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Dear Parents,

Enclosed is our revised Parent-Student Handbook. The material in the handbook will address most of your questions and provide clear procedures for the majority of daily home/school interactions. 

If you have any questions or concerns which are not included in our Parent-Student Handbook, please feel welcome to contact us. If future procedural modifications are made in order to increase our effectiveness, you will be notified by email and in writing. 
Please read the contents of this Handbook and review them with your child/children. It is imperative for the benefit of all the students that parents and students are familiar and adhere to school policies and procedures.
Your cooperation is critical to make this year a banner year for your children. May HaShem bless our efforts with success.

Sincerely,

Rabbi Naphtali Hoff

Mrs. Naomi May

Mrs. Linda Rabinowitz
Head of School

Assistant Head of School
General Studies Principal
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TORAH DAY SCHOOL OF ATLANTA MISSION STATEMENT
Our mission as an Orthodox Jewish Day School is to maintain a superior educational environment that inspires in each student a love of G-d, a reverence for the Torah, and a life-long commitment to the acquisition of knowledge.
The purpose of this handbook is to orient parents to Torah Day School of Atlanta.
Close communication between parents and the school is crucial to the success and welfare of the students and to fulfilling TDSA’s mission.

I. GENERAL INFORMATION

Admissions Policy
At TDSA, we strive to serve the best interests of every child. Therefore, we have developed the following admissions policy to ensure that we can meet the needs of our students:

· Prospective students must meet with designated faculty members and administrators prior to acceptance into the TDSA program. During this meeting, students will be evaluated both academically and behaviorally, and must meet the standards consistent with the resources available at TDSA. We are not able to accept children whose needs exceed the support available through our resource program, as we feel doing so would be a disservice to the student.

· Students will only be admitted to TDSA once all required paperwork is complete.

Preparation for School
Preparation of clothing, lunch and school supplies before retiring for the evening will result in a well-organized student who is ready for the next morning. It is suggested that the following items be kept in a specific location: 

· School bag, knapsack or other book totes

· Completed homework assignments

· Pencils, pen, ruler, paper, homework organizer

· Bag lunch with drink

For some students who require even more organizational assistance, it may be advisable to have a duplicate set of classroom textbooks to keep at home. To make arrangements, parents should call the TDSA office.
Daily Schedule
Kindergarten - Fifth Grade
8:10 A.M. – 3:30 P.M.

Sixth Grade - Eighth Grade Girls
8:10 A.M. – 4:30 P.M. 

Sixth Grade – Eighth Grade Boys
7:30 A.M. – 4:30 P.M.
Friday dismissal for all grades is 2:30 P.M. 

Attendance
It is imperative that every student arrive on time and attend classes regularly.  

· Please notify the school office if your child will be absent due to illness or other extenuating circumstances.

· Please schedule medical and dental appointments during after-school hours whenever possible. 
· Family vacations should coincide with school vacation dates.
A parent/student conference with an administrator will be scheduled to address habitual patterns of absence or tardiness.
II. CARPOOL AND WALKPOOL
Our carpool procedure was formulated with the highest priority given to safety for students and carpool drivers. Please note:  TDSA has been designated as a “Clean Air School.” If you must wait on carpool line for more than two minutes, please turn off your ignition. 
GENERAL GUIDELINES:
1. Parents who are dropping off students in the morning or picking up in the afternoon must use our carpool line. 

2. The adjacent streets are not appropriate or safe locations as stopping there blocks the flow of traffic and often forces students to cross the street or to enter/exit on the street side of the vehicle.  

3. Drivers should not make left turns out of the school driveway during carpool time because it impedes the flow of traffic exiting the school and on LaVista Road. 

4. Drivers should not turn right into Empire Road, circle the island and then try to turn left at the Jody-Empire intersection. Please be courteous and drive around the block, and then make a right onto LaVista Road.

5. Please do NOT make a U-turn at the Jody-Empire intersection.

6. Please do NOT turn around in at least the first four on Jody Road near LaVista Road; it impedes traffic and our neighbors have requested us not to do so.
ARRIVAL:

· The drop-off area is on the side of the gym between 8:00 and 8:10 A.M.  
· We prefer that students in grades K-5 and middle school girls arrive between 8:00 and 8:10 A.M.  However, students who must arrive with middle school boys at 7:30 a.m. should proceed directly to the gym where a faculty member will supervise them. 

· The children will enter the gym and proceed to their designated locations.

· A child who is late must sign in at the administrative office and receive a late slip. 
DISMISSAL:

· Students will not be released to anyone other than the parent or guardian without parental notification and the school official’s recognition of the person picking up the child. 

· Students in carpool will be dismissed from the side of the gym. Parents will drive around the modular buildings overlooking the field and line up on the side of the gym.

· Carpool drivers should remain in their cars. School personnel or student safety patrols will help students into cars. If the driver must get out of the car, the engine must be turned off to avoid any possibility of an accident, G-d forbid.

· Walking-pools for 3:30 Dismissal will be leaving from the side of the school adjacent to the faculty parking lot facing LaVista Road and will proceed in one of three directions:

1. Walk toward Biltmore Drive on the south side of LaVista Road with a faculty escort and be crossed at Biltmore.
2. Walk toward New Brittany subdivision, cross New Brittany and cross LaVista Road with a faculty member and crossing guard.

3. Walk toward New Brittany subdivision on the south side of LaVista Road.

4. At the 4:30 Dismissal, students in grades 6-8, and after-school activity participants will be dismissed according to the 3:30 P.M. dismissal procedures. (Girls who walk will be dismissed from the side entrance, and boys who walk will be dismissed from the front entrance.)
Carpool drivers should make every effort to be on time. Late pick-up creates a significant inconvenience for students, faculty and office staff. If unavoidable circumstances result in a carpool arriving late, please notify the office of the expected time of arrival, and upon arrival, please come into the administrative office to pick up children.

III. DRESS CODE

Our dress code policy has been formulated to foster the following positive values:

· A strong sense of self-esteem which precludes the need to adopt the latest style

· A positive self-image of a neatly dressed Bat/Ben Torah 

· A serious respectful attitude toward school and academic achievement
· Dress code infractions will result in students having to wear clothing provided by the school. The office will have extra shirts, pants and skirts that meet our dress code policy. These are available to any student who comes to school inappropriately dressed. 
ALL STUDENTS

· For safety reasons, all students must wear sneakers or rubber soled shoes on the day their class has physical education.
ALL GIRLS

· Girls’ shirts/blouses must be long enough to provide coverage for the midriff area when one or both arms are lifted or the back area when bending over.

· Jewelry and accessories are acceptable as long as they are conservative and in keeping with a sense of modesty.

· Use of make-up is unacceptable.
ALL BOYS
· All pants must be clean and may not have holes.

· Sweatshirts or sweaters may only be worn on top of shirts.

· Caps may only be worn at play.

· Hair must be neatly trimmed. 

· Necklaces or chains are unacceptable.
HALACHIC REQUIREMENTS
· Kipot must be worn throughout the day. During recess or gym, etc. clips or bobby pins should be worn to prevent kipot from falling off.

· Tzitzit must be worn throughout the day. They should be examined periodically to be certain that fringes are intact. It is recommended that each boy have at least two pairs of tzitzit so that he will have one to wear when the other pair is being washed.

· Kavod HaTefillah – Respectful appearance for prayer- The Beit HaMedresh is a “tuck-in” zone. Shirts must be tucked into pants before boys enter the Beit HaMedresh. Boys who daven in their classrooms must tuck in their shirts before beginning to daven
Torah Day School of Atlanta Dress Code Policy 

Girls

Shirts 

Grades K-5 –Solid white, blue (any shade) or pink (any shade) polo or oxford style shirts. Grades 1-5 must be long sleeved or ¾ sleeved shirts.)  

Grades 6-7 – Solid blue (any shade) or pink (any shade) long sleeved or ¾ sleeved polo or oxford style shirts.

Eighth Grade only – additional shirt colors are green and yellow
Grades 1-8 – A white shell or turtleneck may be worn under any shirt. One is permitted to wear a short sleeved polo shirt if wearing a white, black or same-colored long-sleeve shirt underneath. 

Sweaters and Zippered Sweatshirts

All Grades – Solid white, blue (any shade) or pink (any shade) crew neck, v-neck, cardigan, zippered sweaters or zippered sweatshirts. (No writing on clothing permitted.) The collar of the shirt must be showing at all times.

Skirts

All Grades –Solid navy blue, beige/tan or black A-line or pleated skirt that falls below the knees when the student is sitting. Skirts made with slits may be altered by having a kick pleat added. No cargo pockets on the skirts will be allowed.

Suggested materials are cotton (chino material), poly-cotton blends, or polyester-type fabrics. Girls in Grades K-2 may wear solid navy blue, beige/tan or black jumpers (uniform-style).

Socks
Grades 3-8 – Knee socks or tights must be worn with all skirts that do not come to the ankle. When wearing a long skirt, ankle or bobby socks may be worn. No legging or pants allowed under skirts

Shoes 

All Grades - Clogs, sandals or high heels will not be allowed. Crocs are permitted. Tennis shoes or sneakers must be worn during PE.
Boys

Shirts

Grades K-7 – Solid white or blue (any shade) long or short sleeve polo or oxford style shirts.

A white turtleneck may be worn under the shirt.

Eighth Grade only - additional shirt colors are green and yellow
Sweaters and Zippered Sweatshirts

All Grades – Solid white or blue (any shade) crew neck, v-neck, cardigan, zippered sweaters or zippered sweatshirts. The collar of the shirt must be showing at all times.  (No writing on clothing permitted.)  
Pants
All grades – Solid navy blue, beige/tan or black flat front or pleated chino style pants. No cargo pockets will be allowed.

Shoes & Socks
All Grades – Socks must be worn at all times. Crocs are permitted. Tennis shoes or sneakers must be worn during PE.

IV. HOMEWORK 

Homework rationale:

· Review material taught in class;

· Provide additional drill on specific academic skills;

· Encourage independent activity and develop habits of responsibility;

· Provide the opportunity for students to work on long term projects such as book reports, research papers or science projects
Homework guidelines:

· Homework assignments are written on the board for students to copy into their organizers.

· In grades 1-5, if a child is working for too long on a particular homework assignment, parents are encouraged to have their child stop working and to send a note to the teacher.

· Academic consequences will, naturally, follow a pattern of homework and / or materials neglect. Teachers are not required to allow make-up work in situations where a student has chosen not to meet his or her responsibilities. 
	Recommended average time for homework in grade 1-5  is as follows:

	GRADE
	LIMUDEI KODESH
	GENERAL STUDIES
	TOTAL

	1st
	10 minutes
	10 minutes
	20 minutes

	2nd 
	15 minutes
	15 minutes
	30 minutes

	3rd 
	20 minutes
	20 minutes
	40 minutes

	4th
	30 minutes
	30 minutes
	1 hour

	5th
	30 minutes
	30 minutes
	1 hour

	Recommended average time for homework in  middle school is as follows:

	
	GRADE
	TOTAL
	

	
	6th
	1½ hours
	

	
	7th
	2 hours
	

	
	8th
	2 hours
	


Homework Assignments for Absent Students

In the event of unplanned absence due to illness, etc., students have the following options regarding homework:

· Check Edline for homework assignments (Grades 3-8 only).

· Parents may call the school office between 8:30–9:00 A.M. to arrange for classroom handouts or homework to be sent home with a sibling or friend. 

· Call a classmate.

Helpful Hints for Parents

Some children prefer to begin homework when they arrive home. Others prefer to relax for a while before beginning their assignments. Regardless of the particular approach that is chosen, the following universal steps are prerequisites for development of good study habits:

· A definite time and place with adequate lighting must be provided for homework.

· Proper materials (pen, pencil, paper, computer, etc.) should be on hand.

· Homework must be free of interruptions.

· Socializing with friends should be permitted only after homework has been satisfactorily completed.

(It is imperative that students assume the primary responsibility for the completion of their own homework. Homework Without Tears, by Lee Cantor, is a highly recommended text which helps parents to assist their children to manage their homework responsibilities.

(Parents wishing to have a duplicate set of school books to be used for homework, etc., should make arrangements through our school office. There is a $25 non-refundable rental fee and a $25 deposit.

PLEASE NOTE: If you are often short-tempered when reviewing schoolwork with your child then STOP, LOOK, and LISTEN.
STOP – reviewing with him because you are exacerbating any existing difficulties.
LOOK – at what is occurring and consider what else can be done to lower the tension level.
LISTEN – to your good common sense and confer with your child’s teacher to seek a realistic and effective solution to this situation.
If your child objects to your help and becomes upset, it is best to re-evaluate your homework assistance approach. It may be advisable to discuss this issue with his teacher.
V. CLASSROOM MANAGEMENT AND DISCIPLINE POLICY

Behavior Expectations
Clear expectations help students acquire knowledge, develop better skills, and to achieve academically. Our hope is to find children doing well behaviorally and to recognize children for their midot tovot. Teachers provide positive reinforcement to students daily. Positive reinforcement appears in a variety of forms, including, but not limited to: verbal praise, reward systems, specific feedback, class incentives and earned privileges. 

 Acknowledgement with tangible or intangible reinforcement

 Notification of parents

 Notification of Head of School

 Nachat Call
Rules for Classroom and School-Wide Decorum:

CLASSROOM DECORUM 

· Come to class prepared with books, supplies, and homework

· Follow directions without question 

· Be respectful at all times 

· Keep classrooms neat and litter-free 

· Refrain from eating during class

· Avoid using classroom supplies without teacher permission
HALLWAY CONDUCT 

· Walk quietly at all times

· Display a pass when in hallways during class time 

· Avoid running 

· Avoid disturbing others in hallways or classes 

· Refrain from touching bulletin boards or wall displays 

· Do not litter 
WHEN EATING LUNCH 

· Speak in a moderate tone

· Respond to a signal for quiet 

· Clean your area when you are finished eating 

· Remain at your assigned table 

· Avoid throwing food or other objects 

· Avoid running 

· Bentsch with כוונה, reciting all of the words
WHEN IN THE בית מדרש
· Be punctual to davening 

· Sit in your assigned seat

· Daven at the pace of the חזן
· Respond appropriately to the words of the חזן
· Refrain from conversation with peers or other disruptive behavior

· Do not leave the בית מדרש without permission
WHEN AT RECESS 
Outdoors 

· Do not remain in any classroom alone

· Play only in assigned, supervised areas 

· Settle disputes peacefully

· Seek the רבי /מורה  / teacher when necessary 

· Line up quickly when called 

· Enter the building quietly 

· Never leave school property without permission 

Indoors 

· Stay in your own classroom 

· Do not play ball or throw objects 

· Play quiet games 
At TDSA

We Do…

· Live up to the respected title of  
· Show respect for elders, fellow students and ourselves 

· Treat others nicely and respectfully

· Settle differences calmly and peacefully

· Act safely 

· Follow directions 

· Use proper language and voice level

· Respect others’ property 
· Remain on school property

We Do Not…

· Fight or play-fight, hit, kick or push at any time

· Threaten

· Refuse to cooperate with an authority 

· Use language that is not acceptable for a 
· Wear clothing that is not appropriate for a 
· Litter

These policies and procedures govern student behavior throughout the school.

Respect for Authority

· Students must follow all directions from all TDSA faculty and staff.

· When a faculty member or adult in authority enters the room, students should stand up fully as a gesture of respect. Students should also stand for adult visitors.

· Disrespectful behavior toward a teacher or substitute teacher is never permitted.

School-Wide Rules/Values

· Students are encouraged to celebrate one another’s successes.

· Good sportsmanship is expected at all times. 
· Students are not allowed to denigrate another’s efforts.

· Students may not engage in bullying, teasing, or harassment of any kind. 

· Students are not to engage in the buying or selling of any personal items in school.

· Electronics such as cell phones, Gameboy, MPG3’s, IPods are not permissible. 

· Cards that depict scenes of violence are not allowed to be brought to school 

· Metal bats may be used in school only under teacher supervision.

· Hardball baseballs may not be used on school grounds.

· Footballs or handballs may not be thrown in the gym.

· Students may not chew gum in school.

Students who violate these expectations will be removed from the activity, or for a longer time-out period contingent upon an assessment of the specific incident. 

Consequences
Students are expected to put forth their best effort and conduct themselves at all times in a manner that will promote a safe, orderly learning environment.  School and classroom rules and expected behavior are clearly explained to the children.  Any behavior or inappropriate language which causes the learning atmosphere to deteriorate or be disrupted or which infringes upon the rights of others in the school is not tolerated.  Acceptable corrective measures may include, but are not limited to, the following:

· Teacher’s warning by writing student’s name 
· Student completes an account of the misbehavior, and offers insight as to how to avoid repetition of the misbehavior. 

· Lunch alone – Students must eat lunch alone under supervision in the office.

· Classes only – Students are not allowed to eat or play with peers, and may only attend class. 
· Communication with parent via note, telephone, email, or conference.
· After-school detention (students in grade 3-8).
· Parent and student meet with teacher.
· In-school suspension.
· Parent and student meet with teacher and Head of School or Assistant Head of School.
· Expulsion.
Prevention of Bullying and Other Aggressive Behaviors
Indicators of Aggressive Behaviors:

Verbal Aggression: Verbally aggressive behaviors include, but are not limited to, insulting, taunting, name-calling, putting down, embarrassing, and mocking.

Moderate Aggression: Moderately aggressive behavior includes, but is not limited to: pushing, shoving, spitting.

Severe Aggression: Severely aggressive behavior includes, but is not limited to: punching, kicking, wrestling, throwing objects, and biting. 

“Play acting-out” of any of the above behaviors is considered equivalent to an aggressive act and will receive a consequence as if it were a seriously aggressive behavior as indicated in the three categories of aggressive behaviors.

Bullying
Bullying behaviors are cumulative throughout the school year. Bullying is defined as:  When an individual or group tries to exert their control over the victim by repeatedly targeting him with intentionally hurtful words or actions. The perception of an imbalance of physical or social power typically exists between the bully and his target; the bully usually derives and demonstrates a sense of pleasure from the process of demeaning his victim.

	GRADES K-2
	1st OFFENSE
	2nd OFFENSE
	3rd OFFENSE
	4th OFFENSE
	5th OFFENSE

	Verbal Aggression
	Warning and student misses part of recess to complete an account of what occurred
	Teacher calls parent and student eats lunch alone
	Classes only for one day, student and parents meet with teacher to discuss an action plan
	Classes only for two days, student and parents meet with teacher and principal  for crisis intervention and development of an action plan
	Removal from school for two or more weeks for home schooling

	Moderate Aggression
	Student eats lunch alone and teacher calls parents
	Classes only for one day and teacher calls parents
	Classes only for two days and student and parents  meet with teacher to discuss an action plan
	Classes only for three days, student and parents meet with teacher and principal for crisis intervention and development of an action plan
	Removal from school for two or more weeks for home schooling

	Severe Aggression
	Classes only for two days, teacher calls parent
	Classes only for three days, student and parents meet with teacher to discuss an action plan
	Classes only for three days and student and parents meet with teacher, principal for crisis intervention and development of an action plan
	Removal from school for two or more weeks for home schooling
	

	GRADES 3-5
	1st OFFENSE
	2nd OFFENSE
	3rd OFFENSE
	4th OFFENSE
	5th OFFENSE

	Verbal Aggression
	Warning and student misses part of recess to complete an account of what occurred.
	Student eats lunch alone, teacher calls parent
	Classes only for one day, student and parents  meet with teacher to discuss an action plan
	In-school suspension for one or more days and student and parents meet with teacher and principal for crisis intervention and development of an action plan
	Removal from school for two or more weeks for home schooling

	Moderate Aggression
	Lunch alone for two days, teacher calls parents
	Classes only  for three days, and teacher calls parents
	In-school suspension for one or two days, parents and student meet with teacher to discuss an action plan
	In-school suspension for two days, parent and student meet with teacher and principal for crisis intervention and development of an action plan
	Removal from school for two or more weeks for home schooling

	Severe Aggression
	Teacher calls parents,  in-school suspension for 1 day
	In-school suspension for two days and parents and student meet with teacher to discuss action plan
	In-school suspension for two days, student, parents meet with principal for crisis intervention and development of an action plan
	Removal from school for two or more weeks for home schooling
	


Serious Incidents
Serious incidents are cause for suspension and include, but are not limited to:

· Physical violence

· Destruction of school property

· Academic dishonesty

· Intimidation/threat/harassment toward another student, faculty or staff member

· Physical aggression toward a faculty or staff member

The Head of School and the Assistant Head of School have the authority to impose any disciplinary action, including suspension and expulsion, which they consider appropriate to the circumstances of any violation described in this policy. 
VI. COMMUNICATION

K-5 Erev Shabbat Folder
In order to keep parents informed of their children’s weekly progress and of general school news, students will take home a folder each erev Shabbat. Please review all material in the folder and return the folder to school on Monday morning. The folder may also be used to enclose any information and/or monies that may be requested by the school.

Parent-Teacher Conferences
· Two formal conferences will be held, one in the fall and one in the spring. 

· Details regarding the procedure for scheduling conferences will be mailed to parents well in advance. 

· Additional meetings with your child’s teacher or with the Head of School or Assistant Head of School may be arranged throughout the year by calling the school office. 

· Parents will be contacted if a teacher feels it is necessary to meet on additional occasions to discuss a child’s progress.

Report Cards
The school calendar is divided into trimesters. Report cards will be issued at the end of each marking period. 

Communication With The Faculty
Newsletters/Edline/Voicemail/Email 
· Communication via email for all grades is an additional option. Every faculty member can be reached using their first initial, last name @torahday.org (Ex: yschwartz@torahday.org).
· We encourage dialogue between parents and teachers. It is very important to communicate if questions or problems arise, in instances when clarification is needed, and to keep each other updated on students’ progress. 

· In matters regarding your child, your first contact should always be with your child’s teacher. 
· If you wish to speak to your child’s teacher, please leave a message in his/her voice mailbox and allow 24 hours for him/her to return your call. Teachers may not be able to call back until after school hours. Please respect the privacy of our faculty members and contact them through the school office or voicemail. 
· Time sensitive messages should not be left in voice mailboxes because teachers may not check their voicemail until the end of the day. In such instances, please call the school secretary to leave a message for the teacher. 

· Teachers will keep you updated on events, important dates, topics covered in class, etc. via their weekly newsletters which generally go home in the erev Shabbat folders on Friday. 

· Communication via Edline for grades 3-8 is available to all parents. Edline, our school’s learning management system, is a significant resource for parents and students. The school calendar, our weekly newsletter the Insight, PTA news, davening times, lunch order forms, and information about PAS (Programs After School) are available and updated regularly. To visit the website at any time for general information, please log on to www.edline.net, screen name “tdsaguest”, password “welcome”. Through Edline, parents of third through eighth grade students will also have access to regular grade reports and other information posted by teachers. Parents who activated their Edline accounts last year will not need to reactivate for the new school year. Activation codes will be sent home during the first week of school for new parents in all grades as well as for parents who have not yet activated their codes.
VII. HEALTH AND SAFETY

Immunizations
Georgia State law requires that immunization records be current and on file prior to the first day of school in order for a child to be admitted to class. If TDSA is audited by the Georgia Department of Health and any child is found to not be in compliance, the school will incur a fine of $100 per day until compliance is achieved. 

Health Guidelines
These guidelines have been established to maintain a healthful environment for all students and faculty and to minimize the spread of the following contagious conditions:

1. Fever: Your child should be without fever or fever suppressant for 24 hours or more before returning to school.
2. Vomiting: Your child should be without vomiting for 24 hours or more before returning to school.
3. Diarrhea: Your child should be without diarrhea for 24 hours or more before returning to school. Some antibiotics cause loose stools which are not contagious. Please consult your physician.
4. Strep Throat: Your child must be on antibiotics for a minimum of 24 hours before returning to school.
5. Pin Worms: Your child may return to school 24 hours after treatment.
6. Pink Eye: Your child may return to school when eyes are clear and free of discharge which is usually 48 hours after starting antibiotic drops.
7. Runny Nose: Clear runny noses are acceptable without other symptoms. Thick discolored nasal discharge may relate to an infection and should be examined by your physician before your child attends school.

Administering Medications
The school office staff must have written permission from the parents when medication is prescribed for a student to take during the school day. All prescribed medication must be brought in a container appropriately labeled with child’s name, name of medication, dosage and time for dispensation. Medication will be administered, as directed on the container, by a member of the resource or the office staff. If students are taking medications such as Ritalin, Adderall, etc., back up medication should be given to a school administrator in the original prescription container labeled with the date, name of the prescribing physician, student name, dosage, and description of the medication.  
(Please send two emergency medications (such as inhalers or Epi-pens) to school clearly marked for students who need the medications. One will remain with your child’s teacher and the other will remain in the office in case of emergencies.
Head Lice Examination
Students will be examined for head lice prior to or on the first days of school. Head lice are an annoying but a medically insignificant problem that may be found in even the cleanest homes and schools. Parents should examine their children’s hair for head lice before school begins and periodically thereafter. If you find lice or nits, please notify the school office so we may examine other children in the same grade. Any child found to have lice in any form will only be admitted to school when ALL nits are removed. Upon his/her return, a student must be re-examined by a member of our office staff.

Safety Drills
All classes will perform safety drills which include evacuation, tornado, and lock down procedures. Our school follows safety drill guidelines which have been formulated by the Georgia Department of Education.

Illness/Injury
· Parents are responsible to update current business, home and cell phone numbers with our office to enable us to contact them in case a child has an accident or becomes ill.

· Parents will be contacted immediately if their child vomits or has a fever of 100 degrees or more, and will be asked to pick up their child from school. 

· Children may receive Tylenol, Advil or Benadryl with parental written permission only (in the case of minor illnesses).
· Minor injuries will be treated at school. In the case of a more serious injury, a parent will be called. TDSA prefers to err on the side of caution. 

Network and Internet Acceptable Use Policy
The purpose of this policy is to outline the rules for using the L.A.N. (local area network) and access to the Internet at TDSA. Because of the cost and sensitivity of computer equipment, and because of the unregulated nature of material found on the Internet, rules for usage must be clearly understood by all parents and students.

· Use of computers at school is a privilege which may be revoked if a student uses the computers, network or Internet inappropriately, or causes damage to computer hardware or software.

· Students may not install unauthorized software or download unauthorized files on school computers.

· Students may only use the Internet under supervision of a teacher. However, despite filters, no guarantee can be made that the student will not access information or materials that parents may find objectionable.

· Personal information such as names, addresses, telephone numbers, or location of school is not to be given without permission of a teacher.

· The school has the right to review or monitor all activities and material/projects created by students on school computers.

· Students will not plagiarize work from the internet, software packages, or network files.  Plagiarism is defined as “to pass off as one’s own the ideas or words of another.”

Student Services and Referrals
· TDSA offers the following student services: resource program, enrichment program, counseling program

· Referrals can be received from teachers, parents, and students.  

· After educational testing is completed, our learning specialist will collaborate with teachers to ensure that testing recommendations are implemented when the parameters of our program.

· TDSA does not have an occupational therapist or a speech language therapist on staff. Therefore, if a student needs these services he/she can either receive such services off-site; alternatively, a private therapist may come to school to serve a child. We will arrange with a child’s classroom teacher to schedule the most convenient time for this therapy.
· TDSA does not have a special program for students with emotional and behavioral disorders.    

VIII. PROCEDURES

Elevator
Students are not permitted to use the elevator unless they are physically incapable of using the staircase and have written permission from the Head of School or Assistant Head of School.

Assemblies
 Line up quietly in the classroom.

 Enter the assembly area silently.

 Sit and wait in assigned seats silently.

 Only “silent” clapping is allowed. Whistling and booing are never appropriate.

 Remain seated until class is dismissed. Line up and follow teacher out of assembly. 
Dropping Off Books, Homework, and Lunches
· Parents wishing to drop off forgotten lunch, books, assignments, projects, etc., must bring the item(s) into the school office. Office personnel will deliver item(s) to the student.

· Students will not be allowed to call home for the above, except for a forgotten lunch in the case of specific food needs. If a student forgets to bring lunch, our staff will provide the student with peanut butter or cheese crackers, applesauce, and raisins. Cost of the lunch is $1.50, billable to parents. Because of safety precautions, students in grades K-5 should not bring food to school that requires being mixed with hot water, such as instant soup. The office does NOT provide hot water to any students. 

School Cancellations, Late Openings, and Early Dismissals
Torah Day School does NOT follow the Dekalb County school system closing. Our policy is to avoid a total school cancellation unless the safety of our students or faculty/administrators is jeopardized. If we have a late opening due to inclement weather, school will begin at 9:30 A.M. Boys in grades 6-8 should daven at home. Pertinent information regarding cancellation, etc. will be disseminated in the following ways:

· On WSB OR WFOX

· A school phone chain may be activated. 

· Parents may also call the school office after 6:30 a.m. to access information. 
Lunch
Bagged lunches from home can be dairy, pareve, or meat.  

Lost and Found
The “lost and found” area is in the administrative office. It is strongly recommended that all personal items be clearly labeled. Within a week after each Rosh Chosesh, unlabeled items left in “lost and found” will be donated to charity.

Money Brought to School
· Tzedakah is collected daily. 

· Any money brought to school which is to be submitted to your child’s teacher should be placed in an envelope clearly marked with the student’s name, amount and designated purpose. 

Punctuality of School Functions
All student presentations, assemblies and educational meetings will begin on time. Parents should plan ahead so as not to come late and miss part of any of these school functions.

Responding “On or Before” and Permission for Field Trips
· Often, notices are sent home which request a parent’s response “on or before” a specific date. In order to avoid delay and inconvenience, a concerted effort should always be made to respond within the allotted time. When forms are returned late, orders may have already been placed and avoidable disappointment ensues for the late respondent.

· Prior to field trips, parents will receive permission slips. They must be signed and returned in order for the student to participate in the activity.

Birthday Parties in School
· If you wish to celebrate your child’s birthday in school, please schedule an appropriate time with your child’s teacher. 

· Home-prepared food is never allowed for parties in school.

· Whenever sending food items to school for class parties, please be careful to use items under the endorsement of the O-U, Kof-K, Circle K, Peach-K, Star K, etc., or with a symbol previously approved by the Head of School. Endorsements from kashrut organizations in Israel are not necessarily reliable and must be approved by the Head of School. PLEASE NOTE:  The letter K is merely a letter of the alphabet and is never to be considered a kashrut symbol without additional verification from a reliable rabbinic authority.

· All foods brought into school for parties must be pareve or cholov yisroel.

· No candy or food with high sugar content is to be brought for parties with the exception of birthday cake and ice cream.

· When celebrating a birthday or simcha out of school, we strongly urge that individual students not be excluded from the guest list. 

· If all classmates are included, invitations may be distributed at school. 

· If a small, private home party has been planned, invitations should be mailed. Our sensitivity to this issue should reflect the midot tovot which we wish to inculcate in our children.

· If you wish to sponsor an educational performance or a field trip in honor or your child’s birthday, please contact Mrs. Rabinowitz.

Telephone Messages to Students
· It is very difficult for our office staff to deliver individual messages to student in their classrooms. Only under extremely urgent circumstances, may students receive messages during the school day.
·  You may call and inform the office up to 2:45 P.M. of carpool/walk-pool changes. Those changes will be posted on a carpool board and then delivered to students prior to dismissal.

Student Use of Telephones
Students are not allowed to use classroom or other phones located throughout the school building. If they must call home, they must use a phone in the office at the discretion of the office staff.

Early Dismissal Sign-out
Procedures for early sign-out are as follows:

· The parent or guardian must sign a register located in the office. 

· If the child is being picked up by someone other than the parent or guardian, the school must be informed.  If this person is someone unknown to our office staff, he or she may be asked to verify his/her identity via picture identification.
· Whenever an adult arrives to sign out a child, he should wait in the office while a staff member notifies the teacher to dismiss the child.

Visitors
· Parents must report to the school office upon arrival to acquire a visitor’s pass.

· Convenient designated parking for parents/visitors is located in the parking circle directly in front of our building, as well as several spaces to the left of the circle, two of which are handicapped accessible. Parents who participate in the 7:30 A.M. minyan may park in the parking area overlooking the field. Because there are limited spaces for faculty and staff, please do not park in the parking lots adjacent to LaVista Road or adjacent to the gym.

· If you wish to visit your child’s classroom or teacher, please contact an administrator at least two days in advance so that the visit may be scheduled.

· Parents who enter the building or wait in the school yard to pick up their children are asked to come dressed in modest clothing which displays proper reverence for our institution of Torah learning.

Parent-Teacher Association (PTA)

Our Parent Association sponsors activities for students throughout the school year. Purchase of curriculum enrichment materials, sports equipment, Rosh Chodesh refreshments, and special Yom Tov related entertainment are some of the ways the PTA helps our children. All parents are urged to respond enthusiastically to the annual PTA membership drive and to offer their assistance for PTA projects. 
WHOM SHOULD I CONTACT?

Classroom Teacher

· Classroom related issue

· If resolution is unsatisfactory, contact Mrs. May for Limudei Kodesh or Mrs. Rabinowitz for General Studies

· When you want to thank someone who has positively affected your child

Rabbi Hoff-Head of School

nhoff@torahday.org

ext. 107
· Limudei Kodesh and General Studies oversight

· School policies

· Recruitment

· Discipline

· Unsatisfactory resolution of a concern or problem

Mrs. May-Assistant Head of School

nmay@torahday.org

ext. 130
· Limudei Kodesh for grades K-5 and Middle School Girls

· Discipline

· Student admissions and recruitment

· After-school sports activities

· Chiddon Hatanach-National Bible Contest

· Resource and gifted programs

· Uniform enforcement

· Volunteers

Mrs. Rabinowitz-General Studies Principal

lrabinowitz@torahday.org
voice mailbox # 508
· General Studies curriculum

· Johns Hopkins program

· Six Flags program

· Iowa Tests

· Textbook rental for home use

· Co-curricular programs: music, physical education

· Title I Program-Gwinnett and Fulton Counties

· Liaison to high schools

· School scheduling

Rabbi Kapenstein-Director of Development

dkapenstein@bellsouth.net
ext. 180
· Fundraising

· Events

· Student Scholarship Organization (SSO)

Mr. Toddings-Chief Financial Officer

mtoddings@gmail.com
ext. 115
· Financial arrangements including scholarships, tuition and fees, payment arrangements

Mrs. Morris-Office Manager

lmorris@torahday.org
ext. 100
· Calendar

· After-school activities

· Health issues-including forms, lice checks, injuries, illnesses

· To make an appointment with Rabbi Hoff
· High school recommendation forms
Ms. Ariel Booker-Front Office Secretary

abooker@torahday.org
ext. 105
· Website

· Messages for teachers

· Carpool messages

· Homework messages for children who are absent

· School emails

· Forgotten lunches or materials

· Lost and Found

Mrs. Batsheva Gelbtuch -School Counselor

bgelbtuch@torahday.org
ext. 129
Mrs. Davida Levin-Media Coordinator 

dlevin@torahday.org

ext. 112

· Spotlight submissions
· Edline

· Library, Computer Lab, classroom computers

Mrs. Krista Ruggles-Enrichment Coordinator

kruggles@torahday.org
ext. 127
Mrs. Malka Landman-Resource Coordinator

mlandman@torahday.org
ext. 132
Rabbi Eliyahu Tendler-School-wide Activities Coordinator

etendler@torahday.org
ext. 131




Mrs. Chashy Alterman -Middle School Girls’ Activities Coordinator

calterman@torahday.org
ext. 137

Mr. Michael Siegel-Building and Grounds Chairperson

michaelsiegel@bellsouth.net
 404-867-0057




· Facility/field beautification and maintenance
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