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SCHOOL HOURS

MOINING CAr.. .. ittt e e e e e e 7:30a.m- 8:15a.m.
Teache&é.éeeéeecéécéecéecéeecéeceée 8:00a.m- 3:30Qp.m.
K -5 GradeStUdENES. ........eveeeeeeeee et cteoeee ettt 8:30am- 2:300.m.
B - 8 GradeStUENTS. .........cveeveeeeeee ettt 8:30am- 3:00p.m.
Aftercar eééeé Ll iiiieeeieeeeeee, 3:00p.m- 6:000.m
SCHEDULE

StudentsArriveé é é é e ééeééeééeéeéecéece. . 8:00a.m.-8:30a.m

School Begins (after this timstudents are considered taréyg . . 8:30a.m.

Lunch ééeéééecéécéécééecéecée. . 11:00 a.m-1:00p.m.
StudentDs mi ssal éeééeééeééeé ccébd etbécéd 2:30 p.m-3:00p.m.

//////////

Extracurricul ar Cddaébéséa.éeé.éeé.é. .. .. .3:00p.m:-400p.m.



STUDENT CODE OF CONDUCT

GREENTREE PREP Student Code of Conduct

1. Be Attentive 7. Be Orderly Take Initiative

2. Be Obedient 8. Be Forgiving Hdve SelControl
3. Be Truthful 9. Be Sincere B&. Punctual

4. Be Grateful 10. Be Virtuous B6.Resourceful
5. Be Generous 11. Be Responsible Have Discretion
6. Be Creative 1Be Tolerant 18e Patient

If a Student Does Not Follow Our Student Code:

consequences

15t consequence
2"d consequence

3 consequence

4™ consequence

5" consequence

6" consequence

SEVERE CLAUSE

Policy 5.8 Student

Verbal warning If negative behavior proceeds, refer child to guidance.
Time out / loss of privilege.

Parentwill be contactedand a referral letter sent homea referral / letter is sent
home to make the parent aware that negative behavior has escalated past loss of
privilege.

Child is sent to the Administration and the parent is called to schedule a conference
regarding pasive solutions to negative behavior.

In School Suspesion (ISS) disciplinary hearing with GREENTREBoard
Representatives / referral sent home and filed with the School Board of Broward
County.

Out of school suspensidrisciplinary hearing with GREENTREBoard
Representative / referral sent home and filed with the Broward CountylSchoo
Board.

Fighting, Profanity, Disrespeot Disruptive behaviomayresult inimmediate
suspension from school (OSS). Parent will be contacted andereglled to pick
up the student

CODE OF CONDUCT-BROWARD SCHOOLS
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ANTI BULLYING POLICY

Bullying Policy Statement

Greentreewill not tolerate any acts of bullying. Bullying is a written, verbal, emotional or physical
actconsistently used to intimidate others. This behaséortake place on school property, at any sehool
sponsored function, over the phone, the internet or on a school bus and it is usually intended to target
groups based on their race, gender, national origin, or religion.

At our School, we are committed ¢oeating a safe and nurturing environment where students can learn

and achieve high academic standards. We expect all students to conduct themselves within the boundarie
of what constitutes socially acceptable behavior, as well as respect others ojpeitigs, and their

rights.

Consequences

If a student commits an act of bullying the following criteria will be considered in determining the

appropriate course of action:

A The level of harm

A The nature of the behavior(s)

A P r dncidlencassor continuing patterns of behavior

A The relationships between the parties invo
A The context in which the alleged incidents

Remedial actions for students who commit any act of bullying will be as follows:

A 1 snse studeht enay lose all school privileges such as attending field trips or participating in
school activities and may receive a referral (indoor suspension), parents will be notified.

A 2 nd -stddénewill seeeive a referral (outdoor suspension) aconference with take place
with administration and parent.

Violation of this policy could result in the issuance of a referral and/or other administrative action



STANDARD OPERATING PROCEDURES

MORNING CARE PROGRAM

The Before Care Program will be located in a designated area of the campus. Parents are to use the
designated gate drop off area to enter this program anéhdigeir child Please complete thigeforeCare
Registration Form in the office if your childiwbe participating on a MONTHLY basiSeefee payment
scheduldgor more information.

DROP OFF PROCEDURES

Please do nadrop your child off before 8:00 aand leave them unattendeBor the safety of your child,
unattendd children will be placed in our before care program and you will be char§éaldents arriving
after 8: a.m. will be marked tardy by the teacher. Students who aftee3:30 a.m. must be brought to
the office and signed in latey the parent. Please do not drop off your child in the front parking lot and
allow them to enter the building unattened#ttey must be escorted in by a staff member or parent. If
the child is attending before care, a parent MUST walk the child in. This will be mandatory fosafety
reasons, since car line staff will not be present.

PICK UP PROCEDURES

There is no dismissabetween 2:002:30pm. Dismissal is at 2:® p.m.for all students.

If your child is not picked up b8:00 pm you will be charged eate of $10 forany portion ofthe first ten
minutes you are late, and a dollar per minute thereafter

A late fee of $25 plus an additional $1.00 per minute will be charged for students picked up after 6:00 p.m.
Children not pickd up by 6:30 p.m. must be reported to the Police in accordance with state law

Children must be signed out in person by the parent or designee (as stated on the enrollment form) eac
afternoon. The person signing the child out mesi® years or older. The staff is responsible for verifying

the authorized name/s prior to releasing the child. Until School personnel gets to know the parents, they
will be asked for i dentificati on. arkpersonseliftsdmeong ar ¢
other than the parent/s or the person/s listed on the emergency release form will be picking up their child a:
soon as possible via email or written notice. If any person who is designated to pick up your child changes,
legal guaréhn must change this information on the enroliment form. The seVithdde notified with a

legal document if @ustod chang is in effect before dismissing the child. The child will be dismissed to

the parent/guardian based on that legal documentressto the school.

AFTERCARE

Aftercare will be available for students who are not picked up by 3:00 pm. The aftercare fee payment
schedule has more information.



ATTENDANCE POLICY

When your child will be absefitom school, please call the school office and leave a message to report the
absence and reason for absence. If you do not call in to report the alvgbimcd8 hoursyour child will
receive amfiunexcused absence You must call ireach dayyour childis out. You will receive a letter
once your child receiveS unexcused absences. Ple&dKBTE: Five tardies will equal one unexcused
absence A child will be considered tardy if he com&sschool aftel8:30 a.m. Research has shown that
there is a stnag correlation between attendance and achievement in s¢heoéfore, our attendance policy

will be strictly enforced in accordance with Broward County Truancy Regulatidtisase do your best to

get your child to school on timevery day. The studentust bring a note from home or doctor after each
absence.

EXTRACURRICULAR CLUBS PROGRAM

Extracurricular activities take place from 3:8®M0pm, unless otherwise specifie@lubswill be named
according to thepecific club offered and will be organized by parent volunteeosher instructors Rates
may differ according to the program and will consist of 4 weeks of particip&tadents must be picked
up by 4:10pm the latest. A child who attends a clubranthins after 4:10, will be placed into the aftercare
program and parents will be charged the daily rate for aftercare.

EARLY DISMISSAL

If you need to pick up your child during school hours, you must do so through the main office. You will be
required to sign an Early Dismissal Log at which time we will call your child to come to the office. We
encourage parents to schedule doctor app@nts after school hours in order to minimize disruption to the
classroomYou may not sign your child out after 2:00 p.m.

COMMITTEES

Greentree Prep encourages parents to participate in the different committees that are aviitahle lto
order to participate, parents have to apply to be on the committee and then attend the meetings. There al
two committees on which parents may sit:

*  School Improvement Team (SIT)/ School Advisory Council (SAC)- This committee meets
once a mott. This group of parents are responsible for assisting the Principal in making various
decisions regarding different aspects of the s@whinctioning.

ASSESSMENT

Your child is assessed in a variety of ways as he/she progresseghttGreentree Prep. One form of
assessment is standardized tests. We test twice a year. The first time is in the fall to get a baseline scor
Then we test in the spring so that we can assess youd€lgitdwth and progress. All students in scinool

are tested. In addition to these tests to measure growth, GTP will also administer all county and state
standardized tests.

Another form of assessment is reading inventories. We give each child in our school a reading inventory to
see what levehe/she is reading at. This helps us assign them to the correct level of reading group as well
as to tailor the curriculum to meet their needs.



STUDENT AWARDS

Additionally, at the end of each semester Greentree Prep will héldrmor Roll AssemblyPrincipal Honor

Rol | i's awarded to students with straight pedbs. I
guarter At the end of the yeawe hold our Greentree Prep Award Cerematywhich time each student
receives a personalized award from his/her teacher. There may also be special awards given out such as a
and music awards.

RETENTION

At the end of the school year, the decision may be made for a child to be retained for the following year.
This decision is made by the Principal, Superintendent, Teacher and any other relevant parties. The paren
are always informed of the decisiontnhe f or m of a f or mal conference
Pupil Progression Plan.

SCHOOL PICTURES AND YEARBOOKS

School pictures are taken at least twice a year. Information is sent home for you tafitl @aturn if you

wish to order the pictures. In the spring, we also take class picidrieh can also be orderedVe will

print yearbooks and sell them in the spring and we need volunteers to put this task together. Information
will be sent home regding yearbook salesP| ease send pictures of you
throughout the year to the Assistant Principal

in the back. All pictures will be returned to your child.

LOST AND FOUND

In order to avoid problems before they occur, we ask that you label everything that belongs to your child.
We also request that you do not send valuable items (e.g. jewelry, family heirlooms) to school with your
child. Please write a note to your clilslteacher first and then to the front office if your child is missing
something

SCHOOL LUNCHES

Children may bring their lunch from home or purchase a school lunch monthly. Students may novked rem
from the campus for lunch. We encourage healthy eating habits, so please limit the sugar intake in your
childés lunch. Cans of soda, carbonated drinks, and glass bottles will not be permissible in school. Hot
catered school lunches will lpgovided and can be purchased montho outside purchased lunch (i.e.
McDonalds, Chidil-A, et c.) will be permissible at school,
upon arrival to the school. We do not allow students to share lutitlkeach other to avoid safety concerns

such as allergiedNo special lunch deliveries will be available. Every Friday, Pizza will be available for a
nominal feeThere will be no refunds for purchased pizzaall orders are made in advance.

If a gudent forgets his/her lunch, we will notify the parent and we will provide a cheese sandwich or hot
lunch if available. The student will be charged $5 for lunch on this day.stlident will not be allowed
another charge until the previous charge lteen paid. Students in this situation will be provided with a
lunch for a fee of $5.00o child will be denied a lunch.

See the front office to obtain information of monthly rate for hot school lunch program.
Lunch money is colleted at the beginning of each month and will cover four weeks of hot lunch by an
approved and certified cate



FEES

Any fees accruednust be paid in the main office. Checks, cash, and credit cards are accepted. When
writing a check, please indicate what the fee |i:
name in allchecks. All monthly payments (before/aftercare, cldbach, etc.) MUST be paid by the
deadline Late payments of $10 will be assesd@ldase see the fee payment schedule for more information.

SCHOOL SUPPLIES

School supplies will be purchased for your child for a feeHowever, we encourage that you purchase

the essential items such as copy paper, lined paper, crayons, pencils and erasers to have readily available
home forhom wor k assi gnment s. Il f you would I|Iike to d
advise your Ifgduopttdpgushasesupmids ermryour own, please see the office for a list

of required supplies.

School Agendas will be disbiited to the students the first day of school.

TEACHER CONFERENCES

All parentsare encouraged toeet with their childs teacheB timesduring the school year (Fall, Winter,
and Spring) We encourage you to have conferences more,@fteaffective communication is one of the
cornerstones of education.

COMMUNITY AGENCIES

We have formed partnerships with fioedlowing community agencies:

* Treasure Chatprovides Speech/Language Therapy for our students. Contaetrtipais office
for more information. Bilingual Speech therapy is also available.

* Women in Distressprovides various types of counseling services for those families whom we
refer. They also work with us on parenting workshops. If you are in need of their services and
do not want to go through GTP office, they can be contacted directly -dt1331

* Family Central provides families with assistance with after care fees. Each family is evaluated
on acaseby-casebasis. You may contact them directly for further infororaat 9547247573

COMMUNICATION

The student agenda and Class Dojo wildl be your
teacherPlease remember to check your childls backpack daily for letters and bulletins announcig
upcoming events that will be attached to the student agend@ieachers will also be communicating via
emails. Please check your emails daily.

You can contact the Main Office during the hours of 7:30 a3m0 p.m. Our Voicemail system can be
reached at any time throughout the day or night. Through this system, you can call your child in absent,
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contact the aftecare program, leave a messdgeanyone on our staff including your chilsl teacher.

Please feel free to use this number whenever you feel it is necessary as teachers and other staff membe
check their messages regularly.

Another great communication tool is the Monthly Newsletart out regularly with upcoming events and
announcements.

ALL SCHOOL COMMUNICATION WILL BE SENT VIA EMAIL FROM
INFO@GREENTREEPREP.COMR PLACED IN OUR MONTHLY NEWSLETTER. Reminders and
updates will be psted on the Remind app, social media accounts, Class Dojo and our websiteid
confusion, please do not rely on information given by others.

IMMUNIZATIONS/PHYSICALS

Please make sure that all of your chgdmmunizations are kept up to date. Children entering Kindergarten

- 2"9grade must have their Hepatitis B immunization upon entering school. Keep in mind that even if your
child is not inkindergarterthis year, he/she must have his/her Hepatitis B imzadion by seventh grade.

If a child does not have immunizations, exemptions must be protodgeder the school.

Physicals are due every two years.

HOMEWORK POLICY

This is ageneraloutline (by grade) of the time and days suggested for homework. In addition to this,
unfinished class work will also be sent home for completion.

Kindergarten: There will be daily homework assignments to reinforce thésldgssons. We recommend that
parents assist their child by reviewing classroom activities and reading to him/her each night.

First Grade: Students will be given vocabulary words and spelling words to practice. Math will be assigned
nightly. Students should be reading nightly for a minimum of fifteen minutes. Social Studies or Science activities
may also be assigned. Homework should tddaial520 minutes nightly, not including reading.

Second Grade: Students will be given vocabulary words and spelling words to practice. Math will be assigned
nightly. Students should be reading nightly for a minimum of fifteen minutes. Social Siudieence
activities may also be assigned. Homework should take abe@ &nutes nightly, not including reading.

Third, Fourth and Fifth Grades: Students should have-3® minutes of homework daily. Math will be assigned
nightly. Students may recespelling, writing prompt and vocabulary homework. Students should be reading
nightly for a minimum of 30 minutes.

Sixth, Seventh and Eighth Grade:Should will be provided with 460 minutes of homework daily. Math will

be assigned nightly. Studemtgy receive spelling, writing, vocabulary, and reading comprehension homework.
Students should read nightly for a minimum ofZminutes.

RESPECT FOR PERSONS AND PROPERTY
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RIGHTS:

Students have the right to be treated with respect and honesty.

Students have the right to privacy

Students have the right to a safe and orderly school.

RESPONSIBILITIES:

Students have the responsibility to demonstrate the character edti@atson

Students have the responsibility to treat others with respect and honesty.

Students have the responsibility to respect the rights of others.

Students have the responsibility to treat school property and the property of others with respecttand to ac
in a way that does not interfere with the rights of others and is not harmful to the health and safety of others

Unacceptable Behaviolleading to Disciplinary Action / Suspension / Expulsion
Leaving class or school without permission Not attendiig school (truancy)

Being tardy excessively Skipping class
Out of assigned area Disturbing the class by being disrespectful
Refusing to obey a staff member Failing to follow classroom rules

STUDENT ACCIDENTS

Any student injured at school will be sent to the office. The parents will be contacted by the teacher or staff
member in charge. All student accidents will be reported to the Principal and a STUDENT ACCIDENT
REPORT completed.

MAKE -UP WORK

The student and the teacher shall work together to make up any missed assignments, tests, homework, et
whether for excused or unexcused absences, up to the specified absence limit.

Immediately upon returning to school from an absence, the studertiesgalen the number of days missed

plus one additional day to submit the makework for full credit.

FIELD TRIPS

GTP Board believes that field trips, both in and out of the county, can be an integral part of the learning
processn many areas of education. For purposes of this policy, a field trip shall be defined as an approved
trip away from a school site.

WITHDRAWALS

A Withdrawal Slip is necessary when a child leaves school during the school yelibét swgned by the
classroom teacher and the Principal. The teacher will put the reading and math levels on the withdrawal
form. Be sure that all school property has been turned in by the child before he or she leaves the school.
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REPORT CARDS

Teachers will schedule conferences with parents and students each quarter around the time of interim repor
to discuss student progress. Repairids will go home at the end of every quarter. The chief purposes of
these reports ar

* to help parents understand the c@ddrogress in relation to the sch®lobjectives;

* to help parents share in planning for future progress; and
* to help the child grow through an evaluation of his habits, attitudes, and achievements.

BIRTHDAY C ELEBRATIONS

Birthdaycelebrationsnust be approved by the Principal and will only be allow#hin the last half hour

of the school dayat 2:00pmonly on Friday. No soda may be served in school at any time. Only juice
boxes, water and milk are acceptable drinks. As per Federal regulaimm@memade food may be
served.

Birthday parties are welcome but must adhere to the above guidelines. Each class maglehbvatmsn

at the following times of the year: before wanbreak, and the End of the Year. Other celebratitas

be approved on a cabg-case basis. Teachers will send home a list of approved items for each child to
donate. This helps prevent food overages and wasteapjmoved items will be sent home with the

child.

ILL CHILDREN

Sick children belong at home so they can recuperate and not spread their illness to othe@ildren

who become ill or injured will be escorted to the office. A pass will be filled out properly each time a child
is sent to the office. The student will bringa copies back to class; one for their file and one to go home
with them. Children are allowed to lie down in the office for fifteen (15) minit@slonger rest period

is necessary, the parentwill be called to pick up the child

The Department of Heth requires that children stay home for 24 hours after a fever has sulsidedr
consists of 100.4 or highe€hildren with a fever, vomiting, or other contagious symptoms will be sent
home immediately. Please contact the school if your child hastagious symptom so that we can prevent
further spread of the illness. After two days ol

COVID-19

Greentree Preparatory Charter will foll@DC guidelinesndBroward Cainty SchoolsegardingCOVID-
109.

HEAD LICE

Lice are a common problem found in schools. Tisesall parasites can be found on human heads. Children
who are found to have head lice will be sent home until the lice have been treated. Please contact the mai
office immediately if you suspect your child has lice so that we may prevent further spceadcAt or 6 s n
is REQUIRED upon returning to school.
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MEDICATIONS

All medications, including over the counterystbe administered through the office. The proper paperwork
must becompletedand the office is responsible to schedule and administer all medications. Neither aspirin
nor nonaspirin pain reliever are not allowed without a do@sonote. We do not supply any non
prescription medication. If your child needs to take any medication during school hours, please
completely fill out the Medical Authorization form signed by the prescribing physician and return it to our
office to be placed in your chibé healthfolder. All prescription containers must be current and match the
authorized prescription. No over the counter drugs can be administered by anyone on staff.

For children with severe allergies and who have been prescribed deipparents must complede
medical log form indicating the allergies that would indicate a need to use the prescription. -Pes Epi
will be kept in a safe | ocation in the childés
allergies.

PLAYGROUND RULES

The supervising adult will be responsible for enforcing these rules and ensuring the safety of the class.

1. Slide down the sliding board, sitting, facing forware at a time
2. Walk up the slide ladd®&OT the slide.

3. Stay away from the buildings.

4. No throwing of sand, rocks, or mulch chips.

5. No running inside the school building.

RECESS OPPORTUNITIES ARE TIED IN WITH EDUCATIONAL ACTIVITIES, such as painting
number &cts on the sidewalk, practicing spelling with chalk, or looking for nature objects as part of a
science lessonPlease take a moment to review playground safety rules with your child.

LOTTERY
If in any given year, more applications are registereddanission than seats available, a lottery will ensue.

Each student represented by an application, including those students with disabilities will have an equal
opportunity of being selected for enrollment into GTP via said lottery system.
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GREENTREE PREP

SCHOOL UNIFORM GUIPELINES

You must purchase all uniforms through the school’s front office.

White or light sole sneakers. No black sole sneakers or shoes will be allowed.
All sneakers for students in kindergarten thru 2nd grade must be Velcro sneakers to prevent
tripping accidents.

Uniform combinations have been approved by your Board of Directors. The colors of the school
are green, yellow, and charcoal gray. Please note: You must purchase the official uniform through
the school and it must be worn every day. Your child must wear one of the approved uniform
combinations everyday.

Official uniforms include: Polos shirts and khaki bottoms. Boys can wear cargo shorts or pants and
girls may wear skirts, skorts, pants or shorts 4 inches above the knees (Bermuda shorts). PE
uniforms may be worn on Fridays.

We expect compliance with the uniform requirements and it will be strictly enforced. If your child
is out of uniform, we will call you to bring in the appropriate uniform. Please prepare for the
cooler weather with an approved Greentree Prep sweat shirt or cardigan

* Book Bags with wheels will not be permissible at school.
Green for Jeans

On certain days specified by the Principal, students may opt out of wearing their school uniforms
and wear jeans. The jeans must be plain and to the ankles. Jean shorts, skirts and skorts are not
acceptable. Uniform shirts must be worn with the jeans as well as uniform shoes. If you choose
not to participate in the greens for Jeans and it is held on a Thursday or Friday or the day before a
holiday/teacher planning day, the Friday uniform must be worn. Any student who participates in
Greens for Jeans must bring in the $2.00 (I0U’s will not be accepted).

“TEACHING BEYOND THE STANDARDS...”




GREENTREE PREP
B CHARTER K-

VOLUNTEER
PROCEDURESAND
GUIDELINES

T EACHI NG BEYOND THE STANDARDSO0
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GREENTREE PREPARATORY
CHARTER

MANDATORY VOLUNTEERING

Thank you for your commitment to your childés education at GREENTREE

PREPARATORY CHARTER . This section is designed to help you complete your
volunteer hours with us.

The best way to ensure that you complete your hours is to start right away. The first step tc
completion of your hours is to write a note to your aldeacher as soon as pite to

find out what he/she needs done in his/her room. Weedlize that many of you work;
therefore you might also want to ask your clilsl teacher what you can do at home to help
the classMandatory Volunteer Hours: 25 hours for 1 child / 35 héor® or more children.

You may also contact the Principal to discuss creative options for volunteering. Please let
us know if you have a particular talent or skill that you would like to utilize. Volunteer
opportunities will alsde included in our schad$é monthly newsletter. Be sure to check
your childds backpack and read the newsletter on a regular basis. Once an event is
announced, there may be a limited number of volunteers required. Please be sure to sign L
ahead of time in the front office to volunteer for an ev@tease do not show up to votaar

for an event if you have not previously signed up and been called to coMfierare always
willing to work with you to make your volunteer hours as enjoyable and beneficial as
possible. Please remember thatyour child to be reenrolled in GREENREE for the
following school year, you must have all of your volunteer hours completed by MARCH. In
January we will send home a letter that states remaining hours needed.

The entiretGREENTREE PRERtaff looks forward to working witleachone of you as &
continue the journey througfourc h i eddcat®n.
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Guidelines for Volunteers

1. The safety and education of students must be the main concern of volunteers while engaged in
school activities.

2. All volunteers must sign in and out of front desk office and must wear ID badge at all times in
order to be permitted on school grounds.

3. All volunteers must register through Broward County Schools and receive an approval before
volunteering.

4, If volunteering for a field trip, volunteers must complete an FDLE background check before
chaperoning.

5. Individual studeriis grades, records and abilities are personal and confidential information.
Students have a right to confidentiality under Florida Sta2®083 that covers:
academic work completed family background information
standardized test scores attendance records
health data grades
interest inventory reports teacher or counselor ratings and observations
reports of seriosior recurrent behavior patterns
6. Students may not be given medication by volunteers.
7. Volunteers will not contact parents regarding student performance or behavior.
8. Classroom supervision and student discipline aregfgonsibilities of the teacher and school.
9. Permission for a student to leave the classroom must always be given by the teacher.

10.  Volunteers are required to sign in and out before they begin their volunteer hours and after they
complete the hours.

11. For identification, volunteers are required to wear a name badge when helping with school
activities.

12.  Volunteers will be assigned only to staff members requesting assistance.

13.  Punctuality and reliability are expected since teacplars for volunteer assistance.

14. Comparing and criticizing teachers and students is not acceptable volunteer behavior.

15.  Volunteers should be in good physical and mental health.

16. Volunteers are expected to be wglbomed and dressed appropriately.

17.  Voluntees should set a good example for students by their manner, appearance, and behavior.

18.  Volunteers hours will be lagedand will be added periodically to allow parents to know the
number of hours they have completedanuary and in March

18



What School Volunteers Do

School volunteers work with teachers who request them to:

EXTEND theteacheds teaching time

A A-A-_A_0_9_42_9_95_°2_-°2_4°_-2

read stories

assist in labs

answer questions

check student work

create learning centers

tutor in math and reading

use audievisual equipment

find materials for classroom use

help older children with research

reinforce skills by poviding extra drill

work with norEnglishspeaking children

play spelling, phonics language, math games
assist child with makep work and missed tests

ENRICH the learning environment

A=A -4_9_49_9_9

dramatize stories

assist with art projects

makeeducational games

help children choose books

assist with creative writing

help children use video camera

type and reproduce class newspapers and other projects
record books for students who have reading difficulties

EXPAND the resoures of the schoel

= =2 =481

display special collections

explore career opportunities

add expert resources in special classes

give performances or demonstrations in the arts

show slides and comment on experiences in other cultures

ENLIST the community as partner with the school

= =4 =4 -9

provide a tweway bridge between school and community

enable taxpayers to know school problems and successes

stimulate understanding and support of all school programs

post about thechoolon social media to help with community outreach
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FREQUENTLY ASKED QUESTIONS & ANSWERS
GREENTREE PREPARATORY
VOLUNTEER HOURS

Do I have to do all of my hours?Yes If all of your hours are not completgu will be asked to
meet with the administration and/or Board prioetwolling your childfor the following school
year. Supplydonations are also accepted in lieu of physical volunteer hours to help purchase
additional méerials for the school.

By when must my hours be complete’ALL VOLUNTEER HOURS MUST be completed by
March 19" of the school yeab0% ofyour volunteer hours should be completedlaguary.
Volunteer hours completed over the summer will count for &x school year. Families will be
notified of remaining hours in January.

Who can complete my volunteer hours for me?Anyone with the following relation to a
GREENTREE PRERBtudent mayomplete the 2 hourg35 hoursof service Mother, Father,

Sister, Brother, Aunt, Uncle, or GrandpareRtease Note: Siblings volunteering must be 18 years
or older and not currently attending a public schodlhoever is volunteering must make sure

that the appropriate paperwork is filled amid signed in order to get credit.

Do | have to take time off of work to come in during school hours and volunteer®No. There

are many activities that count as volunteer time that can be done at home or after school hours.
Please contact your chdd teacher or the principal for suggestionbere are family night events,
movie night, fall festival, fundraising and other activities that are available after hours for
volunteer opportunities.

What counts towardsvolunteer time? If you ever have dditional questiors, please call the
mainoffice. The following activities have been approved for volunteer hours

Making phone calls for teacheiar special events or projects.

Helping out withhomework duringpefore and/or after care

Organizing fundraisers.e. Yankee Candle, Valentine Grams, Turkey Grams, Christmas grams,
Assisting children with onen-one tutoring during school hours.

Chaperoning field trips

Attend Advisory Board Meetings

Attending Service Hour Opportunities (I.e., Publix Matght, Dining Fundraising events, etc.)
Helping outside of thelassrooms

Helpingin the front office

Cafeteria duty (Always Neededl))

Car Line

Setting up for special events (i.e. Fall Festival, Kindergartedu@t#on, Field Day, IhtFestival, etc.)
Classroom preparation (i.e. cutting things out, organizing materials)

Reading to a large or small group of children

Speaking to a group of children (i.e. on Career Day)

Helping out with theéExtracurriculaProgram

Copying materials for tehers

Helping out with Health duties during health screening week.

Working at a éstivalevent

Donating items approved by administration for festival and other sg¥idelevents.

E I S T B R . S R N R
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10.

11.

12.

*  Painting the classroomiallways,or other areas before the beginning ofeav school year.

*  Assisting in the renovation or restoration of outdoor areas for the school, which will ensure a safe area for the
children to be in.

*  Posting school initiatives on Social Media to create community connections

Pleaseread newsletterand notes sent home throughout the year for announcements of special
volunteer times, such as festivals, field day and graduation.

Is there any time that | spend at school thadoes not countas volunteer hours?
Yes. The following activitiedDO NOT court as volunteer time:

* Having a birthday party for your child

* Parent/Teacher conference

*  Attendinga GREENTREE PRERestivalor activity, but not workinghe event
* Donating food items for classroom celebrations.

*  Donating for fundraisers

If I am an employee of GTP, do | still have to complete my volunteer hours?Yed Although
your child knows that you are at his/her school on a daily basis, he/she does not interact with you
daily as you have a specific job to do.

Can | do something that was not requested.é., create material for class) and then get
volunteer time for it? No, youmustget approvafrom administration as well as the teacher,
before doing volunteer houfsr something you would like to caige If there is something that

you would like to do for a class and feel that it is worthy of volunteer time, simply ask your
childés teacheAND administration for approvalRemember, let us know if you have a particular
skill or capability to help outExample: If you have auck,you may be able to help us transport
items).

If I h ave already volunteeredor my 25 or 35 hours, can | still volunteer?
By all means, please do! We encourage volustigelend us a helping hatlttoughouthe year.
The hours, however, do not carry over to the following year.

May | bring my other children with me when | do my volunteer hours? For safety and
practical reasons, we request that W bring any other children with you while you are doing
yourvolunteer hours. Please make yohildcarearrangements accordingly before your
scheduled volunteer time.

How do | prove that | have completed my volunteer hours™ you are working on campus
during school hours, you must sign in and out in the offra have hours approved and signed
off by the teacher whom you assisted or front office administrative athffours are recorded
with the school. Parents may check on the status of their volunteer hours at any time through
FACTS parent portal.

What if | have a hardship and | am unable to complete volunteer hours¥ou must provide in

writing any deviation from our volunteer policy targrincipal that explains your extenuating
circumstance. These are approved case by case by our administration.
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Volunteer hours(cont.)

WHAT TO DO IF.....

A Child is Injured:

If a child should receive an injury while under your care, do not attearggtminister any type of aitllo
matter how minor the injury is, you should immediately notify the teacher or a staff member.

A Child Becomes Il

If a child complains of noteeling well, you should notify the teacher immediately. You should never
administer any form of medicine to the child.

You Are Injured

Should you become injured while performing the duties of your job, notify the school office immediately.
The officestaff will assist you and ask you to fill out the proper accident forms.

You Are Asked to Take the Class Alane

Because you are not a pdBREENTREE PRERMployee, you are not legally permitted to supervise a
class alone. Consequently, if the teachestnteave the room, arrangements should be made to have a paid
staff member present.

Someone Asks to See a Child

If a person who is not a member of the school staff should ask to speak to or take a child, you must direct
that individual to the teachetJnder no circumstances should you grant such a request.

Someone Asks You How a Child is Doing

As it becomes known that you are working in the school, you will likely be asked questions concerning
specific children. If a parent aiiénd inquires about the chdg progress, you should s&y,enjoy working
with your child and®m sure if you schedule an appointment, the teacher would be happy to talk with you.
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Working Parents can help too!

These suggestions are only a beginning. More volunteer roles for working parents
will develop as teachers and volunteers work together.

Serve on a weekend beautification project; painting, landscaping, etc.
Research and write grants for the school.

Qut out items for bulletin board, or class activities.

Help prepare school grounds for special events.

Develop learning centers which teachers can use in the classrooms.

Make flash cards for individualized learning.

Take responsibility for one of our bulletin boards. (after 2PM)

Copy materials for our teachers.

Transfer items with your truck.

MATH NIGHT HOST at alocal grocery store.

Organize a club to help create the school yearbook

Please remember to get approval in advance for any undertaking for which you would like
volunteer hours.

fiT EACHI NG BEYOND THE STANDARDSO0
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Volunteer Roles at the Elementary Level

These suggestions are only a beginning. You will think of other ways that volunteers c&ohelp.
opportunities for Middle School, please contact the office

1. Listen to children read/ read ¢bildren. 20.  Help with handwriting practice.

2. Conduct flash card drills. 21.  Drill spelling words.

3. Reproduce materials. 22.  Help with cooking projects.

4, Play games at recess. 23.  Gather resource materials.

5. Assist with vision test. 24.  Help children with arteind crafts.

6. Correct student worksheets. 25.  Help children learn to type.

7. Prepare bulletin boards. 26.  Help arrange assembly programs.
8. Help with book fairs. 27.  Help children practice walking on a

balance beam, jumping rope or skipping.

9. Demonstrate gardening skills.

28.  Share information about local history.
10.  Tell stories with puppets or drawings

29.  Help children learn a foreign language.
11.  Assist with field trips.

30. Listen to a child bea friend.
12.  Assist with lessons in photography,

dramatics, knitting or square dancing. 31. Attend schookelated meetings.

13.  Set up dipretend grocery store to 32.  Proctor students taking tests.

practice math skills.
33. Make and play instructional games.

14.  Practice vocabulary with nelBnglish

speaking students. 36. Reinforce sight/vocabulary words.
15.  Discuss careers or hobbies. 37.  Set up science experiments.
16.  Assist with singalongs. 38. Attend and help with school events
17.  Make puppets. 39.  Chaperone Field Trips

18.  Discuss care and training of pets.

19.  Help children select library books.

24



EMERGENCY PLAN

We ask that you please take a moment to review the seriousness of these dyilanghiid.
Fire Drill

During a fire drill, all classes will take the primary route indicated on the room Evacuation Chart. Students
will walk silently in a single file line out of the room and at least sixty feet away from the building.

Under ordinary circumstaes, all doos and windows wilbe closed bytte last one to leave the roorn
case of an emergency, the teacher may use his/her discretion as to whether the lights may be turned off.

Fire drills are required by State Law at least once each qu&teentree Prefeels that the students and

staff need to be prepared, so our drills are practiced monthly. Students ahtis3difexit the building

upon a fire alarm signal, with the exception of the Administrative staff. No student or staff member should
return to he building until the all clear signal is given. All students and staff showddtez the building
without talking in case of verbal directions aeeded to exit the building again.

Bomb Threat/Serious Threat or Endangerment

Radio transmissions can activate devicesUpon receipt of a bomb threat or other threatening situation
requiring evacu@on of the school building, aevacuation signal will be issued. The signal will be the fire
alarm signal. All students and staff members, with the exception of the Administrative staff, MUST
evacuate the building immediately using the Fire Drill Plan unless otherwise specifiethe@wealkie

talkie system. Upon leaving the classroom, please scan the room for any objects that are out of the ordinary
Do not touch or rearrange anything in the classroom, especially suspicious items such as bags or package
911 will be called by thAdministrative staff and the Bomb Squad will be sent to investigate. The Principal

or site designewill meet in the office to begin the search pattern. A staff member may volunteer to assist
with the search buts not required to do so. If no foreigiject is found, students and staff will remain
outside the building until the Bomb Squad permits access back into the building. No student or staff
member should renter the building until the all clear signal is given.

Tornado (Hurricane) Drill

A tornado warning will be given verbally over the walkadkie s/stem or by a message carrigll.students

and teachers are to enter tlesignated areand crouch on the floor with their arms covering their heads.

If thereis imminent danger, the teacher should instruct the pupils to lie face down, draw their knees up
under their body and cover the back of their heads with their hands or a book. The pupils should take
protective cover under a desk and away from windowglass if at all possible. Those who cannot get
under their desk will crouch at an interior wall with their heads covered.

Serious Incident

Should a situation occur where student/staff safety is concernatnaancement will be madver the
walkie-talkie. The announcement will sajive are in Lock Down Mode, remain inside until further
noticeo
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At that time, all staff should remain in the rooms where they are located and the teacher should immediately
lock all classroom doors. All students and personnel should crouch on the floor away from all windows.
When there is no longer an emergency, the following announcement will be made over the intercom system
fiTeachers and Students, the emergency situationrachool has been taken care of and you may resume
your normal routiné

Bio-hazardous Threat

In the event thathere is danger concerning our school wherehaipardous material is concerned, all
students are to evacuate their classrooms and galésignated area (Appendix. @) the event that the
danger is imminent, remain in classrooms, ensuring that alf @wersealed shut as well as all windows.

Emergency Evacuation

In the event that we are faced with a dangerous situation that requires students and personnel to be remov
from campus, an evacuation route is in place. Alkig-talkie announcement will be made by
Administration stating that there is an incident threatening our school, and to immediately follow emergency
evacuation procedures. ALL students and faculty will leave ti@gsrooms angroceed in an orderly
fashion towardhe designated locatioihis event is not practiced, séitimperative that all students are
aware of procedures.
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CURRICULUM!

Houghton Mifflin Journeysis a spiraling curriculum encompassing all of the
major subject areas including language-arts, literature, poems,

sayings phrases, science, social studies, art and music. Soiraling means
that the studentslearn similar topicsin greater depth year after year.
Houghton Mifflin is a comprehensive reading approach that integrates
reading, phonics, grammar, spelling, technology, and test-taking skills.

Go Math! isa K-6 program aligned with the Common Core Sandards. The
program emphasizes Big Ideas and depth of understanding through
interactive lessons, research based instructional approaches, best practices
from around the world, and different instructional resourcesto ensure
success for all students.

Character First! teaches studentsthe characteristicsthat they need to
become responsible and productive citizensin our society.

I-READY ¢ This program is a diagnostic and instruction curriculum software
program for math and reading. It provides personalized student instruction
targeted to student Qunique areas of needs.

T EACHI NG BEYOND THE ST ANDARDSO0
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GRIEVANCE PROCEDURES FOR PARENTS

If parents disagree with established rules of conduct, policies, or practices, they can express their concer
through the problem resolution procedure.

If a situation occurs when parents believe that a decision affecting them is unjust or ineqhigdee t
encouraged to make use of the following steps. The parent may discontinue the procedure at any step.

* Parent pesents problem to the Principal writing, within 5 school days after incident occurs. If the
Principal is unavailable or the pardiglieves it would be inappropriate to contact the Principal, parent
may present problem tbe Director of Operationsr any other member of the Board.

*  Principal responds to problem during discussion or within 5 school days, after consulting with
approprate management when necessasggistantPrincipal documents decision.

*  Parent presents problemttee designeef Greentree Prepn writing, within 5 school days, if problem
is unresolved.

* TheDirectoror designeeeviews and conders problemTheDirectoror designeand Principal decide
whether the problem can be resolved at the school level or requires a Board ddtisiBrincipalor
designeénforms parent of decision within 5 school dajZarents may also, at atiyne, request to have
an item placed on the Board agenda. This is done by guktnrequest in writing to therincipalat
least 24 hours before a Board meetinot every problem can be resolved to evergmnéotal
satisfaction, but only through disssion and understanding of mutual problems can parents and
educators develop confidence in each other. This confidence is important to keep trecihoohe
partnership stnog.
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