instruction Resumes 
Monday January 21 Federal Holiday – Martin Luther King, Jr’s Day (NO SCHOOL) 
Thursday January 24 End of 2nd Quarter and 1st Semester  

(45 days of Classroom Instruction) 
Friday January 25 Baumholder Complex Schools – Teacher Work Day (No Students) 
Monday January 28 Begin 3rd Quarter and 2nd Semester 
Friday February 1 Wetzel ES – Full Day of Professional Development (No Students) 
Monday February 4 Smith ES / Wetzel ES – 2nd Quarter Student/Parent Conferences – ½ Day Early Release 
Monday February 18 Federal Holiday – Presidents’ Day (NO SCHOOL) 
Monday March 11 Terra Nova Testing Week Begins (Tentatively Scheduled) 
Monday March 18 Terra Nova Make-Up Testing Week Begins (Tentatively Scheduled) 
Friday March 29 Wetzel ES – ½ Day Early Release 
Thursday April 4 End of 3rd Quarter (48 Days of Classroom Instruction) 
Friday April 5 Teacher Work Day (No Students) 
Monday April 8 Spring Recess Begins (NO SCHOOL) 
Monday April 15 Spring Recess Ends – Instruction Resumes 
Monday April 15 Begin 4th Quarter  
Monday April 22 Baumholder M/HS – 3rd Quarter Student/Parent Conferences (Full Day) 
  Smith ES / Wetzel ES – 3rd Quarter Student/Parent Conferences – ½ Day Early Release 
Friday May 3 Wetzel ES – ½ Day Early Release 
Friday May 17 Baumholder Complex Schools – CSI Day (No Students) 
Monday May 27 Federal Holiday – Memorial Day (NO SCHOOL) 
Thursday June 6 Smith ES / Wetzel ES – Sure Start Program Ends (Full Day Attendance) 
Friday June 7 Wetzel ES – ½ Day Early Release 
Thursday June 13 End of 4th Quarter and 2nd Semester (43 Days of Classroom Instruction) 
Friday June 14 Teacher Work Day (No Students) 
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School Information 
 

Accreditation.  
Smith ES has met the requirements established by the AdvancED Accreditation 
Commission and Board of Trustees and is accredited by the North Central 
Association Commission on Accreditation and School Improvement.  Smith 

ES’ re-accreditation visit with AdvancED will occur during the 2013/14 school year.   
 

DoDEA Schools Community Strategic Plan (CSP). 
 
Goal 1: Highest Student Achievement - All students will meet or exceed challenging standards in 
academic content so that they are prepared for continuous learning. 
 
Goal 2: Create a Safe Environment Conducive to Optimum Student Achievement - DODEA will 
use performance-driven management systems that operate in a timely, efficient and equitable manner; 
place resource allocation and decision-making at the lowest operational level; and facilitate a safe 
environment conducive to optimum student achievement. 
 
Goal 3: Continuous Growth and Development that Results in Exemplary Performance and 
Optimum Student Achievement - The DODEA workforce will be motivated, diverse, and committed 
to continuous professional growth and development resulting in exemplary performance and optimum 
student achievement. 
 
Goal 4: Maintain Communication to Enhance Student Development - Every level of DODEA will 
develop, promote, and maintain partnerships and communications to enhance student development. 
 
Continuing School Improvement (CSI). 
During the 2008/09 school year, Smith ES completed a five-year school 
improvement cycle with a very successful visit from our school accreditation 
organization, NCA-CASI (http://www.ncacasi.org/).  Since this site visitation and 
based upon student performance data and in partnership with all our stakeholders 
(parents, students, Smith ES staff, and community members), our school 
improvement plan was designed during the 2009/10 school year; Smith ES’ school 
improvement goals and related support interventions will remain through our next accreditation site visit 
in 2013.  
 
Goal I:  All students at Smith ES will demonstrate a proficiency in reading comprehension in English 
Language Arts as measured by system-wide and school-based assessments. 

Goal II:  All students at Smith ES will demonstrate a proficiency in problem-solving and explaining 
mathematical thinking in math as measured by system-wide and school-based assessments.  
 
Parents are an important part of our school improvement process.  You are invited to attend our 
professional development days and work with Smith ES staff on meeting our school improvement goals.  
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Resource Programs  
In addition to regular classroom instruction, Smith ES offers the following resource services:  
 

 READ 180 is an intensive reading intervention program designed 
to meet the needs of 4th through 6th grade students whose reading 
achievement is below the proficient level.  The program directly addresses 
individual needs through direct instruction in reading skills, high-interest 
literature, and adaptive and instructional software.  
 

 English as a Second Language is provided for students 
who are not proficient in speaking, reading, and writing English.  Services 
are provided in age appropriate, individual, and small group settings.  
 

 The Gifted Education Program is designed to help those students with outstanding 
talent who perform or show the potential for performing at remarkably high levels of accomplishment 
when compared with others their age, experience, or environment.  These children and youth exhibit 
high performance capability in intellectual, creative, and/or artistic areas, possess unusual leadership 
capacity, and/or excel in specific academic fields.  Parents and/or staff members may refer student 
candidates to this resource program, whereby the Gifted Education Review Committee will then screen, 
assess, and determine student eligibility to participate in this program.  (DoDEA Regulation 2590.1)  
 

 Art, Music, and Physical Education.  Students receive regularly scheduled 
instruction from resource educators specifically trained in these areas.   
 

 Host Nation Education is a unique feature of DoDEA K-6 school programs and is 
designed to provide DoDEA elementary school students with a cross-cultural program to inculcate in 
students an appreciation and understanding of the culture of the country in which they are located. In 
addition, the Host nation language is an essential part of the curriculum.  Students acquire second 
language skills in play and work situations where meaningful contextual communication is necessary 
and desired.  Students also acquire a deeper understanding of cross cultural diversity and a greater 
understanding of the social environment of the Host Nation. 
 

 The Information Specialist is responsible for ensuring the Information Center (library) 
serves the needs of all students and parents by ordering, cataloging, and maintaining library books, 
audio-visual materials, and equipment.  Students are given instructions in research skills through the use 
of computer-based programs and the Internet. 
 

 The primary responsibility of the Guidance Counselor is to help children adjust to the 
school setting.  The counselor also meets with individual parents who are concerned about their child’s 
academic, social and/or emotional development.  Information about professional help and services 
available either through the school or local agencies can be provided.  Parents are encouraged to inform 
the counselor when there is a family crisis, such as divorce, death, serious illness, or adjustment to a 
stepfamily.  This helps both the counselor and the classroom teacher provide support for the child during 
a difficult time.  
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 A School Psychologist is available to provide short-term psychological counseling that 
supplements and extends the regular guidance-counseling program.  The goal of such counseling is to 
improve the student’s ability to be successful in the school environment.  The school psychologist is also 
available to consult with parents, teachers, and community agencies.  
 

 The School Health Nurse is a professional registered nurse who provides first aid to 
injured or ill students, dispenses prescription medications, monitors students with chronic medical 
conditions, provides health assessments, including vision, hearing, scoliosis, and developmental 
screenings and arranges for annual dental screenings.  The school nurse also provides instruction in 
health and safety education for all grade levels, human growth and development education for 4th 
through 6th grade students.   
 

 Academic Support Specialists provide direct reading instruction to identified 
struggling readers, writers, and mathematicians, 1st through 6th graders.   
 

 Special Education.  It is the policy of DoDEA that students shall be provided a free, 
appropriate education in schools where placement and service decisions are based on individual needs of 
the student, in the least restrictive environment and in accordance with the system’s guiding principles.  
Imbedded in this mission and policy is the practice of inclusive education, which is defined as the 
participation of all students, including those with disabilities, limited English proficiency, identified gifts 
and talents and other special needs in the general education program, as appropriate.  Supplementary 
aids and services are provided to these students where necessary in order for them to attain success. 
  

 Child Find is the ongoing process used by DoDEA and the military departments to seek and 
identify individuals (inclusive from birth to age 21) who are eligible to receive special education and 
related services.   
 

 The Student Support Team (SST) is part of a DoDEA-wide effort to provide 
academic and behavioral assistance to students, teachers, and parents.  A student is referred to the team 
if standard classroom interventions are not effective in resolving a concern or problem.  When referred, 
a team of school professionals works with the parent(s) and teacher(s) to define the problem, look at 
effective interventions, and monitor the student for progress.  The SST may also make referrals to other 
agencies or teams for such issues as Attention Deficit (Hyperactivity) Disorder (ADD/ADHD), learning 
disabilities, and social skills deficits.  For more information, please contact the school guidance 
counselor. 
 

 There are two kinds of Case Study Committees:  CSC Core and Student specific CSC.  
The CSC Core is composed of school personnel who oversee the special education program.  It usually 
consists of the special education providers assigned to the school, an administrator, one or more general 
educators and other specialists within the school (e.g., counselor, nurse, etc.)  The Core CSC is 
responsible for a variety of activities that contribute to the effective functioning of the special education 
programs.  The student specific CSC is responsible for those activities directly related to a specific 
student from the time of referral through Individual Education Program (IEP) development.  Parents 
whose children are being referred for special education services or are currently receiving special 
education support are part of the student specific Case Study Committee.   
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Chain of Command  
Everyone benefits when the proper chain of command is followed.  We request that you attempt to solve 
issues at the lowest level before requesting resolution at a higher level.  It is requested that when a 
problem or a concern exists, you begin with your child’s teacher and speak with them first 
regarding a classroom issue.  Please note our DoDDS Chain of Command below. 
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Registration 
 
Welcome to the Kaiserslautern School District!  This section provides information 
about the registration process in the Kaiserslautern District.  The school your child 
will attend is based on where you live.  While you are living in temporary quarters, 
it is encouraged that you register your child based on your temporary quarters 
address.  It is not required to have a permanent address to register your child.  If 
you move into another attendance zone, you will have to register your child in the 
appropriate school that serves children living in that area.  The Baumholder 
Student Transportation Office can be contacted regarding specific address and 
school attendance information.   
 
To begin the registration process, please visit the registrar in the main office during the school’s normal 
business hours: Monday – Friday 7:00 a.m. – 4:00 p.m. 
 

Entrance Requirements 
o Sure Start: Must be four (4) years of age by 1 September of the current school year. 
o Kindergarten: Must be five (5) years of age by 1 September of the current school year. 
o First Grade: Must be six (6) years of age by 1 September of the current school year. 

 

Required Documents 
In addition to basic enrollment forms, the below listed documents are required: 

o Sponsor’s Current Orders or Amendments 
o Employment Verification Letter (for civilian sponsors only) 
o Student Immunization Records 
o Previous School Records or Address of Previous School 
o Proof of Physical Address (Housing Letter / Approved Rental Agreement) 
o Birth Certificate (All Kindergarten and 1st Graders and any child eligible without orders) 

 
Transfers / Withdrawals 
Please notify the registrar in the main office of your child’s last day of school attendance by completing a 
Withdrawal Form.  This should be done prior to a transfer or withdrawal from school.  A minimum of 10 
working days advance notice is necessary to process school records and conduct withdrawal activities for 
the student.  Given advance notice, your child's records will be prepared and ready for you to pick up on the 
afternoon of his/her last day of attendance.  Copies of permanent records may be hand carried by parents.  A 
child may be promoted to the next grade 20 days prior to the last day of school if PCS orders are submitted 
to the registrar to support this early departure from school.    
 

General Information 
 

Arriving at School 
Children should arrive no earlier than 0745.  This is especially important during inclement 

weather.  Both the health and safety of your children are involved, so we ask for your utmost 
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cooperation in this matter.  Walkers, car riders, and bus riders gather in the rear of the school and 
students enter the building at 0755.  Instruction begins at 0800 and after this time, students are 
considered tardy and must report to the main office for a tardy slip before proceeding to class.   
 

Arriving Late 
For the safety and security of our students, all students arriving after 0800 
must be signed in by a parent/sponsor in the main office. 
 

 
Daily Schedule 
 

Grades K-6 

 

0745-0755: Students Arrive on Campus 

0755: Students Enter School 

0800: Instruction Begins 

1400: Students Dismissed Sure Start 
0830-1345 

PSCD at Wetzel ES  

A.M. Session: 0800-1030 Extra-Curricular Clubs 
1400-1500 P.M. Session: 1150-1420 

 
Inclement Weather / School Closure 
The determination of the status of school during inclement weather is made by the 
USAG-B Installation Commander.  School closure information can be obtained 
from the radio station 106.1, the USAG-B Commander’s Access Channel, by 
calling 485-1530 or 06783-61530 (during duty hours) and 485-6150 or 06783-
66150 (after duty hours), or by accessing: http://www.imcom-
europe.army.mil/webs /sites/staff_org/safety/road_ conditions/ index.asp.  If there is still 
uncertainty, please call the school for verification.     
 

Lost and Found 
Parents are urged to clearly and permanently mark belongings with your child’s name: jackets, boots, 
raincoats, sweaters, eyeglasses, watches and all other personal property in order that they may be 
returned if misplaced.  The “Lost and Found” is located in the cafeteria.  Unclaimed items are disposed 
of at the end of the school year if they cannot be successfully donated to a local charity. 
 

School Supplies 
School supplies may be purchased at the Baumholder Main Post Exchange.  Supply 
lists are located in the main office and in the appendix of this handbook. 
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Standardized Testing 
Students will participate in separate system wide assessments:   
- The Terra Nova, Multiple Assessment, 3rd  edition will be given to students in the 3rd through 6th grade 
in March.  It is a standardized norm-reference achievement test that compares students’ scores to scores 
of a “norm group”.   
 
- The National Assessment for Educational Progress (NEAP), commonly known as the “Nation’s Report 
Card”, is administered to students in 4th grade (and 8th) every other school year.  Assessments are 
conducted periodically in mathematics, reading, science, writing, the arts, economics, geography, and / 
or history.  The NAEP is the largest nationally representative and continuing assessment of what 
America’s students know and can do in the (chosen) various subject areas.  Smith ES’ 4th graders will 
take the NAEP in SY 2012/13. 
 
 

Bus Transportation 
 
Both the authority and the responsibility for school bus transportation belong 
to the Baumholder Student Transportation Office (STO), which is located in 
Building 8801, Room 14 on the Baumholder Middle/High School campus.  
Inquiries about school bus passes, bus routes and delays, delays in 
students’ arrival home after school, complaints or concerns about bus 

misconduct should be directed to DSN 485-6874 or Commercial 06783-3054.  The 
best means to contact the STO is via email at baumholder.sbo@eu.dodea.edu.   

 

Bus Safety 
 In Europe, traffic is not required to stop for loading and unloading school buses. 
 Children must follow the following life-saving rule: Never cross the street in front of or behind 

the bus. 
 

Bus Behavior 
Parents must ensure that their children understand and follow the 10 School Bus rules listed below: 

1. Obey the driver or adult. 
2. Enter and exit the bus safely and always show your bus pass. 
3. Stay properly seated and use seatbelts when available. 
4. Keep your hands, feet and other body parts to yourself. 
5. Do not throw things. 
6. Put nothing out of the window. 
7. Remain quiet and do not disturb the driver or others. 
8. No profanity, indecency, smoking, prohibited items, or vandalism. 
9. Do not eat, drink, or chew gum. 
10. Be responsible, be safe. 

In Europe, school bus student behavior and discipline are administered under DoDDS-E revision to 
Enclosure 7 of DoDEA Regulation 2051.1, Disciplinary Rules and Procedures. 
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Food Service 
 

School Lunch Program 
The school cafeteria is operated by the Army and Air Force Exchange System 
(AAFES).  Orders/count of lunches are taken by teachers each morning to 
assure preparation of required number of lunches.  Lunches from home may be 
brought and milk may be purchased.  Please establish a credit line at the 
Baumholder Main Exchange, Customer Service Counter.  Once the account is 
established, additional funds can be added at the same location or for a small fee at 
https://www01.mypaymentsplus.com/Availability.aspx.  Students will have their own individual pin 
numbers to purchase lunch.  Cash is also accepted.  Monthly lunch menus can be found on the AAFES’ 
website at http://www.shopmyexchange.com/Community/Schoollunch/.  *The current prices for lunch 
are: 
 

 
  
If your child has a food allergy, please notify the cafeteria manager and school nurse.  A doctor's note 
must be sent to the cafeteria stating the allergy.  If replacing one food with another, this too must be 
included in the doctor's letter (e.g., if the child has a milk allergy, then the doctor's note must include 
that milk is to be replaced with juice or water). 
 
*Prices are subject to change and all questions regarding the lunch program should be directed to 
AAFES at 06783-3923. 
 

 
National School Lunch Program 
Under direction of Department of Agriculture and Department of Defense, the National School Lunch 
Program is offered at Smith ES.  Students from families whose income meet eligibility criteria will 
receive free or reduced lunches at the school cafeterias.  You may apply for this program at any time 
during the school year.  Returning families who qualified for free/reduced lunches the previous school 
year must reapply for this year’s lunch program to determine eligibility once more.  All free/reduced 
lunch applications must be accompanied with current copies of the family’s Leave and Earning’s 
Statement to process such applications.  Applications are available at the school as well as the CYS 
Parent Central Services Office in Building 8743 at the Baumholder Health Clinic complex.  Completed 
applications are then turned into and processed at the CYS Parent Central Services Office.    
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Health Services 
 
Immunizations 
Medical requirements for DoD School enrollment can be acquired from the school nurse or found at 
http://www.dodea.edu/parents/dodea.cfm?cId=imm.   
 

Medical Emergency 
In case of a medical emergency, the child will be transferred by ambulance to a German hospital / 
Landstuhl Regional Medical Center (depending on the medical circumstances) and parents will be 
notified ASAP.  It is very important in case of an emergency for the school to have a current address, 
home phone, duty phone, cell phone and the phone numbers of your emergency contact person in cases 
where either parent cannot be contacted.   
 

Medications 
It is best practice to administer medications at home.  If medication is required 3 times daily, it can be 
given in the morning, after school and at bed time.  All medicine, including over the counter products, 
need a doctor/dentist or primary care provider's order.  The necessary school medication form, the Hold-
Harmless Letter, is available from the school nurse and at the Baumholder Health Clinic and needs to be 
completed by the doctor and parent before medication can be administered at the school site.  All 
medicine must be in the original container, labeled with student’s name, the medication, dosage, current 
date, and brought to the school nurse by a person over 18 years old and left in school for the duration of 
the medication.  For everyone’s safety, children are not allowed to transport nor have medication in their 
possession (e.g. cough drops, aspirin, ointments).  Medications will be confiscated and routed to the 
school nurse for safe keeping and parent retrieval.   
 

Keeping a Sick Child Home 
In order for your child to be ready to learn and to control communicable 
diseases in school, it is very important for you to keep your child at home 
for the following reasons: 

 A temperature over 100 degrees.  Your child needs to remain at home and has to 
be fever free for 24 hours without the assistance of medication before returning to school, as 
many children rebound with a fever. 

 Been diagnosed with a strep infection.  Your child needs be on antibiotics for 24 hours before 
returning to school. 

 Vomited during the night or in the morning. 
 Persistent diarrhea during the night and into the morning. 
 A moist productive cough, chest congestion, or discolored nasal discharge. 
 Red or swollen eyes that itch/hurt and are draining.  

Please send a note with your child when returning from sick leave.  A doctor’s note is required if your 
child is absent more than 3 days. 
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Parent Involvement 
 
Parent Teacher Organization (PTO) 
The PTO is a school spirit and fund raising organization requiring the support of all parents to fully 
satisfy our objectives in supporting the school.  Meetings are held each quarter.  
Anyone interested in working with the PTO should contact the President or Vice-
President by calling the main office. 
 

School Advisory Committee (SAC) 
The SAC established by DoD regulation, composed of an equal number of 
elected parents and teachers, advises school administrators and/or installation 
commanders on program matters which impact the quality of education in our 
schools.  Unlike PTO, this is a non-fund raising committee.  Meetings are open to all community 
members, and parents are encouraged to attend these meetings, share concerns and become involved in 
improving our school programs. 
 

Volunteering 
There are many volunteer opportunities at Smith ES that include, but are not limited to reading to/with 
students; Xeroxing; upgrading bulletin boards; after-school homework tutoring; playground/cafeteria 
supervision; computer lab support/technology; library support; sharing a hobby/interest; creating 
artwork; typing students’ stories; co-teaching; extra-curricular activities; book binding; book orders; 
field trips; provide instructional support in the classroom (i.e., individual or group assistance); SAC and 
PTO when available, etc.   
 
As a volunteer for Smith ES there are two requirements:   

- DD Form 2793 (Volunteer Agreement) – Complete Part I & II and return to the school 
secretary.  This form will be maintained on file at Smith ES. 

- AE Form 190-45D (Military Police Record Check) – Complete Section I and return to the 
school secretary.  Once signed by the school secretary, you must drop it off at the Provost 
Marshal Office.  The school secretary will pick it up once the check is complete.  You will be 
contacted of your findings.  This form will be maintained on file at Smith ES.  

  
Whether you can give a selected time per week or as your 
schedule allows, volunteers not only support the school’s 
collective efforts in all instructional and extra-curricular 
endeavors, but also tells all children they are important and 
valued.    
 

Parent Conferences 
For your child’s school year to be most profitable, parents and teachers should work closely together.  Good 
school-home relations are vital to the child’s attitude toward learning and feelings of personal acceptance.  
If your child appears to be disturbed about school activities or homework requirements, do make an 
appointment to talk with his/her teacher for clarification and possible solutions to the problem.  Working 
together will ensure the best educational program for your child. 
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School-wide conferences are scheduled at the end of the first grading period (e.g., November).  A 
conference day is also scheduled at the end of the second and/or third quarters for new families or staff 
members and families requesting to meet.  Teachers or parents may also initiate a request for a conference 
during these dates. Individual conferences may be initiated at any time during the school year by parents 
and teachers.  A written or telephone request is all that is necessary to schedule an appointment before or 

after school (class) hours. 
 

Parent Newsletter 
The school makes every effort to communicate often with our parents and 
community members.  Every other week throughout the school year, you will be 
advised of school happenings through the official school-parent newsletter.  In 
addition, reminders will also periodically be published to advise you of important 
events and dates.  The primary means of parents receiving copies of this bi-
monthly newsletter is via their email accounts.  Hard-copies are available upon 

request and in the main office. 
 

Report Cards / Progress Reports 
Report cards are issued four times a year.  First quarter reports are issued at a scheduled parent 
conference in November.  Two half-days (or one full day at the end of the second quarter) are scheduled 
for second (and third) quarter conferences, especially for new Students and for those parents or teachers 
wishing to conduct a special conference to discuss possible academic concerns. Parents or teachers may 
request a conference at any time.  Students who are new or are PCS’ing midpoint in one marking term, 
report cards are issued after 20 days of attendance.   
 

School Policies 
 
Attendance / Absences 
Regular and prompt school attendance is essential to success and academic achievement.  Every effort 
should be made to ensure your child's full, regular participation in his/her educational program. 

 
 Students are expected to arrive at school on time.  If your child departs from home too late to arrive at 

school after 0800, please sign your child in at the main office. 
 It is recognized that there are times when school absence is necessary for reasons such as the 

following: 
o Illness 
o Death in the family 
o Cancellation of school transportation 
o Medical / dental appointments 
o Emergencies 
o Participation in special religious services or 

holidays occurring on school days. 
 It is the parent’s responsibility to call the school each time 

a student is absent from school. 



Student / Parent Handbook                                                                                                  School Year 2012-2013 

17 
 

 Participation in non-school functions – babysitting younger brothers and sisters, helping with 
housework, missing a school bus and/or oversleeping are examples of inappropriate and unexcused 
absences. 

 Students are expected to remain on the school premises during school time.  Please comply with the 
following administrative procedures which have been established to ensure your child’s protection 
and safety: 

o If it is necessary that your child return home during the school day, you must either come 
into the main office to sign your child out or send written instructions to the teacher, 
designating an authorized adult (as indicated on your emergency contacts) to pick up your 
child from the school.  For the protection of your child, telephone calls will not be 
accepted. 

o Advance written notice regarding planned student absences for travel, religious 
holidays/services or stateside leave by completing a Family Trip form in the main office. 

o Any student sent home because of illness or injury must be signed out by an authorized adult, 
preferably a parent.  

o Parents who pick up students from school during the day (or before dismissal) will sign 
students out in the main office.  Teachers should be informed prior to the departure if at all 
possible.   

o To best maximize learning opportunities for students, children will be released from class 
once their parent or parent designee arrives in the main office to physically sign the child out 
from school.  Having a child sit in the main office anticipating the arrival time of the adult is 
a practice the school does not support.     

o Arrangements should be made with a child’s teacher to complete as many of his/her work 
assignments as possible in advance of planned absences or during his/her absence.  Students 
are responsible for checking on required make-up assignments when they return (age 
permitting).  Work missed should be completed with the child having as many days to 
successfully complete the assignments per the number of days absent from school.  In the 
event of extensive absences special arrangements can be made with the teacher involved to 
adjust this policy.   

o If this absence is due to leave travel, plan a special project of foreign study with your child’s 
teacher prior to the trip. 

o Students returning to school after an unplanned absence should bring a written note signed 
by the parent indicating date(s) and reason for absence. 

o It is understood that emergencies occur and/or sudden decisions have to be made.  Please 
advise us where we can be of assistance in such circumstances. 

o Students who are absent for 3or more days due to illness are asked to provide a doctor’s note 
to support the child’s extended absence from school. 

o Children who are absent from school during the instructional day will not be permitted to 
participate in after-school activities/events.  

 
In compliance with DoDEA’s attendance expectations (DoDEA Manual 1005.1), 
DoDEA personnel will ensure attendance procedures are followed accurately and 
enforced in a fair and consistent manner.  Violations of the attendance policy will 
be dealt with in a timely and efficient manner and in accordance with DoDEA 
attendance regulations.  For students who demonstrate inconsistent attendance, 
school administration will provide written notification to the child’s sponsor first 
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of these concerns; should attendance not improve after this initial notification, the USAG-B Schools’ 
Liaison Officer will be notified in writing, seeking assistance from command to ensure that the child 
attends school consistently. 
 
As DoDEA school personnel, we are legal as well as educational guardians for the children under our 
care.  Thank you for supporting these measures to best safeguard our children. 

 
Cell Phones 
Cell phones may be carried by the student but not used anytime at school.  Cell phones must remain in 
the student’s backpack at all times, with phones remaining “off” so as to not interrupt instruction.  In the 
event that the phone is taken out and/or used, the cell phone will be taken and turned into the main office 
for safe keeping until it can be personally returned to the student’s parents.  Students have access to 
school phones as situations warrant. 
 

Change of Contact Information / Status 
Please notify the main office of any changes with your military and/or home address 
and/or your duty/home/cell telephone number(s).  In the event you are to be away 
for an extended period or you have no home phone, please notify the registrar in 
writing of an alternate phone number and contact name.  Should there be a change 
in your employment status after registration or during the school year, please notify 
the registrar’s office in order to correct your child’s records.  Please notify the 
Baumholder Student Transportation Office directly regarding changes in your home 

address.  This should be accomplished several days in advance.  In this way, the school can successfully 
reach you in a timely manner as appropriate, as well as keeping our school’s student database updated. 
 

Drug-Free School 
Possession of or being under the influence of or selling or giving away non-prescription, 
prescription, illegal drugs, controlled substances, or alcohol on the school campus, 
during the school day, or on any school-sponsored trip or activity will not be permitted.  
Prescription drugs must be kept with the school nurse.  All medicinal items must be 
hand-carried to the school site by a parent and provided to the school nurse.  

 
Emergency Contact Information 
It is essential that the school be aware of the sponsor’s duty telephone number, spouse’s work telephone 
number, your current home telephone number, as well as an emergency address and the telephone 
number of a friend or neighbor.  If any of these numbers change throughout the year, please notify the 
office immediately.  We MUST have a number to reach you during the day.  This is a critical 
requirement since the health clinic may not treat a child without parental permission.   
 
Family Educational and Privacy Act of 1974 
DoDEA Schools are committed to operating within “The Privacy Act”, 
both in terms of the spirit and the letter of the law.  It is our intent to:  

 
 Maintain confidentiality of any information to which we have 
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access for the purpose of making educational decisions with you and your child. 
 Give parents access to appropriate student records. 
 Insure each student “due process” and the opportunity for fair, just and humane treatment and 

decisions. 
 
Parents, sponsors or legal guardians may request a review of their child’s official school records by 
calling the counselor’s office or contacting an administrator.  An appointment will be made for a review 
and explanation of the records at the earliest opportunity, but not later than 10 working days.  Parents 
who wish to challenge the content of their child’s school records may do so by requesting an 
appointment with the principal. 
 

Homework 
Homework includes all educational experiences occurring outside of school hours, but directed by the 
school.  The kind and amount of homework depends on student needs.  The most beneficial homework 
is that which strengthens understanding and provides enrichment.  Homework is not assigned merely as 
“busy work” or as a disciplinary measure.  It should be recognized that “homework” might not always 
be paper and pencil tasks.  Some of the homework in primary grades will be students reading to parents 
and parents reading to students, or possibly host nation and creative art activities.  It is good practice for 
parents or siblings to be as involved as possible with homework assignments.  The emphasis is NOT on 
quantity; rather, homework assignments should serve the following purposes: 
 

 To provide students with opportunities to follow up on individual 
activities. 

 To allow exploration in greater depth of the material presented 
during class.  Assigned homework will reinforce skills learned in 
class; it will not introduce new or unfamiliar concepts or skills. 

 To supplement classroom learning with related outside 
experience. 

 To provide opportunities for problem solving and research. Homework 
assignments are planned to help motivate students. Homework will be checked for completeness 
and mastery of concepts as appropriate to the nature of the assignment. 

 To the greatest extent possible, homework assignments will be coordinated with school events. 
 
The following guidelines show the average range of minutes that may be assigned as a daily total.  In 
addition, extra time may be required at the teacher’s discretion for special projects, such as science 
projects, journal writing and increased daily personalized independent reading. 
 

Grade Range of Daily Minutes 
Kindergarten 10-20 minutes 

1st 10-20 minutes 
2nd 10-20 minutes 
3rd 30-50 minutes 
4th 30-50 minutes 
5th 30-50 minutes 
6th 60-80 minutes 
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Money in School 
Money required for school activities, projects and functions will be collected by the classroom teacher at 
the beginning of the school day (except for lunch money).  PLEASE arrange for correct change for each 
student in your family. 
 

A school lunch line of credit with AAFES eliminates the need for children to carry 
money daily.  The school cannot assume responsibility for losses of money left in 
such locations as desks, book bags or clothing; however, every reasonable effort will 
be made to assist your child to search for lost items. 

 
The school does not have a petty cash fund and therefore staff in the main office cannot make 

change for parents or students. 
 

Participation in All School Activities 
Teachers need time before school, during recess and preparation periods to plan lessons and prepare 
instructional materials, so they should not be requested to supervise children during these times.  A child 
who is well enough to come to school should be well enough to participate in all school activities, 
including physical education classes and all outdoor recess periods.  Unless a written excuse by the 
doctor is presented to the teacher excusing the student from participating in school activities for a 
specific time, the student will be expected to participate in all school activities. 
 

PCS Moves – Requesting Records 
If you are transferring, please notify the registrar and the classroom teacher 10 days in advance of your 
scheduled departure.  School records have to be prepared for you.  You may hand carry school progress 
reports and a copy of all records.  The official record will be forwarded directly to the receiving school 
upon request from that school.   

 
Pets 
Due to the unpredictability of a pet’s behavior and to remain mindful of children’s 
allergies and one’s comfort levels around pets, we ask that family’s pets remain 
off of school grounds during instructional hours, Monday-Friday.   
 

Property / Supply Accountability 
Each student is accountable for DoDEA textbooks, library books and/or other instructional materials 
issued for his/her use.  Materials should be handled with care to keep them intact and clean for the next 
student who will use them.  In the event of loss, destruction or misuse of materials or U.S. property, 
sponsors will be held responsible for reimbursement for the item.  

 

Safety 
As required by DoDEA, fire drills are conducted once a week for the first four weeks 
of school and monthly thereafter for the remainder of the school year (i.e., October-
June).  Additionally, emergency evacuation drills are taught and practiced during the 
course of the school year so that students, staff, and volunteers can remain 
knowledgeable and safe when faced with adverse, unsuspected conditions.  Smith ES 
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also remains in compliance with the required bi-annual inspections, namely fire, safety, physical security, 
and bio-environmental.  For more information on school safety and related requirements, please contact the 
main office.   
 
Special Note:  To remain in compliance with DoDEA’s Safe School Program, all exterior doors of the 
school remain locked during the instructional day.  The main entryway leading to the school’s main 
office is the primary entrance to school when students are tardy, when parents/community members are 
signing-in to obtain their school visitor’s pass, etc.  Thank you for partnering efforts to optimize a safe 
and secure learning environment for students, staff, and families alike when at Smith ES.   
 

Sexual Harassment 
“Sexual harassment” is defined as unwanted, unwelcome sexual advances or overtones, either verbal or 
non-verbal, which creates an environment that is hostile or abusive in our schools.  Inappropriate 
behaviors include improper physical contact, lifting another child’s clothing, a student removing articles 
of their own clothing, dirty language, cussing, or jokes about sex, sexual gestures, comments involving 
sex or containing sexual language, and asking someone to have sexual contact with them.  Please review 
this serious topic with your child(ren).  Students acting indecently or improperly as described above will 
receive disciplinary consequences.  
 
Any student who believes that s/he has suffered sexual harassment must report the incident to a teacher 
or administrator.  Under Executive Order 13160, any individual involved in a federally conducted 
education and training program (e.g., DoDEA) who believes he or she has been discriminated against on 
the basis of race, sex, color, national origin, disability, religion, age, sexual orientation, or status as a 
parent may file a complaint with the DoDEA Office of Compliance and Assistance. 
 
 
Student Dress 
Students are expected to present a clean, neat appearance.  Every effort possible will be made to assist in 
maintaining this appearance throughout the school day. 
 
Short shorts, spaghetti straps, halter tops, see-through shirts, T-shirts 
designed as underclothing, pants worn below the normal waistline, 
and shower shoes are examples of inappropriate classroom attire.  
Clothing with offensive words or obscene pictures is not permitted.  
Appropriateness of dress outside these parameters will be 
determined on a case-by-case basis by the administration. 
 
Clothing appropriate for local weather conditions is important in a 
rainy, chilly climate.  If an occasion should arise in which a staff 
member has concerns regarding the appropriateness of a student’s dress, mutual discussion with the 
student and parent will be held.  Appropriate rain and winter clothing are important for health protection.  
Clothing should be appropriate for all school situations, including PE and recess (i.e., shoes such as flip-
flops and open-toed shoes are inappropriate for school). 
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Student Rights and Responsibilities 
It is DoDEA policy that the following rights are retained by students: 

  Right to a public education of high quality, including the opportunity to participate in school 
activities without regard to race, sex, color, national origin, disability, age, sexual orientation, or 
status as a parent.   

 Right to expect a safe school environment that is conducive to learning and free from undue 
interference in the pursuit of their education, including freedom from discrimination, harassment 
(including sexual harassment), bullying (including cyberbullying), drugs and alcohol, and other 
unwanted conduct. 

 Rights of freedom of speech, expression of views, and assembly under Amendment I of the U.S. 
Constitution.  These rights shall be recognized, respected, and balanced with the responsibility of 
DoDEA schools to maintain an environment conducive to learning and free from disruption. 

 Right to fair and appropriate discipline in accordance with the DoDEA Regulation 2051.1. 
 Students shall treat teachers, administrators, and other school staff with courtesy, fairness, and 

respect; and teachers, administrators, and other school staff shall treat students with courtesy, 
fairness, and respect.  (Reference:  DoDEA Administrative Instruction 2051.02) 

 

Study Trips 
Study/field trips are an important part of the educational program.  Students are 
expected to participate in these activities in order to learn about our host nation 
and its people and to appreciate the diversity and difference of cultures.  
Participation should be accomplished in a manner which: 
 

 Demonstrates respect for the host nation and its people. 
 Reflects credit on the American community and the school. 
 Ensures the child’s own safety. 

 
Parental permission is required for a student to participate in study trips.  Parents are requested to assist 
by volunteering to accompany classes and help with supervision.  Parents must have a background check 
on file with the main office.  Background Check Forms are available in the main office.  Younger 
children and/or siblings cannot accompany parent chaperones on the trip.  
 
Toys 
Toys and other non-educational objects are distracting to their owners and to other children and may 
constitute a safety hazard with a large group of children.  They should be left at home.  Knives and toy 
guns are not allowed in school for any reason.   
 
Scooters, skateboards, roller blades, CD players, radios, tape players, infrared laser pointers, pagers and 
battery-operated games are not allowed at school.  These items will be confiscated and will only be 
returned to a parent at his/her earliest convenience.  
 

 
Visitors 
All visitors, as well as parents, must register and obtain a visitor’s pass at the main office 
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before proceeding to contact students or staff members.  Signs are posted in entry/exit points within the 
school as a reminder.  If visiting a classroom, it is important to coordinate with the teacher or the main 
office prior to visitation.  
 

Zero Tolerance for Weapons 
The DoDEA school system has a “zero tolerance” for weapons.  Many items that would not normally be 
considered weapons are prohibited when “carried in a concealed manner, or if displayed openly, 
brandished, or carried in the presence of other persons in a manner 
likely to make reasonable persons fear for their safety.”  As per DoDEA 
Regulation 2051.1, weapons are items carried, presented, or used in the 
presence of other persons with the intent of threatening or harming any 
individuals, or that are capable of causing death or serious bodily injury 
(section 903(g)(2) of 18 U.S.C. (reference (j)).  They include but are not 
limited to:  guns, ammunition, knives, swords, razors, box or carpet 
cutters, slinghots, nunchucks, blackjacks, brass/metal knuckles, 
throwing stars; any flailing instrument such as:  a fighting chain, heavy 
studded or chain belt, or objects designed to project a missile; 
explosives, mace, pepper spray,  or any other similar propellant; or any 
other object or instrument that is made to, or used in a manner to, either inflict or threaten to inflict 
serious bodily injury or instill fear (e.g., replica/look-alike gun, baseball bat, laser pointer, letter opener, 
etc.).  (See section 1356(h)(3) of 18 U.S.C. (reference (k)). 
 
Incidents involving weapons on school grounds during the school day will involve a report to the 
military police for subsequent investigation and action, in addition to any consequence of suspension or 
expulsion applied by the school.  
 
For weapons’ incidents, as well as in cases of serious infractions for which a suspension is proposed in 
excess of a total of 10 school days, or for which an expulsion would be the appropriate consequence, a 
disciplinary hearing will be held to formulate a recommendation to the principal on the consequence for 
the Student.  Parents are invited to attend such hearings and full attention is given to according due 
process rights to the student. 

 
Student Behavior 

 
At Smith ES, our school wide approach to managing student behavior 
consists primarily of teaching and reinforcing positive attitudes and 
behaviors.  We view our students’ behavior as a responsibility shared by 
students, parents, school staff, and the community.  Adults guide 
students from direct discipline to self-discipline through consistent 
positive examples, reinforcement of appropriate student actions, and 
conversations with them when they make inappropriate behavior 
choices.    
 

Student and School Wide Expectations 
Students are expected to behave in ways that demonstrate the following rules:  



Student / Parent Handbook                                                                                                  School Year 2012-2013 

24 
 

 
 I take responsibility for myself and my actions.  
 I behave in safe ways. 
 I treat everyone with kindness and respect. 
 I make good choices to allow myself and others to learn.  

 
Teachers have class rules, which are based on these expectancies and which 

give students more specific information about the rules and what the teacher expects of them.  Parents 
receive information on classroom discipline plans when their child enters the teacher’s program. 
 

Playground Expectations 
During our recess times, we: 
 

 Finish all food/drinks before going outdoors (food and drinks can choke us when playing). 
 Invite/include others to play. 
 Use the equipment appropriately: 

o Slide down the slide feet first 
o Use the playground equipment for climbing, sliding and walking – not for playing “tag” 

or chasing others. 
o Stay at least 10 steps back from those people who are swinging on the swings. 

 Share and give others a turn. 
 Ask an adult to go to the school nurse before leaving the playground. 
 Pick up after ourselves.  
 Save the trees for nature and admiration (e.g., tree climbing is prohibited, playground climbing 

structures are available on the playground). 
 Line up when it is time/when you are called. 

 

Cafeteria Expectations 
In the lunchroom we:  
 

 Walk 
 Stay at our tables 
 Pick up our areas (tables and floors) 
 Use inside voices 
 Raise our hands to seek permission to use the 

bathroom 
 Know to bring a jacket to the cafeteria (per weather 

conditions).  If we forget these items in the 
classroom, then we remain in the cafeteria if a 
comparable piece of outerwear in the school’s Lost 
and Found cannot be used. 

 Know that the clapping pattern is the way to let us know that we need to lower our voices. 
 Wait for the adult to dismiss us from our tables. 
 



Student / Parent Handbook                                                                                                  School Year 2012-2013 

25 
 

In the lunchroom and as a school as a whole, healthy eating habits are promoted, as per DoDEA Health 
Curriculum Standards.  Hence, sugary temptations such as baked goods and junk food favorites should 
be kept to a minimum, while soda consumption should be avoided with water, milk, and natural juices 
being the mainstays to healthy eating. 
 

Inappropriate Behaviors 
When students act in ways that do not reflect Smith ES’ expectations, such incidents become 
opportunities for teaching responsibility and how to make better choices. 
 
In common areas of the building, all staff members share the responsibility for enforcing the school-
wide rules and monitoring individual student behavior.  Therefore, any staff member may and should 
take the opportunity to discuss observed inappropriate behavior with students, and if warranted, refer the 
student to the classroom teacher or an administrator.  
 
When incidents occur on the playground or lunchroom or when a teacher makes a referral for a specific 
incident in the classroom, the principal will investigate the referral, to include talking to all students with 
relevant information.  If it is determined that the student has behaved unacceptably, the administrator 
will apply a consequence. 
 
First offenses generally result in a warning, and in a disciplinary record being 
established in the school’s student information system.  For serious first 
offenses or for inappropriate behaviors after that initial event, consequences 
are matched to the student after consideration of his/her age, prior behavior 
history, and of course the circumstances surrounding the referral. 
 
Possible consequences include: 
 student/parent conferences 
 behavior contracts 
 restriction from use or access to a place or activity for a specified time 
 lunchtime or after school detention 
 attending school on a non-school day (such as Saturday) 
 suspension from school. 
 contact with sponsor’s chain of command 

 

Serious Infractions 
DoDEA Regulation 2051.1 states: “Disciplinary consequences and other behavior modification 
techniques that are within the experience of the teacher, must be exhausted prior to resorting to 
disciplinary consequences that remove a child from the school, except when a child poses an immediate 
threat to his or her safety or the safety of others in the school.”  
 
Smith ES is able to offer a range of support services to assist classroom teachers and parents in changing 
repeated inappropriate student behaviors.  These include the classroom teacher, a school counselor, a 
school psychologist, small/large group specialists, a range of special education personnel, and school 
administration. 
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Suspension / Expulsion 
Suspension and expulsion are disciplinary consequences used to modify the undesirable conduct of a 
Student who is unreasonably disruptive to the education program and for whom other behavior 
management techniques and disciplinary consequences have proven futile. (DoDEA Regulation 2051.1) 
 
The following list of most severe behaviors would generally result in a suspension and could also lead to 
expulsion: 
 

 Possession of firearms, weapons, or explosives. 
 Possession, use, or sale of drugs. 
 Violence directed towards other individuals causing a deliberate, serious, physical injury. 
 Deliberate physical assault of an individual. 
 Making a bomb threat. 
 Deliberately setting off a fire alarm. 

 
Other types of serious behaviors may result in suspension/expulsion after consideration of such factors 
as the age of the student, his/her prior behavior history, and circumstances surrounding the events. 
 

Anti-Bullying  
DoDEA leadership is committed to making our schools safe, caring, and welcoming places for all our 
children.  Bullying is a one-sided pattern of repeated aggressive behaviors directed from one child to 
another with negative intent. Some examples of bullying may be verbal, physical, and/or relational; have 
as its overlay race, ethnicity, religion, gender, physical, or mental ability.  
 
Staff at our school will do the following to prevent bullying and help children feel safe: 
• Watch for signs of bullying behavior and respond appropriately 
• Provide training opportunities for students and families regarding awareness and prevention of 

bullying 
• Look into reported bullying incidents and respond appropriately 
• Assign consequences for bullying based on the school discipline code. 
• Provide consequences for retaliation against students who report bullying 
 
Children and Youth in our Community are expected to prevent 
bullying:          
• Treat each other respectfully 
• Refuse to bully others 
• Refuse to let others be bullied 
• Refuse to watch, laugh, or join in when someone is being 

bullied 
• Report bullying to an adult 

 
Discipline Procedures for Bullying in School 
Consequences for bullying may include, but are not limited to the following: 
• Notifying parents/guardian of the incident and consequences   
• Assisting the involved student(s) to find more appropriate ways to relate to peers 
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• Conferencing with teacher, principal, and/or parent 
• Referrals to school counselor 
• Corrective instruction 
• Temporary removal from the classroom 
• Loss of school privileges 
• Classroom or administration detention 
• Suspension 
• Expulsion 
 

Disciplinary Regulation / DoDEA Regulation 2051.1 
Disciplinary rules and procedures for all DoDEA schools can be found directly on the DoDEA website 
at http://www.dodea.edu (DoDEA Regulation 2051.1).  Highlights from this particular regulation that 
relate on imposing disciplinary sanctions include: 
 

 E3.5.15 Bullying (including cyberbullying) another, or a group (e.g., engaging physical 
intimidation, taunting, hazing, name calling, insulting, cursing, gesturing, or verbally abusing 
another person; including but not limited to:  comments, abuse, or harassment based on that 
person’s race, religion, gender, creed, national origin, personal or physical attributes, disability, 
intellectual ability; and matters pertaining to…characteristics of another person or the associates 
of the other person. 

 E3.5.16 Using portable communication devices contrary to school policy (i.e., beepers, cell 
phones, personal computers, BlackBerry’s; other similar devices capable of receiving or 
transmitting audio, video, picture, or text message; portable electronic devices, including; 
cameras, electronic games, portable radios, compact disc players, iPods, portable DVD players, 
or similar devices).  Such equipment and devices are subject to confiscation by school 
authorities.  

 E3.7 Confiscation of Property.  Authorized school officials may immediately confiscate any 
property belonging to, or in the possession of, any student if the possession or use of that 
property is inconsistent with the conduct required by (DoDEA regulation 2051.1), or good order 
and discipline.  Unless possession of the item is illegal or dangerous, the confiscating official 
will return the property to the rightful owner or the student’s sponsor as soon as it is practicable 
and safe, or issue a receipt for its retention until such time as it may be returned.  Confiscation is 
not considered a disciplinary action, but is accomplished to preserve health and safety, or to 
provide evidence incidental to the exercise of the disciplinary action.   

 

Managing Student Behavior 
When a student repeatedly does not respond to the classroom rules and behavior plan, the teacher should 
consider the following steps in addressing the disruptive or inappropriate behaviors.  
 
 STEP 1 Teacher attempts to modify student’s behavior by selecting a 

different strategy than those used for the remainder of the class. 
 
 STEP 2 Teacher holds parent conference to modify student’s behavior. 
 

* Teacher repeats Steps 1 and 2 as long as the strategies change the 
student’s behavior, even if each does so only for a limited period. 
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 STEP 3 Teacher consults with resource staff for ideas on other strategies that could be tried. 

Teacher may also request an observation by the resource educator of the student in the setting in 
which most inappropriate behaviors take place.  If the resource is the counselor, then alternative 
interventions become part of the counseling plan.  Written documentation of behavior contracts, 
classroom discipline strategies and modifications, and results of consultations with school resource 
staff are set up and maintained.  Parent conferences are held at intervals to share information on 
choices and progress.  

 
 STEP 4  Teacher meets with supervisor to discuss the student’s behaviors and the steps taken thus 

far.  A plan is developed cooperatively for conditions under which the student will be referred to the 
main office and for an appropriate expected response when such referrals take place. 

 
* Steps 3 and 4 may occur close together in time, or even at the same time, particularly if a behavior 

contract is being developed or another strategy is put in place, which requires a consistent 
response from an administrator if the child is referred to him/her by any staff member.   

 
 STEP 5 Resource educators, teacher, student, parents, and administrators, work as a TEAM to 

modify student’s behavior. 
 
 STEP 6 If the staff working with the child suspect’s issues of ADD or ADHD, a referral is 

generated to the school nurse and the point of contact for the Student Support Team (SST) that 
manages these medical referrals.  A meeting of that group is held after the appropriate forms, 
documentation, and information is gathered.  

 
* If the student is identified as ADD or ADHD, the Student Support Team (SST), under the school 

nurse’s direction, will work with the teacher to monitor the student and his/her behavior. 
 

 STEP 7 If inappropriate behaviors persist over time, even when identified strategies are 
consistently applied, then the classroom teacher and the resource educators that have been working 
together consult with the Case Study Committee Chairperson.  They determine what additional 
documentation (other than Step 3 materials) or actions will be needed to pursue a formal referral for 
possible identification for special services/referral to EDIS.  The behavior management specialist 
becomes the case manager.  During the period of the referral and assessment process, the classroom 
teacher and resource educator team continue to document the results of the strategies they are using 
with the student.  

 
 STEP 8 If the student is determined eligible for special education, an Individualized Education 

Plan (IEP) is developed.  Any further concerns about student behavior are addressed through CSC 
meetings in which IEP goals are reviewed and type and amount of services are modified to address 
needs. 

 
 STEP 9 If the student is not determined eligible for special education, the classroom teacher and 

resource educator team continue to use Steps 1, 2, 4 and 5 to address concerns.   
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At this point, it would also be appropriate to discuss with the administrators what other community 
resources need to be involved in the problem, (e.g. sponsor’s command, civilian misconduct officer, 
social services, etc.). 
 

Managing Severely Disruptive Students 

1.  Upon first evidence the student is physically disruptive and has potentially unsafe losses of self-
control, the teacher will consult with an administrator. 
 

* If the first incident occurs without any forewarning or time to prepare, common sense and good 
professional judgment will be exercised to get additional assistance and work through the 
incident until the child is safe and unable to disrupt.  Following this, the teacher should proceed 
to address #2 and #3 swiftly and set up the conference as soon as possible for developing the 
plan outlined in #5. 

 
2.  Review school records.  If special education records are available, review these also and request a 
CSC meeting to discuss and resolve the remaining steps to be taken, including those issues discussed in 
#5 below. 

a.  If special education records are active, modifications to the IEP should be carefully 
considered.  Discuss how other staff members who work with the child will be informed of 
necessary information to manage his/her special needs. 
b. If special education records are inactive or the student was not eligible for services based on 
assessment results, CSC should discuss other appropriate eligibility criteria or additional 
information at hand that could re-open the eligibility decision to reconsideration. 

 
3.  Have school psychologist and behavior management specialist observe.  Be sure to inform them of 
whether or not special education records exist, and whether Student is on an IEP. 
 
4.  Set up a conference with parent(s), administrator and resource educators (identified through #2 and 
#3 and discussion with administrator).  If there are active special education records (2a above), a CSC 
meeting would usually take the place of a conference. 
 
5.  Develop a crisis response plan with all of the above individuals which includes: 
 a.  a signal for securing additional adult assistance 
 b.  a back-up plan with colleagues in the adjacent classrooms for signaling for assistance 
 c.  plan for removing other students from harm’s way, if needed 
 d.  the clearly identified set of behaviors/circumstances for which this plan would be  
  activated 
 e.  a clear understanding of the appropriate manner in which to exert physical restraint, if  
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  that is an issue with the Student, and the documentation for such incidents 
 f.  clearly identified roles of the psychologist, behavior management specialist, counselor,  
  or other staff who will provide support in such incidents 
 g.  plan for briefing all staff members who work with the child on the above 
 h.  the parents’ full knowledge and consent for the above steps, and for their own  
  identified role/response. 
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Supply Lists 
 

Kindergarten 
⁭  1 - Large Size Backpack 
⁭  2 - Primary Journals (Mead Brand/Primary Writing Stage 3) 
⁭  2 - Packs #2 Pencils (12 count) 
⁭  3 - Boxes Crayola Crayons (24 count) 
⁭  3 - Boxes Crayola Washable Markers 
⁭  3 - Boxes Crayola Colored Pencils (12 count)  
⁭  2 - Large Erasers 
⁭  2 - Yellow Highlighters 
⁭  1 - Set Watercolors 
⁭  2 - Bottles Elmer’s glue-all (4 oz size) 
⁭  6 - Glue Sticks 
⁭  1 - Large Box Kleenex Tissues  
⁭  1 - Blunt/Rounded Edged Fiskars Scissors 
⁭  1 - Bath Towel 
 

1st Grade 
⁭  1 - Backpack 
⁭  2 - Packs #2 Pencils (10-12 count)  
⁭  3 - 2 Inch Erasers  
⁭  3 - Primary Journal - Mead, Black & White Type /                                                                                   
 “Primary Writing Stage 3” Early Creative Story Tablet 
⁭  5 - Glue Sticks  
⁭  1 - Bottle Glue 
⁭  2 - Boxes Crayola Crayons (24 count) 
⁭  1 - Large Box Kleenex Tissues 
⁭  2 - Packs Washable Markers 
⁭  1 - Child Size Scissors 
⁭  2 - Plastic Pocket Folders with Brads 
 

2nd Grade 
⁭  2 - Composition Notebooks (Bound or Spiral) 
⁭  2 - Sturdy Pocket Folders  
⁭  2 - Packs #2 pencils (10-12 count) 
⁭  1 - Box Crayola Crayons (24 count) 
⁭  1 - Box Crayola Washable Markers  
⁭  1 - Bottle Glue 
⁭  1 - Pack Glue Sticks (Minimum of 3) 
⁭  1 - Box Kleenex Tissues  
⁭  1 - Pack Wide-Ruled Notebook Paper 
⁭  2 - Erasers 
⁭  1 - Small Pencil Box  

*Please do not send a 3-ring binder or “Trapper Keeper”* 
 
 
 
 
 
 

 
 

3rd Grade 
⁭  1 - Medium Backpack or Book Bag 
⁭  4 - Packs #2 pencils (10-12 count) *no mechanical pencils* 
⁭  1 - Box Crayola Markers (Broad or Fine Tip) 
⁭  1 - Box Crayola Colored Pencils (12 count) 
⁭  2 - Glue Sticks 
⁭  2 - Composition Books - Mead Black & White Type 
⁭  2 - Packages Wide-Ruled Notebook Paper, 200 Sheets 
⁭  1 - Pair Scissors 
⁭  2-3 - Erasers 
⁭  1 - (2”) 3-Ring binder  
⁭  4 - Pocket Folders (1 Red, 1 Yellow, 2 Blue) 
⁭  1 - Box Kleenex tissues 
⁭  1 - Package Red Pens 
⁭  1 - Supply Box/Pencil Case 
⁭  1 - Package of 5 Dividers  

 

4th Grade 
⁭  1 - Large Backpack or Book Bag 
⁭  5 - Individual Spiral Notebooks *not multiple subject type* 
⁭  6 - Pocket Folders  
⁭  1 - Package Wide-Ruled Notebook Paper, 200 Sheets 
⁭  1 - Pack #2 Pencils (10-12 count)  
⁭  1 - Large Eraser 
⁭  2 - Large Glue Sticks 
⁭  1 - Box Crayons  
⁭  1 - Box Colored Pencils 
⁭  1 - Pair Scissors  
⁭  1 - Large Box Kleenex Tissues 

 

5th Grade / 6th Grade 
⁭  1 - Large Backpack or Book Bag 
⁭  3 - (2” or 3”) 3 Ring Binders 
⁭  Rubber Eraser(s) 
⁭  Plastic Supply Box 
⁭  2 - Packs #2 Pencils (10-12 count) 
⁭  5 - Composition Notebooks  
⁭  2 - Packages Wide-Ruled Notebook Paper, 200 Sheets 
⁭  6 - Pocket Folders (3-Holed Punched) 
⁭  1 - Box Crayola Colored Pencils 
⁭  1 - Package Magic Markers 
⁭  1 - Box Crayons 
⁭  1 - Pack Ballpoint Pens 
⁭  1 - Bottle Elmer’s Glue  
⁭  1 - Glue stick 
⁭  2 - Highlighters 
⁭  1 - Box Kleenex 
⁭  1 - Pair Scissors 
⁭  Gym Shoes for Physical Education  
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