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Absences - Homework 
When a student is unable to attend school, parents should call 

the school between 8:00 and 10:00 AM to request missed 
assignments and homework for the given day(s).  Parents should 
give the student’s name, teacher’s name, and reason for the 
absence.  Parents should pick up the student’s assignments between 
3:00 and 3:30 PM in the school office or request that work be sent 
with a neighboring student.  (Prior arrangements for sending work 
with another student should already have been made by the parents.) 
 
Admissions 

New Kindergarten students must be 5 years old before 
September 01 of the school year in which they are enrolling.  New 
first grade students must be 6 years old before September 01.  A 
recent physical examination is required when a student enters school 
for the first time.  Ages must be verified by a birth certificate.  
Immunization records must be complete and the child’s Social 
Security number and proof of residence must be presented.  
Kindergarten and first grade registrations take place in the spring, for 
the following school year.  
 All students who are transferring from other schools should 
arrange to provide copies of their academic record to insure their 
admission to the proper classes. 
 
After-School Activities 

Students have the option of attending after-school extra-
curricular programs, as well as community introductory sports 
programs.  Information will be sent home about each activity and 
students may register for the one(s) of their choice.  Community 
sports permission forms and proof of health insurance are required 
for participation and a material or usage fee may be charged.  
Parents are responsible for students’ transportation.  School 
sponsored after school activities are usually completed by 
approximately 4:30 PM. 
 
Alcohol, Drugs, and Tobacco Products 

The possession, sale, or use of alcohol, drugs, tobacco 
products, or any other controlled substance (or look-alike), on the 
school campus, is strictly forbidden.  Violation of this rule will result in 
disciplinary procedures and will be reported to appropriate law 
enforcement agencies. 
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Arrival and Dismissal 
Students should not arrive at school before 8:15 AM and should 

leave for home promptly at 3:00 PM.  Students attending the 
breakfast program are permitted to arrive earlier(8:10) entering 
directly into the cafeteria area.  Those students who walk to and from 
school will be escorted by an adult patrol following board approved 
routes for walking.  Each child should, with parent direction, find and 
take the closest and safest path for meeting the walking patrol line.  
Rules for the walking patrol line are provided in the Walking Patrol 
Lines section of this handbook.  Every child and parent is required to 
sign the affidavit for having received and reviewed this information at 
the beginning of the school year. 
 Students who are transported to school should follow the rules 
for drop-off and pick-up at each individual school.  For clarification of 
this matter, please contact the individual school’s office. 
 AM Kindergarten students may walk to school at the beginning 
of the day and PM Kindergarten students may walk home from school 
at the end of the day.  There is however, no adult patrol available for 
the mid-day dismissal and entrance.  Therefore, parents are required 
to provide transportation for AM Kdg. at 11:15 AM  and for PM Kdg.  
at 12:10 PM. 
 
Attendance 

Regular attendance is essential to a student’s success in 
school.  Most subjects are taught in sequence, requiring the 
understanding of each concept in the order of its presentation.  
Persistent absenteeism creates a genuine hardship for a student and 
is regarded as a very serious problem. 
 Pennsylvania School Laws require that all pupils upon 
admission to school, must attend regularly until the age of 17.  Legal 
excuses from school are limited to illness, quarantine, death in the 
family, approved educational travel, and exceptional urgent reasons 
approved by the school administration.  All other absences must be 
considered unexcused and unlawful.  After three days of absence 
without lawful excuse (or the equivalent), the law requires a written 
notice to parents.  The next session during the school year that the 
child is unlawfully absent becomes the first offense and requires the 
serving of a warrant on the parent through the office of a justice of the 
peace or magistrate. 
 Each student returning to school after ANY absence must bring 
a written excuse, signed only by the parent or guardian, stating the 
reason for the absence.  Even when a child is sent home during the 
school day, the parent is responsible for providing an excuse upon 
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the child’s return to school.  If the absence due to illness extends five 
days or longer, or attendance is irregular, school officials may require 
a physician’s statement showing such absence to be justifiable.  If a 
student does not turn in an excuse to the office within 3 school days 
after returning from an absence, that absence may be considered 
unexcused and/or illegal.  
 Once a student has accumulated 10 days of absence without 
doctors excuses, all future absences may require a doctors excuse.  
 Students may be excluded from school because of 
communicable and infectious diseases.  A doctor’s certificate of 
recovery or the approval of the school nurse will be required to  
re-enter school. 
 Moving - students moving from one address to another within 
the school district should inform the office immediately. 
 Check-Out Policy - students needing to leave the school or 
school grounds during the school day must adhere to the following 
procedure:        

A. The office must be notified by a written request signed by the 
parent. 

B. The student will bring the request to the school office for the 
principal’s approval. 

C. When the parent arrives at school to pick up the student, the 
parent should report to the school office to meet the waiting 
student and to sign the student out.   

D. It is the student’s responsibility to report to the office at the 
time scheduled for leaving school. 

E. Parents returning students to school must report to the office 
to sign the child in; at that time the child will return to the 
classroom.  If your child visits a medical office and misses 
school for any reason, please request a doctor’s excuses for 
their return to school.  This will help to eliminate then need 
for mandated doctors excuses in the future.  

 
Band 

Band instrument instruction begins in fourth grade.  Band 
students receive one lesson per the 6-day cycle.  Those who 
participate, with parental permission, perform in the spring concert as 
a combined unit.  For more information, contact the band director, 
Mr. Novosedliak at 637-9000, ext. 100. 
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Bicycles 
Bicycles are not allowed at the elementary level.  Children 

either walk to school with the patrol line or are transported by family 
and friends. 
 
Birthday Treats 

H.P.S.D. is a “Healthy Kid Zone” participating school district. 
Therefore, we suggest you participate in all healthy snacks to help 
reduce childhood obesity and health related illnesses. Please contact 
your elementary school building secretary for a list of recommended 
healthy snack ideas for classroom celebrations.  Please make prior 
arrangements with the classroom teacher either through a phone call 
or note.   
 
Cafeteria / Lunch Services 

Hot nutritious lunches are served to students in Full Day 
Kindergarten through 4th grade.  Students are required to eat, during 
their scheduled lunch period, in the school cafeteria.  Students are 
not permitted to leave the building for lunch.  Students may purchase 
their lunch in the cafeteria from the cashier or they may carry their 
lunch from home (no soda).  For students packing their lunch, milk or 
juice may be purchased from the cashier.  Soda is not permitted, nor 
are fast food carry-out lunches.  Reduced price lunches or free 
lunches are available to qualifying families.  
 The price for lunch is $2.00.  Extra milk may be purchased for  
$.50.  Families meeting required standards may apply for free or 
reduced price lunches for their children.  Information about this 
program may be obtained from the school office or the administration 
office. 
 Breakfast may be purchased each day for $1.00.  Students 
eating breakfast are encouraged to arrive at school and immediately 
enter the cafeteria area to begin eating.  Students arriving after 8:25 
on a consistent basis will have breakfast privilege revoked.  
 
Cafeteria Rules 

Students should exhibit proper manners while standing in line 
as they wait to pay for and receive their food, as well as, while eating 
in the cafeteria.  Lunchroom courtesy and good behavior are 
essential.  Students should clean their area of the tables used before 
leaving.  Taking food out of the cafeteria and eating anywhere else in 
the school is prohibited.  Candy should not be eaten outside of the 
cafeteria.  Glass containers and soda products should not be 
included in packed lunches. 
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 The following is a list of rules which will provide a pleasant 
lunch time atmosphere for each student: 

• Keep hands, feet and objects to yourself. 
• Talk only to students sitting beside you or directly across the 
table from you using a quiet voice. 
• Use good table manners at all times. 
• Stay in your seat until you are excused, then leave in an orderly   
     manner. 
• Be polite and courteous to other students and adults. 
• Eat your food promptly. 
• Students are not permitted to share food. 

Students are expected to conduct themselves in a socially acceptable 
way in the cafeteria.  The use of the cafeteria is a privilege and a 
violation of the rules could result in suspension from the cafeteria. 
 
Cancellation of School/Emergency School Closing 

If the district cancels or delays the opening of school, or 
dismisses early, because of inclement weather or any other reason, 
the announcement will be broadcast over these radio and television 
stations: 
   WHVR-AM   WSBA-AM    WYCR-FM 
   Z107-FM   WGET-AM    WGTY-FM  
  WGAL-TV8 
 
In addition, the school closing will be implemented using our new 
Global Connect automated phone call system. Each family will 
receive a free call to hear district schedule changes and news.  For 
immediate information regarding cancellations or delays visit our 
district website.                          Go to: 

www.hpsd.k12.pa.us 
 
Change of Address / Telephone 

It is very important that every student maintain an up-to-date 
address and telephone number record at the school office.  Notify 
the school immediately if you have a change of address or 
telephone number during the school year. 
 
Chorus 

Grade 3 & 4 students may try-out for the chorus group.  These 
students practice every 6-day cycle for a 30 minute period, and will 
perform in one concert during the school year. 
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Classroom Parties 
School wide celebrations/activities are held periodically 

throughout the school year. Parents of students who are not 
encouraged to participate should indicate their desire in a note to the 
teacher.  Children not participating for religious reasons will be 
provided alternate educational opportunities.  In regards to student 
birthdays, parents should refrain from having balloons, flowers, etc. 
delivered to the school as these items often cause school disruptions 
within the classroom.   
 
Conferences 

Parent-teacher conferences occur in November.  Parents are 
scheduled for specific appointments with the teacher of each child.  
Conference times are very valuable to the overall education program.  
It is not necessary to wait for the regular conference time if a parent 
has a special concern.  Parent conferences are encouraged and can 
be arranged at any time during the school year. 
 
Daily Schedule          
   Enter     Tardy Bell    Dismissal   
Kdg - AM            8:25        8:30             11:15 
Kdg - PM           12:10      12:15             3:00 
Grades 1-4         8:25        8:30              3:00 
 
6-Day Cycle 
 Rather than following a Monday-Friday schedule, the Hanover 
schools label the days according to a repeating 6-day cycle.  The 6 
days are: Day A, Day B, Day C, Day D, Day E, and Day F.  All special 
classes, such as Art, Music, Phys. Ed., and Library are scheduled 
according to one of the 6 days.  This system allows for an even 
progression of classes throughout the year. 
 If school is canceled due to inclement weather, the day that 
was missed will be held on the very next day that school is in session.  
For example, if school is canceled on a Monday and Tuesday which 
were supposed to be Days D and E, the Day D will be held when 
school reopens on Wednesday.  At the beginning of the year 
teachers will prepare schedules for parents to keep at home. 
 
Delivery of Student Materials 

Children are encouraged to act responsibly in remembering to 
bring with them all the items they need for school each day.  Students 
will not be allowed to routinely call home to request parents to drop 
off forgotten items.  However, if parents notice a child has left 
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something behind, they may bring the item to the school office.  All 
items should be clearly labeled with the child’s name.  All items will 
be delivered to the child’s room by school personnel at a time that will 
not disturb the students. 
 
Discipline & SWEBS (School Wide Effective Behavior Supports) 

Because of the organizational structure of the elementary 
classroom, the teacher is basically responsible for developing a 
positive climate for learning within the classroom.  Individual class 
rules will be developed by the teacher.   Each building participates in 
the SWEBS (School Wide Effective Behavior Support) program.  
SWEBS behavior guidelines are taught at the beginning of the year, 
posted in the building, and shared with parents.  These guidelines are 
followed and supported by all building personnel. 
 Students should learn these rules and abide by them.  Parent 
conferences, parent contacts, denying privileges, student 
conferences, and referral to the principal are typical strategies used 
by teachers to eliminate misconduct. 
 Although cases warranting consideration of suspension or 
expulsion are infrequent at the elementary level, students are subject 
to these provisions in serious cases as outlined by District Policy. 
 Students who conduct themselves in such a manner that places 
the best interest of the school in jeopardy are subject to disciplinary 
action.  
 Behavior not in the best interest of the school includes, but is 
not limited to, the following: 

1. Fighting or inciting to fight. 
2. Constant refusal to prepare assignments or to enter  into 

classroom activities within the student’s capabilities. 
3. Open defiance of a teacher, school authorities, or other school 

employees.  The physical attitude of defiance, threat, profanity, 
or other verbally threatening  action. 

4. Bringing knives, sharp instruments, or dangerous objects to 
school.  Possessing a weapon of any nature (including look-
alike weapons) which may be used to threaten or to inflict 
bodily harm to any person on school property (including buses) 
or while under the jurisdiction of the school. 

If a student is found to be in possession of a prohibited 
weapon, including look-alikes, the District is required to do 
the following: 

• Report the incident to local law enforcement officials. 
• Suspend the student for ten (10) days. 
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• Schedule a hearing with the School Board or a 
Committee of the School Board to determine whether 
the student should be expelled for a period of not less 
than one (1) year. 

• Report to the Department of Education all incidents 
relating to expulsions for possession of a prohibited 
weapon.  

5. Possession or the use of tobacco, smokeless tobacco, tobacco 
products or drugs (including inhalants, toxic substances and 
substances used for sniffing).  The possession, selling or use of 
certain drugs is against the law and is punishable by fine and/or 
imprisonment.  If this law is violated on school property, the 
parents and the proper law enforcement officials will be notified. 

6. Vandalism - Students are responsible for loss or damage of 
school property.  Defacement of school property such as doors, 
walls, desks, textbooks, bulletin boards, etc. is a serious 
offense and offenders will be dealt with sternly.  Parents will be 
notified and charged for repairs or replacement of school 
furniture, texts, etc., which have been damaged by students. 

7. Theft of School District property or the personal property of 
employees and students in the School District will be handled 
according to district policy.  

 
The course of action taken will be determined by the severity of the 
act.  This might include: 

1. Notification of parent and immediate restitution for the 
loss. 

2. Suspension from extra-curricular activities. 
3. Suspension from school. 
4. Notification of law enforcement officials. 
5. A hearing before the Board of Education for possible 

expulsion.  
6. Any combination of the above. 

 
Discrimination 

The Hanover Public School District promotes acceptance of all 
people, regardless of race, sex, age, or handicap.  Each student shall 
learn the importance of making ethical judgments in society with the 
district providing experience in the ways in which adults and children 
interact with each other for the common good.  Each student shall 
gain knowledge of various cultures in order to foster an appreciation 
of the dignity, worth, contributions and equal rights of all people. 
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Doctor and Dentist Appointments 
Parents are expected to make every effort to schedule doctor 

and dentist appointments outside of school hours.  However, when 
this is not possible, students may be excused for these special 
appointments with documentation on return from the doctor’s office. 
Parents should make arrangements by contacting the school office 
via telephone or note. 
 

Students are expected to attend school before and after their 
scheduled appointment.  If the student cannot attend school before or 
after their scheduled appointment, the parent/guardian must provide 
the school office with a doctor’s note indicating the reason why the 
student was not able to return to school. 
 
Dress Code 

We are initially judged by our appearance.  The appearance of 
our student body will be a major factor in determining the image that 
our schools portray to the community. 

A very important part of our educational program deals with the 
teaching of good grooming, hygiene and proper dress for the 
occasion.  We ask parents to cooperate with the school in helping 
students to develop pride in their appearance.  Students should be 
dressed appropriately for weather.  Outdoor recess is held whenever 
the weather permits. 

Every student should be neat, clean, and fully dressed.  The 
following apparel is not appropriate for school: bare feet, bare midriff 
tops, excessively tight or suggestive clothing, flip flops or high heels.  
It is also inappropriate to wear outside jackets in the building during 
the school day.  Clothing that depicts drugs, smoking, alcohol, sex or 
profanity, either by picture or in print should not be worn to school.  
Students violating proper dress expectations will be asked to report to 
the office to make arrangements for securing a change of clothing. 
 Students are encouraged to wear sneakers every day, but 
especially on the days that their class is scheduled for physical 
education. 
 
Educational Trips 

Parents planning trips which will take their children out of 
school must make arrangements with the building principal at least 
one week before the trip.  The request form, Excusal from Attendance 
(Trip of Educational Value), can be obtained in the school office.  The 
school policy on absence for family travel outlines specific guidelines 
which must be followed to insure that the absence is excused.  The 
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policy can be obtained by request at the school office.  Pre-approval 
is necessary and only trips of an educational nature will be excused.  
A total amount of excusable school days missed for vacation is 10 
cumulative days. 
 
Emergencies 

If a student is to be notified of an emergency situation for which 
he/she is to be excused, please call the school office.  No student 
should be taken out of school without properly notifying the office. 
 
Emergency Cards 

An Emergency Card is kept on file for each student.  This is 
necessary for use in the event of illness or accident.  Parents or 
guardians should sign the card and answer all questions.  Please 
return the card to school immediately and inform the school of any 
change of information during the year.  Unlisted telephone 
numbers will be kept confidential. 
 
Emergency Drills 

Repetition can aide in making quick decisions during an 
emergency.  Therefore, fire drills are conducted once each month.  
Weather Preparedness Drills are held once each year.  Exit signs and 
routes to follow are posted throughout the buildings. 
 
Food and Drink 

Food and drink are not to be carried throughout the school.  
They are restricted to the cafeteria.  The presence of food and drink 
in the classroom is limited to teacher-directed celebrations of 
holidays, birthdays, and other activities. 
  
Grading Rubrics 

How the student is evaluated: 
• Objective Evaluation- Most of the skills and concepts can be 
evaluated with some sort of test-either written or oral. 
• Subjective Evaluation- Many concepts dealing with attitudes or 
feelings of the child cannot be tested but must be observed using 
teacher judgment to evaluate.  
• Objective Versus Subjective Evaluation- A teacher will try to 
use objective means of evaluating student progress so that 
personal feelings do not unduly influence the evaluation of pupil 
progress.  However, many children cannot show precisely what 
they have achieved by objective testing.  Where subjective 
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evaluation is necessary, the teacher’s professional judgment will 
be used as a method of assessment. 
• Every effort is made to assure parents that the evaluation is 
based on work that is within the student’s ability to accomplish. 
• Teachers use a variety of assessment approaches that are 
dependent upon the child’s developmental level, ability and age.  
The curricular content and grade level also impact upon the types 
of educational assessment approaches used.  These assessment 
approaches include, but are not limited to, the following:  

• Selected Responses           
• True/false 
• Constructed Responses    
• Short answer 
• Product Assessments     
• Writings 
• Performance Assessments 
• Music/dance/drama 
• Process Focused Assessments  
• Interview 
•  

Student Proficiency Criteria: 
Performance Level Descriptors 

Advanced (AD) - Superior academic 
performance indicating an in-depth 
understanding and exemplary display of the 
skills included in Pennsylvania's Academic 
Standards. 

Proficient (PR) - Satisfactory academic 
performance indicating a solid 
understanding and adequate display of 
the skills included in Pennsylvania's 
Academic Standards. 

Basic (BA) - Marginal academic 
performance, work approaching, but not yet 
reaching, satisfactory performance. 
Performance indicates a partial 
understanding and limited display of the skills 
included in Pennsylvania's Academic 
Standards, and the student may need 
additional instructional opportunities and/or 
increased student academic commitment to 
achieve the Proficient level.  

Below Basic (BB) - Inadequate academic 
performance that indicates little 
understanding and minimal display of the 
skills included in Pennsylvania's Academic 
Standards. There is a major need for 
additional instructional opportunities 
and/or increased student academic 
commitment to achieve the Proficient 
level.  

 
Standard for Report Card Symbols: 
The following criteria, when appropriate, will be used to determine the  
proficiency level earned by the student: 
 
AD (Advanced)  

1. Is neat, thorough, and prompt in preparation of all required 
work. 
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2. Produces work usually free from teacher’s corrections. 
3. Shows leadership in classroom activities and discussions. 
4. Displays initiative and originality in attacking problems. 
5. Displays much enthusiasm for and interest in work. 
6. Works beyond what is required. 
7. Displays excellent self-control and uses effective study habits. 
8. Is quick and resourceful in utilizing suggestions for 

supplementary activities. 
9. Shows evidence of ability in the selection of books and 

materials. 
PR (Proficient)  

1. Prepares all assignments carefully. 
2. Responds well in classroom activities and discussions. 
3. Is prompt, neat and usually accurate in all work. 
4. Makes a practice of completing all assigned work and makes 

use of suggestions for supplementary work. 
5. Requires no urging to have work done on time. 
6. Is conscientious and dependable. 
7. Attacks new problems and can work independently. 
8. Shows consistent interest. 
9. Usually shows mastery of major portion of assigned work.  
10. Uses good study habits. 

BA (Basic)  
1. Does what is assigned but requires direction and stimulation 

from the teacher. 
2. Is reasonably thorough and prompt. 
3. Displays moderate interest. 
4. Needs to be prompted during class participation. 
5. Seldom produces more than the minimum requirements. 
6. Responds to encouragement or guidance, though sometimes 

inclined to be careless or slow in accomplishment. 
7. Needs to improve work and study habits. 
8. Is usually dependable and cooperative. 
9. Applies himself during independent work periods. 

BB (Below Basic)  
1. Produces work regarded as minimally acceptable. 
2. Fails frequently to respond in recitation or prepared work. 
3. Requires special help and encouragement. 
4. Does not assume responsibility. 
5. Is easily diverted from any task. 
6. Lacks concentration in study. 
7. Is irregular in his attention and application. 
8. Shows some improvement in study habits. 
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9. Work and responses usually reflect carelessness. 
                                           or 

1. Fails to accomplish the fundamental essentials. 
2. Lacks effective study habits. 
3. Demonstrates a short attention span, showing little or no 

interest in assigned work and classroom activities. 
4. Seldom does acceptable work. 

 
Guidance Counselor 

One guidance counselor is shared among the elementary 
schools.  The guidance counselor teaches specific lessons at each 
grade level and meets with individuals and small groups for 
counseling. Parents, teachers, administrators, and students, 
themselves, may request or refer someone to the guidance 
counselor.  Referrals often occur regarding crises, social or emotional 
problems, and behavior encouragement.  It is important to remember 
that all rules concerning the student’s confidentiality and parents’ 
rights will be followed.  Although this confidentiality is guaranteed, 
every effort is made to assist students in working out their problems 
with the support of their families. 
 
Gum in School 

Our school has a three part policy which governs the use of 
gum during school hours: 1) NO GUM,  2) NO GUM,  and 3) NO 
GUM!  Students are expected to comply with all aspects of this policy. 
 
Harassment 

It is the policy of the Hanover Public School District to maintain 
a learning and working environment that is free from sexual 
harassment.  Sexual harassment is defined as un-welcomed sexual 
advances, request for sexual favors, and other inappropriate verbal or 
physical conduct of a sexual nature when made by any member of 
the school staff to a student or when made by any student to another 
student.  Any student who alleges sexual harassment should report it 
immediately to the building principal or guidance counselor. The right 
to confidentiality will be respected. 
 
Health Policy and Requirements  

Beginning this school year, all students will need the first and 
second dose of the Varicella vaccine.  Each child may be admitted 
without the 2nd dose on a provisional status for 8 months to obtain the 
2nd dosage of this vaccine.  A history of the disease will count as both 
doses. 
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The School Health Law requires all children to have a medical 
examination in Kindergarten or 1st grade, and in 6th and 11th grades.  
A dental examination is required in Kindergarten or 1st grade, and in 
3rd and 7th grades. Any new or transfer student may be required to 
have a physical and/or dental exam once health records are received 
from the previous school and reviewed by the school nurse.  The 
school will provide a special form, appropriate to your child’s grade, to 
be completed by your family doctor or dentist.  The medical or dental 
exam report must be returned to the school by the beginning of 
October. 
 
Homework 

Homework is important.  It is an extension of the learning that 
takes place in school.  Homework can provide practice and drill that 
reinforce classroom learning and can provide opportunities for 
independent study, research, and creative thinking.  
 At the beginning of each school year the oldest child in each 
family will receive a school passcode that can be used for admission 
into our student database system. This feature can provide parents 
and children with daily homework assignments and up –to- date 
grading. 
 Teachers, parents, and students have important roles in making 
homework an effective learning experience.  Listed below are roles 
and expectations of each party. 
The role of teacher includes the following expectations and activities: 

• Provide the kind of direction that will enable students to 
proceed independently. 
• Make the purpose of the assignment clear. 
• Monitor all homework (written and otherwise) in a timely and 
appropriate way. 
• Communicate to the students the method of evaluation to be 
used in homework  and its impact on grades. 
• Use homework only as a learning tool. 
• Notify parents if a student’s assignments are habitually 
incomplete or unsatisfactory. 

The role of the student includes the following expectations and 
activities: 

• Make sure he/she understands the assignment - its purpose, 
when it is due, and how it should be done. 
• Be diligent in submitting assignments on time with an effort to 
turn in work that is neat, accurate, and complete. 
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Cooperation and support from parents are critical factors in achieving 
the learning potential of homework assignments.  Parents can 
encourage their children by expressing interest in, and positive 
attitudes toward, homework.  They should: 

• Provide an environment conducive to study, a quiet well-lighted 
place, ample work space, and necessary materials; 
• Communicate with school personnel should any questions arise 
concerning their children’s homework efforts; 
• Provide direction for those children who have not developed the 
self-discipline required for independent study. 

 
 When a student is unable to attend school, parents should call 
the school between 8:00 and 10:00 AM to request missed 
assignments and homework for the given day(s).  Parents should 
give the student’s name, teacher’s name, and reason for the 
absence.  Parents should pick up the student’s assignments between 
3:00 and 3:30 PM in the school office or request that work be sent 
with a neighboring student.  (Prior arrangements for sending work 
with another student should already have been made by the parents.) 

ILLNESS, INJURY, OR EMERGENCY 

A student who becomes ill or is injured on school property 
during school hours must report to the nurse or the office for help, if 
he or she is able.  Parents should remind their children that if they 
become ill or injured, they should not leave the building without 
reporting to the office-even if the parents pick them up.  If the school 
nurse or other responsible district employee feels that a student’s 
illness or injury is serious, but not an emergency, the parents will be 
notified.  The school will also contact the parent if the student needs 
the parent’s assistance, such as for transportation home.  If the 
situation is an emergency, the school will follow the procedure on the 
Emergency Procedure Card.  This card is updated every year and 
signed by the parent or guardian.  The card allows the district to call 
for emergency medical or hospital treatment if needed.  Parents are 
responsible for the cost of emergency care, including ambulance 
fees.  The school physician has directed the staff not to delay 
treatment by waiting, but to call for an ambulance in an emergency. 
 If at any time the school health staff suspects that a student’s 
condition could potentially be contagious, the student will be 
immediately excluded from school.  The parents will be advised to 
seek a diagnosis and any necessary treatment from their family 
physician.  The school nurse may require a physician’s certificate 
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stating that the condition is not contagious before the student is 
readmitted to school. 

Immunizations 

Pennsylvania state law requires all students in all grades to be 
properly immunized.  Students whose immunizations are not 
complete will be excluded from school.  To attend school, students 
must have had: 

A. Four doses of Diptheria-Tetanus-Pertussis (DPT) with one dose 
on or after the 4th birthday. 

B. Three doses of Polio 
C. Two doses of Measles-Mumps-Rubella (MMR) with the first 

dose being after 12 months of age. 
D. Three Hepatitis B doses 
E. One varicella vaccine or proof of having the Chicken Pox 

disease. 
Free immunizations are available to those families that qualify.  
Contact the following clinics for eligibility requirements and current 
dates and times for the immunization clinics: 

� Family First Health at 632-9053 
� Gettysburg State Health Department at 334-2112 
� York State Health Department at 771-1336 

 
Internet Usage 

For instructional purposes, the use of network facilities shall be 
consistent with the curriculum adopted by the school district as well 
as the varied instructional needs, learning styles, abilities, and 
developmental levels of students.  The district will provide access to 
the Internet for students under the supervision of district staff and in 
accordance with Policy 815. 
 
Kindergarten 

Registration is held in the spring for all children who will attend 
Kindergarten in the district next term.  Children must be 5  before 
September 01 of the year the child begins Kindergarten.  Parents are 
urged to bring their children to participate in a developmental 
screening conducted by district staff.  Parents must bring the 
following to registration: 

• Birth certificate 
• Immunization records 
• Social Security number 
• Proof of residency (original electric bill) 
• Other important medical records 
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Kindergarten children are assigned to their neighborhood schools on 
a first-come, first served basis.  When enrollment in each session in a 
school reaches capacity, children may be assigned to other buildings 
as space is available.   
 Parent and child classroom visitation is held during the evening 
on the day before school starts each year.  This visitation is held in 
the kindergarten room of the school to which your child has been 
assigned.  This program provides parent and child the opportunity to 
visit not only the kindergarten room, but to also tour the building and 
be introduced to the general paths and procedures for the usual 
school day.  This introduction gives each child the opportunity to meet 
the teacher and visit the classroom where their formal education will 
begin. 
 Three summer Kindergarten orientations are also held to help 
parents with school routines, procedures, and helpful hints to 
increase opportunities of success for their child’s first school year.  
One orientation is held at each elementary school.  Informational 
dates will be sent home from building principals regarding this event. 
 
Lost Books and Materials 

Lost or damaged textbooks, library books, or materials must be 
replaced at the expense of the student/parents responsible for the 
loss.  The office will advise the parents of the replacement cost of the 
book and payment will be made within two weeks of such notice.  
After payment is made, there will be no refunds if the book is found.  
Please make payment payable to: Hanover Public School District. 

Medications/Non-prescription 

The school physician has approved a limited number of non-
prescription medications to be administered at school with parent 
permission located on the Emergency Procedure Card.  Although 
most medication can be given before or after school, if your child 
must take a non-prescription medication during school hours, the 
following steps must be taken: 

1. The medication must be brought to school in the original 
container labeled with: 

a. The name of the child 
b. Name of the medicine 
c. Dosage to be given 

2. A note from the parents that contains the following 
information: 

a. Name of the child 
b. Name of the medication 
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c. Reason for giving the medicine 
d. Dosage to be given 
e. Time to be given 
f. Time last dose was given. 

 
Non-prescription medicines may include, but are not limited to: cough 
drops, cough syrup, sinus medicines, stomach anti-acids, etc.  All 
medication (including cough drops, throat lozenges, etc.) will be 
stored in the nurse’s office. 

 
Prescription (excluding inhalers for asthma) 

At some time it may be necessary for your child to take medication 
prescribed by a doctor during school hours (excluding inhalers for 
asthma- see Asthma Inhalers below).  If the school is to give the 
medication during school hours the following steps must be taken: 

1. The school form PPS-105a (Request for Administration of 
Prescription Medicine During School Hours), must be 
requested and completed with the following: 

a. Complete information (Leave no Blanks) 
b. Signature of the doctor 
c. Signature of parent/guardian 

2. The medication must come in the original container labeled 
with: 

a. Name of medicine 
b. Dosage to be given 
c. Name of child 

No prescription medication will be administered without this form 
completed.  All medicine (except inhalers for asthma) will be stored in 
the nurse’s office. 
 

Asthma Inhalers 
Students who need to use an inhaler for asthma during school hours 
must request the following forms PPS-105 (Request for 
Administration of Prescription Medicine for Asthma During School 
Hours) and SN-37 (Asthma Action Plan) and have completed with the 
following: 

1. Complete information (Leave no Blanks) 
2. Signature of the doctor 
3. Signature of the parent/guardian 

 
For a student to carry their inhaler, during school hours, in third 

grade and above, the physician must complete every section of PPS-
105 giving the student permission to carry the inhaler in addition to 
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the parent’s permission.  Form PPS-105e (Asthma Inhalers- Self-
Administration by Students) must be signed by the parent, student, 
and school nurse before the student is permitted to carry the inhaler. 
 The original prescription label with the following information 
must accompany all inhalers: 

1. Name of medication  
2. Dosage to be given 
3. Name of child 

Nursing Staff 

The nurse’s office is staffed daily during the school day with a 
Health Room Assistant at each elementary building.  The nurse is 
responsible for the maintenance of health records, routine health 
checks, parental contact concerning health problems, care of minor 
illness and injuries, and assistance in health teaching.  Please be 
sure to contact the nurse in your child’s building if your child has any 
unusual health problems or is absent from school due to a 
communicable disease.  Precautions will then be taken to protect 
your child and other children in the building.  School health personnel 
are on call if any emergency should occur. 
 
Orchestra 

Instruction on stringed instruments begins in third grade.  
Students who join orchestra, with parental permission, receive one 
lesson per 6-day cycle.  Instruction continues in grade 4.  Students 
perform in the concerts following the beginning instruction of at least 
six - eight months.  For more information, Mr. Novosedliak, can be 
reached at 637-9000, ext. 100. 
 
Party Invitation Procedures 

For confidentiality purposes, names, addresses and phone 
numbers of students will not be released by school personnel. If 
invitations are brought to school to be distributed, all students in the 
class or students of same gender should be invited.  
 
Pets 

No pets, of any kind, are allowed at school without permission.  
Teachers may give special permission for pets to be brought to 
school as part of a special display or activity.  However, under no 
circumstances is a potentially dangerous pet to be brought to school. 
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Playground Rules 
Students are to remain on the playground or blacktop play area 

during outdoor recess.  When the grassy areas are muddy that area 
will be off-limits.  Rules for the playground are discussed at the 
beginning of each year and teachers continue to enforce these rules 
throughout the school year.  When a child must stay indoors, he or 
she must have a note from a doctor stating the length of time your 
child must remain indoors.  During the winter, students should wear 
appropriate footwear and outerwear for prevailing weather conditions.  
We want all students prepared to stay safe and warm.  We will make 
every effort to give them the exercise time they need. 
 
Playground Supervision 

Supervised playtimes are recess and lunchtime.  Supervision 
during morning arrival is addressed by individual building procedures 
and is outlined in each school’s walking line rules.  The playground is 
not supervised after school and students are expected to leave for 
home immediately following dismissal. 
 
Promotions and Retentions 

Promotions and retentions are based on an evaluation of 
academic, physical, social, and emotional growth.  The primary 
reasons for considering retention are: a) indifference or lack of effort 
on the part of a capable student, b) physical or social immaturity, c) 
lack of achievement, and, d) frequent or long absences.  Retention is 
usually considered as a more positive alternative during kindergarten 
and the first grade.  This process cannot be done without the 
involvement of the parent and the instructional support team.  Parents 
may assume their child will be promoted unless the alternative of 
retention has been discussed during the school year. 
 
PTO 

The Parent Teacher Organization has been highly involved in 
improving our schools and functions under the district policy for 
School Affiliated Organizations.  All parents are urged to become 
members and to actively participate.  Meetings are scheduled 
monthly and appear on the school district calendar.  Each year the 
PTO sponsors several fund raising projects.  With the help of all 
parents, these projects can be very successful.  They allow the PTO 
to fund many important activities at the school. 
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Special Services Offered 
Guidance Services:  The elementary schools of Hanover have 

the service of one guidance counselor whose mission is to provide 
developmentally appropriate activities designed to help students 
attain their academic, personal, and social goals.  The school 
counselor offers individual and group counseling, parent and teacher 
consultation, classroom presentations, information services, and 
referral assistance to community agencies. 

Programs for Special Education and Exceptional Children:  The 
Hanover Public School District provides specially designed instruction 
for children qualifying for speech, learning and gifted support.  
Supportive intervention in the regular class, supplemental intervention 
on an itinerant basis or in a resource room, and part-time services are 
available.  In addition, services may be contracted for district students 
who are socially or emotionally troubled, physically handicapped, or 
more severely mentally disabled.   

Instructional Support Team (IST):  When a student is 
experiencing academic or behavioral problems, a team of teachers 
and other staff members work together with the parents to discuss 
and agree upon possible interventions to help the student in the 
regular classroom.  Teachers and parents may refer students to the 
IST for help. 

Psychologist:  A certified school psychologist serves the 
schools on a regular basis.  The psychologist is available as a special 
counselor to students and also provides the teaching staff with 
different kinds of evaluation tools. 

Reading Specialists:  Each of the district’s elementary schools 
has the support of a reading specialist to help identify children who 
are having reading difficulties.  These specialists work with the 
teaching strategies for these students and conduct remedial reading 
classes. 
 
Student Search and Seizure 

School authorities may search a student’s desk or book bag 
and seize any illegal materials.  Such materials may be used as 
evidence against the student in disciplinary proceedings.  Prior to a 
search, students shall be notified and given an opportunity to be 
present.  However, where school authorities have a reasonable 
suspicion that the desk or bag contains materials which pose a threat 
to the health, welfare and safety of students in the school, students’ 
desks and bags may be searched without prior warning. 
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Suspension 
The Hanover School Board has adopted a policy for the 

suspension and expulsion of students.  Principals may suspend 
students for up to ten consecutive days.  If a student is suspended for 
more than three days, the principal will conduct an informal hearing 
with the student and parent. 
 No student will be suspended or expelled without first being 
given the reasons for the action.  The parent will be notified, and the 
student will be given the opportunity to respond to the charges. 
 If the school recommends suspension for more than ten 
consecutive school days, the school board will conduct a formal 
hearing.  The board will decide on the length of the suspension, if 
any, or an expulsion from school. 
 Students may make up work missed while suspended.  The 
request to make up work must come from the student. 
 Procedures for Special Education students, concerning 
suspension and expulsion, will be followed according to the PA 
Special Education Regulations: Chapters 12, 14, 342 and Article 13. 
 
Tardiness 
Prompt arrival at school is expected of all students.  Late arrival 
disrupts class and causes loss of instruction time.  Any student who 
arrives at school after 8:30 AM is considered tardy and should be 
accompanied to the office by parent or guardian.  Minutes 
accumulated from tardy offenses times will add up to an unexcused 
day.  
  
Telephone 

The office telephone is a business phone and is not to be used 
by students, except in an emergency.  Students are not allowed to 
use the phone to make personal arrangements (such as requesting 
permission to go to another student’s home after school).   
 
Tone Chimes 

Tone chimes are taught by the vocal music instructor.  Grade 4 
students try-out for this group and perform in one end of year concert.  
Practice is held once during every 6-day cycle. 
 
Valuables 

Common sense and consideration is the best guide in 
determining whether or not to bring personal possessions to school.  
The school staff members are not responsible for valuables which 
students bring to school.  It is recommended that students leave all 
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valuables at home.  If special circumstances make it necessary for a 
student to bring substantial cash or other important possessions to 
school, these items can be safeguarded by registering them and 
leaving them in the main office.  As a rule, cell phones, electronic 
games, radios, tape recorders, cameras, skateboards, and bicycles 
should not be brought to school.  Students may not bring animals or 
pets to school because of the liability involved. 
 
Vandalism 

Our school and school equipment is public property.  Willfully 
damaging or destroying this property is cause for immediate 
suspension and possible expulsion.  The school requires that vandal 
damage be paid for before a student is allowed to return to class.  If a 
student accidentally causes damage he/she should report it to his/her 
teacher immediately, so that the damage is not misconstrued as 
vandalism. 
 
Visitors/Passes 

All visitors are required to report to the school office upon 
entering the building.  Visitors will wear identification badges when 
going beyond the office area.  Parents who visit school are asked to 
remember that the teacher is responsible for an entire class of 
children and taking time from the teaching day to discuss your child 
would be unfair to the rest of the class.  If you wish to talk to the 
teacher, you can arrange for a conference by sending a note 
requesting a meeting or by calling the school office. 
 No pupil shall be permitted to bring any brother, sister, or friend, 
unless that person is also enrolled as a pupil. 
 
Volunteer Policy 

The Hanover Public School District has recently adopted a 
school policy regarding parents as school volunteers.  This new 
policy and a volunteer procedure information packet can be found in 
each school office.  All volunteers in school including field trips are 
mandated to have appropriate clearances.   
 
Walking Patrol Lines/Routes 
(Please look inside district calendar for walking line routes and times) 

Adult patrols are provided as a service by the school district.  
The adult patrols follow routes designated by the board and 
administration.  These routes are listed inside the back cover of the 
school district’s calendar.  If you have not received a calendar, 
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contact your school office or the receptionist at the Administration 
Building. 
 Students who walk to school should come straight to and from 
school with their designated crossing guard.  Specific walk line rules 
are distributed and reviewed at the beginning of the school year.  
Remember the basic rules of safety: 

• Respect and obey the instructions of the crossing guards. 
• The only time a student may leave the line is at his/her home 

stop. 
• Display appropriate behavior.  Kicking, pushing, hitting, and bad 

language are prohibited. 
• Remain on sidewalks at all times and cross only at designated 

crosswalks.   
• No glass containers or oversized objects are permitted.  Only 

necessary school materials should be carried. 
• Eating and drinking are not permitted, as a safety precaution, in 

the walking patrol line. 
Students may be excused from walking lines by written permission 
from a parent.  They should then remain a block away from the line 
and not interfere with the function or safety of walking line. 
 
Withdrawals 

An application for withdrawal should be completed in the school 
office by the parent of any student who is withdrawing during the 
school term.  Teachers and staff will summarize the student’s 
progress and prepare the student’s file for forwarding to the next 
school of enrollment. Copies of the child’s immunization records can 
be given to parents to aid in registration at the new school, but all 
other records are sent upon appropriate request of the receiving 
school. 
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List of Alterations Made 2010-11 

1. Added new caféteria pricing 
2. Altered attendance pages with higher level of clarity for parents 

to understand excuse needs and doctor orders 
3. Added new immunization changes from state 
4. Reviewed grading and reporting areas 
5. Added global connect message to list of snow emergency 

closing options 
 
 
 
 
 
List of Alterations Made 2009-10 

1. Added table of contents page for ease and flow 
2. Added Firefly information for parents into homework section 
3. Reviewed Immunizations requirements 
4. Altered Kindergarten start date 
5. Reviewed classroom party invite procedures 
6. Reviewed attendance excuse protocol 


