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SECTION I: POLICIES AND PROCEDURES

ATTENDANCE POLICIES

Student Absences

Students must bring a note from a parent/guardian to their homeroom teacher explaining the absence. You have 3 days to bring in the note upon returning to school. The note needs to include the student’s first and last name, grade, date(s) of absence and reason for absence. The note must also be dated with a parent/guardian signature and a phone number for verification. Students will be allowed one day per each day of absence to make up work once returning to school.

Absences for Vacation or Travel
Such absences are unexcused and a student’s academic progress can be negatively affected.  Magnet students or transfer students who accumulate excessive absences are subject to being exited from the magnet program.  For prolonged absence, a student may be withdrawn from school for non-attendance.  Opportunity to make up missed academic work will be determined by the teacher after the student returns to school.
Excused Absences

Absences are excused for personal illness, sickness or death in the family, quarantine, weather or road conditions making travel dangerous, participation in school activities with permission of the principal, juvenile court proceeding documented by a probation officer, approved college visitation, religious holy days, and doctor or therapy appointment (a doctor’s note is required). Please note that any absence for personal illness for 3 or more days requires a doctor’s note to be considered excused. All other absences are unexcused. 

Leaving School Early

If students have an appointment, a note must be submitted to the teacher or main office in advance. The note needs to include the student’s first and last name, grade, date of the early dismissal request, time the student is to be released and reason. The note must also include a parent/guardian signature and phone number. All students must sign out in the Attendance Office and receive a permit prior to leaving campus. 

CHILD CUSTODY

Usually, when a divorce occurs, both parents have equal rights under the law. If this is not the case, you must notify the office and bring legal documentation of custody; otherwise, under the law, we must provide equal rights to both parents.  We are not able to take directives from one parent in regards to the other unless said directive is outlined in a legally binding custody document.
CARPOOL PROCEDURES
The best suggestion for the making the carpool process smooth and painless is PLAN!    Please be patient and helpful with your fellow families, and lend a hand in acclimating them to the “procedures.”   (Forgive the capital letters; they serve as emphasis…not yelling ()

The most important rule is to NEVER, EVER, drop a child off on the opposite side of the street and let them walk across!  The adults are models for our children, so we do not want parents walking across the street unless they are using the crosswalk.  An injury is never intended, and is always regretted.  This is one of the most serious acts of child endangerment observed at Kolter.  Please protect your child and others’ by adhering to this rule.  Please call 713-726-3630 for additional information.

Important Reminders:

· Carpool pick up tags are required for all student releases in the afternoon.

· Do not park, sit idle, or block any crosswalk or driveway…Dumfries St., Runnymeade, S. Rice

· Use the crosswalk; you are the role model for your child and others!

· Sisters and brothers will report to the younger sibling’s pick up area at dismissal time.

· Parents are responsible for communicating any type of carpool pick up change by 10:30 am in writing to the main office (i.e., going home with friend or relative)

· AM Drop Off:

· PreK parents will receive instructions regarding drop off and pick up from Ms. Lyons.  
· Kindergartners are dropped off at the Kindergarten gate on S. Rice.  Do not park your car on S. Rice in the morning to walk your child to school as this will hold up the whole line behind you and create a traffic jam. 

· All other students will be dropped off in the front of the school in the “drive through drop off zone.”  Again, do not park and walk.  U Turns on Runnymeade are not permitted. Use the crosswalk when walking your child to school; remember, you are the role model for your child.  After the first day of school, children may only be walked to the front door of the school.  

· PM Pick Up:  Carpool Student Pick Up Tags are mandatory!  Please hang the tag from the rear view mirror or carry it with you if walking.

· Kindergarteners are released at 3:00 pm.  Parents may park along S. Rice between the kindergarten gate and Godwin Park.  The teacher’s parking lot is reserved for buses only. Parents may walk up to the porch to pick up their kindergartener and escort them back to the car.

· 1st and 2nd graders will be escorted to the Runnymeade entrance of the school at 3:00 pm to wait on the porch area.  Teachers will assist with loading children as parents drive through the “pick up zone”.  No parking is allowed in the orange cone area at this time (NO U TURNS, DRIVE AROUND THE BLOCK!!!).  If walking up, please hand your pick up tag to the parent volunteer or staff member calling for students.  Every effort will be made to call names in the order they were received provided the student is present at the time.

· 3rd – 5th graders will be escorted to the walkway between the T buildings to Dumfries St.  This is a moving carpool lane.  If you must park, you will need to park a significant distance from the moving carpool lane.    

· Bus riders: 

· Bus riders are escorted to the bus pick up area at dismissal time.  Parents are responsible for notifying the office in advance when the students will not be riding the bus.

· Extended Day Program:

· Students enrolled in the Extended Day Program will report directly to the designated Extended Day teacher for each grade level at dismissal time (3:00 pm). 

· For additional questions, email  Kerri Lyons, Extended Day Coordinator:  klyons@houstonisd.org   

DAILY SCHEDULE
BREAKFAST: 




7:30-7:50 A.M.
ARRIVAL TIME FOR STUDENTS:

7:50 A.M.
STUDENTS REPORT TO CLASS: 

7:50 A.M.

CLASS BEGINS AND ENDS:


8:00 A.M.-3:00 P.M.

EARLY DISMISSAL DAYS:


12:00 P.M. DISMISSAL

No student should be dropped off at school prior to 7:30 A.M.   This is a negligent act by the parent as there is NO SUPERVISION for students before 7:30 a.m. and after dismissal at 3:00 p.m.  Extended Day parents should refer to policies and procedures provided to you by the Extended Day coordinator.
	AUGUST


	10-21  Professional Development Sessions (all staff)


	18       PTO Kindergarten Playdate – 6-7:30 pm


	20       Grades 1-5 New Student Orientation - 3 - 4 pm


	21       Kinder Orientation & Ice Cream Social 1:30 -4 pm


	           Grades PreK & 1-5 Ice Cream Social 3:00-4:15 pm


	24       SCHOOL BEGINS - 7:50 am

	           Kolter Parent Coffee in courtyard - 8 am 


	           All students dismissed at 3:00 pm


	31       PTO Meeting - 6:30 pm



	
	JANUARY

5         CLASSES RESUME TODAY

11       PTO Meeting - 6:30 pm

13       Report Cards Go Home (free dress tomorrow)

           SDMC Meeting at 3:30 pm
18       M.L. KING HOLIDAY - NO SCHOOL

22       Teacher Appreciation provided by 2nd grade

           Stanford Testing Window TBA



	SEPTEMBER

3        Open House Gr.PreK-2, Life Skills, PPCD- 6:30-8 pm

7        LABOR DAY - NO SCHOOL

10      Open House Grades 3-5- 6:30-8:00 pm

          Fall Fundraiser Kickoff - 1:30 pm
15-18 Hispanic Heritage Week 

21-25 Student Council Campaigning Activities

25      Teacher Appreciation provided by 5th Grade.

28      FALL HOLIDAY - NO SCHOOL 

30      EARLY DISMISSAL at 12 NOON

          Student Council Election Day


	FEBRUARY

1       PTO Meeting - 6:30 pm

4       Black History Program 

5       EARLY DISMISSAL AT 12 NOON

10     SDMC Meeting at 3:30 pm
12     Chinese New Year program

16     Mardi Gras Parade

26     Go Texan Day

         Odyssey of the Mind - Houston (TBA)



	OCTOBER

5       PTO Meeting – 6:30 pm
9       Individual & Group Pictures

6-8    5th Grade Camp

14     SDMC Meeting at 3:30 pm
16     Teacher Appreciation provided by 4th Grade

29     International Night - 6:30 pm

30     EARLY DISMISSAL at 12 NOON


	MARCH

1        PTO Meeting - 6:30 pm - Nominations begin

3        TAKS Testing – Grades 3,4,5

5        Spring Photos – individual only – free dress

10      SDMC Meeting at 3:30 pm
12      Kite Day

15-19 SPRING BREAK - NO SCHOOL 

26       Teacher Appreciation provided by 1st grade

31       Report Cards Go Home (free dress tomorrow)

           Japanese Week TBA



	NOVEMBER

2        PTO Meeting - 6:30 pm

2-6     French National Week 

4        Report Cards Go Home (free dress tomorrow)

11      SDMC Meeting at 3:30 pm
16-20 Magnet Awareness Week – Tours daily at 9 and 1 

20      PTO Meeting at 6:30 pm

25-27 Thanksgiving Holidays - NO SCHOOL


	APRIL

2        SPRING HOLIDAY - NO SCHOOL

6        TAKS Math - 5th Grade

7        Field Day  & Early Dismissal at 12:00 noon

9        Kindergarten Round-Up at 9 am

12      PTO Meeting - 6:30 pm - Election

14      SDMC Meeting at 3:30 pm
15      Spring Program – 6:30 pm Grades K, 2 & 4

23      Teacher Appreciation provided by Kindergarten

          “Teacher of the Year” Day

27-29  TAKS Tests

30      Spr. Fundraiser: Teacher Treasures/Family Night



	DECEMBER

4       Teacher Appreciation provided by 3rd Grade

7-11  Book Fair 

7       Book Fair Kick-off & Pizza Night at 5:30 pm

9       Grandparents Day for grades Pre-K, 2,  & 5

10     Grandparents Day for grades K & 4

11     Grandparents Day for grades 1 & 3

17     Winter Program at 6:30 pm. - grades 1, 3, & 5

18     Last day of school before winter break 

WINTER HOLIDAY

DEC. 21-JAN 5


	MAY

1        Asian Pacific Heritage 

5        Cinco de Mayo Parade

7        4th Grade trip

10      PTO Meeting - 6:30 pm - Officer Installation

12      APA Month Speaker, SDMC Meeting 3:30 pm
14      Tour de Kolter Bike Race

24      Kindergarten Awards Day

25      1st and 2nd Grade Awards Day

26      3rd and 4th Grade Awards Day

27      LAST DAY OF SCHOOL, 5th Grade Promotions

          Class Celebrations, Report Cards Go Home

       31      MEMORIAL DAY HOLIDAY


DISCIPLINARY FRAMEWORK
Code of Student Conduct

Developed by HISD and distributed to all parents and students, this booklet describes disciplinary offenses and how the district handles them. Parents are responsible for ensuring that their children adhere to the rules and conventions of proper behavior while at school. While the Code of Conduct is a comprehensive handbook, below is a brief synopsis of how misconduct is categorized.

Level I:  Violation of classroom rules; generally notes on a conduct sheet and corrected by the teacher or parent contact. (Examples: talking out of turn, chewing gum, off task behavior)

Level II:  Administrative/teacher intervention; generally more serious in nature or a repeated violation under Level I. (Example: teasing another student, rough horseplay, discourteous remark)

Level III:  Misconduct that disrupts the instructional process in class, at school, or school-related activities; repeated violation of Level I and II offenses; considered to be a serious offense. (Examples: refusing to comply with school personnel, fighting, profanity, bullying, harassment, possession of small pocket knife)

Level IV:  Criminal offenses; any felony, whether school-related or not, are included here unless it is categorized as a Level V.  Such an offense requires removal of the student to a Disciplinary Alternative Educational Program (DAEP).

Level V:  Acts of misconduct that may result in expulsion include, but are not limited to, assault, possession of weapons, drug distribution, and other criminal offenses.
Dangerous Weapons Policy

No students shall go on the school premises with a weapon, including a firearm, explosive, knife, any dangerous or illegal instrument, or any instrument represented as one of the above items or that reasonably appears to be one of the above described items. No student shall interfere with normal activities, occupancy, or use of any building or portion of campus by exhibiting, using, or threatening to exhibit or use any weapon or any item that is represented as or that reasonably appears to be a weapon.  

Any student violating this policy shall be (a) suspended for a period of not less than one year; and (b) expelled and not re-admitted, if ever, within a one year period of time. This penalty may be modified for good cause. In determining whether there is good cause to modify the penalty, the Superintendent or the Governing Board may take into consideration (a) the age of the student; (b) whether the student brought or used the weapon to harm, intimidate, or in any other manner jeopardize the health, safety, or welfare of others, or interfere with the educational process; and (c) other factors relevant to the issue of the penalty to be imposed.
Disciplinary Interventions
Disciplinary consequences are designed to deter the student from making errors in judgment 
or engaging in misconduct that interferes with the student’s (or other students’) ability to be academically successful.  Typically, behaviors are resolved through one of the following strategies:



· Verbal Warning


· Redirect student behavior

· One on one conference with student

· Conduct cut

· Written communication sent home or phone call to parent

· Conference with parent

· Student referred to office

Should the behavior issue be more serious in nature or if it is not resolved through these means, additional staff members, such as the principal, will be utilized.  

Positive Behavior Reinforcement

While we must uphold the disciplinary framework mentioned previously, it is the philosophy at Kolter that positive behavior reinforcement strategies is a crucial tool to reinforce good behavior and eliminate bad behavior.  Teachers and staff recognize the importance of building self-esteem and inspiring confidence in children. 
Typically when a student exhibits a pattern of poor behavior, staff will collaborate with parents to create a positive reinforcement strategy that is individual and unique to that child.

Electronic Devices Policy

When the Texas legislature allowed for electronic devices on school campuses it was for the purpose of emergencies.  The Kolter cell phone policy is designed with this philosophy in mind.  These devices have created a plethora of classroom disruptions, not to mention instances of name-calling, bullying, and cheating.  Lastly, these devices are typically very expensive and we strongly encourage that these items be left at home.    Should you allow your child to bring a cell phone device to school, they must adhere to the policy below:

· Cell Phones, IPODS, Gaming devices or any other electronics will be turned off and kept in the student’s backpack while the student is on any part of the Kolter campus.  

· Should the student feel an urgent need to use the phone before or after school hours, a call can always be made from a land line at school.  When a special circumstance arises after school hours, the student will need adult permission prior to accessing their cell phone. 

· A phone that can’t be seen or heard cannot be confiscated.  Students are not allowed to have their cell phone in their pants pocket, in the desk, or anywhere else.

· When parents have an urgent reason to talk to their child, the main office should be contacted immediately.  Attempting to contact your child via cell phone will result in the same consequence should the phone be confiscated.

Disciplinary Consequences 

The teacher will complete a discipline referral for all instances relating to misconduct concerning electronic devices.  The confiscated device will be stored in the school safe.

· First Offense:  Student/parent conference with principal and conduct mark 

· Second Offense:  $15.00 fine will be assessed in accordance with HISD’s code of conduct, and  


the phone will be kept in the safe until the following Friday of the offense.

· Third Offense:  $15.00 fine will be assessed and the phone will be confiscated until the end of  


the school year.

Additional consequences may result if it is determined the electronic device violated other school policies (classroom disturbance, name-calling, cheating, etc…).
Tardy Policy

It is essential that every child arrive at school by 7:50 am, when the first bell rings.  An important part of the student’s day is from 7:50 am to 8:00 am.  These minutes are for walking to class, unpacking, going to a first station (or seat), developing socialization skills and preparing to begin work when the tardy bell rings at 8:00 am.  On the contrary, children arriving late miss important beginning class instruction, disrupt the learning of other children, and divert the teacher’s attention from the class to the tardy student.

Furthermore, punctuality is an important life skill for children and a character trait which engenders respect for teachers, fellow students, and our school.  Again, excessive tardiness has the opposite effect.  By setting a clear and reasonable expectation for all, we hope not to administer consequences.

Consequences for Tardiness:

If a child is not sitting in their classroom by the 8:00 am tardy bell, the student will report directly to their first class and be signed in as “tardy”.  Excessive tardiness will affect a student’s general conduct grade, their eligibility to receive attendance honors, and to participate in special programs, such as field trips.  

The Kolter School tardy policy was created to emphasize the importance of punctuality as a student and parent responsibility.  Every child deserves the opportunity to receive the maximum benefit of the educational experience provided by the Kolter staff.  Punctuality is a basic expectation, and utilizing staff resources to address these concerns could be better used for issues related directly to teaching and learning.  With that said, let’s work together to make sure tardiness does not become a concern for your child, his/her classroom environment, and the ability of the teacher to remain focused on the primary responsibility of educating all children in the classroom.  Please feel free to contact Ms. Stewart, Principal, should you wish to discuss this policy further.

DRESS CODE

 The required school uniform is to be worn everyday by all students except for specified events approved in advance by the principal. The Kolter Elementary School Dress Code requires neat, clean, appropriate dress and grooming. Students should be dressed in such a manner that their appearance in the school contributes to the learning environment.  
Uniforms are available for individuals without resources to pay for them. A request may be made to the counselor or school nurse.  Administration reserves discretion in determining appropriateness of dress when necessary.  Uniforms can be purchased through PTO and from the Kolter School Store. 
Kolter Dress Code:
· Solid Red, White, or Navy Blue collared shirts with no logos larger than 1”

· Kolter T-shirts or plain solid Red, White or Navy Blue T-shirts may also be worn

· Solid Red, White, or Navy Blue sweatshirt/hoodies/jackets with no logos larger than 1”, unless the logo is a college/university
· All shirts must overlap the top of bottoms; no midriff can be exposed
· Solid Navy, Denim (non faded), or Khaki shorts, pants, skirts, dresses or skorts which fall 2” above the knee or lower

· Denim Blue Jeans (non faded) may be worn, but must not have rips, holes, writing, or heavy embroidery

· All pants must be worn at the waist, otherwise a belt will be needed and enforced

· Sneakers or Athletic shoes should be worn.  All shoes must have closed fronts and backs.  Footwear such as sandals, flip flops, Heelys, Crocs, or heels (more than 1”) are not permitted.

· Solid WHITE or NAVY leggings are permitted.    

· Trends surface more quickly than the printing of handbooks like this one.  The principal reserves the right to adjust the dress code should a counterproductive trend to the learning environment become apparent.
Free Dress Days
Occasionally, students earn a free dress day.  On such days, children must dress appropriately for school.  Clothing such as halters, sundresses, short shorts, short skirts, etc…are not appropriate for school dress.   Keep in mind the general guidelines we have put in place for the dress code.

Consequences for Dress Code Violation    
If a dress code infraction occurs, a parent will be called to bring a change of clothes.  If the parent can not comply, the student will be sent to the nurse for a change of clothes in order to meet the dress code standard.

Consequence for Excessive Dress Code Violations
3 dress code violations during a 9 week grading period will result in an “N” on the student’s report card under “Follows Classroom Rules”

HEALTH CONCERNS

Nurse Information
Our school nurse is Ms. Delores Garcia, R.N.  She is not only a highly qualified and experienced medical professional, but she consistently goes above and beyond the call of duty to ensure the proper care and safety of all persons at Kolter Elementary.  

Office Hours and Location
The nurse’s office is open from 7:45 a.m. until 3:00 p.m. during regularly scheduled school days.  The office is located inside the main office, and is also accessible from the main hallway.  

Illness at Home
Students are advised to stay home if suffering from active illness in order to protect other students and staff from possible virus/disease transmission.  Students should remain at home until their illness has resolved.  If a student is absent for three consecutive days, it is mandatory that he/she presents a physician's note indicating that the student has been seen and is safe to return to school. This will allow the student to take the absences as excused and more importantly, reassure the school community that we are making every effort to minimize the transmission of treatable contagious diseases. Parents must document all absences by writing a note and sending it with the child. Parents are requested to report all confirmed or suspect contagious diseases to the school nurse.

Illness or Injury at School
When a student becomes ill or injured during class, a pass to the Nurse’s Office must be obtained from the current teacher if the student is not escorted.  The nurse will call the parent and discuss the best response to the situation.
Students should report any injuries sustained during a school-related event as soon as possible to the Nurse’s Office. It should be noted that the student’s family health insurance plan is the primary coverage for school-related illness and injuries. 

Vision and Hearing Tests
Vision and hearing tests are typically conducted throughout the school year, according to district policy.  Additional testing may be requested at any time by the student’s parent or teacher.  Parents will be notified if test results indicate that additional follow-up care is necessary by your primary care physician.

Doctor Appointments
It is recommended that doctor appointments be scheduled outside of school hours.  If a student must see a doctor during school hours, a parent must notify the Attendance Office in advance with exact appointment times, anticipated period of absence, and time of return to school.  The parent must sign the child out of school and sign the child back in upon return.

Pre-Existing Medical Conditions 
Students having medical conditions that need monitoring (e.g., diabetes mellitus, epilepsy, seizure disorder, etc.) need to have that information clearly defined on their Health Inventory Sheet with instructions and contact numbers in case of an emergency.  Information regarding health concerns can also be shared confidentially with Ms. Garcia.

Medications
All medications, including over-the-counter (OTC) medication, prescribed drugs, and/or inhalers must be kept in the Nurse’s Office at all times.  In addition, only the parent can deliver the medication to and from school.  Students are not allowed to carry or store medications of any kind. 
Students requiring any daily or long-term medications that need to be taken during school hours must have the appropriate medication authorization requesting and granting permission for administration by the nurse.  Medications must be sent to the school in the original container with dosage instructions and will be stored in a locked cabinet in the health office. All medications must be kept with the nurse; special exceptions are made on an individual basis. For instance, students diagnosed with asthma and requiring inhaler treatment may be allowed to carry their inhaler. Special permission for this is granted when the parent and physician complete the appropriate supplemental form, which will be maintained on file in the Nurse's Office. Permission forms for this purpose may be requested from the Nurse's Office.

Immunization Requirements
A student shall show acceptable evidence of vaccination prior to entry, attendance, or transfer to a child-care facility or public or private elementary or secondary school in Texas.

Provisional Enrollment
All immunizations should be completed by the first date of attendance. The law requires that students be fully vaccinated against the specified diseases. A student may be enrolled provisionally if the student has an immunization record that indicates the student has received at least one dose of each specified age-appropriate vaccine required by this rule. To remain enrolled, the student must complete the required subsequent doses in each vaccine series on schedule and as rapidly as is medically feasible and provide acceptable evidence of vaccination to the school. A school nurse or school administrator shall review the immunization status of a provisionally enrolled student every 30 days to ensure continued compliance in completing the required doses of vaccination. If, at the end of the 30-day period, a student has not received a subsequent dose of vaccine, the student is not in compliance and the school shall exclude the student from school attendance until the required dose is administered.

Documentation
Since many types of personal immunization records are in use, any document will be acceptable provided a physician or public health personnel have validated it. The month, day, and year that the vaccination was received must be recorded on all school immunization records created or updated after September 1, 1991.

PROGRESS REPORTS / REPORT CARDS

Student progress reports will be sent the 4th week of every 9 week cycle and at any point in time if the student begins to fail. The report cards will be sent home by the teacher to the parent/guardians of all students for that grading period. These notices are to be signed and returned to your child’s teacher.  Report cards will be sent home on the following dates.
November 4, 2009 
   January 13, 2010
    March 31, 2010 
 May 27, 2010
Grade Promotion Standards
Students may be promoted only on the basis of academic achievement. In compliance with the provisions of Senate Bill 4, and the new HISD promotion standards, each campus will be required to have a Grade Placement Committee (GPC).  The GPC will make decisions to ensure proper placement when a student does not have the skills to succeed at the next level.  
Kolter Promotion Criteria Matrix:  Students must meet all three criteria
1st Grade

· Overall yearly grade-point average of 70 or above and a grade-point average of 70 or above in reading, other language arts, mathematics, and science or social studies.
· Met standard on High Frequency Word Evaluation
· Stanford or Aprenda Reading Standard:  Grade 1 = K.4; Raw Score = 26

· 2nd Grade

· Overall yearly grade-point average of 70 or above and a grade-point average of 70 or above in reading, other language arts, mathematics, and science or social studies.

· Met standard on High Frequency Word Evaluation 
· Stanford or Aprenda Reading Standard: Grade 2 standard = 1.4; Raw Score = 33

· 3rd Grade

· Overall yearly grade-point average of 70 or above and a grade-point average of 70 or above in reading, other language arts, mathematics, and science or social studies.

· Stanford or Aprenda Reading Standard: Grade 3 standard = 2.4; Raw Score = 51

· 3rd Grade-met standard on Reading TAKS (English or Spanish)
· 4th Grade 
· Overall yearly grade-point average of 70 or above and a grade-point average of 70 or above in reading, other language arts, mathematics, and science or social studies.

· Stanford or Aprenda Reading and Math Standard :  

· Grade 4 standard = 3.4; Raw Score = 64 (reading)/37 (math)

· 4th Grade-met standard on Reading and Math TAKS 

· 5th   Grade
· Overall yearly grade-point average of 70 or above and a grade-point average of 70 or above in reading, other language arts, mathematics, and science or social studies.

· Stanford or Aprenda Reading and Math Standard :  

· Grade 5 standard = 3.9; Raw score =  44 (reading)/30 (math)

· 5th Grade-met standard on Reading and Math TAKS 

Student Recognition 
At the end of each grading cycle all children have the opportunity to be recognized for outstanding performance. There are five categories of achievement for which children may earn a ribbon. These categories are: Principal’s Honor Roll, Academic Achievement, Perfect Attendance, Excellent Conduct and Outstanding Character.

Kolter has a tradition of recognizing students by awarding them ribbons for special honors they have earned.  In addition, teachers employ incentives and recognition strategies in their daily routine.
Character Stars of the Week 

Each week, one student who has demonstrated excellent character is selected by peers and/or teacher from each of the following areas:  Grade level, Magnet Language, Enrichment, and Special Education.

Each Friday, the students will come to the principal’s office for special congratulations and to receive a character ribbon.  Their name will be featured on the announcements and a picture will be taken of the group.  

Students can earn the following ribbons at the end of each grading cycle:

Principal’s Honor Roll
Students who have received all A’s with an E in general conduct on the report card will be awarded a red ribbon.

Academic Achievement
Students who receive All A’s or All A’s and Two B’s will be awarded a green ribbon. Conduct grades is not a criteria for this ribbon.

Perfect Attendance
Students who have no absences and three or fewer tardies will be awarded a blue ribbon.

Excellent Conduct  
Students who earn an E in general conduct in their regular classes, Language, Art, and P.E. will be awarded a white ribbon.

Outstanding Character 
Every nine weeks, six students per class may be awarded a special ribbon for outstanding demonstrations of Character.  Students can be nominated by any one of their teachers or other staff members who have observed outstanding character development in the student in or out of the classroom.

REGISTRATION REQUIREMENTS

· For a child to be registered for school, it is necessary to have the following items:

· Proof of residence, such as a paid utility bill or rent receipt, with the correct name and address

· A certified copy of birth certificate or birth registration card

· Immunization record for the student

· A report card from the last school attended

· Social Security Card, if available

· If enrolled during the current school year, a withdrawal sheet from the previous school

· Guardianship papers if the student is residing with someone else other

· than the parent; subject to verification
Age Requirements
Kindergarten children must be five years of age on or before September 1 of the current school year for enrollment. 
First grade children must be six years of age on or before September 1 of the current year for enrollment.
SAFETY AND SECURITY PROCEDURES

Visitor Policy and Procedures
Kolter Elementary School welcomes visitors to our building. Our goal is to have an inviting campus while preserving the safety and educational process of all students. Types of visitors

we generally expect are:

• Parents of currently enrolled students

• Prospective parents for future enrollment

• Education professionals conducting site visits for training purposes

• International visitors or school district personnel from outside HISD

• Teacher interns and/or student teachers

• Media (Newspaper, Television, HISD Press Office, etc.)

Visitor/Parent/Volunteer Sign In (Mandatory)
In an effort to safeguard our children, Kolter utilizes a security device called, “RAPTOR.” Visitors will be asked to provide an official state approved drivers license or picture I.D. The I.D. is scanned and the system checks to see if there is a predator record on file. Upon clearance, the system will then produce a name tag which must be worn and clearly visible (near chest area) at all times during the visit. This name tag is required for all visitors, regardless of the purpose of the visit. Visitors will be redirected should they not be in compliance with our safety policy.
Any visitor who refuses to comply with Kolter’s visitor policy will be immediately reported to the police.  Visitor privileges may be reduced or eliminated as a result of non-compliance.
Important Reminder to Parents/Volunteers

The main entrance on Runnymeade is the sole entrance for all individuals who need to enter the school or obtain a visitor’s badge.  Furthermore, parents or visitors may not enter the building from any access point other than the main entrance as a means to obtaining a visitor pass or going to a teacher’s classroom.

· Parents, Visitors, and Volunteers must obtain clearance at the reception desk before proceeding to other areas of the school.  

· The receptionist will check with the teacher to make sure he/she is available.  Keep in mind that teachers may be in conference, meeting with colleagues, or supervising children.

· We understand there are many valid reasons a parent may want to briefly speak with a teacher, such as informing a teacher of an urgent family matter or illness, dropping off miscellaneous volunteer related items or materials, or notifying a teacher of a concern involving their child.  Our promise to you is that we will facilitate your needs in a timely and courteous manner if the teacher is not readily available. 

Special Events
Kolter Elementary conducts several evening events such as International Night Out, Cultural

Heritage Programs, Winter Program, Spring Program, Parent Information Nights, and Open

House. Special sign in/sign out sheets will be required at these events.

Kolter Tours
Every November, parents are invited to tour our campus to familiarize themselves with our

Magnet Program for Foreign Language and Cultures. Parents will be asked to check-in at the

reception desk and receive a visitor’s badge. The parents will be escorted by parent volunteers

around the campus to get a close look at the many special features of the Kolter facility and

grounds. The tours are conducted daily at 9:00 a.m. and 1:00 p.m. during Magnet Awareness

Week (see school calendar). We continue to offer Tuesday morning tours throughout the

months of November and December. We will be happy to accommodate tour requests outside

of these months. We ask that parents contact the Kolter office to schedule your tour date and

time. Patricia Gutierrez, tour coordinator, can be reached at (713) 726-3630.

Classroom Observations
Interested persons wishing to observe a class should contact the main office to arrange a campus visit. The classroom observation will be for 20 minutes with one day’s notice. Kolter facilitates many types of visitation and we want to preserve the learning environment as much as possible by limiting distractions that might be caused by an overlap of visitors. In addition, we want to make sure that the setting the visitor wishes to observe is in session at the time of the visit.
SEXUAL HARASSMENT POLICY

Sexual harassment will not be tolerated at Kolter Elementary from any individual.  We adhere to the Houston Independent School District Policy. Sexual harassment includes unwelcome sexual advances, requests for sexual favors, and/or other verbal or physical conduct of a sexual nature when made by a member of the school staff or a member of the Governing Board to a student or to another staff member, or when made by a student to another student.
TEXTBOOKS

Every student will receive a set of textbooks for his/her grade level. Each student is personally and financially responsible for the care of said books.  School district and Texas state law hold the student responsible for any excessive damage or loss to the books. 
SECTION II: PARENT/STUDENT INVOLVEMENT

TITLE ONE PARENT INVOLVEMENT STATEMENT
Kolter Elementary is a Title I Schoolwide Campus.  A synthesis of virtually all research concludes that families have a major influence on their children’s achievement in school and throughout life.  When schools, families, and community groups work together to support learning, children tend to do better in school, stay in school longer, and enjoy school.

Parental involvement is the participation of parents in regular, two-way, and meaningful communication involving student academic learning and other school activities, including ensuring the following:
· that parents play an integral role in assisting their child’s learning;

· that parents are encouraged to be actively involved in their child’s education at school; and
· that parents are full partners in their child’s education and are included, as appropriate, in decision-making and on advisory committees to assist in the education of their child.

Title I is a federally funded program with the intent to improve the academic achievement of students who are economically disadvantaged.  The purpose of Title I, Part A is to ensure that all children have a fair, equal, and significant opportunity to obtain a high-quality education based on the Texas Essential Knowledge and Skills(TEKS) and reach, at a minimum, proficiency on the Texas Assessment of Knowledge and Skills (TAKS).

Under the No Child Left Behind Act of 2001, Title I funds enable Kolter Elementary to employ and train highly qualified teachers, and paraprofessionals; purchase instructional materials and classroom computers; and sponsor parental involvement activities to increase student academic achievement.  Title I funds supplement the following programs offered at Kolter:

Summer School


Field Trips



Tutorials



Guest Speakers



TAKS Academy (Saturdays)

Technology

If you have further questions or comments, please contact:

Vangie Jordan, Title I Coordinator

713-726-3630 or ejordan4@houstonisd.org 

PARENT OPPORTUNITIES

Jennie Kolter PTO

The Jennie Kolter PTO (www.kolterpto.com) is an organization committed to promoting the welfare, comfort, and safety of our children in home, school, and community. Furthermore, it is the PTO's goal to provide the teachers and school with the tools and environment to facilitate the academic and nurturing growth of our children.

There are many opportunities in volunteering by finding your niche based on your needs, talents, interests, and/or time constraints. The committees are broken down into various three types:  

Fundraising Committees:  

Fall Fundraiser (entertainment books & gift-wrapping)
Pizza Night

Book Fair (library funds)




Capital Campaign

Service Committees:

School Supplies






School Store

Fourth Grade Sales (4th Grade Trip) 



Kindergarten Roundup 
Cultural Arts/International Night Out 



New Student Orientation
ommunity
Community Recognition Committee (public/media)
Parent Outreach Committees:

Teacher Appreciation Coordinator 



Grade Level Coordinator

Library Liaison






Technical Support 
Accelerated Reader Rewards




Pond and Garden

All of these committees make for a dynamic PTO team. See where your interest lies and join us today. For more information on various committees, please visit our website. 
Volunteers in Public Schools (VIPS)

To begin volunteering, please complete the Volunteer Interest Form found in the forms packet along with the HISD background check form.  This will help us match your interests with the needs of the school.  As our main method of communication is by e-mail. It is very important that we have an accurate e-mail address for our parents.  Return these forms to the Main Office at the school.  All field trip volunteers must be approved prior to traveling on a student field trip.

Also, please register on the HISD website www.houstonisd.org by clicking on the VIPS red apple.  When you come to the school to volunteer, please check in at the welcome desk or Main Office and wear an ID badge.  If you will be a recurring volunteer, you may have an ID badge made in the attendance office after the first two weeks of school.

This year, we would like to reach a goal of 4,500 volunteer hours.  This is an average of 8 hours per family.  Please help us reach our goal with your VIPS participation!  
Shared Decision Making Committee (SDMC)

The purpose of the Shared Decision Making Committee (SDMC) is to advise the principal on school issues, including  budget, instructional programming, and staff development.  It is comprised of 12 teachers, 6 non-instructional certified professionals, 1 non-instructional staff member, parents (selected by the PTO), community members (selected by the principal), and the principal.  The meeting minutes from SDMC are posted on the Kolter website.

Meetings are held the third Wednesday of the month and are open to the public; however, only committee members may vote on formal decisions.  If you would like an item added to the agenda, please complete the purple SDMC form and contact the office at 281-920-8000 at least 24 hours prior to the meeting.

STUDENT ACTIVITIES
Kolter Student Council
The Kolter Elementary Student Council offers students from grades 3rd-5th  the opportunity to build upon their leadership skills and service to the community.  While serving as ambassadors for the school, these students are held to very high expectations of character, citizenship, and honor.  

Campaigning information will be distributed to all eligible students within the first six weeks of the school year.  Officer elections will be held in mid-October and are open to 4th and 5th grade students only.  Representatives along with school officers will be held to high academic and citizenship levels. Once established, the council meets one Wednesday per month before school in the Art Studio.  The faculty advisors for the student Council are Ms. Brown and Ms. Bishop.

Clubs and Organizations

Each of the programs listed involve limited enrollment and an advance registration process. Some programs may require an additional fee. If space and demand are in place, we are able to accommodate new and innovative programs which can be added.  Please contact Janet Pruetz for more information.
	On-site Programs
(held at Kolter)
	


	· Extended Day Program
	Student Garden Club

	Chess
	Renzulli Club

	Gymnastics
	Recycling Kids

	Taiko Drums
	Name that Book Club

	Odyssey of the Mind
	Math Club

	Arts with an Impact
	Spelling Bee

	Mad Science
	**UIL Academics

	Japanese and Chinese Club
	

	Reading Enrichment/Tutoring
	

	Boys and Girls Scouts
	


*Extended Day Program Options

Kolter offers two options for the Extended Day Program: Afternoon care from 3-5:30 for PreK students, and a combo care program from 7-7:50am and 3-5:30 for students K-5. Students in the Extended Day Program have an opportunity to complete homework assignments, receive academic assistance and participate in supervised indoor/outdoor activites. Tutiton is approximately $120 a month, which is due on the first of every month. Registration for spaces are offered to students already enrolled in the program during the month of May for the following school year.  Any remaining spaces are offered to new Extended Day students on a first come, first served basis on a special registration day that is announced in the school newsletter. Please contact the main office to obtain additional information. 
UIL ACADEMIC COMPETITIONS
UIL Academic Competitions (http://www.uil.utexas.edu/academics/aplus/) provide enormous opportunities and experiences for all students.  Historically, the majority of participation in UIL academic competitions has occurred almost exclusively at the middle and high school level.  The achievement of Kolter students stand out among other elementary schools in the state, and we feel we could take our students’ potential to the next level through participation in one or more of the academic competitions available at the elementary level.  The Elementary UIL Academic Competitions include:

Storytelling (Grades 2-3) 

Creative Writing (Grade 2)
Music Memory Contest (Grades 3-6)
Ready Writing (Grades 3-8) 

Spelling (Grades 3-8)
Art (Grades 4-8)
Number Sense (Grades 4-8)
Oral Poetry Reading (Grades 4-9)
Dictionary Skills (Grades 5-8)
Listening (Grades 5-8)
Maps, Graphs & Charts (Grades 5-8)
Social Studies (Grades 5-8) 

For a description of each contest format, visit http://www.uil.utexas.edu/academics/aplus/ 

What can UIL Academics do for students?

Preparation for College

Competition develops higher-level thinking, organization of thoughts and information, and effective communication with others.

Training for Careers

Numerous studies indicate that students who have been involved in extracurricular events have higher job success.

Life Skills
Participation in extracurricular events builds a strong foundation for life-long learning and the development of social skills.

Confidence
Involvement in academic contests builds poise and assurance, as well as the ability to handle stressful conditions.

Fun 
Competition allows students to interact with others, establish lasting friendships and enjoy the thrill of learning. 

Academic Enrichment

✮ Improves Student Achievement

✮ Provides Practical Training for the Future

✮ Enhances Scholarship Opportunities

✮ Enriches the Advanced Placement Program

✮ Augments the International Baccalaureate Diploma Program

✮ Complements the Texas Essential Knowledge and Skills

Resources Needed:

Basically, we need parent volunteers and staff members to volunteer to supervise student practices.  Volunteers need not be an expert in the competition topics, but need to be willing to facilitate practices and transportation to and from UIL competitions.  
SECTION III: COMMUNICATION

Timely and relevant communication is a priority at Kolter to ensure high levels of student achievement and relationship building with our parent and staff community.  In addition to email and in person conferences, we use many vehicles of communication to involve and inform the Kolter community.  Our goal is to provide a quality education in a safe environment and the welfare of your child is of primary importance. We value parental involvement and ask for your assistance in an attempt to improve communication between home and school. You can help by using this handbook and/or our website to answer your general questions; this will minimize the phone calls and email and improve our response time.

Main phone number: 713-726-3630

Fax number: 713-726-3663

Mailing Address: 9710 Runnymeade Houston, Texas  77096
We apologize in advance for the pattern of “kinks” characteristic to the current phone system at Kolter.  A replacement phone system for Kolter is being pursued.  Please report phone problems via email to jpruetz@houstonisd.org.  We are documenting the problems associated with the phone system as impetus for the need to obtain a new one!!
Announcements (PA system)

Daily announcements occur at 8:05 am.  The announcements are led by students.  The announcements include the following:

· Pledge of Allegiance

· Texas Pledge

· Kolter Honor Code

· Cultural facts are shared in English and in one of the Magnet Languages.

· SAT Vocabulary Word of the Week

· Important dates/events

· Celebrations

Individuals wishing to inform our student body and staff of important dates and/or events can complete an Announcement Form available in the main office.  The announcements will be approved by the administration in advance.

Email Communication

Email communication is widely used and encouraged.  It can be an efficient way to obtain clarification, ask questions, provide comments, and inform.  All Kolter staff and faculty are expected to return parent emails within 48 hours.  The teacher’s primary responsibility during school hours is to their students’ learning and they may not be able to answer a phone call or email message during this time.  For these reasons, we encourage parents to contact the main office if a matter is particularly urgent.

It goes without saying that email communication written in a respectful and professional manner will net productive and positive outcomes.  A concern or school related issue can easily escalate unnecessarily if email communication is the sole source of correspondence.  Both teachers and parents are encouraged to pick up the phone and schedule a conference if an issue becomes too difficult to resolve through email alone.  

Kolter Newsletter 

The Kolter Newsletter is chock full of the numerous activities and happenings at Kolter.  The Kolter Newsletter is sent home every Tuesday in the student’s folder.  If you need additional information or wish to submit news in the newsletter, please submit the information to our school secretary, Janet Pruetz, jpruetz@houstonisd.org, by the preceding Friday afternoon before 3 P.M.
Parent/Teacher Conferences 

Parent/teacher conferences are an effective means of discussing student academic and behavioral progress.  Teachers are limited to a 45 minute planning period per day.  For this reason, parent conferences are limited to 20-30 minutes.  Often, the teacher will have a group of students waiting for the conference to conclude.  Should you need to schedule a conference which is more lengthy, please notify the main office so that special arrangements can be made.

Parent Concerns
Addressing parent concerns is an important aspect of improving our school and deepening the relationships between home and school.  If you have a school related concern involving your child, we ask that you bring your concern to the appropriate classroom teacher first.  If your concern is not resolved satisfactorily with the teacher or staff member, you are encouraged to contact the principal or another member of the school leadership team. 

Sometimes, the general guideline of addressing a concern mentioned above may not meet the parent need or the situation is unique and requires intervention from administration.  We anticipate that our parents will use good judgement in this regard.  Please do not hesitate to contact the principal or school leadership should you feel an important issue needs to be resolved.
Student Agenda

All students are required to record daily assignments and reminders regarding upcoming quizzes, tests, and/or projects.  Teachers may write messages to individual parents on the agenda as well.  Reviewing the student agenda is the most important strategy for parents to stay abreast of their child’s academic activities and progress.
Tuesday Home Communication 

Tuesday is folder day at Kolter Elementary!  The Tuesday Home Communication Folder typically include the following:

· Graded Student Work (every week)

· Message to Parent from Teacher

· Important Forms Requiring Parent Signature

· PTO and Kolter Event Information

· Fundraising and Volunteer Information


· Kolter Newsletter (every week)

Useful Websites

Kolter Elementary Website

The Official Kolter Elementary website contains an enormous amount of information geared towards Staff, Parents, Students, and the Community.  Be sure to add this bookmark to your computer!  www.kolterelementary.org 
Kolter Useful Academic Links

One of the most useful resources on the Kolter Elementary website is Useful Academic Links.  Featured in this section of the website are the most commonly used academic resources utilized by teachers.  There are more than 100 other links categorized by subject area and grade level.  This resource is an excellent way to keep your child engaged in learning after school, during holidays, or summer months. 

Kolter PTO Website
The Kolter PTO website provides parents will comprehensive information about its volunteer organization.  Be sure to bookmark this link:  www.kolterpto.com  
SECTION IV:   ACADEMICS
KOLTER HONOR CODE

The Kolter Elementary community believes that integrity is the foundation of all learning.  Academic honesty positively affects student character, as well as family and community pride.  It is the right, privilege, and responsibility of all members in the community to contribute to and work in an environment of trust. Faculty, students, and parents are expected to take steps to stop any and all violations of the honor code.  Excellence exists only if learning takes place within a climate of trust, respect, responsibility, and honesty.

Cheating is…
Participating in a dishonest act or using the works, words, or ideas of another, and claiming them as your own.
Examples include (but are not limited to):

· Using any form of a “cheat-sheet” 

· Viewing unauthorized notes on a test or quiz 

· Looking at another student’s test or paper 

· Accepting credit for group or lab work in which you did not contribute 

· Taking a picture or making a copy of a test or answer sheet 

· Passing test or quiz information from one class to another 

· Sharing or stealing test answers 

· Having your parents or friends complete your assignments 

· Using a previous student’s work as your own 

· Buying a paper or project 

· Changing or reporting a false grade for yourself or another student 

· Allowing someone to use your answers as their own 

Plagiarism is…
Using someone else’s ideas or words as your own without proper acknowledgement
Examples include: 

· Copying documents or images from books, magazines, the Internet or other sources without proper documentation 

· Submitting a paper or other work as your own when it was created by another 

· Paraphrasing or restating another’s work without proper citations 

· Making up a citation or attributing a work to a non-existent source 

· “Fudging” data for an assignment             

· Forging a signature          

Fraud is…
A deception deliberately practiced in order to secure unfair or unlawful gain
Examples include but are not limited to: 

· Attempting to pass off someone else’s work, imagery or technology as your own, purchasing or selling an assignment from another person or technological resource 

· Falsifying scientific or other data submitted for academic credit 

· Forgery of signatures or tampering with official records    

· Disciplinary Consequences for Violating the Kolter Elementary Honor Code:
· A student “shall receive a ‘0’ for the school work.

· In cases where theft of material (teacher’s test) or use of a computer has been used in the cheating incident, a disciplinary hearing will be held to determine if an alternative educational placement is warranted. 

· Conduct grades will be affected as follows:

· First Offense:  Weekly conduct grade of “U”

· Second Offense:  Conduct grade will be lowered one level on grading cycle (For example:  E to S; S to P; P to U)

· Third Offense:  Conduct grade for grading cycle will be an automatic “U”.

· Disciplinary Procedures for Kolter Honor Code Violations:
· Teacher will clearly state facts regarding the violation on the referral. 

· Teacher will notify parents about the incident. 

· Administrator will immediately assign penalties based on established guidelines. 

· Administrator will inform teacher of disciplinary action.                  

· Student Responsibilities:
· To maintain and support the academic integrity of the school community by completing all assigned work, activities and tests in an honorable process according to the stated policies without engaging in cheating, fraud, or plagiarism. 

· To understand the school wide Honor Code policy and individual teacher assignment guidelines 

· To clarify with the instructor any ambiguities about violations of the Honor Code on an assignment. 

· To ensure that students do not make inappropriate use of their work 

· Ask in advance if its appropriate to use a tool for a particular assignment, quiz, test, or project
ACADEMIC GRADES

Purposes for Grading

Grades will be based on individual achievement of learning goals and will not be affected by issues such as effort, attitude, or participation.  These factors will be reported separately.  Examples of participation might include bringing cans of food for a food drive or providing boxes of tissue for the classroom.  For clarity, oral discussion (a form of assessment) is defined as oral expression in which students demonstrate knowledge or skills learned.  In addition, individual grades will be given for group work rather than an overall group grade.
GRADING SCALE
Grading Scale

HISD schools follow a consistent grading scale across the district.  See chart below:
	  A  =  90% – 100%      Excellent

	  B  =  80% - 89%        Good

	  C  =  75% - 79%        Fair

	  D  =  70%-74%          Passing

	  F  =  below 70             Failing


GRADING POLICY 

PreK and Kindergarten 

The format of PreK and Kindergarten report cards are significantly different than the format used in other grade levels.  A numeric grade is not used on the report card; however, parents are given detailed information on the child’s individual progress toward a set of learning objectives according to HISD’s early childhood curriculum.

Grading Policy:  (Grades 1-2 Only)

· Each grade level team will reach consensus on a common grading policy.

· Student work will be typically weighted equally. 

· Grade level teams reserve discretion to count a summative assessment twice. 

· A grade will not be duplicated in two different subject areas. Integrated assignments will be grading individually by subject.

Average marks per nine week grading cycle:

· Math:






10-12 marks 

· Reading:






10-12 marks 

· Lang. Arts (spelling, writing, grammar, punctuation)
9-12 marks 

· Science:






8-10 marks 
· Social Studies:





8-10 marks

Grading Policy:  (Grades 3-5 Only)

· Each grade level team will reach consensus on a common grading policy.

· The grade policy will be published to parents at the beginning of the year.

· If teachers create categories for weighted grading, then 3-5 grades will be recorded in each category in a nine week period.  This is to prevent one low grade or one high grade from having a dominating impact on the overall grade average. 

· A grade will not be duplicated in two different subject areas.  Integrated assignments will be grading individually by subject.

· Summative Assessments will not account for more than 40% of a student’s nine week grade average.  

· Average number of marks per nine week grading cycle:

· Math:







12-15 marks 

· Reading:






9-12 marks 

· Lang. Arts: (spelling, writing, grammar, punctuation)
12-15 marks 

· Science:






8-10 marks 

· Social Studies






8-10 marks 
Missing Assignments/Late Work Policy
Kolter’s commitment and the expectation of our students is that all work assigned provides value and importance to academic preparation.  For these reasons, not completing work is not an option.  Teachers will employ many strategies to ensure the student completes the work.  In extreme circumstances the student may need to complete missing work during recess, enrichment class, or be assigned to the Principal’s Study Hall.  After all interventions have been exhausted, it may become necessary for the teacher to record a 40 in the grade book, which will indicate the student has not yet submitted the missing assignment.  In a rare case, a student may be issued an Incomplete.  This may occur when the student has not submitted enough work samples for the teacher to determine mastery of content.  An Incomplete will result in a failing average if the work is not submitted.   

The lowest grade a student can earn on an attempted academic assignment will be a 50.  Teachers will use their professional judgment in determining if the student needs intervention, reteaching, and/or reassessment for the content covered on the assignment. 

Students with excused absences will not be penalized for work turned in after the after the initial submission date provided it is within three days of the student returning to school.  Teachers reserve discretion to make allowances in special circumstances, such as hospitalization, severe illness, etc…In cases where students have unexcused absences, the teacher reserves professional judgement with regard to missed work.
Students who consistently fail to turn work in on time will receive a notation on their weekly conduct sheet and possibly a lowered conduct mark for the grading cycle.  If problem persists, students will be referred for counseling and/or intervention assistance.  The parent will be required to be involved in this process.
Reassessment Policy/Failing Grades

In accordance with the Texas Education Agency and HISD board policy (August 2009), the following provisions are provided for the assignment of grades on class assignments and assessments:
1.)  Classroom teachers must assign a grade that reflects the student ’s relative mastery of an assignment;

2.)  Classroom teachers may not be required by the district to assign a minimum grade for an assignment without regard to the student ’s quality of work; and

3.)  Classroom teachers shall allow students reasonable opportunity to redo or reassess a class assignment or examination for which the student received a failing grade.

Kolter Policy on Reassessment Practices

Kolter’s Faculty and SDMC have explored many questions that have been brought forward and have adopted the following grading practices with regard to reassessment:
Q:
For what academic work are students eligible for retake?

A:
Assessments; teachers are given professional discretion with regard to daily assignments

Q:
How many attempts will be provided to students who receive a failing grade on an assessment?
A:
One
Q:
What is the window of time for students who need to be reassessed? 

A:
The general rule is 5 school days with notification to student and parent.   Teachers and students have limited flexibility in their daily schedule; therefore, the reassessment will be given at a time that is minimally disruptive to the student and teacher's academic schedule.

Q:
What format will be used for the reassessment?

A:
Assessing mastery is complex and multi-faceted; teachers are given professional judgment and flexibility in reassessing a student’s mastery of material.  Examples include oral response, test corrections, partial reassessment, resubmission of work, tutor/then reassess model, small group, substition.
Q:
What interventions or student preparations might be required of the student and parent prior to reassessment? 
A:
Review materials sent home with parent, acknowledgement signature, practice work; reteaching; tutoring during recess.
Q:
How will the reassessment be calculated?

A:
Teachers will communicate to the student and parent regarding the reassessment.  In most cases, the two grades will be averaged.  Due to unique variables with types of assessments, teachers have professional discretion in calculating the reassessment differently in order to arrive at a mark that represents the students’ relative mastery of the content. 

Q:
What grade is assigned if a student has cheated on an assessment?   

A: 
A grade of 40 is assigned; however, the teacher reserves professional discretion with regard to providing an opportunity for reassessment.
HOMEWORK GUIDELINES

· If the homework is to have value, its purpose and relation to what has been learned 
in the classroom must be clearly understood by the student.

· Students shall understand not only what to do, but also how to do it independently.

· Weekly homework will reflect a variety of subject areas, and not solely from one 
content area.

· Homework shall follow modeling and guided practice of the lesson plan.

· The homework assignment must pertain to previously taught skills.

· The homework assignment must extend the student’s knowledge of TEKS.

· Homework assignments must be differentiated to individual needs and capabilities 
(beginner-advanced).

· Homework assignments must be reasonable in view of the student’s home resources.

· Every homework assignment must be properly evaluated. Feedback must be given.

· Documentation of homework assignment must be referenced in lesson plans and 
grade books.

· Homework should be an integral part of the classroom activities; we recognize that 

low level worksheets or busy work do not provide meaningful learning or practice.

· If appropriate, homework activities need to be creative; they may include such

experiences as individual field trips, collections, educational TV programs, making models, posters, or any assignment that could supplement regular classroom activities and experiences.

Tutorials

Tutoring is available for students who need special academic assistance. Informal assistance is provided during lunch recess or during the regular class period. Formal tutoring occurs on a referral basis when a student is judged to be “at risk” or “failing” in any academic area. Parents are notified of required tutoring. 

EXPECTATIONS FOR CONDUCT

Character Development 
We strongly feel that children who make daily choices and decisions within the mindset of the character traits listed below, children will experience tremendous success.   Rather than a character development “program”, Kolter’s faculty and administration team integrate these cornerstones of character in the daily routine of the instructional program.  If a student is engaging in unproductive classroom behavior, a teacher might ask the student which of the following traits is not exemplified in their behavior or choice.  If a student has been referred to the principal, there is sure to be a conversation about which of these traits the student needs more practice.  Students who exemplify these character traints are celebrated by their peers and/or adults.

· CURIOSITY

· INTEGRITY

· EMPATHY

· COMMITMENT

· COOPERATION

· RESPECT

· APPRECIATION

Expectations for Behavior

Kolter children will adhere to the following behavioral expectations: 
· Follow HISD Code of Conduct and The Kolter Way

· Walk at all times

· Gum, candy, and toys are left at home.

· Demonstrate self-control and self-discipline

· Learn from mistakes and take responsibility for them

· Respect property rights

· Respond promptly and willingly

· Be courteous

· Work and play well with others
· Report unsafe conduct to an adult
Work Habits

· Listen and follow directions

· Use time and materials effectively

· Complete assignments/homework

· Put forth your best effort with neat and orderly work

ACADEMIC INTERVENTIONS AND SUPPORT

Special Programs 
The District provides special programs for gifted and talented students, homeless students, migrant students, students with limited English proficiency, dyslexic students, and students with disabilities. The coordinator of each program can answer questions about eligibility requirements, as well as programs and services offered in the District or by other organizations. A student or parent with questions about these programs should contact a member of the Kolter leadership team for additional information.
Gifted and Talented Program 

Children who exhibit giftedness in creativity and the ability to utilize higher cognitive processes and achieve high range scores on screening tests are selected to participate in Gifted and Talented Classes. Specialized curriculum has been developed to encourage these children to expand their problem solving skills, to develop their higher order thinking skills and to aid in development of group process skills. Additional information is available on the Kolter website.
Special Education  

Special Education is specifically designed instruction to meet the unique needs of a student with a disability. Services, as determined by the Admission, Review and Dismissal (ARD) Committee, are available in many different instructional arrangements ranging from speech therapy and/or modifications in general education classes to classes with specially trained teachers who can provide alternative curriculum, support, and/or structure. Parents access the program through a referral process set up at each school. Questions regarding the program should be directed to the campus administration, campus assessment specialist, or the district special education director. 

Options and Requirements for Students in Need of Special Education Services
If a child is experiencing learning difficulties, the parent may contact the school to learn about the district’s overall general education referral or screening system for support services. This system links students to a variety of support options, including referral for a special education evaluation. Students having difficulty in the regular classroom should be considered for tutorial, compensatory, and other academic or behavior support services that are available to all students including a process based on IAT/Response to Intervention (RtI) process. The implementation of IAT/RtI has the potential to have a positive impact in meeting the needs of all struggling students. 

At any time, a parent is entitled to request an evaluation for special education services. Within a reasonable amount of time, the district must decide if the evaluation is needed. If evaluation is needed, the parent will be notified and asked to provide informed written consent for the evaluation. The district must complete the evaluation and the report within 60 calendar days of the date of the district receives the written consent. The district must give a copy of the report to the parent. 

If the district determines that the evaluation is not needed, the district will provide the parent with a written notice that explains why the child will not be evaluated. This written notice will include a statement that informs the parent of their rights if they disagree with the district. Additionally, the notice must inform the parent how to obtain a copy of the Notice of Procedural Safeguards - Rights of Parents of Students with Disabilities. The designated person to contact regarding options for a child experiencing learning difficulties or a referral for evaluation for special education is the counselor at each campus.

Section 504 of the Rehabilitation Act/Title II of the Americans with Disabilities Act:

Section 504 of the Rehabilitation Act of 1973 is a civil rights law prohibiting discrimination against persons, including students, with disabilities who are served by programs supported by federal funds. Section 504 is not a program or funding statute. It does require districts to take affirmative actions when necessary to reasonably accommodate students and other persons with disabilities. Title II of the Americans with Disabilities Act of 1990 states that no qualified individual with a disability shall, by reason of such disability, be excluded from participation in or be denied the benefits of the services, programs or activities of HISD, or be subjected to discrimination by HISD. 

Dyslexia Support

The implementation and coordination by dyslexia trained teachers is targeted to assist students who demonstrate an education need and/or who are at risk of serious reading difficulties.

SECTION V:   PRIMARY CONTACTS

Kolter Leadership Team

Principal



Peggi Stewart

fstewar2@houstonisd.org 

Magnet Coordinator

Dottie Lawrence
dlawren1@houstonisd.org 
Title I Coordinator

Vangie Jordan

ejordan4@houstonisd.org 
School Counselor


Paula Kearney
             
pkearney@houstonisd.org 
Literacy Coach


Catherine Tanner
ctanner2@houstonisd.org 
Other Important Contacts


School Secretary

Janet Pruetz

jpruetz@houstonisd.org 

School Nurse 


Delores Garcia
dgarcia@houstonisd.org 


Registrar


Gisela Bravo

gbravo@houstonisd.org 


Attendance


Gisela Bravo

gbravo@houstonisd.org 


Special Education

Cynthia Suttles
csuttles@houstonisd.org 

Section 504/Dyslexia

Delores Garcia
dgarcia@houstonisd.org 

English Language Learners
Cheryl Lidsky

clidsky@houstonisd.org 

Gifted and Talented

April Hiller

ahiller@houstonisd.org 

Librarian


Theresa Sims

tvetrano@houstonisd.org 

Computer Lab


Will Greer

wgreer@houstonisd.org 

Student Information

Gisela Bravo

gbravo@houstonisd.org 

Extended Day


Kerri Lyons

klyons@houstonisd.org 

Cafeteria Manager

Raquel Maes

rmaes@houstonisd.org 

Textbooks


Kim Thomas

kthomas@houstonisd.org 
Website Calendar

Patti Gutierrez

pgutierr@houstonisd.org 

Bus Transportation

Patti Gutierrez

pgutierr@houstonisd.org

School-based VIPs

Gloria Cardoza
gcardoza@houstonisd.org 




PTO Executive Board




President


Alice Lee

m.d.lee@sbcglobal.net 


1st Vice President

Rhonda Gilbo

rhondagilbo@yahoo.com 


2nd Vice President

Anne Hodgson
avhodgson@aol.com 


Secretary


Danielle Guzman
danielle.guzman@gmail.com 

Treasurer


Angie Pettigrew
angie.pettigrew@comcast.net

VIPS Coordinators

Colleen Naff

colleen@naffhome.com 






Shelby Bacak

bacaks@swbell.net 

PTO Advisors


Sari Altman

sopo5665@comcast.net





Stacy Schwartzberg    slschwartzberg@yahoo.com
Miscellaneous Notes
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It is the policy of the Houston Independent School District not to discriminate on the basis of age, color, handicap or disability, ancestry, national origin, marital status, race, religion, sex, veteran status, or political affiliation in its educational or employment programs and activities.








      KOLTER EVENTS CALENDAR 09-10





Interventions and consequences for excessive tardiness is described below: 


2 tardies     The student’s parent will receive notification from the teacher or staff member.


3 tardies     The student will lose eligibility for the perfect attendance ribbon for that grading cycle.


5 tardies     The student’s general conduct grade will be lowered one letter grade, and will be reflected on 


		report card for the grading cycle.


7 tardies     The principal will conference with the parent and child.


9 tardies     The student receives a “P” in general conduct for the grading cycle.  Students lose eligibility for 


		participation in special programs and field trips through the  next grading cycle. 





*Magnet students who receive a “P” in general conduct will be placed on probation(growth plan)  resulting


 in a magnet transfer nonrenewal.
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