Welcome to Willow Elementary School

Student-Parent Handbook

2018-2019

Willow Elementary Mission Statement

The time of the Lone Wolf is over
The Willow Pack
works as one to promote learning for all

Proud to be a Utah Designated Platinum STEM School

Principal’s Message
Dear Parents/Guardians and Students:

It is my pleasure to welcome you to Willow Elementary. The faculty and staff join me in saying we are happy to have you as part of our Willow Learning
Community. We are looking forward to another great year. We have a champion staff that believes in high levels of achievement for all students. We believe that
every child can learn and we are committed to helping every student succeed.
Our staff is committed to keeping your students safe and has set high expectations for student learning. In the classroom our goals are to have an environment
conducive to learning by providing well managed classrooms with high levels of student engagement, well prepared lessons, and instructional delivery with best
teaching practices.
We welcome your participation and support this school year. You are an important part of our team in helping your child succeed. We encourage you to
participate and get involved in the activities at our school. We hope you will volunteer at our school, and welcome your membership in the PTA and Community
Council. Working together, we will be able to reach our goals and celebrate the achievements of our students.
At Willow Elementary it is our goal to help each student become self-sufficient individuals, mentally, physically, and socially. We want students to be prepared
for the future and to be college and career ready. It is essential that students attend school regularly and complete academic assignments.
We are using this handbook as a means of communicating between the home and school. The pages in this handbook are filled with important information regarding
school policy, procedures, and services. Please read and keep this book readily available throughout the year. The information in this handbook is also available on the
Tooele School District website which can be accessed at www.tooeleschools.org. Parents and students should review the contents together. If you have any
questions, please call the school office, (435) 884-4527. TCSD is committed to providing educational opportunities to students without regard to race, color, sex,
national origin or disability. If you have questions, please contact the Title IX coordinator @ (435)833-1900
We feel that open and clear communication between school and home is important to the success of our educational program. My door is always open; please
feel free to contact me at any time. You child’s success is my priority. Thank you for your support as we begin another successful year!

Angie Gillette
Willow Elementary Principal
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General Guidelines for Safe Schools

In essence, discipline and safe schools go together. We have adopted the philosophy that it is necessary that children learn to develop self-discipline in order to further
their learning. We ask that you discuss with your students the importance of and need for good behavior and a good attitude while in school. Students must be
respectful of each other and staff at all times.

In order to promote and to help insure the safety of all students, parents, and school staff, we have adopted the following policies:
a. All doors to the school will be locked except the front door, and everyone entering the building must check in at the office.
b. Students that are checked out of school during the school day must be checked out through the office. Individuals checking students out of school must
have identification and be listed on the student’s information card.
c. Students or the public must not bring anything that may be construed to be a weapon to school. This may include the following, but not limited to, guns,
knives, exploding devices, flammable materials, matches, chain wallets, any material which may be used to strike another student, or items that may look
like or resemble any of the above.
d. Any student who appears to harass or bully another student will be disciplined according to policy.
e. Fighting is not accepted or tolerated. Rough play and “play fighting” may be treated as fighting.
f. Profanity or use of obscene language whether spoken, written, or gestured is subject to discipline, which may include suspension.
g. A student may be suspended for willful disobedience, defiance of proper authority, or disruptive behavior that interferes with classroom learning.
h. Drugs, alcohol, or tobacco products are not allowed at school.
i. Gang related attire, drawings, or actions are forbidden.
j. Vandalism or destruction of private or public property will be dealt with according to the law.
Any student violating school or district policy in relation to Safe School Policy will be disciplined and corrective actions taken. The Tooele County School District Safe
School, Conduct and School Policy will be followed. (view full policy on TCSD website under public information/policy manual.)

At Willow Elementary we have a Buddy Squad that helps to make sure that all students have a peer buddy. We also teach the Second Step curriculum, which
teaches problem-solving skills and social skills.

Willow Elementary Discipline Plan

Willow Elementary believes that positive behavior and academic success of students go hand in hand. Willow Elementary has a discipline plan in effect that
emphasizes high expectations of students and staff. Our discipline plan focuses on creating a safe and positive learning environment. This plan fits within the Tooele
County School District Safe School, Conduct and Discipline Policy.

Included within a school discipline plan is a set of general school rules or guidelines for conduct. Our school rules and HOWLS motto are:

Willow Wolves

H – Help Others
O – Obey Rules
W – Work Hard
L – Listen and Learn
S – Show Safety

No set of school rules can or should be all encompassing. School rules are intended to form a nucleus for an orderly and safe school environment. They are the
framework for a school wide discipline plan and aid in dealing with problems. In addition to school and district rules, students are expected to use common sense and
to act responsibly.

The objective of a school discipline plan is to reward positive behaviors and to change unacceptable behavior to acceptable behavior. Good behavior is rewarded with
individual, class, grade level, and whole school incentives. Negative behaviors are met with consequences, including think-time, or loss of privileges. In general most
minor discipline problems will be handled in the classroom between the student and teacher. Parents may be notified if the problem becomes a deterrent to learning

in the classroom. In the event of a major problem the students will be referred to the office and actions will be taken according to the school and district guidelines
and the parent will be notified.
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Conference Dates for Willow Elementary

Back-To-School Night

August 20, 2018 5-7 PM

Parent Midterm Conferences

September 19 & 20, 20184-8 PM
February 20 &21, 2019 4-8 PM

Proposed Community Council Meeting Dates

The Willow Elementary Community Council is made up of parents of current Willow Elementary students and
teachers. The council makes recommendations about school improvement (90 day) plans, helps develop safe
routes to school, and oversees the spending Utah Land Trust monies. Parents interested in serving as voting
members of the committee need to contact the school principal the week of August 20, 2018. Nominations will
be accepted the week of August 20-24. Elections will be held the first week of September 2018. All parents may
vote for parent members of the committee. The elected term is for two years. Information on Community
Council and elections will also be presented on Back to School Night August 20, 2018.

All meetings are held in the school media center beginning at 4:00 p.m.

September 18, 2018
October 9, 2018
January 8, 2019
March 12, 2019
May 7, 2019

Daily Schedule

Monday, Tuesday, Thursday, Friday
8:30 a.m.

Front doors open for breakfast

8:50 a.m.

First Bell. Students may go to classrooms

8:55 a.m.

Warning bell. Students should be in seats ready to start class.

9:00 a.m.

Class begins

9:00-11:45

Morning kindergarten

11:30 a.m.

First grade lunch

11:45 a.m.

Second grade lunch and full day kindergarten

12:15 p.m.

Third and fourth grades lunch

12:45 p.m.

Fifth and sixth grades lunch

12:45-3:30

Afternoon kindergarten

3:30 p.m.

Dismissal

Wednesday
8:55 a.m.

Warning bell. Students should be in seats ready to start class.

9:00 a.m.

Class begins

9:00-10:30 a.m.

Morning kindergarten

11:00-11:30

First and second grade lunch (First grade arrives at 10:50)

11:30-12:00

Third and Fourth grade lunch

12:00-12:30

Fifth and Sixth grade lunch

11:00-12:30

Afternoon kindergarten

12:30

Dismissal

Breakfast and Lunch Programs

Breakfast is served each day at 8:30. If a student is on free or reduced lunch, they also qualify for free or reduced
breakfast. Students may purchase lunch in the cafeteria or bring their lunches from home. Extra milk and other
items may be purchased as well. Students pay for their lunches on a daily, monthly, quarterly, or yearly basis.
Please check frequently to see that your child has lunch money in their account. If you have any questions or
concerns please contact Willow lunchroom manager at 884-4527 ext. 3504
Lunch Payments

Breakfast Payments

Students: $2.00

Students: $ 1.35

Adults:

Adults:

$3.55

$ 2.05

Arrival and Dismissal
It is important that students learn to be punctual. The best time to arrive for school is between 8:40 and 8:50
a.m. unless the student is eating breakfast at school. Breakfast is served from 8:30 a.m. to 8:50 a.m. Students
should not arrive before 8:30 a.m. in the morning.
Students walking home should leave the school grounds immediately at the end of the day. Bus students must
go directly to their bus. If a child misses the bus, a parent will be called to pick up the student. NO child should
be left unattended after school hours.
Supervision will not be provided for students who arrive before 8:30 a.m. or remain later than 3:45 p.m. unless
they are participating in a supervised school activity. These procedures are designed for the safety and wellbeing of your children.

Student Drop/Pickup Area
Parents who drive their child to Willow Elementary or pick them up are asked to help us with our school safety.
Traffic flows through the parking lot in one direction only.
The green zone next to the curb is for dropping students off and picking students up. Pull into the loading and
unloading lane between the green curb and the marked yellow line. Follow the arrows and drive forward directly
behind the car in front of you. Please pull all the way to the front of the building to drop students off. This is
where we have a crosswalk with a crossing guard. We do not want students dropped off on the side in the
parking lot and cutting across parked cars or traffic as this is very dangerous. We want every student safe!
Thank you.
Parents who need to enter the building must park their vehicles in a visitor parking lot. We ask that you use
extreme caution driving during morning arrival and afternoon dismissal. Please use crosswalks and do not allow
children to dart across the parking lot between cars.

We appreciate your help in making our school safe for our students and your children.

Bus Zone

The area on the north side of the school is designated for bus loading and unloading is to be kept clear of
personal vehicles.
A private vehicle drop off and pick area for individual students is located at the front of the building.

Student Behavior on the Bus
Bus drivers have authority on their respective buses. Students who do not adhere to bus rules and procedures
will be given citations. Citations are sent home and to the school principal.
The first citation is a warning.
The second citation requires parent to contact the school to restore bus privileges.
The third citation may result in removal of bus privileges. Please contact the school office if you have any other
questions about the bus or bus stop behavior.
Students are only allowed to ride their own bus. They may not ride another bus to go to a friend’s or babysitter’s
house. This is for safety.

5035 STUDENT BUS TRANSPORTATION
5.35.1 Rules and Regulations Governing Student Transportation
Adopted January 3, 1994

A. The driver is in complete charge of all students during the loading, unloading of the bus, and during transit.
He/she has the same authority as the teacher in the classroom.
B. The driver has no authority to stop the bus to load or unload students except at the designated stops.
Students shall have written permission from parent or guardian to leave the bus at other than at his or her
regular stop.
C. Policy states that students will be at their bus stop 5 minutes before the bus is scheduled to arrive. All
students shall be orderly on the bus and obey the driver promptly.
D. Students shall take their seats immediately upon boarding the bus and utilize no more space than is
necessary. The Bus Driver has the authority to assign seats.
E. Students shall avoid improper language or boisterous conduct and shall not smoke, chew tobacco, use
drugs/liquor or any ignitable material.
F. Visitors are not allowed to ride the bus without permission from the proper authority. (Principal or
Transportation Supervisor)
G. Any student damaging transportation property in any way shall pay for all such damages.
H. Students shall keep the bus clean by not throwing paper or other articles on the floor. No food drinks or
refreshments are to be consumed on the bus without the principal’s approval. Throwing of any material in or
from the bus will be sufficient reason to refuse transportation to the student involved.
I. Students shall keep head and arms inside the bus and remain seated while the bus is in motion. Windows
shall remain closed unless permission is obtained from the driver.
J. Students shall watch out for traffic while loading and unloading of buses and shall pass in front of the bus,
and watch approaching traffic before crossing the highway. Students shall not cross a highway or street until
given permission by the driver. They shall walk facing traffic.
K. Weapons or fireworks of any kind are not allowed on the bus.
L. No animals are allowed on school buses without prior approval from principal or transportation director.
M. Pupils shall not talk to driver unless necessary. Students are not allowed to sit in the driver’s seat or stand
while the bus is in motion.
N. Continued misconduct by a student shall be handled according to District policy for unsatisfactory conduct
on the bus. Refusal to cooperate with the driver and not complying with regulations is sufficient reason for
student to be denied transportation.

TOOELE COUNTY SCHOOL DISTRICT
O. The driver has the right to refuse transportation to any student for serious problems such as fighting on the
bus, disregarding safety rules, smoking, vandalism, vulgar language or any other situation that is deemed
severe.
P. Only elementary students who live 1 ½ miles or more from school and secondary students who live 2 miles
or more from school are authorized to ride a bus.
5.35.2 Video Camera on School Buses
Adopted May 6, 2008

A. Purpose and Philosophy
1. The objective of student management is the desirable behavior of all students riding on school buses. a. The
school day begins one-half hour before school and ends one-half hour after school. As students go to meet the
bus before school and leave the bus to go home after school, the school is responsible for the students.
b. Although the prime responsibility for a student’s conduct rests with the administrator of the school, the
school bus driver is responsible for the health, safety and welfare of each passenger while in transit.
2. School systems should promote, communicate and enforce procedures to be followed by the students when
they are riding the bus. a. Local school disciplinary codes should include pupil behavior and discipline while
on the bus. Rules can be enforced only with the cooperation of every person concerned with transportation.
b. Observance of these rules will ensure safety, prompt arrivals and departures of buses, and proper attitudes
on the part of the students. Violation of these rules may result in the suspension of bus riding privileges
and/or some other sanction.
3. Student behavior on the school bus and the driver’s management of that behavior are the two key elements
to a safe and enjoyable bus ride. a. The use of a video camera on a school bus is an aide to monitor bus
discipline. (1) It does not replace the discipline policy, the authority of the driver, or the responsibility of the
school officials.
(2) The basic safe riding rules must prevail and the consequences of misconduct must be carried out. Violence
will not be tolerated on the school bus.

1. Policy
a. All students shall receive training in proper school bus riding practices. They also are to be advised of the
student disciplinary code from the student’s home school.
b. Video cameras may be placed on any bus in Tooele County School District authorized by the transportation
administrator or director.
c. The cameras on the buses shall be recording throughout the routes. If there are a number of incidences of
misconduct or serious reports on the bus, more extensive video monitoring of a particular bus route may
occur.
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d. Following videotaping, the tapes are to be stored at the Transportation Department for a period of ten (10)
days. The Transportation Supervisor shall periodically review videotaping randomly selected to ensure proper
school bus conduct. If there are no reports of misconduct within ten (10) days, the tapes will be recycled.
However, if there is misconduct incidences reported or viewed during random selection, the videotapes are to
be kept until final resolution, including any appeals.
2. Student Education Records Management
1. Video or audio tapes are education records subject to protection under the Family Educational Rights and
Privacy Act (FERPA).
2. Video or audio tapes may be reviewed by school officials who have a legitimate educational interest.
3. Parents/guardians have the right, upon request, to inspect and review their student’s education records
maintained by the District or school. Parents are not entitled to review any personally identifiable information
about other students. Therefore, if the tape contains personally identifiable information about a student other
than the parent’s own student, and the information cannot be easily separated, in order to limit access to only
the relevant student’s information, a school official shall summarize the contents of the tape and inform the
parents of the contents either verbally or in writing.

Walking Plan for Willow Elementary

Willow Elementary Safe Walking Plan
Respect of the crossing guards, police officers, teachers, and parent volunteers supervising safety at the school
and surrounding areas is expected of the community. Please obey all traffic laws when walking or driving to the
school.
Students living east of Race Street and north of Main Street should cross Main Street with the crossing guard at
the intersection of Willow and Main Street. They should continue south on Willow Street and cross Durfee Street
with the adult crossing guard and then continue south on Willow using the sidewalk until they reach the school.
Students living on the south side of Main Street and east of Quirk Street should walk towards the intersection of
Willow and Durfee and cross the street with the crossing guard and then continue south on Willow until they
reach the school.
Students living in the southwest area should walk along Durfee to the corner of Willow and Durfee and then
continue south on Willow Street until they reach the school.
Students living east of Quirk Street in the southeast area should walk along Durfee Street or South Street until
they reach Willow Street and then continue on Willow until they reach the school.
Students living in South Willow Estates should walk on the right side of Willow Street until they reach Willow
Elementary.

Crossing Streets
Parents should carefully review with their children the safe routes to school and review the safety procedures for
crossing streets. Main, Willow, and Durfee Streets have many students walking along these routes and crossing
at these intersections. Students should cross with the help of crossing guards.
Emergency, Illness, or Injury at School
If a student becomes ill or is injured at school, parents/guardians will be called. Parents/guardians will be
expected to pick up the ill/injured child or to make arrangements for another person to pick up the student as
promptly as possible. Having an ill child at school may affect the well-being of other children. If no contact can
be made, the student will remain at the school until the end of the day. In severe cases, the student may be
transported by ambulance to a medical facility.
It is imperative that we have a current telephone number where we can reach a parent, relative, or neighbor at
all times. Please notify the school immediately of any change in information.

STUDENT HEALTH CARE
It is the practice of the Tooele County School District to have a health care plan in place
for children who have a health concern. The classroom health care plan (HCP) helps to
ensure a better understanding of your child’s health care needs and is directly reviewed
with your child’s teacher and principal.
Issues that need to be addressed are:
• Administration of medication to student by school personnel
• Students carrying and self-administering their own medication
• Diet modifications
• Medical conditions
• Physical cares that need to be done during school hours
HCP’s require signatures from parents/guardians and health care providers. Under Utah
Code 53-A-11-601 medication administration and possession of medication is allowed at
school as long as consents are signed by parents/guardians and health care provider.
If your student requires any of these services or attention regarding a health care
concern, it is the parent’s/guardian’s responsibility to contact the student’s school. The
school will provide you with the appropriate paperwork so that your student’s health
concerns can be addressed at school.

Medications
The school staff is not allowed by law to dispense any medications except with the written consent of the child’s
physician, and/or the County Health Department. Forms for this purpose are available in the office and must be
completed BEFORE the medication can be administered. All medication containers must have complete
information attached: name of contents, patient, dosage, and instructions. The school will not dispense over the
counter drugs, such as aspirin, Tylenol, cough syrup or drops. Inhalers may be used according to State Policy and
Guidelines.

5.54 ATHLETE AND STUDENT CONCUSSION AND TRAUMATIC HEAD INJURY
POLICY Approved Oct 18, 2011
A. Purpose and Philosophy
As medical management of sports-related concussion continues to evolve, Tooele County School District
recognizes there has been a significant amount of new research regarding sports-related concussions in high
school athletes. Tooele County School District has established this protocol to provide education about
concussion for coaches, school personnel, parents and students, as well as any miscellaneous special program
within the District. This protocol outlines procedures for all staff members to follow in managing concussions
as it pertains to return to play issues following a concussion.
Tooele County School District seeks to provide a safe return to activity for all students following any injury,
but particularly after a concussion. In order to effectively and consistently manage these injuries, procedures
have been developed to aid in insuring that concussed students are identified, treated and referred
appropriately, receive appropriate follow-up medical care during the school day and are fully recovered prior
to returning to activity.
Tooele County School District shall ensure that Tooele County Health Department and Physical Education
specialists in the District shall review this policy annually. Any changes or modifications shall be reviewed
and provided to administrators, athletic department staff, including coaches and other appropriate school
personnel in writing. All appropriate staff shall attend a yearly in-service meeting in which procedures for
managing sporting event-related concussions are discussed. Annual notification to parents/guardians and
parents/guardians’ signature shall be required for any student participating in a “sporting event” as identified
in this policy.
B. Policy
1. This policy applies to students participating in:
a. recess, field days, or elementary school activities;
b. physical education classes offered by the District; and
c. extra-curricular activities sponsored by the District or statewide athletic associations or both groups jointly.
2. Schools shall provide a written copy of this policy to parents/guardians of students participating in sporting
events (as defined in this policy), and obtain a signed statement from the parent/guardian acknowledging that
the parent/guardian has read, understands, and agrees to abide by the concussion and traumatic head injury
policy.
3. “Sporting events” for purpose of this policy means any of the following athletic activities that is organized,
operated, managed, or sponsored by the District a. a game
b. a performance
c. a practice
d. a sports camp

e. physical education class
f. a competition
g. a tryout
h. recess, field days, and elementary activities.
C. Recognition of a Concussion
What is a concussion? A concussion is type of traumatic brain injury that interferes with normal function of
the brain. It occurs when the brain is rocked back and forth or twisted inside the skull as a result of a blow to
the head or body. What may appear to be only a mild jolt or blow to the head or body can result in a
concussion. A concussion may occur even if a player or student in an activity is not knocked out or loses
consciousness. (NFHS “Suggested Guidelines for Management of Concussion in Sports.”)
It is the responsibility of the Director of Risk Management and the Healthy Lifestyles Supervisor to ensure
that employees and agents of Tooele County School District have appropriate training about recognizing and
responding to concussions and traumatic head injuries, consistent with the employee’s/agent’s responsibilities
for supervising participating in sporting events.
1. Signs and Symptoms
A concussion or traumatic head injury is an injury to the head arising from blunt trauma, an acceleration
force, or a deceleration force, with one of the following common signs or symptoms observed or self-reported
conditions attributable to the injury:
a. transient confusion, disorientation, or impaired consciousness
b. dysfunction of memory
c. loss of consciousness
d. signs of other neurological or neuropsychological dysfunction, including:
(1) seizures
(2) irritability
(3) lethargy
(4) vomiting
(5) headache
(6) dizziness or
(7) fatigue e. Common signs and symptoms of sports-related concussion may include:
(1) student appears dazed or stunned
(2) confusion
(3) forgets plays
(4) unsure about game, score, opponent
(5) moves clumsily (altered coordination)
(6) balance problems
(7) personality change
(8) responds slowly to questions
(9) forgets events prior to hit
(10) forgets events after the hit
(11) loss of consciousness (any duration) f. Symptoms as reported by the student or injured person may
include:
(1) headache

(2) fatigue
(3) nausea or vomiting
(4) double vision, blurry vision
(5) sensitive to light or noise
(6) feels sluggish
(7) feels “foggy”
(8) problems concentrating
(9) problems remembering
2. These signs and symptoms following a witnessed or suspected blow to the head or body are indicative of
probable concussion. Any student who exhibits signs, symptoms, or behaviors consistent with a concussion
(such as loss of consciousness, headache, dizziness, confusion, or balance problems) shall be immediately
removed from the sporting event and shall not return to play until cleared by an appropriate health care
professional. Employees and agents are not expected to be able to diagnose a concussion or traumatic head
injury. That is the role of a qualified health care provider. However, employees/agents must be aware of the
signs, symptoms and behaviors of a possible concussion or traumatic head injury, and implement the
appropriate protocol as outlined in this policy.
D. Removal
If a student exhibits signs, symptoms, or behaviors consistent with a concussion or is suspected of having a
concussion or brain injury, the employee or agent supervising the student must take action to immediately
remove the student from the sporting event until cleared by an appropriate health care professional.
Continuing to participate in physical activity after a concussion or traumatic head injury may lead to
worsening symptoms, increased risk for further injury, and even death.
E. Notification and Transportation
1. Parent Notification
School personnel shall notify the student’s parent as soon as reasonably possible of the following:
a. the student has been injured:
b. depending on the injury, an emergency vehicle will pick the student up at the event and transport him/her
or, if the student is symptomatic but stable, the student may be picked up at the event and transported by the
parent;
c. if the student is transported by the parent, the parent should be advised to contact the student’s primary care
provider, or seek care at the nearest emergency department, on the day of the injury; and
d. a medical evaluation by a qualified health care professional is required before the student will be allowed in
any District sporting event.
2. Parent Cannot be Reached
In the event that a student’s parent cannot be reached, and the student is able to be sent home rather than
directly to an emergency provider, school personnel shall:
a. ensure that the student will be with a responsible adult who is capable of monitoring the student before
allowing the student to go home;
b. continue efforts to reach the parent; and

c. not permit the student with a suspected concussion or traumatic head injury to drive home.
3. Emergency Medical Response
The following situations indicate a medical emergency and require an emergency medical response by school
personnel in conjunction with parent notification:
a. Any student with a witnessed loss of consciousness of any duration should be transported immediately to
the nearest emergency department via emergency vehicle.
b. Any student who has symptoms of a concussion, and who is not stable (i.e., condition is worsening), should
be transported immediately to the nearest emergency department via emergency vehicle.
c. A student who exhibits any of the following symptoms should be transported immediately to the nearest
emergency department, via emergency vehicle:
(1) deterioration of neurological function;
(2) decreasing level of consciousness;
(3) decrease or irregularity in respirations;
(4) any signs or symptoms of associated injuries, spine or skull fracture, or bleeding;
(5) mental status changes: lethargy, difficulty maintaining arousal, confusion or agitation; or
(6) seizure activity.
d. Any student with a witnessed loss of consciousness (LOC) of any duration should be spine boarded and
transported immediately to nearest emergency department via emergency vehicle.
e. A student who is symptomatic but stable, may be transported by his/her parents/guardians. The
parents/guardians should be advised to contact the student’s health care provider and seek care at the nearest
emergency department on the day of the injury.
F. Return to Activity
1. Medical Provider Clearance
Before a student suspected of suffering a concussion or traumatic head injury may be allowed to participate in
any District sporting event, the student’s parent/guardian shall provide a written statement from a qualified
health care provider stating that:
a. the student is symptom free and medically cleared to resume participation in the District’s sporting event;
and
b. the qualified health care provider has, within three years before the day on which the written statement is
made, successfully completed a continuing education course in the evaluation and management of a
concussion or traumatic head injury.
2. Step-wise Return to Activity
Once written medical clearance has been provided, the student will be progressed back to full activity
following the step-wise process. School personnel shall carefully monitor the student’s progression through
each of the steps.

Step 1: Complete cognitive rest. This may include staying home from school or limiting school hours.
Activities requiring concentration and attention may worsen symptoms and delay recovery.
Step 2: Return to school full-time.
Step 3: Light non-impact aerobic activity.
Step 4: Moderate non-impact aerobic activity.
Step 5: Non-contact training drills in full equipment. Weight training can begin.
Step 6: Full contact practice or training.
Step 7: Full participation.
3. Progression is individualized and will be determined on a case-by-case basis under the supervision of
appropriate school personnel. Factors that may affect the rate of progression include:
a. previous history of concussion or traumatic head injury;
b. duration and type of symptoms;
c. age of the student, and
d. whether the District sporting event involves the potential of collision or contact.
4. The student should spend one to two days at each step before advancing to the next. If postconcussion/traumatic head injury symptoms occur at any step, the student must stop the sporting event and
the treating health care provider must be contacted. Depending upon the specific type and severity of the
symptoms, the student may be told to rest 24 hours and then resume activity at a level one step below where
he or she was at when the symptoms occurred.
5. The step-wise progress and resumption of sporting activity could be considerably simplified for a student
injured during recess for example, as compared to a student injured at an athletic event or formal athletic
practice.
DEFINITIONS
“Agent” means a coach, representative, or volunteer.
“Qualified health care provider” means a health care provider who is licensed under Title 58, Occupations and Professions;
and may evaluate and manage a concussion or traumatic head injury within the health care provider’s scope of practice.
“Sporting event” is defined in Section 2.3 of this policy.

REFERENCES
Utah Code Ann. §§26-53-101 et seq. – Protection of Athletes with Head Injuries Act.
Utah Administrative Code R277-614 – Athletes and Students with Head Injuries.

Insurance
Accident/health school insurance for students is available through the school. The insurance forms are kept in
the office and are available to students and parents at any time during the school year.

Emergency Preparedness & Evacuation of School
In the case of an emergency, parents/guardians and staff want to know:
1. about the safety and well being of the students
2. the scope and nature of the emergency, and
3. what they need to do
The school/district has developed an Emergency Preparedness Plan. In the event of an evacuation of the
building, the instructional staff has the responsibility of leading students to a safe area. Every effort will be made

to notify parents during an emergency. Parents are requested not to approach the school unless asked to do so
by emergency personnel in order to maintain clear access to the school grounds for emergency equipment.
Please check the district Website for up-to-date information. You may also check the TCSD Facebook and
twitter pages.
If students from Willow Elementary must be evacuated from the school to a reunification center parents will
be notified and pick students up there with proper identification.

Student Grades
Parents may access student grades online through the school district SIS (Student Information System). The
computer program keeps track of attendance, tardies, lunch fees balance, and grades. With the aid of the
Internet, the system will help parents and student to track academic progress. The website is
http://www.tooelesschools.org. Parents will need a student ID # and password to gain access to the information
on their child. You may contact the school for that information. Grades will be updated weekly.

Homework
See district guidelines.

Visitors/Volunteers
School volunteers are an important part of our educational team and make a difference in the lives of our
students. We welcome parents, guardians and other adult guests. Before volunteering or visiting a classroom,
you must check in at the office and wear a visitor’s badge. Volunteers must complete a Tooele County School
District Volunteer Information form and background check with fingerprints. The forms are available at the
school office. The background checks are good for five years.
Background checks must be completed at least 10 days before going on a field trip.
Student Visitors
Student visitors are not permitted to attend classes, visit the school, or classrooms during the regular school
hours of 8:30 a.m. to 4:00 p.m.
Junior High or High school students are not allowed on the school campus during the day without permission
from the principal.

Bicycles, Skateboards, Scooters, etc.
For the safety reasons, during the school hours of 8:30 to 4:00 no bicycles, skateboards, rollerblades, scooters, or
skate shoes may be ridden on the school grounds. Students who ride wheeled vehicles to school must lock them
up on the bike rack. Students must furnish their own locks. NO SKATESHOES INSIDE THE BUILDING. Students
will be required to remove wheels from shoes when wearing them inside. If the wheels cannot be removed, the
parent will be called to bring another pair of shoes.
Parental discretion is advised in allowing your student to ride his/her bike or scooter to school. All wheeled
vehicles should be used with extreme caution. Parents will be contacted if their student violates school safety
procedures and the privilege may be revoked.
Use of School Telephone
The school telephones are generally for school purposes. Students with a legitimate reason may use the
telephone with a pass from their teacher. After-school friend arrangements should be made at home prior to
coming to school.

Personal Items
All student property should be labeled appropriately. Occasionally during the school year students bring
personal objects from home. It is regrettable that sometimes personal property is lost, damaged, or stolen. We
discourage students from bringing items with no educational purpose to school. The school will not be
responsible for lost, stolen, or damaged items.

Lost and Found
There is a lost and found area at the school. Those items found by students and staff will be placed in the
container where the owner my claim the items. The school will not be responsible for lost, stolen, or damaged
items.

Assemblies
Assemblies are planned for the enjoyment and education of the students. Students will be seated in an orderly
manner. Stomping, booing, and other disruptive behavior is not allowed. Following assemblies, students will
remain seated until dismissed by the person conducting the assembly. Students asked to leave because of poor
conduct will forfeit the right to attend future assemblies or activities

School Attendance
Students are expected to be in school except for an emergency or illness. Other instances should be discussed in
advance. Regular attendance is not only critical for a good education, but is the parent’s legal responsibility. All
absences should be cleared/excused through the office. Parents are to call the school by 9:15 a.m. to inform the
school when their child is out of the building.

Willow Elementary Bullying Plan

Unfortunately, there are many types of behavior problems within a typical elementary school. One of these
problems may be bullying. Bullying is a serious issue and will not be tolerated.

Many students in elementary schools joke around with each other, call each other names, or engage in physical
horse-play. We discourage these behaviors at school, but not all of these events are bullying.

Bullying is about power. Bullying usually occurs between students who are not friends with the intent to hurt the
victim in some way. In a bullying situation, there is sometimes a difference in power between the bully and the
victim. The bully may be bigger, tougher, or stronger, but this is not always true. The bully may be able to
intimidate others or have the power to exclude others from their social group. Bullying may be physical or verbal
in form. Bullying is a deliberate act of aggression towards another student, is repeated over time, and is hurtful.

At the elementary school level our goal is to stop bullying from occurring. Prevention programs are used in the
classrooms of Willow Elementary to teach students skills that help them handle situations themselves. Teachers
are involved and aware of bullying behaviors and consequences for bullying are included in our school discipline
plan. We strive to provide constructive learning experiences for students who have exhibited bullying behaviors.
We recognize the need to provide consequences for inappropriate behavior, but as educators we also recognize
the need to “teach” students more appropriate behavior. In response to bullying behaviors we attempt to help
our students understand the effects of their actions on the school community, take responsibility for the
behavior, and accept the consequences.
At Willow Elementary we teach our students to be “Buddies instead of Bullies.” We have a Buddy Squad that
watches for students that need a friend and encourages team play. We have buddy benches on the playground
for students to sit on when they need a friend. Our district has adopted the Second Step Curriculum to help
teachers instruct students on strategies for positive behavior.
Parents are an important component in stopping bullying. They can help in making our school bully-free by
teaching their children to be kind and tolerant of each other. Accepting nothing less than respectful behavior
from our children at home and school is the solution.

District Bullying Policy

11.33 BULLYING AND HAZING POLICY
Adopted 12/05/06
Revised 01-05-10

A. Purpose
1. It is the purpose of the Tooele County School District to eliminate all types of bullying and hazing by and
against students and employees. This will be accomplished through awareness efforts, training, identification,
and disciplinary action (both students and employees) against those who violate this policy. A secondary
purpose is to provide clear standards and a safe and accessible reporting process for victims of bullying and
hazing.
2. The District is committed to providing a safe and orderly environment for all students and school
employees that promotes respect, civility, and dignity. Students or school employees who engage in any form
of bullying or hazing on or about school property, or at any school activity may be suspended or expelled
under the terms of this policy as outlined. It is the intent of Tooele County School District to respond to
school related bullying and hazing incidents by implementing prevention efforts where victims of bullying or
hazing may be identified and assisted, and perpetrators educated, in order to create safer schools that provide
a positive learning environment.
B. Definitions
1. “Bullying” means intentionally or knowingly committing an act that endangers the physical health or safety
of a school employee or student which may:
a. involve any brutality of a physical nature such as whipping, beating, branding, calisthenics, bruising,
electric shocking, placing of a harmful substance on the body or exposure to the elements;
b. involve forced or involuntary consumption of any food, liquor, drug or other substance;
c. involve forced or coerced actions or activities of a sexual nature or with sexual connotations;
d. involve other physical activity that endangers the physical health and safety of a school employee or
student; or
e. involve physically obstructing a school employee’s or student’s freedom to move; and
f. is done for the purpose of placing a school employee or student in fear of:
(1) physical harm to the school employee or student; or
(2) harm to property of the school employee or student.
g. The conduct described above constitutes bullying, regardless of whether the person against whom the
conduct is committed, directed, consented to, or acquiesced in, the conduct.
2. “Hazing” means intentionally or knowingly committing an act that endangers the physical health or safety
of a school employee or student which may:

a. involve any brutality of a physical nature such as whipping, beating, branding, calisthenics, bruising,
electric shocking, placing of a harmful substance on the body, or exposure to the elements;
b. involve consumption of any food, liquor, drug, or other substance;
c. involve forced or coerced actions or activities of a sexual nature or with sexual connotations.
d. involve other physical activity that endangers the physical health and safety of a school employee or
student;
e. involve physically obstructing a school employee’s or student’s freedom to move; or
f. involve any activity that would subject an individual to extreme mental stress, embarrassment, or emotional
harm, or any other forced activity that could adversely affect the mental health or dignity of the individual.
g. Hazing is done for the purpose of initiation or admission into, affiliation with, holding office in, or as a
condition for, membership or acceptance, or continued membership or acceptance, in any school or school
sponsored team, organization, program, or event.
h. If the person committing the act against a school employee or student knew that the school employee or
student is a member of, or a candidate for, membership with a school, or school sponsored team, organization,
program, or event to which the person committing the act belongs to or participates in.
i. The conduct described in above constitutes hazing, regardless of whether the person, against whom the
conduct is committed, directed, consented to or acquiesced in, the conduct.
3. “Cyber bullying” means the use of email, instant messaging, chat rooms, cell phones, or other forms of
information technology to deliberately harass, threaten, or intimidate someone for the purpose of placing a
school employee or student in fear of:
a. physical harm to the school employee or student; or
b. harm to property of the school employee or student.
4. “Retaliate” means an act or communication intended: a. as retribution against a person for reporting
bullying or hazing; or
b. to improperly influence the investigation of, or the response to, a report of bullying or hazing.
5. “School” means any public elementary or secondary school.
6. “School Board” means the local Board of Education.
7. “School Employee” means: a. school teachers;
b. school staff;
c. school administrators; and
d. all others employed or authorized as volunteers, directly or indirectly, by the school, school board, or
school district.

5.42 Section 504 of the Rehabilitation Act and Americans with Disabilities Act
Adopted 03/07/06

It shall be the policy of Tooele County School District to inform applicants for admission and
employment, students, parents, persons with disabilities, employees and all unions or professional
organizations holding collective bargaining or professional agreements with the Tooele County
School District are hereby notified that this district does not discriminate on the basis of race, sex,
color, national origin, age, or disability in admission or access to, the treatment or employment in, its
programs and activities. Any person having inquiries concerning school compliance with the
regulations implementing Title VI, Title IX, The Americans with Disabilities Act(ADA) or Section
504 is directed to contact school administration at each building, or the district 504 director. (This
Paragraph will be printed in every Student/Parent Handbook at each school and will list the School
Section 504 Coordinator and the District 504 Director.)
Each school in Tooele County School District is responsible to identify and locate qualified children
with disabilities within their jurisdiction.
Each school with more than 15 employees must designate an employee to coordinate compliance
with Section 504/ADA.
Each school shall provide notice to students and parents in their student/parent handbook of the
nondiscrimination policy of TCSD.
Each School shall annually notify persons with disabilities and their parents or guardians of the
school’s responsibilities under Section 504 /ADA.
Each school will provide parents or guardians with procedural safeguards if they have a child that is
protected by Section 504/ADA.
Each school shall conduct a self-evaluation of the school facilities, programs and policies to ensure
that discrimination is not taking place. This study should be conducted with the assistance of
interested persons, including persons with disabilities. (See Attached Form)
The Section 504 School Coordinator shall be responsible to conduct Section 504 Accommodation
meetings annually, for each student that has been identified. Each teacher of the identified student is
responsible to insure that the needed accommodations are made available to the student.
Tooele County School District will make every effort to insure that our students are given the
accommodations that the Section 504 teams have agreed upon. Should there be a disagreement
between the Parents and Schools then the grievance policy should be followed.

A. TCSD Grievance policy and procedures available under Section 504/ADA
If any person believes that the school or any of the school’s staff have inadequately applied the
regulations of (1) Title VI of the Civil Rights Act of 1964, (2) Title IX of the Education Amendment
Act of 1972, (3) Section 504 of the Rehabilitation Act of 1973, (4) The Americans with Disabilities
Act, he/she may bring forward a grievance to the school’s Section 504/ADA coordinator. It should be
understood by the individual(s) involved that a complaint can be made directly to the District Section
504 Coordinator or Office for Civil Rights without going through a school or district grievance
procedure. The grievance procedures are to provide for a prompt and equitable resolution of a
complaint.
The school’s Section 504/ADA coordinator will provide a copy of the district’s grievance procedure
to the parent. The individual who is filing the grievance should fill out the discrimination/grievance
form, attached, and return it to the school’s Section 504 coordinator.
In turn the school Section 504 coordinator shall forward a copy of the grievance to the District
Section 504 coordinator within 48 hours.
B. TCSD Grievance Procedures for Section 504/ADA issues
Rationale: TCSD will always try to solve any disagreements at the lowest possible administrative
level. If that can’t be done then the following grievance procedure will be followed.
Step One: The school 504 coordinator, on request, will provide a copy of the district grievance
procedure and investigate all complaints in accordance with this procedure. The grievance procedure
should include a statement that a copy of each of the acts and the regulations on which this notice is
based, may be found in the coordinator’s office.
The person who believes he/she have been discriminated against based on disability shall discuss the
grievance and give the completed grievance form to the school Section 504/ADA coordinator who
shall in turn investigate the complaint and reply with an answer to the complaint in writing.
Step Two: A written grievance form signed by the complainant shall be submitted to the school
Section 504/ADA coordinator. The coordinator shall further investigate the matters of the grievance
and reply in writing to the complainant within 10 business days.
Step Three: If the complainant wishes to appeal the decision of the school Section 504/ADA
coordinator, he/she may submit a signed statement of appeal to the district 504 director within 10
business days after receipt of the school coordinators response. The coordinator and the district
director cannot be the same individual. The district 504 director shall meet with all parties involved,
formulate a conclusion, and respond in writing to the complainant within 10 business days.

Step Four: If the complainant remains unsatisfied, he/she may appeal through a signed written
statement to the district Superintendent within 10 business days of his receipt of the district 504
directors response in step three. In an attempt to resolve the grievance, the Superintendent shall meet
with the concerned parties and their representatives within 40 days of the receipt of such an appeal. A
copy of the Superintendent’s disposition of the appeal shall be sent to each concerned party within 10
business days of this meeting.
Step Five: When a grievance has come to conclusion and is settled the school Section 504
coordinator must notify the District 504 Director. This is to be done by forwarding the written report
to the District Director within 48 hours of the resolution of the grievance.
Mediation. Most of the time parents and school staff agree upon issues regarding evaluation,
eligibility, program, and placement of students with disabilities. However, there are times when
disagreement occurs. Conflict is often inevitable, but it need not produce negative results. If the
parent and school are unable to resolve a conflict concerning a student with disabilities, then
mediation is an available alternative.
A mediator is a trained neutral third party and, therefore, has no power to make a decision regarding
the dispute. Mediation is completely voluntary. It should not interfere with any procedural
safeguards, including a request for a due process hearing or filing a complaint with the OCR.
Mediation costs are the responsibility of the school district.
If you have questions after reviewing these materials, please do not hesitate to contact the district
Section 504/ADA director, or the Utah State Office of Education.
Due Process: Section 504 Due Process Hearing Procedure. Due Process is defined here as an
opportunity to present objections and reasons for the objections to the decisions and/or procedures
used by the school under Section 504. A Section 504 due process hearing may be called: At the
request of the school, or a parent, a guardian, or a surrogate parent of the student.
The proceedings will be presided over and decided by an impartial hearing officer. An impartial
hearing officer is a person selected to preside at a due process hearing to assure that proper
procedures are followed and to assure the protection of the rights of both parties.
A copy of the hearing officer’s decision shall be delivered to the school and the parent or guardian
following completion of the hearing which in no event shall be later than 45 days after receipt of the
request for a hearing.
Written or verbatim recoding of the due process hearing shall be on file at the district office and shall
be available for review upon request to the parents or involved parties.
It is important that parents or guardians be notified of their right to request a hearing regarding the
identification, evaluation, or educational placement of persons with disabilities.
If the school proposes to change the student’s placement and the parent files a request for a hearing,
the school is obligated to maintain the student’s placement until administrative proceedings are
completed.

5005 TOBACCO-FREE POLICY STUDENTS PRE KINDERGARTEN THROUGH 12TH
GRADE AND DISTRICT EMPLOYEES, SCHOOLS, PARENTS, AND VISITORS
Revised June 4, 2013

5.5.1 For the purpose of this policy, tobacco shall be defined as any product containing tobacco or
nicotine including, but not limited to, cigarettes, cigars, chewing tobacco, snuff, electronic cigarettes,
dissolvable tobacco, and nicotine gum or lozenges.
5.5.2 Tobacco is the number one killer and the leading cause of preventable death in Utah and
nationwide. To support and model a healthy lifestyle for our students, the school board of Tooele
County establishes the following tobacco-free policy.
The health hazards of tobacco use have been well established. This policy as stated is established to:
(1) Reflect and emphasize the hazards of tobacco use;
(2) Comply with state and federal laws;
(3) Protect the health and safety of all students, employees and the general public;
(4) Set a non-tobacco use example by adults.
The Tooele County School District and property shall be tobacco-free 24 hours a day, 365 days per
year. This includes all days when school is not in session and during all functions taking place on
school grounds, such as athletic functions and other activities not associated with or sponsored by the
school.
The following policy coincides with the Utah Clean Air Act Section 26-38-2(k), U.C.A. §195 3, as
amended.
5.5.3 Tobacco use by students in pre-kindergarten through 12th grades and district employees is
prohibited.
A. All tobacco use by students, parents, visitors and chaperones on school property or district
property, in school owned vehicles, and at school-sponsored functions/classes away from school
property, including fieldtrips, is strictly prohibited. In the event that any student in grades prekindergarten through six violates this policy, the following will occur:
1. First Violation: A school administrator will meet with the parent(s)/guardian(s) and student. Upon
meeting with the school administrator, educational materials will be provided to the parent/guardian
and student. The parent/guardian and student will sign a non-use contract. If the student refuses the
options, he/she will be referred to the local law enforcement and will be processed through the court
system according to Utah laws.
2. Subsequent Violations: The student will be referred to the local law enforcement and will be
processed through the judicial system according to state laws for his/her offense(s). The school
administrator will meet with the parent(s)/guardian(s) and student.
B. In the event that any student in grades seven through 12 violates this policy, the following will
occur:
SECTION 5000: STUDENTS

1. First Violation: A school administrator will meet with the parent(s)/guardian(s) and student and
require the student to complete a cessation class (the Tooele County Health Department offers
“Ending Nicotine Dependence” (END) a tobacco cessation class specifically for teens) and complete
provided educational materials or be referred to the Utah Quit Line, 1-800-QUIT-NOW or
Utahquitnet.com. If the student chooses to contact the Quit Line, he/she must provide proof of
completion (Quit Line packet/certificate). The student and parent/guardian will sign a non-use
contract. If the student refuses the options, he/she will be referred to the local law enforcement and
will be processed through the judicial system according to Utah laws.
3. Subsequent Violations: The school administrator will meet with the parent(s)/
guardian(s) and student.
C. In the event that any Tooele County School District employee violates this policy, the following
will occur:
1. First Violation: a school or district administrator will notify the employee of the policy in writing.
2. Second Violation: A school or district administrator will require the employee to complete a
cessation class and be referred to the Utah Quit Line, 1-800-QUIT-NOW or Utahquitnet.com. If the
employee refuses the options, he/she will be referred to the local law enforcement and will be
processed through the judicial system according to Utah laws.
3. Third Violation: District disciplinary policy will then be followed in resolving violations.
5.5.4 Possession of tobacco or tobacco paraphernalia by students is strictly prohibited within 1,000
feet of district property. Paraphernalia, such as lighters, matches, strikers, and any incendiary device
are in violation of the Tooele County School District Safe School Policy. (Section 11.9, #5)
A. In the event that any student in grades pre-kindergarten through six violates this policy, the
following will occur:
1. First Violation: A school administrator will meet with the parent/guardian(s) and student. Upon
meeting with the school administrator, educational materials will be provided to the parent/guardian
and student. If the student refuses the options, he/she will be referred to the local law enforcement
and will be processed through the court system according to Utah laws.
2. Subsequent Violations: The school administrator will meet with the parent(s)/guardian(s) and
student. The student will be referred to the local law enforcement, and will be processed through the
judicial system according to state law for his/her offense(s).
B. In the event that any student in grades seven through 12 violates this policy, the following will
occur:
SECTION 5000: STUDENTS

1. First Violation: A school administrator will meet with the parent(s)/guardian(s) and student. The
school administrator will require the student to complete a cessation class
(the Tooele County Health Department offers “Ending Nicotine Dependence” (END) a tobacco
cessation class specifically for teens) and complete educational materials or be referred to the Utah
Quit Line, 1-800-QUIT-NOW or Utahquitnet.com. If the student chooses to contact the Quit Line,
he/she must provide proof of completion (Quit Line packet/certificate). The student and parent
guardian will sign a non-use contract. If the student refuses the options, he/she will be referred to the
local law enforcement and will be processed through the judicial system according to Utah laws.
2. Subsequent Violations: The school administrator will meet with the parent(s)/
guardian(s) and student.
C. In the event that any Tooele County School District employee violates this policy, the following
will occur:
1. First Violation: The employee will be notified in writing that possession of tobacco or tobacco
paraphernalia must be strictly kept from students’ view or access.
2. Second Violation: District disciplinary policy will then be followed in resolving violations.
5.5.5 No tobacco advertising (e.g., on signs, clothing, accessories or hats) will be permitted in any
form in school or district buildings, at school functions/classes, fieldtrips, or in school publications.
5.5.6 Clothing and other articles of attire worn at school or on district property may not display
advertisement for, endorsements of, or implications of tobacco, tobacco companies, or tobacco use in
any form. This policy applies to students, employees, parents/guardians and visitors at schools or on
district property in any capacity. In the event that this policy is violated by students, the following
will occur:
1. First Violation: The school administrator will contact the parent/guardian and inform the
parent/guardian and student that the clothing is inappropriate and must not be worn again. This notice
will serve as a warning to the student and parent/guardian. Alternate clothing will be provided.
2. Subsequent Violations: The school administrator will meet with the parent/guardian and student to
determine appropriate consequences. The student will be suspended for one to three days.
If an employee violates this policy, the employee will receive written notice from a school or district
administrator that adherence is expected, and if not accomplished, Board policy will be followed.
5.5.7 Endorsement or sponsorship in any form of any school-related event by tobacco companies is
strictly prohibited.
5.5.8 The sale, delivery, transfer or distribution of tobacco or tobacco paraphernalia in any form by a
student, employee, parent/guardian or chaperone, or visitor is strictly prohibited when it occurs
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in a school building, in or on school district property, or at any school sponsored activity, including
fieldtrips.
5.5.9 Tobacco Use Prevention Programs
A. Tooele County School District will provide instruction about the short-and-long-term negative
physiologic and social consequences of tobacco use, social influences on tobacco use, peer norms
regarding tobacco use, and refusal skills. Tobacco prevention curricula will be:
• Consistent with CDC (Center for Disease Control) Guidelines.
• Developmentally appropriate for intended age.
• Non-biased.
• Of high standard and quality, and will provide:
- Accurate and up-to-date information.
- Sound educational methodology for the recommended audiences.
- Clear and consistent messages.
B. Tooele County School District will establish and maintain a referral system to cessation services
(classes) on or off school campus for students/employees and will update the information regularly.
Any student/employee who is interested in quitting tobacco use may take these classes on a voluntary
basis. Students will not be penalized in any way for requesting to take a cessation class on a
voluntary basis. The school will make every effort to assist the student in accessing this program.
C. Tooele County School District is committed to community and family involvement regarding
tobacco prevention and control. To establish and maintain this involvement, Tooele County School
District will organize and maintain a coalition of community, family and school partners, which will
be responsible for:
1. Reviewing and revising the tobacco use policy on an annual basis, and
2. Planning and carrying out a tobacco prevention annual event.
5.5.10 Tooele County School District will provide Tobacco-Free Policy training for employees on an
annual basis.
5.5.11 Tooele County School District will evaluate the tobacco-use prevention program and policy
by:
A. Assessing the tobacco-use prevention program at regular intervals.
B. Evaluating whether Tooele County School District is providing an effective policy, curricula,
training, family and community involvement, and cessation programs.
5.5.12 Visitors/Chaperones to the district facilities must comply with regulations set forth by this
policy:
A. Smoking or the use of tobacco products by visitors/chaperones is prohibited. This includes
activities during non-school hours and all functions of the school, athletic or otherwise. This also
includes activities sponsored by other organizations that use district property.
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B. Visitors/Chaperones found smoking or using tobacco products will be asked by the appropriate
school official to refrain from smoking or tobacco use while on district property. They will be
informed of the school’s tobacco-free policy. If the visitors/chaperones do not comply, they will be
asked to leave. If they refuse to leave, the police or health department may be called.
C. Visitors/Chaperones at schools or in district buildings violating any part of this policy will be
informed of this policy, and of state law, and asked to adhere to this policy. Subsequent violations by
the same individual will result in a referral to the local law enforcement.

FAMILY EDUCATION RIGHTS AND PRIVACY ACT
(FERPA)
The Family Education Rights and Privacy Act of 1974, commonly known as FERPA, is a federal law that
protects the privacy of student education records. Students have specific, protected rights regarding the
release of such records and FERPA requires that institutions adhere strictly to these guidelines.
Therefore, it is imperative that the faculty and staff have a working knowledge of FERPA guidelines
before releasing educational records.
Educational Records
FERPA gives students the following rights regarding educational records:
• The right to access educational records kept by the school;
• The right to demand educational records be disclosed only with student consent;
• The right to amend educational records;
• The right to file complaints against the school for disclosing educational records in violation of FERPA.
Students have a right to know about the purpose, content, and location of information kept as a part of
their educational records. They also have a right to expect that information in their educational records
will be kept confidential unless they give permission to the school to disclose such information. Therefore,
it is important to understand how educational records are defined under FERPA. Educational records are
defined by FERPA as:
Records that directly relate to a student and that are maintained by an educational agency or
institution or by a party acting for the agency or institution.
Educational records are directly related to the student and are either maintained by the school or by a
party or organization acting on behalf of the school. Such records may include:
• Written documents; (including student advising folders)
• Computer media;
• Microfilm and microfiche;
• Video or audio tapes or CDs;
• Film;
• Photographs.
Any record that contains personally identifiable information that is directly related to the student is an
educational record under FERPA. This information can also include records kept by the school in the form
of student files, student system databases kept in storage devices such as servers, or recordings or
broadcasts which may include student projects.
Records Not Considered As Educational Records
The following items are not considered educational records under FERPA:
• Private notes of individual staff or faculty; (NOT kept in student advising folders)
• Campus police records;
• Medical records;

• Statistical data compilations that contain no mention of personally identifiable information about any
specific student.
Faculty notes, data compilation, and administrative records kept exclusively by the maker of the records
that are not accessible or revealed to anyone else are not considered educational records and,
therefore, fall outside of the FERPA disclosure guidelines. However, these records may be protected
under other state or federal laws such as the doctor/patient privilege. As an attorney, I recommend that
you check to make sure that you fully comply with these disclosure guidelines before disseminating any of
this information .
Two Types of Educational Records
There are two types of educational records as defined under FERPA. Each type of educational record is
afforded different disclosure protections. Therefore, it is important for faculty and staff to know the type of
educational record that is being considered for disclosure.
Directory Information
Some information in a student's educational record is defined as directory information under FERPA.
Under a strict reading of FERPA, the school may disclose this type of information without the written
consent of the student. However, the student can exercise the option to restrict the release of directory
information by submitting a formal request to the school to limit disclosure. Directory information may
include:
• Name;
• Address;
• Phone number and email address;
• Dates of attendance;
• Degree(s) awarded;
• Enrollment status;
• Major field of study.
Though it is not specifically required by FERPA, institutions should always disclose to the student that
such information is considered by the school to be directory information and, as such, may be disclosed
to a third party upon request. institutions should err on the side of caution and request, in writing, that the
student allow the school to disclose directory information to third parties.
Non-directory Information
Non-directory information is any educational record not considered directory information. Non-directory
information must not be released to anyone, including parents of the student, without the prior written
consent of the student. Further, faculty and staff can access non-directory information only if they have a
legitimate academic need to do so. Non-directory information may include:
• Social security numbers;
• Student identification number;
• Race, ethnicity, and/or nationality;
• Gender
• Transcripts; grade reports

Transcripts are non-directory information and, therefore, are protected educational records under FERPA.
Students have a right to privacy regarding transcripts held by the school where third parties seek
transcript copies. institutions should require that students first submit a written request to have transcripts
sent to any third party as the privilege of privacy of this information is held by the student under FERPA.
As an attorney, I would advise that schools should never fax transcripts because this process cannot
guarantee a completely secure transmission of the student's grades to third parties.
Prior Written Consent
In general, a student's prior written consent is always required before institutions can legitimately disclose
non-directory information. institutions may tailor a consent form to meet their unique academic needs.
However, prior written consent must include the following elements:
• Specify the records to be disclosed;
• State the purpose of the disclosure;
• Identify the party or class of parties to whom the disclosure is to be made;
• The date;
• The signature of the student whose record is to be disclosed;
• The signature of the custodian of the educational record.
Prior written consent is not required when disclosure is made directly to the student or to other school
officials within the same institution where there is a legitimate educational interest. A legitimate
educational interest may include enrollment or transfer matters, financial aid issues, or information
requested by regional accrediting organizations.
Institutions do not need prior written consent to disclose non-directory information where the health and
safety of the student is at issue, when complying with a judicial order or subpoena, or where, as a result
of a crime of violence, a disciplinary hearing was conducted by the school, a final decision was recorded,
and the alleged victim seeks disclosure. In order for institutions to be able to disseminate non-directory
information in these instances FERPA requires that institutions annually publish the policies and
procedures that the institutions will follow in order to meet FERPA guidelines.
FERPA has strict guidelines regarding disclosing the educational records of dependent students. Though
FERPA allows such disclosure, the act mandates that the institution first publish clearly delineated
policies and procedures for the disclosure of these records. The institution must publish these guidelines
annually in a format that is easily accessible to interested parties. As an attorney, I would recommend that
both the dependent student and parents sign written disclosure agreements stating, at minimum, the
following:
• The dependent student understands and allows parental access to these educational records;
• The dependent student and his/her parents have been given a copy of the institution's policies and
procedures for the disclosure of students' records.
Most institutions charge their registrar's office with the responsibility to determine how their institutions will
comply with FERPA disclosure requirements. Registrars commonly work with legal counsel in fashioning
and publishing these guidelines. As advisors, it is advisable to check with your registrar's office if you
have any questions or concerns before disclosing any student information to third parties.
Conclusion
The Family Education and Privacy Act was enacted by Congress to protect the privacy of student
educational records. This privacy right is a right vested in the student. Generally:

• Institutions must have written permission from the student in order to release any information from a
student's educational record.
• Institutions may disclose directory information in the student's educational record without the student's
consent.
• It is good policy for the institution to notify the student about such disclosure and to seek the written
permission of the student to allow disclosure of any educational records including directory information.
• Institutions should give the student ample opportunity to submit a written request that the school refrain
from disclosing directory information about them.
• Institutions must not disclose non-directory information about students without their written consent
except in very limited circumstances.
• institutions should notify students about their rights under FERPA through annual publications.
• When in doubt, it is always advisable to err on the side of caution and to not release student educational
records without first fully notifying the student about the disclosure.
Finally, the school should always seek a written consent from the student before disseminating
educational records to third parties.
Note: An new interpretation of FERPA as it applies to mental health and campus safety was issued by the
US Department of Education in December, 2008. The following articles address this topic:
• Education Department Reworks Privacy Regulations via 12/09/08 Wall Street Journal
• Education Department Gives Colleges New Flexibility on Student Privacy Law via The Chronicle of
Education. (You may need your institution's Chronicle user name and password to access this article.
• Updated privacy law addresses student safety via E-school News
• FERPA revisions podcast PowerPoint February 2009
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TOOELE COUNTY SCHOOL DISTRICT
POLICY CONCERNING HOMELESS STUDENTS

5.44 HOMELESS STUDENTS Approved February 5, 2008
The Board recognizes the importance of requiring and maintaining necessary records for all
students. However, the Board also recognizes the importance of removing barriers from
homeless students to enroll and participate in school. Under the McKinney-Vento Act,
homeless students are entitled to immediate enrollment and full participation even if they
are unable to produce records normally required for enrollment, such as previous academic
records, medical records, proof of residency, birth certificate, or other documentation. 42
U.S.C §11432(g)(3)(C) and (g)(1)(H), (I).
A. Homeless students shall be enrolled immediately.
B. Homeless students will be granted full participation in school activities and programs.
They cannot be excluded based on their inability to present the following information:
1. Immunization records
2. Medical records
3. Birth certificate
4. Previous school transcripts
5. Guardianship records
6. Proof of residency
7. Other required documentation
C. Homeless students have three options for choice of school to attend:
1. School of origin (the school the child has attended when permanently housed).
2. School of origin (the school the child last attended).
3. The school closest to the shelter or other temporary housing.
D. The school will continue efforts to assist the student in completing necessary
and important records especially all immunization information.
E. The school will work closely with the District Family/Homeless Liaison.
F. All school fees are to be waived.
G. If a dispute arises over school selection or enrollment, the child shall be immediately
admitted to the school in which enrollment is sought, pending resolution of the dispute.

5034 SCHOOL FEES POLICY
Rev & Approved February 5, 2008
Non-Substantive May 22, 2011 (Format)

A. Purpose and Philosophy
1. To provide educational opportunities for students.
2. To permit the orderly establishment of a reasonable system of fees, while prohibiting practices that
would exclude those unable to pay from participation in school-sponsored activities.
3. To implement State Board of Education rules which direct the Board of Education to implement a
policy regarding student fees. The rule is authorized under Article X, Sections 2 and 3 of the Utah
Constitution which vests general control and supervision of the public education system in the State
Board of Education and provides that elementary and secondary school shall be free except that fees
may be imposed in secondary schools as authorized by the Legislature.
B. Policy
Under the direction of the Superintendent, school principals are authorized to administer this policy
in their respective schools and to do so fairly, objectively, without delay, avoiding stigma and
unreasonable burdens on students or parents.
1. Classes and Activities During the Regular School Day
a. No fee may be charged in kindergarten through sixth grade for materials, textbooks, supplies, or
for any class or activity, including assemblies and field trips.
b. Textbook fees will be charged in grades seven through twelve.
c. If a class is established or approved which requires payment of fees or purchase of materials,
tickets to events, etc., in order for students to participate fully and to have the opportunity to acquire
all skills and knowledge required for full credit and highest grades, the class shall be subject to the
fee waiver provisions of Utah Administrative Code R277-407-6.
d. Students of grade levels seventh through twelfth may be required to provide materials for their
optional projects, but a student may not be required to select an optional project as a condition for
enrolling in or completing a course. Project-related courses must be based upon projects and
experiences that are free to all students.
e. Student supplies must be provided for elementary students. Secondary students may be required to
provide their own student supplies.
f.. Elementary and secondary students may be required to replace supplies provided by the school
which are lost, wasted or damaged by the student through careless or irresponsible behavior.
C. School Activities Outside Of The Regular School Day
1. Fees may be charged, subject to the Board approved fee schedule, in connection with any schoolsponsored activity which does not take place during the regular school day, regardless of the age or
grade level of the student, if participation is voluntary and does not affect a student’s grade or ability
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to participate fully in any course taught during the regular school day. Such fees are subject to the fee
waiver requirement.
2. When fees related to extracurricular activities sponsored by the Utah High School Activities
Association conflict with region or USHAA policy, the region or UHSAA policy supersedes this
policy, however, fees may not exceed limits established by the Association.
D. General Provisions
1. No fee may be charged or assessed in connection with any class or school-sponsored or supported
activity, including extracurricular activities, unless the fee has been set and approved by the Board of
Education and distributed in an approved fee schedule.
2 Fee schedules and policies for the District shall be adopted at least once each year when the Board
of Education adopts its annual budget in a regularly scheduled public meeting of the Board.
a. The Board will make provision for broad public notice and participation in the development of the
fee schedule and waiver policy.
b. Minutes of the board meeting during which the fee schedule and fee waiver policy is adopted,
together with copies of the approved policy, shall be kept on file and made available upon request.
c. Patrons of Tooele County School District shall have the opportunity to voice their opinion on the
school fee policy or changes there in at a regularly established open board meeting.
d. In April of each year, an annual review of the Board of Education’s Fee Schedule shall be
reviewed and adopted.
e. Each school in the District will follow the approved fee schedule.
3. Principals shall ensure that written copies of the District fee schedule and waiver policy are
included with all registration materials provided to potential or continuing students. District
procedures for obtaining the waivers and for appealing a denial of a waiver shall be provided as soon
as possible prior to the time the fees become due.
4. No present or former student may be denied receipt of unofficial transcripts (report card) or a
diploma for failure to pay school fees.
a. A reasonable charge may be made to cover the cost of duplicating or mailing transcripts and other
school records.
b. No charge may be made for duplicating or mailing copies of school records to an elementary or
secondary school in which the student is enrolled or intends to enroll.
5. In accordance with Utah Code Ann. §53A-11-806, any school whose property has been lost or
willfully cut, defaced, or otherwise injured may withhold the issuance of official written grade
reports, diploma, and transcripts of the student responsible for the damage or loss until the student or
the student’s parents or guardian has paid for the damages.
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a. Students shall be given notice and an opportunity to pay fines prior to withholding issuance of
official written grade reports, diplomas, and transcripts.
b. If the student and the student’s parent or guardian are unable to pay for damages or if it is
determined by the school in consultation with the student’s parents that the student’s interests would
not be served if the parents were to pay for the damages, then, the school may provide for a program
of voluntary work for the student in lieu of the payment.
c. A general breakage fee levied against all students in a class or school is not permitted.
6. A school may not exclude a student from school or withhold unofficial transcripts (report card) to
obtain payment of school fees or fines.
7. To preserve equal opportunity for all students and to limit diversion of money and school and staff
resources from the basic school program, the District and each school shall limit student expenditures
for District and school-sponsored activities, including expenditures for activities, uniforms, clubs,
clinics, travel, and subject area and vocational leadership organizations, whether local, state, or
national.
8. Donations or contributions are voluntary. A donation is a fee if a student must make a donation in
order to participate in an activity. No student may be excluded from an activity or program because
he/she did not make a donation. All donations shall be reported to the Superintendent of Schools.
Donations cannot be accepted if they create inequities among schools in the district, among students,
or among like programs. There shall not be special privileges or benefits contingent upon the
acceptance of donations.
9. In the collection of school fees, schools must comply with statutes and State Tax Commission
rules regarding the collection of state sales tax.
E. Waivers
1. To ensure that no student is denied the opportunity to participate in a class or school-sponsored or
supported activity because of an inability to pay a fee, each school shall provide for adequate waivers
or other provisions in lieu of fee waivers. The procedure will include the following:
a. The principal in each school will administer the policy and grant waivers.
b. The process for obtaining waivers or pursuing alternatives shall be administered fairly, objectively,
and without delay, and avoid stigma and unreasonable burdens on students and parents.
c. The principal will inform patrons of the process for obtaining waivers or pursuing alternatives
through the use of the standardized District fee waiver application and alternative fee payment forms.
d. School principals shall provide an alternative to payment of school fees to ensure that no student
will be denied the opportunity to participate in school sponsored activities. Any alternative may be
subject to agreement by the parents / guardians, student and building principal.
e. The building principal shall be available to parents/guardians and students prior to fee payment in
time to discuss fees with low income families who lack the capability of paying the fees. The
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principal shall have the authority to provide another alternative (other than fee payment) or the
authority to waive the fees.
f. Students who are granted waivers or provisions in lieu of fee waivers shall not be treated
differently from other students or identified to persons who do not need to know of the waiver.
g. Fee waivers or other provisions in lieu of fee waivers are to be available to any eligible student.
h. The parent or legal guardian of a student registering to attend a school in the District, shall as a
part of the registration process, agree in writing, to be responsible for any of their student’s fees or
school charges that remain unpaid at the end of the school year and which have not been waived
pursuant to this policy.
i. If a conflict occurs concerning the charging of school fees that is not resolved with the building
principal, the parent/guardian may appeal the decision to the Superintendent of Schools or designee.
2. Eligibility for fee waivers.
a. Eligibility for fee waiver is based on:
(i) income in accordance with the Income Eligibility Guidelines provided by the State of Utah
(ii) receiving public assistance in the form of Aid to Families with Dependent Children, or
Supplemental Security Income (SSI) for the blind or disabled student; or
(iii)in foster care or in state custody.
(iv)McKinney-Vento Education Assistance Improvements Act 42 USC 11435 (Homeless).
b. Case By Case Determinations are to be made for those who do not qualify but who, because of
extenuating circumstances such as, but not limited to, exceptional financial burdens such as loss or
substantial reduction of income or extraordinary medical expenses, are not reasonably capable of
paying the fee.
c. Parents shall be required to provide eligibility documentation supporting their claims for fee
waivers in the form of:
(i) verification of receipt of Supplemental Security Income (SSI);
(ii) verification of receipt of Aid to Families with Dependent Children (AFDC);
(iii)verification that student is in foster care;
(iv)verification that student is in state custody; or
(v) verification based on income tax returns or current pay stubs if the student does not qualify under
one of the above presumed eligibilities.
d. For the protection of privacy and confidentiality schools shall not retain required fee waiver
verification documents.
e. If a student is eligible for waivers, textbook fees must be waived; no work alternative is
permissible. A student may however, be offered a work alternative to a waiver for all other kinds of
fees.
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f. If a parent or guardian of an eligible student asks to pay fees in installments instead of having all or
part of the fees waived, an alternative method of payment may be arranged for everything but
textbook fees.
g. Denial of eligibility for a waiver may be appealed in writing to the school principal within ten (10)
school days of receiving notice of denial.
(i) The school shall contact the parent within two (2) weeks after receiving the appeal and schedule a
meeting with the school principal to discuss the parent’s concerns.
(ii) If after meeting with the school principal the waiver is still denied, the parent may appeal in
writing within ten (10) school days of receiving notice of denial to the Elementary Director or
Secondary Director at the District level.
h. Any requirement that a given student pay a fee is suspended during any period in which the
student’s eligibility for waiver is being determined or a denial of waiver is being appealed.
F. Student Fees as Per Grade Level
1. Students in the elementary schools are to be provided, free of charge, and without deposits and
rental fees, all educational supplies used in the instructional process.
2. Students in the seventh and eighth grades are to be provided, free of charge, all educational
supplies in the instructional process, except the following items which may be charged a fee
according the Board Fee Schedule:
a. Supplies and materials to construct personal items or projects that will be retained by the student.
b. Small band and orchestra instruments such as violins, clarinets, trumpets and other instruments
that are taken home and are school property.
c. Gym clothing.
d. Club uniforms owned by the school, if students are given the option of providing their own.
e. Choir, band and orchestra apparel and uniforms use.
f. Supplies needed in the Introduction to Career and Technical Education courses.
g. Student/parent handbook which includes the procedures and policies of the school.
3. Students in grades nine through twelve may be assessed fees pursuant to the Board Fee Schedule
for all school supplies and textbooks.
4. Parents/guardians shall be notified in writing of tentative schedule of fees for the upcoming school
year by the end of the previous school year. New students shall receive notice upon intent to register.
Information regarding final fee schedules shall be provided to parents/guardians at least two weeks
prior to such fees being due.
G. Items Eligible for Fee Waivers
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1. Any charge, deposit, rental or other mandatory payment for student participation in any class,
program or activity; provided, sponsored, or supported by or through the District or a local school,
are fees requiring approval of the Board, and are subject to the fee waiver requirement.
2. Expenditures for uniforms, costumes, clothing, and accessories, other than items of typical student
dress, which are required for participation in choirs, pep clubs, drill teams, athletic teams, bands,
orchestras, and other student groups and expenditures for student travel as part of a school team,
student group, or other school-approved trip, are fees requiring approval of the Board, and are subject
to the fee waiver requirement.
H. Items Not Subject to Fee Waivers
1. The requirements of fee waiver and availability of other provisions in lieu of fee waiver do not
apply to charges assessed pursuant to a student’s damaging or losing school property. Schools shall
pursue reasonable methods for obtaining payment for such charges, including withholding official
grade reports, diplomas, and transcripts.
2. Charges for class rings, letter jackets, yearbooks, picture books, and similar articles not required
for participation in a class or activity are not fees and are not subject to fee waiver requirements.
3. If a student must repeat a course or requires remediation to advance or graduate and a fee is
associated with the course or the remediation program, it is presumed that the student will pay the
fee.
a. If the student or the student’s parent or guardian is financially unable to pay the fee, the school
shall provide for alternatives to waiving the fee, which may include installment payments, school or
community service or work projects for the student.
b. In cases of extreme financial hardship or where the student has suffered a long-term illness, or
death in the family, or other major emergency and where installment payments and the imposition of
a service or work requirement would not be reasonable, the student may receive a partial or full
waiver of the required fee.
4. Concurrent enrollment program fees attributable only to college/university credit or enrollment are
not subject to the fee waivers requirement.
5. Book rental to non-registered students such as those enrolled in private, parochial or home schools
are not subject to the fee waiver requirement.
6. Tuition for nonresident out-of-state students and foreign students, foreign student transcript
translation fees and I-20 form processing charges are not subject to the fee waiver requirement.
I. Fee Waiver Reporting Requirements
The Director of Data Processing shall attach to the annual S-3 statistical report the following:
1 A summary of the number of students in the district given fee waivers, the number of students who
worked in lieu of a waiver, and the total dollar value of student fees waived by the District;
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2 A copy of the District’s fee and fee waiver policies;
3 A copy of the District’s fee schedule for students; and
4 The notice of fee waiver criteria provided by the District to a student’s parent or guardian.
J. Prorated Fees Payment Schedule
ANNUAL FEES
Students entering
after the scheduled
registration date
shall pay fees using
the following
schedule: DATE OF
ENTRY
Prior to mid-term of 100%
term one
Following mid-term 75%
of term one and prior
to mid-term of term
two.
Following mid-term 50%
of term two and
prior to mid-term
three.
Following mid-term 25%
of term three and
prior to mid-term of
term four.
After mid-term of term four.

DATE OF ENTRY

SEMESTER FEES

Prior to end of term
one
Term two

100%

Prior to end of term
three

100%

Term four

50%

50%

No payment

K. Refunds
Schools shall refund fees according to the following procedures.
1. Refund Procedures
a. Schools shall not issue cash refunds.
b. Refunds shall be issued through the school office, by check, according to District procedures.
c. Refunds to students may be withheld to pay for fines or other monies owed by the withdrawing or
transferring student.
d. Appeals shall be heard by the school principal.
e. Refunds shall be based on the schedule outlined in this policy.
2. Refunds for Students Transferring Within or Leaving the District
All secondary students who withdraw from school shall be refunded all unused fees as directed in the
table of this section.
SECTION 5000: STUDENTS

TOOELE COUNTY SCHOOL DISTRICT REFUND SCHEDULE

Fee or Charge
Textbook Fee
Student Activity Fee
Athletic Participation Fees

Driver’s Education
Extracurricular group uniform and other
costs
Locker Fee
Class Fees
Musical Instruments
School Club Fees
Computer Use Fee
Summer School/Extended Day
Unused portion of shop card
Student Handbook

Conditions for Refund
No refund after school begins
Refund according to chart below
No refund after season begins. Fee must be
paid following final cuts or when the
names of team members have been
submitted to the UHSAA.
100% of refund if student did not drive
during enrollment.
No refunds for musical groups,
cheerleaders, pep club, drama, debate or
other extracurricular uniform or other
costs.
No refund.
No refund after first mid-term
Refund according to chart below.
No refund.
No refund.
No refunds after first day of class.
Refund of unused portion.
No refund.

Thanks for all of your support!!

Willow Wolves are Champions of Learning!

