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Washington STEM Academy Family Handbook

This handbook contains the rules, policies, and procedures that govern the day-to-day operations of the school
and all school sponsored activities.  

These rules, policies, and procedures have been developed to ensure a safe, consistent and equitable
environment that is conducive to the learning opportunities for all students. 

Mission Statement

Our mission is to inspire and equip all students to continuously acquire and apply knowledge and skills while
pursuing their dreams and enriching the lives of others. 

Purpose Statement

The purpose of Washington STEM Academy is to unlock the passions and interests in students to impact and
influence the future trajectory by providing authentic, integrated learning experiences that promote the

employability skills for every student, every day. 

All staff will engage our learners with grade level knowledge and skills by supporting them individually, based
on readiness levels driven by data and information, so that every student will grow and thrive. 

At the time that a student leaves our school, each student will be a better individual having been under our
care.

We Believe

At Washington STEM Academy we believe that families are active partners in the learning process. The school
provides time, resources, and talents to each student to give the best opportunities to grow and thrive. Every
child, every day will receive the best we have to give and families are invited to do the same as they prepare

and entrust their children in the care of the school.
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Washington STEM Academy Staff

Office Team
David Burden, Principal
Tiffany O’Malley, Administrative Assistant
Kendra Smith, Secretary
Derek Pike, STEM Instructional Coach
Randy Heinsman, Nurse
Nichole Ragsdale, Cafeteria Manager
Joshua Lakics, Head Custodian

Kindergarten First Grade
Bethany Anderson Scott Bailey
Mykayla Newman Lydia Campbell
Emma Reer Aynsley Patton

Second Grade Third Grade
Criss Corson Christine Fields
Abigail Glass Lisa King
Valerie Hutton Elizabeth Van Wormer
Christi Overman

Fourth Grade Fifth Grade
Hannah Baker Courtney Guilford
Ashley Hohman Melanie Slone
Sarah Niemi Sarah Tucker

Sixth Grade
Kyle Kuhn
Nicole Ryman
Emily Stiers

Specials Service Teachers
Miranda Stuckwisch, Art Abbey Herendeen, School Psychologist
Deb Blunk, PE Megan Reagan, Special Education Teacher
Fabiola Nuñez, Library/Innovation Center Summer Voss, Special Education Teacher
Jay Bolduc, Music Angie Madeford, Speech

Jennifer Fugate, Behavior Support Liaison
Rebecca Hawley, English Learner Teacher
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Registration

Students entering Washington STEM Academy must register through the district’s process. Information can be
found through the website: https://www.warsawschools.org/page/enroll-register. You will need a copy of the
child’s birth certificate and two proofs of residency. First time enrollment will need the same information along
with immunization and previous school of attendance (if applicable). 
 
Student information is managed in PowerSchool and a cumulative record folder is maintained in the office from
kindergarten through sixth grade before moving to middle school with the student. 

In-District & Out-of-District Transfers
An in-district student would be a resident within the district boundaries, while an out-of-district student would be
resident outside of the district boundaries. A transfer request for both an in-district or out-of-district student is
completed during registration. Decisions about requests are made based on available seats, attendance and
conduct. 
 
School Entry Age
By state law, a child must be five (5) years of age by August 1 to enter kindergarten for the school year.
 
Addresses, Email & Phone Numbers
Families should notify the school office of any changes occurring in the household. Change of address,
telephone, email, and work numbers should be reported to the school. Accurate information is needed in case
of an illness, accident, and general communication. 
 
Textbook Rental Fee
Textbook Rental Fee (TBR) is based on the cost of the district’s elected curriculum materials and resources for
each grade level. Some materials are consumable and the student gets to keep them at the conclusion of the
school year, while other materials are reusable through the curriculum five-year cycle. 
 
If a family is needing assistance in paying TBR, free and reduced application are available through the
following link: https://secure.ezmealapp.com/ApplicationScreen.aspx. This application applies to food services
as well for student breakfast and lunch meals.
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Technology

WCS is a 1:1 district with every student having their own Apple iPad. Students in grades K-4th keep their iPads
at school while students in 5th-6th have the opportunity to take their iPad home each night. iPads are for
educational purposes and students are provided learning opportunities through digital citizenship lessons and
classroom management. The educational value of student technology and internet access is the joint
responsibility of students, teachers, parents and employees of Warsaw Community Schools.

Accidental Damage Protection is available through the following website:
https://www.securedtechsolutions.com/protection/warsaw/. This protection includes drops, liquids, batteries,
accidental damage, and theft. Cost of repairs range from $30-$294. Repairs will fall on the responsibility of the
student’s family if the protection program is not in place. The cost of the Accidental Damage Protection is $28
for the year. 

Care & usage expectations:
● All users must be consistent with the educational mission and goals of the school district. 
● The intent of the use policy is to make clear certain cases, which are consistent with the educational

objectives of the school district, not to exhaustively count all such possible uses. 
● Electronic devices shall be used only for educational purposes that directly relate to school projects or

assignments, unless otherwise explicitly authorized.
● Users are responsible for the proper care of electronic devices at all times, whether on or off school

property, including costs associated with repairing or replacing the device. 
● If a device is stolen, a report will be made immediately with the building principal and building level

tech. 
● The policy and rules apply to the use of the electronic device at all times and/or places, on or off school

property. Students are responsible for obeying any additional rules concerning care of devices issued
by school staff. 

● Users shall not alter the device configuration in any way. No software applications shall be installed,
removed, or altered on the device unless the school explicitly gives permission. 

● The device is to be used only by the student or staff member to whom it is issued. The person to whom
the device is issued will be responsible for any activity or action performed on the device. Devices
should not be shared. 

● The device, cords, and case must be returned in acceptable working order by the last day of each
school year, upon withdrawal or exit date from the school district, and whenever requested by school
staff.

Prohibited uses unacceptable uses of school electronic resources include, but are not limited to, the following: 
● Accessing or Communicating Inappropriate Materials – Users may not access, submit, post, publish,

forward, download, scan or display defamatory, abusive, obscene, vulgar, sexually explicit, sexually
suggestive, threatening, discriminatory, harassing, bullying and/or illegal materials or messages. 

● Illegal Activities – Users may not use the school district’s computers, electronic devices, networks, or
Internet services for any illegal activity or in violation of any Board policy/procedure or school rules. 

● Violating Copyrights or Software Licenses – Downloading, copying duplicating and distributing software,
music, sound files, movies, images or other copyrighted materials without the specific written
permission of the copyright owner is prohibited, except when the use falls within the Fair (Extra
Carriage Return) Use Doctrine of the United States Copyright Law (Title 17, USC) and content is cited
appropriately. 
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● Plagiarism – Users may not represent as their own work any materials obtained on the Internet (such
as term papers, articles, music, etc.). When using other sources, credit must be given to the copyright
holder. 

● Use for Non-School-Related Purpose – School district’s computers, electronic devices, networks and
Internet services are provided for purposes related to educational programs, school operations, and
performance of job responsibilities. Incidental personal use of school devices is permitted as long as
such use: 1) Does not interfere with the user’s responsibilities and performance 2) Does not interfere
with system operations or other system users 3) Does not violate this policy and the accompanying
rules, or any other Board policy, procedure or school rules. “Incidental personal use” is defined as use
by an individual for occasional personal communications 

● Misuse of Passwords/Unauthorized Access – Users may not share passwords; use other users’
passwords; access or use other users’ accounts; or attempt to circumvent network security systems. 

● Malicious Use/Vandalism – Users may not engage in any malicious use, disrupting or harming the
school district’s computers, electronic devices, network and Internet services, including but not limited
to hacking activities and creation/uploading of computer viruses. 

● Avoiding School Filters – Users may not attempt to or use any software, utilities or other means to
access Internet sites or content blocked by the school filters. 

● Unauthorized Access to Blogs/Social Networking Sites, Etc. – Users may not access blogs, social
networking sites, etc. prohibited by building administration or the Technology Department. Teachers and
students using authorized social networking sites for educational projects or activities shall follow the
age requirements and legal requirements that govern the use of social networking sites in addition to
the guidelines established in this policy. 

● Wasting System Resources – Users shall not use the network in such a way that would waste system
resources or disrupt the use of the network by others. This includes but is not limited to excessive
printing, file storage, online games, and video/audio streaming not directly related to educational
projects, as determined by the supervising instructor or building administrator. 

● Unauthorized Equipment – Users may not attach unauthorized equipment, including personal laptops,
tablets, and handheld devices, to the district’s secured network without permission from the Technology
Department. 

● iPads or cases will not be decorated with stickers, writings, or other markings. 
● Users shall not use school district computers or networks for purposes of personal profit. 
● The use of cameras in any type of electronic device is strictly used for educational purposes only. 
● Cameras used in the restroom and locker room are strictly prohibited.

Consequences for misuse:
● School administrators may revoke the use of devices due to poor performance in academics,

attendance, not having corporation issued technology in supplied cases and/or behavior as outlined in
the district’s discipline matrix.

● Violation of policies or rules governing the use of electronic devices or any careless use of the device
may result in a student’s device being confiscated and/or a student only being allowed to use the device
under the direct supervision of school staff. The student will also be subject to disciplinary action for any
violations of Board policies/procedures or school rules. 

● Use of the Internet is a privilege, not a right. Students violating policies pertaining to standards of
conduct or Internet use shall be subject to revocation of privileges and potential disciplinary and/or
appropriate legal action.

Student information security:
● Users may not reveal personal information, including a home address and phone number, about

themselves or another individual on any unsecured electronic medium, such as web sites, blogs,
podcasts, videos, wikis, or social networking sites. If users encounter dangerous or inappropriate
information or messages, they shall notify the school administration immediately. 

● Staff may post student pictures on district/school/classroom “public” websites as long as the student's
name or other identifying information is not included. Students’ grades, test results, or identifying
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pictures may be stored only on district-approved secure sites that require a username and password for
authorized individuals to access. 

● WCS staff must maintain the confidentiality of student data in accordance with the Family Education
Rights and Privacy Act (FERPA). 

● School personnel may review and monitor all student computers and Internet activity to maintain
system integrity and ensure that users are acting responsibly. Privacy is not guaranteed. Electronic
messages and files stored on school-based devices are school property.

E-Learning Days
All school delays and cancellations are made by the superintendent in conjunction with weather and
transportation experts. On days of known or anticipated inclement weather, WCS may implement an
E-Learning Day where students will use their iPads to accomplish tasks assigned by their classroom teachers.
The assignments will then be collected and checked over the next several days. Students who do not have
access to the internet or a device will have the opportunity to get assignments completed after the E-Learning
Day so as to receive credit. 

The school does have cellular hotspots available for students to check-out through the library.

Cell Phones & Smart Watches
Students who chose to bring a cell phone to school must have the phone turned off and located in their book
bag from the start of the school day until the end. If a student were to need to get in contact with someone
outside of school, the student needs to use the school phone to call. Cell phones that are not turned off and
make noise during school hours will be confiscated by the school principal. 

Smart watches can be worn but functions that make them interactive or distracting to learning are causes for
the smart watch to be confiscated by the school principal. 
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Academic and Athletic Procedures

Homework
The outline below is to provide parents a means of developing a more common understanding of the policy on
homework in our elementary school system.
 
General objectives of homework:

● To enrich the school experience through related home activities.
● To strengthen the basic skills by further practice and application.
● To provide children who have been absent an opportunity to make up work.
● To stimulate a voluntary effort among children to show initiative and feeling of responsibility in making

good use of their time.
● To encourage a carry-over of worthwhile school activities into permanent leisure interests.
● To help children strengthen work and study habits.

 
Homework in primary grades (K-3): Homework in the primary grades will be given to students because
teachers know that it serves sound educational purposes.  Generally, parents can play a positive role in helping
their child by creating a good setting for the child to work in and by showing interest and concern about
homework.
 
Homework in upper grades (3-6): Children in the upper grades will be expected to do more homework than
children in the primary grades.  The broader curriculum in the upper grades provides a greater need for
homework and leads to more in-depth homework projects.  Children can expect to have some homework every
day.
 
Parents can help their child most by providing a comfortable place where good study conditions prevail. It is
not unreasonable to expect children of this age level to spend from 10 minutes to an hour, occasionally at
night, working on well-planned and gainful homework projects.

Report Cards
Grades K-4th have standards based report cards that are generated through the quarterly interim assessments
given to students. Grades 5th-6th have letter grade report cards that are determined by grades collected
through classwork, tests, and homework. Report cards are provided after the conclusion of each nine-week
grading period.

Athletics & Clubs
WCS provides elementary athletic opportunities for students in grades 4th-6th. Fall sports are soccer and
volleyball, winter is basketball and cheer, and spring is track. Students need to have a physical on file prior to
engaging in the sport. Physical forms are available through the office and are good for an entire year. 

Before and after school clubs vary throughout the school year based on teacher availability and interests.
Different grade levels are given opportunities but are not guaranteed. Be on the lookout for information on
before and after school clubs through school social media, teacher emails and morning announcements.
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Student Resources and Services

Behavior Support Liaison
The school has a behavior support liaison that serves as a support for student emotional and social needs.
Students who work with the BSL have been assigned to by the school team. The BSL will also go into
classrooms and help support individual student behaviors, teachers with classroom management strategies,
and provide lessons to whole classrooms on topics such as empathy, coping strategies, bullying, etc. The
support provided does not take the place of counseling services that might be in progress or is needed. 

Bowen Center
WCS has partnered with the Bowen Center to provide students with counseling, therapy, and skill coaching.
These are readily available services for students who qualify for Medicaid. However, students that do not
qualify, free sessions may be available through collaboration with the school and Bowen. Families who are
interested in receiving outside counseling services can be referred by the school or call the Bowen Center
directly at 1-800-342-5653.

Response to Intervention
The Response to Intervention (RtI) is designed to address the needs of students who have difficulty
succeeding academically, behaviorally, and/or emotionally. This team meets weekly as a prevention and
intervention strategy that addresses at-risk behaviors through education, identification, referral, and support
among the student, home and school. Parents are invited to these meetings as they are an integral part of the
team decision-making process. 

Through the structure of teams, students’ problems are identified and help is provided.  If it is determined that a
student needs assistance, some recommendations or options might include the following:

● Provide an intervention to help the student
● Provide strategies for the teacher
● Provide resources and reinforcement practices to the family
● Consider the need for special education evaluation
● Consider the need for medical assessment or treatment
● Referral to an outside agency for counseling or other services

 
Testing
Throughout the school year the district has organized assessments that assist in instruction, such as NWEA,
as well as others that are required by law, such as the Universal Dyslexia Screener. In addition, the Indiana
Department of Education requires all students to complete the IREAD-3 in 3rd grade and ILEARN in grades
3rd-6th. Teachers will communicate as needed when specific tests approach as well as the results when they
are released. 

Special Education
The school provides a variety of special education programs for students identified as having a disability as
defined by the Disabilities Education Act (IDEA). A student can access special education services only through
the proper evaluation and placement procedure. Parent involvement in this procedure is required. An
Individualized Education Plan (IEP) is written and implemented to modify the learning environment to the
student’s needs. IEPs vary depending on the need and the student, no two IEPs are the same. 
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504 Plan
A student with a medical need that is identified by a doctor can request a 504 Plan. Plans are implemented to
accommodate the student, not to modify. An example would be a student diagnosed with ADHD and given
scheduled breaks to assist the student reset before engaging again in the learning. 504 Plans are annually
reviewed.

English Learners
A student is initially investigated as an English Learner based on the home language survey completed during
registration. The district then assesses using the WIDA tool to determine language proficiency in reading,
writing, listening and speaking. A student who scores in the range of services is provided an Individualized
Language Plan (ILP) that is written and serviced by the English Language teacher. 
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Student Expectations and Discipline

Dress Code
Students are expected to:

● Be clean and free from offensive odor in their personal grooming and dress.
● Dress in clothing that is in good repair and free from offensive writing or pictures.  Clothing displaying

any alcohol, tobacco, or drug name/symbol or having a crude or aggressive message may not be worn
to school.

● Dress in clothing that is considered to be appropriate for school.
● Wear shoes, boots, sandals or some other proper footwear. No cleats or shoes with wheels. Flip flops

are discouraged; they break often at recess. 
● Clothing not permitted includes spaghetti straps, bare midriffs, hats, and hoods worn inside the building.

If shorts are worn, they must be lower than mid-thigh (at the longest finger when arms are held down at
the side).  Lycra biking or boxer shorts are not permitted.  Any top which does not cover underclothes
and bare chest will be considered inappropriate. Tank tops are ok as long as no undergarment straps or
chest are visible.

● Accessories which are considered part of a costume, are not permitted unless it’s a specific dress up
day.

● Pants must be worn at the waistline. They should not be dragging on the floor.  
● Remove hats and sunglasses when entering the building.
● Appropriate disciplinary action will be taken with students who violate the dress code.  Parents will be

asked to bring a change of clothes for students who violate the dress code, unless the nurse has
something in stock to loan the student.

● Students whose appearance is disruptive to the educational process are in violation of the school’s
clothing policy.

 
Toys, Stuffed Animals & Other Items
Problems arise each year because students bring toys, stuffed animals and other items to school that should
be left at home. Toys, stuffed animals and other items would be anything that does not have educational value
as determined by the classroom teacher. This would include toys, stuffed animals and other items brought to
school for recess. The school has a playground and provides recess equipment for students to play with. Only
under the rare exception of the classroom teacher for a reward or incentive would a student be allowed to bring
a toy, stuffed animal or other item from home to school, along with parent permission. The school cannot be
responsible for replacing any lost or stolen items.

Student Discipline
Discipline is teaching. Each disciplinary decision made at school has the end goal of teaching the child through
corrective strategies and takes into account precedent for comparable incidents as well as the student’s:

● Age, grade and maturity level
● Intent
● Past behavior and response to interventions
● Willingness to acknowledge behavior and amend harm caused
● Impact on others and the school community

 
The initial layer of student behavior is supported through the home as students come to school ready and
prepared for learning. The second layer of support is managed by the teachers and staff in the school.
Strategies can involve behavior plans, classroom management practices, and teachable moments. The final
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layer of support is through the school principal. When the school principal is involved with student behavior,
consequences are administered following the district’s discipline matrix as approved by the school board. This
serves as a guide for decision-making with consequences that range from verbal warnings to suspensions. 
 
Positive Behavior 
To reinforce expected and desired behaviors, Washington rewards students through Student of the Month
recognition, “Hornet Awards”, and classroom incentives. Our desire is to create an environment that is
conducive for all students to learn and grow. This means that students need to follow rules and expectations
through what is called the “Washington Way”. Students who model the “Washington Way” are recognized and
rewarded for their example. 
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Health and Safety Procedures

Medication Administration 
Medications will not be given without proper written permission. Only those medications that are necessary to
maintain the child in school and must be given during school hours shall be administered. It is the parent’s
responsibility for assuring the medication arrives safely at school in a properly labeled container with written
permission. 
 
All medications are kept in a locked area in the nurse’s office or are in tamper-proof containers.  All
medications will be administered by the school nurse or his designee.  The parent may withdraw the request
for medication to be administered any time.
 
Prescription Medications

● Parents/guardians must bring any controlled medications such as Ritalin and Adderall to school instead
of sending these medications with their student on the bus.

● A Medication Authorization Form must be completed and signed by the physician and/or parent of the
student who is to receive the medication.

● Medications prescribed for a student (legend drugs) are to be kept in the original container/package
with pharmacy label and student’s name affixed.  The pharmacy label can serve as the written order of
a physician. (Pharmacists will provide a duplicate empty container for school use upon your request.)

● All permission for long-term medications shall be renewed annually.  Changes in medication must be
documented by written authorization of the prescribing physician.

● When the prescription medication is to be administered at school, the school nurse must be provided
with this information in writing:

o The name of the medication,
o The purpose of the medication,
o The amount to be given,
o The time it is to be given,
o The route, such as orally, and 
o Possible side effects

● Students with asthma may need to carry inhalers with them to gym class, sports, etc.
  
Over-The-Counter Medications
The nurse or his designees will distribute only medications with F.D.A. approval.  In no instance will the
Manufacturer’s recommended dosage be exceeded.

● No Tylenol, cough drops, etc. will be provided by the school to the students.
● Over the counter medications in the manufacturer's original package may be given at school only with

the written permission of the student’s parent or guardian.  The note must also include:
o The amount of medication to be given, and
o The time it is to be given

 
Immunizations
WCS adopts the immunization requirements in IC20-8.1-7-10 as amended by Public Law 150-Acts of 1980 as
board policy.
 
The enforcement of the immunization requirements is as follows:

● A current immunization statement on file with the school, or
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● A statement by the local health officer or physician that the required immunizations have been delayed
by extreme circumstances and that a time schedule for immunization has been established, or

● A statement of objection in accordance with IC20-8.17-1 (a) or IC 20-34-4-1-6.
 
New students must present immunization records upon enrollment in school.  Transferring students have 20
days to present immunization records.
 
For the safety of all students, the school principal may remove a student from school, or establish a deadline
for meeting State requirements, if a student does not have the necessary immunizations or authorized
exemption. Any questions about immunizations or exemptions should be directed to the school nurse.

Children who enter a school corporation with a history of receiving less than the minimum required
immunizations have a period of 20 days to begin or resume their series.  They may stay in school at the end of
the 20 days by either:

● Completing requirements, 
● Starting immunizations and producing a schedule for completion, or
● Qualify for an exemption according to State Law

 
Health Screenings
During the school year, screenings will be conducted through state required mass screenings, teacher and/or
case conference committee referrals, or when new students enroll. By state law, all schools are required to do
the following screenings:

● Grades K & 1 & 4 = Hearing
● Grades K, 1, 3 & 5 = Vision

 
Parents will be notified of any suspected abnormalities found during the screening. It is requested you arrange
for an examination with the appropriate health professional to verify if there is a positive finding and to receive
treatment. Please let the school nurse and classroom teacher know the results of the referral. If you do not
wish to have your child screened, please submit a letter to the school office. Any student, regardless of grade
level, will be screened upon parent or teacher request if “difficulties are suspected.”
 
Accidents
Every effort is made to prevent accidents. However, should an accident occur at school, the following
procedures take place:

● First aid is given, and
● A parent/guardian is notified if the accident warrants further attention and an accident report is filed.

 
If the family or guardian cannot be notified, the school will attempt to procure the services of the family
physician.  Parents should make sure that the necessary emergency information is accurate on the registration
page each year.  Low-cost supplemental accident insurance is available that covers recess injuries.  This must
have been on file prior to the accident.

Head Lice
Head lice is a continuous problem among young children.  Check your child on a regular basis and inform the
office immediately if you should find head lice on your child.  Remember, head lice can visit anyone, clean or
dirty, rich or poor.  The most important fact to remember is that the problem should be quickly treated because
delays only help to spread the infestation throughout the community.

Child Abuse & Neglect
Anyone who suspects that a child is the victim of abuse and/or neglect is required by law to report that
suspicion to the Department of Public Welfare or to the police in the county where the child lives. To not report
is punishable by law.

Safety Drills



16

Safety drills are held periodically throughout the school year as designated by state school safety regulations
or directives.  Fire evacuation and lockdown drills are held to create familiar responses to these crisis
moments.  Tornado drills are conducted within the building in the storm shelter areas.
 
Recess 
As a general rule, all students are to participate in recess time, inside or outside, with all of their classmates. A
child well enough to come to school should be reasonably expected to take part in recess wherever it is held. 
If a medical condition exists which warrants a student staying in from recess, the school must receive a letter
from a doctor stating the reason and the number of days the student should stay in. Otherwise, all children will
participate in all outdoor recesses.
 
Outside recess requires proper clothing.  Dress for the weather.  Please make sure your child has a hat, coat,
and gloves in cold weather.  In addition, boots and snow pants are required for children wanting to play out on
the playground and not only on the blacktop during winter.
 
We are constantly monitoring weather conditions and making real-time decisions as to whether to go outside
for recess or stay inside.  Our school policy is that students will be inside for recess if the “feel like”
temperature is lower than 20°. The school also has the discretion to schedule indoor recess if needed.
 
Field Trips
Families will be informed of all field trips or school experiences that take place outside of the school building. If
a student is not given permission to attend, the family will need to notify the child’s teacher prior to the day of
the trip. Written permission forms will be sent for any field trips that are to a major city such as Chicago or
Indianapolis, or an overnight trip.  
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Family Support and Communication

Parent Teacher Organization
We are very fortunate to have such active participation in our Parent-Teacher Organization.  Parents, teachers,
and other interested adults in the school community are encouraged to support and participate in the PTO.

Family & Teacher Communication
Prior to Fall Break, teachers hold family/teacher conferences to discuss student academics and behavior. As
families have questions, this is a great opportunity to meet in-person to discuss together. If families or teachers
determine a need to meet throughout the year, these meetings can be coordinated as needed. 

Teachers will be available to communicate about student information and needs through email and by school
phone. In an effort to ensure high quality instruction is protected, teachers' time and focus will be on students
and learning, not answering emails or making phone calls. In a timely manner, teachers will communicate with
families before and after school along with prep times as built into the schedule.
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Cafeteria Procedures

Cafeteria
Information on meals, payments, and policies can be found on the WCS Food & Nutrition website:
https://wcsfoodandnutrition.org/. 

Breakfast
All students are welcome to purchase a breakfast. The cost is $1.50 a day, although those who are eligible for
free or reduced-price lunch will receive a free or reduced price ($0.25) breakfast. Adult breakfast is $2.50. The
cafeteria will open for breakfast at 8:40 a.m. for bus riders. All other students who wish to eat breakfast will be
able to at 8:55am when the doors open. 
 
Lunch
Lunch may be purchased through the school lunch program or brought from home. The cost is $2.65 a day
with reduced price being $0.40. Students are not to bring pop/soda unless permitted by a school special event.
Lunch times are approximately 30 minutes in length with recess following right after. 

Two-Hour Delay
On two-hour delay days, no breakfast will be served, only lunch at the normal times.
 
Rules & Expectations
Students are to follow three primary expectations while in the cafeteria. Students who continuously fail to follow
these expectations may be relocated to another seat, eat in the office or receive other consequences as
outlined by the district’s behavior matrix.

Rules are as follows:
1. Stay in “sit spot” (assigned seat)
2. Use an inside voice (talking at an appropriate level to those at their table)
3. Use manners (eat your own food while keeping hands and feet to yourself)

Food Allergies
WCS recognizes the growing number of students enrolling in our schools with potentially life-threatening food
allergies. Our staff has been trained in procedures to use if a food allergy emergency should occur but it is still
important that students do not share food and/or snacks.  Also, students who bring in food and/or drinks for
birthdays and parties should be individually wrapped. All food given to students during the school day must be
store bought or commercially prepared. 
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Attendance and Transportation

School day starts at 9:10am. Students arriving after are counted tardy. 

Students are given seven total days of unexcused absences, this includes sick and vacation days. After five
unexcused absences, the school will send out a warning letter. After eight days of unexcused absences a letter
goes to the prosecutor’s office.

Absences are considered excused when a doctor’s note is provided. If a student will be absent, please call or
email Kendra Smith at kesmith@warsawschools.org prior to 10am. If you leave a voicemail or email, please
include the student’s name, teacher, and reason for absence. 

Attendance Exemption forms are available upon request from the office.

Childcare
The Baker Youth Club and YMCA Kids Club are both before and after school child care options. BYC is located
near the fairgrounds and provides transportation to and from their site to school. YMCA Kids Club is located at
Washington for families to drop off and pick up their child. 

Transportation
Washington is a neighborhood school that has students arrive by walking, bus and car. It is not the school’s
responsibility to supervise students prior to the school day or after while off school grounds. Changes to
transportation home need to be communicated prior to the end of the school day. Communication should be
done by email to the classroom teacher or calling the office. 

Walkers
Students should not arrive any earlier than 8:45am at Door 4 (north side). Doors open at 8:55am for students
to go to class. At the end of the school day, K-2nd students are released first, then 3rd-4th, and finally 5th-6th.
Students who walk together may wait for one another outside the building. 
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Bus Riders
Students who live in Washington’s district have bus transportation provided. Bus riders will stay on the bus until
the doors open at 8:55am unless eating breakfast. At the end of the school day, bus riders are released by
color coordinating with the bus number they ride. 

Car Riders
Doors 1 and 2 open at 8:55am for students to enter the building. Those going to breakfast should go to the
cafeteria first and then report to class. At the end of the school day, car riders are released by groups as
parents go through the car rider line using the CarRider Pro system.

Arrival & Dismissal
School Begins at 10:00 on Mondays and 9:10 on Tuesdays, Wednesdays, Thursdays and
Fridays. All Warsaw Community schools start later on Mondays to allow time for
teachers to collaborate. Parent drop-off begins at 8:55 at doors #1 and #2 (9:45 on Mondays).

Dismissal is at 3:50 each day. Parent pick-up is at doors #1 and #2. Students can be picked up in the office
prior to 3:30pm. Calls regarding changes to the end of the day transportation must be received in the
office by 3:15pm.

End of Day Procedure
Washington Students’ safety is our top concern and we are always looking for ways to improve
the security of our school. Please read the following dismissal procedures beginning on the
first day of the 2022-23 school year.

There are five ways for students to be dismissed at the end of the day:
1. Students can be picked up in the front office prior to 3:30 pm.
2. Students can be picked up in our parent pick up line.
3. Students can ride the bus home.
4. Students can walk.
5. Students can attend Kids Club (through the Y) or BYC.

Calls regarding changes to end of the day transportation must be received in the office by 3:15pm. After
3:15pm, we do not have enough time to deliver messages to students, so students will be expected to follow
their normal mode of transportation home. At the end of the day, no student will be picked up through the front
office unless being picked up prior to 3:30pm for an appointment.

Students who walk will be dismissed at staggered times. Students can wait at the walker door for older
siblings. Students are dismissed to buses as their bus arrives. Students will be dismissed to the parent pick up
at 3:50. All cars going through the parent pick up line will need a car pickup tag in order for a child to be
released to the driver. See the traffic flow map below:
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Students not picked up at the end of parent pick up will be taken to the office and will be required to be signed
out by an adult. Late pick ups are closely monitored and documented.

At the end of the day our front office is very busy, sometimes being run by only one of the office staff. We do
not have the capacity to supervise that students are safe and being picked up safely from the office. The office
procedures are to ensure our students and school are a safe environment.


