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Duncan Elementary School of the Arts-Student Handbook Page 

  

 I have received the Duncan Elementary School of the Arts Handbook. 

  

My child and I have read the contents of the handbook together and understand the 

expectations of the school and district.  

  

 

Signature of Parent or Legal Guardian:__________________________________ 

   

Child’s Name:_______________________________________________________  

  

Date:_____________________________________________________________ 

  

Teacher’s Name: _____________________________________________________ 

  

  

 

 

Media Release 

* Please sign here if you DO NOT wish for your child’s picture, comments, or opinions to be 

available on the school/district web pages, publications, or to the media (i.e. Facebook, Instagram, 

School Salutes, WYFF, WSPA, FOX classroom features, school website, D5App).  

 

 

 

Signature of Parent or Legal Guardian: __________________________________ 

 

 

 

Please return to your child’s teacher within the first 5 days of school.  
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Letter from Administration 

 

 

August 16, 2018 
 

Dear Duncan Wildcat Families, 

 

We are thrilled to welcome you back to a brand new school year at Duncan Elementary School of 

the Arts!! The transition to a Performing and Visual Arts’ School was such a natural progression as we have 

always emphasized our students’ gifts and talents through the Arts.  

 

Students will continue to receive instruction in the traditional areas of related arts or special areas: 

PE, Art, Music, and beginning in first grade-German.  Your child will also receive weekly instruction in the 

following areas by certified teachers:  

 Dance, beginning in K5 

 Instrumental Music (World Percussion/Steel Drums), beginning in  1st grade 

 Digital Arts, beginning in 1st grade 

 Drama, beginning in 1st grade 

 

Our teachers are excited about this opportunity and are committed to making this program a 

success while continuing the quality of lesson that have helped us to be recognized by the state for 

meeting and exceeding growth targets for our students.  

 

Our school family, composed of parents/grandparents, teachers, and students has a special place 

just for you! Please say “yes” to being actively involved in your child’s education and through our Parent 

Teacher Organization PTO. Parent/Family Involvement is a crucial component to your child’s success. 

 

This handbook is provided for parents and students to become familiar with the instructional 

program, as well as the expectations and procedures of our school.    Please read all of the information, 

sign the signature page of this handbook, and return to your child’s teacher.   Also, keep this handbook 

for future reference. We do our very best to plan carefully for the school year and include the most 

current (at the time of printing) information to you in our handbook. Since this is the first year as an 

Arts’ school, our schedule of events may change through the year. Thank you for understanding in the 

event of adjustments/changes. 

 

We are looking forward to a phenomenal year of learning, creating, and imagining what can be.  

 

Susan Hill, Principal  

Branddon Benson, Assistant Principal 

Mary Troisi, Assistant Principal  
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Accreditation/Title I School-wide Project 

Duncan Elementary School of the Arts and all of Spartanburg School District Five are fully 

accredited by both the South Carolina Department of Education and the Southern Association of 

Colleges and Schools (SACS-CASI) Duncan Elementary School of the Arts is a school-wide Title 

I project committed to continuous growth and improvement of all staff and students. We 

continually monitor the implementation of the Title I Plan and welcome input from parents 

regarding our current and future Title I plans. The Title I School-wide Plan is jointly developed 

by parents, staff, and community leaders who serve on our Title I/SIC (School Improvement 

Council) Committee. This plan is kept in the front office for your review.  Please contact the school 

principal with any comments or suggestions regarding the use of Title I funds. 
 

 

Visiting our School 

We are very serious about your child's education and strive to protect our instructional time. 

State legislation, Read to Succeed, requires protected classroom instructional time for our 

students. Please communicate in advance with your child’s teacher about an appropriate time for 

visiting the classroom or for conferences. In order to maintain a safe learning environment and 

for the protection of our children, please use the front entrance to go by the school office, sign 

in through the electronic School Check-In, and pick up a visitor's badge to wear during your visit.  

Please put the visitor’s badge on prior to leaving the office area. In the event that we have not 

had the pleasure of meeting you, we may ask to see a photo ID.  Thank you in advance for your 

cooperation in this matter!  

 

 

  

 
 

 

 

 

 

 



6 

 

 

Professional Qualifications 

As a parent of a student at Duncan Elementary School of the Arts, you have the right to know 

the professional qualifications of the teachers and instructional assistants who instruct your 

child.  Professional qualifications include: 

 Licensing criteria for the grade level/subject areas in which instruction is provided 

 The baccalaureate degree major 

 Graduate certification or degree held and the field or discipline of the certification 

 The qualifications of teacher assistants, if the child is provided instructional services 

by them 

A parent who wishes to inquire about the qualifications of his/her child’s teacher or instructional 

assistant should make a written request to the school principal.  The inquiry may address only the 

qualifications listed above. 

  

 

 

State Admittance Requirements 

The following documents are required to enroll in school: 

1.  An updated South Carolina certificate of immunization 

2.  A valid birth certificate 

3.  Proof of residence in Duncan Elementary School’s attendance area 

     (Current phone bill or power bill) 

4.  Custody Papers if applicable 

  

Kindergarten and First Grade Registration 

 Students entering kindergarten must be five years of age on or before 

September 1.  

 Students entering first grade must be six years of age on or before 

September 1. 
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Instructional Program 

At Duncan Elementary School of the Arts, we believe all children can learn, and our desire is that 

each one of our students reaches their fullest potential. We believe active hands-on learning is 

important for the academic growth of our students. We believe in hard work and high expectations 

for achievement. We believe that it is important for students to become problem solvers as they 

learn how to get along with others and resolve differences in a positive manner. We focus 

instruction on desirable character traits, such as honesty, dependability, responsibility, and 

respect throughout the curriculum. Displaying Wildcat Leadership Behaviors is an expectation for 

our students and school staff members. 
 

Current federal and state legislation, most recently South Carolina’s Read to Succeed,  places 

more responsibility and guidelines on us all—the education community and the home.  

  

Your support in joining with us as partners in providing our children with every possible learning 

opportunity is greatly appreciated!  You can help your child by: 

 Ensuring homework is completed 

 Making sure he/she attends school each day 

 Making sure he/she is on-time to school 

 Communicating on a daily basis by signing his/her agenda each night (See student 

agendas on page 9.) 
 

School staff and parents/family members can be great role models for our students by always 

exhibiting Wildcat Leadership Behaviors. 

 

 

Gifted and Talented-District 

Students in the third and fourth grade who meet state academic requirements qualify for the 

district gifted/talented program. Students served through the gifted/talented program are 

provided with a rigorous curriculum emphasizing content, problem solving, research skills, and 

project-based approaches. Grade-level content standards are also taught. Parents are notified of 

the nomination process through district procedures. 
  

In addition, students that exhibit outstanding achievement in visual arts are identified for 

participation in the “Creations” art program.  These students are served in a weekly extra-

curricular program. The screening process is held in the spring with notification of acceptance 

following in early summer. 
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Homework Policy 

Homework is an integral part of the students’ educational program.  The completion of homework 

assignments develops students’ initiative and responsibility. Homework should be the “perfect 

practice” of skills taught in class by the teacher. 

  

According to statements by the National PTA, the National Education Association (NEA), and 

the educational leaders in School District Five, the following lengths of time for homework are 

recommended: 

  

 From kindergarten to first grade-up to 10 minutes per day 

 From second to fourth grade– up to 20 to 40 minutes per day 

 Grade 2—up to 20 minutes 

 Grade 3—up to 30 minutes 

 Grade 4—up to 40 minutes 
 

If your child’s homework takes longer than the times listed above and he/she is working hard on 

the assignment, please feel free to stop them, and contact your child’s teacher to discuss this 

concern, especially if it happens often.  

 
 

Bring Your Own Device (BYOD) 

A “device” is defined as a privately owned laptop, tablet, computing device, netbook, notebook, 

eReader, iPod touch, or smartphone.  These devices are internet-enabled devices that can connect 

to the student’s/parent’s personal wireless network.   
 

If your child brings a device from home, he/she will read, agree, and adhere to the District Five 

Personal Electronic Device Acceptance of Responsibility and Device Use Permission Form.  (Note:  

The school/district is not responsible for devices that are lost, stolen, or broken while being used 

on school premises.)  

 

 

USE OF ELECTRONIC DEVICES IN SCHOOL 

At the teacher’s direction and under his/her supervision, devices will be used only during 

specific instructional times.  There will always be a clear instructional purpose for the use of 

the devices within classroom lessons. Possession of an electronic communication device by 

a student is considered to be a privilege, which may be forfeited by any student who fails to 

abide by the terms of the Acceptable Use Policy or otherwise engages in the misuse of the 

device such as: 
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 To violate school rules, board policy, or the law. 

 To cause any disruption to the instructional process or educational setting.  

 The creation of videos/pictures without prior approval from a teacher and/or an 

administrator.  

 Electronic devices used in any area where personal privacy of others must be respected, 

i.e., restrooms, etc.  

Any of the behaviors deemed inappropriate will be addressed through the teacher and/or 

administration. 

 

Parent-Teacher Communication and Conferences 

Report cards are issued every nine weeks. It is a priority of our school to have open and 

frequent communication between parents and teachers so that students' progress can be 

monitored.  Parent-teacher conferences are held throughout the year in order to discuss 

student progress, goals, and suggested interventions.  Parents are welcome to call and set up 

conferences with their child’s teacher as needed.  Please make an appointment if you would like 

to see your child's teacher about class work or to visit the classroom. Our number is 949-2373. 
 

 

 

Student Agendas 

Establishing daily communication between school and home is an important part of building a strong 

partnership between the school and home.  Our student agendas are a vehicle for students to 

record pertinent information, such as homework, tests, due dates for projects, etc. The agendas 

are also a means of establishing the daily communication essential to our partnership.  Please look 

in your child’s agenda each afternoon for this important information and check that homework is 

complete; then initial it each day. Feel free to use the agendas for notes/messages to the teacher 

as the agendas are checked each day at school. 

 

 

Reporting Student Progress-District 

The following methods are used for reporting student progress: 

    Pre-School (K/3 & K/4): Checklist of knowledge and skills student has mastered 

    Kindergarten:  Standards based checklist of knowledge and skills student has mastered 

    First Grade:  Standards based checklist of knowledge and skills student has mastered 

    Second Grade:  Letter grades in Language Arts and Math 

    Third Grade:  Letter grades in all subjects except Art, Music, P.E., and German 

    Fourth Grade:  Letter grades in all subjects except Art, Music, P.E. and German 

*Mid-term progress reports are issued to students in grades 2-4. 
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GRADING SCALE 

When letter grades are used, the following grading scale applies: 

A  -  90 - 100 

  B  -  80 - 89 

  C  -  70 - 79 

  D  -  60 - 69 

  F  -   59 and below 

 

PARENT PORTAL 

The Parent Portal is a component of PowerSchool, the district's student information system which 

tracks grades for 2nd-4th graders, attendance, and other demographic information.  Parents can 

access their child's information via the following link and using their password at: 

http://ps.spart5.net 

 

Passwords 

For security purposes, parents are assigned passwords for each child.  Parents must pick up 

passwords in person, and have picture ID available.  Lost or forgotten passwords must also be 

picked up in person. 

 

 

Sending Money to School 

When sending monies (checks and cash) to school, please be sure to place it in a sealed envelope 

with the child’s name, teacher’s name, amount of money, and purpose for the money. Exact change 

is greatly appreciated. 

 

 

 

Duncan Wildcat Pride-Leadership Behavioral Traits 

Every Wildcat student and staff member at Duncan Elementary School of the Arts is a Leader.  

We are ‘growing leaders for a lifetime’  to meet the challenge of developing a future S.C. 

graduate who has World Class Knowledge & Skills and Life & Career Characteristics as defined by 

the State Board of Education. The characteristics include integrity, self-direction, global 

perspective, perseverance, work ethic, and interpersonal skills. 

Each leader can demonstrate these great expectations by exhibiting our 7 Habits of Happy 

Kids:   
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HABITS THAT FOCUS ON SELF 

 Habit 1:  Be Proactive  [You’re in Charge] 

You are responsible for your actions, attitude, and mood. This means doing the right 

thing without being asked, and when no one is looking. Examples include: doing your 

homework, studying for a test, being on time to school, picking up trash that may be on 

the floor. 

 Habit 2:  Begin with the End in Mind  [Have a Plan] 

You set goals and plans to achieve them, as well as choosing to do things that make a 

difference.  Examples include: Have all materials ready for class, getting 

forks/spoons/napkins in line for lunch, and keeping the playground clean. 

 Habit 3:  Put First Things First  [Work First, Then Play] 

You use your time wisely by doing things that are important first such as classwork and 

homework, then the extra fun things. Examples include: lining up without arguing who’s 

first, eating first and then talking, studying for tests before going out to play, putting 

on your seatbelt as soon as you are in the car.  

 

HABITS THAT FOCUS ON OTHERS 

 Habit 4:  Think Win-Win  [Everyone Can Win] 

You make decisions about what you want while thinking about what others want. Great 

leaders are able to solve a situation that may come up such as who goes first in a game. 

Examples include: taking turns, cleaning up after yourself in the bathroom, showing 

good behavior. 

 Habit 5:  Seek First to Understand, Then to be Understood [Listen Before you Talk]   

You show respect to others, listen to people’s ideas and feelings without interrupting, 

looking others in the eyes when speaking, and able to voice your ideas.  Examples include: 

following and listening to directions, listening to other peoples’ questions and ideas in 

class. 

 Habit 6:  Synergize  [Together is Better] 

You are able to work and get along with others while seeking ideas for solving problems 

as a team. “Teamwork makes the dream work.” Examples include- walking together with 

friends, respecting others’ space, working as a team to score on a soccer team. 

 Habit 7:  Sharpen the Saw  [Balance Feels Best] 

You take care of yourself by putting good foods in, exercising, and getting a good 

amount of sleep.   You are also able to enjoy time with friends and family while 

learning and helping others outside of school. Examples include: eating more fruits, 

drinking water, and going to bed early. 3 

 Habit 8: Find Your Voice 

You are able to speak with confidence and inspire others to find their voice.  
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Our “PAWS” (Promoting Appropriate Wildcat Social Skills) Committee is continually refining our 

school-wide program so that we may explicitly teach and reinforce positive social skills/character 

traits. Each day during classroom community time is when these skills are taught and “life 

skills/lessons” are discussed. Incentive plans within the classroom, grade level, and school are a 

focus of our committee as we celebrate the good choices made by our students.  Developing the 

“leader” within each student is an essential goal for us here at Duncan Elementary School of the 

Arts. 

  

The PAWS Committee has also created a School-Wide positive behavior expectation matrix called 

SPARK (see matrix on the next page) that is used throughout our building common areas. This 

matrix helps to ensure common expectations are maintained for all of our students. Throughout 

the year, students exhibiting positive leadership behaviors will have the opportunity to attend 

quarterly celebrations. Please encourage your child to make great choices daily.  

 

 

Note:  Teachers will work closely with students by providing opportunities for these habits to be 

demonstrated through positive behavioral choices. Parents will be contacted by the teacher as 

appropriate. While we utilize every “teachable moment” that we are provided, behaviors such as 

fist fighting, extreme disrespect, exhibiting a pattern of unkind verbal or behavioral actions, 

possession of any type of weapons, or drug/alcohol will be referred directly to the office and 

could result in a suspension from school.  
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Habit Arrival 

/Dismissal 

Cafeteria  Hallways Restrooms 

S 

Stay 

Focused 

 

Put First 

Things 

First 

 Use 

appropriate 

language and 

voice levels 

at all times 

 Keep all 

materials put 

away 

  Use appropriate 

language and 

voice levels at all 

times 

  Know your 

lunch choice 

when you enter 

the line 

  Use appropriate 

language and 

voice levels at all 

times 

  Remember your 

purpose 

(Destination) 

 

 Remember your 

purpose 

 Return to class 

promptly  

P 

Promote 

Safety 

 

Begin 

with the 

End in 

Mind 

 Keep hands, 

feet, and 

objects to 

yourself 

 Walk 

quickly and 

safely 

 Report 

problems to 

an adult 

  Keep hands, 

feet, and objects 

to yourself 

  Enter and exit 

quietly 

  Remain safe by 

walking at all 

times 

  Report 

problems to an 

adult 

 Keep hands, 

feet, and 

objects to 

yourself 

 Walk quickly 

and safely 

 Report 

problems to an 

adult 

 

 Keep hands, feet, 

and objects to 

yourself. 

 Walk in quickly, 

quietly, and 

watch your step 

 Report problems 

to an adult 

A 

Act 

Responsibly 

 

Be 

Proactive  

 Use time 

wisely 

 Enter and 

exit your 

vehicle 

correctly 

  Clean up after 

yourself,  push in 

your chair, and 

throw all trash 

away 

  Get items 

needed the first 

time through the 

line 

 Use time 

wisely 

 Walk quietly 

with your eyes 

forward 

 

 Do your business 

 Clean up after 

yourself, flush the 

toilet, and wash 

your hands with 

soap and water 

R 

Respect 

Others 

 

Synergize 

 Follow your 

leader’s 

directions 

the first time 

 Treat others 

the way you 

would like to 

be treated 

  Follow your 

leader’s 

directions the first 

time 

  Treat others the 

way you would 

like to be treated 

 Follow your 

leader’s 

directions the 

first time 

 Treat others the 

way you would 

like to be 

treated 

 Follow your 

leader’s/monitor’s 

directions the first 

time 

 Give privacy to 

others 

 Treat others the 

way you want to 

be treated 

K 

Keep a 

Positive 

Attitude 

 

Think 

Win-Win 

 Be in control 

of your 

voice and 

actions 

 Greet others 

with a silent 

wave and 

smile 

  Use manners at 

all times 

  Be a friend, 

touch only your 

food 

 Be mindful of 

your personal 

space (place in 

line) 

 Greet others 

with a silent 

wave and smile 

 Be in control of 

your body, voice, 

and actions. 

 Wait patiently for 

your turn to do 

your business 
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 Behavior on the School Bus-District 

 

For the safety of all, your child is expected to show good leadership traits on the bus and at bus 

stops at all times.  Your child can Be Proactive and Think Win-Win on the bus by: 

 

 

● Being courteous 

● Staying seated at all times 

● Keeping hands and feet inside the bus 

● Staying quiet and orderly so as not to 

distract the driver's attention 

● Taking care of bus property (includes 

keeping the bus clean) –may be 

charged for damages done 

● Using clean, decent language to all who 

ride the bus 

● No eating or drinking on the bus 

● No fighting 
 

Students who misbehave on the school bus will be disciplined at the principal’s discretion.  They 

will receive a school bus incident report if this happens.  This could mean removal from the bus 

for a specified number of days or permanent removal from the bus.  Serious misbehavior on the 

bus may result in punishment up to and including suspension or expulsion from school.  In order to 

provide supervision of the students, buses are equipped with cameras. 

  

Per District Transportation Office:  Pre-School (K/3 & K/4) and Kindergarten (K/5) students 

MUST be met by an adult at the bus stop, otherwise he/she will be returned to school.  After 

being brought back to the school 3 times, your child may no longer be eligible for bus 

services. 

 

Textbooks & Instructional Materials 

The student and parent/guardian are responsible for keeping each textbook and laptop issued to 

the student in good condition.  All textbooks and laptops should be returned to the teacher at 

the end of the school year or if the student withdraws from school.  Each item should be 

checked for any damage or problems with the condition of the item before accepting them for 

use.  Report all concerns to the teacher immediately upon discovery.  If any items are lost or 

damaged, it is the responsibility of the student and parent/guardian to pay the fees*.  

(*See the table below for common types of damages and their associated costs.) 

 

In the event that an item is lost or damaged, parents/guardians will receive notification with 

the itemized cost(s) for the damage.  If an item is lost, the cost for replacing it will be included 

in the notification/letter. A receipt will be issued for all fees collected.   
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If you have any questions about textbook or instructional materials procedures, fees, etc., you 

may visit www.d5live.net/students for Device Manual Guides and FAQ (frequently asked 

questions), or contact your child’s teacher. 

 

TYPES OF DAMAGES COST OF DAMAGE 

T
E
X
T
B
O
O
K
S
 

Damaged cover  $7.50 

Ink or pencil marks (major) including drawings 

or obscenities 

$1.00 per page or the replacement cost, 

whichever is less 

Loose bindings – due to apparent abuse $15.00 or replacement cost if book is less 

than 2 years old 

Minor water damage (no mildew) $1.00 per page not to exceed replacement 

cost 

Missing pages – due to abuse Replacement cost of the book 

Damages that prevents re-issuing books 

(including any mold or mildew) 

Replacement cost of the book 

Missing barcodes $1.00 

Lost book Cost for replacing the book is based on 

Textbook Depository prices 

T
E
C
H
N
O
L
O
G
Y
 (
L
A
PT

O
PS

/D
E
V
I
C
E
S
) 

Full laptop replacement cost for loss, theft, or 

in cases where damage is so severe that repair 

is not cost effective. 

$650 

Major laptop repair for damage to the screen 

or system board. 

$350 

Laptop cosmetic damage for minor cosmetic 

damage which in no way affects the operation 

of the device, and will not be repaired. 

$50 

 

Power adapter and cable $25 

User replaceable battery $50 

Kajeet (Hot spot for home Wi-Fi) $125 

http://www.d5live.net/students
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Recess Safety Procedures 

At the beginning of the school year and intermittently throughout the year, our recess routines 

and procedures are reviewed and practiced.  Classes rotate play areas throughout the week; taking 

turns playing on the playground and fields.  Students are expected to follow the procedures for 

safely using the equipment.  No toys from home will be allowed at school for use at recess; 

only school issued items will be available in each recess tub.  Thank you for your help in ensuring 

that your child’s toys, balls, etc. remain at home.    

 

 

Student Dress Code 

Children at this age are active in class and at recess.  Students are expected to dress and groom 

in a neat and appropriate manner which does not distract or interfere with the operation of the 

school. Clothes, such as skirts, dresses, and shorts should be at a modest length. 

 

 

Media Center/Library 

The media center is an important part of Duncan Elementary School of the Arts.  Its basic 

function is to help children learn by: 

 Providing traditional books, e-books, and other media for the school's educational program. 

 Helping students develop an interest in reading, exploration, creativity and collaboration 

with other students, teachers, their family, and communities in which they live.  

 Teaching them how to find resources in the media center. 

 Teaching them various media literacies that include digital, informational, news, and visual 

literacy, as well as digital citizenship.  

  

The media center is open from 7:15 A.M. until 3:15 P.M. each day.  We encourage the students to 

come anytime during these hours not only for reference work, but also for recreational reading 

and checking out books.  

  

Your input is always welcome in the media center. If your child has a favorite author or book, the 

media center staff encourages you to contact us with suggestions. We will make every effort to 

meet the reading needs and preferences of all students.  For parents, we have books and materials 

available for check out as a part of our Parent Lending Library. 
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Guidance 

Our guidance counselor is concerned with your child's mental, emotional, social, physical, and 

educational development.  She provides the following services, which are available as needed: 

 Counseling - Counseling services can be provided individually, in small groups, or in 

classrooms. 

 Consulting – Consultation services provide information and skills to parents, staff, and the 

community to assist them in helping students in personal/social, academic, and career 

development. 

 Coordination – Coordination services pertain to the counselor’s role as facilitator.  A school 

counselor promotes the positive working relationship among parents, staff, counselors, and 

community personnel. A school counselor coordinates services for students in a variety of 

ways.  These may involve gathering, interpreting, and disseminating information, 

participating in individual or group conferences, coordinating needs assessments, and or 

assisting with guidance-related school programs. 

 

 In addition to the support provided through our guidance services, our classroom teachers will 

be dedicating time during the day called “Community Time” to work with their students on 

character development lessons. 

 

SC Erin’s Law 

In 2014, the South Carolina Legislature passed legislation known as Erin’s Law. Erin’s Law was put 

into place to assist in protecting and educating students on child sexual abuse. It was written in 

honor of Erin Merryn who has traveled the country advocating for laws that will increase 

awareness of sexual abuse crimes against children.  
 

One of the requirements of this law is that all public schools implement an age appropriate 

prevention-oriented child sexual abuse program for students who are in PreK – 12th grade each 

year, which may include a variety of discussions, activities and videos. Some age appropriate 

personal safety lessons for younger children that can be discussed are ways to help protect 

themselves from potential harm, such as, who are strangers, never leaving the house without 

permission, not going anywhere by themselves, what to do and not to do if they are home alone, 

how to avoid tricks from unsafe adults, who are safe and unsafe adults, safe and unsafe touches, 

who to ask for help if they are in trouble and good secrets vs bad secrets.   

 

“Every six minutes a child is sexually abused in the U.S. One in every 4 girls and 6 boys will be 

sexually assaulted before the turn 18 – over 90% by a family member or friend. But only 1 in every 

10 sexually abused children ever tell anyone about it”. Everyone needs to play a role in keeping our 

children safe and teaching them that they must tell a trusted adult if anyone touches them in a not 

okay way.”  http://erinslaw.org/  

http://erinslaw.org/
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Health Services 

 
 

A registered nurse is in the health room during school hours. Special health conditions or 

prescription medications should be discussed with her. In addition, your child's teacher (as well 

as the health nurse) should be informed of any health problem, medication administered, or 

allergies. If there is a problem that could interfere with your child's participation in physical 

education, for example, you must send a note. Also, send a note if your child needs to be 

excused from P.E. or Dance class for a certain period of time. 

 
 

 PLEASE MAKE SURE YOUR CHILD HAS A COMPLETED HEALTH CARE CARD ON FILE AT 

DUNCAN ELEMENTARY AND KEEP THE INFORMATION UP-TO-DATE AT ALL TIMES. 

 

The health nurse: 

 Is a full-time registered nurse. 

 Will ensure that all immunization records are on file and up-to-date. 

 Will contact parents if a child is either too sick or uncomfortable to remain at school, or 

if the child's temperature is 100 degrees or above. 

 Will give prescription medication when ordered by a doctor and in the properly labeled 

bottle from the pharmacy. 

 Will NOT give OVER-THE-COUNTER MEDICATION OF ANY KIND without written 

doctor’s orders.  Examples include creams, eye drops, nose drops, cold/cough medicine, 

Tylenol, etc. 

 **Medications (prescription or over the counter) should not be sent with students. 

 Will follow medical procedures needed during school hours as written and signed by the 

doctor. 

 Will contact parents if an injury may require more medical attention than minor first aid. 

 Will contact parents if a child has head lice and provide information for a treatment plan. 
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When should your student stay home from school?  

 Temperature above 100 degrees Fahrenheit 

 Vomiting or diarrhea 

 Uncontrollable cough 

 Suspected communicable disease (chicken pox, lice) 

 Suspected infection of the eyes (pink eye), nose, throat (strep throat), skin (scabies, etc.) 

or scalp (lice) 

 Rash of an unknown origin 

 

 

 

 

 

 

 

 

When can a student return to school? 

 After being fever-free, without the help of fever reducing medication (Tylenol/Motrin) 

for at least 24 hours 

 After 24 hours from the last episode of diarrhea/vomiting 

 After being on an antibiotic for 24 hours 

 After being checked by the school nurse to make sure there is no lice seen 
 

 

 

If you come to sign out your child for health reasons, please do so at the front office.  

  

 

SC Exclusion Law for Communicable Disease 

In accordance with the SC Exclusion Law for Communicable Disease, SC Code Sections 20-7-2980, 

44-1-110, 44-1-140, and 44-29-10, District Five Schools provides a list of the conditions requiring 

exclusion from school.  This list is located in each school office for the community. 
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Attendance-District Policy 

Under the guidance of the federal Office of Civil Rights, the South Carolina Department of 

Education is now requiring all SC school districts to report students who are “chronically 

absent”.  Research shows that students with a history of “chronic absenteeism” face a serious 

risk of falling behind in school, thus, making it more difficult for them to succeed in the classroom. 

 

As part of these requirements, along with the South Carolina Read to Succeed Act, students will 

now be considered “absent” if they miss 50% of their instructional day for ANY reason, regardless 

of whether the absence is excused or unexcused.  THIS MEANS DISTRICT FIVE STUDENTS, 

ALONG WITH ALL OTHER SC STUDENTS, NOW HAVE TO BE IN SCHOOL FOR AT LEAST 

HALF OF THE INSTRUCTIONAL DAY TO BE COUNTED “PRESENT” FOR THAT DAY. AT 

THE ELEMENTARY LEVEL, STUDENTS MUST BE PRESENT FOR 203 MINUTES.  

 

Students ages 6 to 17 years who have three consecutive unlawful absences or a total of five 

unlawful absences or excessive tardies are considered truant as defined by the state board of 

education.    Once a student is determined to be truant, school officials will make every reasonable 

effort to meet with the parent/legal guardian to identify the reasons for the student’s 

absences/tardies, including telephone calls, home visits, written messages and e-mails. The 

district will utilize a written intervention plan for improving student attendance. The purpose of 

the plan will be to link students with attendance problems and their families to all appropriate 

school and community resources. If a student transfers to another public school in the state, the 

district will forward the student’s intervention plan to the receiving school. 

  

Refusal by the parent/legal guardian to cooperate with school intervention planning can result in 

a referral of the student to family court. 

 

School attendance concerns are best resolved between parent(s), student, and school officials.  

Any student who misses school must present a written excuse upon return to school, signed by 

his/her parent/legal guardian.  If a student fails to bring a valid excuse to school, he/she will 

automatically receive an unexcused absence.  Parents are advised that after ten (10) parent 

notes, medical notes will be required. Parents who vacation with school age children during the 

school year should notify the school of these plans.  The school days missed will be unlawful, but 

the student will be allowed to make up work. Anytime a student is out of school for a funeral, the 

school respectfully requests a copy of the service announcement or a copy of the obituary 

attached to a school district excuse form upon returning to school. 
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The district will consider the following circumstances as lawful absences: 

1. Students who are ill and whose attendance in school would endanger their health or the 

health of others. 

2. Students in whose immediate family there is a serious illness or death are excused. 

3. Students may be excused from attendance in school for recognized religious holidays of 

their faith. 

Students may be excused from attendance in school in accordance with local board policies. 

  

The district will consider students unlawfully absent under the following circumstances: 

1. They are willfully absent from school without the knowledge of their parent/legal guardian. 

2. They are absent without acceptable cause with the knowledge of their parent/legal 

guardian. 

 

Procedures: 

 On three (3) unlawful absences in a row or a total of (5) unlawful absences, the school 

attendance clerk will mail a letter to the parent/guardian requiring a School Intervention 

Team meeting with the school administration to discuss an intervention plan.  

 On the seventh (7) unlawful absence the school attendance clerk will immediately notify 

the District Attendance Supervisor who will follow the guidelines of the Student 

Attendance Review Board (SARB). 

    
 

 

 

 

  



22 

DISTRICT FIVE 

STUDENT ABSENCE EXCUSE 

Name ________________________ 

Homeroom Teacher_______________ 

Date(s) of Absence(s) ________________________________________ 

*Reason for Absence(s)         ______________________________ 

Home Phone _________Work Phone ___________ Cell Phone_________ 

Parent Signature ____________________________Date__________ 

  

FOR OFFICE USE ONLY 

Date Received by Teacher________________ 

____Excused ____Unexcused ___________________________ 

Attendance Clerk Signature 

Attach medical excuse when appropriate 

* This absence may or may not be excused according to District Five School Board Policy. 

  

DISTRICT FIVE 

STUDENT ABSENCE EXCUSE 

Name ________________________ 

Homeroom Teacher_______________ 

Date(s) of Absence(s) ______________________________________ 

*Reason for Absence(s) _____________________________________ 

Home Phone_________ Work Phone____________ Cell Phone_________ 

Parent Signature ____________________________Date__________ 

  

FOR OFFICE USE ONLY 

Date Received by Teacher________________ 

____Excused ____Unexcused ___________________________ 

Attendance Clerk Signature 

Attach medical excuse when appropriate 

*This absence may or may not be excused according to District Five School Board Policy. 
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Tardies 

Being on time for school sets the tone for the entire day and is one way that a student can 

demonstrate that he/she is “Being Proactive” and ready to learn. It is extremely important to 

have your child in class before the 7:40 bell rings. If your child arrives to school after the 

7:40 bell ring, please drive to the front of the school, walk your child in to the office, and sign 

him/her in to school. 

 

 

Early Dismissals 

Each student’s custodial parent or legal guardian must send a note stating the time and reason 

the student will be dismissed. This note should also include the name of the person who will pick 

up the student, if it is someone other than the custodial parent listed on the permission form.  It 

is necessary for us to strictly adhere to the above guidelines in order to assure the safety of 

your child. Photo identification may be requested at the time of pick up if the office staff hasn’t 

met the parent/guardian/adult picking up the child. Parents should avoid early dismissals if at all 

possible.  Due to preparations for the close of the instructional day, early dismissals are 

discouraged after 2:00 p.m.   

 

 

Daily Schedule 

7:00 a.m.       Doors open for students to go to cafetorium 

          7:00 a.m. - 7:30 a.m.     Hot Breakfast is served 

          7:30 a.m.        Teachers welcome students to their classrooms         

7:40 a.m.          Tardy bell rings and instructional time begins  

       10:40 a.m. - 12:45 p.m.  Lunch is served 

2:25 p.m.    Dismissal - bus riders and daycare vans 

2:25 p.m.    Dismissal - car riders and walkers  

2:45 p.m.    Remaining students are brought to the office for late  

pick up. 

3:00 p.m.    Official end of workday for staff 

 

*School starts at 7:40 a.m. If a child is tardy to school, a parent or legal guardian must come 

in to the office to sign the child into school. 
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Breakfast & Lunch Procedures 

A free hot breakfast is offered from 7:00-7:30 a.m. If your child plans to eat a school 

breakfast, he/she should be in the cafeteria before 7:30 a.m.  Those students who are 

involved in before school duties (Wildcat Patrol, Student Council, etc.) will be given a pass to 

receive a breakfast after completing their duty each day. 

 

Lunch meals should be paid for in advance. A lunch envelope should be completed, and the 

amount of money should be designated for lunch. We strongly encourage parents NOT to send 

cash. You may also use the lunch pre-pay option by signing up at www.LunchPrePay.com. 

Through this service, you may transfer funds, view daily lunch transactions, and receive 

notifications of low account balances.  

 

Written notices from the school cafeteria will be sent home with students regularly.  Any 

meal balances owed at the end of one school year are carried over to the next school year.  

  

Applications for Free/Reduced Lunch are sent home with each child.  Additional copies are 

available in the cafeteria and main office. Please remember that applications for this Lunch 

Program must be submitted annually. Parents are responsible for any fee accrued until lunch 

applications have been approved. 

  

In order to help our students manage their time during meals, when our music plays in the 

cafeteria, our students/adults are to refrain from talking.             

 

 

Cost of Meals 

         Breakfast  Lunch        

              Student          free   $2.50                     

                     Reduced        free    TBD 

                    Adult               $2.10    TBD 

                     Extra Milk       $0.50    $0.50  

(Children who bring their own lunch may purchase milk for the price notated above.) 
 

  *As the State Department of Education sets the prices for meals in the cafeteria, these are subject to change.  

 

 

 

 

 

http://www.lunchprepay.com/
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Class Celebrations 

Protecting instructional time is very important to us; therefore, classrooms are allowed to have 

two parties each school year.  Duncan Elementary School of the Arts chooses for parties to be in 

December and February.    

 

Food brought from outside the school for student consumption (i.e. parties/birthdays) must be 

commercially prepared and packaged or sealed. Food should be labeled with specific ingredients 

or the ingredients should be easily accessible online. This district Wellness Policy ADF was 

established to ensure student safety regarding food allergies and dietary restrictions. This policy 

does not apply to food that a parent/legal guardian may provide for his/her own child for 

consumption at school.  

 

Birthday parties should not occur in classrooms due to the loss of instructional time.  Birthday 

treats provided by parents/families may be shared during lunch on a child’s birthday. 

 

 

Morning Procedures/Afternoon Dismissal Procedures 

Please read and follow this information.  Our goal is for drop off and dismissal to go smoothly, 

quickly, and safely. 

 

 Morning Procedures for Car Riders: 

Please drive through the back driveway in one single line to drop off your child. The school is open 

at 7:00 A.M. Adult supervision is not provided until this time.  As you enter the drive, please have 

your child ready for drop off (gather book bag, lunch money, signed papers, etc.). If your child is 

ready to get out of the vehicle when you stop, the entire traffic flow will be greatly improved. 

Please do not drive through the parking lot area to drop off. All students must be dropped off 

along the sidewalk. As you go through the drive, please pull up to the orange cones where the 

second crosswalk is located. There will be teachers on duty each morning to direct you and your 

child. The students’ safety is utmost on our minds.  Parents who want to walk children into the 

building need to enter through the front doors, so they may sign-in at the office.  If you wish for 

your child to enter the school at the front, please park in one of our visitor’s spaces in the front 

parking lot and walk your child into the building. 
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Afternoon Dismissal Procedures for Car Riders: 

Students classified as car riders are to be picked up by an adult (either the parent or someone 

approved per parent) in an automobile. Due to safety concerns of pedestrians in the car pick 

up area, children will not be released to individuals not in automobiles without administrator 

approval. Students who live within 1 mile of the school and are picked up by adults “on foot” 

are designated as “walkers”.  Walkers are dismissed after the car riders at the gate near 

the gym. Each child will have his/her unique carpool number.  We ask that each car have the 

number(s) for each child clearly displayed in the window of the vehicle daily. Approximately at 

2:25 p.m., the carpool numbers will be called out and displayed to students. It is very important 

for the students to memorize their carpool numbers and pay careful attention for their numbers 

to be displayed. Double lines of cars will be used during afternoon pickup. Students will be loaded 

into cars in the pickup zone. The pickup zone runs from the crosswalk to the end of the covered 

walkway.  

Please help us by: 

 keeping the pickup zone full of cars at all times 

 placing your car in park 

 not using a cell phone in the pickup zone 
 

Teachers will assist students to cars while another teacher directs traffic for each lane. Once 

your child has been loaded into your car, please turn your car number over so teachers will realize 

the car has been loaded. 

  

If you do not have a car tag number for your child, please report to the office in order to obtain 

a car tag. (In order to maintain our safety procedures, you will be asked for picture identification.) 

If you happen to lose/misplace your number, please stop by the office to have your car tag 

replaced. 

 

Students can be picked up at the back of the school until approximately 2:45 p.m.  At this 

time, students are brought up to the front of the school, and a parent/authorized person on the 

pickup list is called. Students will need to be signed out when picked up in this manner. 

  

It is most important that you pick up your child on time.  After school, teachers are expected at 

meetings, conferences, etc. to prepare for your child’s education. 

  

If you ever need to walk in to pick up your child, please report to the office to sign him/her 

out prior to 2:00 p.m. After 2:00, students begin preparing for dismissal and making their way 

to their designated dismissal locations. We will gladly call your child to the office. Please do not 

walk down to the hallway. By signing the student out in the office, we have documentation that 

the child was picked up by an authorized adult. 
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Students Going Home with Others 

Duncan Elementary School of the Arts requires each student to have a Contact/Permission 

to Pick-up Form on file that is updated a minimum of two times per year. This form contains 

the name or names of each student’s legal guardians or custodial parents. Students are not 

permitted to call home for permission to go home with another student. Decisions such as this 

should be made while the child is at home, not at school.  If a child is going home with another 

student, adult, or non-custodial parent, the child must have a note from the custodial or 

legal guardian with whom he or she resides, and this permission note must be given to the 

student’s teacher so it can be confirmed by the office personnel. If students do not have 

notes with changes for transportation, he/she will go home by their usual mode of 

transportation. Only students eligible for school transportation may ride a school bus. Students 

may not switch bus routes. 
  

Change of Phone Numbers and Address  

In order to ensure that the school is able to contact parents, it is imperative that contact 

information is updated throughout the school year. If your telephone number changes, you may 

call the school or send a note to your child’s teacher with the changes. The district InfoSnap 

system is also accessible to you in order to update your information. If your address changes 

during the course of the year, please contact the school’s office.  
 

Inclement Weather 

Please tune in to the radio, news, the D5 App, or the District Five website at www.Spart5.net 

when there is severe weather. Announcements concerning school closings and late openings will be 

made by 6:15 AM.  Please do not call the school.   

 

 

Emergency Drills 

Students will have periodic emergency drills throughout the school year based on the emergency 

plans that have been developed at Duncan.  These drills include monthly fire drills, as well as, 

tornado, earthquake, and intruder drills. 
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Descriptions of Student and Parent/Family Involvement Activities 

 

Activity Description 

Agendas Each student is given an Agenda at the beginning of the 

school year.  Students copy down their homework each day 

and teachers let the parents know what kind of day their 

child had.  Parents are asked to sign the agenda each night 

and are also encouraged to write notes to teachers in their 

child’s Agenda Book. 

Arts’ Clubs 

 

A selection of performing arts group whose membership will 

be determined through a prescribed screening process and 

audition procedure.  Students meet after school.  Students 

in grades 3 and 4 are eligible to participate. 

Baggie Books Reading is a primary focus at Duncan Elementary School of 

the Arts.  All students are encouraged to read every night 

and “baggie books” may be sent home to promote reading for 

students.  Baggie books are books that are “just right” for 

your child’s reading level and will be changed out as your 

child’s reading ability grows. 

Birthday Recognition 

  

All Duncan Elementary School of the Arts students are 

invited to come by the Office on their birthdays to receive 

special birthday stickers, pencils, and presents.  The 

purpose is to make each child feel special; thereby, 

promoting self-esteem. Parents may bring or send in a treat 

to be shared with the class during lunch in the cafeteria. 

Chorus 

  

A select performing arts group whose membership will be 

determined through a prescribed screening process and 

audition procedure.  Students meet after school.  Students 

in grades 3 and 4 are eligible to participate. 
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Activity Description 

Class Newsletters  Each grade level publishes a monthly newsletter that is sent 

home. The newsletters contain tidbits of information about 

the curriculum and upcoming events. 

 

Comprehensive, 

Developmental 

Counseling 

Program 

  

An onsite counseling program which includes the following 

components: 

· Classroom guidance 

· Individual/Small Group Counseling 

· Consultation with Parents and Teachers 

· Referrals to Outside Agencies 

Community Service 

Efforts 

Our school family works together to give back to our 

community in efforts like the Canned Food Drive for the 

local food pantry and “Relay for Life” for cancer awareness. 

Drop-In & Play 

  

P.A.T. (Parents As Teachers) families are invited into the 

school once a month for parent/pre-school child activities.  

The program promotes a strong family-school relationship.  

Parents learn valuable information to assist them with 

issues related to child rearing, how to access community 

agencies and resources, check out library books, and provide 

an opportunity for sharing and discussion with other 

parents.  These groups are conducted by our Parent Family 

Literacy Coordinator/Parent Educator. 

Family Night at DESA Activity- based evenings for families.  

Field Day Field Day provides students with an opportunity to play 

games and participate in activities with other students in 

their grade level.  Parents/family volunteers play a vital role 

in our Field Day as they help to run our stations and 

activities and work with our staff in providing snacks for 

our students. 
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Activity Description 

Imagination Library 

  

A program started by Dolly Parton, it promotes literacy by 

sharing information and providing books, once a month, to 

every child until the age of 5. 

Lunch Buddies 

  

Guidance coordinates the business volunteers and Byrnes 

High School leadership classes who work with students in 

our school.  Volunteers come from Michelin, BMW, Cryovac, 

etc. to work with designated children throughout the school 

year.  Each volunteer selects a weekday to meet with 

his/her student during the lunch period.  They eat together, 

then afterwards spend time reading in the library, working 

on academics, or visiting in the student’s classroom.  This 

program provides a positive role model for students in need 

of a caring and stable adult influence in their lives. 

Morning Announcements/ 

WILD TV  

Our school joins together in this community time. Fourth 

grade students apply for these roles as “newscasters” and 

“producers”. 

 

 

Open House 

  

Early in the school year, the school hosts an Open House.  

Families are invited to a breakfast where our Title I Project 

is explained. Visitation to their children’s classrooms follows 

the meal and parents talk with their child/ren’s teacher 

about the routines and curriculum for the upcoming year.  

 

PAW PRINTS from the 

Principal   

A newsletter, published by our principal, highlights upcoming 

events and focuses on effective instructional practices. 

Parent Lending Library 

  

Books and resources are made available for parent checkout 

in our Media Center. 
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Activity Description 

PTO 

Parent-Teacher- 

Student 

Involvement  

  

Our philosophy is that there is a special place at Duncan for 

everyone.   A membership fee is not necessary for joining 

the wonderful activities and programs at our school. We 

desire to fully utilize the talents of our family members and 

partner with them to the benefit of our children.  

Parents/family members often volunteer in the classrooms, 

assist with school and Title-I sponsored programs. Please 

sign up to volunteer with our PTO. 

 

Rocking & Reading Our PTO volunteers partner with our K4 teachers to read 

books to the class several times throughout the year.  

 

Student Council Our student council is composed of 4th grade students.  

Suggestions are shared by student council members 

regarding lunch items, ideas for the school, etc. The 

Student Council also leads many outreach initiatives, 

including a canned food drive for MTCC. 

 

Terrific Kids 

  

  

A self-esteem program sponsored by the Kiwanis 

International that seeks to recognize students who have 

exhibited good citizenship within their school and 

community.  Selected students from each grade level are 

recognized quarterly. 

 

 

Youth Advisory Council 

(YAC) 

Third grade student representatives meet with our 

Cafeteria Manager several times a year to take part in a 

nutrition lesson, discuss our menu, and talk about choices 

that the students would like to see offered at breakfast 

and/or lunch. 
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Activity Description 

 WILDCAT Patrol 

  

Students in grade 4 are selected to be a part of this 

prestigious group of students who “lead by example” and 

remind our younger students to follow the Wildcat Rules. 
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School Community Events 

To view our calendar of events, please visit the District 5 App calendar or our website at 

www.spart5.net/des for dates/times of events that are scheduled at this time. As the need 

arises, changes may be made.  The most current information will be sent home in the class 

newsletters.   

  

  

http://www.spart5.net/des
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From Our District Office 

 

Non-Discrimination Statement 

Discrimination of all persons is prohibited with regard to employment and any other program or activity on 

the basis of race, religion, sex, national origin, age, color, immigrant status, English speaking status or 

disabling condition in District Five Schools of Spartanburg County as required by Title IX of the Educational 

Amendments Act of 1972, Section 504 of the Rehabilitation Act of 1973, the Age Discrimination Act of 

1975, and the Civil Rights Act of 1964 as amended.  Section 504 Coordinator, Cathy Boshamer; Title IX 

Coordinator, Dr. Scott Turner. 

 Drugs, Alcohol, and Weapons 

Drugs, alcohol, or weapons will not be tolerated in or around any District Five school.  The safety of our 

children is a priority.  We will not allow even one student to be at risk. 

Students cannot have, use or be under the influence of drugs or alcohol, or have weapons on school grounds, 

school buses, or at any school function.   Drugs include any illegal substance or medicine not ordered by your 

doctor.  Weapons include firearms, knives, or any other item that can hurt another person.  If a student 

breaks one of these rules, the parent or guardian and the police will be notified.  The student will be 

suspended immediately and may be recommended for expulsion.  In the case of a firearm, expulsion could 

be for one calendar year.  Drugs, alcohol, or weapons will be turned over to the police and will not be 

returned.  

Students should not possess tobacco, tobacco products, or smoking devices on school grounds. 

Please review the rules discussed above and talk to your child(ren).  Tell them not to use or bring drugs, 

alcohol, tobacco, smoking devices or weapons to school.  If you have any questions, please contact your 

child’s principal or the District Office.  Let’s work together to keep District Five Schools safe for everyone! 

 

Wellness 

Policy ADF: Wellness Policy on Physical Education Standards, Nursing and Nutritional Standards 

  

Outside foods   

To ensure student safety regarding food allergies and dietary restrictions, food brought from outside the 

school for student consumption will be commercially prepared and packaged or sealed. When applicable, 

food will be labeled with specific ingredients or the ingredients easily accessible online.         

However, this policy does not restrict the food that a parent/legal guardian may provide for his/her child’s 

consumption at school. 

Adopted 6/26/06; Revised 10/22/07, 2/27/12, 11/24/14  
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Student Conduct and Items Prohibited on Campus 

Students (language, actions, manners, and dress) are expected to conduct themselves in an orderly, 

courteous, dignified, and respectful manner toward other students and adults on our campus. These 

expectations are in effect during the following times and in the following places: 

1. On the school grounds during and immediately before/immediately after school. 

2. On the school grounds at any other time when the school is being used by a school group. 

3. Off the school grounds at a school activity, function, or event. 

4. Enroute to and from school on a school bus or other school vehicle. 

  

 Anything that disrupts instruction or may endanger the health and safety of our students is not 

permissible at school.  Weapons of any sort (pocket knives, etc.) are prohibited from school 

grounds. 

 No toys from home will be allowed to be brought to school for use at recess; only school issued 

items will be available in each recess tub. 

 

Possession/Use of Electronic Communication Devices in School  Code JICJ Issued 5/13 

**For updated changes to our technology policies, please visit www.D5Live.net under 

Students and Device Manual.** 

Purpose: To establish the basic structure for student possession/use of electronic communication devices 

in the schools of the district. 

 

 For purposes of this policy, electronic communication devices are defined as any telecommunications device 

(including cellular telephones, pagers, etc.) that emits an audible signal, vibrates, displays a message, or 

otherwise summons, or delivers a communication to the possessor or someone else. 

  

A student may possess an electronic communication device in school under the following circumstances. 

 Possession of an electronic communication device by a student is considered to be a privilege, 

which may be forfeited by any student who fails to abide by the terms of this policy, or otherwise 

engages in the misuse of the device so as to violate school rules, board policy, or the law. 

 Students may possess/use electronic devices during non-instructional time, or under the direct 

supervision of a staff member. Should the device cause any disruption to the instructional process 

or educational setting, the behavior will be addressed through the school discipline code. 

 The district/school is not responsible for devices that are lost, stolen or broken while being used 

on school premises. 

 All students must comply with the district/school Acceptable Use Policy regarding the use of 

electronic/digital devices. 

 The creation of videos/pictures is not allowed without prior approval from an administrator. 

 May not be used in any area where personal privacy of others must be respected, i.e., restrooms, 

dressing rooms, etc. 

   

Adopted 5/20/13 

http://www.d5live.net/
https://plus.google.com/u/0/me?tab=oX
https://plus.google.com/u/0/me?tab=oX
https://plus.google.com/u/0/me?tab=oX
https://plus.google.com/u/0/me?tab=oX
https://plus.google.com/u/0/me?tab=oX
https://plus.google.com/u/0/me?tab=oX
https://plus.google.com/u/0/me?tab=oX
https://plus.google.com/u/0/me?tab=oX
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 Legal references:  

A.  S.C. Code of laws, 1976, as amended: 

   1.   Section 59-63-280 - Possession of paging devices by public school students; mobile telephones   

included; adoption of policies. 

 

JICJ ~ Possession-Use of Electronic Communication Devices in School. 

 

Technology-District Five Acceptable Use Policy 

The following uses of the District system are considered unacceptable:  

1.  Personal Safety 

         a. Users will not post personal contact information about themselves or other people.  Personal     

       contact information includes address, telephone, school address, work address, financial    

       information, etc. 

b. Users will not agree to meet with someone they have met online without their parent's approval 

    and participation. 

c. Users will promptly disclose to their teacher or other school employee any message they receive 

     that is inappropriate or makes them feel uncomfortable. 

  

2. Illegal Activities  

a. Users will not attempt to gain unauthorized access to the District system or to any other 

    computer system through the District System, or go beyond their authorized access.  This 

    includes attempting to log in through another person's account or access another person's files. 

   These actions are illegal, even if only for the purposes of "browsing".  

b. Users will not make deliberate attempts to disrupt the computer system performance or 

    destroy data by spreading computer viruses or by any other means.  These actions are illegal. 

c. Vandalism of computer hardware will result in disciplinary action.  Vandalism includes, but is not 

    limited to, removing mouse ball and/or mouse, deliberately erasing data and/or files, placing 

    foreign objects in disk or CD-ROM drives, and removing or altering placement of keyboard keys. 

d. Users will not use the District system to engage in any other illegal act, such as arranging for a 

    drug sale or the purchase of alcohol, engaging in criminal gang activity, threatening the safety 

    of other person(s), etc.  

  

3. System Security 

a. Users are responsible for the use of their individual account and should take all reasonable 

    precautions to prevent others from being able to use their account.  Under no conditions should 

    a user provide their password to another user.  

b. Users will immediately notify their Technology Specialist if they have identified a possible 

    security problem.  Users will not go looking for security problems, because this may be 

    construed as an illegal attempt to gain access. 

c. Users will avoid the inadvertent spread of computer viruses by following the District virus 

        protection procedures if they download software.  
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4. Inappropriate Language 

a. Restrictions against inappropriate language apply to public messages, private messages, and 

   material posted on Web pages. 

b. Users will not use obscene, profane, lewd, vulgar, rude, inflammatory, threatening, or 

    disrespectful language. 

c. Users will not post information that, if acted upon, could cause damage or a danger of disruption. 

d. Users will not engage in personal attacks, including prejudicial or discriminatory attacks.  

e. Users will not harass another person.  Harassment is persistently acting in a manner that 

    distresses or annoys another person.  If a user is told by a person to stop sending them 

    messages, they must stop. 

f. Users will not knowingly or recklessly post false or defamatory information about a person or 

    organization. 
 

5. Respect for Privacy 

a. Users will not repost a message that was sent to them privately without permission of the 

    person who sent them the message.  

b. Users will not post private information about another person. 
  

6. Respecting Resource Limits 

a. Users will use the system only for educational and professional or career development 

     activities (no time limit), and limited, high-quality, self-discovery activities. 

 b. Users will not download files without specific permission from their Technology Specialist.  If 

     permitted, users will download a file at a time when the system is not being heavily used and 

     will delete the file when no longer needed. 

 c. Users will not install software on district computers without approval from their Technology 

    Specialist or the District Technology Coordinator.  District Five reserves the right to remove 

    software, regardless of approval status, from computers owned by the district. 

 d. Users will not connect hardware or peripherals that do not belong to the district to district 

     computers or the district network without specific approval from their Technology Specialist 

     or the District Technology Coordinator.  District Five reserves the right to remove equipment, 

     regardless of approval status, from the district network. 

 e. Users will not post chain letters or engage in "spamming".  Spamming is sending an annoying or 

    unnecessary message to a large number of people.  

 f. Users will check their e-mail frequently, delete unwanted messages promptly, and stay within 

     their e-mail quota.  

 g. Users will subscribe only to high quality discussion group mail lists that are relevant to their 

     education or professional/career development. 

7.  Plagiarism and Copyright Infringement 

a. Users will not plagiarize works that they find on the Internet.  Plagiarism is taking the ideas or 

    writings of others and presenting them as if they were original to the user. 

 b. Users will respect the rights of copyright owners.   Copyright infringement occurs when an 

     individual inappropriately reproduces a work that is protected by a copyright.  If a work 

     contains language that specifies acceptable use of that work, the user should follow the 
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     expressed requirements.  If the user is unsure whether or not they can use a work, they 

     should request permission from the copyright owner.  

  

8.  Inappropriate Access to Material 

a. Users will not use the District system to access material that is profane or obscene 

   (pornography), that advocates illegal acts, or that advocates violence or discrimination towards 

   other people (hate literature).  For students, a special exception may be made for hate 

    literature if the purpose of such access is to conduct research and access is approved by both 

    the teacher and the parent.  District employees may access the above material only in the 

    context of legitimate research. 

 b. If a user inadvertently accesses such information, they should immediately disclose the 

     inadvertent access in a manner specified by their school.  This will protect users against an 

     allegation that they have intentionally violated the Acceptable Use Policy. 

 

 

 

During the 2012-2013 school year, School District Five introduced the Olweus Bullying Prevention Program 

in all elementary, intermediate, and middle schools.  The goals of the program include:  preventing bullying 

and improving relationships between students.  The staff at all schools was trained to implement this well-

researched program. 
 

Throughout the year, students will have the opportunity to learn about what bullying is and what to do if 

they see or experience bullying.  Students will continue to learn to recognize bullying by becoming aware of 

the following definition: 
 

Bullying is a hurtful action that is done on purpose where there is some type of imbalance of 

power, and the student has a hard time defending himself/herself. 
 

Because bullying is often repeated, school staff will record any bullying incidents that take place.  Parents 

will be notified if their children are involved in a bullying activity.  Four rules will be posted in all classrooms 

and students will participate in weekly meetings that address respectful behavior. Parents are an important 

part of this program; therefore, parents should be aware of the four rules: 

 
1. We will not bully others. 

2. We will help students who are bullied. 

3. We will include students who are left out. 

4. If we know that somebody is being bullied, we will tell an adult. 

 

Thank you for joining this effort as we continue to send an anti-bullying message to everyone in our 

community!   

 
 

 

Olweus Bullying Prevention Program 
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Bullying 

Policy JICFAA Harassment, Intimidation or Bullying  Issued 3/13 

Purpose: To establish the basic structure for maintaining a safe, positive environment for students and 

staff that is free from harassment, intimidation or bullying. 

 

The board prohibits acts of harassment, intimidation or bullying of a student by students, staff and third 

parties that interfere with or disrupt a student’s ability to learn and the school’s responsibility to educate 

its students in a safe and orderly environment whether in a classroom, on school premises, on a school bus 

or other school-related vehicle, at an official school bus stop, at a school-sponsored activity or event 

whether or not it is held on school premises, or at another program or function where the school is 

responsible for the student. 

 

For purposes of this policy, harassment, intimidation or bullying is defined as a gesture, electronic 

communication, or a written, verbal, physical or sexual act reasonably perceived to have the effect of either 

of the following. 

 

 harming a student physically or emotionally or damaging a student’s property, or placing a 

student in reasonable fear of personal harm or property damage 

 insulting or demeaning a student or group of students causing substantial disruption in, or 

substantial interference with, the orderly operation of the school 

 

Any student who feels he/she has been subjected to harassment, intimidation or bullying is encouraged to 

file a complaint in accordance with procedures established by the superintendent. Complaints will be 

investigated promptly, thoroughly and confidentially. All school employees are required to report alleged 

violations of this policy to the principal or his/her designee. Reports by students or employees may be made 

anonymously. 

 

The district prohibits retaliation or reprisal in any form against a student or employee who has filed a 

complaint or report of harassment, intimidation or bullying. The district also prohibits any person from 

falsely accusing another as a means of harassment, intimidation or bullying. 

 

The board expects students to conduct themselves in an orderly, courteous, dignified and respectful 

manner. Students and employees have a responsibility to know and respect the policies, rules and regulations 

of the school and district. Any student or employee who is found to have engaged in the prohibited actions 

as outlined in this policy will be subject to disciplinary action, up to and including expulsion in the case of a 

student or termination in the case of an employee. Individuals may also be referred to law enforcement 

officials. The district will take all other appropriate steps to correct or rectify the situation. 

 

Students, parents/legal guardians, teachers and staff members should be aware that the district may take 

disciplinary actions for conduct initiated and/or created off-campus involving the inappropriate use of the 

Internet or web-based resources if such conduct poses a threat or substantially interferes with or disrupts 

the work and discipline of the schools, including discipline for student harassment and bullying. 

 

The superintendent will be responsible for ensuring notice of this policy is provided to students, staff, 

parents/legal guardians, volunteers and members of the community, including its applicability to all areas 

of the school environment as outlined in this policy. The superintendent will also ensure that a process is 

established for discussing the district policy with students. 
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Sexual Harassment 

Sexual harassment is a form of discrimination prohibited by federal and state laws.  Consistent with these 

laws, it is the policy of Spartanburg County School District Five that sexual harassment of students is 

prohibited.  Any student who feels he or she has been subjected to sexual or other harassment, or the 

parent of a student who feels that his or her child has been subjected to harassment, is encouraged to 

contact the school or district administration immediately. 

 

Health Plans 

South Carolina law (Section 59-63-80 and 59-63-90) requires school districts to inform parents and/or 

legal guardians of the rights of students with special health needs.  Students who qualify for services 

related to Section 504 of the Rehabilitation Act of 1973, the Individuals with Disabilities Education Act 

(IDEA), and/or homebound regulations may be entitled to an Individual Health Care Plan.  For additional 

information about Individual Health Care Plans, you may contact your school nurse or the District Health 

Services Coordinator.  The following websites will supply additional information as well: 

 Section 504 of the Rehabilitation Act of 1973 

 http://www.ed.gov/print/about/offices/list/ocr/504faq/html 

 Individuals with Disabilities Education Act and/or Homebound Services 

 www.myscschools.com  

 

Privacy of Student Records 

Privacy of student records (Required notification items according to FERPA) 

 

1. Parents and eligible students (18 and older) have the right to inspect and review the student’s 

educational records.  Parents or eligible student have a right to request that a school correct 

records which they believe to be inaccurate or misleading.  All requests should be made in writing 

to the school principal or other identified official.  The school official will make arrangements and 

notify the parent of the time and place that the records may be inspected.  Upon request, records 

will be released to other schools to which the student is transferring. 

 

2. Unless a written request is submitted to the contrary, schools may release, without consent, the 

following types of  directory information contained in your student’s educational records:  name, 

sex, race, address, telephone listing, date and place of birth, dates of attendance, number of days 

absent, participation in officially recognized activities and sports, weight and height (if member of 

athletic team), degrees and awards received, the most recent previous educational agency or 

institution attended. 

 

 

http://www.ed.gov/print/about/offices/list/ocr/504faq/html
http://www.myscschools.com/
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3. Definition of school official shall be any person employed by the school as an administrator, 

supervisor, instructor, or support staff member (including health or medical staff and law 

enforcement personnel), a person serving on the school board, a person with whom the school has 

contracted to perform a specific task. 

 

 

Media Release Form 

Occasionally, our students, faculty, and staff may be photographed, interviewed, and/or identified for 

publication, broadcast, transmission, and/or electronic display by the news media or school and district 

public relations officials.  All releases will be performed in accordance with school district policy and privacy 

laws.  As required, only “directory” type information will be provided.  This includes name, school, grade 

level, teacher, participation in officially recognized activities, etc.  If you have any questions or concerns, 

please contact the school principal. 

  

District Five Schools of Spartanburg County assumes the right to publish work and/or group pictures when 

students are not identified by name.  The district also assumes the right to publish lists of student names 

for recognition (such as Honor Rolls). 

  

*IMPORTANT NOTE: 

Please be sure to sign the appropriate line on first page of this handbook and send it to your child’s 

teacher if you DO NOT wish for your child’s picture, comments, or opinions to be available to the 

media or to be used in district publications or web pages. 
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Duncan Elementary School of the Arts Hall of Fame 

 

 

Teacher of the Year 2018-2019 

Amanda McKinney 
 

·Support Employee of the Year 2018-2019 

Nurse Amy Burch 

 

 “Closing the Achievement Gap” 

Recognized by South Carolina Education Oversight Committee (SCEOC) 

2006, 2009, 2010, 2011, 2012, 2014 

 

 Palmetto Silver Award Winner-General Performance 

2003, 2004, 2005, 2009, 2010, 2011, 2012, 2013, 2014 

 

Title I Reward School for Performance 

Recognized by the Federal Government as among the highest performing Title I Schools 

through reporting system which began in 2012 

2012, 2013, 2014 

 

  
 

 

 

 


