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Indian Prairie School District 204 
 

Mission Statement and Values 

 
 
 
 

OUR MISSION IS:   
 

To prepare all students to succeed in an ever-changing world through comprehensive 
programs and experiences in collaboration with family and community. 

 
 
 

WE KNOW: 
 
Including and respecting all people strengthens public education; 
 
We cultivate a climate charged with enthusiasm for teaching and learning; 
 
We challenge all students to reach their potential; 
 
Our students must develop the skills to become life-long learners; 
 
Students learn best in a safe and caring environment; 
 
Education works best when the entire community participates and shares the 
responsibility. 
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Academics at Longwood 
 
Curriculum Night  
Parents are invited in September for a general overview of the curriculum and what is expected from students 
during the school year.  Parents without childcare may bring students and siblings over age 3 to the multi-
purpose room.  See calendar for specific date and times.   
 
Field Trips 
Field trips provide a unique setting for learning.  It is often one of the memorable parts of a student’s 
education.  Each grade level plans 2-3 trips per year that enhance the curriculum.  Parents are required to 
sign a permission slip before a student attends any field trip.  The PTA provides some financial support to 
help with the cost of field trips with parents supplying additional funds as needed.  Please contact the 
principal if financial assistance is needed so that your student may participate.   

Gifted Program 
Project Arrow is District 204’s gifted education program.  Identification is based upon achievement and 
ability as demonstrated by achievement and aptitude tests.  Class performance, teacher input and a point-
system referral form are also part of the identification process.  If you have any questions in regard to this 
process, please contact the office and speak to the student services coordinator. 
 
Grading Scale 
The Indian Prairie School’s grading scale is as follows and is initiated in third grade: 
 

A  91-100  (Demonstrates Outstanding Progress) 
B 81-90  (Demonstrates Above Average Progress) 
C 71-80   (Demonstrates Average Progress) 
D 65-70  (Demonstrates Minimum Acceptable Progress) 
F 64 & below (Demonstrates Unacceptable Progress) 
 
Half Days of School For School Improvement  
Please be aware that regularly scheduled early dismissal days for school improvement will always be 
scheduled to conclude at 12:05 p.m. for grades Kindergarten through five.  We will have a half day on 
Wednesday, October 14th.  
 
Home - School Compact  
 

School’s Responsibility: 
o Provide high quality curriculum and learning materials  
o Provide parents with assistance in understanding academic achievement standards and assessments 

and how to monitor student progress 
o Provide opportunities for ongoing communication between parents and teachers through: 

1. Annual Parent-Teacher Conferences 
2. Frequent reports regarding student progress   
3. Opportunities to talk with staff, volunteer in class, and observe classroom activities 

 

Parent’s Responsibility: 
o Encourage your student to attend school regularly and be on time 
o Encourage your student to show positive school behavior 
o Review your student’s homework 
o Monitor television watching and encourage positive use of your child’s extracurricular time 
o Volunteer in your child’s school and classroom if time or schedule permits 
o Attend parent-teacher conferences and participate, when appropriate, in decisions relating to the 

education of your child. 
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Homework 
Homework is an integral part of your student’s educational process.  As the school and home share the 
responsibility for education in the years ahead, cooperation between home and school is imperative to 
develop good study habits and encourage life long learning.  Parent support and supervision of homework is 
an extremely important factor in building positive attitudes and study habits regarding homework.  Plan a 
regular time in your routine for homework.   
 
The assignment of homework serves several purposes.  It provides opportunities for students to reinforce and 
practice newly acquired skills or apply recent learning to real life situations.  Homework may also consist of 
assignments that help students prepare for class participation.  Extended homework assignments provide 
students the opportunity to apply time management and organization skills in order to monitor and complete 
within the allotted time frame.   
 
Important Dates 
 

Progress Reports Sent Home On:                               Report Cards Sent Home On: 
 

September 25            October 30 
December 11            January 22 
February  25         March 26 
April 23        May 28 
 
Internet Usage 
The Internet Use Policy for students was revised for the 2005-2006 school year. The revision of Board 
Policy 645 -- Access to the Internet -- allows all students to use the Internet at school. Parents no longer sign 
permission forms. Parents who want to exclude their children from Internet access can sign a form and return 
the form to the school's office. Forms will be available at schools and on the Internet (www.ipsd.org) during 
the new school year's registration. 
 
Please note that District employees have a heightened awareness of the appropriate academic uses of the 
Internet, especially the LMC directors, who are the leaders of information technologies in the district's 
schools. The Board of Education requires training before teachers use "live" Internet connections with 
students. Grade level guidelines are place for appropriate use with students. 
 
Library Media Center (LMC)  
Our LMC provides opportunities that are integrated with the district’s curriculum and is central to the 
learning process.  The LMC is a service center for all students.  Students will have the opportunity to learn 
about and effectively use the resources available in the LMC as well as choose personal reading books. 
 
Math Acceleration 
The district identifies students who may benefit from an accelerated math curriculum in grades 3, 4, and 5.  
Performance on the standardized test, a placement test and teacher recommendation are considerations in 
making a recommendation.  If you would like more information, please contact the office to speak to the 
student services coordinator. 
 
Open House  
Parents, relatives and neighbors are invited to attend with students. This program highlights student work. 
Everyone is welcome to join the pride of Longwood Students.  
 
Parent Involvement Policy 
Indian Prairie School District 204 and Longwood Elementary School believe that parental participation is a 
very important part of the educational program.  We recognize that parents are concerned about their 
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children’s education and through the use of Title I funding, we hope to promote strong communication 
between home and school.   In addition, Longwood Elementary School will continue to provide programs, 
activities and opportunities for our parents and students supported by Title I. 
 
To ensure effective involvement of parents and to support a partnership within our school community, listed 
below are important components to our school program. 
 

·  We will provide assistance to parents/guardians in understanding the State’s academic content 
standards and State student academic achievement standards. 

·  We will provide an explanation of the curriculum in use at the school, the forms of academic 
assessment used to measure student progress and the proficiency levels students are expected to meet. 

·  We will monitor the academic progress of all children working with parents/guardians and teachers to 
improve achievement.   

·  We will provide parents with opportunities to ask questions and dialogue about student academic 
achievement and school performance. 

·  We will provide materials and training to help parents/guardians work with their children. 
·  We will educate teachers and other staff in the value and utility of contributions of parents/guardians 

and how to effectively communicate and work with them as partners. 
·  We will implement and coordinate programs that will build ties between parents/guardians and 

school personnel.  
·  We will provide parents/guardians with timely information about programs. 
·  We will offer a variety of opportunities to maximize parental involvement and participation. 

 
Parent/Teacher Conferences 

Teachers schedule conferences with all parents in November.  In February, conferences are scheduled with 
parents that teachers feel the need to see and by parent request.  These twenty-minute sessions give you 
specific feedback relative to your student’s progress.  Any support or special class teachers may be present 
also and/or you may request that they be present at the conference. This is an important time to share 
information.  We look forward to seeing you.   

P.E. Clothes 
All students need to wear tennis shoes during P.E. class.  Most students keep a separate pair of gym shoes in 
their locker for physical education use only.  Additionally, everyone needs to have a gym jacket or sweatshirt 
of some sort to leave in his/her locker to wear outdoors.  This should be something that can get dirty and wet, 
and should not be new.   
 
P.E. Participation 
In the event your student is recovering from illness or you have concerns regarding physical education 
participation, you may request, in writing, he/she not participate in physical education for up to 3 days.  After 
the third day, a doctor’s note is required for exclusion. 
 
Reading Improvement 
Indian Prairie School District uses the Illinois Snapshot of Early literacy (ISEL) for grades K-2 and the 
Gates- Macginitie Reading Assessment for grades 2-5 to gather information on student achievement in the 
area of reading.  These assessments will be used throughout the year to assist teachers in monitoring your 
student’s reading progress.  In addition, the classroom teacher may ask various school resources such as 
reading improvement teachers, other classroom teachers, support services teachers, or KIT assistants  
(kindergarten intervention tutoring) to help and offer additional practice and support in reading at various 
times throughout the year.  Under teacher direction, these various resources may be used to address specific 
student needs.   
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 In addition to using resources on a short term basis, programs still exist for students who demonstrate a need 
for long term support.  Consequently, your student may receive services from a number of professionals 
and/or paraprofessionals throughout the course of the school year, as their needs dictate.   As always, your 
student’s classroom teacher will keep you apprised of your student’s ongoing progress.  This more flexible 
delivery system will help us to meet the needs of all students.   
 
Specials (Art/Music/Physical Education) 
 

Grades Kindergarten -5 
Art 50 minutes once per week 
PE  25 minutes three times per week 
Music  25 minutes twice per week 
 
Student Records 
Pursuant to Federal and State laws, a parent has the right to review his or her child’s educational records. 
Records may be inspected by contacting the Principal of the school for an appointment.  Types of records 
kept, rights of parents and additional information are available in the district’s parent-student handbook. 
 

Support Services 
District 204 believes that all children should be educated in their neighborhood schools.  All students, with or 
without disabilities, will have membership in a regular education classroom and will receive appropriate 
services with regular and special educators working as a collaborative team with parents.  A continuum of 
services is available to support the education of children with disabilities. 
 
Title I Targeted Assistance Program 
Longwood Elementary is one of seven  elementary schools within Indian Prairie District 204 that receives 
additional funding from the state of Illinois through the Title I Targeted Assistance Grant program.  Schools 
who have free and reduced lunch percentages above the district average qualify for Title I Targeted 
Assistance funds.  These additional funds are utilized to supplement and support a challenging academic 
environment that meets the learning needs of all students.  
 
 
 

Arrival and Dismissal Procedures 
 
It is of great importance that Longwood School be a safe place for your student.  Every effort is made to 
supervise and protect your student during these times.  However, you may help by following the drop-off and 
pick-up procedures listed in the handbook.   
 
Arrival/Dismissal Travel Arrangements Information F orm 
Parents were asked to complete a Student Arrival and Departure Information form.  The office can be a busy 
and confusing place before and after school.  We want to make sure that every student gets to and from 
school safely each school day.  Having a regular meeting place for siblings and a regular routine not only 
ensures everyone’s safety, but also makes students feel more comfortable.  Please provide us with this form 
indicating travel arrangements for your child both to and from school.  The form is available at the end of 
this manual. 
 
Your child will be classified as a walker, bus rider, daycare van, or parent pick-up by car.  Once we have 
established your designated travel, you must notify your child’s teacher in writing each time a change is 
made from that routine.   If the routine changes, please make the teacher and office aware of the changes. 
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NO CHANGES WILL BE MADE WITHOUT WRITTEN OR VERBAL R EQUEST FROM THE 
PARENT.   
 
Parents must notify the office (via note or phone call) PRIOR to 3:15 pm.  No students will be dismissed 
early between 3:15 p.m. and 3:35 pm.  If we do not hear from a parent, we will not accept a child’s word for 
a change in routine.  Children often get the facts or days mixed up.  Thank you for your cooperation in this 
matter.  Our rules are for the safety of your children.    
 
Student Arrival Procedures 
The official morning arrival procedure will begin on the second day of school.  Please adhere to the 
following guidelines each morning.  Please familiarize yourself with the following drop off procedures.  
Your cooperation with these procedures allows us to ensure a safe arrival for all students.   
 

·  Students will enter the building immediately upon arrival and proceed to their assigned 
waiting area.   

 
·  Students are not permitted to play on school grounds before the start of the school day 

and should line up in their classroom line on the blacktop. 
 

·  Students may enter the main office doors or the playground doors.   
 

·  Special education buses will drop off students at the far west end of the circle drive. 
 

·  Students should arrive by 9:10 on Wednesdays and 9:00 am on other school days.  Students 
may enter the building beginning at 9:00 a.m. on Wednesdays and 8:50 a.m. on other school 
days when the first bell rings.  Students are not to arrive before the first bell.  Please note 
there is no supervision prior to first bell.  (Special early morning intramural programs, 
band, orchestra, chorus, and day care will continue as usual.) 

 
·  Attendance will be taken at the start of the day.  Be sure your student is here and ready to 

learn on time.  We will delay attendance in the event inclement weather slows the arrival 
procedure.   

 
·  Buses will unload at the middle circle drive and students will be escorted across the crosswalk 

into the building.  Buses are to turn right only  when exiting the driveway.   
 

·  Parents and daycare vans should drop students off in the long circle drive. Cars and vans are 
to turn right only  when exiting the driveway.   Using the circle drop-off for students is safer 
and quicker than dropping off students at a busy intersection or street. Please pay special 
attention to the NO PARKING zones during drop off times.  

 
·  Everyone walking to school must cross the street at marked crosswalks with the crossing 

guard.  A risk to personal safety is created when the direction of the crossing guard is not 
followed and when the marked crosswalks are not used. 

 
Student Dismissal Procedures 
Please familiarize yourself with the following pick up procedures.  Plan ahead.  It may take up to 20 minutes 
for parents to pick up their child.  Your cooperation with these procedures allows us to ensure a safe 
departure for all students.   
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Buses 
Buses will load students in the middle circle drive in the front of the building.  Students will be escorted 
across the crosswalk to load one bus at a time.  No cars will be allowed in the crosswalk.   Special education 
buses will load at the far west end of the circle drive.   Buses are to turn right only  when exiting the 
driveway.   
 
Daycare vans/ Cars 
Students who depart from school in cars will be picked up in the long part of the circle drive.  Cars will enter 
the drive at the east drive and line the long circle drive as they approach the drop off or pick up point at the 
west curve of the drive (near the playground).  Children are to get in and out of the vehicles on the passenger 
side in the designated areas only.  We ask that drivers do not leave their vehicles unattended. Please pay 
special attention to the NO PARKING zones during student pick up times.  
 
Please be aware of the huge safety issue that arises when children are crossing the drive or trying to load and 
unload at the street.  Do not put your child in that situation.  During dismissal, parents will not be allowed to 
park on the street and walk to the playground to pick up students.  After you have picked up your student, 
please proceed slowly and with caution.  Cars and vans are to turn right only  when exiting the driveway.  
The speed limit in the school zone is 20 mph and it is 25 mph for the rest of the subdivision.   
 
Walkers 
After school, walkers will be dismissed through the playground doors.  Only parents who have walked to 
school may pick up students on the playground.  Everyone walking to and from school must cross at marked 
crosswalks with the crossing guard.  A risk to personal safety is created when the direction of the crossing 
guard is not followed and when the marked crosswalks are not used.  Parents will not be allowed to park on 
the street, pick up students and walk to cars.  This has been a safety hazard in the past and is strongly 
discouraged.   
 
Please see the Parent Pick-Up and Drop-Off and Arrival/Dismissal Maps included at end of this section. 
 
Bicycles/ skateboards/ skates 
Students have the opportunity to ride bicycles, skateboards or skates to school.  Once students are on school 
property the following rules must be followed: 

·  Bikes are to be walked and locked in the bike racks during the school day.  
·  Skateboards (and other boards) are to be carried on school grounds.    
·  Students must obey all traffic rules when traveling to and from school. 
·  Students are expected to wear properly fitted bike helmets. 
 

Bus Transportation 
·  Arrive at the designated bus stop 5 minutes before the scheduled pick-up time. 
·  Students may ride only their assigned bus and may not bring “guests” home with them on the bus.  
·  All bus students are dropped off in the circle drive in front of the school building.  Upon arrival, 

students proceed to the designated entrance area.  Teachers are on hand to supervise bus arrivals and 
departures at school. 

·  If your student will not be riding the bus on any particular day, please send a note to the teacher 
stating that he/she will not be riding the bus and who will be responsible for picking him/her up.   

Bus Safety 
Students are expected to follow all school rules on the bus.  Safety is a major concern, and if a student 
endangers others by his/her behavior, the student may be subject to the normal range of disciplinary 
consequences and removed from the bus for up to 10 days.  Student behavior and the bus driver’s 
management of that behavior are two key elements to safe and enjoyable bus rides. 



 10 

As all students will ride a bus at certain times during the year, even if only for field trips, please review the 
following bus guidelines and regulations with your student. 
 
1. Remain in your seat at all times. 
2. Do not throw objects on or from the bus. 
3. Keep head and hands inside the bus. 
4. Do not eat or drink on the bus. 
5. All garbage must be picked up before exiting the bus. 
6. Obey the driver. 
7. Be at your bus stop 5 minutes before the scheduled time. 
8. Be courteous to classmates and neighbors at bus stops while traveling on the bus. 
 
Bus Routes 
Please read the transportation policy in the Indian Prairie School District #204 Parent/ Teacher Handbook.  A 
list of bus routes is available in the school office, as well as, on the school and district website.  Route 
change requests will only be considered if received in writing by the Department of Support Services, Karla 
Zozulia, 780 Shoreline Dr. Aurora, Illinois 60567 or Karla_Zozulia@ipsd.org . Please do not contact the 
school or First Student to request a route change.  After school begins, route changes will not be made until 
after the third week of school unless there is a safety concern.      
 
For bus transportation procedures to and from permanent, in-home day care providers, please call the school. 
 
Pick-Up and Drop-Off Map 
Please use the traffic flow map below for reference during daily arrival and dismissal of students. 
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Attendance 
 
 
Attendance Expectations and Philosophy:   
Longwood’s educational program is built on the premise that regular attendance and punctuality are vital to a 
student’s success in school.  Seeing that a student maintains regular attendance requires a cooperative effort 
by the student, parent(s) or guardian(s), and school personnel.  The student who is frequently absent misses 
social interaction, and class instruction and discussion, even though written work is made up. 
 
Longwood expects parents or guardians to make reasonable efforts to ensure the regular attendance of their 
children, consistent with Section 26-1 of the Illinois School Code, and to inform the school of any absences 
and their causes.  Longwood School will monitor each student’s attendance and punctuality and inform 
parents or guardians of any attendance problems or chronic tardiness. 
 
A parent should call the school office each day his/her youngster will be absent.  An “absence hotline” is 
provided for this purpose at 428-6791.  If you need to speak with someone about an absence, call our regular 
office number (428-6789) after 7:45 a.m. until 4:15 p.m.  Absences should be reported to the office by 9:30 
a.m... Parents do not need to leave messages on teacher’s voicemail, and this often is not checked until the 
end of the day.  If an extended absence is known, please report all days at one time.  If we are not contacted 
about an absence, and the student is not in school, we will contact a parent as soon as possible in the 
morning. 
 

Early Dismissal and Late Arrival 
Parents are asked to make every effort to schedule appointments for children during non-school times.  Early 
dismissal requests for emergency situations and medical appointments should be sent in writing to the 
classroom teacher no later than the morning of the dismissal.  Students will be dismissed early only for 
medical appointments.  Board of Education policy #5060 states that students will not be released from school 
on a regular basis. 
     
Parents must come to the school office and remain there to wait for their student.  The office will send for the 
student as you sign them out for dismissal.  Please do not ask us to have students in the office waiting.  
Classroom instruction time is very valuable and we want students to miss as little classroom time as possible.  
Please plan your day so that you will have a few minutes to wait in the office for your student.  A student 
will only be released to his/her parents/guardians unless other arrangements have been made.  No student 
will be dismissed early after 3:15 pm.   
 
Excessive Absenteeism:   
Per guidelines of the County Superintendent of Schools, Longwood School considers absenteeism excessive 
when it significantly interferes with a student’s learning, as reflected in academic performance or social 
development and/ or is more than 10% of the days school has been in session.  Excessive absenteeism 
includes excessive tardiness.  School attendance is taken seriously at Longwood Elementary School.   
 
Make Up Work :  
If a student is unable to attend school for two or less days, he/she will receive make-up work upon return to 
school and be given an appropriate due date.  For extended emergencies/illness, a parent may call the office 
on the morning of the third day of absence to request make-up work.  A parent may then come to the office 
the following morning to pickup homework.  If the extended illness results in an absence of more than two 
weeks, a homebound tutor will be available.  Please contact the school office. 
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Resources and Supportive Services for Students With Excessive Absences:   
The following resources and supportive services are available to students with attendance problems and their 
parents or guardians:  conference with school personnel; social workers and psychologists; schedule or 
program changes, referral to community agencies for appropriate services. 
 
Tardiness:   
If a student arrives to school after 9:15 on Wednesdays or 9:05 a.m. on other school days, parents must 
escort the student into the office and sign the student in.  Students should receive a tardy pass from the office 
to give to their teacher.   
 
Vacations:   
Every effort should be made to not have students miss school for vacation purposes.  When absence occurs 
due to a vacation, students will not receive homework in advance.  Experience has shown that it is difficult at 
best for a teacher to accurately predict what homework will be and for students to do homework properly on 
vacation.  Upon return to school, students will receive make-up work and an appropriate due date. 

Withdrawal/Transfer From School 
Please notify the office as soon as possible if your student will be withdrawing from school.  The office will 
request the following information in writing:  the student’s last day of attendance, the student’s new home 
address, and the name and address of the student’s new school.  A student transfer form along with the birth 
certificate, student’s immunization records and current physical exam is given to the parent to give to the 
student’s new school.  Upon receipt of a request for records from the new school, the office will send the 
students academic and health records. 
 
 
 

Behavior of Students 
 
Philosophy: 

�  Longwood staff will establish and teach the behavioral expectations.    
�  Students are responsible for their own behavior. 
�  Student behavior is the shared concern of staff, students, and parents. 

 

We believe and expect that all students will behave appropriately at school.  Our goal is to provide an 
organized and positive learning climate for all students and staff.  The Longwood staff helps students 
develop intrinsic, responsible behavior through approaches that are built on clear expectations, choices, 
natural and logical consequences with an emphasis on student growth and learning.  A learning community is 
respectful or each others’ learning and responsible for their own behavior.  We expect students at Longwood 
to participate fully in the learning community and not disrupt the learning of others.  

 
Longwood Lion Character Traits: 
 

Longwood Lions Lead by: 
Being Safe  

Being Responsible 
           and  Being Respectful 

 

The Longwood Lion Leader Program focuses on students learning to be safe, responsible and respectful.  
This building-wide program extends from Kindergarten through Fifth grade.   
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Cool Tools: 
Cool tools are positively stated (what the student should be doing) expectations of every area in the school.  
It is a shared responsibility between teachers, school staff, and parents, to teach these expectations and it is a 
student responsibility to learn them over time.  Having these expectations in a table give consistency in how 
the positive behaviors are taught to students.  The Cool Tools Matrix is displayed below. 
 
 

 
 



 14 

Longwood Leader Program 
All Longwood staff members teach and discuss the character traits of cooperation, respect, friendship, 
fairness, perseverance, honesty, giving, responsibility, and self-discipline.  Monthly Spirit Day Assemblies 
are held to teach about the Leader traits and recognize our classroom Longwood Leaders. Parents and 
families are invited and encouraged to celebrate these leaders with us monthly.   
 
Breakfast of Champions   
Longwood Leaders from the Fall and Spring semester are recognized at our twice yearly Breakfast of 
Champions.  Parents and family members attend to join us in honoring students that have earned the status of 
Longwood Leader at this breakfast.  
 
High Fives 
As staff teach expectations for specific areas around the school, students will receive high fives in 
recognition for meeting these expectations.  These high fives will be displayed in the school and the grade 
level with the most high fives will be given a small incentive. 
 
Inappropriate student behavior 
Any action that demonstrates a clear and present danger to the safety and well-being of the students and staff 
will be subject to district policy.  Any behavior not conducive to a positive learning community will be 
addressed by the administration.  This includes physical or verbal aggression, bullying, harassment or racial 
slurs.  These behaviors will not be tolerated.  School Administration will investigate the incident, issue the 
appropriate consequence and notify parents when necessary.   
 

·  Fighting or Other Acts of Physical Aggression 
Fighting at school cannot be tolerated.  When such an event occurs, a thorough investigation of the 
activity is conducted by the administration and discipline is issued to all participants. 

 
·  Advice to students:  

If you are approached by another student who hits you or threatens you and wants to fight, walk away 
and tell the nearest staff member, classroom teacher,  or go the principal’s office to report this 
information.  Do not involve yourself in a fight.  We caution all students and parents that involvement 
in a fight (regardless as to who hit first) will result in serious disciplinary consequences.   

 
·  Sexual Harassment 

Incidences of verbal or physical harassment will be thoroughly and discreetly investigated.  Parents 
of all parties shall be contacted about disciplined reports.   
 

·  Racial Incidents or Slurs 
All students are valued members of our school community and should feel that the learning 
environment is safe and accepting.  Longwood does not tolerate racial, ethnic or religious slurs, 
derogatory comments, innuendoes, or any other related action.  
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Longwood Calendar of Events 
 

August 
  Thursday 8/13 New Family Orientation      7-8pm 
  Monday 8/17 Back to School Party      3-5pm 
  Thursday 8/20 Classes Begin       9:05am 
  

September 
  Friday  9/4 Spirit Assembly       9:15am 
  Monday 9/7 No School, Labor Day      All day 
  Tuesday 9/8 PTA Meeting       6:30pm 
  Thursday 9/10 Curriculum Night       6:30-8:00pm 
  Friday  9/25 3rd Grade Curriculum Party (Treasure Hunt)    2:30-3:15pm 
   

October 
  Friday  10/2 Spirit Assembly       9:15am 
  Wednesday 10/7 Family Reading Night      6:30-8:00pm 
  Monday 10/12 No School, Columbus Day      All day 
  Tuesday 10/13 PTA Meeting       6:30pm 
  Wednesday 10/14 No School in P.M. (School Improvement Planning)   12:05pm 
  Friday  10/16 5th Grade Curriculum Party (Health & Fitness)   2:30-3:15pm 
  Friday  10/16 Fall Picture Day       TBA 
  Friday  10/23 End of 1st Quarter       All day 
  Mon-Fri 10/26 Red Ribbon Week      All week 
  Tuesday 10/20 4th Grade Curriculum Party (Respiratory System)   2:30-3:15pm 
  Friday  10/30 Family Fun Night (Fall Festival and Parade)    6:30-8:00pm 
  Friday  10/30 Report Cards Sent Home      End of Day 
 

November 
  Wednesday 11/4 Parent-Teacher Conferences     4:30-8:00pm 
  Friday  11/6 Spirit Assembly       9:15am 
  Tuesday 11/10 No School, Parent-Teacher Conferences    8:00am-8:00pm 
  Wednesday 11/11 No School, Veteran’s Day      All day 
  Tuesday 11/17  PTA Meeting       6:30pm 
  Friday  11/20 Picture Retake Day      TBA 
  Wed-Fri 11/25 No School, 11/25 – 11/27, Thanksgiving Break   All day 
 

December 
  Wednesday  12/2 Band & Orchestra Concert at Waubonsee Valley High School  TBA 
  TBA  TBA 2nd Grade Curriculum Party (Going Global)    2:30-3:15pm 
  Friday  12/4 Spirit Assembly       9:15am 
  Tuesday 12/8 PTA Meeting       6:30pm 
  Tuesday 12/11 1st Grade Curriculum Party (Holidays Around the World)  2:30-3:15pm 
  Friday  12/14 Kdg. Curriculum Party (Five Senses)    2:30-3:15pm 
  Mon-Fri 12/21 No School, 12/21 – 1/1, Winter Break    All day 
 

January 
  Monday 1/4 School Resumes       All day 
  Friday  1/8 Spirit Assembly       9:15am 
  Tuesday 1/12 PTA Meeting       6:30pm 
  Wednesday 1/13 Family Math Night      6:30-8:00pm 
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  Thursday 1/14 End of 1st Semester and End of 2nd Quarter    All day 
  Friday  1/15 No School, Teacher Work Day     All day 
  Monday 1/18 No School, Martin Luther King Day    All day 
  Thursday 1/21 2nd Grade and Chorus Concert     7pm 
  Friday  1/22 5th Grade Curriculum Party (World Fair)    2:30-3:15pm 
  Friday  1/22 Report Cards Sent Home      End of Day 
  Friday  1/29 Breakfast of Champions      8:00am-9:00am 
 

February 
  Tuesday 2/2 No School, Parent-Teacher Conferences (by special request)  1:00pm-8:00pm 
  Friday  2/5 Spirit Assembly       9:15am 
  Tuesday 2/9 PTA Meeting       6:30pm 
  Friday  2/12 4th Grade Curriculum Party (Math Day)    2:30-3:15pm 
  Friday  2/12 Kdg. Curriculum Party (100th Day of School)   2:30-3:15pm 
  Monday 2/15 No School, President’s Day     All day 
  TBA  TBA 2nd Grade Curriculum Party (Theme TBA)    2:30-3:15pm 
  Wednesday 2/24 Open House (families welcome to share student’s learning)  6:30pm-8:00pm 
  Friday  2/26 No School, Institute Day      All day 
   

March 
  Mon-Fri 3/1 ISAT Testing, 3/1 – 3/12, (Please keep students in school)  All day 
  Tuesday 3/9 1st Grade Curriculum Party (Human Body)    2:30-3:15pm 
  Tuesday 3/9 PTA Meeting       6:30pm 
  Friday  3/12 Spirit Assembly       9:15am 
  Wednesday 3/17 4th & 5th Grade Chorus Concert     TBA 
  TBA  TBA 4th & 5th Grade Band and Orchestra Concert    TBA 
  Friday  3/26 Report Cards Sent Home      End of day 
  Monday 3/29 No School, 3/29 – 4/2, Spring Break    All day 
 

April 
  Friday  4/9 Spirit Assembly       9:15am 
  Tuesday 4/13 PTA Meeting       6:30pm 
  Thursday 4/14 Family Fun Night       6:30pm-8:00pm 
  Friday  4/16 No School, School Improvement Day    All day 
  Friday  4/30 Volunteer Appreciation Breakfast     8:00am-9:00am 
  Friday  4/30 Kindergarten Concert      2:30pm 
  TBA  TBA Parents of 5th Grade Students: Middle School Orientation  TBA 
 

May 
  TBA  TBA 5th Grade Rush Copley Field Trip     TBA 
  Monday 5/3 Teacher Appreciation Week, 5/3 – 5/7    All week 
  Tuesday 5/4 PTA Meeting       6:30pm 
  Friday  5/7 Spirit Assembly       9:15am 
  Tuesday 5/11 3rd Grade Curriculum Party (Simple Machines)   2:30-3:15pm 
  Wednesday 5/12 New Kindergarten Student Parent Orientation   5:00pm-7:30pm 
  Friday  5/14 No School, School Improvement Day    All day 
  Friday  5/21 Breakfast of Champions      8:00am-9:00am 
  Friday  5/21 Field Day       All day 
  Monday 5/24 Rain Date for Field Day      All day 
  Friday  5/28 Classes End       10:10am 
  Friday  5/28 Report Cards Sent Home      10:10am 
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Communications 

Handbook from District 204 
Indian Prairie School District #204 provides a parent/student handbook that contains information pertinent to 
the entire school district organization. The district handbook will be posted online at www.ipsd.org.  A hard 
copy can be requested through the office.   
 
Emergency Contact Information 
It is of the utmost importance that your emergency telephone numbers listed on the registration and health 
forms are current.  As changes occur during the year, please contact the office to revise information 
including medication changes and phone numbers.  Please remember that the Student Health Information 
card asks for two people in the nearby area to contact in the event of an emergency if parents cannot be 
reached.  Working parents must give us current work numbers where they can be reached. 
 
In case of accident or illness of a student at school, this procedure will be followed: 
 

1. Provide immediate first aid. 
2. Telephone parent. 
3. Contact school nurse (depending on the severity). 
4. If parents are unavailable, telephone the emergency contact. 
5. If the parents and emergency contact are unavailable, and the situation necessitates it, 911 will be 

called.  Indian Prairie District 204 does not assume any financial obligation. 
 
Messages/ Telephone use  
One of our primary goals is to provide a learning environment free from disruption.  It is for this reason that 
parent cooperation is requested. Students need to be aware of their dismissal procedures, after school events, 
and other special arrangements BEFORE coming to school in the morning. 
 

Please note the following: 
 

1.   Students should not expect to use the telephone at school. 
2.   Students will not be called from class to answer the telephone. 
3.   Messages will not be delivered unless it is an emergency situation. 
4.   Plans for after school should be made before school. 
5.   Teachers will not be called from class. 
6.   Teachers will not receive phone calls in their classrooms during instructional times. 
 
Oh No Table 
The office does not make intercom interruptions to the classroom to announce that a student’s forgotten item 
has arrived in the office.  Students who forget homework, instruments, lunches, etc., will assume 
responsibility for checking the “Oh no” table outside the office (when their teacher gives them permission to 
do so) to see if a parent has dropped off forgotten items.  Some teachers may allow students to call parents 
from classroom phones provided it does not disrupt instruction.  If students do call, students will need to say, 
or include in their recorded message, specifically what they need.  Classroom phones have their ringers 
turned off during the day. 
 
Forgotten items should be delivered to the “Oh no” table outside of the office labeled with your student’s 
name and classroom teacher’s name.     
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Publicity of Student Pictures 
From time to time your student’s photograph/picture may appear in publications of an in-district or out-of-
district nature such as newsletters, school newspapers, yearbooks, newspapers, videos, and/or brochures.  If 
you do not wish to have your student appear in such publications, you must notify the office in writing.  In 
the absence of such written prohibition on file with the office, the school will not limit the use of your 
student’s photograph/picture in either in-district or out-of-district publications. 
 
Release of Information 
Note to Divorced or Separated Parents – Copies of all correspondence and reports (reports or records which 
reflect the pupil’s academic progress, reports of the pupil’s emotional and physical health, notices of school-
initiated parent-teacher conference, notices of major school-sponsored events such as, Curriculum Night, 
Open House, and Student Programs, which involve pupil-parent interaction, and copies of school calendar 
regarding the student) may be provided to both parents of a student whose parents are divorced or separated.  
Such copies shall be provided by mail when they are requested by either parent, unless there is a court order 
to the contrary. 
 
School Communications 
A variety of regularly scheduled communications are used to keep parents informed about our Longwood 
community in general and their student’s progress in specific. 
 
 Report Cards - distributed at the end of each quarter 
  

Progress Reports – distributed at the mid point of each quarter 
 
Parent/Teacher Conferences - scheduled twice during the year (possible any time per parent or 
teacher request) 

 
 Grade Level Newsletters – weekly or monthly depending upon grade level  
    

Backpack Mail - Informational items, and school schedule reminders will be sent home as 
appropriate.  Please check your student’s book bag each day.    
 
E-mail and phone messages - Parents may leave a message for a teacher on his/her voice mail.  
Please be aware that teachers do not check their messages until the end of the day and cannot return 
messages until then.  Parents can also email their student’s teacher using: 
firstname_lastname@ipsd.org.   
 
Connect Ed – Longwood and District 204 use the Connect-ED service (an automated notification 
system) as part of its school-to-parent communications.� � Connect-ED allows the district to send 
phone messages in an emergency and also provides schools with a way to keep parents informed by 
sending messages to families regarding school programs, testing schedules, school events and other 
announcements.  It is very important that we have you most current contact information on file.  Help 
us ensure that we can reach you. 

 
 
School and Office Hours (Read the important changes listed below) 
District 204 is adjusting the starting time for students on Wednesday mornings for the 2009-2010 school 
year. We believe this change will benefit our students through providing school-wide professional 
development opportunities for our teachers.   
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This set block of time for teachers to work collaboratively on improving student learning will occur each 
Wednesday before school. Elementary teachers will have 75 minutes before school. The start of the school 
day will be adjusted slightly on Wednesday mornings to accommodate this program. 
 
On Wednesdays, elementary schools will start at 9:15 a.m. instead of the 9:05 a.m.  A second adjustment for 
Longwood will be opening the school doors at 8:50 a.m. instead of 8:45 a.m. on the remaining school days 
which is consistent with other elementary schools in the district. 
 
Students will be allowed into their classes 10 minutes after the doors open, and the Student Patrol will 
continue to help supervise students in the common areas while they are waiting to enter their classrooms. 
 
The district is assisting elementary parents who might not have flexibility in their morning schedules on 
Wednesdays.  If the change to arrival presents a hardship for you, please notify me as soon as possible.  We 
will arrange for supervision of students on Wednesday mornings for those additional 10 minutes. 
 
Please review the 2009-2010 schedule below: 
 
     Wednesdays        Other School Days 
 
  Grades K -  5                9:15 – 3:35   9:05 -  3:35  
  1st Bell           9:00         8:50 
  Tardy Bell            9:15         9:05 
  Dismissal Bell           3:35         3:35 
 
All students should arrive on school grounds after 9:00 a.m. on Wednesdays and 8:50 a.m. on other school 
days.  Teacher and Student Patrol supervision does not begin until that time.  Students will enter the building 
and go directly to their lockers until teachers take classes into their classrooms.   
 
Any students that may arrive prior to 8:50 a.m. are to wait outside the building on the blacktop area.  There is 
NO supervision provided before 8:50 a.m.  IT IS NOT SAFE FOR STUDENTS TO BE ON THE 
PLAYGROUND ALONE.  For purposes of intramurals, band, chorus or orchestra, or with special faculty 
permission, students may enter the building early. 
 
The Longwood School Office is open each day from 7:45 a.m. to 4:15 p.m.  Our school office telephone 
number is 428-6789.  If you need to leave a message for the office, please call 428-6791. If you need 
immediate assistance, please phone the school office after 7:45 a.m.   
 
 
Website 
The Indian Prairie School district encourages you to visit their web site for district-wide information.  The 
district website can be found at:  http://ipsdweb.ipsd.org .  The Longwood web site can be found at:  
http://longwood.ipsd.org . 
 
 
 
 
 
 
 
 
 



 20 

Emergency Drills 
 

Bus Evacuation Drills 
First Student will conduct bus evacuation drills with all students.  The school will also conduct a bus 
assembly for students that ride the bus to review expectations on the bus. 
 
School Safety, Fire and Tornado Disaster Drills 
A sufficient number of drills will be held during the year in order to familiarize the students with the fire and 
tornado alarm sound and procedures.  In addition, school safety practice drills will be held each year. 
 
 
 
 

Extra Curricular Activities 
 
Activities at Longwood 
Intramural  and other activities are offered to intermediate Longwood students.  The specific intramurals 
offered vary from year to year and can include field hockey, soccer, kickball, volleyball and football.  Other 
activities available will include chess club, book clubs, and chorus.  Watch for more information sent home 
throughout the school year. 
 
Book Fair   
Fall and Spring book fairs provide funds to purchase books and other needed materials for our Learning 
Media Center and the educational programs at Longwood in general.  
 
District 204 E-folder 
District 204 is doing its part to go "green" by changing the way community flyers are distributed to students. 
In the past, community groups provided paper copies for distribution via backpacks at the elementary level. 
In 2007-08, the district distributed more than 3 million pieces of paper on behalf of community groups.  
 
With the launch of District 204's e-Folder, Indian Prairie is introducing an eco-friendly online distribution 
system that saves resources and time required to sort and handle materials. 
 
There are many outside organizations that offer programs for elementary students outside of Longwood.  The 
E-folder can be found on the District 204 website and the link is posted below: 
 

http://ipsdweb.ipsd.org/eFolder.aspx 
 
Fine Arts Festival 
District 204 is committed to fine arts.  A district-wide celebration is held in May.  Many types of art work are 
displayed for viewing.  Performances from band, orchestra and chorus are also included.    
 
Spirit Days 
Tradition at Longwood is for the first Friday of each month to be School Spirit Day.   On these days we dress 
in our school colors of red and blue. School T-shirts and sweatshirts will be available for purchase from the 
PTA to wear on Spirit Day.  Please know that anything red and/or blue is appropriate for these days.  We are 
celebrating being part of a great school and school community! 
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Health 
 
Communicable Disease Policy 
The Board has adopted a policy (500.84) that delineates the steps taken if a student or 
employee is suspected of having or has a confirmed case of any communicable disease. The 
policy is based on seeking professional medical opinions and recommendations. The nurse shall 
be notified of all communicable diseases. 
 
Disease  Exclude from School   Duration 
 

Chicken Pox    Yes     24 hours after last pox scabs over 
Fifth Disease    Yes     Until diagnosed 
Hepatitis    Yes    Readmitted with doctor’s permit 
Impetigo    Yes    Until under a doctor’s care 
Measles *    Yes     4 days after appearance of rash 
Meningitis    Yes     Readmitted with doctor’s permit 
Mononucleosis   No     Diagnosis from physician needed 
Ringworm    Yes     Readmitted with doctor’s permit 
Scarlet Fever   Yes     Readmitted with doctor’s permit 
Strep Infections   Yes     Until 24 hours after start of medication 
 
*All non-immunized children must be excluded from school and a written notice sent to parents stating that 
the child is excluded until acceptable proof of immunity is presented or until twenty-one days after the onset 
of the last reported case of measles. 
 
Conjunctivitis:   All children with tearing, irritation, and/or redness of one or both eyes will be sent home 
until a physician deems a child is non-contagious, or the child has been on medication for twenty-four (24) 
hours. 
 
Fever:  The most common cause of fever in children is infection. Children with fevers over 100º will be 
considered contagious and should be kept at home. 
 
Lice:  Children with lice, nits, or egg cases will be sent home. Treatment for lice should be under the 
direction of a physician. Children must be free of nits, lice, or egg cases for re-admittance to school. 
 
Rash:  All children with undiagnosed rashes will be sent home until the rash is diagnosed and a physician 
deems the child is non-contagious. 
 
Health Policies 
The health policies listed below are recommended by the DuPage County Health Department and are 
followed at Longwood Elementary School to maintain a safe and healthy school environment: 
 
1. If your child is running a fever, the health department recommends the child’s temperature be normal 

(98.6 F) for 24 hours before returning to school. 
 
2. Do not send your child to school with a consistent cough or runny nose, as this infects other children. 
 
3. Keep children home for 24 hours after vomiting and flu symptoms subside.  This helps to ensure a 

healthy reentry into the classroom. 
 
4. Please report all cases of strep throat and strep-related infections to the school nurse or health aide. 
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5. All communicable diseases (chicken pox, head lice, impetigo, mumps, measles, etc.) are required to 

be reported to the school nurse.  There are specific requirements and regulations for readmission to 
school after communicable diseases. 

 
6. Please do not send children to school with diarrhea or vomiting. 
 
7.   A student who has been absent from school for more than 5 days or who has a communicable disease 

must present a physician’s release for readmission to school. 
 
8.   If a rash is present, it needs to be evaluated by a physician.  A diagnosis of the underlying cause 

should be elicited before readmittance to school. 
 
9.  If there are signs of conjunctivitis (“pink eye”) with matter/drainage in one or both eyes, itching, 

redness, or crust on the eyelid, the child needs to be evaluated by a physician.  Antibiotic therapy 
needs to be maintained for 24 hours before readmittance to school. 

 
10. Parents must report absences to the office by 9:30 a.m.  
 
11. Please keep your emergency phone numbers and contacts updated! 
 
Again, your help and cooperation in maintaining a healthy school environment is most appreciated.  If you 
have questions, please contact our School Nurse or our Health Aide 
 
Medication Policy 
In the event that your child needs to take doctor prescribed medication during school hours, you will have the 
option of having district personnel administering the medication, with the written consent and instructions of 
your physician, or requesting that your child will be allowed to self administer daily dosages. 

Administration of Medication by District Personnel 
 

The administering of prescribed medication during regular school hours is contingent upon the 
following regulations: 

 
1. The student’s physician must provide written orders to the school specifying the student’s name, 

the medication, the purpose of the medication, the correct dosage, the time the medication is to be 
administered, any side effects and an emergency number where the physician can be reached. 

2. The student’s parent or guardian must request in writing that the school district comply with the 
physician’s orders. 

3. The medication must be brought to the school office in a pharmaceutical container labeled with 
the student’s name, name of the medication, the dosage and all pertinent instructions.  A 
maximum of one-week supply of medication may be sent to school at any one time.  The 
container should be sent to the school at the beginning of each week.  The empty container will be 
sent home with the student at the end of each week. 

 
The student’s parent or guardian must renew written orders for continuing medication at the beginning of 
each school year, whenever the medication or it’s dosage is changed, and when asked to do so by the school 
nurse. 
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Self-Administration of Medication 
 
The following procedure applies when a parent or guardian chooses to have his/her child self- 
administer medication. 

  
1. The responsibility for administering medication rests with the student’s parent(s) or guardian(s). 
2. Parents are requested to inform the school in writing that their child will be self-administering 

medication, indicating the type of medication and the time it will be self administered. 
3. A one-day dosage of the medication will be sent to school in a labeled pharmaceutical container. 
4. The medication will remain in the possession of the child at all times. 
5. The child will be responsible for taking the medication at the prescribed time. 
6. The classroom teacher will give the child the opportunity to take the medication. 

 

There will be no monitoring or other involvement by school personnel concerning the self-administration of 
medication. 

Nurse 
A health aide and/or nurse will be available on a daily basis.  If a student becomes ill in school he/she will be 
sent to the nurse’s office.  The nurse or health aide will decide the appropriate care.  She may suggest that a 
student go home for the day or that parents follow up with their child’s doctor.  Our nurse’s office cannot be 
used as a health clinic.    
 
Nothing can replace the touch of a parent’s tender loving care.  Any injuries or illnesses that occur at home, 
should be handled at home or with your child’s doctor.   
 
In case of accident or illness of a student at school, this procedure will be followed: 

1. Provide immediate first aid. 
2. Telephone parent. 
3. Contact school nurse (depending on the severity). 
4. If parents are unavailable, telephone the emergency contact. 
5. If the parents and emergency contact are unavailable, and the situation necessitates it, 911 will be 

called.  Indian Prairie District 204 does not assume any financial obligation. 
 
 
Readmission to School Following an Illness 
A student who has been absent from school for five (5) days or more, or who has had a communicable 
disease must present a physician’s release before being readmitted to school. A student who has been absent 
for less than five (5) days may be readmitted to class with a written excuse from his/her parent(s) or 
guardian(s).  Children shall be readmitted to school according to the isolation/exclusion requirements in 
Rules and Regulations for the Control of Communicable Diseases, published by the Illinois  Department of 
Public Health. 
 
 
Student Insurance 
Student insurance will be available in the school office after the first day of school.  Follow instructions 
provided on the insurance envelope. 
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Longwood Elementary Policies 
 
Appearance 
A student’s dress and grooming must not disrupt the educational process, interfere with the maintenance of a 
positive teaching/learning climate or compromise reasonable standards of health, safety, and modesty as 
determined by school administration. 

Birthdays 
Birthdays are important days for children and we want to celebrate each student on his/her day.  During 
morning announcements each student with a birthday that day is announced and invited to the office to 
receive a birthday pencil.   
 
Please do not send birthday treats.  Due to student food allergies, food items are not allowed for student 
birthdays.  Longwood staff encourage parents to donate a birthday book to the LMC or game to the 
classroom. Contact Julie Kresl, LMC director about the book club.  Please note that any birthday activity or 
contribution is completely optional. 
 
Birthday invitations must be delivered outside of school.  Teachers are not allowed to place invitations in 
back packs.   
 
Cell Phones and Electronic Items 
Students may possess cell phones and electronic items while in school or on school property, but they must 
remain completely off, concealed and be used only before and after school.  Caution:  Student lockers do not 
have locks.  During the school day cell phones must be turned off.  Cell phones and electronic items that are 
seen, heard, or in use will be taken and parents will be requested to pick the phone up at the end of his/her 
school day.  Phones will not be sent home with students at the end of the day. 
 
Integrated Pest Control 
Public Acts 91-0099 and 91-0525 require Integrated Pest Management (IPM) for all Illinois public schools.  
IPM is a method for managing pest damage with the least possible hazard to people, property and the 
environment.  This method for managing pests includes the careful use of pesticides; i.e. insecticides, 
herbicides, rodenticides and fungicides.  IPM also requires that parents or guardians have prior notice of 
pesticide applications.  In order to provide timely information to parents or guardians who would like to be 
notified about pesticide applications, every School District #204 building develops a yearly registry.  Notice 
will be given to parents and guardians who are on the registry.  Forms are available at the  school.  If you 
have questions, please contact the Director of Building Operations, at 375-3000. 
 
Lost and Found   
Please clearly label your student’s clothing, lunch box, backpack and other articles with his/her full name.  
Remind your student to check with the office for lost items.  Feel free to come in to look for any lost items.  
All unclaimed lost and found items will be donated to charity at the end of the school year.   
 
Money and Valuables 
Please do not send toys, money, radios, ipods, video games, Poke’Mon cards  or any other item valued by 
you and/or your student to school.  Longwood is not responsible for lost or stolen items.  These items have 
also proven to be a distraction and are virtually impossible to recover if they are missing.  A great deal of 
time can be spent settling disputes related to lost or damaged items that are inappropriate to bring to school.  
Your help in this area is greatly and sincerely appreciated. 
 



 25 

Important:  Any money sent to school for field trips, book orders, etc. needs to be put in a sealed envelope 
marked with the student’s name, teacher’s name, purpose of the money being sent in, and the amount 
enclosed. 
 
“Outerwear” During The School Day 
Unless there are special circumstances, students are not allowed to wear coats, hats, sunglasses or any similar 
articles, inside the building, during the school day. 

 
Threats and Safe Schools 
With episodes of violence in some schools across the nation, we intend to take threats seriously.  We caution 
all students that threats may result in serious disciplinary consequences.  Police investigation, arrest, 
suspension, and recommendation for expulsions may be warranted. 
 
Vandalism 
One trait of a good citizen is pride.  Each student should take pride in his/her school.  It is important that 
students think and act responsibly within the community as well as on school grounds.  Conduct which is 
detrimental to school property is unacceptable and will result in disciplinary action and restitution. 
 
Visitors 
All visitors, including parents, are required by state law to report to the office upon entering the building.  
Everyone must sign in/out and state the purpose of his/her visit.  Each visitor will be issued a visitor’s tag to 
wear while in the building.  During the school day, all doors will be locked, and a buzzer system will be 
utilized for building entry.  The buzzer is located at the main doors. All persons are required to make prior 
arrangements before visiting a teacher and/or classroom.  It is most important that the classroom instruction 
not be interrupted for individual concerns. 
 
Volunteers 
One of the most important action that a parent can take to show the importance of school, is to be at school.  
Volunteering in some ways, shows your student that you think Longwood is an important place to be.  Find 
some way to volunteer, even briefly at school.  Volunteers can work in the LMC (library), office, copy 
papers, read to students, coordinate classroom parties, help with Breakfast of Champions, attend PTA, etc.  If 
you want to volunteer, we will find a job for you.  If you only have one afternoon in the whole year that you 
can volunteer, we still need you.   

Water Bottles 
Students are permitted to bring water bottles to school on hot days.  Bottles that pose a distraction (used to 
squirt others, etc.) can be removed by a teacher.  In such cases, the water bottle will be returned to the 
student at the end of the day.  Students without water bottles will be allowed appropriate access to water 
fountains.   
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Lunch, Recess, Breakfast and Snacks 
 
Breakfast 
Researchers continue to point to the link between good nutrition and education.  It has become clear that 
children who routinely start their day with a good breakfast will learn healthy eating habits that will serve 
them for a lifetime.  Nutrition affects a student’s ability to think, learn, grow, and develop into healthy adults.   
Eating breakfast at school helps children perform better, it improves children behavior and learning 
environments.   
 
Longwood Elementary School offers a “ grab ‘n go” breakfast program which includes milk and a breakfast 
bar.  Students will be able to eat their breakfast upon arrival to school prior to the start of the school day.   
Breakfast will be served in the main hallway between 9:00 a.m. - 9:10 a.m. on Wednesdays and 8:50 a.m. 
and 9:00 a.m. on other school days.  Breakfast is not available after the school day starts.   
 
Students who are on the Illinois Free Lunch Program will also be able to participate in the Breakfast 
Program for free and will not need to sign up for this program.   
 
Students who are not on the Illinois Free Lunch Program can purchase a breakfast card for their student in 
through their meal cards for $1.50 a day.   Breakfasts will meet USDA guidelines     
 
Behavior in the lunchroom 
Good manners are required.  Our goal is to create a safe and enjoyable environment for all.  For the safety of 
everyone in the lunchroom, the intercom and two-way radios must be able to be heard at all times during the 
lunch periods.  Please review these rules with your student.   
 
Students are also expected to follow the rules below when in the lunchroom: 

·  Walk in the lunchroom. 
·  Remain in your seat unless you receive permission to leave. 
·  Talk quietly. 
·  Raise your hand and wait for help. 
·  Never throw food or other objects. 
·  Clear the tables and floor in your area. 
·  Stop talking when directed by the lunchroom supervisors.   
·  Follow dismissal directions. 

 
Free  Lunch Program  
Parents may contact the office at any time to receive an application form for free lunches and free milk.  
District 204 participates in the federally funded program to supply free lunch and milk to children of families 
whose gross income qualifies them for such assistance. 
 
Mealpay Plus 
We are thrilled to announce that Longwood Elementary School now offers Mealpay Plus 
(www.mealpayplus.com), a state-of-the-art online service that offers you the convenience and 
information you need to manage your student’s meal account. THIS WILL REPLACE CAFÉ PREPAY FOR 
YOUR ON-LINE PAYMENTS.  
 

This system will eliminate the need to send checks to school or worry about 
 lost or forgotten lunch money, and speeds up serving lines in the cafeteria. 
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At no cost, Mealpay Plus allows any family to: 
 

• Create a free, secured account to manage all of your student's accounts 
• Check your student’s current account balance 
• Monitor the items your student has been purchasing in the cafeteria 
• Create settings to receive email notifications when the account reaches a low balance 
For a small program fee, Mealpay Plus allows any family to: 
• Make a prepayment into your student’s meal account using a check, credit card 
(MasterCard/Visa), or debit card at www.mealpayplus.com or by calling 866-260-6822. Funds 
deposited through Mealpay Plus are usually available for student use within a matter of minutes. 
• Create settings to automatically replenish your student’s account when it reaches a low balance 
 
You will need to establish a new account on Mealpay Plus. Your student’s balances have been 
transferred, but you will need to create an account.  We strongly encourage all parents (even if you do not 
prepay for your student’s meal account) to create an account at no cost through www.mealpayplus.com. 
 
To create a new account, follow the onscreen directions and register your student using their Student ID 
number. You can obtain your student ID number by contacting the main office. 
 
For those who do wish to prepay into their student’s meal account, Mealpay Plus offers several convenient 
ways to do so by visiting www.mealpayplus.com or calling 866-260-6822 from anywhere, at anytime. 
 
Nutritious Snacks 
Snack time occurs daily and at times designated by the classroom teacher.  This is completely voluntary, and 
you may decide whether or not to have your student participate.  Please help us educate students about 
healthy living by providing healthy snacks.      
 
Playground Expectations 
The Longwood playground is open to students to use during their lunch recess and at other supervised times.  
To ensure safety and proper supervision, no other children should be present on the playground during 
school hours.   

A fifteen minute recess is held each day.  During the winter, students will go outside for recess if the wind 
chill index is zero degrees or above.   Students are expected to dress appropriately for winter recess with 
hats, gloves, boots, and winter coats.  All students participate in recess. 

In the event your child is recovering from illness or you have concerns regarding recess participation, you 
may request, in writing, he/she not participate in recess for up to 3 days.  After the third day, a doctor’s note 
is required for exclusion. 

Expected behavior: 

Students are also expected to follow the rules below whenever on the playground: 
·  Swings are to be used in a sitting position only. Students are not to lie, stand, or twist in the swings. 
·  Jumping from swings is not allowed. 
·  Only one person is allowed on a swing at a time 
·  Walking up slides or jumping off slides is not permitted.  Students must go down slides in a “feet 

first” position. 
·  Students may not walk across the top of the monkey bars. 
·  Students may not throw sand or wood chips. 
·  Except for supervised games of “tag” or “touch football”, physical contact of any type is not allowed.  

Main areas of concern are tackling, pushing, hitting, “piling on”, etc. 
·  Rude language and name calling are prohibited.   
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·  Students are encouraged to remind each other to play safely. 
·  Students must proceed to their designated class lines as soon as they hear the signal. 
 

Parents should also follow these rules when playing “at the park/playground” after hours as the consistency 
will help children follow the rules.  Anytime that a child is on the playground during non-school hours, it is 
expected that parents or an adult will be supervising them.  NO supervision is available before or after 
school.   

 
 
 

Parent-Teacher Association (PTA) at Longwood 

PTA 
The Longwood PTA, an affiliate of both the Illinois and National PTAs, seeks parent membership and 
support in the many projects, events, and activities throughout the year.  A list of these will be provided to 
you.  There will be a PTA representative at the Curriculum Night in September.  Please stop by the table, 
join PTA, and pick up a volunteer sheet.  Longwood is also represented on the District #204 Indian Prairie 
Parents Council (IPPC) which works for the betterment of the entire school district.  PTA meetings are held 
in the LMC at 6:30 pm. See the calendar at the beginning of this handbook for meeting dates. 
 
Assemblies   
These are financially supported primarily by the PTA.   Parents are always welcome to attend. 
 
Family Fun Night 
Fun nights for parents and students to participate in a variety of activities are scheduled throughout the 
school year.  

 
Field Day 
This is an all-school fun event celebrating the end of the year.  Activities are coordinated with skills students 
have learned in P.E. class throughout the year.   
 
Newsletter   
The newsletter is published monthly and is posted on the school’s website.  Paper copies of the newsletter 
are available in the office for families that may not have internet access.  Grade/class level news may come 
home separately. 
 
Officers for 2009-2010 

President:   Taneshia Davis 
1st V.P.:     Dina Z. Lohman 
2nd V.P.:    Richard D. Roberson 
3rd V.P.:     Julie Hannon 
Secretary:   Kathleen Gasser 
Treasurer:   Amy Wrigley 

    
Parties/Events 
Grade level parties are curricular focused to support academic areas studied within each grade level’s 
curriculum.  The grade level curricular parties are sponsored by the PTA classroom coordinators.   
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PTA Reflections Program 
The PTA Reflections Program challenges students to create art that supports a specific theme.  This program 
offers students the opportunity to create works of art for fun and recognition. Students in preschool through 
grade 12 are encouraged to submit works of art in four areas: literature, musical composition, photography, 
and the visual arts (which include art forms such as drawing, painting, print making, and collage).  Students 
participate in the Reflections Program by submitting entries to their school PTA. 

 
Volunteers 
Parent volunteers are needed to provide the programs listed above.  We need your help.  Please contact the 
school office if you are willing to volunteer. 
 
 
 
 

School Closings 
 
School Closing Information 
In cases of bad weather or dangerous road conditions, school closing will be announced in several ways 
including Connect Ed, the district and Longwood’s website, the district Information Line, the emergency 
closing center, and local TV and radio stations.    
 
Check the district’s website at: http://ipsdweb.ipsd.org .  The information will also be posted on Longwood’s 
website at:  http://longwood.ipsd.org .  The number to the district 204 Information Line is 630-375-3015.   
 
For emergency school closings, parents can find out about their child's specific school by calling the 
Emergency Closing Center Hotline at 1-847-238-1234.  Begin by dialing the Hotline number, then enter the 
Longwood’s main phone number: 630-428-6789.  Parents can also check the Emergency Closing Center's 
web site at:  http://www.emergencyclosingcenter.com/ecc/home.jsp 
 
You may tune to these TV stations:   Channel 2, Channel 5, Channel 7, Channel 9, Channel 32, or Naperville 
CLTV cable channel.  
 
Indian Prairie School District #204 uses the following radio stations to inform parents of such closings as 
quickly and as widely as possible: WGN 720 AM and WBBM 780 AM. 
 
 
It is important that once your contact information changes that you notify the office so that in the event of a 

school closing, Connect Ed will be able to contact you directly. 
 
 
Delayed Dismissal  
Although we hope it will not be necessary, it is possible that a “delayed dismissal” may have to occur during 
the school year.  A delayed dismissal is usually weather related – due to a tornado warning, lightning, 
blizzard or any other condition that might pose a safety concern to students. 
 
In a delayed dismissal, students will remain in the building until conditions are such that they may be safely 
dismissed.  Once the weather is clear, all remaining students will be released for the day by the principal or 
designee. Due to weather conditions that quickly arise, prior notification of a delayed dismissal due to an 
emergency situation is not possible.  
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Early Closing 
In the event of an early closing (sending students home after they have already been at school), the following 
procedure will be followed: 
 

1. As soon as the district-wide decision is made to close school early, it will be noted on the 
district website, the 204 Information Line (630.375-3015) and the local radio and TV stations.  
Connect Ed announcements will be sent out.  As extreme weather develops, you should 
monitor one of the afore mentioned stations.  Please do not call the school as the phone lines 
will be needed for outgoing calls. 

2. All students who are walkers will be kept safely at school until parents come into the building 
to sign out and pick up each student in their individual classrooms. 

3. Car pool parents may pick up students for whom they are an emergency contact by signing 
the student out in the office.     

4. The school office will make every attempt to contact all parents of bus students before 
allowing any child to ride the bus home to insure someone is at home to meet them. 

5. Students will be kept safely at school until a parent is contacted and arrives at school.  A 
parent who arrives at school after the main dismissal should report to the gym, or other 
designated area, to pick up his/her child. 

 
Our goal is student safety during early closings.  Your patience and consideration of these procedures during 
an early closing will greatly help our school staff. 
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