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MESSAGE FROM THE PRINCIPAL
WELCOME PROCTOR FAMILIES TO THE 2019 – 2020 SCHOOL YEAR!

On behalf of the staff, I’d like to take this opportunity to personally welcome you and your child to Proctor
Elementary School. Returning to school is a time of change… new beginnings, new friends, new challenges,
new learning, and exciting discoveries, and we are excited to have you join our school community!
Proctor is a school dedicated to providing meaningful learning opportunities within a supportive, inclusive, and
safe learning environment. We believe that all of us – the school and the community – must work together in
an extended family environment to insure success for all our students. We believe it is everyone’s
responsibility to empower children with the creative, intellectual, and decision-making skills necessary for them
to become academically, socially, physically, and emotionally successful and responsible. It truly takes a
village to continuously teach and support a positive learning environment for our students, and I know we can
accomplish this together!
This School Handbook can guide you and your child in supporting a positive school climate at Proctor. Please
review this Handbook with your child as appropriate, as it is very important to have a clear understanding of the
school rules, along with the policies and procedures of the school and district. Please sign and return the last
two pages acknowledging that you and your child understand our Code of Conduct as well as our Drop-Off/
Pick-Up Procedures. These two pages must be turned in at the Walk-Through Registration or on the first day
of school. Please keep the rest of the Handbook as a reference to use throughout the year to help answer
questions you may have.
Timely and efficient communication is a key component to developing a strong partnership between home,
school and community. At Proctor, we communicate to our school community through a variety of accessible
methods such as; our school website, the district automated message system, email, our Proctor Elementary
School Facebook page and our Proctor School Twitter Feed @ProctorPatriots, individual classroom
newsletters, our school newsletter “Proctor Patriots,” as well as through a variety of committees and meetings
including PTA, School Site Council (SSC), and the English Language Advisory Committee (ELAC). Check out
our school website regularly to access important updates, the school newsletter, the school calendar, after
school program information, as well as links to valuable parent and student resources. We highly encourage
parent participation at Proctor, so please check out the many ways you can get involved!
As we begin this year together, please know that I have an open door policy, and the Proctor staff and value
the opportunity to hear from you. We look forward to partnering with you to make this an exceptional year! Go
Patriots!

Sincerely,

Heather Ghereben
Principal
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CVUSD MISSION STATEMENT
In partnership with the community, Castro Valley Unified School District educates students in a learning
environment that is safe, nurturing and culturally responsive. Students are guided by excellent inspired staff,
utilizing innovative instruction, curricula and technology.
CVUSD NONDISCRIMINATION STATEMENT
CVUSD is committed to providing equal opportunity for all individuals in education. District programs,
activities, and practices shall be free from discrimination based on race, color, ancestry, national origin, ethnic
group identification, age, religion, marital or parental status, physical or mental disability, sex, sexual
orientation, gender, gender identity or expression, or genetic information; the perception of one or more of such
characteristics; or association with a person or group with one or more of these actual or perceived
characteristics. Violations of this policy should be reported immediately to the site administrator(s) at District
Schools. Inquiries regarding the non-discrimination policies: Director of Student Services, 4400 Alma Avenue,
Castro Valley CA 94546, 510-537-3000 x 1257
PROCTOR SCHOOL MISSION STATEMENT
Our mission statement describes the beliefs and priorities of the entire school community:
Proctor Elementary School is dedicated to providing meaningful learning opportunities within a supportive,
clean, and safe environment.
●
●
●
●
●
●
●
●
●
●

We recognize mastery of academic skills as a primary goal.
We strive to create and maintain an atmosphere that fosters the healthy emotional, intellectual, social,
and physical growth of each student.
We value education as a process of opening our students’ minds to critical thought and creative activity.
We believe in the development of curriculum that encourages consideration for others, appreciation for
diversity, compassion, empathy, responsibility, and self-discipline.
We provide a curriculum that adapts to all learning styles and unique abilities.
We incorporate the use of appropriate technologies to expand learning opportunities for students and
increase their rate of success.
We foster an understanding of traditions and contemporary issues.
We emphasize that learning extends beyond the classroom walls and is a life-long experience.
We promote a partnership between home, school, and community.
We acknowledge that learning is enhanced in an environment of sharing, caring, laughing, questioning,
risking, and growing.

PROCTOR’S VISION STATEMENT
Life Long Learners
● Everyone shares in the responsibility for student success.
● Each child is special and deserves our best effort to help them reach their full potential (academically,
socially, emotionally, and physically).
● Personal growth is fostered through character building curriculum, conflict resolution practices, positive
role modeling, and high expectations.
Excellence in Education
● Students meet the district and state grade level standards required for promotion through continual
assess and adjust instructional strategies to make certain all
● Through data analysis, student progress and achievement are evaluated.
● Every parent/guardian in our school community is informed of our standards-based learning and
assessment system, and the multiple measures plan determining promotion from one grade level to the
next.
Powerful Learning Experiences
● A highly qualified teaching staff is dedicated to ensuring that each student find daily success towards
meeting his or her goals.
● Effective instructional strategies
● Students thinking and knowledge are extended through lessons differentiated in depth and complexity,
and through independent, self-directed study requiring research skills and the construction of a final
product.
Life Long Learners/Learning for the 21st Century
● Proctor Elementary School models and exemplary learning environment that prepares every child for a
successful future.
● Students are self-motivated and excited about learning because Proctor’s staff makes learning a priority
each and every day.
● Teachers, staff and Proctor families model high expectations and lead by example.
Positive and Safe School Environment
● Proctor Elementary School supports student success through weekly and monthly awards programs.
● Everyone is treated with kindness and respect.
● A strong sense of community is evident as teachers, support staff, and parents collaborate daily.
● Clear, concise, and timely communication is used to maximize efficiency, including the use of
technology.
● Extracurricular activities and materials stress inclusion and are reflective of the diversity within our
world: gender, race, religion, culture, and exceptional needs.
● Well maintained campus is a collaborative effort between school staff, students, and the entire school
community.
Highly Qualified Staff
● Our highly qualified teaching staff is dedicated to ensuring that each student find daily success towards
meeting his or her goals.
● Staff participates in regular professional development activities to continually update and refine their
knowledge of current instructional strategies and practices.

SCHOOL ATTENDANCE
Attendance at school is compulsory under California State Law. REGULAR ATTENDANCE IS THE
SINGLE MOST IMPORTANT FACTOR IN DETERMINING YOUR CHILD’S SUCCESS IN SCHOOL. Parents
have the responsibility to assure that their children attend class on the days school is in session. Of course,
children should not attend school if they are ill.
Attendance Requirements
According to Education Code 48260, any pupil subject to compulsory full-time education or to compulsory
continuation education who is absent from school without valid excuse three full days in one school year or
tardy or absent for more than any 30-minute period during the school day without a valid excuse on three
occasions in one school year, or any combination thereof, is a truant and shall be reported to the attendance
supervisor. Any student who is absent from school without a valid excuse for ten percent or more of the school
days in one school year, from the date of enrollment to the current date, is deemed a chronic truant.
Truancy Interventions (unexcused absences)
● 3 absences - 1st Truancy Letter - serves as a reminder to the parent/guardian to address the student’s
attendance issues and to avoid possible future truancy. (Student conference at middle and high school)
● 6 absences - 2nd Truancy Letter - Student Attendance Review Team (SART) Meeting with the
Principal or Assistant Principal, Counselor, Parent, and Student (Attendance Contract)
● 9 absences - 3rd Truancy Letter - Student Attendance Review Board (SARB) Meeting at the District
Office. This is a truancy mediation program mediated by the county's district attorney or probation
officer, and/or a juvenile court. Also in attendance are the Student Resource Officer (SRO), District
Personnel, School Administrator, Parent, and Student.
Absence Verification School Office: 510-537-0630 extension 4590
Report all absences immediately. When a student is absent from school for any reason, telephone the school
on the first day of the absence. When leaving a voicemail state:
●
●
●

Your student’s full name
Teacher’s name and Room #
Date(s) of absence

●
●

A detailed reason for the absence
Your name and relationship to the child

Absences Due to Illness
A doctor’s written verification of illness is required for students with absences lasting for 3 or more days.
Absences may be excused with a doctor’s notification. The school does not receive funding for students who
are out ill. Absences due to illness will be documented as “excused”, however, these absences will affect your
student’s success in school. Excessive illnesses will generate an attendance letter after 15 days.
Absences Due to Medical Appointments
If your child will be absent or tardy to school due to a medical appointment, a doctor’s note on an original
medical facility appointment slip or office letterhead is required upon your child’s return to school. Excessive
medical appointments may prompt a meeting between the principal and district nurse to develop a student
health plan.
Absences Due to Religious Observances
Absences due to observance of a holiday or ceremony of a student’s religion may be excused with prior
notification to the school.

Early Release
Should it be necessary for you to pick your child up from school before the end of the school day, you must first
come to the office to sign your student out of school. It is helpful if you send a note to school with your child for
his/her teacher. This will enable the teacher and the student to prepare for an early departure.
Independent Study Contracts
In order to maximize student achievement and social/emotional growth and in accordance with California
Education Code, it is expected that students will attend school every day. However, family situations do arise
which necessitate emergency travel. When these rare situations arise, families may arrange a Short Term
Independent Study Contract with the school. These contracts are appropriate for emergency, unavoidable
absence of no fewer than 5 days. Independent study for family vacations or leisure travel that can occur during
schools breaks is strongly discouraged, since independent study cannot replicate the classroom instructional
experience.
Requests must be submitted in writing to the main office or attendance office, signed by a parent/guardian 5-10
school days prior to the absence (depending upon school site requirements). The request must include the
dates of absences, return to school date, and reason for the request. The absence duration should be as brief
as possible, as absences of more than a few days will negatively impact student learning. All requests must be
approved by the site administration. Parents should pick up all assigned work on the last day of attendance
prior to the trip. Once the student returns to school, all completed work must be turned into the Attendance
Office before the student returns to class. If the student does not complete all assigned work, future requests
may be denied. Independent Study contracts at the end of the school year must be completed no later
than fifteen school days prior to the last day of school. Independent Study contracts cannot be
established during the first 10 days of the school year.
Please contact your child’s teacher or the office for details at least one week prior to leaving. This will
help your child to stay current with school work. The child who is on Independent Study will not be eligible for
the Perfect Attendance Award. Students on IEP’s may only participate in the Independent Study program if it
is written into the child’s IEP. All Independent Study Work is to be completed prior to the child’s return to
school.
Independent Study Guidelines:
K-2
5 days per academic year
3-5
Up to 10 days per academic year
Each Student will only be granted ONE Independent Study per academic school year
If Independent Study work is deemed incomplete by the classroom teacher, the teacher will determine the total
number of days of Independent Study credit that will be given to the child. All lost days of Independent Study
credit due to incomplete work will turn into unexcused absences.
The school does not receive the daily attendance funding for unexcused absences (i.e. vacation, visiting
relatives, car problems, etc.). Please do not schedule trips or doctor’s appointments during our major
assessment periods. Our CAASPP state testing window will be throughout May 2020. Grade level and
classroom assessment schedules will be determined by your student’s teacher. Please contact your child’s
teacher for specific testing and assessment dates.
Tardies
Students are expected to be in class on time (8 a.m. kindergarten, and 8:10 a.m. for grades 1-5). When
students are late, they interrupt the lesson that has already started and they miss valuable information. When
your child is tardy, make sure they check in with the main office to pick-up a tardy slip. We will notify parents, if
students consistently arrive late to school. Three unexcused tardies over 30 minutes will be cause for a 30
minute detention. Excused tardies are subject to the same Ed. Code guidelines as excused absences.

Definition of a Truant
The California Legislature defined a truant in very precise language. In summary, it states that a student
missing more than 30 minutes of instruction without an excuse three times during the school year must be
classified as a truant and reported to the proper school authority. This classification and referral helps
emphasize the importance of school attendance and is intended to help minimize interference with instruction.
S.A.R.T. and S.A.R.B.
Students with ongoing attendance concerns will be referred to S.A.R.T., the School Site Attendance Review
Team. Continued attendance issues after referral to S.A.R.T. can include referral to the CVUSD S.A.R.B., the
School Attendance Review Board.
Things to Remember about Your Child’s Attendance at School:
✔ Kindergarten is important! National research shows that chronically absent kindergarteners
show lower academic performance than their peers once in 1st grade.
✔ Poor attendance habits formed in elementary school can cause truancy and ultimately drop out
issues at the secondary level.
✔ Students cannot learn if they don’t come to school daily and schools face greater challenges in
improving if students are chronically absent.
✔ Parents and guardians need to make school and education a top priority for their children every
day. If there is something getting in the way of your child’s daily attendance, please contact the
school immediately so that the school and home can work together.

GENERAL INFORMATION
Alcoholic Beverages Are Not Permitted At School Events/On The School Campus
Alcoholic beverages are not permitted on school campuses in Castro Valley. Whenever our school's name is
associated with an event, regardless of the location of the event, the activity must be alcohol-free.
Calendar and School Events and Updates
The district calendar is included in the school handbook (see index). Updated school events and information
can be found in the following locations:
Proctor School Website:
● Twitter: @ProctorPatriots
http://proctor.cv.k12.ca.us
● Facebook Page: “Proctor Elementary
School”
Campus Hours
Proctor’s School office is open from 7:45 A.M. - 4:00 P.M., Monday through Friday. Please follow our
instructional schedule and drop-off and pick-up your child on time daily. If you have an emergency or conflict
and cannot pick-up your child on time, please make other arrangements, then notify the school of your updated
plans as soon as possible.
●

Students are not to be dropped off before 7:45 a.m. unless students are participating in the Before School
lunch program. Before School Recess begins at 7:50 a.m. Students are to be picked-up within 15 minutes
of the end of your child’s school day. A CVUSD School Resource Officer/Alameda County Sheriff may
be contacted to pick up children who are left at school and not picked-up on time.
If you require your student to be at school prior to 7:45 A.M., please sign-up with Adventure Time. Friday is a
minimum day schedule for our school (1:40 Dismissal for 1st-5th), Please plan to pick-up your student NO
EARLIER than 10 minutes before the end of the school day.
Combination Classes
There have been combination classes at Proctor School for many years and this trend is likely to continue.
Student enrollment doesn't always come in neatly organized groupings of twenty-five or thirty-two (one
teacher) per grade level. Enrollment is likely to be scattered over grade levels with a small (fewer than fifteen)
overage of students, necessitating combination classes. We ask that parents keep an open mind by becoming
aware of the classroom procedures and planning to understand the advantages and support provided to
students enrolled in combination classes. The teacher who is chosen must be one with experience in both
grade levels whenever possible. This teacher must be adept at differentiating instruction for multiple ability
levels and multiple subjects.
Communication
Our school webpage, School Messenger, Facebook, Twitter and Constant Contact are used by the school to
provide up to date information to you. Please keep your preferred phone contact number and email addresses
up to date to ensure you are receiving information from us. The Proctor Post is the school’s newsletter. It is an
electronic newsletter that is available online on the school website as well as Facebook and Twitter. Paper
copies are available on request and in the office. Voicemails will communicate information to the whole school
and ConstantContact emails will be sent to subscribers. “Like” us on Facebook “Proctor Elementary School”
and follow us on Twitter @ProctorPatriots to keep up to date.
Communication with School
You may contact staff via phone, email, and written communication. E-mails should be brief in nature and
follow email etiquette. Staff may contact you to set up a meeting to further discuss the nature/need expressed
in a communication. Some teachers may choose to use Class Dojo to communicate with their classroom
families.

Conduct To and From School
A. When walking to or from school, students are to cross only at crosswalks, with crossing guard, when
possible.
B. Students are to arrive at school no more than fifteen (15) minutes before their scheduled starting
time. Ground supervision is provided between 7:50 A.M. and 8:10 A.M. There is no school
supervision prior to 7:50 A.M., unless students are participating in the before school breakfast
program. If you require your student to be at school prior to 7:50 A.M., please sign-up with
Adventure Time.
C. Students arriving late for school must go to the office for an admit slip to class.
D. Proctor School is a closed campus. After arrival at school, students are to remain on campus until
dismissal time. Parents/guardians/family members may pick up children during the day by coming to the
school office. Notes regarding doctor or dental appointments are to be presented to the office upon arriving
at school.
E. Students are to go home when dismissed, unless they are participating in an organized activity. No
after-school supervision is provided. Students should be picked-up with 15 minutes of the end of the school
day. When a student is unable to reach a parent/guardian/family member, the Alameda County Sheriff’s
Department may be contacted to transport the student home.
F. You may enter the school campus 10 minutes before the end of the school day to pick up your student.
Please wait quietly and keep any other children with you under your direct supervision. Disruptive behavior
is not to take place outside of classrooms during the school day: i.e., running, playing, loud conversations,
and cell phones
G. Bikes and scooters are to be walked and locked upon arrival at school.
- Bikes and scooters are to be walked through the school grounds and to and from the bike rack, before
and after school.
- Bikes and scooters being used in inappropriate places will be held for parent pick up
- Bike and scooter offenders will lose privileges for one week, and any further offense may lead to loss of
privileges for the rest of the year.
H. Any Vandalism in or on the school buildings, grounds or on private property will be subject to clean-up and
monetary restitution, if necessary and possible suspension from school. The Sheriff's department will be
notified, when appropriate. (By law, parents are financially responsible for any damage caused by their
minor children.)
Waiting for the Bus and Other Rides
A. If a child misses the bus or is not picked up within 15 minutes of dismissal he/she should
come to the school office.
B. Wait quietly. Do not slide down the stairway rails, or walk down the hillsides.
C. Board the Bus/Car in an orderly manner and remain seated.
Conference Days:
Conference days will be scheduled during each trimester to discuss your child’s academic/behavior progress
with their teacher. Fall conferences are required for all families to attend. Winter and Spring conferences will
be scheduled if your child is struggling, and requires an Individual Learning Plan for additional support.
The following are a few suggestions that will help you get the most from your parent-teacher conference:
1. Be prepared; come with a list of questions or topics that you want to cover.
2. Consult with your child; ask your child if there is anything bothering her/him about school in class or
elsewhere.
3. Ask the teacher how you can help; find out what you can do at home to help your child do better in
school.
4. Even when the conference is over, it’s important to stay in touch with the teacher. As the year
progresses, consider doing something for your child’s class, such as sending in a book from home or
visiting to speak about your job or special interest. Write notes every so often to ask about progress,
express concerns, or just make a comment or give a compliment.

It is important to the teacher that your child do his/her best. Should you need to talk to your child’s teacher,
please schedule a meeting, in person or by telephone. For obvious reasons, teachers are not able to
conference with parents/guardians/family members during class time or while supervising the arrival or
dismissal of students in the classroom. However, teachers are eager to meet with parents during scheduled
conferences to support students in achieving their highest possible success.
Intra and Inter District Transfers
Intra district transfers begin at the Special Services Department in the District Office. For further information,
please call 510-537-3000 X1209. Inter district transfers begin at the home district. Intra and inter district
placement is based upon enrollment availability and is not guaranteed. Attendance, behavior and academic
performance may impact acceptance of intra and inter district transfers.

Items Prohibited at School
Firearms (even look alike toys), explosives (including firecrackers and caps), knives (including small pocket
knives) and other objects deemed dangerous by school personnel may not be brought to school. These are
cause for suspension or expulsion by state law. Other prohibited items (unless approved by the teacher)
include: gum, candy, soda, seeds in shells, personal electronic devices (i-pads, laptops, individual gaming
devices, and electronic books/readers), toys or personal play equipment (except baseball gloves w/ teacher
approval), fidget spinners, trading cards/Pokémon cards. The school cannot accept liability for the loss of
students' personal property and therefore, discourages it from being brought to school. If a student determines
they have arrived at school with or sees someone with a prohibited item, the student is to notify their
teacher/the office immediately. Students are not permitted to buy, sell or trade items at school. Fidget
Spinners are being used as toys at school and are not permitted. Parents who believe their child could benefit
from a digital device to address attention/sensory concerns need to contact school staff directly to discuss
student needs.
Fundraising
The only fundraising that can take place on the school campus is fundraising that has been approved by the
Proctor PTA, the Science & Technology Booster, and the school district. Outside groups cannot fundraise on
the school campus.
Lost and Found
Students should not bring items of value to the school as there is always the chance that things can be stolen.
Please mark your child’s name clearly on all jackets, sweaters and clothing that might be layered. Place
names on backpacks and lunch boxes/bags. Clothing items and lunch boxes/bags will be placed in the plastic
bin outside the office. Items not retrieved in a timely manner will be donated. Items of value will be brought to
the office if found. If a student loses an item at school, they are to report it immediately to the nearest adult.
The school is not responsible for lost or stolen items.
Medication at School
See “Health and Safety” section.
Messages, Deliveries and Telephone Use:
The learning environment in the classroom is one of our topmost concerns. Therefore, we try to limit
classroom interruptions during the day. We will not deliver messages to students during class time unless it is
an emergency. We realize that there will be exceptional circumstances from time to time. However, please do
not call the school asking us to deliver routine messages.
Forgotten lunches and other items are to be delivered to the office, and will be picked up by students during
non-instructional times. Please do not interrupt instruction by delivering items directly to classrooms.
Classrooms will not be disrupted during instructional time for forgotten items. Students may come by to
pick-up items at a time designated by their teacher (recess, lunch).

Students may use the office telephone only for emergencies, and with the permission of the teacher or office
staff. Students must make their “after school” arrangements from home before leaving for school in the
morning. Student cell phones must be turned off or be placed on silent, and securely stored in a back-pack
during the instructional time, and are not permitted for use at any time during the school day except for health
reasons. A doctor’s note must be on file in the school office for this purpose. Students may access their cell
phone once they leave the school campus.
Pets on Campus
Only service animals are permitted on campus. If you are bringing a service animal on to campus, please
ensure to check-in with the school office. Students are not to bring pets to school for sharing, even before or
after school unless approved by the teacher and/or office. This includes walking/carrying a pet onto campus at
all times. Some children have allergies and/or fear of animals that need to be respected.
Smoking Prohibited on School and District Facilities
In compliance with State guidelines, our district has banned smoking on all District property, both indoors and
outdoors. Please comply with this regulation whenever you visit our school during school hours & after school
hours. This includes the school parking lot, playground & school fields.
Spare Clothes
The office keeps on hand a small number of spare clothes in case of emergency. If your child soils his/her
clothes, the original clothes will be sent home. We ask that you wash and return the borrowed articles of
clothing as soon as possible. In case of toileting accidents, the school staff cannot assist in the clean-up of a
child unless it has been established as part of a student plan designed by the district nurse.
Teacher Requests
We will not honor requests for a specific teacher, or accept request letters. All teachers on staff are fully
credentialed and considered by the district and the State of California to be “highly qualified” teachers capable
of teaching all students. As a school, we are committed to building balanced classrooms that focus on the
needs of the grade level students. We take into account the following: student Academic Performance (math,
reading, and language arts); Student Behavior; Student-Peer Relations; Balance of Student Groups; Learning
Style; Emotional Needs; Social Needs; Physical Needs; Leadership; and Additional Needs As Identified By
Proctor Staff (including student’s current teacher).
Visitors and Volunteers:
Parents are invited to visit and help in classrooms. Arrangements are to be made in advance through the
classroom teacher and the office.
●
●
●
●

●
●
●
●
●
●

All visitors must report to the main office when arriving on campus.
Sign-in electronically & obtain a visitor badge before going to a classroom.
All classroom volunteers must schedule their volunteer time with the classroom teacher before arriving.
Please do not bring young siblings or other non-Proctor student children with you while volunteering in the
classroom. This can be a distraction to the teacher and students during instructional time, and is a liability
to the district if they are injured.
Siblings and other family members are welcome to attend and participate in school wide activities and
classroom parties throughout the school year (Halloween Parade, Winter festivities, etc).
All volunteers are welcome at Proctor.
All volunteers must be cleared through the Sheriff’s Department under Megan’s Law.
Our playgrounds are not open to visitors during the school day. Non-school age siblings are not permitted
to play at recess on the playgrounds (including the Kinder Playard, Lower and Upper Playground)
Proctor School is a tobacco free campus.
Classroom Observations: See CVUSD District Procedures “Visitors on Campus”

● Animals on campus: Only service dogs are permitted on campus. Do not bring pets to school for
sharing, even before or after school.
For more information on volunteering, see the “Volunteer” section.

CASTRO VALLEY UNIFIED SCHOOL DISTRICT
DISTRICT PROCEDURES
Visitors on Campus
IT IS REQUIRED THAT ALL VISITORS REGISTER IN THE SCHOOL OFFICE TO RECEIVE APPROVAL,
AND A VISITOR BADGE TO BE PRESENT ON THE CAMPUS.
NOTE: A visitor is a person who is not a CVUSD student or staff member.
In order to ensure the safety of our students and staff, and to prevent undue interruption of instruction, all
visitors coming to the campus for observations must follow the procedures below:

●
●
●
●

●

●
●
●

●
●

Classroom observations:
Approval of a site administrator or designee must be obtained a minimum of 24 hours before observing a
class. Teachers will also get prior notice.
All visitors must check in at the office and wear a visitor’s badge before proceeding to the classroom.
Non-school employee visitors will be accompanied by a district/site employee.
Observations are limited to no more than 30 minutes.
Frequency of observations will be reasonable so as not to disrupt the classroom instruction. Standard is
one visit within a week. Exceptions may be made at the principal’s discretion.
While in the classroom:
The observation is not to be used as an opportunity to conference with the teacher. If the visitor desires
discussion with the teacher on the day of the observation, a conference appointment must be prearranged
with the teacher before the observation date.
Observe quietly…avoid talking to students, the teacher and/or other staff during the observation. Interact
with students only if the teacher has agreed to such contact before the observation.
Students’ rights of confidentiality must be observed.
Younger siblings or non-Proctor student children are not permitted in the classroom or on campus during
the instructional day as it is a liability to the district if they are injured. (See Visitor/Volunteer guidelines
above)
Do not move about the classroom, as this is distracting to the students and teacher.
If observation becomes a disruption to the classroom instruction, the visitor will be asked to leave.
Visitation rights may be limited if the observation becomes a disruption to the students and/or teachers.
Thank you for following our visitation procedures to keep our focus on student learning.

TRAFFIC PROCEDURE
Student Rules:
- Students must only use the front stairs or front ramp to go down to the loading area to be picked up, not the
fire lane behind room 20.
- Students must only load into cars at the curbside at the cement loading area.
- Students must wait politely at the loading area.
- Students may only cross the lot at the cross-walk, with an adult escorting them to a legally parked car.
Students cannot walk alone in the parking lot.
- Students will be informed of all traffic rules at the start of the year and will receive disciplinary consequences
for failure to follow safety procedures.
Parents/Drivers Rules:
- Drivers must wait for students on the inside lane while circling the parking lot and then proceed to the outside
lane for loading.
- Drivers may only stop to pick-up students in the four numbered spaces in the loading area along the white
curb. Please pull all the way forward!
- Students may NOT walk unattended to a vehicle in the parking lot. If you have a medical limitation
and need assistance, notify the office.
- Drivers must follow California Traffic Laws such as:
- Be a role model: use the crosswalks at all times in the parking lot
- Avoid parking in red zones
- Avoid double parking
- Stop for pedestrians in crosswalks
- Follow the right of way laws
- Be courteous to other drivers, pedestrians, student patrolers, and staff
Failure to follow the above rules could result in the suspension of using or accessing the school
parking lots.

Citizenship and Behavior Expectations
Philosophy
It is our goal at Proctor to provide an atmosphere which encourages students to attain their highest potential.
This will be successful if both the family and Proctor School staff work together.
Rights
A. Students have the right to:
1. Be respected as individual human beings.
2. Express their opinions and have them heard in a responsible and timely manner.
3. Have a positive learning environment including
a. a reasonable, quiet, comfortable place to work
b. explanations of rationale for grading, assignments, behavior requirements, consequences and
other actions affecting students' learning and growth.
c. a clean, attractive and functional school environment.
4. Learn to the best of their ability and achievement level.
5. Receive fair and consistent treatment of rules and consequences.
6. Attend school without having their person or property threatened or harassed.
B. Teachers have a right to:
1. Be respected as human beings and professionals.
2. Work at school without threat to themselves or their personal property.
3. Teach without student disruption.
4. Have students respect the school as a whole and each classroom as a learning situation.
5. Require that students learn to the best of their ability.
C. Support Staff have a right to:
1. Be respected as individual human beings and professionals
2. Work at school without threat to themselves or their personal property.
3. We expect students to communicate with them in a polite and responsible manner.
School Dress Code
CVUSD: BP 5132 Student Dress Code and CVUSD: AR 5132 Student Dress Code
Castro Valley School District expects that all students will dress in a way that is appropriate for the school day
or for any school-sponsored event. Student dress choices should respect the District's intent to sustain a
community that is inclusive of a diverse range of identities. The primary responsibility for a student's attire
resides with the student and their parent(s) or guardian(s). The school district is responsible for seeing that
student attire does not interfere with the health or safety of any student, that student attire does not contribute
to a hostile or intimidating atmosphere for any student, and that dress code enforcement does not reinforce or
increase marginalization or oppression of any group based on race, sex, gender identity, gender expression,
sexual orientation, ethnicity, religion, cultural observance, household income, or body type/size. Any
restrictions to the way a student dresses must be necessary to support the overall educational goals of the
school and should be explained within this dress code.
Proctor Expectations: Footwear must be worn at all times for safety purposes for outside play/physical
education participation: flip flops, shoes without backs, platforms and other unsafe footwear should not be
worn at school. Undergarments should not be visible. T-shirts with inappropriate words or pictures may not be
worn to school. If clothing is deemed inappropriate by the teacher or principal, parents will be contacted to
provide proper clothing, or the student will be provided with clothing as deemed necessary.
Safety
A. Students are expected to walk at all times (except during on the playground). Pathways and hallways are to
be used for student traffic, not play.
B. Students are to use caution when entering the parking lots. Students are never to walk unattended through
the parking lot.

Parental Interaction with Students and Adults
It is never appropriate for a parent to confront another student on campus about a behavior issue or incident
that has occurred with that student. The proper procedure is to talk with a staff member first. The discipline of a
student and the “fact-finding” process is the responsibility of the Proctor Principal/staff. With this in mind, we
discourage parents from confronting other parents with discipline issues about their child. The principal and
staff are trained to address the problems that occur on campus and should be informed of any concerns or
issues on school grounds. If appropriate, a school coordinated meeting between both families may occur and
every effort will be made to resolve the conflict at the lowest level. Thank you for your cooperation and
understanding in this matter.
POSITIVE BEHAVIORAL INTERVENTIONS & SUPPORTS - WHAT IS PBIS?
Philosophy:
PBIS is a team based, systematic approach in teaching behavioral expectations throughout the school. It is
based on a proactive model which teaches the behaviors, reinforces and recognizes students who are able to
model these behaviors and has systems in place to support students who have a difficult time or may present
with more challenging behaviors.
The team approach is what truly makes this system work and we really need every family’s support to help us
be successful.
Approach:
Instead of using a patchwork of individual behavioral management plans, we have moved to a school-wide
discipline system that addresses the entire school, the classroom, areas outside the classroom (such as
hallways, restrooms, offices, cafeteria, playground/school grounds etc.). Every person who works in the school
is aware of the behavioral expectations and works to ensure students are consistently getting the same
message, regardless of the setting they are in or the adult they come in contact with.
Implementation Plan:
The district began working to implement PBIS in 2013 and Proctor began initial training in 2014. We are very
proud of our progress and continue to develop the scope of the program. In order to accomplish this task,
several components being put into place.
They are as follows:
1. Behavioral Expectations are Defined. A small number of clearly defined behavioral expectations are
simply stated in positive terms. Each building identifies their expectations. For example: Be Safe, Be
Respectful, Be Responsible, and Be Cooperative.
2. Behavioral Expectations are Taught: Behavioral expectations are identified for various settings in each
school. The behaviors are taught to all of the students in the school through direct teaching with the
help of staff.
3. Appropriate Behaviors are Acknowledged: Once appropriate behaviors have been defined and taught,
they are acknowledged in various ways on a regular basis.
4. Data Collection: Office Discipline data is collected on school-wide behavior and a team reviews the
data regularly to determine when and where the problems are occurring. The committee then
brainstorms ways to proactively address the problems and to re-teach and reinforce positive behaviors.
5. Individual Support is Provided for Students not Responding to the School- Wide System: Each school
has a system for developing plans for individual students who may have a difficult time and need more
support in a school setting.
Teams meet regularly and involve parents as active partners in helping students to succeed.
6. Active Support by All Stakeholders: The entire school community is needed to be actively involved in
order to make the system successful. PBIS is a districtwide system for establishing a positive culture in
each building.

Benefits of PBIS (research based):
1.
2.
3.
4.
5.
6.

Increases attendance.
Student self-reports of a more positive and calm environment.
Teacher reports of a more positive and calm environment.
Reduction in the proportion of students who engage in behavioral disruptions.
Reduction in the number of behavioral disruptions.
For more information about PBIS, please visit our individual school websites or go to www.pbis.org

Positive Behavior and Awards (For More Info on PBIS PRIDE, see the section further back in our
handbook)
Students exhibiting positive behavior and good citizenship and behavior either inside or outside the classroom
may be recognized by staff with a “Proctor Pride Point.” Students who submit their “Proctor Pride Points” in the
office are eligible for their name to be drawn at the Wednesday flag assembly. Selected students can then
pick-up a prize in the office. Students who earn 10 proctor PRIDE points will earn a Pride Tag. Students are
also recognized in their classroom with teacher specific recognition programs. Annually, students who have
earned no absences and no more than 3 tardies are recognized for their positive attendance. Other awards
and incentives may be used throughout the year to support student achievement of academic, behavior and
attendance goals.
Below are some of the things we do for students who make the right choices and follow our school and
classroom rules.
● Commendations (Proctor PRIDE) - for specific instances of good behavior and academic
achievement. A Proctor PRIDE Point makes a student eligible for a school-wide drawing on
Wednesdays to receive a special treat from the principal.
● Classroom Rewards – every classroom teacher has a recognition program which recognizes
academic achievement, appropriate behavior and individual
Uniqueness
● Awards/Recognitions –Students are recognized during our monthly flag assemblies for showing
Proctor Pride (character trait of the month), and again at the end of the year awards assembly for
special awards received during the school year. These are in the areas of perfect attendance, physical
fitness (Gr. 4-5), Intramurals, Student Citizen of the Year, and Green Schools Awards. Other awards
and incentives may be used throughout the year to support student achievement of academic, behavior
and attendance goals.
Click Here for Proctor's Schoolwide PRIDE Expectations
Cafeteria/Lunchtime Behavior -See the following section of the Proctor School Handbook for detailed
information.
Playground Safety Rules - See the following section of the Proctor School Handbook for detailed information.
Consequences
Our staff recognizes two very different types of behavior problems:
- Irresponsible behavior - when students ignore important rules and need a reminder: failure to follow
classroom/school expectations and procedures, rough-housing, running in the halls, being tardy to class,
littering, chewing gum, etc.
and
- Serious acts which require parental/guardian and school intervention - Aggressive, disruptive, defiant,
abusive or dangerous behavior such as fighting, severe classroom/school disruptions,
racial/ethnic/personal slurs. Etc.

“Fix-It Ticket” offenses
If a child breaks an important rule, s/he will be given a "Fix-It Ticket" slip. During the following recess, the
child will be assigned a ten minute break (classroom, playground, office) to reflect on the choice made
when breaking the rule. It may involve a brief conference with the teacher or principal. Staff will initial the
slip to verify the time served. "Fix-it Ticket" slips may be sent home by the teacher in work folders at the
end of the week. An excessive number of "Fix-it Ticket" slips may result in a conference with the parent.
The number of these slips will affect your child's citizenship grades on his/her report card.
Serious Offenses
For serious offenses, students will meet with the principal. Attempts will be made to notify
parents/guardians by phone. If the child has seriously disrupted the classroom, s/he may be sent out of
class to preserve the rights of the class. Other consequences may include lunchtime work details, loss of
privileges to attend class or school wide events/trips. Ongoing serious offenses may result in suspension
from class (Ed Code driven). During the child's absence from class he/she will be required to complete
work assigned by the teacher. Parental assistance in correcting the child's behavior is strongly requested.
In certain cases, a playground supervisor may determine that it is necessary to "refer to the principal"
immediately.
Classroom Discipline
Breaches in student discipline that occur in the classroom are handled in a similar manner of increasing
consequences, following a progressive discipline model. In general, each teacher begins with a clear
statement of expected behavior and a set of classroom rules. Teacher starts with reason and counseling to
correct behavior and, if necessary, progress to parent, child, teacher, and principal conferences to resolve
issues. Recess detention and withdrawal of privileges are common consequences when rules are broken.
Teachers are encouraged to inform the parents of problem situations. When children are kept after school
for more than 15 minutes, it is our policy to have the child call his/her home, or in cases of primary children,
the teacher calls the parent. The Proctor staff is confident that with parental support and consistency here
at school, each of our students can develop self-discipline and become a responsible, caring member of
our school.
4th/5th GradeDemerits may be used at the end of the year to address ongoing behavior/discipline concerns
before their big end of the year activities. Specific information will go home to provide families with
additional information at that time.
Suspension and/or Expulsion
Consequences listed under section A, address themselves to relatively minor offenses. There are offenses
that are serious enough to warrant suspension and/or expulsion from school. Suspension and/or expulsion
is most commonly imposed when other means of correction fail to bring about proper conduct.
Suspensions may come on a first offense if the principal determines that the nature of the offense warrants
such action. (Education Code - Section 48900.5).
Some examples of offenses that would be case for suspension and/or expulsion when they occur on school
grounds or off school grounds during an activity related to school attendance are:
1. Stealing or damaging, or attempting to steal or damage, school or private property.
2. Causing, attempting, or threatening physical injury to another person.
3. Possession, sale or furnishing any firearms, knife, explosive or other dangerous object.
4. Possession, use, selling or furnishing a controlled substance such as drugs, alcohol, or other intoxicant.
5. Possession or use of tobacco
6. Committing an obscene act or engaging in habitual profanity or vulgarity.
7. Disrupting school activities or willfully defying the valid authority of supervisors, teachers, or administrators.
8. Harassment and/or threatening remarks or behavior.
9. Sexual harassment, threats, intimidation directed against a pupil or a group

Note: A complete list of suspension/expulsion offenses is available in the office.
Assembly Bill 813 has added to laws governing expulsion. It is now mandatory that school principals
recommend expulsion for certain specific offenses. The authority to expel a student rests with the Board of
Education. The offenses that require the principal to recommend expulsion are:
a. causing serious physical injury to another person, except in self-defense;
b. possession of any firearm, knife, explosive, or other dangerous object of no reasonable use to the pupil at
school or at a school activity off school grounds;*
c. unlawful sale of any controlled substance as defined in Section 11007 of the Health and Safety Code;
d. robbery of extortion
*Parents are advised to be sure their child does not take a pocket knife or any other weapon to school. Many
young children have innocently brought new knives to school. In the past, they have been held and returned.
Now, the law is very severe and does not speak to the age of the child or the intent in bringing the weapon to
school.

Anti-Bullying Policy
Bullying Prevention
Proctor Elementary School believes that all students have a right to a safe, healthy and nurturing learning
environment. The Proctor Elementary School community recognizes schools must be physically and
emotionally safe for all students in order to promote and support academic achievement, citizenship, student
attendance and engagement. Proctor Elementary School will not tolerate behavior that infringes on the safety
and emotional wellbeing of any student or adult. The school does not tolerate any acts of bullying, intimidation
or harassment of any student through words and actions. “Bullying”, as legally defined by California education
code 48900(r), is any severe or pervasive physical or verbal act or conduct, including communications made in
writing or by means of an electronic act. These acts can be reasonably perceived as being dehumanizing,
intimidating, hostile, humiliating, threatening, or otherwise likely to evoke fear of physical harm or emotional
distress and may be motivated either by bias or prejudice based upon any actual or perceived characteristic,
such as race, religion, ancestry, national origin, gender, sexual orientation, gender identity or expression; or a
mental, physical or sensory disability or impairment; or by any other distinguishing characteristic. An "electronic
act" means the transmission of a communication, including, but not limited to, a message, text, sound, or
image, or a post on a social network internet web site, by means of an electronic device, including, but not
limited to, a telephone, wireless telephone or other wireless communication device, computer, or pager. A
"Reasonable pupil" means a pupil, including, but not limited to, an exceptional needs pupil, who exercises
average care, skill, and judgment in conduct for a person of his or her age, or for a person of his or her age
with his or her exceptional needs. There is an expectation for all students, staff, parents, and volunteers to
demonstrate behavior that is respectful and civil. It is essential adults’ model behaviors as positive examples
for student behavior. Proctor Elementary School expects students, staff and parents to immediately report any
incident of bullying to the principal or designee. Students, parents and staff members, who observe or
experience any incident of bullying are also encouraged to complete and submit the “Student Harassment”
form available on the school’s website. Staff members are expected to immediately intervene when they
observe bullying. Each complaint of bullying will be promptly investigated and logged. Students can rely on
staff to promptly investigate each complaint of bullying in a thorough and confidential manner.

LUNCH/SNACK POLICY
●

Students will follow the directions of the noon supervisors and all staff members.

●

Students are to go to the cafeteria quietly, keeping to the right-hand side of the stairs.

●

Students are to enter the cafeteria in an orderly fashion and be seated at a table.

●

Students purchasing lunch are to wait in line quietly, keeping their hands to themselves.

●

Students should use good table manners. Thrown food and yelling/shouting will result in cafeteria
suspension and possible loss of other privileges. Students are not to share food with one another.

●

When dismissed, students are responsible for cleaning the table top and picking up litter around and
below their table without being asked.

●

Plates, napkins, left-over food, and other disposable items are to be carefully emptied into garbage or
appropriate recycling containers.

●

When leaving the cafeteria area, all students are expected to walk directly to the playground in a safe
manner.

●

Noon supervisors and other school staff have the right to move students to alternate seating locations if
a student is not following behavior expectations.

●

No soda or carbonated drinks (as required by the State of California);

●

No gum and candy is highly discouraged as a snack.

●

All food shall be eaten while seated in the following areas: (Lower Playground) on the benches in the
breezeway or (Upper Playground) upper ramp next to upper playground or play structure benches on
during snack recess; in the cafeteria and outside picnic benches during lunch recess. All garbage and
recycling rules are to be followed.

●

No sharing snacks or lunch items!

●

If a student has no lunch they may go to the cafeteria, and a lunch will be provided

●

Proctor is a closed campus, parents need to take lunch deliveries to the office.

●

Send food preheated to school as there is no microwave provided for student usage.

●

Students may purchase lunches using the Point of Sale (POS) system. Money can be added to a
student’s lunch account by sending a check to the school office or directly online at
www.MySchoolBucks.com. You will need your child’s student ID number to set up this account. This is
the ID number your child uses at the library and for other programs at school.

●

Students and families needing support through free and reduced lunch services may complete an
application either during registration or by contacting the school office at any time.

RECESS/PLAYGROUND SAFETY RULES
●
●
●
●
●
●
●

All students are expected to observe rules of fair play and good sportsmanship.
Games will be open to all students.
All ball games must be played by school rules.
Any injury or accident must be reported immediately to the teacher/supervisor on duty.
Students with serious injuries are to be escorted to the office and are not to go on their own.
When playing on the equipment: no cherry drops, no jumping from one structure to another.
Students are not to play tag on or in the playground equipment area
o Ask teachers for proper “Tag” rules
o If “Tag” becomes a safety issue for students, it will temporarily be suspended by the school
principal as deemed necessary
● Students are not to sit or stand on the top of the bars, climb up backwards on the slide or make trains
to slide down the slide.
● No balls may be kicked on the blacktop with the exception of the kickball court on the upper
playground.
● Football may only be played under the organization and supervision of a staff member.
● Students need permission to leave the playground from the teacher or supervisor.
● Students must walk in the tanbark area/No running or playing tag.
● Always stay within the sight of the teachers/supervisors. Students cannot be seen behind the snack
bar or baseball backstop, the bushes, or the Arts Center, the garden, or hallways.
● All food shall be eaten while seated in the following areas: (Lower Playground) on the benches in the
breezeway or (Upper Playground) upper ramp next to upper playground or play structure benches on
during snack recess; in the cafeteria and outside picnic benches during lunch recess. All garbage
and recycling rules are to be followed.
● The following behaviors will not be tolerated and will result in discipline:
- Fighting/rough play (wrestling, tackling, kicking, pushing, hitting) or threats of violence.
- Name calling, harassment, teasing, profane language, racial slurs, or derogatory comments.
- Pushing, wrestling, tackling, kicking, and throwing tanbark, rocks, grass, or sticks (serious eye
injury can result).
● When the bell rings, students “freeze”, stopping all play. The teacher will ask students to get down
from the equipment. Students should walk to line when the teacher gives the signal. Playground
equipment must be held while walking (balls, jump ropes, etc.) Each class will be excused by their
classroom teacher when they are lined up and ready. Children will leave the playground in single file
on one side of the stairs.
● Toys, trading cards, skateboards, electronic handheld devices, games, and other non-academic items
are to remain at home unless special arrangements are made with the classroom teachers and the
principal. Students are not buy, sell, or trade any items at school.
● Personal P.E./sports equipment should remain at home unless special arrangements are made with
the classroom teacher.
● Cell phones and/or electronic devices must be turned off and used only during non-school
hours and stored in the student’s backpack.
● Proctor is not liable for lost or stolen property.
● Leave plants and bugs in their place.
● Students are subject to the expectations, rewards and consequences as described in the Citizenship
and Behavior Expectations section.

HEALTH AND SAFETY
Proctor Elementary School is a closed campus. After arriving at school, children are to remain on campus until
dismissal time. If necessary, parents/guardians may pick children up during the day by coming to the school
office and signing the student out. Students will only be released to adults listed on the emergency card.
Identification will be required, so please have your identification available, or a picture of it on your phone.
Parents are requested to schedule medical, dental and other appointments before or after school hours.
Wednesdays, after 12:00 noon, are good times for appointments.
Students are expected to walk at all times on the pathways and in hallways, and when on the way to and from
school. Parents/guardians are to drop off students at a marked area in the parking lot, or personally escort the
student safely to school. Students are to cross streets only at crosswalks.
Food/Nutrition Policies
Per District Wellness Policy BP/AR 5030 (2/23/17):
Fundraising
District staff will encourage all school-based organizations to use healthy, commercially-prepared food items
that meet minimal nutritional value, or preferably non-food items for fundraising. All fundraising activities
involving the sale of food during the school day (midnight until 30 minutes after the end of the school day) must
comply with all federal and state regulations regarding child nutrition.
Celebrations during the School Day
Celebrations that involve food during the school day should be limited to no more than one party, per class, per
month. All celebrations must be prearranged with the classroom teacher.
✔ Celebrations that involve food must occur after the lunch period or after second chance breakfast on
shortened days.
✔ No more than one food item at celebrations may be outside the UDSA Nutrition Guidelines.
✔ All food items must be commercially prepared and packaged, and State Safety Standards must be
followed.
At Proctor, we want to create an environment that encourages healthy choices for eating to support physical
and emotional development. We are encouraging more positive healthy choices to these items which include
fresh fruits and vegetables, popcorn, pretzels, etc.… We are also encouraging non-food items for incentives or
rewards in the classroom.
As a result, we will maintain these additional site policies:
● Soda and candy bars are highly discouraged as items to be included for lunch.
● Healthy snacks are to be eaten at snack recess.
● Avoid food made with peanuts as a general rule and be aware of classroom food allergies.
We are asking parent support with our efforts to create a healthy campus environment.
Vaccinations/Immunizations
State Health and Safety Code provides that a child may be excluded from school if all
vaccinations/immunizations are not up to date and on file at the school. There are two school nurses who
serve Proctor and other Castro Valley schools. Their job is to ensure that each child has obtained required
immunizations and health examinations required by the State of California. In addition, vision and hearing
screenings are provided for new students. The nurse also assists with identifying and containing
communicable diseases.

Medications at School Per California Ed Code 49423 and CVUSD BP/AR 5141.21
All medications, including medications available without a prescription, need to have both physician and
parent’s written permission in order to be dispensed or taken at school. The medication form is available online
at www.cv.k12.ca.us. You can enter “medication” into the search box or these forms are also available from
your child’s school site. The completed form(s) which need to be turned into the school office at the beginning
of every school year, need to clearly state: the name of the student, name of the medication, method of
administration (by mouth, eye drops, etc.), administration time, and the amount to be dispensed. The
medication must be brought to your child’s school office in a labeled prescription or over the counter container
(not a zip lock bag).
If your child’s medication is not needed during the school day but you would like a 3-day disaster supply in
case of emergency, please follow the above protocol and attach the “3 Day Disaster Supply of Routine
Medications” form. If your child needs to carry an inhaler for asthma, be sure to have your physician complete
the Asthma Action Plan (available at www.cv.k12.ca.us). If your child needs to carry an epi-pen for severe
allergy, be sure to have your physician complete the Severe Allergy and Anaphylaxis Emergency Care Plan
(also available at www.cv.k12.ca.us). Please remember that children are not allowed to carry medication
(prescription or over-the-counter) while on school grounds.
Blood Borne Pathogens, Exposure Control Plan
The schools, in meeting State and Federal standards as well as district board policy for dealing with blood
borne pathogens and potentially infectious materials, will dismiss to the office any student with blood or body
fluids containing blood on clothing. Parents/guardians will be notified and a change of clothing will be needed
in order for your child to stay in school. If your child has nosebleeds somewhat regularly, perhaps putting a
clean T-shirt in your child’s backpack would be a good idea.
Communicable Diseases
If your child is absent from school due to one of the following diseases, please notify the office at once:
Chicken pox, mumps, measles, impetigo, pink eye, or ringworm. Your physician can tell you how long your
child must be out of school and what medication is needed. The office has a form that needs to be completed
by your physician before your child can return to school. The form includes what medication is needed.
Concussions/Head Injuries
If your child hits their head at school, you will be notified by the school and a head injury form will be sent home
for you to sign. We will not be able to determine if your child has a concussion, but the head injury form will
provide you with signs/symptoms for which to monitor in your child. When in doubt, it is recommended that
you seek medical attention to address any head injury. A concussion is a type of traumatic brain injury that
changes the way the brain normally works. A concussion is caused by bump, blow, or jolt to the head or body
that causes the head and brain to move rapidly back and forth. Even a “ding,” “getting your bell rung,” or what
seems to be a mild bump or blow to the head can be serious. Concussions affect people differently. While
most people with a concussion recover quickly and fully, some will have symptoms that last for days, or even
weeks. A more serious concussion can last for months or longer. If you believe academic accommodations will
be necessary after meeting with your child’s physician, please contact the site administrator so that we can
initiate an individualized plan for your child.
Symptoms Recognized by the Observer
Appears dazed or stunned
Is confused about assignment or position
Forgets an instruction
Is unsure of game, score, or opponent
Moves clumsily
Answers questions slowly
Loses consciousness (even briefly)

Symptoms Felt by Injured Party
Headache or “pressure” in head
Nausea or vomiting
Balance problems or dizziness
Double or blurry vision
Sensitivity to light
Sensitivity to noise
Feeling sluggish, hazy, foggy, or groggy

Shows mood, behavior, or personality changes
Can’t recall events prior to hit or fall
Can’t recall events after hit or fall

Concentration or memory problems
Confusion
Just not “feeling right” or “feeling down”

Lice
Each year, a number of students are found to have head lice. When this is discovered at school, the parent is
called and requested to take the child home and treat him/her with a medicated shampoo designed to kill the
lice. The child may not return to school until s/he has been treated. Our practice is to examine the classmates
and siblings of a child after head lice has been discovered.
Should this occur to your child, please do not be unduly alarmed. Head lice occur with some regularity among
school children. Having lice does not mean that children are dirty or uncared for. Head lice spread easily,
especially to children who use each other’s combs, or wear each other’s hats or clothes. Parents tend to react
emotionally to head lice and feel ashamed. We urge you to think of it as you would a communicable disease.
If your child is found to have lice, you will receive a letter detailing ways you can address the problem. If a
student in your child’s class has lice, a letter will be sent home as well.
Earthquake/Other Natural Disaster
In the event of an earthquake or other natural disaster, staff will evacuate and supervise students until a
parent/guardian or other designated emergency contact picks up the student. Staff and emergency personal
will remain on site as long as the situation warrants. Check-out of students is done on the upper playground.
Lockdowns/Intruder on Campus
In the event of a schoolwide lockdown, all communication will be sent to families via e-mail and the automated
phone system. The Alameda County Sheriff will determine when it is safe to reopen the campus. Do not
attempt to pick-up your student during a lock-down on campus.
Maturation Education
Our fifth grade students participate in the maturation education program which is part of the State of California
Health Education curriculum. This program is offered at the elementary level to 5th grade students and will be
led by one of our district nurses. Students will be viewing a video on maturation education and then
participating in discussions. Students are broken into same sex groups for the purpose of viewing the video
and holding the discussions. Students will not view the entire video. There is a specific section of the video
which is directed towards the girls and a specific section directed towards the boys. Positive permission must
be given for students to participate in the lesson. Permission slips are a part of the online registration
paperwork. If you would like to preview the DVD that will be utilized and see how the program is formatted,
you may check out one of our two DVD copies available in the Main Office. Please call ahead of time
(537-0630) to ensure that the DVD is available for you when you come to the office.
Safety and Emergency Information
Proctor has an extensive School Safety Plan that includes procedures to be followed in the event of an
emergency. The school staff and students participate in monthly drills so that everyone knows what to do in
case of a fire, earthquake, natural disaster, or lockdown/active shooter.  If your child is injured at school, we will
make him/her comfortable and then call you immediately if a serious injury has occurred. If you cannot be
reached, we will attempt to contact the emergency numbers that you have listed on the emergency card.
Please keep emergency card information current. Your child may need you and it is important that we
can reach someone on your emergency contact list.
Toileting Accidents
The school staff will not be able to address toileting accidents at school beyond contacting someone in the
family to either bring a change of clothes, clean the child. If your child has regular accidents, please send the
child to school with a change of clothes and discuss developing a plan with the teacher/office.

For Additional Information on Health and Wellness, see the “Health Flyer for Parents” following the
Volunteer/Chaperone information.

Student Wellness
Board Policy 5030
The Castro Valley Unified School District recognizes that student health and wellness have a tremendous
effect on student learning and achievement. Students who are physically and emotionally healthy are ready to
grow, learn, and achieve success. The goal of our comprehensive school wellness policy is to promote the
health and well-being of students and staff and includes a focus on health, physical education, and nutrition.
CVUSD policy 5030 is compliant with federal and state requirements and follows recommendations provided
through Guidance for the Development of California School Wellness Policies, posted through a link on the
California Healthy Kids Resource Center web site at www.californiahealthykids.org. Additional health priorities
and strategies are provided in the California Department of Education’s (CDE’s) January 2005 White Paper
titled Healthy Children Ready to Learn. (http://www.cde.ca.gov/eo/in/se/yr05healthychildrenwp.asp)
To comply with federal and state requirements that school districts develop policy to promote student health
and support the reduction of childhood obesity, Castro Valley Unified School District adopted a Student
Wellness Policy (Board Policy 5030) in June 2006. The policy is printed in Parent Handbook for your
information.
Please join us in our continued work towards promoting school environments supporting the development of
health students.
Healthy snacks-Suggestion taken from www.cspinet.org/healthysnacks/ Grades 1-5
● Please send a daily snack or purchase snack tickets (school snack is sold each day at recess) for
students to have a mid-morning snack.
● Fresh Fruits and vegetables including dried fruit! raisins (black or yellow), cranberries, apricots, apple
rings, mango, figs, papaya, berries, kiwi, apples, oranges, banana, melon, pear, plum, carrot, celery
● Other Fruit options: Apple sauce, fruit cups--jarred or canned fruits like diced peaches, pineapple.
Choose fruit packed in fruit juice (best choice) or light syrup, but NOT “Syrup” or “Heavy Syrup”
● Crackers, pretzels, goldfish type crackers, pretzels, tortilla chips.
● Peanut Butter--Please do not send peanut butter as a snack as there are students who are allergic.
Some students have severe allergic reactions to touching something that has been touched by
someone who has eaten peanut butter. (usually transmitted by food on hands)
Birthday or Special Celebrations
AR 5030 Celebrations Guidelines
● Celebrations that involve food during the school day is to be limited to no more than one party
per class per month. Each party should include no more than one food or beverage that does not
meet the above nutrition guidelines. Food celebrations are to be planned ahead of time with the
classroom teacher and head room parent(s). Food is to be store bought/prepackaged.
● Celebrations are to occur after lunch/or after 2nd Chance Breakfast on shortened days.

Common Core State Standards
“The Common Core State Standards provide a consistent, clear understanding of what students are expected
to learn, so teachers and parents know what they need to do to help them. The standards are designed to be
robust and relevant to the real world, reflecting the knowledge and skills that our young people need for
success in college and careers. With American students fully prepared for the future, our communities will be
best positioned to compete successfully in the global economy.”
http://www.corestandards.org/
COMMON CORE STATE STANDARDS
New standards, called Common Core State Standards, are on the way for all students in California, beginning
in the 2014-2015 school year. These standards set high expectations for all students. They are rigorous and
internationally benchmarked; research- and evidence-based; aligned with college and career expectations; and
they build on the foundation laid by individual states. The aim of this state-led initiative is to develop standards
that ensure all students are held to consistent expectations that will prepare them for college and career.
CALIFORNIA IS CONDUCTING A "PRACTICE RUN" OF NEW STUDENT TESTS
As part of the transition to new standards, California is also creating a new assessment system that will help
evaluate students' progress on the new standards called SBAC (Smarter Balanced Assessment Consortium).
The practice tests include test questions with the same features that students will experience in 2014-15, when
the tests are scheduled to be given to more than 19 million of the nation’s public K-12 students, including
California’s students. Smarter Balanced assessment items and performance tasks were written and reviewed
in collaboration with K-12 teachers and higher education faculty and aligned to the Common Core Standards.
The new standards and tests will:
o

Reflect that California has raised the bar significantly regarding its expectations of all students;

o

Promote students to think more deeply and critically about the content they learn in school
across disciplines;

o

Encourage educators to provide deeper learning opportunities for students;

o

Measure student progress toward college-and-career readiness, enabling educators to diagnose
any problems and intervene accordingly; and

o

Test student achievement in a more meaningful way by leveraging technology that tailors
questions to responses.

o

Get more info from the California Department of Education (CDE). Children Now also offers
great information about Common Core.

Proctor Family/School Partnership Programs
ENGLISH LEARNER ADVISORY COMMITTEE: The English Learner Advisory Committee (ELAC) shall be comprised of
parents of the English Learning (EL) students and staff. This committee meets at least once during the school
year. At this time, it may decide to delegate its authority to the School Site Council through its elected
representative. All parents of EL students are invited to attend School Site Council meetings. The goal of
ELAC is to facilitate communication between the families of EL students and the school program in order to
support student learning.
PARENT AND TEACHER ASSOCIATION (PTA):
PTA is open to all parents or guardians of Proctor School students,
as well as teachers, school administration, classified staff members, and any other residents of the Proctor
attendance area. All members in good standing shall have full voting rights. A membership drive is held in
August. PTA meetings are generally held on the first Tuesday of the month at 6:30 p.m., unless otherwise
calendared. A meeting schedule is posted in the Main Office window. Childcare during the meetings is
provided through PTA.
PROCTOR SCHOOL SCIENCE AND TECHNOLOGY BOOSTER (PSSTB):
The Proctor School Science and Technology Booster is a non-profit organization which has the goal to raise
funds for the science and technology programs at Proctor Elementary School.
SCHOOL SITE COUNCIL: The School Site Council (SSC) serves as an advisory group for the Single School Plan.
The council is comprised of parents, community members, and staff members with voting members equally
divided between parents/community members and staff. The SSC monitors the school plan, assesses needs,
sets goals, evaluates and updates the plan, and oversees the Single School Plan budget and Library
Improvement Block Grant. All parents are invited to attend the SSC meetings. These meetings are generally
held monthly in the library. Meeting agendas and minutes are posted in the Main Office window, and on our
school website.

Enrichment and Special Support Programs
ENGLISH LANGUAGE LEARNERS (ELL): All parents are required by California law to complete and sign a
Home Language Survey. This form is part of the registration packet that is filled out when enrolling students. If
a language other than English is indicated on the Home Language Survey, the child will be assessed using the
California English Language Development Test (CELDT). The CELDT is administered for students who
indicate on their Home Language Survey a language other than English. The test evaluates listening/speaking,
reading, and writing in English. The unofficial results are immediately made available to parents. Official results
from the state are mailed to parents as soon as they are received from the testing company. The district further
assesses each English Learner for primary language fluency, including listening comprehension, speaking,
reading and writing.
The CVUSD has developed English Language Development (ELD) Standards for K-12th grade English
Language Learners (ELL). The district's ELD standards are used by the classroom teacher to develop lessons
and assess individual students' proficiency in English. The performance indicators are the end of the year
expectations that teachers use to report to parents the level of language proficiency and skill mastery of their
ELL student.
F.A. M. E. (Fine Arts Mini Experience): F.A.M.E. is a program led by volunteers who are trained to guide
students through fine arts lessons that are done in two parts. Part One is history-based, and emphasizes an
artistic element of a painting and a musical composition, respectively, as well introducing biographies of the
featured artist and composer. Part Two is the hands-on experience; a variety of follow-up lessons provide
various artistic media and performance activities, as well as optional Language Arts and Science activities.
Literature lists for additional lesson extensions and general arts expansion are also available.
GREEN SCHOOLS TEAM: Students work with staff in supporting our Green Schools Initiative to educate our
school community through a variety of activities. Students participate in waste audits, monitor recycling efforts
and help to maintain effective, permanent waste reduction and resource efficiency at school.
INTRAMURAL SPORTS PROGRAM: Students in 4th and 5th grades have an opportunity to participate in flag
football, 3-on-3 basketball and soccer. These games are open to all students who maintain positive behavior
and are in good academic standing. Games take place during the recess times. Parents/guardians are
permitted to come to observe the games, but are to sign-in and out as a visitor at the Main Office. Parents
interested in volunteering to referee games should contact the office.
LIBRARY: Students in grades K-5 are given regular weekly instruction and practice in the use of the library.
Students are responsible for any overdue, lost or damaged materials. Outstanding obligations result in
additional work for the office staff. Students are expected to observe all rules of conduct and care while using
these facilities.
MUSIC: Fifth grade students can participate in the band and strings program. All fourth and fifth grade
students also participate in weekly choir instruction under the direction of the district’s vocal music instructor.
When volunteers are available, the Proctor community volunteers present our “Music for Minors” program in
our primary grades.
PHYSICAL EDUCATION: Students in grades 1-5 receive two periods per week of physical education
instruction from a specialist. In PE, students are introduced to appropriate developmental movement activities,
games, and health and body awareness information, while teaching the developmentally sequenced skills
outlined in the newly adopted Physical Education Standards. This program supports the classroom physical
education program. 4th and 5th grade students will participate in the national Presidential Physical Fitness
program during the spring.
RESOURCE SPECIALIST: Our resource specialist and resource assistant are on campus on a daily basis.
The resource specialist is a trained classroom teacher with certification in special education. The resource
teacher provides specific prescriptive instruction in academic areas to students who have been certified as

requiring such instruction. The resource teacher also serves as a resource to classroom teachers in designing
and implementing teaching strategies for specific students.
RESPONSE TO INTERVENTION and INSTRUCTION (RTI): This is a federal and state mandated program
that uses research based programs and strategies to support students not meeting grade level
standards. Targeted support is provided to students not meeting grade level standards in Language Arts and
Math. The first level of support (Tier 1) is provided during daily differentiated instruction in the student’s
classroom. The second level of support (Tier 2) provides strategic/targeted support at a more intense level.
Students likely will be working in small groups or one and one and may meet with for designated periods of
time with another teacher or a trained instructional assistant. Students who have received extensive support in
Tier 1 and Tier 2 and are still not making progress towards meeting grade level standards will be supported
through Tier 3, a highly strategic instructional program designed to target deficiencies. Students will be
addressed through the Student Study Team. Questions or concerns should initially be directed towards your
student’s teacher. If your student is requiring RTI support, you will be notified by your student’s teacher.
SCIENCE: Proctor has a separate classroom dedicated to a fully staffed science lab. District funding provides
for a weekly one-hour lab experience in our ‘state of the art’ lab for each fourth and fifth grade student. Funds
provided by the Proctor Science and Technology Booster, and SCRIP sales have made our primary science
program possible. These hands-on science lab experiences provide unique and valuable opportunities for our
elementary students.
SECOND STEP: The Second Step p
 rogram for Kindergarten through Grade 5 is a universal, classroom-based
program designed to increase students’ school success and decrease problem behaviors by promoting
social-emotional competence and self-regulation. It teaches skills that strengthen students’ ability to learn,
have empathy, manage emotions, and solve problems. The Second Step program targets key risk and
protective factors linked to a range of problem behaviors. Equipping students with Second Step s kills helps a
school create a safer, more respectful learning environment that promotes school success for all.
SPECIAL DAY CLASS: Students enrolled in this program are mainstreamed in the primary grades as
appropriate. Staff assures that instructional materials are available to these students, that they are able to
participate in school programs and activities, and that the general student population receives ability
awareness training.
SPEECH AND LANGUAGE SPECIALIST: The district provides for a Speech and Language Specialist at
Proctor Elementary School. The Speech teacher tests and works with students who have certified needs in
language proficiency. The Speech teacher also serves as a member of the Student Study Team.
STUDENT COUNCIL: Qualifying students in the fourth and fifth grade are invited to run for student body
offices in the fall and in the spring. Students in grades 3 through 5 may be selected to be student council
representatives for their individual classes. Student Council sponsors school wide team building events, and
supports school assemblies by raising funds through recycling events, and building awareness of the needs of
their local community and beyond by performing service learning activities.
STUDENT STUDY TEAM (SST): Students who; struggle to meet academic standards, demonstrate
consistent behavior issues, struggle with consistent attendance, or struggle with social/emotional health may
be referred to the Student Study Team. The team reviews the student’s strengths and challenges to determine
interventions that might help to meet his/her needs. The SST consists of our resource specialist, speech
specialist, program specialist, school psychologist, classroom teachers and the principal. Parents are also
always involved as part of this team.
504: A "504 plan" refers to Section 504 of the Rehabilitation Act and the Americans with Disabilities Act, which
specifies that no one with a disability can be excluded from participating in federally funded programs or
activities, including elementary, secondary or postsecondary schooling. "Disability" in this context refers to a

"physical or mental impairment which substantially limits one or more major life activities." This can include
physical impairments; illnesses or injuries; communicable diseases; chronic conditions like asthma, allergies
and diabetes; and learning problems. A 504 plan spells out the modifications and accommodations that will be
needed for these students to have an opportunity perform at the same level as their peers. Please contact
your child’s teacher or the principal if you think your child meets the above requirements.

VOLUNTEER INFORMATION
Volunteers:
Though Proctor is a closed campus, parents and guardians are invited and encouraged to help in classrooms.
Arrangements are to be made in advance through the classroom teacher. The success of the students and of
our school depends on your support. If you are interested in becoming a school volunteer, please telephone
the school office. All volunteers must be cleared through the Sheriff’s Department under Megan’s Law. Also,
please keep in mind that Proctor School is a tobacco free campus.
Ways a volunteer can help
• Room Parent (through PTA)
• Clerical help (classroom /office)
• Listen to students read
• Read to students
• Help students with math activities
• Help students with computer activities
• Publish students' work
• Inventory science kits
• Process book orders
• Help with PTA programs and activities
• Help with special classroom events
• Chaperone field trips
• And many more….
Volunteers should….
Support students as an extension of the teacher.
Maintain student confidentiality.
Follow teacher instructions to ensure fidelity to state and district standards.
Report any student concerns to the teacher immediately.
Volunteers are not to….
Use cell phone or any other electronic device during volunteer/visitation hours.
Administer discipline. Behavior problems should be addressed with staff.
Initiate physical contact with students.
Contact students outside of the school setting.
Discuss student academic progress, behavior or any other area with anyone except the classroom teacher

Chaperone Guidelines
When you volunteer to serve as a chaperone on your child's field trip, you help to extend the regular curriculum beyond
the classroom and the school. Your role as a chaperone is an important one and requires that you accept certain
responsibilities. The purpose of the Chaperone Guidelines is to provide you with an overview of a chaperone's
responsibilities. Should you require any additional information, or have any other questions or concerns, you are invited to
meet with your child's teacher or principal to discuss the matter. Failure to comply may eliminate participation as a
chaperone on future events.
Chaperone Alert!!! Be sure to.....
▪

Arrive on time and bring a watch - It is important that chaperone's be on time since trips are planned to depart
and return to school at specified times. Performances, tours, or activities during the trip are scheduled and delays
may disrupt the field trip for everyone.

●

Dress appropriately - Casual, comfortable dress is recommended. Listen to the weather report and anticipate
weather changes. When in doubt, bring rain gear or dress in layers.

●

Know the children in your group - Introduce yourself and be sure that you know the names of the children in
your group. If a child refuses to follow your instructions, inform a teacher as soon as possible. Do not
discipline a child while volunteering, visiting or chaperoning a school event. Refer the child to the
teacher or a school staff member.

●

Talk to the teacher – Don't hesitate to ask questions if you have doubts as to what should be done in a given
situation. The teacher is in charge, and her/his directions must be followed at all times. Please speak to the
teacher privately if you have any concerns.

●

Watch carefully - Always think of the children's safety first. Be alert to potential dangers- stray animals,
strangers, etc. Do not take chances. If necessary, move children to a safe place and inform the teacher.

●

Injuries and Accidents – Notify the classroom teacher immediately for any incident, accident or injury.

●

Child Seats/Safety Belts - Children under the age of 8 must be secured in a car seat or booster seat in the back
seat. Children under the age of 8 who are 4' 9" or taller may be secured by a safety belt in the back seat.
Children who are 8 years and over shall be properly secured in an appropriate child passenger restraint system or
safety belt.

●

Do not divert from the travel plans – Follow the designated and school/district approved travel plan. Do not
stop for gas, food or any other reason.

REMEMBER:
✔
✔
✔
✔
✔

Do not smoke or drink alcoholic beverages during the field trip.
Ensure your vehicle has enough gas for the entire trip and that your vehicle is in good working condition.
Do not bring along siblings or other children.
Cell phones may be used from emergencies but should not serve as a distraction from monitoring students
and ensuring their safety.
Any video/DVD’s/music must be age appropriate (G rated) and contain appropriate language content.

Your responsibility is to the children in your group. Insurance regulations do not permit parent chaperones to bring other
family members on school field trips. Do not leave children alone or unescorted. It is your responsibility to keep the
group together and when necessary, escort children to the bathroom. Do not purchase souvenirs or food without prior
permission of the teacher.
Chaperones must submit a signed copy of this form at the time verification of insurance is provided to school.
Copies are available online and in the school office

When students miss too many days of school, they fall behind and struggle to keep up with their classmates.
Whether the days missed are due to illness, truancy or for any other reason, the end result for the student is
the same — learning time is lost. Children and adolescents will get sick at times and may need to stay at
home, but we want to work with you to help minimize the number of days your student misses school.
Missed Days Add Up Quickly!

• Just a few missed days a month adds up to several school weeks missed in a year.
• Both excused and unexcused absences can make it more difficult for your child to keep up with other
students, especially in math and reading.

• Kindergarten and first grade are critical for your child. Missing school during these early years makes it more
difficult for children to learn in later years and they often have trouble reading by the end of third grade.

Work with Your Child and Your School

• As the parent, be strong with your child and don’t let your child stay home when it is not necessary. This
will help your child succeed.

• If your child has a chronic disease, make sure that the school staff is aware of the disease so the staff

can assist your child if he or she becomes ill. Information about your child’s chronic disease should
be noted on the school emergency or health information card.

• For students with asthma: if your child has asthma, the school needs an Asthma Action Plan completed

by his or her doctor that includes permission to carry an inhaler at school. Make sure that all supplies
(inhaler, spacer, etc.) needed to manage your child’s asthma are at the school.

• For students with diabetes: if your child has diabetes, the school needs a Diabetes Management Plan

completed by his or her doctor. Make sure that all supplies (insulin, blood sugar meter, test strips)
needed to manage your child’s diabetes are at the school.

• Keep an open line of communication with school staff and teachers. The more the school knows

about your child’s health, the better prepared everyone will be to work together for your child.

Helpful Ideas:

• Make appointments with the doctor or dentist in the late afternoon so your child misses as little school as
possible.

• If your child must miss school, make sure you get his or her homework assignments and follow up to see if
the work is completed and turned in.

• Call the school as soon as you know your child will be absent and tell school staff why your child will be out
and for how long.

• Be prepared to get a doctor’s note when requested by school personnel.
• If you need medical advice after business hours, most doctors’ offices have answering services 24 hours a
day to assist you.

• If your child has an emergency, call 911.
• For additional information contact:

The Office of the District Attorney, Alameda County

Produced by:
ALAMEDA COUNTY PUBLIC

HEALTH DEPARTMENT

Should I send my student to School?

Symptoms and Illnesses

Should My Child Go To School?

Parent is Sick, Stressed, Hospitalized

YES - If you are sick, your child still needs to attend school. Your
illness does not excuse your child from attending. We all are sick
at times so plan ahead for these days. Get a neighbor, relative or
spouse to take your child to school and pick him or her up.
Chronic Diseases (Asthma, Diabetes, Sickle Cell, Epilepsy
YES – Your child should attend school. School personnel are
etc.) Chronic disease is a long-lasting condition that can be
trained to assist your child with his or her chronic disease and
controlled but not cured.
associated needs.
Child Doesn’t Want to go to School
YES– You should keep your child in school, but try to determine
what is causing the changes. Talk to school personnel and
Frequent crying, fear, anger, not wanting to socialize, behavior
consult a health care provider. Your child may be experiencing
change, stomach ache, nausea
bullying or trauma,
(These can be signs of depression, anxiety, post-traumatic stress, may be behind in his or her school work or not getting along with
or fear)
others. These and other issues may require your or school
personnel’s attention.
Cold Symptoms
YES - If your child is able to participate in school activities send
him or her to school.
Stuffy nose/runny nose, sneezing, mild cough
Conjunctivitis (Pink Eye)
The white of the eye is pink and there is a thick yellow/green
discharge.
Head Lice
Intense itching of the head; may feel like something is moving
Strains, Sprains and Pains

Menstrual Issues

Fever
Fever usually means illness, especially if your child has a fever
of 101 or higher as well as other symptoms like behavior
change, rash, sore throat, vomiting etc.
Diarrhea
Frequent, loose or watery stool may mean illness but can also be
caused by food and medication
Vomiting
Child has vomited 2 or more times in a 24 hour period
Coughing
Severe, uncontrolled, rapid coughing, wheezing, or difficulty
breathing
Rash With Fever

Strep Throat
Sore throat, fever, stomach ache, and red, swollen tonsils

YES – Your child can attend school, but call a health care
provider to prescribe medication/treatment.
YES – Your child can be in school if he or she has had an
initial treatment of shampooing of hair with a product for
lice.
YES – If there is no known injury and your child is able to
function (walk, talk, eat) he or she should be in school. If
pain is severe or doesn’t stop, consult a health care provider.
YES – Most of the time menstrual (periods) issues should
not be a problem. If they are severe and interfering with
your daughter attending school, consult with a health care
provider.
NO – If your child has a fever of 101 or higher, keep them at home
until his or her fever is below 101 for 24 hours without the use of
fever reducing medication. If the fever does not go away after
2-3 days or is
102.0 or higher, you should consult a health care provider.
NO – If, in addition to diarrhea, your child acts ill, has a fever or
is vomiting, keep him or her at home. If stool is bloody, if the
child has abdominal pain, fever or vomiting, you should
consult a health care provider.
NO – Keep your child at home until the vomiting has stopped
for 24 hours. If vomiting continues, contact a health care
provider.
NO – Keep your child home and contact a health care provider.
Asthma - if symptoms are due to asthma, provide treatment
according to your child’s Asthma Action Plan and when
symptoms are controlled send your child to school.
NO – If a rash spreads quickly, is not healing, or has open
weeping wounds, you should keep your child at home and have
him or her seen by a health care provider.
NO – Keep your child at home for the first 24 hours after an
antibiotic is begun.

Vaccine/
Preventable
NO – Keep your child at home until a health care provider
Diseases
has determined that your child is not contagious.
Chicken Pox - fever, headache, stomach ache or sore throat,
then a red itchy skin rash develops on the stomach first and then http://atschool.alcoda.org
limbs and face.
Measles & Rubella (German Measles) – swollen glands, rash
that starts behind ears then the face and the rest of the body,
sore joints, mild fever and cough, red eyes
Mumps – fever, headache, muscle aches, loss of appetite,
swollen tender salivary glands
Pertussis (Whooping Cough) – many rapid coughs followed
by a high-pitched “whoop”, vomiting, very tired
This information is based upon recommended guidelines from reliable sources to include the Centers for Disease Control (CDC), American Academy of
Pediatrics, Public Health
Association and has been reviewed by Alameda County Public Health Department.

PBIS (Positive Behavior Interventions and Supports)
(PBIS) is a proactive systems approach to
establishing the behavioral supports and social
culture and needs for all students in a school to
achieve social, emotional, and academic
success. Proctor’s PBIS program supports
students in developing an understanding of
schoolwide expectations for behavior through
pre-teaching expected behaviors at the start of
the school year.
Students at Proctor Elementary School are
expected to follow five simple rules to
demonstrate their PRIDE. We expect students
to know:

P is for purpose

PRIDE Tags
To acknowledge the good behavior of students,

students earn PRIDE tags for every 10 PRIDE
Points earned.

As a staff, we will continue to discuss various ways
students can be recognized during the year to
increase the overall positive recognition of our
students.

All students will receive a Back to School PRIDE
tag and either a long or a short chain to collect the
PRIDE tags. Schoolwide
tags
will
be
managed from the office.
PTA is supporting
additional funding for tags.

R is for respect
I is for I will do my best
D is for do kind things E
is for everyone safe
Students participate in PRIDE mini-lessons at the
start of the school year as well as ongoing
refresher lesson throughout the school year. Our
goal is to ensure our students can perform the
expected behaviors with the opportunity to practice
with clear feedback (positive feedback or
corrective feedback).
A matrix has been developed to further elaborate
what is expected of students while they are at
school. Posters are displayed around campus to
support students in making a positive choice and to
support PRIDE at Proctor. A copy of the
Proctor PBIS matrix can be found on the Proctor
website under the “Students” tab.

Tiered

Behavior Interventions & Supports

A tiered system of behavior interventions and
supports are in place for students. Tier 1 supports
are provided to all students. These include the
initial
and ongoing lessons refreshers for
schoolwide
behaviors,
procedures
and
expectations. Tier 2 supports target a smaller
group of students whose behavioral needs are
not being met in Tier 1.
Tier 3 supports individual students who need
flexible, focused and personalized behavior
interventions.
Our goal is to for all our students to maximize their
success in school, providing group and
individualized support as needed.

