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PRINCIPAL’S MESSAGE
I am so excited to be joining the Lyman family as principal for the 2022-2023
school year. It is my sincerest goal that your child will be provided a rigorous
academic experience and cultivated in the arts while nurtured socially and
emotionally. We have an amazing faculty and staff to make this goal a reality.
Our diverse staff is fully committed to ensuring your child has a strong
foundation to take them to secondary school and beyond.

Lyman Elementary welcomes visitors to our school. All visitors must sign in for
an approved purpose, and all volunteers must have passed a background
check to work directly with students.

Lyman Elementary School is known throughout the district as being a highly
supportive and hard-working staff committed to effectively teaching all students.
We will continue to be this and more, as we work to develop strong
relationships with everyone involved in the lives of our children.

Please know I am always here to address any questions or concerns. Do not
hesitate to reach out to me or one of our assistant principals if you ever need
anything.

This handbook has been prepared to acquaint you with Lyman Elementary.
Please keep this handbook as a reference for the entire school year.

Sincerely,

Allison Hepfner, Principal

http://www.spart5.net/les


MISSION, VISION, AND BELIEFS

MISSION STATEMENT

The Mission of Lyman Elementary School is to provide every student
quality educational experiences in a safe, nurturing, and engaging
environment.

VISION STATEMENT

Lyman Elementary School will provide exemplary opportunities and
pursue academic excellence to improve the quality of life for our students and
community.

BELIEFS

Lyman Elementary is clearly focused on helping children in their personal
and academic development by equipping them with the necessary tools to
develop world class knowledge and skills, and life and career characteristics
to succeed in a competitive global marketplace. We believe that . . .

Children are our most valuable resource.

Public education is essential for our society.

Integrity is the basis of good character.

Excellence is achievable.

Mutual respect is an expectation.

Knowledge empowers.

Diversity strengthens.

Family is the foundation of society.

Children need positive role models.

Attitude makes a difference.

Learning is a lifelong process.

Personal responsibility serves the common good.



Perseverance, work ethic, and interpersonal skills
pave pathways to success.

Creativity and innovation are valued.

Stewardship of resources maintains trust.

DISTRICT OFFICE ADMINISTRATION AND
PERSONNEL

P. O. Box 307, 100 North Danzler Road, Duncan, SC 29334
Phone: (864) 949-2350 Fax: (864) 439-0051

Dr. Randall Gary – Superintendent
Dr. Jeff Rogers – Assistant Superintendent of Curriculum & Instruction
Dr. Greg Wood – Assistant Superintendent of Administration & Operations

Dr. Wendy Hite – Director of Special Services
Jean Brewington – Director of Elementary Education
Ryan Cothran – Director of Public Safety
Johnny Jackson– Director of Maintenance
Amanda Dobson – Director of Instructional Technology
Heather Lister – Director of Personnel
David Hayes – Director of Finance
Johnny Jackson – Director of Custodial Services
Barry Reese – Director of Procurement
Melissa Robinette – Director of Public Relations
Dr. Scott Smith – Director of Accountability, Assessment and Research
Tammy Smith – Director of Health Services
Theresa Taylor-Director of Transportation
Sam Vezina – Director of Technology & Information Systems
Matthew Wofford – Director of Fine Arts

District Five Support Staff
Peggy Betsill –Accounts Payable
Kim Brewton – District Bookkeeper
Tonya Bridwell – Finance Bookkeeper
Sonia Burnett - Special Services Assistant
Paulette Dempsey – Curriculum Assistant
Mitu Bagchi – Special Services Coordinator
Donna Lazar – Benefits Administrator
Lois Metcalf – Receptionist
Amy Fulmer – Maintenance Department Assistant
April Peel – Administrative Assistant to Superintendent
Dena Wade – Custodial & Procurement Assistant
Cindy Smith – Payroll
Koren Anderson– Curriculum & Public Relations Assistant



DISTRICT FIVE BOARD OF TRUSTEES

Steve Brockman Rick Eitel Julie McMakin
Mark Cleveland Meredith Gergley Ott Sizemore
Dawn Deck Phil McIntyre Jeff Boland

LYMAN ELEMENTARY FACULTY AND STAFF

Principal ............................................................ Allison Hepfner

Assistant Principal.............................................  Gina Creel
Assistant Principal………………………….…….. Caleb Ruppe

Secretaries ........................................................ Kandice Cordell
Melody Parker
Selena Ridings

School Resource Officer…………………………. Rob Castillo

Kindergarten (4 yr. old)...................................... Rhonda Wood

Kindergarten (5 yr. old)...................................... Tracy Barnett
Renee Biggers
Jessica Dismukes
Elise Harris
Emily Pittman
Sherri Rogers
Leah Bomar
Amanda Riley

First Grade ........................................................ Summer Barbrey
Maddie Stopka
Ivey Wood
Kristen Durham
Erin Turner
Amy Heinze
Jennifer Jowers
Sylvia Smith

Second Grade ................................................... Stacy Burrell
Kathy Griffith
Kristen Long
Karen Cummings
Amberley Raushenberger
Debbie Smith
Elizabeth Miller

Third Grade ....................................................... Colleen Costello
Sarabeth Bennett



FACULTY AND STAFF
(continued)

Stacy Green
Ruth Howell
Amanda Selman
Cayce Stackhouse
Charley Goode
Blake Hodges

Fourth Grade....................................................... Maranda Thorton
Heather Cassidy
Theresa Hamlin
Brent Waters
Ashley Williamson
Heather Ross
Courtney Ross
Marisa Brunner

ESOL...................................................................  Melissa Jones
Margaret Weber
Mayela Rogers

Media Specialist .................................................. Katie Cantrell

Computer Tech.................................................... Kevin  Everton

Art........................................................................ Karen Nall
Nancy Bell

Music................................................................... Melody Linaman
Ashley Rhoden

P.E....................................................................... Julie Clark
Brooks Guyton

German ............................................................... Thekla Finnegan

Special Education ............................................... Whitney French
Connie Young
Crystal Miller
Tonya Neshan
Megan Cleveland

PCD..................................................................... April Jennings

Speech Therapist ................................................ Anita Schumaker
Tamille Williams
Lydia Winslow

Reading Interventionist......................................... Britain Jarrett
Abbie Wonn
Joy Ballenger



Math Interventionist…………………………………Jo Kitchens

Reading Coach ................................................... Lyndsey Elliott

Math Coach......................................................... Leigh Hanke

Technology Coach………………………………….David Kalk

School Counselor…. ........................................... Carrie Potter
Katie Mills

Parent Educator .................................................. Rosemary Nelson

Nurse.................................................................... Stacey Story

Assistant Team.................................................... Laura Gibson
Dana Homan
Heather Waldrep
Tim Robinson
Jo Ann Roy
Leshel Guy
Autumn Perez
Tish Marquess
Machaela Jones
Sheena McKinney
Allison Wright
Brennest Conner
Stacy Gillan
Tera Culberson
Ellen Hammett
Denise Clement
Nicole Craig
Tina West

INSTRUCTIONAL PROGRAMS

At Lyman Elementary School, our focus for language arts instruction
involves a balanced literacy approach where children are engaged in reading,
writing, listening, and speaking on a daily basis. Journeys is used by our school
district as our core literacy program, along with units developed by our district.
Through the use of Journeys literacy program and district units, teachers use a
variety of instructional activities , including opportunities to be:

• exposed to a wide variety of genres.
• taught to use word analysis, phonics, and comprehension strategies as

they read.
• encouraged to become confident readers and writers.
• assessed through a wide range of authentic assessment tools which



include running records, anecdotal records, and Benchmark Books.

Envisions Math is used by our school district as our core math program, along
with units developed by our district. Through the Envisions Math program and
district units, teachers use a variety of instructional activities, including
opportunities for:

• use of manipulatives • appropriate project work
• group and individual assignments • discussion between teachers
• practice on mathematical methods          and students and among peers
• modeling through teacher demonstrations • writing in math journals
• use of problem solving strategies • content integration
• use of calculators and computers • justifying answers and solution
• connecting math to the real world            processes
• having assessment become an integral

part of instruction

Instruction in science and social studies is aligned to the South Carolina
College and Career Ready Standards. These standards are taught
through individual and group activities which encourage our students to
participate in discussions, experiments, and projects. Science and social
studies are also integrated into other content areas.

FOREIGN LANGUAGE

All elementary schools in District Five have implemented foreign language
instruction. Students in grades K-4 at Lyman Elementary will attend German
Class each week throughout the school year. This is an exciting opportunity for
our students to gain exposure to a new language and the rich experiences of
learning about another culture. As students progress through the German
curriculum, their skills in language acquisition will continue to grow. German
Class will be taught by Mrs. Thekla Finnegan.

ACADEMIC SUPPORT FOR SUCCESS

At Lyman Elementary, our goal is to address the individual needs of our
students to ensure academic success. When a student experiences
educational difficulty, the teacher may refer the student to the Response to
Intervention/Multi-Tier System of Supports (RTI/MTSS) Team. The Response to
Intervention (RTI)/Multi-Tier System of Supports (MTSS) Team consists of the
student’s parents/caregivers, the student’s teacher, other support teachers, and
school administration. This problem-solving group reviews each student’s
individual abilities, achievement, learning style, needs, and all other pertinent
information, and then plans alternative strategies and interventions to assist
each student referred to the team. These interventions vary in duration of time
and intensity depending on the needs of the student. If after a period of time



implementing various interventions a student’s academic or behavioral needs
are unresponsive, a special education referral may be made. To evaluate a
student for special education services, the school psychologist, with the
permission of the parents, administers individual tests and reviews results with
a committee including the student’s parents/caregivers and teachers. A student
who qualifies for special education services may receive special instruction
designed to meet their identified needs. Parents, teachers, and school
administrators work together to ensure the success of each child at Lyman
Elementary.

READING/MATH INTERVENTION

A small group reading intervention program and small group math
intervention program for students will be used with small groups students. As
with any successful early intervention programs, it is to be used in conjunction
with a regular program of classroom instruction in reading/language arts and
math.

These program helps students learn to apply and use foundational skills in
reading and/or math.

GIFTED/TALENTED PROGRAMS

Students in the third grade and fourth grade who meet state academic
requirements qualify for the district gifted/talented program. Parents are notified
of the nomination process through district procedures. In addition, students
who exhibit outstanding achievement in visual arts are identified for
participation in the “Creations” art program. These students are served in an
extra-curricular program that meets weekly. The screening process is held in
the spring with notification of acceptance following in early summer.

SPEECH-LANGUAGE THERAPY

If speech or language concerns arise, a referral for evaluation may be
made. To evaluate a student for speech services, the speech pathologist, with
the permission of the parents, administers individual tests and reviews results
with a committee including the student’s parents / caregivers and teachers.
Students who qualify for speech services will receive speech therapy in 30
minute sessions.

HOMEWORK

District Five Schools recognize that homework can be desirable and
necessary. Students at Lyman Elementary can be assigned homework as a
means of encouraging independent study, establishing good work habits, and
reinforcing basic subject skills.



GRADING SCALE

The grading scale is:
90 – 100 = A
80 – 89 = B
70 – 79 = C
60 – 69 = D
59 & Below = F

In District Five Schools, along with all other Spartanburg districts, the
administration has elected to implement the 10-point grading scale in grades
2-12. This decision was made for several reasons. First, it provides students
with seamless transitions as they move through our District Five curriculum.
Secondly, it gives students a number of years to acclimate to the 10-point scale
before taking their first high school credit course, where GPA (grade point
average) is calculated. Lastly, and most importantly, it will afford District Five
students equitable opportunities as they strive to become college/career ready.

SCHOOL ARRIVAL & DISMISSAL

Teachers begin instruction at 7:40 a.m. each day. A student who is not in
the classroom by 7:30 a.m. is considered tardy. School dismisses at 2:15
p.m. Appointments during the school day are discouraged. If a medical
appointment must be scheduled during the school day, students will remain in
class until the parent arrives in our school office. Please be sure that when your
child returns to school from the appointment, a medical excuse is given to the
secretary. A tardy or early dismissal will be excused with a medical note from
the doctor or dentist. For medical appointments which must be scheduled
during the school day, a student must remain at school until 11:00 a.m. or arrive
at school by 11:05 a.m. to be considered present for the day.

Free bus transportation is provided for all students who live more than one
and one-half miles from the school. Any questions concerning buses should be
directed to Theresa Taylor, the district bus coordinator, at 949-2361.

The school opens for student arrival at 7:00 a.m. each day. For the
safety of your children no child should exit their car before the outside
lights are turned on at 7:00 a.m.

TARDIES

A student who is not in the classroom by 7:30 a.m. is considered tardy.
When a child is tardy, the parent must bring the child to the front office
and sign the child into the school. Please make every effort to ensure that
your child is in the classroom on time and ready to learn.

Late bus students will not be counted tardy.



DISTRICT FIVE TARDY PROCEDURES

District 5 believes that attendance and punctuality are key factors in student
achievement.  Therefore, it is important for students to be present and on time

to not disturb the learning process.  District 5 will allow a maximum of 20
unexcused tardies per school year.   Once a student has reached 15 tardies,

an attendance conference will be scheduled to discuss a plan of action to
ensure on-time arrival.  Once the maximum allowable tardies has been

reached, a referral will be made to truancy court.  Tardies are only excused by
a medical note, late bus, or an administrator.

5 Tardies  School runs tardy report
10 Tardies Tardy warning letter sent

15 Tardies Letter and Tardy Intervention Conference
20 Tardies Referral to Truancy Court

SCHOOL CLOSING INFORMATION

The safety of all children is our first concern. School closings due to snow
and other adverse weather conditions will be determined by the school
superintendent in consultation with weather and highway officials. Best sources
for information on school closings: Facebook, our district website,
WSPA-AM/FM, WSSL, WORD, WKDY, WESC, WFBC-FM, WSPATV,
WYFF-TV.

ATTENDANCE

School attendance problems are best resolved between parent(s), student,
and school officials. 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. Parents are
advised that after ten (10) parent notes, medical notes will be required.

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

Refusal by the parent/legal guardian to cooperate with school intervention
planning can result in a referral of the student to Spartanburg County Truancy
Court.

Any student who misses school must present a written excuse, 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. If a student transfers
to another public school in the state, the district will forward the student’s
intervention plan to the receiving school.

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

1) They are ill and their attendance in school would endanger their health
or the health of others.

2) There is a death or serious illness in their immediate family.
3) There is a recognized religious holiday of their faith.
4) Prearranged absences for extreme hardships are at the discretion of

the principal.

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 two (2) consecutive absences school personnel will contact the parent.
•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 six (6) unlawful absences the parent will receive a letter from the school
attendance clerk and a report will be made to the District Attendance
Supervisor.

•On the seventh (7) unlawful absence the school attendance clerk will
immediately notify the District Attendance Supervisor who will follow the
guidelines for the Student Attendance Review Board.

•Truancy plans will be created in accordance with the information above.

DISTRICT 5 BOARD POLICY: ABSENCES AND EXCUSES

Students will be expected to attend school regularly and will present a
written excuse on a district absence excuse form, signed by a parent/ guardian
in all cases of absence. All excuses will be handled confidentially.

An excused absence (including excused tardiness) will permit a student to
make up work missed during the absence.

Any student who fails to bring a valid excuse to school will automatically
receive an unexcused absence. A valid excuse must be written on the district
absence form and returned to the school within 3 days of the absence. The
excuse must list the dates of the absences, the reason for the absence,
telephone number, and signature of the parent/guardian. Attach doctor excuses



when appropriate. District absence forms will be included in school agenda/
handbooks. (Additional forms may be obtained at the school office.)

As a reminder, parent notes are limited to ten (10) per school year. Medical
notes from a doctor are REQUIRED after ten (10) parent notes to be
considered lawfully absent.

REMINDER FOR PARENTS

EARLY DISMISSAL
It is very important for every child to be present for the entire school day

each day. Please be reminded that early dismissals are documented in your
child’s attendance report. This report includes date, time, and reason for early
dismissal. Excessive early dismissals will be brought to the attention of the
administration. If it is necessary to have your child dismissed early, please
follow these guidelines:

1) All students must be signed out of school by a parent/caregiver for any
early dismissal.

2) In order to avoid conflicts with regular dismissal, early dismissals
must be made prior to 1:45 p.m.

3) Please park in the visitor’s parking lot when picking up a student for
early dismissal.

4) If it is necessary to have your child dismissed early, your child will not
be called to the office until the parent arrives in the school office.
Please do not call ahead asking for your child to be waiting at the
office.

CHANGE IN TRANSPORTATION

Safety and security are paramount when it concerns our students. In an
attempt to avoid any confusion concerning transportation changes, please
follow these guidelines:

1) All transportation changes must take place prior to 1:45 p.m. This
ensures enough time to notify teachers and students of the change.

2) If you know in advance that a transportation change is necessary, send
a note to your child’s teacher. This note should include date, child’s
name, teacher, change requested, and parent/caregiver signature. All
written requests must have approval of the administration.

3) Transportation changes by phone must be approved by the principal or
assistant principal. If it is necessary to make a transportation change
during the day, please notify us no later than 1:45 p.m.

4) NO DISMISSALS ARE ALLOWED AFTER 2:00 PM.

CAR RIDER TAG

To ensure the safety and security of our students who ride in cars, a car



rider tag MUST be displayed each afternoon when picking up your child in the
car rider line. Please have your child’s name clearly written on the car tag and
displayed when picking up your child. Once your child is in the car, please take
down the car rider tag and we will know that your child is loaded and you are
ready to leave once instructed to do so. If you do not have a car rider tag when
coming through the car line at dismissal, you will be asked to pull into the
parking lot, come inside, show proper identification, and then sent back to the
car line for student pick up. Only individuals listed on the student’s emergency
pick up list may be issued a car rider tag. Please discard any old car rider tags
because they will not be accepted in the new school year.

ILLNESS

A child should not be sent to school when seriously ill. When you take your
ill child to the doctor, it is considered an excused absence when you return the
doctor’s note and a District 5 Absence/Excuse form to the school.

SAMPLE FORM
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

DISTRICT FIVE
STUDENT ABSENCE EXCUSE

Name Homeroom Teacher

Date(s) of Absence(s)

Reason for Absence(s)

Home Phone Work 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.

REGISTRATION

Registration will be held each year in the spring for students entering
Lyman Elementary School. All students entering Lyman Elementary are
required to present:

1) Birth Certificate
2) Certificate of Immunization
3) Proof of Residence (water, gas, light bill or a notarized lease or deed.)
4) Proof of custody (if student is not living with both parents).

EMERGENCY INFORMATION

In case of an emergency, each student is required to have on file at the
school office:

1) Name of parent or guardian
2) Complete and up-to-date address
3) Home phone and parent(s) work phone (connected and working)
4) Emergency phone number of friend or relative (connected and

working)
5) Medical alert information

Notify the school office immediately if changes occur during the year.
School administration should be able to contact any parent within a 15

minute time frame.

FIELD TRIPS

Field trips are planned by the teacher for specific instructional purposes
and are correlated with the curriculum. They are considered an extension of the
classroom. Written permission from a parent or a legal guardian is required
before a child is permitted to go on a field trip. Transportation is by bus and
each child may be asked to pay a fee to help cover expenses. Students are
chaperoned by school personnel. Parent volunteers assist when needed.

MEDIA CENTER

The media center is a very important part of Lyman Elementary. Its basic
function is to help children learn by providing books and other media for the



educational program. Helping students develop an interest in reading
stimulates an interest in many other subjects. Large groups and classes come
when scheduled by the teacher and media specialist. The media center is also
open at varied times for reference work, recreational reading, and checking out
books. Lost books are the responsibility of the student and parent.

LOST AND FOUND

A lost and found box will be kept in the cafeteria. Please check for your
child’s lost belongings when you are in the building. Unclaimed articles will be
given to a worthy organization. To help minimize lost articles, please put your
child’s name on all personal articles.

FOOD SERVICE PROGRAM

Lyman Elementary School participates in the Federal School Lunch/
Breakfast Program. Please refer to the District Five website for current pricing
information. A free or reduced lunch application will be sent home with your
child. If you wish to apply, please fill it out and return it to your child’s teacher.
The qualifying guide-lines printed on the form will be followed in determining
the eligibility of students to receive free or reduced-price meals. Parents will be
notified in writing of eligibility. You must reapply EACH school year. Free or
reduced lunch eligibility is determined each year and does not carry over
from the previous school year.

Unfortunately, there have been problems in collecting money owed for
meals that have been consumed. This is a problem that must be resolved. Loss
of money, any money, takes away from the total school program and therefore
must be addressed.

WHEN YOUR CHILD PARTICIPATES IN OUR SCHOOL LUNCH PROGRAM:

• Please pay for meals in advance.
• Keep all lunch and breakfast accounts paid in full.
• You will be notified when your child’s lunchroom account has a balance

of $25.00.
• Breakfast = $1.50 and Lunch = $2.50
• Extra milk = $.50



POLICY ADF: WELLNESS POLICY ON PHYSICAL EDUCATION
STANDARDS, NURSING,

AND NUTRITIONAL STANDARDS

On November 24, 2014, our Board passed Wellness Policy ADF which
includes restrictions on outside foods brought into District Five Schools for
student consumption.  This policy was established to ensure student safety
regarding food allergies and dietary restrictions. Beginning August 2015, food
brought from outside the school for student consumption must be
commercially prepared and packaged or sealed.   Food should be labeled
with specific ingredients or the ingredients should be easily accessible online.
The policy does not apply to food that a parent / legal guardian may provide for
his / her child’s consumption at school. Feel free to contact your child’s teacher
or school administration if you have any questions or concerns.

OUTSIDE FOODS

To ensure student safety regarding food allergies and dietary restrictions,
food brought from outside the school for student consumption must be
commercially prepared and packaged or sealed. When applicable, food should
be labeled with specific ingredients or the ingredients should be easily
accessible online. However, this policy does not restrict the food that a
parent/legal guardian may provide for his/her child’s consumption.

Adopted 6/26/06; Revised 10/22/07, 2/27/12, 11/24/14

FURTHER EXPLANATION

To further clarify this policy:

You may bring cupcakes, cookies, etc. to school for a celebration if these
treats are purchased from a store, sealed, and with the nutritional information
properly displayed. You may, however, send food prepared at home for your
child (children) but not for other children in the class or school. For example,
homemade baked goods may be included in your child’s lunchbox but not be
made available to other students.



Our positive school-wide discipline plan known as Lyman
Pride Rules is incorporated to promote maximum teaching
and learning time at our school.

The rules are:

Please review these simple rules with your child, and encourage your child
to make good choices every day. When a student does not follow the Lyman
Pride Rules! the following consequences are in place to assist the student: a
warning is given, time is spent in the “thinking chair,” a privilege may be lost, a
parent contact will be made, and finally, an office referral will be made.

Parents are an integral part of our team as we all work together to
encourage our students to use their time and energy in positive and productive
ways. Our Lyman Pride Rules! are integrated with Character Education and
help each child at Lyman Elementary reach for success.

CHARACTER EDUCATION AT LYMAN ELEMENTARY

The goal of Character Education at Lyman Elementary is to help our
students become lifelong, responsible, caring citizens at school, home, and
within their community. Students learn about character traits and how they are
linked to positive behavior and making good choices. Character Education is
integrated into the existing content areas and our schoolwide discipline plan,
becoming a learning emphasis at all levels and in every course and content
area.

SCHOOL COUNSELOR

Lyman Elementary employs a full time school counselor, as well as one
half time counselor to support students in a variety of ways. Our school
counseling program works to address personal and social growth, academic,
and career development of all students at Lyman Elementary. Boys and girls



are invited to the guidance office to talk about their feelings and things that are
important to them. Classroom lessons are planned about dealing with feelings,
making good decisions, career choices, getting along with others, and
promoting good character traits.

The ultimate goal of our school counseling program is to enable all
students to achieve success in school and to become responsible and
productive members of society.

PARENT-TEACHER CONFERENCES

In order to maintain high quality teaching and learning time for our
students, we ask that parents call in advance or send a note to schedule a
conference with a teacher.

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 students’ educational records. Parents or eligible students 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 school 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 an athletic team), degrees and awards received, the most recent
previous educational agency or institution attended.

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.

PROFESSIONAL QUALIFICATIONS

As a parent of a student at Lyman Elementary, 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’s
principal. The inquiry may address only the qualifications listed above.

PLEDGE OF ALLEGIANCE

Students and teachers will have the opportunity to participate in the pledge
allegiance to our flag at the beginning of each school day, as well as a moment
of silence.

SPARTANBURG SCHOOL DISTRICT FIVE DRESS CODE

The teaching staff and administration of Spartanburg School District Five
believe that children who have positive self-concepts tend to be better students
and, consequently, better citizens when their education has been completed.
Positive self-concepts are enhanced when students wear appropriate clothing
to school. Students are encouraged to take pride in their appearance with
proper grooming and dress. The orderly conduct of the educational process
requires that the clothing and grooming of students not be distracting,
disruptive, or provocative. Appropriate footwear must be worn at all times. The
following items are specifically prohibited in District Five Schools:

•Hats or sunglasses inside buildings
•Sheer or see-through blouses or shirts
•Crop tops
•Tank tops or muscle shirts when worn alone
•Any skin-tight clothing (biker’s pants, etc.)
•Garments with slogans, patches, or buttons that are suggestive, vulgar,
racially intended, or provocative

•Garments that advertise or display drugs, alcoholic beverages, tobacco, or
sex

•Shorts, skirts, and dresses must be worn at or about three to four inches
from the top of the knee.

Any style of clothing tending toward immodesty by exposure or excessive
emphasis of bodily features will not be considered appropriate dress for school.
Loose fitting, Bermuda-type shorts will be permitted (not to be confused with
running or tennis shorts). Judgment of questionable dress will be made on a
case-by-case basis. Any clothing deemed by the administration unacceptable
or disruptive to the educational process may be prohibited. The parents or
guardians will be notified when their child has been found in violation of the
dress code. Those students violating the dress code will be removed from class



and sent home to change clothes immediately.
Any student wearing shorts that do not meet the criteria outlined above and

require a change of clothes, will be warned for the first offense in addition to
being required to change clothes. Any subsequent violation will result in the
student’s privilege to wear any shorts being revoked for the remainder of the
school year.

The dress code committee reserves the right to review and/or modify
the above dress code as needed.

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 administration immediately.

OLWEUS BULLYING PREVENTION PROGRAM

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.

We will continue this program during the 2016-2017 school year. Students
will continue to have the opportunity to learn about what bullying is, as well as
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. Home support is 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.
The rules are posted throughout the school and students will continue to

participate in weekly meetings that address respectful behavior.
We are very excited to continue the Olweus Bullying Prevention Program

this year. We had great success as a school with this program last year and
only expect even greater success with it this year.

Policy JICFAA Harassment, Intimidation or Bullying
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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, electronic
communication, 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.
STUDENT INSURANCE

Student Insurance is available for regular coverage (to, from, and at
school) or 24 hour coverage at a reasonable price. You may pay for this
insurance during the first three weeks of school.

Students should report any accident to his/her teacher immediately.

MONEY SENT TO SCHOOL

Children should be discouraged from bringing money to school except for
specific purchases such as lunch, ice cream, payment of field trips, etc.

TEXTBOOKS

Textbooks are free to students. The South Carolina Textbook Depository
does impose fines or fees for damaged or lost books. Students should keep the
textbooks clean and handle them carefully.

1:1 COMPUTER INITIATIVE FOR All GRADE LEVELS

All students will be issued a laptop computer. Students will be expected to
keep the laptops clean and handle them with care at all times. After the first
few weeks of school, 3rd and 4th grade students may be asked to take the
laptop back and forth from school to home. There will be a $20.00 per year fee
associated with the use of each laptop. Please note – In addition to the $20.00
usage fee, other fees may be assessed for damage (amount dependent upon
assessed damage) or lost power/charger cord ($25.00) when the laptop is
returned at the end of the year or when a student withdraws from Lyman
Elementary. Please be sure to go to the following link and read the District’s
Mobile Device Student and Parent Guide: https://www.spart5.net/Page/7336

PAYMENT OF FEES

It is our policy to accept checks for payment of school lunch, field trips, lost
books, picture orders, etc. If a check has bounced due to insufficient funds in
the checking account, only cash or money orders will be accepted as payment
for any future expenses during that school year.

ADMINISTRATION OF MEDICATIONS BY THE DISTRICT

The Board recognizes the occasional need for the school nurse to
administer medications to individual students. To assure adequate protection of
students and the rights of employees, the administration has developed
procedures to control the administering of such medications.



ADMINISTRATION OF ORAL MEDICATION

Prior to administering any oral medication prescribed by a physician, the
following procedures must be followed:

1) A signed and dated statement from the prescribing physician giving
specific information concerning medication administration must be on
file. Adjustment in previously prescribed medications will be accepted
over the telephone.

2) A written statement from the parent or guardian must be on file outlining
the medication, time of administration, and dates to be administered.

3) The prescribed medication, the physician’s statement, and the parental
statement must be delivered to the principal.
Medication without written prescription by a physician will not be
administered by school personnel or volunteers on school property.

4) Medication adjustments of dosage, such as Ritalin, may be taken over
the telephone from the physician by the school nurse.

5) Any oral non-prescription medication, such as Tylenol, Aspirin,
toothache medication, or cough syrup, will not be administered by any
school personnel or volunteer on school property without a prescription.

6) No ointments, or lotions, such as Calamine or Caladryl Lotion, etc., will
be applied by any school personnel or volunteer on school property.

7) Topical antiseptics and cleansers, such as Alcohol, Peroxide, etc., may
be administered by any school personnel or volunteer on school
property.

8) The school nurse will be available to discuss any medication questions
with school personnel, parents, or physicians.

9) The district health coordinator will coordinate any needed standing
orders with the physician and school personnel.

MEDICATIONS:
ADMINISTRATION AND REGULATIONS

DO’s
DO...bring all prescription medicines in the original container with labels.
DO...bring a doctor’s note or prescription for all over the counter medicines

such as Tylenol.
DO...let the nurse know of any changes in current medications. She will need a

new prescription or can conference with the doctor’s office.
DO...complete a medication form for all medicine your child will be taking.
DO...discuss any questions with the school nurse or district health coordinator.

DO NOT’s
DO NOT...bring any prescription medicine in a different bottle.
DO NOT...bring Tylenol, Aspirin, toothache medicine, cough syrup or any other

non-prescription medicine without a doctor’s note or prescription.
DO NOT...bring any ointments, or lotions, such as Calamine or Caladryl, etc.
DO NOT...send medicines that are to be given once a day unless the doctor



requests a specific time during school hours.
DO NOT...send medicines ordered for 3 times a day that can be given before or

after school. This increases risk with having to send them to and from
school with your child. E.g. Amoxicillin three times a day.

* Topical antiseptics and cleansers, such as alcohol, peroxide, etc., may be
administered by the school nurse, school personnel or volunteers on school
property.

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 provide a list of the conditions requiring exclusion from school.  This
list is located in each school office for the community.

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 right 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

The health and safety of your child is important to us!

NEWS MEDIA POLICY

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.

VISITORS

Lyman Elementary welcomes visitors to our school. Volunteer opportunities
will may be available throughout the year. Please start the year off by

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


completing the volunteer application on the district website. For the safety and
security of our students, all visitors must stop at the office before going into the
building. All visitors will be required to sign in on the computer in the front
office, provide proper identification (Driver’s License), and wear printed
visitor’s badges for identification purposes. Teachers have been instructed
to send anyone not wearing a visitor’s badge back to the office. Unscheduled
parent conferences interfere with learning and may cause discipline problems.
Please deliver any articles your child may have left at home to the office and
not to the classroom. If your child is to be picked up early, stop in the office to
sign him/her out and we will call the child to the front. Frequent interruptions
may result in significant loss of teaching time.

EQUAL OPPORTUNITY IN EDUCATION

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, Dr. Wendy Hite; Title IX Coordinator, Dr.
Randall Gary.

ELECTRONIC DEVICE INFORMATION

Students will not be permitted to connect personal devices such as, but not
limited to, cell phones, tablets, or laptops to the District Five Wireless Network.
Students may use their personal devices when permitted by school and district
policy, but students will be using their own personal data at the expense of the
student/parent.

Parents, please refer to the student/parent agreement and supporting
documents (that all parents sign in Infosnap) for additional information
concerning electronic devices found at this website: www.d5live.net.

INTERNET ACCEPTABLE USE POLICY

Lyman Elementary and District Five Schools have established Internet
services for instructional use by students, faculty and staff. The levels of
access to the Internet provided to your child will vary according to the
educational purpose and your child’s age.

Each student will be given an Acceptable Use Policy that describes the
various levels of access and use of the Internet at Lyman Elementary School.
This policy must be signed by a parent or caregiver and returned to your child’s
teacher before he/she will be allowed to use the Internet.



DRUGS, ALCOHOL, & WEAPONS POLICY OF DISTRICT FIVE

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 functions.
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.

Threats of ANY kind WILL NOT be tolerated. Threats such as saying kill,
beat up, or to threaten physical harm in any manner will not be tolerated. Also,
threats from an electronic device (computer or iPad) or cell phone will not be
tolerated. Threatening gestures such as pretending to point at another student
in a manner that mimics a gun or knife will not be tolerated.

Please review the rules discussed above and talk to you child(ren).
Tell them not to use or bring any 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!

(Revised June 2014)

COLLECTOR CARDS, RADIOS, VIDEO GAMES, HEADSETS

Collector cards of any kind, radios, cell phones, video games, CD players,
iPads, e-readers, and iPods/MP3 players and the like are not permitted in the
instructional environment unless invited by the teacher. If any of the
above-mentioned items are seen at school or on the bus, the item will be
confiscated and returned when a parent comes to claim the item.

SMOKE FREE

In accordance with Board Policy, all District 5 County schools are smoke-free
facilities. Tobacco use includes smokeless tobacco products as well as other
products. We ask that parents and visitors adhere to this policy while in school
or in our car rider line. Please do not smoke on campus including in the car
rider area. Your support in this matter is greatly appreciated as we wish to
model healthy behavior for our students.



SCHOOL BUS RIDERS

School bus transportation is a privilege that may be withdrawn for inappropriate
behavior. We have excellent drivers who work with students before a referral is
made to the school’s administration for assistance. If discipline problems occur
on the bus, the driver will complete a disciplinary report and submit it to the
school for appropriate action in accordance with the Spartanburg County
District 5 School Bus Discipline Code. If your child is suspended from the
school bus, you must send a change of transportation note indicating how your
child will go home. A copy of the school bus referral will be sent to the parents
via the student or mail, and/or the parents may be phoned regarding the
incident. If the problem persists, students may be suspended from riding a bus.

RULES FOR SAFE BUS RIDING

Always follow the directions given by your bus driver.  He or she is in
charge on your bus.

♦ Be courteous to your bus driver and other students on your bus.
♦ Always use kind words when speaking to your bus driver or another

student.
♦ Do not eat or drink on the bus.  Please help your bus driver to keep the

bus clean.
♦ Stay in your seat at all times.  It is dangerous for you to be out of your

seat while the bus is moving.
♦ Keep your hands to yourself.  Do not bother other students or your bus

driver.
♦ Keep your hands and head inside the bus.
♦ Do not throw anything out the bus window.
♦ Do not destroy property.
♦ Treat everyone on your bus the way you would like to be treated.

AS A PARENT, HOW CAN I ASSIST IN THE BUS EFFORTS?

1. Ensure that your child understands his/her responsibilities when riding
the bus.

2. Parents can take turns monitoring local neighborhood school bus
stops.

3. While driving your car, be alert for school buses and stop while the bus
is loading or unloading children.

4. Report violations of school bus drivers to the Spartanburg District 5
Transportation Office, giving bus number, location, and time. You can
reach Mrs. Theresa Taylor, Bus Supervisor, at 949-2361.



WHAT IF MY CHILD MISSES THE BUS?

If a child misses the bus, it becomes the responsibility of the parent to
get the child to school on time.
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