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Introduction to the Northfield Community PreSchool, Primary, and 
Elementary School Parent / Student Handbook


WELCOME to the 2024-2025 School Year.  We have prepared this portion of the planner to provide you with some general information about the Northfield Community Primary and Elementary School.  We hope you will use this as a reference for questions you may have throughout the school year regarding the routine operations of our school.  The planner is meant to serve as information and a guide for you and your child to have a stress-free and successful school year.

The connection between the home and school is an important one. Neither of us can be successful without the support of the other.  We look to you to help us attain the educational goals for your child.  There are so many prerequisites for successful student learning.  The creation of a purposeful school with direction and organization coupled with parent support and input are the foundation.  Communication between the school and home are essential if we are to achieve this goal.

You are cordially invited to call or e-mail me, a teacher, our secretarial staff, any member of the administrative team, or the Superintendent’s Office, for answers to questions not covered by this portion of the planner.  Remember, we look for your ideas, help, and support.  In addition, please visit the school website for all additional information: www.ncs-nj.org.

Mrs. Maureen Vaccaro
Northfield Community PreSchool, Primary, and Elementary School Principal

	



BOARD OF EDUCATION     609.407.4000

A nine (9) member Board of Education, elected by the qualified voters of the district, formulates policies to guide the operation of the schools. Board of Education meetings, which are open to the public, are generally held on the fourth Monday of each month at 6:30 p.m. in the café or chorus room. Specific meeting dates are posted in both the Elementary and Middle Schools, in City Hall, announced in the local newspapers, or may be obtained by calling the District Office.

Board of Education Members:
President                                          	Mrs. Deborah Levitt
Vice President                              	Mr. Jason Yard
Members:                                      	Mrs. Kristin Elliott
                                                      	Mr. Christopher Kennedy
                                                       	Mr. Ruben Garrido
                                                       	Mrs. Jillian Tafeen
 					Mr. Kevin O’Connell
Mr. Jeff Steinberg
					Mrs. Kelly Geary


ADMINISTRATION  	609.407.4000

Mr. Pedro P. Bretones			Superintendent 
             Mrs. Maureen Vaccaro                             Principal, PreSchool, Primary, and Elementary School
             Mr. Kevin Morrison                                 Principal, Middle School
             Mrs. Jamie Shoemaker                             School Business Administrator/Board Secretary
             Mrs. Janice Dye                                       Director of Curriculum and Instruction	
             Mrs. Tina Guetzlaff                                 Secretary to the Superintendent
             Ms. Juliana Miranda                                Primary and Elementary School Secretary
             Mrs. Melanie Woodall                             Middle School Secretary
                                
THE MISSION STATEMENT of NORTHFIELD COMMUNITY SCHOOL

As the center of our community, Northfield Community School provides our children the opportunity to achieve their greatest potential and prepares them to compete and excel in the global 21st century society.

Belief Statements
· We believe we provide a safe environment that is conducive to learning
· We believe in fiscal responsibility
· We believe implementing our curriculum will best prepare each student for his or her next phase of learning
· We believe it is critical that community, school and families communicate and work together to provide a thorough and efficient education

NORTHFIELD COMMUNITY PRIMARY AND ELEMENTARY SCHOOL
                                                    School Personnel
Principal	 Mrs. Maureen Vaccaro                 	Office Hours       8:00 am - 4:00 pm
Secretary        	 Ms. Juliana Miranda               		Telephone           609.407.4005

School Hours 
PreSchool 8:40-2:40
Grades K, 1, and 2                                                           	School opens 8: 20 am
Student arrival time: 8:20 am     (No supervision prior)                   *Class starts promptly at 8:30 am
Marked late at 8:30 am 	(Student MUST be signed in by an adult)               
Dismissal at 3:10 pm           Dismissal time on one-session days is 1:10 pm 
Grades 3 and 4                                                           	School opens 8:10 am
Student arrival time: 8:10 am     (No supervision prior)                   *Class starts promptly at 8:20 am
Marked late at 8:20 am	(Student MUST be signed in by an adult)                 
Dismissal at 3:00 pm           Dismissal time on one-session days is 1:00 pm 
* Students may not be on school property prior to the times noted.  NO STAFF SUPERVISON IS PROVIDED. 
There are before-school and after-school options…one is the SACC Program.   
Phone 609.407.4009 for additional SACC information or visit our school website.     
All students are to be picked up promptly at dismissal.  Students will attend the SACC after-school program when not picked up at dismissal.  ALL students MUST be signed in and out of SACC, by a listed parent/guardian.

NO STUDENT RELEASED TO PARENTS EARLY, AFTER 2:30 pm, OR WITHIN 30 MINUTES OF DISMISSAL, before official scheduled dismissal times. Please note: In order to avoid disrupting classroom instruction, no student will be dismissed after 2:30, or at the end of the school day, except for a rare extreme emergency, OR a scheduled doctor’s appointment.  Notes for early doctor appointment dismissals must be sent to school at least one day in advance, of any early dismissal, so all staff can be fully informed.

Special Services
Telephone:  609.407.4000 x 8510        Office Hours: 8:00 am – 4:00 pm       Secretary: Ms. Joanna Schallus
Learning Disabilities Teacher / Consultant:  Mrs. Kelsey Rosenberg                 Social Worker: Mrs. Kim Zaretsky 
School Psychologist: Mrs. Chelsey Storr                           CSTeam Supervisor: Mrs. Cynthia Hegeman     

ACADEMICS     
Grades and Achievement and Homework
At the Primary and Elementary School levels, we look for students to use their assignment notes. At this level, we need parents to review the student folders and binders each day for notes from the teacher and for assignments. Always keep in mind that homework is a review of material already covered in the classroom. It should take approximately ten minutes per grade level for the student to complete; for instance: Grade One will have homework that will take ten minutes; Grade Two should take twenty minutes, Grade Three thirty minutes, and Grade Four forty minutes. If homework takes more time than this for your child, please speak with the teacher. Homework time should never be a battle. Identify a location and a consistent time where your child will do homework each day, and where you are able to periodically observe your child. Create a schedule, so your child is used to the routine of homework completion.


AFTER SCHOOL
A child will not be asked to remain after school without parent notification. A child may be required to remain after school hours at the discretion of the teacher or building Principal for the completion of the specific work or for disciplinary reasons.
 
ATTENDANCE and TARDINESS
Students are expected to be at school on time, each day.  The parent should be on alert when excessive absences and tardies are logged and letters are sent home. Letters are sent home for absences and tardies at the 4, 10, 12, and 16 day marks.  A conference will be held with school personnel to encourage the student’s regular attendance – and weekly meetings will be scheduled with parents to ensure student attendance and classroom success. Please see the Board of Education Policy where details are explained regarding excessive absences.

Parents/guardians must call the Main Office at 609.407.4005 prior to school, or within the first hour of the school day, on the first day of the child’s absence, to report a child absent, and to report the reason for the absence.  Homework requests must be submitted by 9:00 am in order for the teacher to organize student homework during their prep period. If you do not call the school to report your child for an absence, electronic phone calls will be made to the parent until the parent calls the school to report an absence.  In addition, a member of the school staff will also call your home on that day if you do not call the school. Also, please e-mail the Main Office or send a note listing the dates of absence(s) and the reason for the absence(s) when your child returns to school.
During the school day, only emergency messages will be delivered to students. In case of emergency, call the Main Office at 609.407.4005, and the message will be given to the student. 
Be sure your child(ren) know the pick-up routine and plans for the end of the school day.

BIRTHDAYS 
Please notify the teacher by e-mail or phone, at least one week in advance, if you wish to send party favors (not food) to the classroom with your child, or to leave them at Door #6. This sharing of a favor is done briefly at snack time, by the teacher. Please remember, we cannot make this time a birthday party, so visitors are not permitted for snack time. And, we do not deliver gifts or invitations to individual students. 

CROSSING GUARDS
Crossing guards are assigned by the Northfield Police Department. They are on duty from 7:45 am to 8:45 am and 2:45 pm to 3:45 pm to control traffic at dangerous intersections during the hours when children are traveling to and from school. Children should be instructed at home in the importance of good safety habits and the necessity for obeying the directions of the crossing guards. The crossing guards follow strict guidelines for student safety.

DISCIPLINE PLAN                                                 
Purpose
The purpose of these regulations is to achieve the following: Foster the health, safety, social, and emotional well-being of students; Support the establishment and maintenance of civil, safe, secure, supportive, and disciplined school environments conducive to learning; Promote achievement of high academic standards; Prevent the occurrence of problem behaviors; Establish parameters for the intervention and remediation of student problem behaviors at all stages of identification; and Establish parameters for school responses to violations of the student discipline/code of conduct that take into account, at a minimum, the severity of the offenses, the developmental ages of the student offenders, and students' histories of inappropriate behaviors.
Rules of Conduct
All students are bound by law, policies of the Board of Education, and the administrative regulations of this school district.
In addition, students shall not: Be insubordinate to teachers or other school staff members or disregard their instructions or demonstrate lack of respect for their authority; Create disorder or disruptions on school premises; Use, threaten, or incite the use of physical force against other students, staff members, or visitors to the school; Steal, damage, or deface the property of other students, staff members, or the district; Engage in the sexual and/or other harassment of students or staff members;
Possess or use weapons or any implement intended to harm others; Use foul, abusive, derogatory, or demeaning language, including racial and ethnic remarks; Convey information about other students or staff members known to be false; Act so recklessly as to endanger the safety of others; Procure the property of others by threat or intimidation; Enter school premises or any specific portion of the premises without permission and without authority; Vandalize school property, real or personal;
Create litter on school property; Be truant from school or class; Cheat or otherwise engage in academic dishonesty; Persistently refuse to complete homework and other assignments; Engage in illegal gambling; Smoke on school property;
Falsify an excuse or any school document; Set fire to or cause a fire in any way on school premises; Possess or explode a firecracker or other explosive device on school premises; Sound or cause to be sounded a false alarm for fire, bomb, or other condition or circumstance hazardous to others; Possess, use, or distribute a substance in violation of Policy No. 5131.6; Join a secret society prohibited by law; or Engage in any other activity expressly prohibited by a school staff member in authority.

The administering of discipline is up to the administrator or Principal who investigates the incident.  Also, view the discipline code available in the Main Office or online.  Below is a listing of student behaviors that are subject to student discipline including suspension or expulsion pursuant to N.J.S.A. 18A:37-2.  Consequences will vary depending upon severity and frequency of infraction. The behaviors include, but are not limited to: 

Charts of Discipline
Below is a listing of student behaviors that are subject to student discipline including suspension or expulsion pursuant to N.J.S.A. 18A:37-2.  Consequences will vary depending upon severity and frequency of infraction. The behaviors include, but are not limited to:
	Infraction Type
	Offense #/Consequence

	 
	1
	2
	3
	4
	Notes

	Administrative Detention Cutting
	D2
	D3
	IS1
	IS2
	 

	Administrative Removal from Classroom
	IS1
	IS2
	ES1
	ES2+
	 

	Arson
	ES10+
	 
	 
	 
	Notes 1,2&3

	Assault
	ES4-ES10
	ES4-ES10
	ES4-ES10
	ES4-ES10
	Note 2

	Bullying (+HIB Protocol)
	IS1-ES3+
	IS1-ES3+
	IS1-ES3+
	IS1-ES3+
	Notes 2&4

	Cheating/Dishonesty
	D1
	D2
	D3
	IS1
	Possible loss of credit

	Discriminatory/ Racist Comments (+HIB Protocol)
	IS1-ES3+
	IS1-ES3+
	IS1-ES3+
	IS1-ES3+
	Notes 2&4

	Extortion/Gambling 
	D2
	IS1
	IS2
	ES1+
	Notes 2

	Falsifying an Alarm/Bomb Threat
	ES10+
	 
	 
	 
	Notes 2&3

	Fighting Equal Aggressor/High Intensity
	ES3-ES10
	ES3-ES10
	ES3-ES10
	ES3-E10
	Notes 2&3

	Fighting Equal Aggressor/Low Intensity
	ES1
	ES3
	ES5
	ES7
	Notes 2&3

	Fighting Minor Physical Contact(Pushing/
Shoving)
	D2
	IS1
	IS2
	ES3
	Notes 2&3

	Fighting Initiator/Failure to Stop
	Add 1 day to above (fighting infractions)
	 
	 
	 
	Notes 2&3

	Forgery/Falsification
	D1
	D2
	D3
	IS1
	Note 2 :Possible loss of credit

	Harassment  (+HIB Protocol)
	IS1-ES3+
	IS1-ES3+
	IS1-ES3+
	IS1-ES3+
	Notes 2&3

	Horseplay
	D2
	IS1
	IS2
	ES1+
	 

	Illegal Drugs Possession/
Use/Distribution
	ES10+
	 
	 
	 
	Note 2

	Inappropriate Comments to Staff
	D2-ES2+
	D2-ES2+
	D2-ES2+
	D2-ES2+
	Note 4

	Inappropriate Comments to Student
	D1-ES1+
	D1-ES1+
	D1-ES1+
	D1-ES1+
	Note 4

	Intentional Inappropriate Physical Contact with Another Student 
	IS1-ES4
	IS1-ES4
	IS1-ES4
	IS1-ES4
	 

	Intentional Inappropriate Physical Contact with Staff
	IS2-ES5
	IS2-ES5
	IS2-ES5
	IS2-ES5
	 

	Instigating Behavior
	IS1
	IS2
	IS3
	ES1
	 

	Insubordination/ Disobedience/ Noncooperation /Defiance/Failure
to Identify Self 
	D2
	D3
	IS1
	IS2
	 

	Lateness to Class
	D1
	D2
	D3
	IS1
	 

	Lateness to School
	Parent Contact, AC
	Parent Conference, AC
	AC-D1
	AC-D2
	

	Leaving/Failure to Report to Assigned Area/Loitering/Entering Room Unsupervised
	AC: D2
	D3
	IS1
	IS2
	 

	Leaving School Building/Grounds without permission
	IS1-ES4+
	IS1-ES4+
	IS1-ES4+
	IS1-ES4+
	 

	Misconduct During a Drill
	D2
	D3
	IS1
	IS2+
	 

	Misuse of Computer Networks/Computer
	CP:D1-ES1+
	CP:D1-ES1+
	CP:D1-ES1+
	CP:D1-ES1+
	 

	Misuse of Electronic Device and/or Recording of Others Reg.
	Confiscation, returned at end of day, and parent conference 
ES4: CP
	Confiscation, parent pick up of device-ES4:CP
	Loss of privilege ES4:CP
	IS 1-ES4:CP
	 

	Misuse of School Property/Equipment (non- harmful)
	D2
	D3
	IS1
	ES1+
	 

	Obscene Language/Gestures or Behavior/Use of Profanity
	D2-ES1+
	D2-ES1+
	D2-ES1+
	D2-ES1+
	Note 2

	Obscene Materials (Possession of/sharing of)
	CP:D2
	CP:S1
	CP:IS2
	CP:ES1+
	 

	Possession of a Dangerous Object
	ES4-ES10+
	ES4-ES10+
	ES4-ES10+
	 
	Note 2

	Possession of Lighter/Matches
	IS1
	IS2 
	ES1
	ES2+
	Note 2

	Recklessness/Behavior Endangering the Safety of Others
	IS1
	IS2 
	ES2
	ES4+
	 

	Selling Items in School Without Permission (non-harmful)
	D1
	D2
	D3
	IS1
	 

	Sexual Harassment (HIB Protocol)
	ES4-ES10+
	ES4-ES10+
	ES4-ES10+
	ES4-ES10+
	Note 2

	Theft/Stealing < $10
	D2
	D3
	IS1
	ES1+
	 

	Theft/Stealing > $10
	IS2-ES4+
	IS2-ES4+
	IS2-ES4+
	IS2-ES4+
	Note 2

	Threats to Students or Staff 
	IS1 to ES10+
	IS1 to ES10+
	IS1 to ES10+
	IS1 to ES10+
	Note 2

	Throwing Items (non- harmful)
	D1
	D2
	D3
	IS1
	 

	Tobacco Possession
	ES2
	 ES3
	ES4
	ES6
	Note 2

	Tobacco Use (Smoking, Vaping, Chewing)
	ES4
	ES5
	ES6
	ES8
	Note 2

	Trespassing
	D2
	D3
	IS1
	ES1
	 

	Verbal Altercation
	D2
	D3
	IS1
	ES1
	 

	Walking Out of Administrator’s Office
	IS1
	IS2
	ES1
	ES2
	 

	Weapon Offense (including Imitation Weapons)
	ES10+
	 
	 
	 
	Notes 2,3

	Willful Defacing of School Property/Vandalism
	IS2
	IS3
	ES1
	ES2+
	Note 1&2



 
Key:
D= Detention
IS= In School Suspension
ES= External Suspension
AC=Administrative Conference 
CP= Loss of computer/BYOD privileges
Note 1: Financially responsible for repair/replacement; Possible complaint filed with police
Note 2: Superintendent and/or possible complaint filed with the police
Note 3: CST Referral
Note 4: Guidance Referral
Revisions: October 2019    



DRUG / WEAPON FREE SCHOOL ZONE
In compliance with the state mandate for a Drug / Weapon-Free School Zone statute, there can be no illegal drugs or weapons within a school zone. To that end, monthly checks by supervisory personnel may be conducted.

EMERGENCY CONTACT INFORMATION
For the SAFETY of your child, be sure your family contact information is always up-to-date. Be sure you are updating your own personal contact information in the Student Information System, which is to include at least 2 working phone numbers. Be sure to include any person you are permitting to pick up your child from school, as your child will be permitted to ONLY be released to persons listed. Phone calls are not permitted for dismissal details, since identity must be confirmed. Be sure the Main Office has received all updated court documents you expect the school to follow, for your child and their legal guardians.

EMERGENCY CLOSING, EARLY DISMISSAL, and DELAYED OPENING
Emergency directions will come from the Superintendent’s Office. The school emergency phone and e-mail systems will be utilized. 

HALLWAYS AND CLASSROOMS
From time to time, students are on errands around the school. For safety reasons, students are never to enter a classroom or office unless a teacher or a secretary is present. Students never exit doors without permission. Also, students or parents are never to open doors and allow entry to the school, for anyone, without permission.

HOME INSTRUCTION
Home instruction services will be provided to any pupil during extended absence upon the written recommendation of the attending physician. In such cases, parents should notify the Principal. The Principal will notify the Supervisor of Special Services, who will make arrangements for a tutor. The amount of tutoring provided depends on the physician’s recommendations and the limitations of state law.

PRESCHOOL and KINDERGARTEN REGISTRATION
Children must be five (5) years of age on or before October 1st in order to be accepted into Kindergarten in September. Kindergarten and PreSchool (Age 3 and 4 before October 1st) registration may take place at any time throughout the year. Parents are requested to bring: a birth certificate, proof of residence (mortgage, deed, lease fully executed) as well as up-to-date immunization records.  Please call the Main Office for details and an appointment.

LUNCH PROGRAM 
A lunch program is available. Children may purchase lunch or bring lunch from home and purchase milk.
*Applications for free and reduced price lunches may be filled out at any time during the school year, even if only for a temporary amount of time. Prices may change.
Northfield Community Schools is utilizing an online payment system that allows parents to see and control all of the items a child eats at school. This is an optional, user-friendly service which offers various options for parents / guardians who choose to make online payments for lunch via a secure website, view a child's balance and purchases, review transaction history, and receive a low balance alerts online. 
We ask parents to please be sure that students have a positive lunch account balance each day. More information will come home the first week of school. Questions, please call the Food Service office at 609-407-4000 ext. 5522.
* Students will be reminded, when leaving the classroom to go to lunch, to take everything they need for lunch. The classrooms will be locked at all times and the students will not be permitted to return to the classroom to retrieve forgotten items. Deliver any lunches forgotten at home, for your child, to Door #6. If your child forgets his lunch and/or his money, he will be offered a lunch with a beverage and fruit. If this occurs frequently, you will receive a call from the Food Service director. 
The students are limited to two snack items per day – and the snack bar is closed on days these items are sold: pizza, taco / nacho, and chicken nugget / popcorn chicken.          






MEDICATIONS
The School District’s policy is that only a school nurse with appropriate written parental permission will administer medications within the school. Children are not permitted to bring or carry any medications at school. In addition, we are a latex-free school. Only items vetted by the teacher, or by the nurses, as needed, are permitted in the classroom, school, or on Field Trips. This includes food (tree nuts, peanuts, red dye, sea food, fruit, etc.), items containing latex, or any other item to come in contact with students. Epi-pens are also optional self-carry, stored in the Nurse’s Office, and placed at strategic locations in the school building. 

PARENT-TEACHER CONTACT AND CONFERENCES
Contact your child(ren)’s teacher at any time during the school year to arrange a telephone or in-person conference. Parent-Teacher Conferences may have a set date and time but are optional to attend within the set time frame, because you should remain in contact with the teachers throughout the school year.  It is the responsibility of both the teacher and parent to remain up-to-date and informed regarding a student’s academic progress.

POLICIES AND PROCEDURES – PARENTS SIGN A HARD COPY IN AGREEMENT OF ALL POLICIES AND PROCEDURES
Parents / Guardians, this is a brief overview of our policies and procedures. Please be sure to go to our website for all policies for the Northfield School. In addition, the first week of school, we send home hard copies and e-mails reminding you to read online, or request hard copies (also displayed at Door#6), of our policies that are most relevant to you. For your child’s safety, you will also be asked to sign that you have read our policies, handbook, and emergency and half-day schedules.

SAFETY PRECAUTIONS FOR DRIVERS
In the interest of providing maximum safety for pupils in the area of the school, the following guidelines have been established: Observe extreme caution at all times when driving in the school area; Do not drive away until you see your child safely on the curb; Pull all the way up and discharge pupils at the curb so that students exit directly to the sidewalk; Pick up and discharge pupils only in the areas designated; DO NOT DRIVE OPPOSITE OF THE ONE WAY DIRECTION (you will be reported to the Police); Do not discharge children from the hatch back or non-curb-side of your car. During inclement weather, traffic in the school area becomes extremely congested so please be patient and observe the rules. Any traffic situation occurs for a short period of time - expect it and have patience. The most important point is for parents to demonstrate courtesy and patience toward one another. Please, do not yell or argue with teachers and/or other adults. This is important because our children observe our behavior. We are their role models. It is also important for the safety of your child and the safety of the other children. Please, only park in designated areas and for safety purposes, 
DO NOT CROSS OR WALK IN AREAS OTHER THAN CROSSWALKS.

[bookmark: _GoBack]SCHOOL-AGE CHILD CARE PROGRAM (SACC) 
Child care is available before school and after school.  Please call 609.407.4009. Parents must always enter the school through Door#6 or #21 and sign in their child, in addition to entering the school to personally sign out their child. No exceptions will be made. Do not park on the cul-de-sac.

SOCIAL SKILLS
It is important to know that beginning in Kindergarten, we spend time teaching, applying, and reinforcing good social skills that our students will use for a lifetime. Parental reinforcement of these social skills is vital for student understanding that these skills be applied at all times, in all situations. We send the social skills lessons home as they are introduced. In addition, they may all be found on the school website. Please discuss them at home, model them, and expect them from your child. We also present lessons on our grade-level character education themes and promote them daily. In addition, we have classroom goals per grade level, and manners initiatives per month.







VISITORS AND VOLUNTEERS – ALL VISITORS ARE BY APPOINTMENT
Our Primary and Elementary School looks to continually enhance the parent and community connection through the invitation to you to serve as a school volunteer. As a Visitor or Volunteer, there is an in-service you must attend only once during Grade PreSchool through 4, and once during Grades 5-8, after which all trainees will be board approved. Training dates and times, online sessions, are posted on the website, sent home throughout the school year, or call the Main Office for additional dates and times. Once trained, we would look for your help, at your convenience, in the Library, the cafeteria, and in the classroom (as arranged and defined by the teacher). We welcome you as a Visitor and Volunteer in the classroom, but children and siblings are not permitted - except for plays or presentations - where you are an observer or a part of the audience. If you are coming in to assist a teacher, then we ask that you come without PreSchool children or siblings.


“WHEELS” TO SCHOOL AND HELMETS
Students may ride bicycles or any other “wheeled vehicle” that the parent deems safe to and from school as long as the student wears a helmet (it is the law). Once on school property, the student must walk the bike or other wheeled vehicle and park them in a bike rack. This means no student (or adult) may ride skateboards, skates, bicycles, scooters, or any other wheeled vehicle, on school property. “Wheelies” (shoes with wheels) are not permitted in school.
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