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Teacher: ___________________________________Grade: ______ 
 

 

Dear Parents and Students: 

 

On behalf of the faculty, staff, and administration, 

we warmly welcome you to Arcola Elementary 

School.  As we begin our eighth year preparing 

our children for their future, we are pleased that 

you will be part of our school and community.  

Your involvement and support will help us make 

this year successful. 

 

Our school motto is “today’s dreamers, 

tomorrow’s achievers”.  We strongly believe that 

our children represent our future and need the 

support of school, community, and parents to 

achieve their dreams of today.  Therefore, we 

hope to create an environment and provide an 

instructional program that will enable each 

student to achieve his/her potential as a lifelong 

learner.  Your role in helping us reach this goal is 

important.  We encourage you to establish clear 

lines of communication with your child’s teacher.  

He or she will be crucial in assuring success this 

school year.  Take time to familiarize yourself 

with school practices and know what the 

expectations are of your child’s classroom.  

Become involved in the Parent Teachers 

Association, PTA, and support events during the 

school year.  Volunteer in your child’s classroom 

and help support the instructional programs that 

are provided.  Listen to your child, your child’s 

teacher, and our staff members as we work to 

support your child academically, emotionally, and 

physically during the upcoming year.  Together, 

we can and will provide a place that is safe, 

welcoming, rigorous, and caring for you and your 

child. 

 

This handbook has been prepared to help answer 

many questions students or parents usually have 

concerning the activities, procedures, and rules 

for the successful daily operation of Arcola 

Elementary School.  If you cannot find a question 

to your answer, please contact school personnel.   

 

Again, WELCOME to Arcola Elementary and 

congratulations on joining us as partners in your 

child’s education. 

 

Respectfully,  

 

 
 
 

Dr. Clark Bowers 

Principal 

 

 

            2014-2015 LCPS Student Calendar 

 

September 2 FIRST DAY OF SCHOOL 

October 13 Holiday – Columbus Day – No School 

October 31 End of First Grading Period 

November 3-4 Holiday – Teacher Conference Days 

November 26-28 Holiday – Thanksgiving – No School 

December  22 - 

Jan 4 

Holiday – Winter Break – No School 

January 5 Classes Resume 

January 19 Holiday – MLK – No School 

January 23 End of 2
nd

 Grading Period 

January 26 Moveable Student Holiday 

February 16 Holiday – President’s Day – No School 

March 27 End of 3
rd

 Grading Period  

March 30 – Apr. 3 SPRING BREAK – No School 

April 6 Holiday – Teacher Planning Day 

May 25 Holiday – Memorial Day – No School 

June 16 Last Day of School – End 4
th

 Quarter 

 

Arcola Mission Statement: 

The staff of Arcola Elementary will provide a safe, caring 

and supportive learning community, which fosters 

individual growth, embraces diversity, and inspires 

successful lifelong learners. We believe, “today’s dreamers 

are tomorrow’s achievers.” 

 

HOW YOU CAN HELP! 

1.  Be supportive of your child’s efforts. 

2.  Speak about school in a positive manner. 

3.  Find a place at home for your child to study and  

     keep school materials. 

4.  Write your child’s name on his/her lunch box,    

     backpack, jackets, and other belongings. 

5.  Teach your child to accept responsibility for his/her  

         actions and to respect the rights and belongings of  

         others. 

 

BE SURE YOUR CHILD KNOWS: 

 

His/her full name Home address 

Full name of parent/guardian Home telephone 

How he/she gets home Emergency closing plan 

Daycare providers name Daycare phone number 
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ABSENCES OR TARDINESS 

When a student is absent from school, 

documentation is required to verify the reason 

for the absence. Parents or guardians are required 

to notify the school the day of the absence. This 

may be done through the school’s Absentee 

Phone-in line (703) 957-4391 or e-mail at 

Ellen.Austin@lcps.org. Any absence not 

confirmed by the parent will be considered 

unexcused. If the parent has not called the school 

to verify the absence, the school will make a 

reasonable effort to call the parent to verify the 

day’s absence. Upon the student’s return to 

school, a written explanation from a parent or 

guardian is required for each absence.  The note 

should include: date(s) of the absence, reason for 

the absence, and signature of the 

parent/guardian. 
 

Students are excused for personal illness, a death 

in the family, medical or dental appointments, 

court appearances, religious holidays, illness in 

the immediate family, or emergencies that 

require the student to be absent. 
 

If a student is absent for more than 10 days or 

10% of the total number of accrued days, 

whichever is determined appropriate by the 

principal, the school will send a letter to the 

parents requiring a physician’s note for all 

further absences. At the principal’s discretion, 

contact may be made sooner or waived due to 

extenuating circumstances. 
 

At the point at which a student accumulates 5 

unexcused absences, a referral will be made to 

the Attendance Officer. 
 

Occasional tardiness for valid reasons is not a 

serious offense; however, repeated or habitual 

tardiness encourages the formation of 

undesirable personal habits and disrupts the 

orderly instructional process of the school. When 

a student arrives tardy, parents must escort their 

child to the office and assist him/her in obtaining 

a tardy pass to class. This is required to ensure 

the safety and well-being of the student.  In 

addition, the school may require the parent or 

guardian to provide justification to determine the 

reason for the student’s tardiness. If this does not 

occur and documentation is not provided by the 

parent, as to the reason for the tardy, the tardy 

may be considered unexcused. If a student is 

tardy more than 10 times, a letter will be sent to 

the parent as notification of the school’s concern 

and a physician’s note may be required. If the 

pattern of tardiness does not improve a referral 

will be made to the Attendance Officer. 

AFTER–SCHOOL ACTIVITIES 

If your child is participating in a PTA or school 

sponsored activity, please be sure to arrange to 

pick your child up at the conclusion of the event.  

All school rules apply for children participating 

in school sponsored activities. 

 

AFTER–SCHOOL ARRANGEMENTS 

All children are expected to go home or to their 

child care provider after school.  If your child 

will be visiting friends after school, please send a 

written note to your child’s teacher, giving your 

permission.  The note should include the name of 

the child whose home he/she will be visiting and 

the bus he/she will be riding.  Children will not 

be allowed to use the school telephone to make 

such arrangements.   

 

ALLERGIES 

School staff must know if your child is allergic 

to any specific substances, animals, or foods, and 

the proper emergency response or treatment.  In 

some situations, special medication is required to 

be kept at the school so that it may be 

administered immediately.  This information 

must be shared with your child’s teachers and 

school staff.   Please notify the school in writing 

of any allergies or special accommodation 

immediately. 

 

ARRIVAL 

Students should arrive to school between 7:30 

and 7:47 a.m.  The tardy bell rings at 7:50.  

Parents should review all BREAKFAST and 

TRAFFIC PATTERN information located in this 

handbook.  Staff will be visible and present each 

morning to ensure a safe and orderly student 

arrival.  We thank you for your help in making 

sure our children are safe.  DRIVE 

CAREFULLY! 

 

ARTICLES BROUGHT TO SCHOOL 

The school encourages children to bring 

educational items for sharing, as permitted by 

our teachers.  Items for sharing should be of 

interest and value to the class and should be 

connected with student instruction.  Valuable 

items should not be brought, and the school will 

not assume liability for lost or stolen articles.  

Live animals may be brought only with the 

permission of the teacher and principal.  ALL 

toys and games should be left at home.  Scooters, 

roller skates, bikes, and skateboards should not 

be brought to school.  Weapons, firecrackers, 

and other items as identified in the Loudoun 

County Student Handbook are strictly prohibited. 
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AWARDS 

Students receive special recognition at school 

through a variety of incentive programs.  These 

incentives are intended to promote and recognize 

academic and social achievement, good 

citizenship, and school spirit.  Teachers and 

parents are encouraged to promote these awards 

as an incentive to motivate, challenge, and 

support student success. 

 

BELL SCHEDULE  

Doors Open AM Bell PM Bell 

7:35 am 7:50 am 2:35 pm 

 

AM K 

arrive 

AM K 

leave 

PM K 

arrive 

PM K 

leave 

7:50 am 10:50 am 11:35 am 2:35 pm 

 

AM ECSE 

arrive 

AM ECSE 

leave 

PM ECSE 

arrive 

PM ECSE 

leave 

7:50 am 11:50 am 10:35 am 2:35 pm 

 

BEHAVIOR  

Arcola has adopted a school wide behavior plan 

PBIS (Positive Behavioral Intervention and 

Support). Please review our PBIS rubric at the 

end of this handbook. 

 

Our behavior plan is based on positive rewards 

and appropriate consequences.  (ROAR), which 

stands for, showing Respect, being ON-Task, 

Acting Safely and being Responsible.  These 

four areas will be a core focus of our behavior 

and discipline expectations. As part of our plan, 

we will support students that are not meeting  

these behavior expectations with positive 

interventions that strive to correct the behavior, 

allow for growth and understanding, and 

maintain each child’s dignity.   

 

Behavior interventions are outlined under 

discipline in this handbook and/or the Student’s 

Right and Responsibilities provided to each 

Arcola Family.  The PBIS rubric can be found at 

the end of this handbook. Please carefully review 

these guidelines with your children. By 

reinforcing these common behaviors, habits, and 

expectations both at school and at home, we 

hope that together we can guide children toward 

self-discipline and those attributes desirable for 

growing children. 

 
 

 

 

 

 

 

BICYCLES 

Because of safety and traffic concerns, students 

are not allowed to ride bicycles to school.  Roller 

skates and in-line skates are also prohibited. 

 

BIRTHDAYS 

Our school is unable to accommodate birthday 

parties during the school day and party 

invitations may not be distributed during school 

unless the invitations are for the entire class.  

Please be sure to contact the teacher before 

sending invitations to be distributed.  In 2010, 

new guidelines developed by Loudoun County 

Public Schools recommends that food cannot be 

brought in for a child's birthday.  Therefore, 

students cannot bring in cake, cupcakes, cookies, 

popsicles, and other sweets as birthday treats. 

Below is a list of recommended suggestions for 

your child’s birthday treat: fun pencils, stickers, 

school supplies, recess equipment, a board game 

for the class to share (Candy Land, Connect 

Four), or card games for the class to share (Go 

Fish, Old Maid).  Parents may also wish to 

donate books to the library in honor of a 

birthday. Please coordinate your donation to the 

library with the librarian. Thank you for helping 

us keep all of our children healthy and safe. 

 

BREAKFAST AND LUNCH 

A nutritious breakfast is available to students 

each morning.  Breakfast will be served from 

7:35 – 7:55 a.m. each day.  Students eating 

breakfast should report directly to their 

classroom and get a breakfast pass before going 

to breakfast.  Please refer to LUNCH 

INFORMATION for additional information and 

pricing. 

 

BUSINESS PARTNERS 

Arcola Elementary is associated with various 

Business Partners.  One way parents can support 

their children is to designate Arcola as their 

school of choice at the following stores: Harris 

Teeter, Target, Giant, Safeway, and Bloom.  

Specific Directions can be obtained from the 

main office or from the Arcola website. 

  

 

 

BUS SAFETY 

It is extremely important that we maintain safety 

when loading, unloading, and transporting 

students to and from school.  We ask your 

cooperation in sharing that responsibility with 

LCPS in the following ways: 

 



Arcola Elementary   

Today’s Dreamers, Tomorrow’s Achievers 

 4 

 

 

1. Review bus safety information with your 

child. 

2. Review behavior expectations on the bus 

and at your child’s bus stop. 

3. Provide written requests to your child’s 

teacher if your child is to take a different 

bus home. 

4. In the event of early dismissal or closings, 

busses will follow their normal routes. 

5. Do not pass any bus with flashing red 

lights and/or the stop sign displayed. 

6. Only use the “kiss and go” lane to drop off 

and pick up your child. 

 

CHANGE OF ADDRESS OR TELEPHONE 

It is very important, for emergency and 

administrative reasons, that an up-to-date student 

record be maintained.  Please notify the 

attendance secretary, in writing, immediately if 

you change your address, phone number, daycare 

provider, emergency contacts, or any other vital 

information.  Depending on the type of change, a 

proof of residency may be required.  

 

CHILD ABUSE AND NEGLECT 

Under Virginia Law, school employees are 

required to report suspected cases of child abuse 

or neglect to the Department of Social Services.  

This law was designed for the protection of 

children. 

 

CLASS ASSIGNMENTS 

When determining classroom assignments, 

consideration of all educational factors; 

academic, social, and behavioral, are carefully 

considered by staff members.  Teachers complete 

placement cards that include information about 

academic performance, work habits, learning 

styles, and resource needs.  Final decisions 

regarding placement are made by the principal, 

after careful consideration of staff 

recommendations and parent input.  Parents are 

invited to discuss placement concerns with 

teachers and administrators at the end of the 

previous school term, or early during the summer 

break, however, parents are discouraged from 

soliciting specific teachers.  Classroom 

assignments will be mailed directly to parents in 

mid-August.   

 

Class sizes for 2014-2015 will be 

  

K - 25 

1-3 - 28 

4-5 - 31 

CONFERENCES 

Children respond more readily to school and 

home expectations when parents and teachers are 

partners.  Therefore, before the end of the first 

grading period, all parents will be contacted to 

schedule a conference with the classroom teacher  

to discuss student progress, strengths, and 

weaknesses.  Parents are encouraged to also 

request conferences when a need arises.  

Teachers are on duty from 7:30 – 2:50 and are 

not available to conference during the school day 

unless it is scheduled in advance.  Please honor 

our students’ needs and refrain from interrupting 

instruction for a “brief conference” in the hall.   

 

COMPUTERS 
Four computers are available in each classroom. 

They enhance instruction with educational 

software and programs provided through the 

LCPS network. We have a full-time technology 

resource teacher who assists the staff and 

students to integrate technology and instructions. 

A computer lab is in operation for class and 

individual use. Computers are also available in 

the media center.  

 

COMMUNICATION 

It is critical to each child’s education, growth, 

and development that staff, students, and parents 

communicate effectively.  Within this handbook 

are numerous methods to ensure open dialogue 

between school and home and home and school.  

At Arcola, our focus will be on communicating 

student achievement, expectations, and important 

events in a timely manner to promote a strong 

partnership between the school and home.  

 

CURRICULUM 

Arcola Elementary will follow the adopted 

curriculum of Loudoun County Public Schools.  

Additional information regarding the program of 

studies is provided at the beginning of the school 

year and/or is available in the main office. 

 

DAMAGE TO SCHOOL PROPERTY 

Any student who causes deliberate damage to 

school property will be expected to pay for 

repairs or replacement. 

 

DELAYED OPENING 

When road conditions are not satisfactory, the 

opening of school may be delayed for one or two 

hours. A one-hour delayed opening causes no 

additional changes other than a one-hour late 

start in the programs at Arcola Elementary.   
 

 



Arcola Elementary   

Today’s Dreamers, Tomorrow’s Achievers 

 5 

A two-hour delayed opening would  

necessitate the following changes to the 

kindergarten schedule: 

 
 Classes for A.M. kindergarten will meet from 

9:50 – 11:50 a.m. 

 Classes for P.M. kindergarten will meet from 

12:35 – 2:35 p.m. 

 Classes for AM ECSE will meet from 9:50 – 

12:50. 

 Classes for PM ECSE will meet from 11:35 – 

2:35. 

 

This change will mean that all kindergarten 

children will have at least a two – hour session 

whether we open one or two hours late.  LCPS 

will contact parents using the CONNECT-ED 

phone system.  You may also register with 

Loudoun Alert to receive up-to-the-minute 

school status regarding closings, delays, early 

dismissals, and special circumstances via 

automatic-mail updates. www.alert.loudoun.gov 
 

DISCIPLINE 

Teachers and staff members have the 

responsibility and authority to maintain 

discipline.  Students are expected to follow our 

student code of conduct as outlined in  

“behavior”.  When a student’s behavior is not 

acceptable, the teacher may confer with the 

student, implement consequences outlined in the 

classroom disciplinary procedure, contact 

parents, or refer the situation directly to the 

administration.   

Parental support is an important aspect of any 

positive and effective behavior plan and 

disciplinary action.  We encourage parents to 

become partners in supporting their child’s 

behavior to ensure a climate of respect, courtesy, 

and safety. 

In instances in which a child violates LCPS 

policies as outlined in the Student Rights and 

Responsibilities provided to each Arcola family, 

disciplinary procedures will be followed.   

Thank you for helping us to ensure that every 

child has the right to learn in a safe and 

respectful environment.   

 

DOCTOR/DENTIST APPOINTMENTS 

Parents are expected to make every effort to 

schedule student’s doctor and/or dental 

appointments outside of school hours. However, 

when this is not possible, students will be 

excused for these appointments.  If a child must 

leave school during the school day, the parent 

should send a letter to the child’s teacher, the 

morning of the appointment, and should come 

directly to the office to sign the child out. 

DRESS CODE 

The primary responsibility for the proper dress 

and grooming of students rests with the parent or 

guardian of each student.  The school has the 

responsibility, however, to see that the 

cleanliness, dress, and grooming of students does 

not present a danger to the health or safety of 

themselves or fellow classmates.  In addition, 

dress should not prevent them from performing 

their regular required school activities nor should 

it cause a disruption of the function of the 

school.  “Heelys,” sneakers that have rollers on 

the bottom, are not permitted on school grounds. 

since they are like skates and are unsafe on our 

waxed floors.   Hats are also not permitted to be 

worn in the building during school hours unless 

it is part of a Student Council Association 

sponsored School Spirit Day.  Students’ wearing 

apparel or accessories that are deemed 

inappropriate will be asked to change or remove 

the item.  Parents may be contacted to bring 

appropriate clothing.  

 

Students are required to participate in physical 

education, unless a medical waiver has been 

provided.  It is essential that appropriate shoes 

and clothing are worn for physical activity.   

 

Even though precautions are taken to ensure 

clothing is not damaged, parents are encouraged 

to refrain from sending their child to school in 

expensive clothes, as they may tear, be damaged 

by paint, or be ruined by other unforeseen 

accidents. 

 

DRUGS AND ALCOHOL 

The possession, use, or distribution of drugs or 

alcohol on school property is prohibited by law.  

Students who violate this law will be subject to 

criminal prosecution as well as school 

punishment.  A more detailed explanation of this 

policy is available in the Student Code of 

Conduct, the school office, and the library.  

 

EARLY CLOSINGS 

When it is necessary to close schools in Loudoun 

County due to snow, ice, the LCPS office of 

public information will use our CONNECT-ED 

system to contact all families. You can  also hear 

the announcement over the following TV and 

radio stations: 

 

WASH – 97.1  FM WTOP  – 103.5 AM 

WMAL – 630  AM  WRC    – TV4 

WAVA – 105.1 FM WMZQ – 98.7 FM 

WINC   – 92.5  FM WJLA   – TV7 

WGMS – 103.9 FM  

http://www.alert.loudoun.gov/
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EARLY CLOSINGS cont. 

In the event of early closing due to weather or 

other causes, each student must have specific 

instructions for getting home or to their day care 

provider. Each family will be required to have an 

early dismissal plan on file with the school at the 

start of the school year. School personnel cannot 

call parents nor should parents call the school as 

the phone lines need to be kept open for 

emergencies and instructions.  Updated 

information will be available on the LCPS 

website as well as through the Loudoun Alert 

system.  

 

EARLY DISMISSAL 

A student who must leave school early should 

bring a note to the teacher that clearly states the 

reason and the expected dismissal time.  If the 

teacher has this information in the morning,  

he/she may be able to have the student ready for 

dismissal with appropriate assignments. No child 

will be permitted to leave without permission 

from a parent or guardian. If you are picking  

your child up early, you must sign in at the office 

and your child will be notified by our office 

staff. 

 

EMERGENCY CARDS 

The emergency card is a vital piece of 

information for your child.  Please notify the 

attendance secretary or office staff if 

information on the emergency card needs to be 

updated.  Each child has been provided with an 

emergency card that must be returned to school 

immediately. 

 

ENGLISH LANGUAGE LEARNERS 

The English Language Learner (ELL) program at 

Arcola serves our non-English speaking students.  

The goal of the ELL program is academic and 

social integration of non-English students into 

the Loudoun County system and culture. 

 

ENRICHMENT 

Students in every grade level demonstrate many 

diverse talents and skills in academics, fine arts, 

or athleticism.  Teachers provide differentiated 

instruction, as appropriate, to challenge students 

and to motivate children to be active participants 

in their educational journey.  Throughout the 

year, enrichment opportunities will be accessible 

to students that support the LCPS curriculum and 

grade level objectives. 

 

 

 

 

EQUIPMENT USE 

Our school contains a variety of instructional, 

safety, and maintenance equipment.  Students are 

not allowed to use or handle equipment unless 

they have been specifically authorized to do so.  

When school equipment is damaged through 

negligence or unauthorized use, the parent will 

be held financially responsible.  School 

equipment will not be available for loan to the 

public. 

 

FIELD TRIPS 

Field trips always relate to the curriculum and 

extend what the student has learned in the 

classroom.  At times, a fee will be charged to 

defray the cost of admission or transportation.  

Parents may request a waiver from this fee and 

should submit requests directly to the principal.  

School buses are used for local transportation 

with school personnel and parents responsible 

for supervision.  Parental permission and proper 

classroom behavior are required before any pupil 

is allowed to participate on the field trip. 

 

FIRE DRILLS AND SAFETY 

Schools are required by law to have a fire drill 

once a week during the first month of school and 

one fire drill per month thereafter.  Other 

measures are taken as well to ensure the safety of 

all students.  Staff members develop and are 

trained in a Tornado Drill Plan, an Emergency 

Response Plan, Shelter in Place, and an Intruder 

Plan of Response.  Primary and secondary 

evacuation routes are posted throughout the 

building and are reviewed with all students and 

staff. 

 

FUNDRAISING & SOLICITING 

The PTA and the school periodically hold 

fundraising activities in order to enrich the 

schools programs.  Please be advised that 

Virginia law prohibits elementary students 

from participating in any door-to-door selling, 

soliciting, or fundraising without a parent or 

guardian. 

 

GIFTED PROGRAM 

Two gifted programs serve students at the 

elementary level.  All students in grades K-3 

participate in SEARCH, and select students in 

grades 4 and 5 participate in FUTURA.  In 

addition, in 2012, LCPS designed an individual 

paced program (DCI) for students identified in 

grades K-3. More information regarding these 

programs may be obtained from the SEARCH 

teacher. 
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GUM 

Because of the potential damage to clothing and 

property, gum chewing is not allowed on school 

property, including the playground and busses. 

 

HEALTH CLINIC 

The school clinic is located in the office area and 

is staffed by a health aide.  Soap, water, and 

band-aids are the usual remedies for cuts and 

scrapes.  If it is considered necessary, parents are 

called to pick up a child. 

 

When a child becomes ill at school, the 

parent/guardian or designated adult will be 

notified and requested to make arrangements for 

the child to go home.  It is therefore very 

important that the information on the emergency 

form be current and updated as changes occur. 

 

A child who shows symptoms of illness (fever, 

severe cough, etc.) or a communicable disease 

SHOULD NOT be sent to school.  Arrangements 

should be made for the child to remain at home 

until well enough to return to school.  Any child 

with a fever should be fever free for 24 hours 

prior to returning to school.  

 

HEALTH SCREENINGS 

A vision screening will be conducted for all third 

graders and new students during the first month 

of school.  A hearing screening is performed on 

all third graders and students new to Loudoun 

County Schools. A dental inspection will be 

conducted for those students who have returned 

the appropriate dental form.  Fine and gross 

motor screenings are done during the first 60 

days of enrollment. Parents will be contacted if a 

child does not pass the screenings and 

encouraged to seek additional tests. [Also see 

medication]. 

 

HOMEBOUND INSTRUCTION 

Instruction in the home or at a more restricted 

environment is provided by Loudoun County 

Schools for students who must be absent from 

school for an extended period of time due to 

illness.  A certified teacher provides this 

instruction at no cost to the parent.  Parents 

should contact the assistant principal if there is a 

need to request homebound instruction. 

 

 

 

 

 

HOMEWORK 

Homework for elementary students includes any 

activities that are a natural extension of the 

school day.  These activities will be used as a 

tool for student assessment, but will not be 

graded.  Homework assignments will vary 

according to the grade level, the individual needs 

of a student, the ability of a student, and the day 

of the week.  No homework is usually assigned 

on weekends; however, students may be 

expected to complete unfinished class work or 

work assignments missed due to absence during 

the weekend.  Primary children should not 

average more than thirty minutes daily on 

homework; students in grades four and five 

should not average more than one hour. 

 

ICE CREAM/JUICE BARS/COOKIES 

In order to promote a healthy diet and eating 

habits, ice cream will only be served on specified 

days as determined by the cafeteria manager. 

Students must purchase a ticket to get a snack 

and will be allowed to get the selection by the 

hostess after they eat their lunch. 

 

INCENTIVE PROGRAM 

Our school strives to recognize positive behavior 

and achievement.  In addition to positive 

reinforcement, including verbal praise, children 

are recognized in many ways.  The Arcola staff 

will implement an incentive based program, 

PBIS, throughout the year and will also 

recognize student achievement at the end of the 

year. 

 

INJURIES 

Any injury (other than superficial wounds) shall be 

reported immediately to the parents or guardians.  A 

quick, common sense appraisal shall dictate the 

sequence of action to be taken in the event of 

serious injuries or illnesses that occur during school 

hours.  It is important that telephone numbers and 

other information on the emergency card be correct 

in order for the school to reach the parent or 

responsible adult in the case of an emergency.  

Please notify the office immediately of any changes. 

 

INSURANCE 

Information concerning insurance is made available 

to you at the beginning of the school year.  LCPS 

does not provide student insurance. 
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INTERIM REPORTS 

Parents can expect continuous communication 

from teachers concerning student progress.  

Interim reports may be sent home at any time 

during the year but are usually sent in the middle 

of each grading period to alert parents of 

concerns or unsatisfactory progress.  It is 

important that you talk to your child about the 

interim report and develop strategies to improve 

performance.  Parents should also contact 

teachers to schedule a conference, if necessary.  

Interims will be sent home on October 1, 

December 10, February 25, and May 13. 

 

LIBRARY 

The media center is considered the center of the 

academic program at Arcola Elementary.  All 

teachers are encouraged to utilize the valuable 

resources in the library and students will not be 

excluded from accessing appropriate literature.  

Parents will have access to our parent resource 

section of the library.  Each child will be issued a  

library card at the beginning of the year. Library 

cards will be kept by the library assistant and 

used to keep track of items checked out by each 

child.    Generally, the quantity of materials that 

students may check out will follow these 

guidelines:  

Kindergarten   1 

  Grade one 2 

  Grade two-five 3 

 

Students in grades 1 – 5 are expected to have a 

minimum of one library book in their desk for 

silent reading.  All materials are expected to be 

returned in a timely fashion.  If a student loses or 

damages a library book or resource book, the 

student will be expected to pay the cost of 

replacement or repair and may be restricted from 

checking additional materials out of the library 

until full compensation has been made. 

 

LOST AND FOUND 

Each year, students lose items such as gloves, 

coats, hats, backpacks, etc.  These items will be 

displayed in the cafeteria, where all students can 

regularly check for lost belongings. The items 

are also shown on the morning news show.  We 

encourage parents to check for lost items as well.  

All items that are not claimed will be cleaned 

and donated to a charitable organization at the 

end of each semester. 

 

 

 

LUNCH SERVICES 

Our school provides a nutritious hot lunch for our 

students.  Students may pay for lunch on a daily, 

weekly, or monthly basis.  Milk may be purchased 

to accompany a packed lunch.  Ice cream or snacks 

are also sold in the cafeteria (see ice cream/juice 

bars/cookies). Students will be permitted to charge 

lunch up to three consecutive times, but must make 

full payment before being allowed additional 

charges.  When a child has a negative balance, the 

parent will receive a reminder notice from the 

cafeteria manager and a follow up call from the 

principal via CONNECT-ED (see charging below).  

Students that do not submit reimbursement for their 

charge will be provided a cheese sandwich until 

payment is made.  Thank you for working with us to 

ensure your child has the proper nutrition to learn. 

**Free or Reduced Lunch Program applications are 

sent home at the beginning of each school year.  

These forms must be completed and returned to the 

school before we can authorize free or reduced 

lunches. 
 

Cafeteria Prices 2014-15 

Breakfast $2.10 

Reduced Breakfast $  .30 

Lunch $3.10 

Reduced Lunch $  .40 

Milk $  .45 

Ala Cart Items TBD 

Adult Breakfast Ala Cart 

Adult Lunch $4.10 

 

Meal Payments 

The LCPS Food Services Department has 

teamed up with Café Prepay to provide lunch 

payments via the Internet.  Parents can access the 

web at www.pay4lunch.com.  Payments must be 

made in 20-lunch increments.   

If payment is made by check and your check is 

returned for any reason by the bank, the face 

amount of the check will be resubmitted 

electronically by E-Cap, Electronic Check 

Alliance Processing Company, along with a state 

allowed fee.  When you pay for your child’s 

meals by check, you authorize LCPS Food 

Service Department and E-CAP to electronically 

debit your bank account for the amount owed up 

to and including any additional fee allowed by 

law if the check is returned unpaid for any 

reason.  All payments made by 7:00 a.m. will be 

posted to your child’s account that same day.  If 

you have any questions or need additional 

information, please call the LCPS Food Service 

Office at (571) 252-1010. 

 

 

http://www.pay4lunch.com/
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Charging 

If your child’s lunch fund has insufficient funds, 

your child may charge his/her lunch.  Any child 

that has a charge amount exceeding $6.00 may 

be sent a letter in the Thursday folder and their 

parents may receive a discreet CONNECT-ED 

reminder from Dr. Bowers.  If payment is not 

provided by the following Monday, the child will 

be provided a cheese sandwich or alternative. 

Lunch Visitors 

Parents and other visitors are always welcome to 

have lunch at school.  The cost of lunch is $4.10 

for adult visitors.  We would appreciate a phone 

call or note before 9:00 a.m. if you are buying 

lunch so that the cafeteria staff can be notified.  

As always, please sign-in at the office and get a 

visitor badge. 

Snack – Kindergarten and Grades 1 - 5 

Beginning in 2014, milk will no longer be 

offered for kindergarten students.  Students in 

grades K–5 may bring a nutritious snack to 

school as permitted by his/her teacher.  Please do 

not send in any liquid drinks, except water. 

(Check our peanut policy)! 

 

MAKE-UP WORK 

Students absent from the classroom are required 

to make up any missed work.  The initiative for 

making up missed assignments is the 

responsibility of the pupil, under the teacher’s 

guidance. 

 

MASCOT AND COLORS 

The Arcola mascot is the Dragon.  Our school 

colors are Red, Silver, and Black.  We encourage 

students to display these colors on special days 

as symbols of school spirit and pride. 

 

MEDICATION 

All medication is kept and administered in the 

school clinic. Any medication must have the 

child’s name on the original container with the 

physician’s directions for administering. All 

medication must be hand carried to the clinic by 

the parent or another responsible adult.  Children 

are not permitted to carry medication to or from 

school. If your child has asthma, diabetes, 

seizures, allergies, or other medical conditions 

and must take prescription medication, a 

Medication Form must be completed to inform  

staff of vital information. This information 

should include:  

 Student’s name 

 Name and purpose of the medicine 

 Dosage and time of administration 

 Possible side effects and staff response 

 Termination date for administration 

 Parent signature 

 Physician signature 

 

Forms are available in the clinic.  No medication 

will be given to a student without this 

information.  The school must have written 

permission for all non-prescription medications 

also.  This includes cough drops. 

 

MESSAGES 

In order to protect instructional time, 

interruptions to pupils are kept to a minimum; 

therefore any non-school personnel entering the 

school for any reason must stop at the office.  

Any items (lunches, boots, etc.) and messages 

will be forwarded by the office.  Parents will not 

be allowed to visit classrooms without signing in 

at the main office and are expected to arrange 

any visits with the classroom teacher.   

 

MINUTE OF SILENCE 

The Code of Virginia requires that a “Minute of 

Silence” be held at the opening of each school 

day.  During the minute of silence, the teacher 

responsible for each classroom shall take care 

that all pupils remain silent and make no displays 

that interfere with, distract, or impede other 

pupils in the like exercise of individual choice. 

To implement the law, we will begin each day 

with the announcement, “As we begin another 

day, let us pause for a minute of silence.”  We 

will follow the minute of silence with the Pledge 

of Allegiance.  All persons within the school are 

expected to allow others the right to observe this 

minute of silence. 

 

NEWSLETTER 

Each classroom teacher will send home a 

classroom newsletter to keep parents informed 

about class activities and to share suggestions for 

home activities to reinforce school lessons.  

Newsletters will also include important calendar 

events.  Each weekend the PTA will send a 

E*Blast that shares important upcoming PTA 

events and school events.   

 

PARENT LIASION 

Arcola Elementary has a parent who serves in a 

paid position as a liaison to enhance 

communication between home and school.  Our 

liaison assists in translating, assists with 

registration for school, and provides information 

about county services available to families.  

Please call the school office to contact the parent 

liaison. 
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PARENT VOLUNTEERS 

Parent volunteers are greatly appreciated at 

Arcola Elementary.  They provide assistance to 

teachers, students, and office staff.  Volunteers 

are needed during the school day to assist with 

laminating, photocopying, serving as classroom 

helpers and more.  Parent volunteers also are 

needed for after school events.  If you would like 

to volunteer, please contact the PTA volunteer 

coordinator. 

 

 

PARTIES 

A class will have no more than three 30-minute 

parties each year.  Teachers will request parent 

volunteers to help with these parties.  It is the 

teacher’s decision as to which three (3) parties 

they host during the school year.  Generally, 

parties occur prior to winter break, Valentine’s 

day, and at the end of the school year.  As part of 

our focus on healthy children, we request healthy 

snack options be available for classroom parties. 

 

PETS 

Other than our Dragon Mascots, no pets of any 

kind are allowed at school without prior 

permission.  Teachers may give special 

permission for pets to be brought to school as 

part of the instructional or special activity.  Pets 

may not be transported by the bus and must be 

removed from school at the conclusion of the 

activity. 

 

PHILOSOPHY 

We believe that all children can learn and 

become productive, caring citizens.  We commit 

ourselves to providing an educational 

environment that inspires students to realize their 

full potential and develop a life-long love of 

learning.  We are dedicated to the development 

of the whole child.  The teachers and staff will 

encourage a partnership between home and 

school that will promote the strong values of 

respect, fairness, citizenship, trustworthiness, 

caring, and responsibility.  
 

 

PEANUT FREE SCHOOL 

Due to the number of students with peanut 

allergies, every classroom at Arcola Elementary 

will be designated as peanut free.  Based on 

other specific allergies, other classes may be 

designated as Allergy Free and information will 

be provided to parents.  A separate table will be 

made available to students with peanut and/or 

other allergies during lunch and each student will 

be allowed to invite friends to eat with him/her, 

provided their friends maintain the peanut or 

allergy free zone.  Please understand that we 

cannot 100% guarantee a non-peanut 

environment, however, it will be expected that 

students only bring in snacks that do not contain 

peanuts, byproducts, oils, or which may have 

been processed in plants that also manufacture 

peanuts (read the labels).  Thank you for helping 

us keep ALL of our children safe. 

 

PICTURES 

Individual student pictures will be taken in the 

fall.  Purchase of the pictures is optional with 

various package choices.  Additional individual 

pictures and class pictures will be offered in the 

spring. 

 

 

PTA  (Parent Teacher Association) 

The Arcola School PTA meets one day each 

month.  The PTA enhances the education of the 

children through its support of school activities, 

programs and financial aid to staff for additional 

educational materials.  Information about PTA 

activities will be sent home the first week of 

school.  More information about parent groups 

can be found on the Arcola web site.   

 

PTA OFFICERS 2014-2015 

 

RECESS 

Recess in grades 1-5 is defined as a daily fifteen 

(15) minute, teacher supervised break from the 

instructional routine.  The teacher may provide 

options from which students may choose, such as 

free play or organized games.  Classes will go 

outside, weather permitting, and all students are 

expected to participate in recess, unless excused 

for a medical or approved reason.  The teacher 

will set the guidelines for expected behavior, and 

students may have recess time revoked for 

academic or behavioral reasons, if approved by 

the parent in writing.  Students engaging in 

rough play, such as wrestling, tackling, or other 

activities that may cause injury may be removed 

from the activity and disciplinary action may be 

implemented, to include removal from recess on 

a temporary basis. 

President  Mary Louise Nicklas 

VP of Fundraising  Bob Fredeen 

VP of Events Vrushali Mendhekar 

VP of Volunteers  Mandy Levri 

VP of Volunteers Myrna Montmini 

VP of Communication Peachy Choochan 

Treasurer  John Hart 

Recording Secretary  Vonda Bourque 
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RECORDS 

Regulations for the maintenance of and 

procedures for granting access to student records 

are specified by state and federal laws.  Parents 

may inspect the contents of their child’s records 

by requesting access and providing identification 

to the school’s administration.  School personnel, 

with a legitimate educational need, interest, or 

instructional responsibility will also have access 

to student records.  Certain non-school 

personnel, by law, may be provided access to 

records or may obtain information from them.  

Records are transferred, upon written request by 

authorized employees, of other schools in which 

the student seeks or intends to enroll.  

 

 

REGISTRATION REQUIREMENTS 

Any child in kindergarten through fifth grade 

who resides in the Arcola school zone may enroll 

at Arcola Elementary School.  By state law, 

students who will be five years old on or before 

September 30 are eligible to enroll in 

kindergarten.  A child with an October 1 or later 

birthday cannot be considered for enrollment.  

Students enrolling in Loudoun County Public 

Schools are required to provide the following: 

 

1. Complete and Signed Registration Form. 

2. Original Birth Certificate or other certified  

birth record (copies are not valid). 

3. Parent/Guardian Photo ID 

4. Proof of Residency: Parents seeking admission  

for a student shall present proof that the student 

actually resides within the attendance area of the 

school in which the parent is seeking to enroll 

him/her. A signed deed, settlement papers, a 

mortgage statement, or lease agreement for the 

address must be presented as proof of residency. 

5. Prior Expulsion Form (if applicable) 

6. Legal/Custody Papers (if applicable) 

 

Required to Attend 

1.     Bus Transportation Form (Kind. ONLY) 

2.     Student Records Release (Transfers) 

3.     Valid Physical Examination Form, which:  
 has been performed within twelve months of 

entry into kindergarten or elementary school; 

 has been completed and signed by a qualified 

physician licensed in the U.S., physician’s 

assistant, or licensed nurse practitioner; 

 indicates that a comprehensive physical was 

done, including: 

4.     Immunization Record: Documentation for 

certain immunizations, signed by a licensed 

physician or local health department employee: 

 DtaP, DTP, DT, or Td – minimum 4 doses.  At 

least 1 dose after 4th birthday unless received 6 

doses before 4th birthday. 

 Polio (OPV)– minimum of 4 doses.  At least one 

dose after 4th birthday unless received 4 doses of 

all OPV or all IPV prior to 4th birthday. 

 Measles, Mumps, Rubella – minimum of 2 

measles, 2 mumps, and 1rubella. First dose 

on/after 1st Birthday, second dose prior to 

entering kindergarten. 

 2nd MMR at least 1 month after 1st MMR. 

 Hepatitis B – minimum of 3 doses if born after 

01/01/94. 

 Hib – 1 dose of Hib for pre-school to 10 months 

 2 Varicella – all susceptible children born on 

and after 01/01/97.  First dose must be on or 

after the 1st birthday, 2nd dose prior to entering 

kindergarten. 

 TB Screening no earlier than three months prior 

to registration or entry into school 

 

 

REPORT CARDS 

Report cards are sent home four times each year. 

Report cards provide an assessment of your 

child’s ability, motivation, participation, 

development, and achievement.  When a student 

is having academic or social difficulty, the 

teacher will either call the parent or send a note 

to the parent.  Report cards are sent home at the 

end of each marking period and should be 

reviewed and discussed with the child to support 

our home/school partnership.  For the 2014-

2015 school year you can expect report cards 

to be sent home on the following dates: 

November 12, February 4, April 15, and on 

June 22.  End of year report cards will be 

mailed home.   

 

SAFETY AND SECURITY 

For security reasons, only the main entrance is 

accessible during the school day and ALL 

visitors are required to report to the main office.  

All LCPS schools will have security doors.  All 

visitors are required to present photo ID at the 

front door before being allowed to enter.  For our 

students’ safety, ALL visitors must wear a visitor 

badge.   Badges will be distributed in the main 

office. 

 

SELLING AND SOLICITING 

Please refer to FUNDRAISING AND 

SOLICITING.  Parents and community members 

will not be allowed to sell goods for monetary 

gain on school grounds or as fundraisers. 
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SNACKS 

Teachers may allow students to bring a nutritious 

snack such as fruit, vegetables, and/or juice to 

eat as a mid-morning snack.  These snacks 

should be easily accessible and require no 

refrigeration or preparation.  Please do not send 

your child with a knife to cut apples or spread 

toppings.  Due to student allergies, classroom 

snacks may not contain peanuts or tree nuts or 

any byproducts of these ingredients.  Information 

will be sent home at the beginning of the year. 

 

SPECIAL EDUCATION SERVICES 

Special education services are available to 

eligible students whose physical, academic, 

and/or emotional needs cannot be met through 

regular classroom instruction alone.  Parents 

should contact their child’s teacher or the 

assistant principal to initiate a “Child Study” 

process.   

 

STUDENT ACTIVITIES 

Students are encouraged to participate in 

additional activities during school and after 

school. Student Council is a very important part 

of our school and is run by the guidance 

counselors. The team is open to students in the 

fifth grade who apply for membership. These 

members will learn leadership traits and 

responsibilities of working with a team. Student 

Council members participate in many activities 

to include: participation in the morning 

announcements, library helpers, patrols, 

kindergarten helpers and more 

 

STUDENT RIGHTS/RESPONSIBILITIES 

At the beginning of the school year, every LCPS 

parent will be provided online access to a 

handbook establishing system rules and 

expectations of student behavior.  Students and 

parents must sign and indicate that they have 

read this information and return the signed copy 

to the attendance secretary. 

 

STUDY SKILLS 

A parent can help his/her child utilize excellent 

study skills and techniques which make learning 

easier and more meaningful.  The following are 

some guidelines for achieving good study habits: 

1. Come to class prepared (pencil, paper,  

 and other necessary materials). 

2. Be an active participant in class.   

3. LISTEN CAREFULLY! 

4. Ask questions to clarify. 

5. Schedule time for work and play. 

6. Apply new learning to new situations. 

7. Put forth your best effort. 

SUBSTITUTE TEACHERS 

In the event that a teacher is absent for personal 

or staff development reasons, a qualified 

substitute teacher will implement the 

instructional objectives in his/her absence. 

 

TARDINESS 

See absences and tardies for more information. 

 

TELEPHONE 

Students may use the office telephones only for 

an emergency.  The school office staff will 

determine if a student can use the office phone.  

In accordance with Loudoun County policy, cell 

phone use is prohibited during instructional 

hours, including field trips or school sponsored 

events.   Students that bring cell phones to school 

do so at their own risk. 

 

TESTING PROGRAMS 

The Commonwealth of Virginia requires that 

certain standardized tests be given to students 

during the course of the school year.  In addition, 

Loudoun County Schools may give supplemental 

standardized tests to monitor the effectiveness of 

the instructional program and to evaluate the 

achievement of students.  The classroom teacher 

and the school administration communicate the 

dates and the purposes of tests to parents via 

letter or the school’s newsletter.  Parents are 

permitted access to and may obtain copies of 

their child’s test scores.  The classroom teacher 

and the administration are available to help with 

the interpretation of these scores during the 

course of the school year.   

 

TRAFFIC PATTERN 

Parents who drop off or pick up their child at 

Arcola are reminded that safety is our first 

priority.  Cars are not allowed in the bus loop 

until directed by staff.  Parents that wish to park 

and bring their child into the school must park in 

the main parking lot. There is no parking in the 

KISS and GO before 8:00 a.m. or after 2:00 p.m.  

 

All parents that are dropping off their child are to 

pull into the “KISS and GO” lane.  Students are 

to exit on the passenger side of the vehicle where 

school personnel will be available to assist.   

 

If you are picking your child up after school, 

please pull into the “HUG AND HI lane”.  If you 

are sending a designee to pick up your child, a 

letter should be sent to school with your child 

and given to the teacher or the office staff must 

be notified by telephone prior to 2:15 p.m.  

Parents may not pull their child off the school  
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AM – Kiss & 
Go 

PM – Hug & 

Hi 

 

buses and should not ask for their child to be 

dismissed between 2:25 and 2:35 unless prior 

arrangements are made by 12:00 p.m. 

Parents that drop off their children in the 

morning will ONLY be allowed to make a 

RIGHT hand turn onto Tall Cedars.   Parents 

that pick up their children after school will be 

assigned a ID tag for their car to help us keep 

our students safe. 

 

(Please see diagram below) 

 

WEAPONS 

Possession or use of a weapon by a student while 

under the control or supervision of school system 

personnel or on school property is prohibited.  

The term “weapon” is intended to be construed 

broadly and includes any instrument or device 

which, by its design or use, is capable of causing 

injury, harm, or threat of injury or harm to the 

physical well-being of another person.  Any 

student in violation of this policy shall have the 

weapon confiscated by school officials and 

appropriate disciplinary action will be enforced.  

The school official may, if possible, return the 

weapon only to the student’s parent or guardian 

after a conference with such parent or guardian.  

A more detailed explanation of this policy is 

available in the school office and library. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WITHDRAWL PROCEDURES: 

Parents should notify the teacher and the front 

office staff at least a week before the student is 

to be withdrawn from the school. All textbooks 

and library books should be returned and lunch 

fees should be paid before the student is 

withdrawn. 

 

 

 

YEARBOOKS 
A yearbook will be published and distributed at 

the end of the school year.  A flyer stating the 

cost of the yearbook will be sent home with your 

child during the school year.  All yearbooks will 

be purchased “pre-paid”.  Additional yearbooks 

will not be available at the end of the school 

year; therefore, if your child wants to purchase a 

yearbook, it must be purchased at the time of 

sale 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Arcola Elementary School 
                   Main Entrance            Gym Entrance     

 

      Tall Cedars Parkway 
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BELL SCHEDULE 

Regular 

Bell 

Schedule 

 

Grade 1 – Grade 5 7:30 a.m. 

7:35 a.m.  

 

7:50 a.m. 

      

7:55 a.m. 

 

2:30 p.m.     

2:35 p.m. 

2:40 p.m.                                                      

2:50 p.m.      

Staff Arrive 

Students arrive and report 

to their classroom. 

Classes Begin (any student 

not in the building when 

the bell rings is 

considered tardy) 

A.M. Announcements 

P.M.  Announcements 

Bus/CASA Students Released 

Parent Pick up Released 

End of regular teacher day 

AM/PM Kindergarten 

 

7:50 a.m. – 10:50 a.m. 

11:35 a.m. – 2:35 p.m.     

AM Session 

PM Session 

ECSE 7:50 a.m. – 11:50 a.m. 

10:35 a.m. – 2:35 p.m. 

AM Session 

PM Session 

 

One – 

Hour 

Delayed 

Grade 1 – Grade 5 

 

8:00 a.m. 

8:35 a.m. 

8:50 a.m.                             

Staff Arrive 

Students Arrive 

Classes Begin 

AM/PM Kindergarten 

 

8:50 a.m. – 10:50 a.m.        

11:35 a.m. – 2:35 p.m. 

AM Session 

PM Session 

ECSE 8:50 a.m. – 11:50 a.m.        

10:35 a.m. – 2:35 p.m. 

AM Session 

PM Session 

 

One – 

Hour 

Early 

Closing 

Grade 1 – Grade 5 Lunch 

1:35 p.m.       

Regular Lunch Schedule 

Dismissal 

AM/PM Kindergarten 

 

10:50 a.m.                            

1:35 p.m.     

AM Session Dismissal 

PM Session Dismissal 

ECSE No Changes   

1:35 p.m.          

AM Session Dismissal 

PM Session Dismissal 

 

Two – 

Hour 

Delayed 

Grade 1 – Grade 5 8:30 a.m. 

9:30 a.m. 

9:50 a.m.         

Staff Arrive 

Student’s Arrive 

Classes Begin 

AM/PM Kindergarten 

 

9:50 a.m. – 11:50 a.m.        

12:35 p.m. – 2:35 p.m. 

AM Session 

PM Session 

ECSE 9:50 a.m. – 12:50 p.m. 

11:35 a.m. – 2:35 p.m. 

AM Session 

PM Session 

 

Two-

Hour 

Early 

Closing  

Grade 1 – Grade 5 Lunch 

12:35 p.m.       

Begins @ 10:00 

Dismissal 

AM/PM Kindergarten 

 

10:50 a.m. 

Classes Cancelled  

AM Session Dismissal 

PM Session 

ECSE 11:50 a.m. 

1:35 p.m. 

AM Session Dismissal 

PM Session 
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