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Indian Prairie School District 204 
 

Mission Statement and Values 
OUR MISSION IS... 

● Inspire all students to achieve their greatest potential 
 
GUIDING PRINCIPLES: 
 
Students will be best prepared to achieve their greatest potential if equipped to: 

● Engage in relevant and rigorous learning 
● Live and work productively with others 
● Embrace their role and responsibility within their community and world 
● Value and respect self and others in a diverse society 
● Become lifelong learners 

 
We will best serve our students if our: 

● Schools, families and community are actively engaged in the district’s mission 
● Staff is highly skilled and motivated 
● Culture is characterized by high expectations and excellence 
● Schools are safe and caring places where all are valued 

 
 

 

 

 

The information presented in this handbook is considered accurate at the time of printing.  However, 
circumstances and school board policy could change after printing.  Parents and students will be notified 
through the school of any policy changes to the information in this handbook.  If you have any questions 

about the information in the handbook, please contact the school office. 
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Academics 
 
Field Trips 
Field trips provide a unique setting for learning. It is often one of the memorable parts of a student’s                   
education. 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. Free and reduced lunch waivers do not cover the cost of field trips. Please contact the principal                  
directly if financial assistance is needed so that your student may participate.  
 
Grading Scale 
The Indian Prairie School’s grading scale is as follows and is initiated in third grade: 
 

A 90-100 (Demonstrates Outstanding Progress) 
B 80-89 (Demonstrates Above Average Progress) 
C 70-79 (Demonstrates Average Progress) 
D 60-69 (Demonstrates Minimum Acceptable Progress) 
F 59 & below (Demonstrates Unacceptable Progress) 
 
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 electronics usage 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. 
 
Parent Involvement 
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               
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. 
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● We will provide assistance to parents/guardians in understanding the Common Core 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. 

 
Homework 
ELEMENTARY HOMEWORK STATEMENT 
 
The following information supports District 204’s Homework Policy 5100, current research, and the 
philosophy and practices of elementary school educators.  
 
Please keep in mind as homework is assigned and completed that homework benefits student learning when 
it connects to, not replaces, direct instruction.  It should be used for remediation, meaningful practice, and to 
expand concepts taught in the classroom. 
 
The following specifics support positive, productive homework as a tool for learning: 
 

▪ The “Ten Minute Rule” should be applied as a general rule for homework assignments; ten minutes 
multiplied by the grade level per night. (10x1 for first grade, 10x5 for fifth grade, etc.)  These 
minutes represent a total expectation from all teachers with which a child works but do not include 
independent reading.  The time requirements and the frequency of homework will vary according to 
each student’s abilities, grade level, and the subject matter; however, if a child is consistently 
devoting time beyond the “Ten Minute Rule”, parents should contact the classroom teacher. 
Workload adjustments, time management improvements, and/or motivation strategies are examples 
of ways to address such issues.  

▪ Projects assigned as homework should be included in the “Ten Minute Rule.” 
▪ Nightly study to include homework assignments should occur on weeknights only. Weekends and 

vacation periods will be avoided for specific assignments unless students are making up work 
previously assigned. Independent reading is encouraged on a routine basis, including over the 
weekend and during vacation periods. 

▪ Once homework is assigned the teacher is responsible for appropriate follow through until the 
assignment is completed with feedback offered in a timely fashion.  

▪ It is appropriate for parents to answer occasional questions or provide guidance regarding an 
assignment.  It is not appropriate for parents to do most of the assignment for their child.  It is not 
appropriate for an assignment to require a parent to be the primary instructor.   If parents feel that 
their child is particularly struggling with an assignment or is confused, parents should contact the 
classroom teacher. 
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▪ Teachers are beginning to explore alternatives to traditional homework assignments, such as online 
work, choice menus and experiences completed with parents or guardians. If you have any questions 
about this, please contact your child’s teacher. 

 
Make Up Work: 

▪ Make up work is determined by the teacher involved.  Considerations include length of absence and 
nature of absence. 

▪ When a student has been absent for three or more days, teachers will provide homework as 
appropriate given adequate time to prepare.  A teacher might advise alternative assignments such as 
keeping a journal and assigning some reading when appropriate.  Parents are asked to keep in mind 
that much of what happens in class (direct instruction, discussions, activities, informal assessing, 
group work, etc.) cannot be made up by sending paper/pencil work home.  

▪ Upon return from an absence, students will submit make-up work in a timely fashion, generally 
within one to two days for every day absent.  

▪ Make up work is not given to students ahead of time, mostly because teachers base their day to day 
lessons on how units of study are going and make adjustments along the way.  

 
Grading: 
Assessment of student learning should occur in conjunction with instruction. Grades for that student learning 
should be based solely on academic achievement that takes place during instructional time. Therefore, 
although it is appropriate to provide feedback to students on their quality and completion of homework, their 
effort, behavior, and attendance, this feedback should be kept separate from that provided on academic 
achievement.  
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Physical Education Clothes 
All students need to wear tennis shoes during P.E. class. Students have P.E. class three times a week, along                   
with a movement activity the other two days led by the classroom teacher. Your child’s teacher will share                  
the schedule with you. Most students keep a separate pair of gym shoes in their locker for physical                  
education class 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.  
 
Open House & Curriculum Night  
We love having visitors and there are many opportunities for families to visit Longwood! We do ask that                  
curriculum night be for parents only, as our staff members are all running information sessions for parents.                 
Open House takes place in February and is open to both students and families. For all other evening events,                   
please check the invitation for specific details. 
 
Professional Development Wednesdays (PD Wednesdays) 
The entire district participates in Professional Development Wednesdays each Wednesday morning from            
8:00 AM to 9:00 AM. During this time, teachers are being trained on new initiatives, planning for student                  
instruction in professional learning communities and collaborating regarding building wide goals and            
improvements. This creates a late arrival for students every Wednesday of the school year. Instead of                
arriving between 8:50 AM and 9:00 AM, students will arrive between 9:00 AM and 9:10 AM. On                 
Wednesdays, the final bell will ring at 9:15 AM. Please note that there is no supervision on Wednesdays                  
before 9:00 AM. Students should not arrive to school earlier than this. The dismissal time is still the same on                    
Wednesday afternoons as every other day of the week. 
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Behavior 
 
P.B.I.S. (Positive Behabior Interventions and Supports) Traits 
Our students follow three expectations: 

 
Be Safe Be Responsible   Be Respectful 

 

This building-wide program extends from Preschool through Fifth grade.  Throughout the building, students 
can view posters that explain what being safe, responsible and respectful look like in each area of the school. 
Students earn Class “Dojo Points” or “Dojo Dollars” for following the above expectations and can spend 
them on different things throughout the school year. 
 
Social-Emotional Learning (SEL) School Wide Proactive Strategies 
Longwood students regularly participate in activities and strategies that help build their social-emotional 
learning.  Below are the strategies used by teachers to teach, practice and reinforce social emotional learning 
for our students: 
 
Parent Communication (i.e. parent teacher conferences, dojo communication): There are various ways for 
families and staff to communicate about social emotional learning. One is through the Class Dojo app, where 
families can connect with teachers regarding student behavior.  Another way to communicate is by attending 
Parent Teacher Conferences and communicating regularly throughout the school year. 
 
Positive Behavioral Interventions and Supports (PBIS) Reinforcement System: School wide, students follow 
the expectations Be Safe, Be Responsible and Be Respectful (as seen above). The expected behaviors are 
taught to students at the start of the year and reinforced daily.  Students can earn positive reinforcements for 
following the expectations. 
 
School Wide/Grade Level Systems (i.e. CHAMPS, Voice Levels): Teachers structure the classroom 
environment to embed social emotional learning into all parts of the day. Primary teachers use a structure 
called CHAMPS, in which the expectations for movement, activity, and collaboration are specifically 
defined. The entire building uses numbers to define what voice levels should be during different activities 
and in different spaces. These are just some examples of the strategies used to help students succeed. 
 
Positive Referrals: Students can receive a positive referral from any staff member for displaying the building 
wide expectations. Students can choose how they want to be recognized for their referral. 
 
Buddy classes: Primary and intermediate classrooms partner to work together throughout the year to 
encourage positive climate and leadership across the grade levels. 
Parent Volunteers: Longwood encourages parent volunteers to assist in a variety of ways in order to build 
community and provide positive examples of generosity and kindness. 
 
SEL Planned Lessons: SEL lessons are planned based on the targeted needs of the students in the classroom.  
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SEL Learning Targets: Each academic lesson is paired with an SEL skill to be taught and practiced 
throughout the lesson. 
 
Community Meetings: All classrooms hold community meetings at least once a week to discuss classroom 
community concerns.  At the upper levels, many of these meetings are student led. 
 
Integration of SEL into Core Curriculum: The core curriculum, specifically English Language Arts, was 
created to include SEL, such as empathy, compassion, kindness, etc. 
 
Longwood leaders and teaching of character traits: Each month, students are recognized for exemplifying 
character traits such as dedication, integrity and sportsmanship. These traits are introduced at our monthly 
spirit assemblies by certain grade levels and highlighted throughout the month.  
 
Kindness Day: At the start of the year, all students participate in team building activities that develop and 
encourage treating each other with kindness.  The day is celebrated with a school wide spirit assembly.  
 
Common SEL Language: We use common language to teach and practice SEL across grade levels for 
consistency. 
 
Team Building: Classrooms are encouraged to build a sense of community throughout the year by using 
different activities and discussing the experience afterwards. 
 
Future Ready Learning Opportunities: Our strong focus on SEL supports the skills identified that our 
students will need in order to be successful. Teachers provide regular opportunities for students to 
collaborate, communicate, think critically and be creative.  
 
Kagan Cooperative Learning: Teachers use these cooperative learning structures to help students 
meaningfully collaborate, which improves their social emotional skills. 
 
Leadership Opportunities (i.e. Safety Patrol, Student Council): Students can become involved in different 
leadership roles throughout the school.  For example, in the upper grades, students can be a part of safety 
patrol or student council.  Throughout the building, classrooms provide different leadership opportunities 
such as recess ambassadors, substitute teacher liaisons or new student ambassadors. 
 
Bullying 
Longwood is a school that values kindness and respect. We take bullying very seriously. If your child is 
feeling bullied, please alert your child’s teacher and/or the administration immediately. 
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Office Referrals 
Longwood teachers make every effort to work with students on behavior in the classroom.  When a behavior 
has become more significant than what can be handled in the classroom, an office referral may be issued.  In 
this case, the student will come to the office with a written referral that explains the behavior.  A member of 
the administration will work with the student to problem solve the behavior and/or come up with a behavior 
plan, if necessary.  Parents/guardians will be notified when a student receives an office referral. If a student 
continues receiving office referrals, the administration will set up a meeting with parents/guardians to work 
on improving behavior. 
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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 Information Form 
Parents are asked to complete a Student Arrival and Departure Information form during the registration               
process. 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 the form from the registration packet indicating travel arrangements for your child                
both to and from school.  
 
Your child will be classified as a walker, bus rider, daycare van rider, or parent pick-up by car. This is                    
important because during dismissal, students are sent to different areas in the building depending on which                
type of dismissal has been noted for them. Once we have established your designated travel, you must notify                  
the office each time a permanent change is made to that routine. If the routine changes just for a day, please                     
make the office aware of the change with a phone call by 2:45 PM that day. NO CHANGES WILL BE                    
MADE WITHOUT WRITTEN OR VERBAL REQUEST FROM THE PARENT. 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. 
 
No students will be dismissed early between 3:00p.m. and 3:35 pm.  
 
If your child is a car rider, please make sure you have a car tag (every grade level). This will make car                      
dismissal run smoothly. You can come get this from the office and we will be handing them out during the                    
first week of school in the car line. Feel free to also take one if grandparents, family friends or anyone else                     
will be picking up your child regularly. 
 
Student Arrival Procedures 
Any students that may arrive prior to 8:50 a.m. (9:00 a.m. on Wednesdays) are to wait outside the building                   
on the blacktop area. There is NO supervision provided before 8:50 a.m. (9:00 a.m. on Wednesdays), so it is                   
up to you to supervise your child. IT IS NOT SAFE FOR STUDENTS TO BE ON THE PLAYGROUND                  
ALONE. For purposes of intramurals, chorus, Safety Patrol or with special faculty permission, students may               
enter the building early. 
 
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 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 should arrive by 9:00 every day and by 9:10 on Wednesdays. Students may enter the                

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

● Students will enter the building immediately upon arrival and proceed to their assigned             
waiting area after the first bell rings. Students may enter the main office doors or the                
playground doors.  

● Attendance will be taken at the start of the day. Be sure your student is here and ready to                   
learn on time. Students must be in their classrooms and ready to learn when the bell rings at                  
9:05 a.m. 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. Due to safety, students should not be dropped                
off or picked up on the street or at the intersection. 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.  Please help us teach your child how to remain safe and use the crosswalks. 

● Please note Bruce Lane is a one way street, only going East, from 8:45 a.m. to 9:05 a.m. 
 

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 middle circle drive.  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 use the dismissal change 

procedure and call the office before 2:45 PM on that day. 
 
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. 
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. 
 
On the School Bus 

Be Safe 

Keep hands, feet and objects to self 
Pick a place to sit and stay there 
Follow bus safety rules 
Keep aisle clear 

Be Respectful 
Listen to the driver at all times 
Use kind words 
Talk quietly (Level 2) 

Be Responsible 

Let driver know of any problems 
Keep track of your things 
Keep the bus clean 
Be on time 
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Student Dismissal Procedures 
Please familiarize yourself with the following pick up procedures.  Plan ahead as 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.  
 
Buses/ Daycare Vans 
Buses/daycare vans 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. Buses are                     
to turn right only when exiting the driveway.  
 
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). The car pick up sign with your child’s name should be                   
displayed the entire time in the car pick up line. Extras can be found in the office. Car Riders will be                     
waiting inside and will be called over the radio to come to the pick up line. For safety reasons, 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 exit or 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 either walk to the playground to pick up students or allow their students to                    
come to their cars. 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. Please note Bruce Lane is a one way street, only going East,                       
from 3:30 p.m. to 3:50 p.m. 
 
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. Due to safety, students should not be dropped off or picked up                  
on the street or at the intersection. 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 puts students in unnecessary danger. 
 
*Please see the Parent Pick-Up and Drop-Off Map 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 on school grounds 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. 
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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 3:00 pm.  
 
 
Pick-Up and Drop-Off Map 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
16 

 



 

Attendance Policy 
 
Attendance Expectations and Philosophy  
Attendance is maintained in the eSchool student information system. Students’ absences should be reported              
to the office by 9:10 a.m. The school office will contact families of a student absence which has not been                    
reported. The administration monitors attendance regularly. The Regional Office Guidelines state that 5% or              
more is considered truant. To report an absence, dial 630-428-6789 and press option 3. If you need to speak                   
with someone about an absence, call our regular office number (630-428-6789) after 7:45 a.m. until 4:15                
p.m. Parents should not leave messages on a teacher’s voicemail, as 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. 
 
Parents must seek permission from the Principal prior to an extended absence due to vacations or visiting                 
family out of the country. Please send Mrs. Ratner a written request via note or email.  
 
Excessive Absenteeism and Truancy  
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 5% of the 180 days school has been in session. Excessive absenteeism                 
includes excessive tardiness. Parents will be notified if excessive absences have occurred and will be asked                
to work with the Principal to improve attendance. Parents will also receive letters on student attendance                
throughout the year if attendance becomes a concern. 
 
Tardiness  
Students are on time if they are sitting in their desks when the starting bell of the day rings and tardy if they                       
are not in their assigned seats. If a student arrives to school after 9:05 each day or 9:15 a.m. on Wednesdays,                     
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. Most likely, when a student is tardy, lunch count has already been                    
taken in classrooms. Students who are tardy and wish to order hot lunch will receive the default choice for                   
lunch. 
 
Illness  
Parents sometimes have difficulty deciding whether their child is too ill to attend school. There are some                 
definite symptoms that warrant staying home from school. Your child is too ill to go to school if he or she                     
has any of the following symptoms:  

1. Vomiting and/or diarrhea within the past 24 hours  
2. If your child has a temperature of 100° (or higher) now or in the past 24 hours he/she may not attend                     

school. Children are to be fever-free for 24 hours, without the use of fever reducing medication,                
before returning to school.  

3. Shortness of breath or wheezing (not controlled with an inhaler if he/she has asthma)  
4. A cough that interrupts his/her normal activity, sleep, or wakes other family members at night  
5. Rash 
6. Drainage from the eye  
7. Severe sore throat  
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Communications 

District 204 Handbook 
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.  
 
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. 

 
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. 
 
What’s Happening at Longwood? 
There are many ways to be in the loop about what is going on here at Longwood. It is your responsibility to                      
do the following in order to ensure you are receiving all communication from the school. 

1. Check your child’s folder each night 
2. Read the sign out front 
3. Make sure you are receiving the Weekly Previews from the Principal via email each week 
4. Listen to all Connect Ed phone calls and messages 
5. Check the website regularly, along with your child’s class website 
6. Be on Class Dojo 
7. Get involved in the PTA (Parent-Teacher Association) 
8. Call us if you are unsure about something.  We are always happy to help! 

 
Please be aware that there are a few ways to learn about school closings. You can check the district website                    
for up to date information, as well as local TV stations. In addition, you will receive a Connect Ed call from                     
the district when a school closing decision has been made. 
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Longwood Elementary Policies 

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 encourages parents to donate a birthday book to the LMC or game to the                 
classroom. Contact Donna Kouri, 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                
backpacks.  
 
Heat Plan  
The district monitors internal/room temperatures in non-air-conditioned schools throughout hot days. When 
the temperature exceeds the recommended guidelines of safety, which is when the Effective Temperature 
calculation (ET) reaches 85 degrees, we recommend the following early dismissal plan for students be 
implemented at the non-air-conditioned buildings. 
  
Two examples of the Effective Temperature calculation (ET) follow: 

● when the inside temperature is 92 °F with 70% relative humidity which results in an ET of 85°F 
● when the inside temperature is 100°F with 30% relative humidity which results in an ET of 85°F. 

  
The decision to have early dismissal will be made by the superintendent by 12 noon.  

● It will apply to all non-air-conditioned buildings. 
● Parents will be notified via the Connect ED emergency phone system. 
● Dismissal will be at 1 p.m. 

  
Principals will maintain a routine for relief on hot days that includes rotating classes through air conditioned 
rooms and moving outside when appropriate. 
 
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 or in the lost and found 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 during regular                  
increments throughout the school year. 
 
Money and Valuables 
Please do not send toys, money, radios, video games, or any other item valued by you and/or your student to                    
school. Longwood is not responsible for lost or stolen items. 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. 
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Important: Any money sent to school for lunches, 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. 
 
Visitors  
We ask for your cooperation in presenting your valid Illinois ID or Driver's License when entering our 
school. Visitors’ IDs will be returned when they leave the building. The school staff will physically hold all 
visitors’ IDs, so in an emergency, first responders can quickly know who is in the building. If you are 
attending a school event during school hours, please arrive a few minutes early in order to allow for time to 
have your ID scanned and an ID badge printed. Please let other family members know of this policy before 
they come to school. 
 
Volunteers 
One of the most important actions that a parent can take to show the importance of school is to be at school.                      
Volunteering in some way 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, attend PTA events and meetings, 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! Please contact our Home and School Liaison for more information on                
volunteering. 
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Breakfast, Snacks, Lunch and Recess/Playground 
Breakfast 
Longwood Elementary School offers a breakfast program which includes milk. Students will be able to eat                 
their breakfast upon arrival to school prior to the start of the school day. Breakfast will be served between                   
8:50 a.m. to 9:00 a.m. (9:00 to 9:10 a.m. on Wednesdays) in the cafeteria. If your child is eating breakfast at                     
school, they must arrive right when it starts in order to have enough time to eat.  
 
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 breakfast through their meal cards.   Breakfasts will meet USDA guidelines   
 
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. If you choose to participate, you must supply the snack.  
 
Lunch 
Students have 20 minutes to eat lunch daily with their grade level, immediately following recess. Students                
who are on the Illinois Free Lunch Program will receive their lunch at school. Students who are not the                   
Illinois Free Lunch Program may choose to purchase a lunch through their meal cards. You can find out                  
more information about our lunch program on the district website. Please note that we are unable to heat up                   
any portion of a child’s lunch and that lunches brought to school are not refrigerated. If you bring a special                    
lunch to school for your child, please allow time for an office member to deliver the lunch to your child                    
before their lunch time begins. This should happen only on rare occasions, as your child should either bring a                   
lunch to school in the morning or purchase a lunch at school. They will not be allowed to miss instruction                    
time if a lunch arrives late. 
 
Recess/Playground 
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 15 minute recess is held each day before lunch. During the winter, we will go outside for                    
recess if the wind chill index is at 5 degrees or above. The wind chill report will be obtained from the                     
National Weather Service. Students are expected to dress appropriately for winter weather 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 in recess.                     
When a student is excluded from PE due to a medical concern, the exclusion will apply to all physical                   
activities, including recess. The school nurse will follow up with the doctor’s office as needed. Safety is our                  
priority. We ask that students NOT bring toys, balls, jump ropes etc. from home; our lunchroom staff will                  
provide students with these items.  

Students are also expected to follow the rules listed whenever on the playground  
 
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, not an older sibling. NO supervision is available                  
by school personnel before or after school. 
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On the Playground 

Be Safe 
Keep hands, feet and objects to self 
Stay within recess areas 
Use equipment safely 
Take turns 

Be Respectful 
Wait your turn 
Use kind words 
Include others 
Play fairly 

Be Responsible 
Line up quickly when whistle blows 
Follow all game rules 
Dress for the weather 
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Additional Information 
 
eSchool Plus Home Access Center 
 
Log in at https://homeaccess.ipsd.org/  
 
District 204 utilizes eSchoolPlus, an online system that provides a wealth of information for parents. Parents 
and students will use eSchoolPlus instead of the existing online gradebook. 
 
You can also view your phone number and email address for important school-to-home communication on 
the “Registration” page. Take a moment the first time you log in to click the "Registration" page and verify 
that your contact information is correct. You can view your email address and phone numbers by clicking the 
"Edit Information" link at the bottom of the "Registration" page. The primary guardian can edit his or her 
email address if it is incorrect.  
 
NOTE: Additional email addresses and phone numbers can be corrected by contacting your school 
and asking them to update the information.  
 
 
Digital Citizenship 
Digital Citizenship is the norms of appropriate, responsible technology use. (Mike Ribble, Digital 
Citizenship Institute)  We want students and families to model appropriate Digital Citizenship. Please be 
thoughtful of what you  post online of other students and parents.  Before you post a picture of a child other 
than your own, ask yourself “Do I have permission to post?” and “How will this post affect others?” Your 
family can explore and pledge to be good Digital Citizens through the following links: 
http://www.digitalcitizenship.net/uploads/ParentContract.pdf and 
http://www.digitalcitizenship.net/uploads/KidPledge1.pdf  
 
For more information, please see the district website (www.ipsd.org) for Board Policies 7:180 and 7:190 
which address student behavior, including cyberbullying, and the District 204 Parent/Student Handbook 
under the Student Behavior section. 
 
Here are some additional resources: 

● To help decipher digital jargon, abbreviations, and acronyms: 
https://www.commonsensemedia.org/educators/digital-glossary 

● Parent Concerns: https://www.commonsensemedia.org/parent-concerns 
● Topics surrounding Social Media:https://www.commonsensemedia.org/social-media 
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