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August 2016 

Dear Peter J. Shields Families,  

Welcome to Peter J Shields! We are pleased to have you as a part of our school 
community. 

I am so very excited to be the principal at Peter J Shields.  At PJS, we emphasize access 
to a well-rounded education. In addition to instruction in our core academic areas of 
English/Language Arts, Math, Science and Social Studies, our students are also 
enriched by instruction in music, art, and hands on learning. Our school has a garden 
that allows students the opportunity to learn science in a “living lab.” There are also 
opportunities for after school enrichment programs. 

Parents and families are welcome here. I encourage you to develop a positive working 
relationship with your child's teacher and to be an active part of our school community. 
There are many ways to be involved. For example, you may volunteer in your child's 
class, join the PTA, and attend School Site Council meetings. We also send out our 
parent newsletter in an effort to help inform our community of school events.  

Because of our well-rounded academic program, and strong levels of partnership with 
parents and our community, Peter J Shields is not only a school your child attends, but 
it is also a vital part of the Rancho Cordova community. I look forward to a successful 
year in 2016-17! Please do not hesitate to call or email me (tbosque@fcusd.org) if you 
have any questions. 

Sincerely, 

Ted Bosque 
Principal 

 

mailto:tbosque@fcusd.org
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Peter J. Shields Elementary School 
 

10434 Georgetown Drive 
Rancho Cordova, CA 95670 

916-635-5152 
 

Fax #: 294-2488  Student Care #:  635-5416 
 

 
 

DAILY SCHEDULE 

 
 

Grades Transitional Kindergarten          8:22-11:43 
Grades Kindergarten, 1, 2 Early Friends   8:22-1:52 
Grades Kindergarten, 1, 2 Late Friends   9:10-2:37 
 
 
(Please note: Grades K,1, 2 are all early schedule for the first two weeks of school) 
 
 

Grades 3, 4, 5       8:22-2:37 
 
*Minimum Days      8:22-1:31   
**Super Minimum Days     8:22-11:56 
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PETER J. SHIELDS IMPORTANT DATES 2016-2017 
 

REGULAR MINIMUM DAYS: 
 
1. November  14th– 18th , 2016  (parent conferences) 
 
2. February 27th, 2017            (parent conferences) 
 
3. May  22nd– 25th , 2017    Planning 
 
4. May 25th, 2017             Last Day of School 
 
  
 
SUPER MINIMUM DAYS: 
 

 1.  November 4, 2016   End of grading trimester    
 
2. February 24, 2017 End of grading trimester  

 
3. May 25, 2017 End of grading trimester 

 
 
BACK TO SCHOOL NIGHT:  Friday, August 11th,   

 

Early –Late Schedule begins:               Monday, August 16th  
       
OPEN HOUSE:              Thursday, April 27th      
 
SCHOOL PICNIC:             TBA in May 
 
Last day of school:                                Thursday, May 25th  
 
 
SCHOOL HOLIDAYS:  

Labor Day     9/5/16 
Veteran’s Day   11/11/16 
Thanksgiving Break  11/21/16-11/25/16 
Holiday Break   12/19/16-1/2/17 
Martin Luther King’s Birthday 1/16/17 
President’s Day    2/20/17 
Lincoln’s Birthday (Observed) 2/21/17 
Spring Break    4/10/17-4/17/17 
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UNIFORM COMPLAINT PROCEDURE 
 
 
 
 The Board of Education recognizes that parents, guardians, students, 
employees, advisory committee members, or other members of the community 
may have questions, seek information, desire to make requests, and express 
complaints regarding district policies and procedures of state and federal 
programs.  A complaint in this sense is a request for action to resolve a conflict.  
The complainant is the person affected or represents the person affected. 
 
 
A parent complaint about a student should be discussed with the teacher and 
then with the principal.  If the complaint is not satisfactorily resolved, the next 
step is to file an official complaint with the District, through the Uniform Complaint 
Procedure.  Direct the complaint to 1965 Birkmont Dr. Rancho Cordova, CA 95742  
Phone  294-9000. 
 
 
A discrimination complaint must be written and filed within six months of the 
occurrence or when first acknowledged.  District staff will resolve the complaint 
through mediation or will investigate and provide a written report to the 
complainant. If resolution is not reached at the staff level, the matter may be taken 
to the district Board of Education. 
 
 
The time period for the district staff and/or Board to response may not exceed 60 
days. If the written report still does not resolve the complaint, the complainant 
may appeal to the California Department of Education within 15 days of the 
district’s report’s issuance. If the Department of Education is unable to resolve 
the complaint, complainants may seek local civil law remedies. 
 
 
Uniform Complaint Procedures have been established (Board Policy 1312.3) and 
may be obtained from the Personnel Office. 
 
 
Programs and services covered by Uniform Complaint Procedures include Adult 
Education, general and basic education, preschool, state and federal programs, 
Special Education, ROP, nondiscrimination, gender equity requirements, and civil 
guarantees. 
 
This notice is provided annually to parents and students, school and district 
advisory committee members, all district employees and other interested parties. 
This notice is provided in English and is also available in Spanish, Russian and 
Armenian on our district website.  
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OUR GOALS 
AT 

PETER J. SHIELDS 
 
 

Peter J. Shields offers every student the opportunity to grow and 
achieve success.  Listed below are some of the things we will work on 
learning year to year. 

 
 

We will learn: 
 

 More about the world in which we live 
 
 Skills that we need as adults 

 
 Ways to become better problem solvers 

 
 To improve our reading, writing, and math skills 

 
 To think critically, to analyze, to infer, and to evaluate 

 
 To cooperate and work with other people 

 
 To develop the sense of responsibility and become a life-

long learner 
 

 To use and appreciate our natural talents 
 

 To make friends 
 

 To develop skills of character 
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HIGH EXPECTATIONS 

 
Life gives us all certain responsibilities.  These responsibilities differ depending on the 
roles we fill.  At school we have expectations for each member of the PETER J. SHIELDS 
community.   
The principal is expected to 

 Set high expectations for achievement, behavior, attitude, and attendance 

 Ensure a safe and respectful learning environment 

 Listen to parents, students, and teachers 

 Provide leadership in curriculum and instruction 

 Support or lead professional activities to meet the needs of the staff 

 Model professional growth, dedication to education, and concern for children 

 Reinforce the partnership between parents, students, and staff 
 
The teachers are expected to 

 Establish an atmosphere in which productive learning can take place 

 Involve students in activities that will increase student self-esteem 

 Implement quality instruction 

 Serve as positive model for the students 

 Regularly communicate student progress and concerns with parents and the 
principal 

 Provide a safe and respectful classroom environment 
 
Students are expected to  

 Respect the rights of other students to learn and play 

 Respect the rights of teachers to teach 

 Be courteous and respectful to adults and students on campus 

 Treat the school buildings, public property, and the personal items of others well 

 Know and follow the school rules  

 Come to class on time and prepared to work 

 Complete homework and class assignments on time and to the best of their 
abilities 

 
Parents are expected to  

 Support and discuss with your child our expectations for student success 

 Work as a team member to support the behavior standards and discipline policies 

 See that your child comes to school daily and on time 

 Make sure that your child is well-nourished, groomed and rested 

 Provide a suitable area to study at home 

 Supply your child with study materials when needed 

 Limit your child’s T.V. time and help select worthwhile programs 

 Find out how your child is progressing in school by attending conferences and 
communicating with teachers 
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VOLUNTEER OPPORTUNITIES 
 

Coming to visit us?  That’s GREAT!  Please come first to the school office to let us 
know that you are here.  For the safety of the children, ALL visitors must first 
register in the school office prior to going elsewhere on campus. 
 

You are invited and encouraged to participate in the Peter J. Shields’ Parent 
Teacher Association (PTA).  The PTA helps to link home, school and community.  
Each year the PTA purchases supplementary materials for the school, helps 
support academic programs, field trips and special events for the children. PTA 
enriches the community with festivities such as the Harvest Festival, Book Fairs, 
the School Picnic and provides a channel for parent input and support.  PTA officers 
may be contacted by sending a note in your child’s Wednesday Folder, by emailing 
a board member, by telephoning the board member’s home, or by leaving a note in 
the PTA box located in the school office (phone numbers and email addresses can 
be found on the PJS website (http://www.fcusd.k12.ca.us/pjsweb/index.htm) 

 

Last year, adults who volunteered here at school donated hundreds of hours!  
Parents, you are VITAL to an excellent educational program.  In addition to your 
support at home, any help you give at school is appreciated! 
 

Should you choose to volunteer, we would like you to tell us when you can 
volunteer and in what capacity.  While classroom volunteers often need to commit 
to a regular schedule, there are many jobs around the school that could be done 
by a volunteer who can come less often. 
 

Our district requires all volunteers to have a Volunteer Application, a copy of a 
negative T.B. test , and fingerprint clearance prior to volunteering. Fingerprint 
clearance is required for all volunteers. 

 

We appreciate volunteer help in our classrooms and on field trips, but regret that 
siblings may not accompany their parents during these times. 

 

HOW CAN YOU GET INVOLVED? 

 Classroom volunteer 

 Prepare materials 

 Take pictures at assemblies/special events 

 Hang student work for display 

 Assist with the book fair 

 Listen to a student read 

 Help students in math 

 Staple the monthly newsletter 

 Teach a special lesson in the classroom 

 Join a planning committee/PTA for special events 

 Create an outreach or donation program from your place of business 
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Classroom Observations 
 
At times parents have asked to observe in a classroom. Appointments can be 
made 48 hours in advance by contacting the teacher. We ask that you limit the 
visit to 15 minutes. 
 

PJS Programs That Promote A Positive School Culture 

 
The staff at PJS are dedicated to creating and maintaining a positive school 
climate that lends itself to personal and academic growth. Through the following 
three programs we reinforce our school expectations, teach conflict management 
and address bullying prevention. 
 
Steps to Respect: This program, taught specifically in the 3rd-5th grade, helps 
students to learn to identify a bullying situation as well as teach them strategies to 
help them prevent and combat situations. 
 
B.E.S.T: Through the Building Effective Schools Together (BEST) program school 
expectations (also known as the 5 B’s) are identified, taught and modeled. The 5 
Be’s are: Be Responsible, Be Respectful, Be a Friend, Be Safe and Be Productive. 
Every 6 weeks teachers identify 5 students who exemplify one of the 5 Be’s to be 
recognized in an assembly. Crusader Coupons are collected during this 6 week 
period and names are drawn for prizes and an extra recess for the class won by 
an individual student. In addition, each 6 weeks students with 20 Crusader 
Coupons are rewarded with having lunch (the Crusader Lunch Bunch) with the 
principal and a treat provided by PTA. 
 
Caring Schools: This program is school –wide and designed to foster positive 
relationships within each classroom community as well as across grade levels. 
Classes have “buddy classes” that get together many times during the year for 
special activities and to practice positive, collaborative relationships. In addition, 
classroom meetings take place to work on the skills of conflict resolution and 
cooperation. 
 
 
The school rules and expectations at PJS are designed to help all school members 
stay safe, and to learn and work in a caring, supportive environment. Some rules 
are intended to promote learning and prevent disruption in our classrooms. Peter 
J. Shields’ behavior expectations ensure all students’ right to learn in a safe 

environment.  
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OTHER HELPFUL RULES FOR A SAFE AND RESPECTFUL CAMPUS 
 

 
 

 Supervisors, teachers, and other school employees should be obeyed  and 

listened to at all times 

 Gum is not allowed at school  

 Restrooms are to be used mainly during recess 

 Please get drinks during breaks and recess 

 Always use sidewalks and walk in the hallways 

 Talk in a polite tone and at an appropriate volume 

 Take care of the school buildings and property 

 Respect other children both in the classroom and at recess 

 Games are to be played using school rules with yard supervision  

 Greet campus visitors respectfully  

 Help others who are hurt or need help 

 Take turns when playing and working together 

 Be sensitive to other’s feelings – care for others 

 Please use kind language – profanity or swearing is not allowed 

 Keep hands and feet to yourself 

 Cell phones must be turned off and stored in a backpack during the school 

day. ** They may not be used during school hours** 

 Electronic toys  may not be brought  to school 

 Hats may be worn outside only 

 Skateboards and are not allowed. Scooters and bikes must be lockable 

 Shelled seeds and nuts and caffeinated drinks are not allowed 
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CONSEQUENCES 

 

 
 

Our students try to follow the school rules to the best of their abilities.  When 
students choose not to follow the school rules there may be consequences.  
Examples of possible consequences are listed below. 
 

 A reminder 
 A warning 
 Loss of recess 
 Assignment of a community service on campus 
 Writing a letter of apology indicating remorse and/or compassion for 

the person offended or hurt 
 Time-out in another classroom 
 Parent phone call 
 Parent – student – teacher conference 
 Suspension by teacher or principal 
 Parent attendance in class during school day (as decided during a 

conference) 
 
Please note that in accordance with the California Education Code and district 
policy, some actions are considered so unsafe to the child and/or others that he 
or she may be suspended immediately- even if it is a first time violation.  Further 
consequence may include expulsion.  Examples of behaviors that may warrant 
immediate suspension are listed below: 
 

 Causes serious injury to another person 
 Brings a knife or explosives 
 Possesses any drug, drug paraphernalia, tobacco product or 

alcoholic beverage 
 Offers any person any substance pretending that it is a drug 
 Smokes or chews tobacco 
 Brings toys that look like weapons 
 Verbal and/or physical harassment 
 Bullying 

 

Students may be suspended for other reasons as well.  Parents will be notified 
and a parent – principal conference is required. 
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ELEMENTARY DRESS STANDARDS 
 

 
 

Thank you in advance for helping to adhere to our school / district dress code 
guidelines. A student who comes to school wearing unacceptable clothing or 
dress will be required to contact a parent to bring a change of clothing to the 
school. The school principal and/or classroom teacher will determine appropriate 
school dress. 
 
 

 Shirts and tops must have no midriff exposure, no spaghetti straps, no 
halter tops and no see-through fabrics. 

 Bathing suits or exercise type clothing cannot be worn as school attire. 
 No jewelry, hats or clothing is allowed that display any drug, alcohol, sex, 

violence or gang message or logo. 
 Skirts and shorts must be fingertip length. 
 Undergarments are not to be visible. 
 Pants, shorts and skirts must fit the natural waistline. Clothes must be no 

more than one size larger than the student. No bagging, sagging or 
dragging. No pajamas. 

 The length of the belt is to be no longer than five (5) inches when the belt is 
cinched. 

 No hats or other head coverings are to be worn indoors. (classrooms, 
cafeteria, etc) 

 No flip-flops, clogs, zorries, etc. Shoes need to have backs or straps. 
 No roller shoes are allowed. 
 Student’s hair is to be clean and well groomed at all times. 
 Hair coloring is not allowed 
 Do not wear make-up of any kind. Fingernail polish should not be brought to 

school.  
 Visible tattoos of any kind are considered distracting and inappropriate for 

school. 

 
 
It is recommended that all outer clothing (coats, sweatshirts and jackets) is 
properly marked with the name or initials and phone number of the child.  Many 
clothes are lost during the school year and we are often unable to locate the 
owner. 
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HOMEWORK POLICIES & GUIDELINES 
 

Homework is previously learned classroom material taken home for practice and 
reinforcement purposes.  While the teacher may designate an incomplete 
assignment as homework, unfinished class work generally is not considered 
homework for the purpose of this policy.   
 
AMOUNT OF HOMEWORK 
While the amount of homework assigned varies with the grade of a child, it is 
expected that all students will have homework.  A general guideline is a limit of 
four hours per week, Monday through Thursday.  Specific limits by grade will be 
determined and stated in teacher homework statements submitted at the 
beginning of the year. 
 
Extended home assignments covering weeks or months shall include checkpoints 
or hour-indicators to facilitate monitoring.  In cases where a child takes subjects 
from several teachers, the teachers will communicate with one another for the 
purpose of staying within the restraints of this policy. 
 
STUDENT RESPONSIBILITY 
It is the student’s responsibility to take work home, share it with his or her family, 
complete it and return it to school on time.   
 
PARENT RESPONSIBILITY 
It is the responsibility of the parent to ask to see homework, check for student 
understanding and to give verbal support when the work is completed.  Parents 
may clarify understanding and should notify the teacher if the child does not 
understand the work assigned.  Parents need to set a time for homework 
completion and provide a quiet place where the student can work with minimal 
distraction.  
 
TEACHER RESPONSIBILITY 
The teacher needs to plan student assignments of appropriate length and 
purpose.  He/she needs to communicate with other teachers serving the student 
and do his/her best to ensure success in learning.  He/she also needs to assess 
and monitor homework in a timely manner.   
 
PRINCIPAL RESPONSIBILITY 
It is the responsibility of the principal to support, up-date, and monitor the 
implementation of the policy.  This includes disseminating the policy to parents, 
in-servicing staff, and checking for evidence of policy implementation.  He/she is 
also responsible for following through with parent, student and teacher concerns 

regarding policy implementation. 
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SCHOOL – LIBRARY IMPROVEMENT PROGRAM (SLIP) 

 
 
PETER J. SHIELDS participates in the School and Library Improvement Program, 
which is supported by the state of California.  The intent of the program is to 
enhance educational opportunities for ALL students.  Our School Site Council, a 
committee of parents and staff members, oversees the plan and budget for the 
SLIP Program. 

 

 
 

TEXTBOOKS & LIBRARY BOOKS 

 
Students are expected to take good care of schoolbooks assigned to them.   
 
Fees will be charged for books that have been either lost or damaged beyond 
expected wear.   

 
 

TOBACCO FREE SCHOOL POLICY 

 
Effective July 1, 1995 – It is the intent of the Folsom Cordova Unified School 
District Board of Education to comply with state law (AB 816).  Therefore, the use 
of tobacco products is prohibited at all times on district property and in district 
vehicles.  This prohibition applies to all students, employees, visitors and other 
persons (District Policy 1115). 
 

Animals on Campus 
 
With the exception of registered and identified Service Animals, dogs are not 
allowed on our campus.  
 
** All other animals require the permission of the principal to be on campus  
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TELEPHONE / MESSAGES 

 

 
 

THANK YOU FOR UNDERSTANDING THAT STUDENT USE OF THE TELEPHONE 

AT SCHOOL IS LIMITED TO EMERGENCIES ONLY. 

 
Interruptions for routine messages disrupt the educational program.  Please 
make all necessary arrangements prior to sending your child to school.  In an 
emergency, we will get a message to an individual student.  Student use of the 
telephone for retrieving library books, musical instruments or homework will not 
be allowed from the office, but will be left to the teacher’s discretion. Please make 
sure your student knows who is picking them up after school.  Calls for this 
cannot always make it into the classrooms in time. 

 

BICYCLE & SCOOTER GUIDELINES 
 

 

Students may ride their bikes or scooters to school providing there is a signed 
bicycle contract on file and it can be securely locked. Bicycle contracts may be 
picked up in the school office. The school provides racks to which bikes may be 
locked, but the school assumes no responsibility or liability for stolen or damaged 
bicycles. Each student must bring his or her own chain and lock.  Students should 
NOT share a lock or lock their bikes together.  In addition, please remember: 

 
 Obey all traffic laws 
 Wear a bicycle helmet  
 Ride defensively and watch out for traffic 
 Upon arrival at school, dismount and walk your bike to the bike rack 
 Never ride on any sidewalk 
 The only bike you touch should be your own 
 Bicycles are not to be ridden on school grounds during the hours when 

students and staff are present  
 Bicycles are not allowed in the classrooms 
 Ride safely and in a manner that shows concerns for others 
 Skateboards, scooters, Roller Blades, Roller Skates or Roller Shoes  

are not allowed on campus 
 Scooters with a signed contract & locked at the bike rack are allowed 
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MEDICATION 

 

 
 

It is the obligation of the parent to inform the office personnel if a student is taking 
any kind of on-going medication, whether it is taken at home or at school.  In 
addition, it is the obligation of the parent to inform the office personnel of any 
notable health problems such as severe allergies or asthma. The parent/guardian 
of a student in grades preschool through sixth must bring the medication into the 
school office. All medication will be held in the school office and students will be 
dismissed from class at the specified time to take medication in the office.   
 
The school personnel shall cooperate with the students’ parent/guardian and/or 
physician by administering and providing a safe place for the storage of 
medication deemed necessary. When it is necessary for pupils to take medication 
during school hours, the procedures below need to be followed. 
 

 

Prescribed Medications:   
 The parent must obtain the DISTRICT MEDICATION FORM from the 

school office which the attending physician and the parent must 
complete and sign -then return the form to the school office.  

 The DISTRICT MEDICATION FORM will be kept with the medication in the 
school office. 

 The parent must bring the medication to the office in the prescription 
bottle or original container.  Your pharmacist will supply you with an 
extra “school” bottle upon request. 

 
Over–the-Counter Medications: 

 Parent must supply the school office with a signed DISTRICT 
MEDICATION FORM indicating the correct dosage, the time the 
medication is to be administered, and the desire that the school assist 
the pupil in taking medication.  Medication must be sent to the school 
office in the original container.  

 
 

AT NO TIME IS A STUDENT TO HAVE ANY FORM OF MEDICATION, EVEN COUGH 
DROPS, LIP BALM OR ASPIRIN, IN HIS OR HER POSSESSION ON CAMPUS.  FOR 
THE SAFETY OF THE STUDENTS, ALL MEDICATION IS TO BE KEPT IN THE 
SCHOOL OFFICE. 
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THE BUS 

 

 
 

All students need to know about riding a bus courteously.  Even students who 
do not ride the bus to and from school probably will ride a bus for field trips.  
Listed below are our RULES for the Bus: 

 
o Remain seated while the bus is in motion 
o Speak in a normal voice rather than shouting, yelling or screaming. 
o All parts of the body as well as all belongings must be kept inside the bus 

window 
o Eating, drinking and chewing gum are not permitted 
o Glass containers are not allowed on the bus 
o Animals are not to be brought onto the bus 
o Students who ride the bus to and/or from school must get on and off the bus 

at their assigned stop (the one nearest to home)  
o If a student needs to get off the bus in a different place on a certain day, 

he/she must have a note signed by the parent or office personnel 
o Students should arrive at their morning bus stop no more than 10 minutes 

before the bus is supposed to come.  Students are to respect and keep off 
of private property while waiting. 

o Our three basic school rules also apply on the bus 
 
 
Bus Referrals 
 
Riding a school bus is a privilege, not a right.  Students who misbehave or act 
unsafely will be given a bus referral with the following consequences: 
 

 First Violation:  Warning 

 Second Violation:  Three days off all district buses 

 Third Violation:  Five days off all district buses 

 Fourth Violation:  Two weeks off all district buses 

 Fifth Violation:  Off all district buses for one month or the    
remainder of the semester, whichever is more 
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EARLY – LATE FRIENDS (Grades K,1 & 2) 
 
Kindergarten, First and Second grade students at PJS participate in our 
Early/Late program.  About one half of the students in each class attend school as 
“Early Friends,” from 8:25-1:52.  The other half, the “Late Friends,” attend from 
9:10-2:37.  This type of grouping allows for a smaller teacher-to-student ratio and 
for more individualized attention for whatever subject is being taught. 
 
Each primary classroom teacher determines which students will be Early Friends 
and which will be Late Friends.  Teachers attempt to balance the classes to 
ensure the best possible educational setting for your child. Please pick up your 
student promptly at the end of their session.  
 
 
 

ARRIVING AT SCHOOL 
 
For safety reasons, students are not to arrive at school earlier than fifteen 
minutes before the start of class unless they are participating in the breakfast 
program.  There is no outside supervision for students prior to 8:10 a.m. The 
cafeteria opens at 8:00 for breakfast. 
 
At 8:10 a.m. students should go directly to the upper grade playground to 
participate in the Walking Club program. 
 
With the exception of the morning Walking Club program, the playground is 
CLOSED before school. **For student safety, the playground is also closed before 
the Late Friends start time, Early Friends dismissal time and immediately after 
school. 
 
 At 9:10 Late Friends should go quietly through the halls and directly to class 
when they arrive. If students arrive before the 9:10 start time, they may wait with 
their supervising adult in the parent wait area in front of the office.  
 
Kindergarten Students: Please do not arrive more than 5 minutes before your 
child’s school day begins as there is no supervision provided. The playground is 
CLOSED for safety. On Back-To-School Night Teachers will address where and 
when students are to line up. 
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ABSENCES 

 
It’s no fun being in school when you are sick!  If a student is going to be absent 
from school, we ask the parent to call and notify the school office.   If you call 
before 7:30 a.m., please leave a message on the recorder.  (At the beginning of 
the after-hours message, please leave an attendance message.)   
If you cannot reach us by phone, the student must bring a note explaining the 
absence on the first day back to school.  Teachers are happy to prepare work to 
be picked up for the absent child, but they need time to prepare the make-up 
packet.  Please call the school by 9:00 a.m. if you wish to pick up work after 
school that afternoon. 
 
If your child is going to be out five (5) or more days please check with the teacher 
or office regarding Independent Study. Teachers need at least three days to 
prepare an Independent Study Packet. All work must be completed and turned 
into the teacher on their first day back. This option helps your child stay current 
with classroom and homework assignments during their extended absence. 
 
 

 
TARDY POLICY 

 

 
 

It is the responsibility of parents and students to develop a plan to insure that 
students arrive at the proper time.  Late arrivals of a student affects classrooms in 
the following ways: disruption of the class, decreased learning time for all 
students, taking additional teacher time to help the student catch up with the rest 
of the class. A warning bell sounds at 8:22 signaling 3 minutes before the start of 
school. 
 
Procedures:  All tardy students report to the office.  The office will record 
tardiness.  When a student has a third recorded tardy, a letter will be sent home 
informing the parent of the tardiness. 
 
Excused tardiness may include, but not limited to, a medical appointment, a late 
bus, illness, an event prearranged with the teacher/office, or an unusual 
circumstance.  A written statement is requested for an excused tardy. A student 
who is late three times (30 minutes or more on each occasion, unexcused) will be 
reported as truant to the Attendance and Welfare Officer.  



Updated 5/20/2016 

 

18 

 

TRUANCY 
 

 
 
State law requires that any child who has been absent without valid excuse more 
than three (3) days or tardy in excess of 30 minutes of each of the three or more 
days in one school year shall be reported as truant to the Office of Attendance 
and Due Process. 
 
Any pupil reported as a truant three or more times within the school year is 
considered a habitual truant and a school official shall hold at least one 
conference with the pupil’s parent or guardian.  Any pupil considered a habitual 
truant or is irregular in school attendance, or is habitually insubordinate or 
disorderly during attendance may be referred to a School Attendance Review 
Board (SARB). 

 
 
 

FIELD TRIP INFORMATION 

 

 
Students may have the opportunity to take field trips during the school year.  Prior 
to a field trip, a form is sent home for the parent to complete.  It must be 
completed and returned to the teacher immediately.  **Students will not be 
allowed to go on the trip unless the school has a completed permission form on 
file, 24 hours before the trip.  We cannot accept permission by telephone or on a 
hand-written note. 
 
Students are expected to conduct themselves on the trip as they would while at 
school.  Should the parent/guardian opt to exclude a student from a trip, the 
student will attend school as usual and will be placed in another classroom for the 
duration of the field trip. 
 
Parents may be asked to help supervise on field trips.  Supervising parents are to 
make alternate plans for the care of younger siblings in order that they can give 
their uninterrupted attention to their supervisory tasks – meaning…NO SIBLINGS 
ALLOWED. All volunteer adults must have an approved volunteer form on file in 
the office, a current TB test on file in the office as well as district fingerprint 
clearance. Volunteer forms are available in the office.  
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EMERGENCY PLAN 
 

 
 

An Emergency Plan exists at school.  It is designed to cover a wide variety of 
contingencies including earthquake, fire and acts of terrorism.  While our greatest 

wish is to never have to use it, the staff reviews the plan and its procedures 
monthly.  Critical aspects of the plan are taught to students and practiced.  These 
aspects include learning what each signal means and what the safe response is.  

Should an emergency arise, designated staff members will make every attempt to 
contact parents.  We communicate using a phone messaging system, and rely on 
accurate emergency card information. PLEASE UPDATE ADDRESS AND PHONE 

INFORMATION with each change. In an emergency, it is imperative that the 
student checkout procedure be followed so that we can keep track of the safety of 
our students.  If you take your child away from school in an emergency situation, 
please check him/her out with a school authority.  Certain emergencies would be 

broadcast over the media, particularly radio station KFBK 1530 AM. 
 
 

  
 

EMERGENCY CONTACT INFORMATION 
 
In accordance with the California Education Code, we ask that you supply the 
school with current names, addresses, and telephone numbers to keep on the 
student emergency cards.  It is extremely important that we have complete and 
accurate information on your child’s emergency card so that we can reach you in 
case of emergency, illness or injury.  If you have a change in your workplace, 
address, phone, babysitter or emergency contact person, please inform the 
office.  Your cooperation is greatly appreciated! When in doubt that we have your 
current information – please check in the front office. Also, please keep the school 
informed of any pending custody cases or similar issues in which custody or right 
of guardianship is in question.  
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LOST AND FOUND 
 

 
 

At Peter J. Shields Elementary, there are two locations for Lost and Found items.  
 

 The area in the Multi is used for items such as jackets and lunch boxes.  

 Small lost items such as wallets, rings, and lunch money are kept in the office. 
 
Each year a number of perfectly good sweaters and jackets remain unclaimed 
and are donated to local charities.  We encourage students to make a thorough 
search in Lost and Found when an item is missing.  
 

It is helpful if names are put on clothing or personal items! 
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CAFETERIA INFORMATION 

 

 
 
School breakfast and school lunches are available for purchase on a daily, weekly 
or monthly basis.  Student loans are not available from the cafeteria or office. 
 
Students pay for their breakfast or lunches in the multi at mealtime.  It is helpful to 
small children to have their money in an envelope, coin purse or other suitable 
container.  Lunch or breakfast may be purchased in advance through the 
cafeteria or on-line through the district website.  If your child brings his/her own 
lunch, please make sure that the lunch box or sack is labeled with their name.  
Forms for free or reduced lunches are available in the office.   
***  New applications must be completed each school year. 
 

Cafeteria Manners 
 
Be Kind:  Be respectful to others and Keep voices calm 
Be Safe:  Keep hands, feet and objects to yourself. Do not share food 
Be Productive: Follow directions the first time 
Clean Up:  Pick up food/trash before being dismissed 
 

Cafeteria Rules 
 
When students enter the cafeteria: 
 

 Sit at your assigned table daily. 

 Please use a calm, quiet voice when in the cafeteria. 

 Raise your hand if you need help or any other items. 

 Pick up litter on the floor and on the table top before being dismissed from 
the table. 

 Leave the table only when you are properly dismissed. 
 
 

Consequences for Cafeteria Violations 
 
First Offense:  Talk to student 
Second Offense:  Student will be moved to another table 
Third Offense:  Student will remain during clean-up 
Fourth Offense: Student will conference with Principal and/or parent will 

be informed by mail or phone  



Updated 5/20/2016 

 

22 

 

PLAYGROUND RULES 

 

 
 
Playground rules are established in order to maintain safe and 
productive play time. Thank you for helping to keep our campus and 
recesses safe and fun! 

 
1. Play in the designated areas with equipment assigned to your class only.  

Do not play in, on, or behind any portables or temporary buildings.  
2. Playing and/or running in the bathrooms or in front of the classrooms is 

not allowed. 
3. Use all balls properly: If a ball lands on the roof, the custodian will 

retrieve it when she has time. 
4. Tackling, tackle football and wrestling are not allowed. 
5. Football and soccer must be played on the grass. 
6. Balls will be used away from the classroom buildings. 
7. Do not sit or swing on the tether balls. 
8. Games are to be played according to game rules. Each teacher and yard 

supervisor has a copy of the game rules. No game lock-outs or 
restriction of certain students 

9. No jump ropes, running games, or chasing in the bark area. 
10. Play basketball on designated courts. 
11. If a ball is found belonging to another classroom, return the ball to the 

appropriate room. 
12. Use of equipment: 

a. Never jump off play equipment. Do not climb fences, buildings, trees, 
or backstops. 

b. Always wait your turn. Be certain to stay out of the way of children 
using the equipment. 

c. Bats are to be used only at supervised P.E. and classroom games. 
13. When the bell rings, stop playing and freeze until the whistle is blown. 

Then, line up in your designated area. 
14. Yard and Lunchroom Supervisors must be obeyed at all times. 
15. Never drop paper and other articles on the ground. Please dispose of all 

garbage and litter in trash cans. 
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2016-2017 INSTRUCTIONAL CALENDAR 
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