


 
Madisonville Elementary School 

317 Highway 1077 
Madisonville, Louisiana  70447 

 
Phone: 985-845-3671 
  Fax:  985-845-1393 

 
Lauren R. Spencer             Phyllis Stephens 
Principal          Assistant Principal 
 
 
 
Dear Parents, 
 
Our faculty and staff welcome you, both newcomers & veterans, to Madisonville Elementary 
School. We are looking forward to establishing new relationships and successful learning 
opportunities during our 2009-2010 school year. 
 
We invite you to help and support our efforts in making this a successful school year by 
reviewing with your child the policies in this school handbook.  We want your child to know 
that we are working together as a team to ensure the safest and best educational 
environment possible. 
 
Other ways that you can show your support for our school include: 

• joining the PTA and becoming involved in their many activities 
• communicating with the school and your child’s teacher 
• volunteering your time and talents at school 

 
We will offer many opportunities for you to be involved with your child at school.  Events such 
as Fall Festival, Science Day, Grandparents Day, Art Day and many others will be a part of 
our exciting year, so get ready!   
 
Visit our school website at  http://madisonvilleelementary.stpsb.org  for our school events.   
All teacher e-mail addresses can be accessed through this site. 
 
The faculty and I are looking forward to a successful year working with you and your child.  
 
Sincerely, 
 
 
 
 
Lauren R. Spencer 
Principal 
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• Tennis shoes must be worn on the days in which children attend P.E. classes. 
 

• Madisonville Elementary jackets may be worn in the building.  Jackets bearing any other color or 
design may not be worn in class.  A solid navy blue sweater or jacket is acceptable.  

 
SCHOOL FEES 
 
We are requesting a $10.00 fee per student to purchase instructional materials.  These materials support 
and enrich our basic textbooks and curricular activities.  Specifically, these extras include items such as 
science materials, art room supplies, and copy paper.  This fee does not cover the cost of field trips.  
Your support is sincerely appreciated. 
 
If your child’s last name is different from yours, please note this on any checks written so that we 
credit the right student. 
 
 
SCHOOL SUPPLIES 
School supply lists will be posted near the office at the start of school.  The lists will be included on our 
school website and copies can be obtained in the school office. 

 BOOK BAGS 
 To ensure safety, rolling book bags are not permitted. 
 
 VALUABLES 
 All valuable items are to be left at home.  These items include any and all games, electronics, 
 collectibles, jewelry and other personal items that are not a part of their school supply list and 
 uniform. 
 
 TEXTBOOKS 
 Most of our books are furnished by the state.  The school staff urges all parents to encourage 
 their children to take good care of assigned books and any materials furnished by the school.  
 Reading textbooks are to remain in the classroom. 
 
 Students are responsible for all textbooks, Accelerated Readers (A.R.), and library books 
 issued to them during the school year.  Parents are responsible for the cost of all lost or 
 damaged books.  All monies are recorded by the school bookkeeper and paid to the proper 
 fund for replacement purposes.  If a lost book is found, parents may return books in the 
 condition in which they were issued to the student.  In such cases, monies paid will be 
 refunded. 
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FOOD SERVICES 
 
CAFETERIA OVERVIEW 
On the first day of school, students will receive an application for free or reduced priced meals.  Only 
those who wish to apply need to return this form.  If you feel your child is eligible for free or reduced 
meals, please submit an application.  Some of the programs our school offers are based on these 
applications. 
 
Students will be issued a computerized lunch pass.  Payment should be made on a monthly basis.  If this 
is not possible, you must pay weekly on Monday mornings. Checks should be made payable to: 
Madisonville Elementary School or M.E.S.   Payment must be enclosed in an envelope, labeled with 
the student’s full name, the amount of money sent, homeroom teacher, and lunch I.D. number (if 
available).  This is very important as teachers do not collect and record lunch payments.  Envelopes will 
be sent to the cafeteria.  Please use this envelope for cafeteria payments only. 
 
If you receive a late notice regarding your bill, please remember to include the current week’s 
payment along with the amount due. If you feel that your bill is incorrect, please contact the cafeteria 
manager, Susan Busby at 845-3780.  There is no system in place which allows for charging of lunches. 
 
A monthly calendar of lunch and breakfast menus is sent home with each student and posted on the 
school website.  The menu is subject to change due to availability of food items. 

 
If you plan on eating lunch with your child, it is imperative that you send a note to the homeroom teacher 
or call the school cafeteria at 845-3780 one day prior to the desired lunch date so that the cafeteria will 
not run short on food. Due to limited space, parents/guardians will not be allowed to eat in the 
cafeteria on days of special events and meetings.  Special Events include Grandparent’s Day, Class 
Parties, Field Day, Art Day, Science Day etc. 

 
Breakfast is served daily from 7:05–7:25 a.m.  Students eating breakfast at school must report to the 
cafeteria immediately upon arrival. No breakfast will be served after 7:25 a.m.  In the event that a bus is 
late, students will be allowed to eat breakfast before reporting to class. 
 
Our school serves nutritionally balanced meals.  No fast food, glass bottled or canned drinks are 
allowed in the cafeteria. 
 
CAFETERIA FEES 
Monthly fees for breakfast and lunch will be posted on the menu.  If your child brings his/her lunch and 
wants to purchase milk, he/she must pay for it daily. 
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PARENT/GUARDIAN INVOLVMENT & OPPORTUNITIES 
 

OVERVIEW 
Schools are a reflection of their community.  We encourage parents and guardians to choose to become 
involved in the life of Madisonville Elementary School---you will find a warm welcome.  You are crucial to 
the outstanding success of our school.  It is through the efforts of parents and guardians that the 
educational program at M.E.S. is greatly enriched.  There are many opportunities for parents to join this 
dynamic community. 
 
Madisonville Elementary School will provide a partnership of students, school personnel, parents, 
guardians, and community, which will enhance the self-worth of all and foster a love of learning.  To 
ensure effective involvement of parents and to support this partnership, we shall provide activities that 
encourage participation and involvement of all members of the school community.  
 
Parental involvement activities are planned at various dates and times in order to accommodate all 
parents.  The activities encourage parents to be actively involved in their children’s education and to 
assist in their learning process. 
 
Parents are given the opportunity to participate in decision-making and to take an advisory role in 
decision-making through participation in opinion surveys as well as through membership in committees 
such as the School Improvement Planning Committee, PTA Committees, and the Positive Behavior 
Support Committee. 
 
FYI 
 Sign-In (see Campus Admittance for Adults, page 11) 
 
 Parking, Traffic & Car-Line 
 A section of C.S. Owens (adjacent to the school) is CLOSED to thru traffic from 7:31 a.m.  – 
 2:31 p.m. on school days for the safety of our students located in “The Cottages.”  When 
 visiting our school, please enter on Galatas Road and drive around to C.S. Owens at the back 
 of the school.  Parking during the day is available in the lot behind the school and on C.S. 
 Owens, adjacent to the bus loop between Hwy. 1077 and the locked gate. 
 
 The church parking lot across the highway can be used for special events only.  
 
 Family Attendance Policy 
 Events and activities offered at Madisonville Elementary School are planned with your child in 
 mind.  All activities are age appropriate and designed to meet the needs of our students.  Free 
 babysitting will be provided for siblings at certain specified events. Siblings who accompany you 
 at these specified events will be asked to go to the child care site. Students in other grade levels 
 will not be taken out of their instructional day to attend a sibling’s play or program.  In an effort to 
 convey important information to parents with no distractions, Open House is an “adult 
 only” event. 
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PARENT / TEACHER CONFERENCES 
Only when a child feels that there is understanding, appreciation, and active cooperation between home 
and school, can he do his best in his school work.  Through conferences, parents and teachers gain a 
better insight into the child’s needs, interests, potential, and growth, as well as any particular difficulties 
he may have.  
 
If at any time a child would benefit from a parent / teacher conference, the faculty is available 
immediately after school by appointment only.  To be assured of an appointment, please call in advance.  
During parties or other school programs is not the proper time to conference.   
   
The administration asks that if you have concerns regarding your child, please conference with the 
teacher first before contacting the principal or assistant principal.  You may contact teachers through 
email (addresses listed in this handbook), by calling the school office, or by sending a note with your 
child. 
 
 
CLASSROOM OBSERVATIONS 
Madisonville Elementary School recognizes the importance of the school-home partnership in supporting 
productive learning experiences for students.  Parents are welcome to spend time at school to become 
familiar with the educational program and to get to know the staff members.  An occasional classroom 
visit of 30 to 40 minutes may be scheduled through the principal.  Advance notice is required so that the 
visit will not be disruptive to the instructional program or daily routine.  A one-day notice is helpful. The 
visitor should share the purpose of the visit to assist school personnel in scheduling the observation.  In 
order to minimize distractions that could result from changes in classroom routine, visitors may not talk 
with the teacher or any students during instructional time or otherwise interfere with instruction.  Visitors 
may not remove any materials or supplies from the classroom unless authorized to do so.  A classroom 
observation is not the time to engage the teacher in a conference about the child’s progress or ask 
questions of the teacher.  A parent-teacher conference can be scheduled at the parent’s request. 
 
Madisonville Elementary School offers opportunities for parents to observe classroom instruction to 
promote a fuller understanding of the educational program and classroom instruction.  The principal 
reserves the right to deny requests to observe in the classroom in cases where she believes that the visit 
may be disruptive. 
 
Parents are not allowed to enter the classrooms after the school day has ended unless an 
appointment has been scheduled. 
 
PTA (Parent Teacher Association) 
Madisonville Elementary School has a very active PTA.  The Parent-Teacher Association provides an 
excellent opportunity for establishing better communication between parents and teachers. This is a 
great opportunity for parents to learn about campus life and to support our school.  We encourage you to 
join our Parent-Teacher Association.  Look for information to be sent home at the beginning of the school 
year.  You can also view a current list of PTA Officers, Committees, Committee Chair people, and 
upcoming events and opportunities, on our school website.   
 
PARENT VOLUNTEERS 
Volunteers enrich our students’ learning experience. We could not possibly provide so many activities 
and services to our students without the help of our wonderful volunteers!  We encourage and appreciate 
parent/guardian participation.  Volunteers help in the reading programs, in classrooms as teacher 
helpers, and with countless teacher and PTA projects. 
 
 
 
 
All volunteers must be scanned in at the office. (See Campus Admittance for Adults, page 11) 
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Please log your volunteer hours in the book by the parent workroom, as our school gains recognition by 
the St. Tammany Parish School Board for these hours.  
 
When you agree to volunteer to relieve a teacher in the classroom, we ask that no siblings accompany 
you.  Our students need your undivided attention. 
 
Volunteers are asked to uphold confidentiality concerning students at Madisonville Elementary School.  
(See CONFIDENTIALITY on page 13)   
 
  
CLASS PARTIES 
We will have two formal holiday parties –Christmas and Easter.   You will receive notice as to the date 
and time as the holidays approach.  Parents are encouraged to attend.  Please adhere to the specific 
times announced.  These events will last approximately one hour.  Due to limited space, siblings are 
not allowed to attend class parties. 
 
Birthday Party Invitations- Students may hand out party invitations during the school day if the entire 
class receives one or if “all boys” or “all girls” are to receive one.  This is done to protect the feelings of all 
children. 
 
Birthday treats (cupcakes, etc.) must have prior approval from the teacher.  Please do not send 
balloons or flowers to school for your child.  Parents may drop treats off in the office. Office 
personnel will take the treats to the proper classroom. 
  
FIELD TRIPS 
 
 Chaperones 
 Parents may be asked to help chaperone.  You will receive a Parent Chaperone 
 Responsibility Form to sign before the field trip.  We ask that you abide by these rules. Many 
 factors will decide the number of chaperones needed.  In accordance with the school board 
 policy, there will be no smoking on school grounds or while chaperoning on school related field 
 trips.  We also ask that parents not use their cell phones while chaperoning field trips.  School 
 policy is that students leave for field trips together and return together on the bus.  If there 
 is an extenuating circumstance and you must pick your child up from the field trip location, you 
 must have it approved by the principal prior to the day of the field trip.  Please do not ask the 
 classroom teacher to allow your child to go home with you from the field trip location 
 without prior approval. 
 
 The purpose of the chaperone is to  supervise a class group of 4-6 students.  Parents who are 
 not attending a particular field trip want to feel assured that their child is being well supervised.  
 We ask that chaperones give their total attention to the students. 
 
 Permission Slips 

 Permission slips are required for all trips. 
 
 Field Trip Fees   A deadline for payment will always accompany the permission slip.  
 This deadline is final.  Because event sponsors require advanced notice, the deadline is 
 strictly enforced. Ample time will be given to pay any fees. 
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STUDENT WELFARE 
 

SAFETY AND SECURITY 
 

CAMPUS ADMITTANCE FOR ADULTS 
Please see IDENTIFICATION REQUIREMENTS on page 5. 
 
 
CAMPUS SECURITY 
Nine (9) security cameras are currently installed throughout our campus.  The cameras have 
been installed in strategic areas and monitor our school campus 7 days per week / 24 hours per 
day. 
 
 
RESTROOM POLICY (concerning adults) 
For the safety of all students, Madisonville Elementary School has implemented a restroom 
policy.  All restrooms throughout the campus are designated as child or adult restrooms, with 
the exception of the sickroom restroom, and cases involving special needs students that require 
para assistance.  In this case, a para will be present.   Adults (including M.E.S. staff, 
parents/guardians) are never allowed in the children’s restrooms and children are never allowed 
in the adult restrooms.  Any incidence of this policy being ignored should be reported to the 
school administration immediately.  
 
SAFE AND DRUG FREE SCHOOLS AND COMMUNITIES ACT 
The purpose of the SDFSCA is to support programs that: (1) prevent violence in and around 
schools; (2) prevent the illegal use of alcohol, tobacco, and drugs; (3) involve parents and 
communities; and, (4) are coordinated with related Federal, State, school, and community 
efforts and resources to foster a safe and drug-free learning environment that promotes student 
academic achievement.    
 
Components if this act include  
 
• SAFETY AND RED RIBBON WEEK 
 
• PARENT INFORMATION DISSEMINATION 
  
• ACT 171 COMPLIANCE 
 
• SUBSTANCE ABUSE PREVENTION 
 
• DRUG FREE ZONE AWARENESS 
 

 
• SEXUAL HARASSMENT 
 Students are expected to show kindness and respect towards one another in  
 their words and actions.  Disrespect that includes jokes, comments, gestures, or  
 touching that is unwelcome or sexual in nature is not allowed.  Immediately  
 report any such behaviors to a counselor, a teacher, the principal, or assistant  
 principal. 
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• BULLYING PREVENTION 
 Everyone at Madisonville Elementary School is committed to making our school a safe 
 and caring place for all students.  We will treat each other with respect, and we will not 
 allow bullying in any form at our school. 
 
 Our school defines bullying as follows: Bullying is unfair and one-sided. It happens 
 when someone keeps hurting, frightening, threatening, or leaving someone out on 
 purpose. 

 
 At MES we believe we should treat others the way we want to be treated.  
 
 Examples of bullying include: 

• Hurting someone physically by hitting, kicking, tripping, pushing, etc. 
• Stealing or damaging another person’s things to hurt one’s feelings 
• Ganging up on someone 
• Teasing someone in a hurtful way 
• Making fun of someone because they are different  
• Leaving someone out intentionally or trying to get other students not to play with someone 
• Talking about someone in a hurtful way 

 
 
 
 Staff at our school will do the following things to prevent bullying and help children feel 
 safe at school: 

• Closely supervise students in all areas of the school and playground 
• Watch for signs of bullying and stop it when it happens 
• Teach the Second Steps program to students in grades Pre K-2 
• Teach the Steps to Respect program to third graders 
• Respond quickly and sensitively to bullying reports using the Four-A Response Process and 

coaching models 
• Take families’ concerns about bullying seriously 
• Investigate all reported bullying incidents 
• Assign consequences for bullying based on the school discipline code 
• Provide immediate consequences for students who retaliate against reporters of bullying 
• Staff will participate in anti-bullying training 

 
 
 Students at our school will do the following in an effort to prevent bullying: 

• Treat each other respectfully 
• Refuse to bully others 
• Refuse to be bullied or let others be bullied 
• Refuse to watch, laugh, or join in when someone is being bullied 
• Make a concerted effort to include everyone in play, especially those who are often left out 
• Report bullying to an adult 
 

 
  
 
 
 
 
Bullying is considered a major behavior offense.  It will be handled as defined in the  discipline 
procedure below. 
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1. Student reports an incident of bullying to an adult. 
2. Adult assesses situation and determines if the incident is a major or minor offense. 
3. If minor, the teacher provides coaching and/or replacement behaviors. 
4. If major, adult fills out top section of reporting form and refers it to the counselor. 
5. Counselor assesses and takes appropriate action.  
6. Reports are kept on file in the counselor’s office. 

 
WEAPONS POLICY 
Students found using, possessing and/or concealing a knife, firearm, weapon capable of 
discharging a projectile, or other dangerous instruments capable of causing bodily harm shall be 
immediately suspended and recommended for expulsion. Police notification will be made 
immediately. Students using, possessing and/or concealing any look-alike object that may have 
the principle appearance of a weapon or dangerous instrument shall be immediately suspended 
from school or recommended for expulsion. Upon the recommendation for the expulsion, a 
hearing shall be conducted by the Superintendent or his/her designee. Students in grade five or 
lower who have been found in the hearing process, of using, possessing and/or concealing a 
weapon, or look-alike weapon shall be disciplined in accordance with the decision made by the 
Superintendent or his/her designee. Any case involving a student in grade five or lower found in 
possession of a firearm on school property shall be referred to the School Board through a 
recommendation for action from the Superintendent.  
 
 NOTE:  Please refer to the District Handbook for Students and Parents for further 
 clarification of the parish-wide discipline policy. 
 
CONFIDENTIALITY 
Confidentiality is the obligation not to willingly disclose any information obtained in confidence. 
Our staff is trained to keep and protect any confidential information and records concerning the 
students at Madisonville Elementary School.  
Confidentiality is based on four basic principles: 

• Respect for an individual’s right to privacy. 
• Respect for human relationships in which personal information is shared. 
• Appreciation for the importance of confidentiality to both individuals and society. 
• Expectations that those who pledge to safeguard confidential information will do so. 

 
MEDIA RELEASES 
Media release forms are sent home the first week of school.  Students may only be 
photographed, video taped, etc. for publication if  this form is signed and on file in the 
school office.  If for any reason you do not want your child photographed, we would appreciate 
you calling this to our attention verbally in addition to noting this on the release form. 
 
Internet access forms are also sent home to newly enrolled students.   If a form is not signed or 
returned, the student will be denied internet access. 
 
 
INCLEMENT WEATHER & OTHER CRISIS SITUATIONS 
The following “EMERGENCY GUIDE FOR PARENTS” has been taken from the St. Tammany 
Parish School System website for your convenience and for those without internet access: 
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Emergency Guide for Parents 
Information Parents Need If Emergencies Arise 

at School or in the Community  

Safe Environments for Learning - A Top Priority 
Maintaining safe, caring schools for students, staff, and visitors is a primary goal of the St. 
Tammany Parish Public School System. Parental support and community assistance are vital to 
helping us maintain safe, orderly schools. We work in partnership to develop and implement 
school and district emergency response plans that help ensure safe schools and offer peace of 
mind. 

Emergency Preparation Is Critical 
School System officials work closely with parish government, law enforcement and other 
emergency responders, and emergency preparedness officials to monitor safety concerns and 
act quickly to respond to emergency situations as needed. The School System and all schools 
have emergency plans designed to respond to emergencies, including inclement weather, fire, 
dangerous items on campus, etc. These emergency plans help ensure officials act swiftly and 
effectively. 

Plans are reviewed regularly and school officials conduct drills throughout the year to monitor 
the effectiveness of emergency procedures. Principals are happy to discuss school emergency 
plans with parents and answer questions. 

Parents Have a Key Role in Emergency Response  
During and following an emergency situation, school officials must act quickly to secure schools, 
safeguard students and staff, and communicate appropriately. Parents can assist greatly by 
helping with preparation before the emergency. Here are a few critical steps you can take to 
help. 

• Give school officials accurate contact information so you can be reached in case of 
emergency. Keep the information current by notifying officials of any changes as soon as 
they occur. Multiple contact sources are helpful, including home and office telephone and 
fax numbers, mobile telephone numbers and paging information, email addresses, etc. 
Also important, in case you cannot be reached, are the up-to-date names and contact 
information of family members, friends, and any other adults authorized as emergency 
contacts for your child.  

• Talk to your child about your personal emergency notification arrangements and let your 
child and school officials know if you anticipate being unavailable or difficult to reach for 
an extended period of time.  

• Stay informed about potentially serious situations, such as inclement weather.  
• Monitor local media when serious conditions arise at school or in the community that 

might result in school evacuation, early dismissal, or school closings.  
• Notify school officials if you see or hear of anything that could create a danger at school. 

If you prefer, you may call the Crimestoppers Safe School Hotline at 1-877-903-7867.  

Early Dismissal and Emergency School Closings 
Occasionally, an unforeseeable event or emergency may require the closing of a school or all 
schools for a period of time. Notification of emergency closings is given as soon as possible so 
parents and guardians can make arrangements for students to be cared for during closings. The 
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decision to close schools is based on many considerations, the most important of which is the 
safety of students, staff, parents, and others in the community. 

In cases of threatening weather, the System administration maintains close contact with the 
U.S. Weather Service, parish government, local law enforcement officials, and emergency 
preparedness officials to help make decisions about early dismissal of students or school 
closings. Officials want to make the safest possible arrangements for students and may delay 
release of students to school buses during exceptionally hazardous driving conditions. In these 
cases, students may arrive at their bus drop-off sites later than usual. 

In some cases, school officials are able to notify parents directly about early dismissals or 
closings. Most often, circumstances do not permit individual calls to parents. Rather than 
dropping students off early at homes when parents have not been notified, students may be 
kept at school until parents can arrange for students to be picked up. 

Emergency Release of Students to Parents 
School officials want to maintain as safe and orderly an environment as possible at all times; 
and, during an emergency, special procedures are followed to help ensure student safety. 
Principals have procedures in place to help parents who wish to pick up their children from 
school, if evacuation during the school day is required.  

Students are released from a designated area to parents and guardians with proper 
identification. For your child's safety, your child can be released only to an adult who you have 
properly designated as an emergency contact and who has proper identification. Non-custodial 
parents who may pick up students must be listed with your child's emergency contact 
information as a guardian and also must show proper identification. 

Important School Emergency and Contact Information for Parents 

Getting Information During a School Emergency or Closing 
School emergency closing and re-opening information is available through a number of sources. 
Parents are asked to stay informed through:  

• local television, radio, and newspapers;  
• the School System Web site at www.stpsb.org;  
• the School System educational television station (cable Channel 13); and/or  
• the School System telephone Emergency Lines. Those numbers are 985-635-0801, 

Press 1 (calling from inside the parish) and 1-800-580-1874 (calling from outside the 
parish).  

During an emergency, parents need to closely monitor information about the situation, including 
procedures being followed, before going to school or to the scene of an emergency. Timely 
information will be released to parents through the sources above or personal contact when 
possible. 

If you or your child have information about a serious or potentially serious school safety 
concern, call the school principal or the Crimestoppers Safe School Hotline at 985-903-7867. 
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MENTAL HEALTH 
COUNSELOR / MENTAL HEALTH  PROVIDERS 
The need for expanding school counseling programs has become more acute due to the teaching 
profession’s increased understanding of how non-academic forces impact the school’s learning 
environment. 

We have these services available as needed or requested by parents for individual, small group, and 
large group activities. 
 
As mandated by the St. Tammany Parish School Board, students in grades K-8 will receive instruction on 
the topic of Child Sexual Abuse Prevention and Education. 

All materials used in the instruction may be previewed by contacting the school administration.  We 
would also like to encourage you to talk with your child about this topic as well as other general safety 
issues. 

Other services provided by our school counselor / mental health provider include, but are not limited to: 

• Academic, Pre-Career & Personal / Social Development 

• Character Education 

• Anti-Bullying Program (Including the reporting of Incidents)   

• Parental Resources & Support 

• Sexual / Child Abuse Prevention (Including the reporting of) 

• Threat of Violence / Self Injurious Behavior (Including the reporting of) 

• Conflict Resolution 
 

PHYSICAL HEALTH 
STUDENT ILLNESSES / CONDITIONS 
Students will be sent home from school for the following conditions: 
 

1. Temperature above 100 degrees 
2. Vomiting 
3. Diarrhea 
4. Suspected communicable disease 
5. Rash 
6. Lice - If a child is found to have lice, parish policy requires that they be excluded from school.  

They may not return until they have been cleared by one of the school nurses at the 
Covington Annex.  The Annex is located at 406 E. Boston St in Covington.  The phone 
number is 985-898-3370.  An excused absence will be issued for two (2) days only. 

 
If any of the above conditions occur, the parent is notified and asked to remove the child from school to 
seek medical attention.  
 
   
EMERGENCY PROCEDURE 
Emergency cards filed in the office are used to notify you if your child gets sick, injured, etc. at school. 
Please include cell phone numbers including area code of both parents. If the parent cannot be reached, 
the emergency number listed will be called.  Please make sure that your “emergency” person is reliable 
and able to come to school on short notice. After each call, the office personnel will log the time, the 
number, and note whether the call was completed or if we were unsuccessful in reaching someone. 
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SCHOOL NURSE 
A registered nurse is assigned to Madisonville Elementary and on-site 9:00am – 3:00pm one day per 
week.  The nurse is also on call everyday and returns to our school for emergencies and consultation 
when needed.  If our school nurse notices something that should be checked by a doctor, she will 
contact parents/guardians by phone or letter.  The nurse also conducts vision and hearing screenings 
annually for kindergarten, first and third grades.  She monitors student health records as well.  “Lice” 
checks are also done periodically.    
 
HEALTH CONCERNS 
If your child has any health conditions that require additional information or special directions, you MUST 
have a doctor’s note indicating the condition and the procedure to be followed.  Oftentimes, parents tell 
us that their child has allergies, but we have no doctor’s note indicating such.  In order for us to withhold 
food products, (i.e. dairy products) or give medication, we MUST have doctors’ orders. 
 
   
MEDICATIONS 
The St. Tammany Parish School System has imposed strict guidelines for administering medications at 
school.  If your child is taking long term medication or emergency medication such as asthma inhalers or 
EpiPens, you may request a St. Tammany Parish medication form from the school office and have it 
completed by your physician.  The medication will then be administered through the office.  If there are 
any changes in medication, a new form must be completed by the parent and doctor before a new 
medicine or dosage is given.  
Do not send cough syrup, cough drops, aspirin, or any other over-the-counter medication to 
school with any child.  Parents may come to school, sign in, and administer medicine if 
necessary. 
 
 

OTHER 
STUDENT ASSISTANCE TEAM (SAT) 
Concerns involving student achievement, behavior, health, or communication, which cannot be resolved 
at the classroom level, will be referred by the teacher to the SAT (Student Assistance Team) in an 
attempt to resolve the problem.  The SAT at Madisonville Elementary meets weekly to provide 
assistance for teachers, parents, and students.  The committee is comprised of the Resource Helping 
Teacher, the School Counselor, a Speech Therapist, and a Pupil Appraisal member.  Parents are notified 
in advance and are encouraged to attend the conference.  The overall goal of the SAT is the 
coordination among the committee, agencies, and individuals responsible for learning, in order to assist 
individual students in obtaining a successful education. 
 
 
INSURANCE 
Student accident insurance is available for Madisonville Elementary students.  Cost and coverage 
information will be available at the beginning of school. 
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KIDS IN TRANSITION (K.I.T.) 
 

Education of Children and Youth in Homeless Situations 
 

The McKinney-Vento Act is a federal law passed in 1987 to help people experiencing 
homelessness.  The Act requires states and school districts to make sure students in homeless 
situations can attend and succeed in school.  The McKinney-Vento Act applies to all children 
and youth who do not have a fixed, regular, and adequate nighttime residence, including 
children and youth who are living in the following situations: 

• Doubled-up housing with other families or friends because they lost their home or their 
family is having temporary financial problems; 

• Living in a motel/hotel because of economic hardship or loss of housing; 
• Living in an emergency or transitional shelter, domestic violence shelter, or in a 

runaway/homeless youth shelter; 
• Living in a vehicle of any kind; trailer park or campground without running water and/or 

electricity; abandoned building; substandard housing; bus/train station; 
• Awaiting foster care placement; or 
• Abandoned in a hospital. 

 
Children and youth in homeless situations have the right to the following: 

• Enroll in school despite the lack of a permanent address or lack of school and 
immunization records, or birth certificates and other documents; 

• Attend and succeed in school no matter where they live or how long they have lived 
there; 

• Receive services comparable to those offered to non-homeless children and youth; 
• Get transportation to school; 
• Access educationally related support services; 
• Make sure that disagreements between students and schools are resolved quickly. 
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TRANSPORTATION 
GENERAL INFORMATION 
We encourage you to use the bus transportation system.  Often the car line “backs up” which causes 
your child to be tardy.  
 
Any student needing to use a different form of transportation at the end of the day 
must give his/her teacher written notification from their parent the day of the 
change.  Without a note, the student will be instructed to follow his/her regular 
transportation procedure. For your child’s safety, we cannot rely on verbal 
notification from the child. 
 
Students who are going to another student’s home must also bring written permission from the parent.   
 
Transportation change notification must include the following: 
 
   Child’s Full Name  Bus Driver’s Name 
   Teacher’s Name  Bus Number 
   Grade    Parent/Guardian’s Signature 
 
 

BY BUS: 
GENERAL BUS INFORMATION 
General bus information including bus routes, rules, and regulations can be found on the St Tammany 
Parish Schools website at:  http://www.stpsb.org/transporation/  
 
BUS CONDUCT 
Specific student behavior expectations are established for the safe and efficient operation of the school 
district transportation system in accordance with state laws and regulations.  Transportation is 
considered an extension of the regular school program, and students who violate behavior expectations 
while riding a bus are subject to suspension from riding the bus and/or all other penalties established for 
misbehavior while students are not on the school premises.   If a child receives 3 bus referrals, he/she 
will be excluded from riding the bus for 3 (three) days.  Copies of bus regulations are provided annually 
to all students. 
   
 
TRANSPORTATION OFFICE 
Any questions or concerns pertaining to the district transportation system should be directed to the 
school board transportation department at 985-898-3374. 
 
 
DISCIPLINE PLAN FOR BUS RIDERS 
Please refer to the “Safe Procedures for School Bus Riders” pamphlet for specific safe riding 
practices.  This pamphlet is given to parents at the beginning of each school year. 
 

1. First Offense –Warning and student conference  
2. Second Offense – Warning, student conference, and parental contact 
3. Third Offense –Excluded from riding the bus for three days. 
 
Administration reserves the right to suspend a student from riding the bus on any offense 
(1, 2, or 3) depending on the severity of the offense. 

 
BY CAR: 
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ARRIVAL TIME 
Our school day begins at 7:35 a.m.  Students arriving in cars must arrive between 7:05 a.m. and 7:35 
a.m.  Teachers are not on duty until 7:05 a.m.  Students eating breakfast must arrive before 7:25 a.m.  
There is only one school entrance for parents and visitors.  The green gates located on  
C.S. Owens Road serves as our official entrance, which can be accessed from the school parking lot. 
 
The bus loop is used for school buses only.  No cars or private vehicles are allowed in the bus loop due 
to safety concerns. 
 
 
PROCEDURE FOR DRIVERS 
Students arriving in cars must be dropped off and picked up ONLY in the car line. A MES faculty 
member will help your child out of your vehicle.  Parents absolutely may NOT drop children off in the 
middle of the parking lot. We feel the safety of your child is worth the short wait you may have with this 
policy.  Unless you arrive late, it is not necessary to walk your child on campus as we have teachers on 
duty. 
 
Please have your child ready to exit the car upon stopping.  Time spent gathering bags, coats, and 
giving a last hug adds up quickly and makes the line move even more slowly.  This is a good opportunity 
to teach the children consideration for the needs of others. 
 
Afternoon car line “line-up” begins after 2:15.   At times, faculty, staff, and parents, etc. have to leave 
prior to the end of the school day and are not able to get out due to cars blocking them.  If you arrive 
early, park in a parking space until 2:15 p.m. 
 
Note: We highly recommend refraining from cell phone use while in the car line.  This recommendation is 
for the safety of our children. 
 
 
CAR LINE RULES FOR STUDENTS 

 
1. Walk to the car line and sit in the designated area. 
2. Listen for your name. 
3. Keep hands and feet to yourself. 
4. Raise your hand in case of an emergency. 
5. Use an “inside” voice. 

 
NAME CARDS 
Students who are permanent car riders will be given a student ID tag during the first days of school.  
Place it on your rear view mirror.  This identification keeps the line moving smoothly.  Please use the 
card all year because duty teams rotate.  If the name tag is not displayed, you will be asked to pull over 
and wait for your child so that the car line can continue moving. If an additional tag is needed, notify the 
office. 
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AFTER SCHOOL CARE 
 
INTRODUCTION 
Welcome to the After School Care Program at Madisonville Elementary.  Our childcare program has 
been organized to provide supervised play, some quiet time for homework, and a snack time. The 
program will provide quality childcare which parents can rely upon throughout the school calendar year.   
 
 
ELIGIBILITY 
Children must be in grades K-3 at Madisonville Elementary and be able to use the restroom facilities 
without adult assistance to be eligible for enrollment. A child may be enrolled in the program at any time.  
The parent must complete an enrollment form and submit it to the school.  The enrollment form must be 
completed and returned before a child may attend aftercare.  This form is kept separate from any other 
forms held by the school. It is the parents’ responsibility for keeping the enrollment forms current. If 
custody papers are submitted in the front office, a copy must also be submitted to the after school care 
personnel. 
  
 
FEE SCHEDULE AND PAYMENT POLICY 
The program salaries, supplies and administrative expenses are supported entirely by fees.  The fees 
are as follows: 

2009-2010 AFTER SCHOOL CARE  MONTHLY FEE SCHEDULES  
 
        (A) Full Time – One Child  (B) Full Time – Two Children 
                                (C) 3 Day Rate – One Child              (D) 3 Day Rate – Two Children 

 
August   September  October  November  December 
A - $ 119.00  A - $ 147.00  A - $ 140.00  A - $ 105.00  A - $ 91.00 
B - $ 187.00  B - $ 231.00  B - $ 220.00  B - $ 165.00  B - $ 143.00 
C - $   77.00  C - $   98.00  C - $   84.00  C - $   63.00  C - $   63.00 
D - $ 121.00  D - $ 154.00  D - $ 132.00  D - $   99.00  D - $   99.00 
 
January   February  March   April   May 
A - $ 133.00  A - $ 105.00  A - $ 133.00  A - $ 140.00  A - $ 91.00 
B - $ 209.00  B - $ 165.00  B - $ 209.00  B - $ 220.00  B - $ 143.00 
C - $   84.00  C - $   63.00  C - $   84.00  C - $   84.00  C - $   63.00 
D - $ 132.00  D - $   99.00  D - $ 132.00  D - $ 132.00  D - $   99.00 
 
There is an annual registration fee of $10.00.  
 
Fees are payable by check, cash, or money order for regular monthly enrollment.  Checks must be made 
payable to: Madisonville Elementary School or M.E.S.   Please indicate your child’s first and last name 
on the check or envelope and the days being paid.  PLEASE KEEP YOUR RECEIPTS! 
 
No fee adjustment will be made for any month during the school year. 
 
Fee payment is due on the third school day of the month for full-time attendees.  Fees are paid to 
reserve an entire month of childcare according to the option agreement, regardless of the actual number 
of days and/or hours the child attends. 
 
If you wish to use aftercare on an occasional basis, a drop-in fee of ($10.00) is due on the day(s) that 
your child attends.  This can be paid with a check, cash, or money order. 
 
 
IRS STATEMENTS 
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The program does not provide an itemized statement for tax purposes.  PLEASE KEEP YOUR 
RECEIPTS and cancelled checks for an accurate account of your childcare expenses. 
  
HOURS OF OPERATION 
Madisonville Elementary After School Care program will follow the same school calendar as the St. 
Tammany Parish Schools.  (If there is a school holiday, there are no childcare services.)  Aftercare 
services will not be provided on ½ days of school.   
 
AFTER CARE    2:31 – 6:00 p.m.  (Gym)  
 

• The program closes at 6:00 p.m., at which point the gym will be closed and locked.  Parents     
who are late may pick up their child in the school office. Due to relocation of late services,     
calls must be made to the school office at 985-845-3671 after 6:00 p.m. Parents will be     
charged an additional fee of $1.00 per minute past 6:00 p.m. Time is determined by the clock in 
the office.      

• Childcare services may be discontinued if three overtime charges occur. 
• A “homework time” is offered to 2nd and 3rd grade aftercare children. Students who do not     

wish to do their homework should bring a book to read during this period. Aftercare workers     
will provide only general assistance. After School Care is not a tutoring program. 

• You must come in to sign your child out.  No one under driving age is allowed to  
  sign-out a child. Only authorized people, with identification, are allowed to sign-out a child. 
 
RELEASE OF CHILDREN 
Children will arrive directly to the aftercare program from their classrooms.  Children must be picked up 
by a parent or guardian.  No child will be allowed to leave the program with someone other than the 
parent or guardian unless written permission is given to the aftercare staff.  If an emergency arises 
during the day and someone other than a parent or guardian will pick up your child, call the school and 
tell the secretary the name of the person who will pick up your child so the message can be forwarded to 
the aftercare staff.  Identification will be required. 
 
HEALTH AND SAFETY POLICY 
If your child has a known medical condition (asthma, diabetes, seizure disorder, etc.) please be sure the 
aftercare staff knows what to do if a problem should occur during program hours. 
 
If a child has any of the following conditions, the parent will be notified to pick up the child immediately:   
a suspected contagious disease, fever over 100 F, vomiting, or diarrhea.  
 
In case of accident or illness, parents of the child will be called immediately. 
  
DISCIPLINE AND DISCHARGE 
Children are entitled to a pleasant and harmonious environment in aftercare.  The aftercare program 
cannot serve children who display chronically disruptive behavior. 
 
Chronically disruptive behavior is defined as verbal or physical activities which may include, but are not 
limited to, such behavior that:  requires constant attention from the staff, inflicts physical or emotional 
harm on other children, abuses the staff, and/or ignores or disobeys the rules which guide behavior 
during the school day and program time.  If a child cannot adjust to the program setting and behave 
appropriately, then the child may be discharged. 
 
 
 
 
 



 23

Reasonable efforts will be made to assist children to adjust to the program setting. Disruptive behavior 
will be dealt with through a warning or time-out.  A behavior report will be written each time a child’s 
behavior warrants one.  After three (3) reports, the child will be suspended for 3 days from the program.  
The aftercare coordinator reserves the right to suspend on first occurrence if behavior warrants.   
 
A child may be discharged if he/she is picked up late three times. 
 
A child may be discharged for non-payment of fees. 
 
CHILD CARE ASSISTANCE PROGRAM 
We accept payment from the Child Welfare Assistance Program through the state. If you feel you may 
qualify, you may contact the Covington office at 985-893-6215. Payments must be remitted until we 
receive written verification of the child’s acceptance into the state program. 
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SW-PBS (School Wide Positive Behavior Support) 
 
SCHOOL RULES 
The following are expected behaviors for all students, faculty, and staff members. 
These school rules should be memorized by all. 
 
 The FISH Philosophy 

• Treat others as you would have them treat you. 
• Be There 
• Choose Your Attitude 
• Make Their Day 
• Have Fun 

 
RULES (by specific area) 
  
 Classroom Rules 
 Individual classroom rules are posted in each classroom. 
 
 Hall Rules 

 1. Walk quietly. 
 2. Keep hands, feet, and objects to yourself. 
 3. Use time wisely. 
 4. Respect school property. 

 
 Restroom Rules 

       1. Take care of business and return to class quickly. 
  2. Use proper hygiene. 
  3. Respect school property. 

 
  
 Playground/Slab Rules 

  1. Walk on the slab. 
  2. Use equipment safely.         
  3. Report problems to the duty teacher. 
  4. Use time wisely (bathroom & water). 
  5. Keep hands, feet, and objects to yourself. 
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REINFORCEMENT / REWARD PLAN 
 
Specific Verbal Feedback – When employees see student(s) following school-wide expectations, they 
acknowledge the student(s) by giving specific positive verbal feedback. 
 
“Caught Being Good” Slips –Students receive a slip when “caught” following the school rules.  These 
slips can be given by any employee at Madisonville Elementary. The student places his/her slip in the 
treasure chest for a weekly drawing. Six (6) students’ names are drawn each week to say the pledge on 
the daily broadcast. 
 
“Good Book” –Students who have met expectations that week are invited by the Principal to come to 
the office and sign the Good Book, receive a sticker and a bag of candy. This event takes place on 
Friday of each week.  The classroom teachers are responsible for identifying those students. 
 
Classroom Rewards – Each teacher has his/her own individual classroom reward program. 
 
Administrative Rewards – The administrators have special rewards (pencils, toys, and stickers) that a 
child may receive, which may be attached to behavior or effort.  
 
Bonus Bucks -   Faculty and Staff members are awarded bonus bucks by the administration when 
members are “caught” going beyond the call of duty.  These bucks can be exchanged for special 
rewards. 
 
Family Meetings – Each 9 weeks the principal meets with each grade level to get student input on what 
they like at MES and identify any concerns they may have.  This is also an opportunity for the principal to 
address important issues. 
 
 
“No More Than Four” -   This is a school-wide behavior incentive program. There is an underwater 
mural displayed in the cafeteria with 10 black fish silhouettes. Each day that there are no more than 4 
behavior referrals issued in the entire school, the fish will be moved one silhouette.  Once the fish has 
reached the treasure chest, a school-wide reward will be given to all students at MES.  
 
“Re-Do Recess” –   When a school behavior slip is issued to a student, he/she will meet the assigned 
grade level teacher during recess to reflect upon replacement behaviors. Kindergarten students will 
reflect in individual classrooms at a non-recess time. 
 
Fish Focus -   Each month the PBS committee analyzes the discipline data and identifies an area of 
instructional focus. The teachers incorporate this Fish Focus into their instruction throughout the month. 
It is documented in weekly lesson plans. The Fish Focus is displayed in the school cafeteria and printed 
in the PTA newsletter. 
 
PBS Kindness Connection – Each month the school counselor shares an activity that parents can do 
with their child to develop good character. This activity is posted on the school web site. 
 
Kids with Character – Each morning the counselor shares a thought for the day on the morning 
broadcast.    
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DISCIPLINE 
   
 Minor Infractions (Classroom Managed) 
 

Behavior Definition 
Abusive language 
Inappropriate language 
Profanity 

Low-intensity instance of inappropriate language including swearing, name calling or use of 
words in an inappropriate way. 

Defiance/disrespect/ 
Insubordination/non-
compliance 

Brief or low-intensity failure to respond to adult requests 
 

Disruption Low-intensity, but inappropriate disruption 
 
Dress code violation 

Student wears clothing that does not fit within the dress code guidelines practiced by the school 
district. 

Fighting/physical 
aggression 

Not serious, but inappropriate physical contact 

 
 
Forgery/theft 

Student is in possession of, having passed on, or being responsible for removing someone else’s 
property or has signed a person’s name without that person’s permission. 

 
Tease/taunt 

Student delivers disrespectful message (verbal or gestural) to another person. 

Lying/cheating Student delivers message that is untrue and/or deliberately violates rules. 
Property damage Low-intensity misuse of property 
Other Any other minor behaviors that do not fall within the above categories. 
 
 Minor Infractions Plan 

1. Teacher will move closer to student and provide verbal or nonverbal warning. 
2. Brief student/teacher conference away from peers. 
3. Time Out 
4. Re-Do Recess for 1st through 3rd graders. 
5. Parent Conference (Face-to-face and phone conferences must be recorded on school 

conference sheet.) 
6. Upon the 3rd write-up in one 9 weeks period, administration will send home a parent 

notification attaching copies of the write-ups. 
  
  
 Major Infractions (Office Managed) 
 

Behavior Definition 
Abusive language 
Inappropriate 
language 
Profanity 

High-intensity instance of inappropriate language including swearing, name calling or use of words in 
an inappropriate way. 

 
Alcohol 

Student is in possession of or is using alcohol, alcohol containers, and/or imitations. 

 
 
Combustibles 

Student is in possession of substances/objects readily capable of causing bodily harm and/or property 
damage (matches, lighters, firecrackers, gasoline lighter fluid. 

Defiance/disrespe
ct/ 
Insubordination/n
on-compliance 

High-intensity: Refusal to follow directions, talking back and/or socially rude interactions. 

 
Fighting/physical 
aggression 

Actions involving serious physical contact where injury may occur (e.g., hitting, punching, hitting 
with an object, kicking, hair pulling, scratching, etc.). 

 
 Student is in possession of or is using illegal drugs/substances or imitations. 
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Other drugs 
 
Property damage 

Student participates in an activity that results in substantial destruction or disfigurement of 
property. 

Tobacco Student is in possession of or is using tobacco. 
Violation of bus rules See Safe Procedures For School Bus Riders 
 
Bullying 

Physical, verbal, emotional, and or sexual – See Parish Discipline Handbook (Retaliation 
against the reporter of behavior will be considered bullying) 

Sexual Offense/misconduct Student subjects an individual to lewd sexual gestures or exposing private body parts. 
 
 
Other 

Problem behavior causing this referral is not listed above.  Staff using this behavior will specify 
the problem behavior observed. 

* A Crisis management plan is in effect to handle crisis/emergency situations. 
 
 Major Infractions Plan 
 1. Any major infraction will result in documentation on the Louisiana Department of Education       
     Discipline Form.  

2. Depending on the nature of the infraction, one or more of the following disciplinary actions 
    may occur:          
    (See Handbook on Attendance, Discipline and Student Records for explanations)                

• Student Reprimand  
• Teacher-Student-Parent-Administrator Conference 
• Detention 
• Exclusion 
• Refer to: Counselor, MHP, SAT 
• In School Suspension on a different campus 
• Suspension 
• Disciplinary Reassignment 
• Expulsion 
• Police Notification 

Second Chance “In School Suspension” - Madisonville Elementary participates in an “In School 
Suspension” program. This program is held at Madisonville Junior High School and is designed 
as a behavior intervention to be used when Madisonville Elementary has exhausted all 
interventions with a student. If a child is assigned to in school suspension, the parent is notified in 
advance and the arrangements will be discussed. Transportation to the junior high is the 
responsibility of the parent. The child’s classroom teacher will be responsible for supplying the 
work for the day. The student will be given credit for completed work. 
 

     3.  Follow up with student within a week. 
 
Emergency Crisis Incidents 
 

Behavior Definition 
 
Arson 

Student plans and/or participates in malicious burning of property. 

 
Bomb threat 

Student delivers a message of possible explosive materials being on campus, 
near campus, and/or pending explosion. 

 
Weapons 

Student is in possession of knives or guns (real or look alike), or other objects 
readily capable of causing bodily harm. 

Leaving school grounds 
(runaway) 

Student leaves campus without permission. 

 
Other 

Problem behavior causing this referral is not listed above. Staff using this 
behavior will specify the problem behavior observed. 
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The School-Wide Discipline form is on file in the school office. 
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La. Dept. of Education School Behavior Report form is on file in the school office. 
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SCHEDULES 
 

SCHOOL HOURS 
   School Hours are 7:35 a.m. –  2:31 p.m. 
 

 
LUNCH, RECESS & HALF-DAY SCHEDULES 
School day schedules will be sent home with students at the beginning of the school year.  Final 
enrollment numbers will dictate the number of lunch periods to be divided amongst the grade 
levels. 
 

    
RAINY DAY ROUTINE 
On rainy or extremely cold days, students will not have outdoor recess before the bell in the morning.  
Students will be directed to either the gym or the hall near their classrooms where they will remain under 
a duty teacher’s care until class begins. 
  
CALENDARS: 
All calendars are subject to change. 
 
 
 SCHOOL WIDE (Madisonville Elementary School) 
 For your convenience, important dates can be found on the school website and in the 
 glass case on the outside wall of the main office. 
 
 PARISH WIDE 
 The St Tammany Parish School System calendar is on the following page.  It can also be 
 found on the school system website at  http://www.stpsb.org/ 
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COMMUNICATION 
OVERVIEW 
Consistent and clear communication is a key element for your child’s success in school.  Please 
keep an open line of communication between your child, his or her teacher and yourself.  Each 
day, engage your child in dialogue about his or her day at school.  Let your child know that 
school is important and that you continue to use the knowledge that you acquired in elementary 
school.   
 
Below you will find convenient options to “keep in touch.”  It is also a good idea to look through 
your child’s folders nightly.  Many teachers communicate general class information through the 
use of weekly class newsletters that are sent home. 
  
SCHOOL AND CLASS WEBSITES 
Madisonville Elementary has a website: http://madisonvilleelementary.stpsb.org 
  
TEACHER EMAIL 
Any teacher may be contacted through the St. Tammany Parish School Board email system.  You may 
access teacher e-mail by typing in his/her first name, a period, last name, @stpsb.org 
 i.e. lauren.spencer@stpsb.org 
  
NEWSLETTER 
A newsletter, The Lighthouse Lagniappe, is coordinated and published by the PTA and will be sent 
home with your child monthly. It can also be found on the school website, shown above.  The newsletter 
contains current and upcoming events, PTA news, classroom news, and timely information from the 
administration.  This award winning publication will provide parents and community members the 
opportunity to work together on behalf of the school.  As hard as we try, there may be occasions when 
the newsletter may be late.  Coordinating the newsletter takes many volunteer hours.  If you would like to 
help, please email Holly Watson at  watson893@bellsouth.net  Copies of the Lighthouse Lagniappe are 
also sent to area businesses and organizations to facilitate community awareness.  Watch for it! 
 
 
 
IMPORTANT PHONE NUMBERS 

 
Madisonville Elementary Phone Directory 

 
Office  845-3671 Recorder:   (1) Weekly events/Menu 
Fax  845-1393           (1) Weekly events    (2) Menu 
Speech  845-3697   (2) Secretary/Administration Office  
After Care 845-3328   (2:45–6:00 pm.) (3) Bookkeeper 
Cafeteria 845-3780   (4) Library 
      (5) RHT 

 
Other Important Numbers 

  STPSB      Central Office        892-2276 
  STPSB  Child Welfare and Attendance  898-3370 
  STPSB  School Nurse    898-3370 
  STPSB  Transportation    898-3373 
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MISCELLANEOUS 
SCHOOL PICTURES 
Pictures are taken by a professional photographer twice per school year.  The dates of the pictures will 
be announced in a note home and on the school calendar. The purchase of these pictures is optional.   
 
 
HOMEWORK 
Homework is important in the learning process because it extends active involvement beyond the 
classroom.  The time a student spends in class is not enough to ensure good learning.  Homework is a 
way for parents to keep abreast of a child’s progress. 
 
Good communication between home and school and mutual cooperation are imperative in fostering the 
full development of the student’s potential.  Please check with your child’s teacher throughout the 
year concerning homework. 
 
If your child has trouble with homework or spends an inordinate amount of time on it, you should consult 
the teacher. 
 
Incomplete homework may constitute a loss of recess and/or a “0” recorded in the teacher’s 
grade book. 
 
Responsibilities: 
 
 STUDENT: 
 1.  To bring home assignments and materials. 
 2.  To return completed assignments on time. 
 
 TEACHERS: 
 1.  To provide appropriate and meaningful assignments and   
          to ensure students’ understanding of the assignments. 
 2.  To explain homework policy and procedures to students  
          and parents at the beginning of the year. 
 3.  To place value on completed work by grading,  
           discussing, etc. 
 4.  Using homework to help keep track of individual students’ learning and attend  
          potential problems in a timely way. 
 
  PARENTS: 

 1.  Set aside a regular time and place for completing homework assignments without                        
      distractions. 
 2.  Provide necessary materials for completing homework assignments. 

     (pencils, loose leaf paper, etc.) 
 3.  Check over completed assignment to see that it has been completed and the concept was 
      understood.                  
 4.  Sign or initial so the teacher is aware that it has been seen. 

 
 
  
 
 
 
 
 
LIBRARY 



 34 

 STUDENT GUIDELINES 
 Students of Madisonville Elementary are allowed to check out books between 7:05 a.m. and 2:15 
 p.m. each day, starting at the beginning of the school year with the exception of Kindergarten.  
 At the beginning of the new school year, Kindergarten students will be taught library skills 
 and will be allowed to check out books beginning in January. Students receive a minimum of one 
 library  period a week, but, may also check out books before school and during class time with 
 their teacher’s permission.  Library skills are taught by the librarian. 
 
 Permission slips are sent home with 1st, 2nd & 3rd grade students in the first few weeks of school 
 for parents to sign stating whether or not they will allow their children to check out books. 
 (Kindergarten students will receive the permission in January).  This permission slip must 
 be returned before your child will be allowed to check out any book. 
 

• Books are checked out for one week and are due the following week. (A student may return a 
book early in order to check out another book.) 

• If a student does not return his/her book the next week, he/she will not be able to check out 
another book.  The librarian will send home an overdue notice the first week the book is not 
returned.  The second week a book is not returned, the librarian will mail a written notice including 
the replacement price.  A personal call from the librarian will be made after the third week so that 
arrangements can be made. 

• All books are due back in the library five (5) days before any school holiday begins. 
   
  
 MAGAZINES AND VIDEOS 
 The Madisonville Elementary library contains a collection of magazines and videos which may 
 be checked out by faculty, staff, parents, or community members.   
 
 COMPUTERS 
 Computers in the library may be used by students, faculty, staff, parents, grandparents, and 
 the community.  Special arrangements may be made for the use of specific software.  Our 
 students must have written permission to use the Internet as per St. Tammany Parish School 
 Board Policy. 
 
 LIBRARY VOLUNTEERS 
 Volunteering to help in our school library is a wonderful opportunity to be a part of the school.  
 Among many things, library volunteers can help by: 

• Re-shelving books 
• Guiding students with positive book selection 
• Reading books to students 
• Assisting with computer technology 

  
 
LOST AND FOUND 
Though we encourage our students to be responsible for their possessions, items are sometimes left in 
the buildings or on the playground.  All unclaimed articles are sent to the gym and placed in a “Lost and 
Found” box where such items can be reclaimed.  Smaller items, such as jewelry, will be brought to the 
office and can be reclaimed with proper identification.  Please put names on sweaters, sweatshirts 
and jackets.  At the end of each nine weeks, any unclaimed items will be donated to a charity. 
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SCHOOL FUNDING OPPORTUNITES 
 
 GENERAL MILLS BOX TOPS 
 Collect specified Box Tops and our school will receive CASH! Each Box Top coupon is worth 10¢ 
 for our school. You can clip Box Tops coupons from hundreds of your favorite products.  Our 
 school has the potential to earn up to $20,000 each year through the original Box Tops program 
 by clipping 10¢ Box Tops coupons from hundreds of General Mills products and partnering 
 brands, like Cheerios®, Betty Crocker®, Hefty®, Juicy Juice®, Ziploc®, Kleenex® and many 
 more!  
 
  
 
 
  

COMMUNITY COFFEE CASH FOR SCHOOLS™ PROGRAM 
 Cut out and collect UPCs/Proof of Purchase from Community Coffee products including Red Bag 
 Coffee Products, Mochasippi Bottled Coffee Drinks, Private Reserve Coffee Products, 
 Community Tea Products and Coffee Related Products.  Send them to school and our school 
 will receive CASH upon redemption! Please note that the UPCs & Proof of Purchase seals may 
 vary slightly in appearance by product line. 

  
 TYSON PROJECT A+ 
 In your grocer's freezer section, look for Tyson Products that display the Project A+ logo. Clip and 
 save them.  Turn in the labels at school. Our school then redeems them for cash!  The label you 
 save is easily identified by looking for the simple 1, 2, 3 program steps. Each label is worth 24¢ 
 cash!  The maximum number of labels that may be submitted within a calendar year (January–
 December) is 50,000 ($12,000 worth). 
 
 
 
 
  
 
  
 WINN DIXIE COMMUNITY PALS 
 Help our school raise money every time you shop at participating Winn Dixie stores. Activation 
 sheets will be sent home with students for enrolling in the Community Pals program. At the end of 
 each quarter, our school will receive a donation based on a percentage of purchases credited to 
 our group.  Watch for details! 
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GOODSEARCH.COM 
 Give to your school just by searching the internet!  Imagine changing the world without  
 changing your routine. That's what the founders of GoodSearch.com, launched back in 2005,  
 and its new sister site GoodShop.com promise their users. With 60,000 nonprofits benefiting from 
 both sites, its philanthropy made easy in the form of a search engine and online mall of sorts.  

     
 
 
MASCOT, LOGO AND SCHOOL COLORS 
Our school colors are navy and tan.  Our school mascot is the minnow.  The lighthouse is a historic 
figure in the Madisonville area and has been chosen as our school logo.    
 
YEARBOOKS 
Our school has an annual yearbook.  A note will go home with students stating the price and details. 
Purchase of the yearbook is optional. The yearbook is for the benefit of the students and is not a school 
fund raiser.  

Parents and teachers can contribute content to the yearbook staff by uploading photos directly to our 
website for potential use in our yearbook.  You can eshare photos of school field trips, events, parties or 
anything related to our school.  You must provide the information asked for on the site before any photos 
will be considered for the yearbook.  Your child will bring home a flier at the start of school with EASY 
UPLOADING directions. 
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