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GENERAL INFORMATION 
 

 
ATTENDANCE:    

 Daily, consistent attendance at school equates with school success. We urge students and 

parents to make school a priority and to schedule vacations around the school 

calendar. If your child will be absent, please call the School Office. If you suspect your 

child has a communicable disease, please note that at the time of your call.  

 

 Teachers are responsible for taking attendance each morning prior to the beginning of the 

instructional day.  Absences and names of tardy students are recorded at 9:20 A.M. 

 

 A dated note, stating the specific reason for an absence, signed by a parent or guardian, 

is required no later than three days following an absence. Excused absences from 

school include: illness, doctor or dentist appointment, death in the immediate family, 

observance of a religious holiday, or a court order. 

 

 Students who are absent frequently or for long periods of time will be brought to the 

administration’s attention for appropriate action. Parents of children who have 20% or 

more absences will receive a letter informing them of the excessive absence and the 

regulations for attendance in the state of Maryland. 

 

 

BEHAVIOR/DISCIPLINE:     

 Children are expected to conduct themselves in such a manner that they and their 

classmates will gain the most from their school experience. School provides many 

opportunities for children to develop respect for others and the ability to work, learn, and 

live together in harmony. 

 

 Behavior and discipline are shared responsibilities of the home and the school. Each 

Burtonsville Elementary student will be provided with a copy of “The Star Code” which 

outlines the policies and procedures students are expected to follow at school. 

Burtonsville is a PBIS school (Positive Behavior Interventions and Supports) and our 

code of conduct follows three main expectations: Be Responsible, Be Respectful, and Be 

Ready to Learn. PBIS promotes and reinforces positive behavior choices within the 

classrooms and throughout the school. Please review the Star Code with your child. Sign 

and return the back page of the “Star Code” to your child’s teacher indicating that you 

understand and have reviewed the behavior expectations for Burtonsville. 

 

 Occasionally, students receive a referral to the office for behavior infractions. When a 

student is sent to the office, a member of the administration team will review the 

infraction and assign consequences for such behavior. A copy of the office referral will 

be sent home requiring your signature. School disciplinary measures range from student-
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teacher conferences to suspension. Each case is handled on an individual basis in 

accordance with county school board policy. 

 

 

 

 

Birthdays 
 While we would like very much to celebrate students’ birthdays at school, it takes away 

valuable teaching and learning time.  We suggest you plan your child’s celebration in 

the evenings or on the weekends. During our daily morning announcements, students 

celebrating birthdays are called to the office to receive a birthday pencil.   

 

Bus Riders:      
 Since many of our students come to school by bus, it is important for parents to review 

the 3R’s when riding the bus with their children (document found on page 14 of the Star 

Code). Children should understand that riding the school bus is a privilege, not a right. 

We will be consistent in following procedures established by MCPS regarding the 

transportation of students. Incidents of inappropriate behavior can result in the suspension 

of bus riding privileges. 

 

 Parents are responsible for student safety at bus stops (school safety patrols assist). 

Students who wish to go home with classmates after school (either walking or riding a 

different bus) must bring a note to the office in the morning for verification. The bus 

driver will not allow students on the buses without written parent/school permission. For 

problems concerning bus routes and stop locations, call 301-670-2283. 

 

 

 

 

COMMUNICATION: 
 Students are expected to take home notes and letters from the school and the PTA and to 

make sure parents/guardians receive these notes and letters the day they are handed out. 

BES has gone green! All information pertaining to school can be found on the school’s 

website. http://www.montgomeryschoolsmd.org/schools/burtonsvillees/ 

 

 Other important information regarding special events and school closings may be 

provided through our direct calling system, Connect-Ed.  

 

 

CONCERNS:    
 If you have questions that are specific to your child’s progress or classroom issue, please 

approach your child’s teacher or appropriate staff member directly before bringing 
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the concern to school administration. It is important to keep open lines of 

communication between parents and teachers to ensure the best education for your child. 

 

CONSENT AND RELEASE FORM:    
 During the school year, students may be photographed or videotaped for a verity of 

reasons such as:  publicity of school programs, training tapes, or classrooms 

presentations. 

 

 The Directory Withholding information form is sent home at the beginning of 

each school year. Please complete this form only if you want to withhold information 

from the directory or do not want your child’s picture on the website.  

 

CONTINGENCY PLAN FOR SCHOOL EVACUATION:  

 In the event of an emergency evacuation of the school for a sustained period of time, 

students will walk with their teachers to Benjamin Banneker Middle School.  This 

constitutes a portion of our contingency plan for unusual circumstances far beyond the 

usual and routine fire drill procedures.  It is urgent in the event of an emergency or 

disaster that we have up to date emergency information on your child.  PLEASE KEEP 

THE SCHOOL OFFICE INFORMED OF ANY CHANGES IN EMERGENCY 

CONTACT AND/OR DAY CARE ARRANGEMENTS.  Our school will conduct ten 

(10) required evacuation/fire drills and four (6) required lockdown and shelter drills 

during the school year. 

 

 

DELAY OPENINGS:  

 In the event of snow or other hazardous weather conditions, school may open two hours 

later than usual to assure bus safety.  All students who normally ride school buses will be 

picked up two hours later than their regularly scheduled pick-up time on delayed opening 

days.   

 

EARLY Departure:       

 Students who need to leave school during the day MUST bring a written excuse to the 

School Office in the morning for approval. The parent must sign the student out when 

they leave school, and sign in when they return to school. If a student needs to be 

dismissed early, the parent should report to the office to pick up his/her child. 

Parents should not go to the classroom to pick up children. 
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 Any adult who arrives to pick up a student must be included on the Yellow Emergency 

Information Card in order for the child to be released to that adult. This includes siblings 

(18 and older). 

 

 

EARLY DISMISSAL:  

 When early dismissal of students is necessary due to inclement weather, school will close 

1 ½ hours early.  Buses may run late because of hazardous road conditions.  A lunch 

period will be scheduled for students prior to dismissal.  Announcements will be made on 

local radio and television stations.  Parents are urged to tune in to local news stations to 

find out about school closings.  In the event of an early closing, it is essential that 

children know what they are to do and where they are to go.  Parents should give children 

specific instructions, which should also be on file at the school.  If changes are made to 

these instructions, the school should be notified.  

 

 No breakfast will be served on delayed opening days. 

 No recess on delayed opening days and early dismissals days. 

 

EMERGENCY SCHOOL CLOSING:                

 In case of emergencies that make it impossible for Montgomery county Public Schools to 

open, information regarding school operations is announced publicly as soon as possible 

on area radio and Television stations, Cable Channel 60,County Cable Channel 6 or 

Cable Channel 34-MCPS TV, at www.monglomery schoolsmd.org or at Schools-

Out.com, and on a taped telephone message service at 302-279-3673. Emergency email 

announcements are available by signing up for MCPS Quick Notes on the school 

systems’ home page. If schools are closed or delayed, the announcement is made no later 

than 6:00a.m. (or the night before, if possible). If schools are closing early, the 

announcement is made by 11:00a.m. PLEASE DO NOT CALL THE SCHOOL. 

 

 

FIELD TRIPS:      

 Throughout the year, grade levels plan and attend off campus trips related to the 

instructional program. Families are notified and given written permission for students to 

participate in field trips. All children are encouraged to take part in these educational 

activities. However, students may not be permitted to attend if there are concerns about 

safety or an inability to comply with school rules. In this situation, parents may be asked 

to accompany their child. 
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HEALTH IMMUNIZATION PROGRAM:    

 Maryland Health regulations require that “all students entering K-6 must furnish evidence 

of immunization for diphtheria, tetanus, pertussis (whooping cough), polio, rubella 

(measles), and rubella (German Measles).” 

 

 

ILLNESS:  

 In order to prevent the spread of communicable diseases, including colds, parents are 

requested to keep children at home if illness is suspected.  Children who are not feeling 

well usually cannot do their best work and their attendance on those days does not prove 

worthwhile. 

 

 A child who is ill is routinely sent to the School Health Room.  The school nurse or 

school health technician will assess the child, contact the parent or guardian, and send the 

child home if necessary.  Any child with an elevated temperature of 100 degrees or above 

is sent home.  It is recommended that your child be free from fever for 24 hours before 

returning to school. 

 

 It is likely that sometime during the school year your child will have a medication 

prescribed for the treatment of a health problem.  As a general policy, the school 

recommends that children receive medication at home whenever possible.  In the event 

your physician decides your child needs to receive medication during the school day, 

certain procedures must be followed.  For more information, contact the school health 

technician, Ms. Myra Davis, at 301-989-5705 . 

 

 

LATE ARRIVAL:    

 Students who arrive late to school must report to the office accompanied by their 

parents.  Parents are required to sign their children in at the office. TARDINESS 

HAS BEEN A REAL PROBLEM FOR MANY STUDENTS, AND IT 

NEGATIVELY IMPACTS EVERY STUDENT AND TEACHER. Students who 

demonstrate excessive tardiness will be brought to the administration’s attention for 

appropriate action. 

 

 Students will be recorded as a.m. absent if they arrive at school more than one hour late. 

 

 Students will be recorded as p.m. absent if they leave school more than one hour early. 
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 Students will be recorded as either a.m. absent or p.m. absent if they are absent from 

school for more than one hour during the school day. Students will be recorded as 

absent for a full day if a student is present for one hour or less of the school day. 

 

 

LOST & FOUND:  

 Found articles of clothing, hats, gloves, lunch boxes, and other items will be placed in 

bins throughout the year in the cafeteria. Children should check the Lost and Found area 

for missing possessions. Eyeglasses and other delicate items are secured in the main 

office. PLEASE LABEL ALL CLOTHING. The bins are routinely bagged and sent to 

shelters for children in need so please check the bins as soon as you realize your child is 

missing an item. 

 

 

LUNCH/RECESS:    

 The lunch/recess period is one hour. Menus are sent home prior to the first day of each 

month. Hot lunches are served daily with alternate choices. We will be participating the 

SNAP program again this year; a system that sets up individual accounts for students 

monies to purchase lunch. 

 

 A check, cash, or money order may be sent in with the child and will be deposited to their 

individual accounts. If paying by check, please write the child’s name and account 

number on the check. If paying by cash, please place the cash in an envelope with child’s 

name, account number, and teacher on the envelope. Payments should be brought into the 

cafeteria in the morning as lunchtime is a very busy time. 

 

 Each day that the child buys something from the cafeteria, the amount of the purchase 

will be subtracted from the child’s account. For example, if a child decides to buy lunch, 

he/she will go through the lunch line and enter their personal account identification 

number on the keypad. The amount of $2.55 will automatically be subtracted from 

his/her account. 

 

 It is a parent’s responsibility to make sure there is money in their child’s account. Letters 

will be sent home periodically reminding parents if an account no longer has funds. 

Cheese sandwiches will be provided to students who do not have funds in their accounts 

and are not eligible for free lunches. 

 

 Children who arrive to school late and are planning on a cafeteria lunch must order lunch 

from the cafeteria after signing in at the office.  
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 If a child has a specific dietary need (ex. cannot drink milk; eat cheese, nuts, etc.) 

please notify the cafeteria manager in writing so that the proper substitution can 

always be in place. 
 

 Children may qualify for free or reduced breakfast and lunch. The application process for 

the Free and Reduced-price Meals System (FARMS) has changed from the individual 

student application to a household application. Parents and guardians will need to submit 

just one application that lists all the children in their household who attend Montgomery 

County Public Schools. 

 

 The applications will not be pre-printed with student information as they were in the past, 

so it will be necessary for parents/guardians to list the names, ID numbers, birthdates, 

and schools of the children for whom they are applying. (Parents/guardians are reminded 

that student identification numbers can be found on report cards.) The application has 

been re-designed for the new process and will contain detailed, easy-to-follow directions. 

Parents/guardians should be aware that, because all students from a household will apply 

on one application, only the youngest child in the household will receive an application 

the first week of school. 

 

 Additional free or reduced breakfast/lunch applications can be requested from your 

child’s teacher or the main office. Once an application is approved, a letter will be sent to 

the parents from the Food Services division of Montgomery County Public Schools. At 

this point, the students will be eligible for free or reduced breakfast and lunch. Students 

who qualified for free or reduced breakfast and lunch in the previous school year will be 

qualified until October 1, 2014 (the MCPS Food Services deadline for approval of fee or 

reduced meals for the 2014-2015 school year.) An application needs to be submitted each 

year. If an application has not been approved by October 1, 2014, the student will be 

charged full price for both breakfast and lunch.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 
                               Meal    Regular Price  Reduced Price 
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Breakfast             $1.30             Free   

Lunch        $2.55            $0.40 

Milk        $0.60    

 

Lunch/Recess Schedule 2014-2015 
 

Grade    Lunch                     Recess 
4th    11:00-11:30  11:30-12:00 

1st     11:30-12:00  12:00-12:30 

Kindergarten   12:00-12:30  12:30 -1:00 

2nd    12:30- 1:00    1:00 -1:30 

3rd       1:00 -1:30    1:30 -2:00 

5th       1:30 -2:00    2:00 -2:30 
 

 Students will have recess outdoors unless it is raining or the temperature is below 32 

Fahrenheit. They should dress accordingly on days when the weather is windy or cold. 

All students are expected to participate in outdoor recess. 

 

MEDICATION POLICY:  

 In the event that your physician decides that your child needs to receives medication at 

school during the school day, MCPS Form 525-13, Authorization to Administer 

Prescribed Medication, must be completed and on file.  Forms are available in the School 

Office and in the Health Room. 

 

 If you don’t have access the proper form, a written order on the physician’s stationery or 

prescription pad is acceptable, provided it includes the following information. 

a. Your child’s name 

b. Name of medication being ordered 

c. Dosage 

d. Time of administration 

e. Possible side effects 

 

 The first full day’s dosage of any new prescription must be administered at home.  

Medication must be brought to the school by the parent or guardian.  Under no 

circumstances will medication be given which is brought to school by a student.  

Medication must be labeled by a pharmacist.  Over-the-counter medication, e.g., aspirin, 

must also be prescribed by a physician as noted above and brought to the school by the 

parent or guardian in the original container with the dosage labeled by the manufacturer. 
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PARENT-TEACHER CONFERENCES:     

 Parent-teacher conferences will be scheduled by appointment in November. These 

conferences provide a planned opportunity for parents and teacher to discuss a child’s 

achievement and to plan cooperatively for continued student progress. Parent-teacher 

conferences will be held on November 10 and 11, 2014. 

 

 

SCHOOL SAFETY PATROLS:    

 Burtonsville has a fine group of responsible boys and girls serving as school safety 

patrols. They go on duty at 9:00a.m. and 3:25p.m. Ms. Janine Vernot, is the patrol 

sponsor. Parents should impress upon their children the importance of following patrol 

instructions. Please review rights and responsibilities of being a patrol. Belt are 

suspended or removed for inappropriate behavior. 

 

STUDENT OBLIGATIONS:          

 Please help teach your child responsibility by ensuring they have all books/materials that 

belong to Burtonsville Elementary school. Remember that at the end of the year report 

cards and/or comments may be withheld if maters are not returned to the school. 

 

TELEPHONE CALLS:   

 Teachers and students will be called to the telephone from classrooms only for 

emergencies. The most convenient time to call teachers is before school or after school. 

 

TRAFFIC SAFETY/PARKING:    

 Please obey the no parking signs in the bus lane, handicapped spaces and reserved spaces 

at the front of the school. The bus lane is marked with yellow paint. The bus lane is off 

limits to automobiles between the hours of 8:50-9:30a.m.and 3:00-4:00-.m. 

 

 

VISITORS:  

 As you enter the building, all visitors MUST report to the office to sign in and 

receive an identification badge. Any item that you might bring for your child must be 

brought to the office and we will see that the child receives it. 
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 Parents are encouraged to visit the school and volunteer in their children’s classrooms. It 

is best to arrange a visit ahead of time by contacting your child’s teacher since the class 

may be having a test or be out on field trip. 

 

 While volunteering, please remember that this type of visit is not the time to talk to 

teachers. If you wish to discuss a matter with your child’s teacher, please make a separate 

conference date. Parent comments are encouraged and valued. Parents are asked to take 

into account when visiting and volunteering that much precedes and follows the segment 

of the day observed. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Burtonsville Elementary School 

                     Schedule 

 

School Hours: Professional Staff:         8:30 a.m. – 4:00 p.m. 
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                                       Bell Schedule: 
Arrival:        First Bell      9:05 a.m.    Students report to class 

Second Bell     Beginning of school day 

 

Dismissal:    First Bell     Patrol report to duty 

Second Bell 3:30 p.m.  End of school day   
     

                          

                                                     Lunch/Recess Schedule  
    Lunch     Recess 

 

Grade 4 11:00 - 11:30    11:30 - 12:00 

Grade  1 11:30 - 12:00    12:00 - 12:30 

Kindergarten 12:00 - 12:30    12:30 -   1:00 

Grade  2 12:30 -  1:00        1:00 -   1:30 

Grade  3   1:00 -  1:30        1:30 -   2:00  

Grade  5   1:30 -  2:00        2:00 -   2:30 

 
Early Dismissal Schedule 

Arrival: First Bell    9:05 a.m.   Students report to class 

Second Bell                   Beginning of school day 

 

Dismissal:    First Bell    Patrols report to duty 

Second Bell 1:00 p.m.  End of school day   
     

 

Lunch Schedule (Early Dismissal)   Lunch Schedule (2hrs Delayed Opening) 

Grade 4  10:00 - 10:30  Grade 4  11:25 - 11:55 

Grade 1  10:30 - 11:00  Grade 1  11:55 - 12:25 

Kindergarten 11:00 - 11:30  Kindergarten 12:25 - 12:55 

Grade 2  11:30 - 12:00  Grade 2  12:55 -   1:25 

Grade 3  12:00 - 12:30  Grade 3    1:25 -   1:55 

Grade 5  12:30 -   1:00  Grade 5    1:55 -   2:25 
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Kimberly Kimber  Principal    Main Office 
Bettye Sellman   Assistant Principal   Main Office 
Tagreed Dubbaneh  Adm. Secretary   Main Office 
Ada Mejia   Secretary    Main Office 
 
Lizzette Goyne (TL)   Kindergarten    Room   1     
Jan Pawtowski   Kindergarten    Room   2 
Dorothy Hyatt   Kindergarten    Room   3 

Susan Goff    Kindergarten    Room   4 
Joyce Kim   Kindergarten    Room   6 
Sarinya Rapeepun  Kindergarten    Room   9 
 
   
Memo Smith (TL)  Grade 1    Room 10 

Jennifer Murch   Grade 1    Room 8 

Jennifer Keplinger  Grade 1    Room 11   

Lauren College   Grade 1    Room 12 

Sherri Costango  Grade 1    Room 13  

Caitlin Hartog   Grade 1    Room 14 

 
Liz Newcomb (TL)  Grade 2    Room 20 
Jennifer D’Asto  Grade 2    Room 17 
Jacqueline Collins  Grade 2    Room 18  

Elizabeth Magallanes  Grade 2    Room 19 

Kimberly Brown   Grade 2    Room 55  

Angel Harris   Grade 2    Room 58 

 

Terry Gobourne (TL)  Grade 3    Room 21  

Denise Renfrew  Grade 3    Room 22   
Tikia Ballard   Grade 3    Room 23 
Nicholeta Straub   Grade 3    Room 24 
Elizabeth Burn   Grade 3    Room 25 
 
Shagala Sansom (TL)  Grade 4    Room 27  

Gina Hendershot    Grade 4    Room 26  
Laura Ciavarella  Grade 4    Room 28  
Brad Scrivener   Grade 4    Room 33 
   
Dina Matin (TL)  Grade 5    Portable 5 
Stephanie Thompson  Grade 5    Portable 1 

Carmel Mansour   Grade 5    Portable 2  

Allison Kiarie   Grade 5    Portable 6 

Robert Bledsoe  Grade 5    Portable 3 
 

 
Nicole Quinones  ESOL     Room 52 
Tali Perez   ESOL (M,T,W, and AM only on Friday) Room 42 
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Renee Patrick   Staff Development Teacher  Portable 4 
Felita Barrett-Smith  Counselor    Room 44 
Ashley Walters   Academic Intervention .6  Room 46 
 
Stacie Kinhart   Special Ed /Resource Teacher  Room 57 
Cynthia Taylor   Speech  (Mon.Wed.Thurs)  Room 56 
 
Hilary Siegel   Reading Specialist   Room 43  
Gay Kinkead   Focus Teacher    Room 53 
Julia Weir   Focus Teacher    Room 15  
   
 
          
Patricia Warnock-Safford Media Specialist   Media 
Caroline Johnson  Media Assistant   Media 
 
Lindsay Rabe   Vocal Music    Room 34 
Sean English   Music (Tuesday PM and Wednesday all day) Cart 
Melinda Ford    Instrumental Music (Tues/Thurs)              Room 37 
  
Janine Vernot   P.E.     Gym 
Alexandra Scott  P.E.  (Tuesday PM and Wednesday all day) Gym 
 
Robin Hudspeth  Art     Room 30   
Britt Olson   Art (Thursday PM and Friday all day)              Cart 
 
Bernadette Igiebor  Cafeteria Manager   Cafeteria 
Yu Lin     Cafeteria Aide    Cafeteria 
 
Myra Davis   Health Technician   Health Room 
Christine Rostami                     Nurse     Health room 
 
Denise Hawkes  ISM Assistant    Room 45 
 
Robert Fuhrer   Psychologist      
Jacqueline Khelawan  PPW      
Linda Alissiano  Para Educator    TV Studio 
Victoria Franceski  Para Educator    TV Studio  
Norma Brown-Hylton  Para Educator    TV Studio  
Sherri McMahon  Para Educator    TV Studio 
Jessica Wang               Para Educator    TV Studio 
Stacy Burns   Para Educator    TV Studio  
Nadine Dunn    Lunch Aide/ Playground Assistant 
Wendy Rodriguez  Lunch Aide/ Playground Assistant 
Erinn Wallace   Lunch Aide/ Playground Assistant 
 
 
Tonia Lyles   Buildings Service Manager  BS Office 
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____________   Building Service Assistant Manager  BS Office 
Dionne Cook    Building Service Worker  BS Office 
Erinn Wallace   Building Service Worker  BS Office 
Marcel Jean   Building Service Worker  BS Office 
Yu Lin    Building Service Worker  BS Office 
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Burtonsville Elementary School 

                     Schedule 

 

School Hours: Professional Staff:         8:30 a.m. – 4:00 p.m. 

                                      

                                       Bell Schedule: 
Arrival:        First Bell      9:05 a.m.    Students report to class 

Second Bell     Beginning of school day 

 

Dismissal:    First Bell     Patrol report to duty 

Second Bell 3:30 p.m.  End of school day   
     
                          

                                                     Lunch/Recess Schedule  
    Lunch     Recess 

 

Grade 4 11:00 - 11:30    11:30 - 12:00 

Grade  1 11:30 - 12:00    12:00 - 12:30 

Kindergarten 12:00 - 12:30    12:30 -   1:00 

Grade  2 12:30 -  1:00        1:00 -   1:30 

Grade  3   1:00 -  1:30        1:30 -   2:00  

Grade  5   1:30 -  2:00        2:00 -   2:30 

 
Early Dismissal Schedule 

Arrival: First Bell    9:05 a.m.   Students report to class 

Second Bell                   Beginning of school day 

 

Dismissal:    First Bell    Patrols report to duty 

Second Bell 1:00 p.m.  End of school day   
     

 

Lunch Schedule (Early Dismissal)   Lunch Schedule (2hrs Delayed Opening) 

Grade 4  10:00 - 10:30  Grade 4  11:25 - 11:55 

Grade 1  10:30 - 11:00  Grade 1  11:55 - 12:25 

Kindergarten 11:00 - 11:30  Kindergarten 12:25 - 12:55 

Grade 2  11:30 - 12:00  Grade 2  12:55 -   1:25 

Grade 3  12:00 - 12:30  Grade 3    1:25 -   1:55 

Grade 5  12:30 -   1:00  Grade 5    1:55 -   2:25 
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Burtonsville Elementary 

School  
 

  STAR Code 
 
 
 
 

 
 

 

Be Respectful 

Be Responsible 
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Be Ready to Learn 

 

 

 

 

 

Burtonsville Elementary School 
Discipline Policy 2014-2015 

 

 

PHILOSOPHY 
 
The Burtonsville discipline policy is designed to reflect a balance between group 
and individual rights and responsibilities, and to inform students, staff, and 
parents of the expectations for behavior at school. 
 
School discipline is a joint effort by the staff, community, and students. The 
cooperation of the partnership at Burtonsville can encourage and teach children 
respect for themselves and for others. At Burtonsville Elementary we Work 
Collaboratively to create a positive environment to bolster student achievement. 
 

We believe in … 
 

•     Establishing mutual respect and sensitivity to the feelings and rights of 
others 

 
 Promoting an atmosphere of kindness, consideration and support 

toward others 
 

 Creating trust within the classroom and the school to promote a variety 
of behaviors which we consider to be positive on the part of children and 
adults – thinking, inquiring, stating an opinion without feeling rejection 
or humiliation, making choices and assuming responsibility for one’s 
decision 

 
 Developing and using problem solving strategies to improve self-control, 

social responsibility, respect for oneself and one’s environment, and 
respect for the rights of others 
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 Dealing with everyday situations which arise in the school by setting 
well-defined, responsible limits of behavior and by being consistent in 
implementing those limits 

 
 Students, staff, and parents should know the rules, be involved in their 

formation, and be partners in their implementation 
 
RIGHTS AND RESPONSIBILITIES 
Students:  Students have the right to a public school education in an 
environment conducive to learning.  They are expected to do the following: 

 Attend school and classes regularly, to arrive on time, and to fulfill 
to the best of their abilities the Montgomery County Public Schools 
(MCPS) objectives. 

  Understand and observe the rules of the school. 
 
 

Parents: Parents have the right to expect that the school will address the 
learning needs of their children.  Parents are expected to do the following: 

 Send their children to school regularly, on time, and prepared work. 
 Respond to communications from the school pertaining to their  
       children. 
 Understand and support the fair, consistent administration of school 

rules and policies. 
 

Teachers: Teachers have the right to work in an atmosphere of respect with 
the support and guidance of the administration in maintaining high 
professional standards.  Teachers are expected to do the following: 

 Work with students so they understand the objectives and what 
they are expected to learn.  Encourage and help the students 
understand and support the rules of the school. 

 Know and enforce consistently and fairly the rules and policies of 
the school. 

 Maintain communication between home and school. 
 
 
Principal and Assistant Principal: The principal and assistant principal, 
with the cooperation of staff, students and parents, will work to achieve the 
objectives of MCPS and Burtonsville Elementary School. The principal and 
assistant principal are expected to do the following: 
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 Make known and interpret to students, parents and staff the MCPS 
discipline policies and the local school discipline policy. 

  Implement specific plans for effective student, parent and staff 
participation in the formulation and review of the local school 
discipline policy. 

 Guide and support all building personnel in maintaining appropriate 
and effective discipline. 

 Confer with staff, students and parents on discipline matters. 
STATEMENT OF DISCIPLINARY ACTION 
All disciplinary actions begin with a staff-student conference.  The next step 
might include a conference with administrator-student, administrator-parent, 
or any combination necessary and appropriate. 
 
RESPONSE LEVELS TO BEHAVIORS 
LEVEL I - Teacher  

• Defiance 
• Disrespect 
• Disruption  
• Forgery  
• Horseplay  
• Inappropriate language/notes 
• Insubordinate  
• Lying/Cheating  
• Name-calling 
• Physical aggression-Office referral based on teacher discretion after having a 

conversation with the student(s) 

  
LEVEL II-Administration 

• Bullying  
• Destruction of property  
• Fighting 
• Lighters/Matches        
• Sexual harassment  
• Theft  
• Throwing food 
• Truancy 
• Use or possession of a weapon 
• Verbal Harassment 

 
DUE PROCESS 
All appeals of disciplinary action should begin with the staff member who 
made the decision.  The student has the right to appeal a decision to the 
principal.  The principal shall hear the appeal within three school days and 
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notify the student/parent if his/her decision.  The decision of the principal 
may be appealed to the Associate Superintendent. 
 
 
 
 
 
 
 

STAR Code for Lunch and Recess 
EXPECTATIONS 

 
I. STUDENTS 

a. At Lunch: Keep your hands and feet to yourself 
 Wait in the serving line without talking 

 Sit at assigned tables 

 Use normal conversation volume 

 Eat your own food, do not play with food 

 Raise your hand if you need something 

 Stay seated until it is time to collect trash 

 Dispose of all trash properly  
 

b. At Recess: Keep your hands and feet to yourself 
 When the whistle blows, recess is over. All games end at 

the sound of the whistles 

 Use good sportsmanship 
 Play fairly 
 Use appropriate language 
 No exclusions of other students 
 No saving places 

 Respect school property and equipment 

 Follow Recess Aides instructions the first time they are 
issued. Place the equipment you are playing with on the 
ground. Quickly line up by class 

 Do not leave the recess area without permission and a hall 
pass 

 No card games, electronic games, or ball from home are 
permitted 

 

c. Learn the STAR Code And Use It To Help Everyone Enjoy 
Lunch and Recess 
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II. TEACHERS 
a. Give All Students Access To the Restrooms And Water 

Fountains Before Lunch/Recess 
 

b. Deliver Class To Lunch On Time  
 

c. Pick Up Class On Time From Recess: Classes should be quiet as 

they enter the building 
 

d. Review STAR Code Immediately before Lunch/Recess: During 

the first week – 5 minutes per day and once a week thereafter 
 

 

III. RECESS & LUNCH AIDES 
a. Be Prepared 

 Whistle 

 Walkie-talkie connected with the Front Office 

 For recess Aide Supervisor 

 Hall Passes 
 

b. Build Trust Between Students And Aides 
 Listen to student’s problems or whatever they want to 

share with you 

 Make it a priority to “catch” students exhibiting good 
behavior 

 Follow through on all rewards, as promised, on the same 
day 

 Reward good individual and class behavior in a 
consistent prescribed manner 

 Issue all positive reinforcement awards daily – STAR 
cards 

 Be consistent when issuing discipline 
 

c. Address Unacceptable Behavior In A Consistent Prescribed 
Manner 

 Quickly and simply address all issues so student can     
     return to play  

 Go to the student/group of students  

 Lower yourself to his/her eye level 

 Use normal conversation tone 
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 Clearly state the rule that was broken and how to correct  
     the behavior 

 Explain the consequences 

 Enforce the prescribed consequences in a calm manner 

 Only apply negative consequences to an individual or a  
      small group 

 Never apply negative consequences of a few students  
     bad behavior to a whole class 

 
d. Recess Procedures 

 Bring out recess equipment bin before first session begins 

 Observe zones to maximize supervision coverage of 
playground 

 Use positive verbal reinforcement as students enter playground 

 Issue STAR cards for adherence to the Recess STAR Code 
and other good behaviors such as: 

 Solving conflicts without adult intervention 

 Accepting his/her own mistake in a game 

 Including lonely students in their play 

 Coming in quickly when recess is over 
 

 

e. Lunch Procedures 
 Use positive verbal reinforcement as students enter cafeteria 

 Welcome them to lunch!! 

 Encourage students to make healthy food choices, 
and to enjoy their break time by following the STAR 
Code!  

 Converse table by table with students, with 
encouraging words, and reminders or quizzes about 
the STAR Code 

 As lunch ends, thank students for good behavior, 
sighting specifics instances as much as possible 

 

 Conversational volume talking is encouraged throughout the 30 
minute lunch 

 Address yelling and other unacceptable behavior 
individually as noted above 

 Never punish students by class as this discourages 
the students who are behaving well 

 At no time does the cafeteria need to be silent, this is 
the students only break in their 6 hour day 
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IV. Consequences and Interventions 
Students:  

 Serious offense – Defined As:  Behavior that endangers self 
or others, or for repeated offenses  

 Aide personally escorts student to main office 

 Aide and student explain reason for visit to office: 
Aide returns to recess/lunch 

 Administrator evaluates situation 

 Student completes Problem Solving Worksheet 

 Administrator applies any additional appropriate 
consequence, contacts parents of offending student 
by phone 

 Non-serious offense 

 First Offense: Verbally addressed - Enforce apology 
and/or restitution to offended party 

 Second Offense: Verbally addressed - Enforce 
apology and/or restitution to offended party 

 Enforce prescribed consequence: Recess - Enforce 
temporary loss of equipment/area usage for the 
remainder of the recess period (5-10 minutes Time 
out). Lunch- Removal from lunch table – assigned to 
special table 

 Third Offense - Personally escort student to main 
office 
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     STAR Code 
 

   Classroom  
 

Be Respectful 
 Follow staff’s 1st request 

 Use polite tone and words 

 Use inside voice 

 Raise your hand 

 Listen to each other 

 Wait your turn 

 

Be Responsible 
 Complete assignments 

 Keep your area clean 

 Stay on task 

 Bring required supplies (folders, agenda) 

 Follow directions and routines 

 

Be Ready To Learn 
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 Listen to adult 

 Look at speaker 

 Act immediately 

 Use Star Posture 

 

 

 

                STAR Code 

   Hallway  

 

Be Respectful 
 Follow staff’s 1st request 

 Walk on 2nd square from the wall facing forward 

 Demonstrate silent passage 

 Keep hands at your side 

 Walk on right side of hallway 

 

 

Be Responsible 
 Keep safe distance from others 

 Go directly to destination 

 

 

 

Be Ready for the Hall 
 Stop at stop signs 
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 Listen for staff directions 

 

 

 

 

       STAR Code 

    Cafeteria  

Be Respectful 
 Follow staff’s 1st request 

 Enter and exit the cafeteria in an orderly manner 

 Use an indoor voice 

 Show good manners 

 Leave space between yourself and others. 

 Keep hands to yourself 

 Place any untouched/unwanted food on the “share table.”  Students 

may have seconds from the “share table”- ask an adult for 

permission to get up 

 

Be Responsible 
 Follow directions the first time they are given 

 Walk at all times 

 Touch only your food 

 Place all trash carefully into appropriate containers 

 Leave the tables and surrounding areas clean 

 Use lunch baskets to return all personal items to the classroom 

 

Be Ready to Eat 
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 Stay in your seats.  Raise your hand if you need to use the restroom 

or get up at any time.  Wait for an adult to come over to you to ask 

your question 

 Use a pass to leave the lunch room for any reason 

 Listen to instructions and follow directions the first time they are 

given 

 Eat only your food – no sharing 

 

STAR Code 

Playground  

 

 

Be Respectful 
 Follow staff’s 1st request 

 Respect and follow directions from recess monitors 

 Agree on game rules 

 Include others 

 Take turns and share equipment 

 Respect personal space 

 
 

Be Responsible 
 Resolve differences in a peaceful manner 

 Make safe choices 

 Use and return equipment properly  

 Stop, Think, and Decide Before You Act 

 
Be Ready to Play 
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 Play in designated areas - stay in the boundaries of the 

playground “play” area – do not wander off or go to 

restricted areas 

 Listen to instructions 

 Line up quickly when you hear the whistle 
 
 
 

                                                                             STAR Code            

        Bus Dismissal   

 
Be Respectful 

• Quietly walk on right side of hallway directly from classroom to bus line 

• Be courteous during reading time 

• Keep hands/feet to self 

• Staff permission must be given to use bathroom/water fountain (emergencies   

     only) 

• Follow staff/patrol’s first request 

 

Be Responsible 
• Staff members remain in hall from afternoon announcements until 3:30 

• All assigned staff members will remain on duty until last bus is called 

• Staff will not allow students back into classrooms 

• Use bathroom/water fountain before dismissal time 

• All belongings, homework and reading material in backpack before leaving 

     the classroom 

• Follow directions the first time 

• All students will read and remain quiet during dismissal   

• Reading material in backpack when bus called 

• Exit school and enter bus in an orderly manner 

 

Be Ready  
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• Listen to staff/patrol’s instructions 

• Walk quietly to bus in a single file 

 

 

 

 

 

 

 

STAR Code 

Riding the Bus and at the Bus Stop  
 

 

Be Respectful 
 Follow staff’s 1st request 

 Observe the same conduct as in the classroom 

 Use appropriate language and indoor voices 

 Be courteous to others 

 Listen and Cooperate with the driver and patrols 

 Zero tolerance for bullying 

 

Be Responsible 
 Stay in your seat 

 Keep the bus clean 

 Keep heads, hands, and feet inside the bus at all times and 

to yourself 

 Go directly to our after school destination 
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Be Ready to Ride 
 Listen to the bus driver’s instructions 

 Enter and exit the bus in a safe, quiet manner 

 Stay at your bus stop in the A.M. 

 

 

 

STAR Code 

Fire Drills  

 

 

Be Respectful 
 Follow staff’s 1st request 

 Follow the directions of the adult in charge 

 Exit the building quietly – no talking 

 
 

Be Responsible 
 Stay in line 

 Silent passage 

 Remain in line in the designated area outside of the 

building 

 

Be Ready to Exit the Building 
 Listen to instructions 
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 Exit and re-enter the building, when allowed, in a safe, 

quiet manner 

 

 

 

 

 

 

STAR Code 

                        Assemblies  

 

 

Be Respectful 
 Follow staff’s 1st request 

 Respect and follow directions from teachers and staff 

 Obey signals to get quiet 

 Remain quiet, do not talk during performances 

 

 
 

Be Responsible 
 Use appropriate manners during the assembly 

 Sit in your assigned area 

 

 

Be Ready to Attend the Assembly 
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 Listen to instructions 

 Enter and exit the assembly in a safe, quiet manner 

 
 
 
 
 
 

 

CHART OF ACTION 

INFRACTIONS AND CONSEQUENCES 

 
TYPE OF BEHAVIOR 

MINIMUM CONSEQUENCES MAXIMUM CONSEQUENCES 

Absences – Excessive/Unexcused Parent contact Refer case to Child Protective 
Services or the Truancy Office of the 
District Attorney; 
Contact Pupil Personnel Worker 

Bus Behavior Parent contact 
Time-out 

Loss of bus privilege; suspension 

Destruction of Public Property 
(Vandalism) 

Suspension, restitution, and/or police 
referral 

Expulsion, restitution, police referral 

Disruptive Behavior in Class Removal from situation 
Time-out 

Suspension 

Exhibiting Unsafe Behavior Teacher-student conference 
Time-out 

Principal-student conference 

Fighting Teacher counseling 
Time-out 

Suspension 

Inappropriate Language 
(profanity, ethnic slurs) 

Teacher counseling 
Parent contact 
Time-out 

Parent contact/conference at 
school/suspension 

Lunch/Recess Behavior 
(not including fighting) 

Removal from situation 
Time-out 

Parent contact; detention 

Off School Grounds Without 
Permission 

Parent contact Parent conference at school 
Suspension 

Personal Items Such as Toys to 
School (bringing) 

Confiscation/Parent contact Detention 

Physical Attack on Student or Staff Suspension Expulsion 

Pornography – Possession of or 
creating lewd pictures 

Parent contact 
Time-out 

Suspension 

Possession of Matches, Lighter, etc. Parent Conference 
Confiscation 

Suspension/ Conference 
Police Referral 

Using Matches or Lighters Suspension / Confiscation Suspension/Confiscation 
Police Referral  

Refusal to Obey School Rules Removal from situation 
Time-out 

Suspension 

Running Teacher-student conference Principal-student conference 
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Sexual Harassment Parent contact/conference Expulsion 

Tardiness Parent contact Contact Pupil Personnel Worker 

Theft Teacher counseling 
Parent contact 

Suspension 

Touching Inappropriately Parent Conference Expulsion 

Computer Abuse Staff/ student conference 
Loss of computer privileges 

Expulsion 

Serious Offenses Suspension Expulsion 
Police referral 

Teasing & Bullying Student conference Suspension 

Threatening/Extortion Student conference Suspension 

 

Student Name_____________________________________ 

 

Teacher____________________________________ 

 

Grade___________ 

 

 

I have read the STAR Code and understand the behavioral expectations for Burtonsville 

Elementary School.  Please sign below to confirm your understanding and review of the STAR 

Code.  Detach and return this sheet to your teacher.  This copy of the STAR Code and 

behavioral expectations is yours to keep and refer to throughout the school year.   

 

 

 

 

 

 

______________________________________________________________________________ 

 

Student Signature and Date 

 

 

 

 

 

______________________________________________________________________________ 

 

Parent Signature and Date 
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Burtonsville Elementary School 

Car Rider Information Sheet 

2014 – 2015 
Dear Parents, 

               It is important for students to have a safe and orderly procedure for 

arrival and dismissal. We believe that transition is a very important part of the 

school day.  It is expected that car riders be dropped off at the back of the 

building at 9:05a.m.  Car riders will be dismissed from the back doors near the 

portables beginning at 3:30p.m. 

                 If your child is picked up each day, please complete the Car Rider 

information portion of this form.   
Car Rider Information 

 

My child/children will be a car rider at Burtonsville Elementary School for the 2014 – 2015 school 

year and will  

be picked up by 

___________________________________________________________________________. 

 

Student’s Home phone Number: _______________________________ 

Parent’s Work Phone Number: _________________________________ 

Parent’s Cell Phone Number: __________________________________ 

 

Student #1:  ________________ Grade_____   Student’s Classroom Teacher: __________ 

 

Student #2:  _______________ Grade_____   Student’s Classroom Teacher: ___________________ 

 

Student #3:  _______________ Grade_____   Student’s Classroom Teacher: ___________________ 

--------------------------------------------------------------------------------------------------------------------------

------------------------ 

I will park my car along the access road and walk up to the blacktop get my child: ____________ 

I will drive through the carpool loop 

 

 

 

 

 

 

 

 

 

 

 

           Burtonsville Elementary 

School 

 

  Parents/After School program  
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MONTGOMERY COUNTY PUBLIC SCHOOLS 

Rockville, Maryland 

Parent/Child Reunification (PCR) Authorization for Release of Student 

 

Name of Student:        Date of Birth:  

Name of School:   

Parent(s)/Guardian(s):   

 

I certify that I am the custodial parent/legal guardian of the above named student, and I grant permission 

for my child to be released to any of the following individuals in the event of an Emergency/Crisis that 

requires the school to release the students using parent/child reunification protocols at my student’s 

school.  (Each section must be completed.) 

My child may be released to the following individuals. (Additional names may be included on a 

separate piece of paper. If additional names are attached, parent/guardian must initial here: _______.) 

 

Name:        Relationship to child:  

       

Address:         Phone:  

 

 

Name:        Relationship to child:  

       

Address:         Phone:  

 

 

Name:        Relationship to child:  

       

Address:         Phone:  

 

Parent/Guardian Information: 

Parent/Guardian Name:      Work Phone:  

 

   Home Phone:        Cell Phone:  

 

Parent/Guardian Name:      Work Phone:  

 

   Home Phone:        Cell Phone:  

 

 

Child’s after-school daycare provider:               Phone:  

I understand that my child will be released only to those listed on this form.  This form is for PCR 

use only; no other use is intended or authorized.  If this form is not completed and returned to 

my child’s assigned school, MCPS staff may refer to the Emergency Information Card, Form 

565-1.  I will contact the school if this information changes during the school year.   

 

 

  Parent/Guardian Signature 


