Hamlin Elementary
Handbook of Policies and Procedures
Attendance
It is very important that every student be in attendance at school unless the child is ill.
Although there are some assignments that can be completed later, there are many
important activities that cannot be repeated. The responsibility of attending school and
arriving on time is an important attitude for children to develop. If you arrive late for
school, please bring your child to the office and sign her/him in. Late arrival at school is a
disruption to the classroom, the other students and to the late child. Please make every
effort to arrive at school on time. Hamlin utilizes an electronic attendance to report
absences to the State of Michigan. We want to assist you if you are having difficulty with
regular attendance or excessive tardiness. Though regular attendance is important, when a
child is ill, he/she should stay home in order to recover. Children may not return to school
until they have been free of fever for at least twenty-four hours.

Safety Check
Our school safety check program is designed to ensure the safe arrival of your children at
Hamlin School. In order to provide a more efficient program, parents should call the
Hamlin twenty-four (24) hour school attendance line (248) 726-3610 by 8:30 AM to
report all absences. The following information is needed:
•
•
•
•
•
•

Name of your child
Teacher’s name
Nature and length of the illness or absence
If you don’t know length of absence, please call again on subsequent days
Notify us of communicable diseases
PM Kindergarten absences should be called in by 11:30 Noon

This plan of safety will alert us that your child is missing, only if you call.

Prearranged Absences
If you know in advance that your child will be absent (doctor’s appointment), you may
call the 24-hour school attendance line (248) 726-3610 or send a note to school with your
child. Teachers are asked not to release students unless directed to do so by the office.
When you need to take your child out of school early, come to the office and sign him/her
out. Upon returning to school the same day, you should also sign your child back in. This
procedure ensures the safety of your children. Teachers appreciate a note from parents
when a child returns to school following an absence.

Assignments for Absent Students
If you would like assignments for your child who is absent for an extended period,
teachers will be happy to provide missed assignments. Please leave a message requesting
the assignments on the teacher’s voice mail. We will send work home with a
sibling/neighbor or have it in the office for you to pick up. It does take time for the
teacher to prepare assignments, so it is expected that the parents will see the work is
completed and returned to school. Extended vacations that do not coincide with the
school calendar are discouraged. Teachers will not provide assignments for these
absences.

Work Not Completed During Absences
It is the responsibility of the student to do any necessary work that was assigned during
an absence. There may not be time during the school day, so the work may have to be
completed at home. Typically, two days for each day absent is given to turn in the work.
Parents’ supervision and support is needed.

Tardiness
Students should make every effort to arrive at school on time each day. Late arrivals may
miss some instruction; they also create disruption in the classroom. Arriving on time is a
responsibility that needs to be developed by all students. If a student does arrive late,
he/she must report to the school office so their name can be removed from the absence
list. All absences and tardiness are reported electronically to the State of Michigan.

Bikes
In Rochester Elementary Schools, children in grades three through five who live within a
mile of the school are permitted to ride their bicycles to school. We are also allowing this
age group to ride their scooters to school. Children in those grades who live beyond a
mile and do not need to cross a major highway, may ride to school with a note on file in
the office. Skateboards and roller blades are not permitted.

Books and Supplies
All books and supplies needed for the basic instructional program are provided by the
school district. It is expected that the students develop the responsibility to take care of
all materials. The parents must replace books that are damaged or lost. Students may also
bring their own supplies if they prefer (pencils, notebooks, etc.). Teachers may also
request that the students bring other materials to enhance their education. Textbooks,
which are taken home, must be brought back each day, as extra copies are not available.
Library books must be returned on time so other students may use them.

Communication Between School and Home
The school staff believes in the importance of good communication between the school
and home. Several means of communication are provided:
•

Monday Notes
o Written by the principal each Monday. The standard way to receive
Monday Notes is via email. If you are not receiving Monday Notes, send
an email to Mr. van Staveren at gvanstaveren@rochester.k12.mi.us.

•

Curriculum Night
o An evening in September when teachers review plans for the year.

•

PTA Meetings
o Informational meetings with parents, principal, and teacher
representatives.

•

Parent/Teacher Conferences
o The most important means of communication we offer. You will be
invited by your child’s teacher for a conference, or you may request a
conference by sending a note or calling the school office.

•

Report Cards
o Completed twice a year: end of January and end of school year.

•

Family Nights
o During the year, the Hamlin PTA plans several activities, which will
provide opportunities for parents to visit the school: Open House, Pizza
Dinner, Science Olympiad and Family Night are all examples of these
evening family activities.

•

Classroom Newsletters
o Many classrooms produce weekly or monthly letters. Teachers also send
home notes, reminders and make phone calls to parents.

•

Hamlin Web Site
o Updated regularly is an electronic means to stay informed.
http://www.rochester.k12.mi.us/pages/321/hamlin

Daily Schedules
6:30 AM
8:10 AM
8:15 AM
8:15 AM - 3:11 PM

School Aged Care opens
Students admitted to the school
Classes begin
Full Day of School

8:15 AM - 11:23 AM Half-Day
Please plan your child’s arrival to coincide with the time he/she may enter the building.

Critical Incident Team
At all Rochester schools, there is a Critical Incident Team in place. At Hamlin, this team
consists of the principal, learning consultant, social worker, psychologist, special
education teacher, and the school secretary. This team meets periodically throughout the
school year to review, rehearse, and plan for potential situations. The team takes action
during a significant student injury, during a state or national situation (the 9/11 attack),
and in the case of a local tragedy. The Critical Incident Team is first concerned with
safety and then focused on helping children and their families deal with these difficult
situations.

Dismissal Procedures
This year, Hamlin had 420 children enrolled on the first day of school. Approximately
one hundred (100) of those students ride a bus home. All other children either walk or
are picked up by their parents. Parents are encouraged to allow their children to walk
home from school. If you choose to pick up your child from school, patience and
cooperation are the keys. Students who are being picked up are taken to the front of the
building, where parents form a one lane and remain in their cars. An adult walks children
to their parent’s car. Parents may also park their car in the rear parking lot and meet their
child before he/she enters the parking lot. With over four hundred children leaving the
school within a five-minute window, we must all be alert, patient, and cooperative in
order to provide the safest possible situation for all of our children. For detailed
arrival/dismissal procedures please visit our website.

Dress for School
Although the school has no specific dress code, students are expected to come with
appropriate clothing. During warm weather, shorts may be worn but should be
appropriate for school; bare midriffs are not appropriate. Remember, the building is airconditioned. During wet or cold weather, students need jackets, coats, and leg coverings.
All students should also have boots or weatherproof shoes for the winter months.
Students do go outside at recess and at the lunch hour, weather permitting. If the wind
chill factor drops below zero degrees Fahrenheit, children stay inside. Items of clothing,
particularly coats, jackets, and boots should be labeled with the student’s name. Students
who wear shoe boots to school must have a pair of shoes to wear in the classroom.

Emergency Cards

Every child must have an emergency card on file in the office. Emergency Cards hold
valuable information, which allows the school to notify the parents of an illness, injury or
to determine a serious health situation. Information on these cards must be accurate and
current at all times. Students can only be released to adults who are listed on the
emergency card.

Emergency Early Dismissal
On very rare occasions, it may be necessary to send children home early. This may be
due to mechanical failures such as heating, electrical, or plumbing. This may also be
necessary due to severe weather conditions. Each year, the PTA puts together an
Emergency Fan Out System. Operated by volunteers, this system is activated in the event
school closes early. Volunteers come to the school with cell phones and contact each
child’s parent. Children remain in school until a parent arrives to take them home. This
system is not used when school is closed for the full day, only when children are being
sent home early.

Field Trips
Field trips add much to an educational program. Rochester elementary students will
attend two to four trips per year. These trips have been designed to follow the district
curriculum, be local and to be transported by district busses. Contributions to the
Rochester Schools Foundation help to offset the cost of these trips. No child is denied a
trip because of inability to pay any costs.

Hearing and Vision Screening
Each year, the Oakland County Health Department conducts a screening for hearing on
all students in kindergarten, second, and fourth grade. Parents are notified if a student
fails the screening.
Each year, the Oakland County Health Department conducts a screening for vision on all
students in grades first, third, and fifth. Parents are notified if a student fails the
screening.

Homework
Your child may bring assignments home to be completed. When this happens, you can
help by providing a quiet place for your child to work, preferably away from the
television. Every child can benefit by having a quiet time at home each evening. That
time should be used for homework assignments, reading, or listening to someone read to
them. Homework assignments may consist of work missed during an absence, work not
completed during class hours, work that needs to be studied such as spelling words or
math facts, or assignments which require resources found at home. Each teacher’s

expectations may vary, but the teacher will communicate these expectations to the
parents.

Immunizations
Children must have all childhood immunizations in order to attend school. Periodic
checks of the files as well as upon new entrance to school may result in notification and
possible exclusion from school until such time that records are brought up-to-date.

Kindergarten
Kindergarten classes are provided for all children of kindergarten age in Rochester
Community Schools. The Michigan Revised School Code (MCL 380.1147 and 388.1606)
stipulate that before a child may enroll in kindergarten, he/she must be age five on or
before November 1 for the 2013-2014 school year. For the 2014-2015 school year, a
child who may enroll in kindergarten if the child is at least 5 years of age on October 1,
2014. Beginning with the 2015-2016 school year, a child may enroll in kindergarten if the
child is at least 5 years of age on September 1, 2015.

Lost and Found
A lost and found box is located near the gym. If your child loses an item, please
encourage him/her to check the box to see if the item has been found. Small items that
are found are kept with the school secretary. Labeling items is very helpful in their
recovery. Items not picked up in June are donated to charity.

Lunch Hour
Students in first through fifth grade will remain at school during the lunch hour. The
students may bring their lunch or purchase a hot lunch. The procedure for ordering a hot
lunch is:
• A menu is posted on the District web site each month.
• A lunch count is taken every morning.
• Each student has a lunch card, and parents are expected to maintain funds in the
account so lunches can be debited from the account. You will receive notice if
your account reaches +$5.00. You can make online payments to My School
Bucks: http://www.rochester.k12.mi.us/pages/65366/online-payments
• Students may qualify for free or reduced prices after the parents complete the
financial information form.
• Milk and juice are available for purchase by the students
• Students without a lunch, will be given a lunch, and a credit is placed on their
lunch card.
• Students are supervised by para-educators hired by the school district. Students
are expected to observe all lunchroom rules, and good table manners are expected.

Medication At School
Administration of medication at school is governed by strict adherence to the Board of
Education Policy. No exceptions to this policy will be allowed. Medications are
administered by one adult, witnessed by a second adult, recorded in a logbook, and
signed by both individuals.
• Students may not transport medication.
• Medications are stored in the office.
• Only medicines prescribed by a doctor can be administered at school.
• Medications must be in the original prescription container.
• Medications administered three times per day should be done at home, in the
morning, after school, and at bedtime.
• Medications needed for less than 10 days (antibiotics, prescription cough
medicine, etc.) may be administered by school personnel once we have the
“Authorization to Administer Medication” form signed by the parent.
• Medications remaining in the office for more than 10 days (Inhalers, EpiPens,
etc.) requires Physician’s signature on the “Authorization to Administer
Medication” form.
All of these forms are available on the school’s website. This procedure is in compliance
with District policy and is designed to protect all children. Please observe the correct
procedures. Forms can be found at: http://www.rochester.k12.mi.us/hamlinelementary/pages/6275/medical-forms

Parent Teacher Association (PTA)
The PTA is very active at Hamlin, sponsoring events, providing enrichments and
coordinating fundraising activities. The working relationship and cooperation among
parents, teachers and administration goes a long way in promoting the welfare of our
children and youth. Please play an active and supportive role in this organization and be
Part of The Action.

Personal Belongings
The school cannot assume responsibility for personal items brought to school. Students
should be discouraged from bringing toys and games that may be a distraction in the
classroom. Radios, electronic games, headphones should not be brought to school. Toy
knives and guns are forbidden and will be confiscated. Cell phones brought to school
must be turned off during school hours.

Picking up Students Early

Occasionally, it may be necessary for you to pick up your child early from school. We
request that you send a note with your child or call the school office to tell us what time
the child should be ready. The parent should come to the office to get the child and
should not go to the classroom first. As you are signing your child out of school, we will
contact the teacher and have the child sent to the office.

Frequently Asked Questions Regarding Class
Placement
As spring approaches, we begin plans for next year. One of the most important decisions we
make as a staff is a class placement for your child. In the spring, the principal, classroom
teachers, the learning consultant, and the student services staff meet to make preliminary
placements for next school year. The staff receives numerous questions about this process.
To help you understand the procedure, the following are the answers to the most frequently
asked questions.
How are students placed in classes?
Students are grouped in classes to achieve as much balance as possible. We want to ensure
that classes are equal according to gender, and that a variety of academic ability levels are
represented. These considerations allow us to configure classes that foster a rich and
stimulating environment for all students. Individual consideration is given to academic
ability, learning style, and social growth and development. Classroom teachers (who know
the children best) provide the most input, but placements are made with the support of the
learning consultant, the student services team and the principal.
When will placement be finalized?
Events that take place over the summer may make it necessary to add a classroom, change
teaching personnel, or revise the make-up of a particular class. These factors may make it
necessary to change class placements through the end of August.
Should parents submit written information about their child’s placement needs?
This is not generally necessary. While we certainly welcome parent input, classroom teachers
are probably most familiar with how individual children learn. If you have specific
educational information that you feel we may not have however, please feel free to share it in
the form of a letter before May 31. It is not our policy to entertain requests for specific
teachers.
When will students and parents be notified of class placements?
In accordance with District procedures, individual student assignments will be available via
www.myrcs.com to families approximately a week and a half prior to the first day of school.
This allows parents to know the teacher when they attend the late August Teacher Meet and
Greet.
If your child will not be attending Hamlin next year, please let us know so we can ensure
that records are ready to send to the receiving school.

Pride in Achievement

The purpose for your child being in school is to learn as much and as well as he/she can.
The staff and parents working together can encourage all children to do their best and
take pride in what they accomplish. Your knowledge as parents of your child’s abilities
can help you to set realistic expectations for your child. Showing approval of your child’s
progress will help him/her to take pride in their work and will result in continued steady
progress.

Recess
Elementary students have a daily recess as part of their lunch time. Lunch is 40 minutes
long, and students have 20 minutes for recess and 20 minutes for lunch. Again this year
we have implemented a recess before lunch format that is having a positive effect on the
children’s activity level at recess, the amount of food they are eating in the cafeteria and
the calmness with which they return to class. If weather permits, children go outside for
recess. We use local weather information to make decisions about when children should
stay inside for recess. Precipitation, age of the children, wind chill factor, and playground
conditions are taken into consideration when the decision is made. Zero degree
Fahrenheit or colder is the wind chill factor we use for remaining inside. Teachers may
also take the students outside for a second recess.

Report Cards
Report cards are used as one means of communicating your child’s progress. Read your
child’s card carefully. If you have any questions or concerns, please request a
conference with the teacher. We also ask that you remember the card is only one means
of sharing your child’s progress. The conferences with the teacher and the weekly work
brought home also give you important information.

Safety
The school staff shares the concern that parents have for the children’s safety. During the
school year, your child will receive instruction and reminders about safety in the following
areas:
• Rules for the building and playground (PBIS)
• Walking to and from school
• What to do if approached by a stranger
• Anti-Bullying
• Bicycle Safety
• Fire Drills
• Disaster - Tornado Drills
• Bus Evacuation
• School Evacuation
• School Lockdown
We urge parents to discuss safety with their children periodically. Adult examples are a good
way for students to learn about safe behavior. Practice fire evacuations and meeting locations
at home. Remind you child regularly about what to do if they are approached by a stranger.
Be sure your child knows how they are getting home every day. Always have them come

home first before playing with a friend. Use the schools Positive Behavior Support program
as a model for home behavior.

School Aged Care
School Aged Care (SAC) is a Community Education program that operates in all thirteen
elementary schools. This childcare program opens at 6:30 A.M. and remains open until
the beginning of the school day and then opens after school until 6:00 P.M. For more
information about availability and pricing please contact Community Education at 7263000

Student Behavior
All Hamlin staff and students practice the Positive Behavior Support (PBIS) system for
our children. Each teacher has specific lessons that they are teaching children that focus
on four ideas; Respect, Responsible, Ready and Safe. You will see these ideas posted
throughout the school and in classrooms. Rules are taught for all areas of the building so
that our students understand the expectation for using the hallways, playground,
lunchroom, bathrooms, classroom and how to arrive and dismiss each day. These
lessons/rules are posted on our website and can serve as a perfect model for home use for
dinner time rules, bedtime procedures and morning getting ready for school. Parents are
notified when a child has made a serious infraction of a rule.

Telephone Use
The school phone is available for student use on an emergency basis. We ask that you
help your children develop the responsibility to bring their books, lunch, or money to
school because such calls are not allowed. Students are not permitted to call home to ask
permission to go to someone’s home after school. Such arrangements must be made in
advance, and the school should be notified of the change. All classroom teachers have a
voicemail phone number, and you may leave a message for them at any time. The teacher
will return your call as soon as possible. We expect calls to a teacher be made to the
school during the day and not to a teacher’s home during the evening. Voicemail
numbers are published on the school’s website. Although cell phones may be brought to
school, they must be turned off upon arrival, remain in the child's backpack and then
turned back on after school is dismissed. Failure to follow this procedure will result in the
phone being confiscated by administration. Parents must then pick up the phone in the
office and that child's phone will no longer be allowed in school.

Visitors
All visitors to the school must report to the office upon their arrival. Visitors will be
given a badge to wear that identifies them as a guest in the building. Visitors in the
classroom can be disruptive, so parents who wish to visit a classroom should make
arrangements with the teacher in advance. We ask that student not bring visitors to
school. A teacher’s full attention to the students is necessary as the students arrive at

school. Parents should not expect to talk with teachers at arrival/departure times unless
there is an emergency. Please make an appointment with the teacher for a conference.

