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FRANKLIN SCHOOL
Please take time to familiarize yourself with the information in this section and keep it handy for future
reference. Thank you!

I.

Contact Information

Principal
Assistant Principal
Secretaries
Nurse

Dr. Eileen Cambria
ecambria@westfieldnjk12.org
Dr. Paul Duncan
pduncan@westfieldnjk12.org
Mrs. Teresa Whitehead twhitehead@westfieldnjk12.org
Mrs. Renate Bieber
rbieber@westfieldnjk12.org
Mrs. Robin Ince
rince@westfieldnjk12.org

789-4590
789-4591
789-4590
789-4591
789-4593

Reporting an Absence
School Fax #
Website

789-4590 then press #1 (leave voicemail by 8:30am) or email
rbieber@westfieldnjk12.org
789-0263
www.westfieldnjk12.org/franklin

To contact a staff member by email: Type the first initial of their first name followed by their last
name, and @westfieldnjk12.org - for example, ecambria@westfieldnjk12.org. To contact a staff member
by phone, call the school office, and leave a message with one of our secretaries.
To get electronic notices and forms from the office: Be sure we have your current, primary email
address. To make changes email twhitehead@westfieldnjk12.org

II.










Attendance
Optimal student achievement depends on daily attendance.
The State of New Jersey has changed pupil attendance requirements. Student attendance is a
critical factor in the success of our students. Research shows a direct correlation between
student attendance and academic success in general.
Being on time for school is also vital—please plan on arriving at school between 8:25 and 8:40.
The only allowable absences that are recognized by the State are for religious observance or
for college visits. All absences for all reasons are recorded and charged to a pupil’s attendance
record.
Chronic absenteeism is defined by the State of New Jersey as students missing 10% or more
of the school year for any reason. This takes into account excused as well as unexcused days
missed during the 181-day school year.
Parents or guardians must notify the school office if their child will be absent.
o A student who has been absent is required, upon his/her return to school, to bring a
note signed by a parent or guardian.
o Parents are asked to limit requests for early dismissal to unavoidable emergencies. Such
requests should be made in writing, giving the reason for the request. The student must
be signed out from school, in the school office, when excused early.
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III. Parent-School Communication
Parent inquiries for information related to a child’s progress in school or about the school’s operations
and programs are welcome. In pursuing these matters, it is best to first contact and communicate with
your child’s teacher. It is often most effective to resolve a problem or concern by working directly with
the teacher. Another resource is our school guidance counselor. If more information is needed or a
matter is not resolved, the principal can then be called. Thank you for following this protocol.

IV. School Day Procedures
Full School Day Schedule
8:25AM
8:40AM
8:45AM
11:30AM
12:30PM
3:00PM
3:05PM

Students may arrive and line up at entrance (NO EARLIER, PLEASE)
First bell rings; students enter building.
Late bell rings; instructional day begins.
Lunch/Recess begins.
Lunch/Recess ends.
Warning bell rings for dismissal.
Dismissal begins.

4-hour Session Schedule – November 5, 6, 7, 21; June 20, 21
8:30-12:30

Grades 1—5 (There is no lunch period. Please send child with snack.)

Delayed Opening Schedule (in the event of inclement weather)
10:00AM

School begins for grade 1—5

Emergency Evacuation In the event of an emergency that requires the evacuation of the building and
premises, we would walk the students to Roosevelt Intermediate School. We would contact parents by
activating the emergency telephone chain, sending an email to our list serve, and posting it on the
website.
School Safety – Parents and Visitors
● All persons entering the building—regardless of the time of day—must use the main entrance on
Prospect Street where there is a camera and a buzzer system. Visitors will be asked their name and
reason for visit. Please do not allow anyone who is not with your party to enter with you.
● All parents and visitors must first report to the school office. Once there, please state the reason for
your visit to the secretary, sign in, and don a visitor’s badge. When leaving the building, please sign
out and return the visitor’s badge.
● Parents and visitors are welcome to visit and volunteer in classrooms, but only when an appointment
has been made with the teacher ahead of time. This pertains to before, during, and after school hours.
Please do not enter a classroom if the teacher is not present. Thank you for respecting our teachers’
time and space.
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● If a parent needs to speak to a teacher regarding a child, it is most effective to do so by making an
appointment via a note, email, or call to the office. If it’s an emergency, please contact the office and
the concern will be relayed to the teachers. Parents are respectfully asked to not intrude on a teacher’s
time either before or after school. Please contact the teacher to arrange a mutually convenient time to
meet.
● We are making efforts to limit disruptions during classroom instruction. Please emphasize to your
children the importance of bringing all needed materials to school, including homework, lunches and
instruments. If you deliver such items during the day, we will only call into the classroom at lunchtime
and dismissal. The items should be left in the designated bins by the office.
● Parents may not escort their child to their classroom during the instructional day. If a child needs such
assistance, a staff member will be glad to help.
● After the office is closed for the day at 4:00pm, the school is locked.
● Parents/students are not permitted back in the building after dismissal to retrieve forgotten items.
Franklin School Code of Conduct
As part of a community, we all share certain rights and responsibilities. All Franklin students are expected to
adhere to our school’s Code of Conduct and treat one another in a caring manner. (APPENDIX C)

V.

Arrivals and Dismissals

Opening Day – September 5, 2018
● Walk your child to their line-up area. Each grade level has a specific entrance door where they will
line up beginning at 8:30. Please note, most students will exit from the same door at 3:05. Classes
that exit the building at different doors are 2-M, 2-R, 2-V, 3-B, 3-C, 3-H, 3-O, 3-R, 3-S, (all of 3rd
Grade) and 4-MU. (SEE MAPS ON THE FOLLOWING 2 PAGES). At each entrance, teachers
are assigned to supervise the children. They are there to assist children and help them find the
correct line for their class.
● Classroom teachers will come out to meet their students and lead them to the classroom at 8:40
● Say good-bye quickly and allow your child to acquaint himself/herself with the other children in
his/her class and grade. This is easier for your child if you are not standing next to him/her.
● Come on in! Our wonderful Franklin P.T.O. hosts a parent coffee in our gym on opening day at
8:30. It’s a nice way to begin the year, meet your neighbors and catch up with old friends.
Before school begins
● Take a dry run. Come to school and find the door where your student will enter and exit. Discuss
who will walk or drive him/her to school. Go over the dismissal plan. Who will pick them up?
Where will the meeting place be?
● Establish a back-up plan from day one. First, tell your child to come to the office if they cannot
find you or the person they should go home with. Our office staff will assist them.
After the first day
● Encourage independence at arrival time. Say a quick good-bye and then give your child the
opportunity to stand on line independently. This is a key time for children to establish friendships
with the other children in their class
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Morning Line Up of Classes

Grade 4

Grade 5

4MU 4M 4G 4C 4B

5C 5D 5G 5L 5T

Grade
1

N
E

Blacktop Area

3S
3R
3O
3H
3C
3B

W
T
O
N
Grade
Grade 3

P

2

L
A

C
E
Main
Entrance

Bus Stop
Handicapped Drop-Off Only

PROSPECT STREET
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Afternoon Dismissal
Habitat

Grade 2
McCarthy

Garden

Reichel
Vaglio

N
Grade

Grade

5

4

E

Grade

W

1

T
O
N

Blacktop Area

P
L
A

Grade 2

C

Benedict

E

Cleaver
Dibble

4-MU

3-B

3-R

Main

3-O

Entrance

3-C
3-H
3-S

Bus Stop
Handicapped Pick Up Only
PROSPECT STREET
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Drop Off, Pick Up, Parking and Child Safety
● Children should not arrive at school before 8:25am.
● On inclement weather days, the children may enter the building starting at 8:25. They wait inside
(under the supervision of a teacher) by sitting in the hallway outside their classroom door.
● Cross the street at the crossing guards, not in the middle of the street.
● Make an alternate dismissal time pick up plan with your child in the event you are delayed. Be sure
to tell your child to go to the school office for assistance.
● Dogs are not allowed on school property (all along the school side of Newton Place and Prospect
Street.) Many children (and even some adults) have fears and/or allergies.
● Please do not park illegally or block the driveways of our neighbors.
● Parents are asked to not accompany their child into school.
Drop off by Car
●
●
●
●
●
●
●
●

Please see the traffic pattern below
The drop off line is on Newton Place, on the school side of the street – not on Prospect Street.
The line begins on Elm Street and snakes around to Newton Place.
Pull up slowly and have you child exit quickly at the curb. Drivers must not get out of the car. If
a driver needs to get out of the car, he/she must park and walk the child to an entrance.
Students must exit on the passenger side of the car. Avoid placing the car seats of pre-school
children on the passenger side of the car – it makes it quite difficult for students with backpacks to
exit the car.
Teach your child to unbuckle his/her own seatbelt.
If you are dropping your child off on the car line, do not wait to see them get to the school door.
This holds up the line for others. Staff members are outside who will be sure that your child enters
school.
Please share these instructions with spouse, babysitter, nanny and grandparents.
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VI. Lunchtime

Lunchtime Procedures
●
●
●
●
●
●
●
●

Franklin School’s lunch hour is from 11:30-12:30.
Students in Grades 1, 2 & 3 eat at 11:30-12:00 and go outside for recess from 12:00-12:30.
Students in Grades 4 & 5 go outside from 11:30-12:00 and eat at 12:00-12:30.
All grade 1 students eat in their classrooms. All other grades alternate weeks eating in the gym and in their
classrooms.
Every class is supervised by a lunch aide.
Each day, there are 5 lunch supervisors who are teachers in the building.
On an outside day, students can play on the lower blacktop, the upper blacktop, the upper field, or the
playground equipment
On an inside (rain) day, students will stay in their classrooms and play games and other activities

Food Options
● Franklin School does not have a cafeteria. Students either bring a bag lunch to school each day, or they
may be picked up and go out for the lunch hour.
● Students may purchase milk on a monthly basis – skim milk, 1% milk, chocolate milk, strawberry milk
● The PTO sponsors 3 food days for the students to participate in. Food orders may be purchased by going
to http://PTObay.com. (SEE APPENDIX B for more information)
o Mondays – Chicken Fingers
o Wednesdays – Pizza
o Friday - Jersey Mike’s
Lunchtime Pick Up Procedure
● Children in grades 1-5 who go home for lunch must have a note to that effect on file in the office,
stating the date(s), how the child will get home, and if applicable, with whom. If this occurs on a
consistent basis, one note will suffice.
● All children leaving the building at lunch time will be dismissed from their classroom to the main
office, sign out at the table near the office, and then exit the main door on Prospect Street. Parents
who come into school to pick up their child must enter the building at the front door and come to
the main office to meet their child. All children must sign in when they return to school.
● Children, who leave the premises at lunch time for religious instruction, will also be dismissed to
the main office. The parent taking responsibility for the children must enter the building at the front
door, come to the main office and sign the children both out and in.
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VII. Food Policy: Snacks and Celebrations in School
In recent years, there has been an increase in the number of food allergy cases nationwide and at
Franklin School. Please help us keep our students safe by adhering to the following:
 Food sharing is NOT permitted
 Birthday celebrations will be Food Free
 In honor of your child’s special day, you may decide to donate a book to your classroom
library or to the Franklin School library.
 Limited celebrations per year – Halloween and Valentine’s Day
 Parents of food allergic children will be notified of the food items that will be served at the two
parties. Parents/Guardians may provide a special “safe treat” for these events and may send it
to school in the student’s lunchbox or backpack on the day of the event.
 Unscheduled celebrations and events which include food will not be permitted.
 All students will receive information on the necessity of proper hand washing.

VIII. Specials
Students in all grades have at least a 30 minute special area class each day. Please be sure to dress
your child appropriately depending on which special they have that day.
●
●
●
●
●
●
●

IX.

Art
Music
Physical Education (2x each week)
Library
Spanish (Gr 3-5 only)
Instrumental Music (optional for Gr 4-5 only)
Chorus (Gr 5 only)

Health Office Guidelines

● ALWAYS call or email the school office when your child will be absent from school. The
answering machine is available to take your message. Please call 908-789-4590, then press 1 or
email Rbieber@westfieldnjk12.org and indicate the reason for absence. We appreciate you calling
since it is important to us to account for each child first thing each morning.
● PLEASE be sure we have your emergency contact form on file for school each year. Call or send
a note whenever the information needs to be updated (for example, new phone numbers for your
cell, home or work.) This information is our lifeline to you in the event we need to contact you
about an emergent situation with your child.
● A physician’s note is required for return to school for the following:
❖ When your child has been ill with a contagious illness (for example, strep throat, pink eye,
rashes, including Fifth’s Disease, etc.)
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❖ When your child has sustained an injury (such as a sprain, fracture, dislocation and/or one
that requires stitches or crutches) and needs to be excused from physical education. The
note should also include the anticipated date when the child can return to participation in
physical education and recess.
● MEDICATIONS may only be administered when we have both parental permission and a
physician’s order. Forms for this are available in the health office. This includes all over-the-counter
medication such as Tylenol, Advil, ointments, eye drops, and prescription medications. The dosage
(mgs.) and frequency (number of times per day or interval between doses) must be written by the
physician.
If you ever have a question about your child’s health here at school, please feel free to call our school
nurses. They are here to help your child be as successful as he or she can be, and to promote
wellness. Their phone number is 908-789-4593.

X.

LOST AND FOUND

Our “Lost and Found” is located in the foyer by the entrance used by 1st graders on the Newton Place
side of the building. Parents are encouraged to check this from time to time. It is also helpful to label
clothing, outerwear, backpacks, etc. for ease in identification. Indicate the child’s full name and grade
level.
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Appendix A

Important 2018-2019 Dates to Remember

September 5, 2018

First Day Coffee 8:30 – 9:00 am

November 5 & 6, 2018

Parent/Teacher Conferences

December 24, 2018
through Jan 1, 2019

Holiday Break

April 15 – 19, 2019

Spring Break

June 21, 2019

Last day of School
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Appendix B
INFORMATION FROM THE PTO
PTC SCHOLARSHIP FUND
The Scholarship Fund of the Parent Teacher Council is separate from the Franklin PTO and the funds
collected are awarded to graduating seniors in financial need with scholarships.

Helpful Hints and General Guidelines for Ordering
You must sign up your child through www.PTObay.com If you have multiple children at Franklin,
make sure to register EACH child separately. Once registered, click the “Orders for September
2018-January 2019” link below each child’s name.
PTO Dues –The first order form is PTO Dues. Please click the circle marked "1" to pay your $20
dues. You only pay one time per family. If you have multiple children attending Franklin, when you
sign up your next child, you can click the circle marked “0” for PTO Dues.
T-Shirts – When ordering your child’s T-shirt for his or her new grade, please select circle “1” and
your child’s size in the size menu and remember to order one size up.
Food - The 0, 1 or 2 in each food option correspond with how many pieces or orders you want per
child (e.g., 1 pizza slice, 2 orders of chicken fingers). Select the number of pieces or orders your
child wants (1 or 2) or leave it at "0" if you do not wish to order a particular food.
PTC Scholarship – If you wish to donate to this fund please click the circle marked “1” next to the
dollar amount you wish to donate.
Click "Next " to continue through the ordering process until the end.
After the last category click "Save" to go to payment or next child. If you go to next child, complete
the same process again and then go to payment after you finish.
When class assignments are known, please update your child's profile accordingly
If you have any questions about ordering, please feel free to contact Lisa Colone (Tao), Treasurer
Administrative, at Lisacolone@gmail.com.
Thank you!!
THE FRANKLIN PTO
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Appendix C:

Franklin School
Code of Conduct
Everyone has a right to be treated with respect.
I will follow the “golden rule” and treat others the way I want to be
treated. I will strive to avoid hurting other people’s feelings. I will
encourage others, instead of mocking them. I will be polite and speak
kindly to all members of the Franklin School community.

Everyone has a right to be accepted.
At Franklin School, everyone is treated fairly. I know that it does not
matter if someone is big or small, a boy or a girl, what color their skin is,
how they speak, where they are from, or what religion they practice. I
will always work on treating others fairly and I ask that people treat me
fairly too.

Everyone has a right to be safe.
I will make sure Franklin School is bully free. I know that hitting, kicking,
pushing or trying to scare someone will hurt them. I understand that name
calling and teasing will hurt people’s feelings. If I see or know that someone is
being bullied, I will support them with my friendship and tell an adult.

Everyone has a right to hear and be heard.
I will be quiet when others are talking, giving them the attention they
deserve. I know that screaming and yelling are bad choices for making
others feel welcome or respected.

Everyone has a right to learn in a clean and orderly environment.
I will take care of my belongings and the property of others. I will treat
the school with respect. I want others to respect my belongings in return.
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Appendix D

Calendar 2018-2019
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