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Chain Lake Elementary School  

 
Vision 

 

At Chain Lake Elementary we believe in growing every Cheetah, every day in every way. 

 

Mission 

 

The mission of our school community is to provide a safe and nurturing environment that promotes life-long 

learning.  As a community of learners we strive to empower individuals with the skills and attitudes necessary for 

success in a changing and diverse world. 

 

Beliefs 

 

We believe that school should be a memorable experience. Additionally, our staff have the following beliefs:  

 

• We have high expectations for students and ourselves. 

• We create, foster, participate in, and model life-long learning. 

• By working together and communicating (students, families, and staff), we can better meet the needs of 

students. 

• Everyone deserves to be treated with respect in a place they feel secure. 

• We recognize that students learn differently, and will achieve and succeed with instruction that is 

challenging and fun. 
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A MESSAGE FROM THE PRINCIPAL      
 

Welcome to Chain Lake Elementary! We are a vibrant learning community made up of hard 

working students, supportive parents, and highly qualified, caring educators. We serve the needs 

of almost 530 students, ranging from kindergarten through fifth grades.  

 

As part of the Monroe Public Schools, we follow the Monroe Commitment: 

 

Monroe School District’s Commitment to Every Student: 

1. Powerful Instruction:  We will provide the instruction and programs to support all students 

in mastering skills and concepts. We believe in tailoring instruction to meet individual needs. 

2. Equitable Access:  We will provide all students with the time, support and instruction 

needed to meet high standards. We believe in meeting every student at every level to help 

them achieve new heights.  

3. High Expectations:  We will set high expectations for all students, challenging them to do 

their personal best. We believe high expectations results in high student achievement. 

IN THE MONROE SCHOOL DISTRICT, WE VALUE AND FOSTER:  

• The individual strengths and passions of every student  

• The individual needs of every student  

• The necessary innovation to create educational choice  

• The community’s involvement in the learning process  

• The reality that every student must graduate ready for college, career and life  

 

We believe strongly in the three-part educational team of student, family, and educator, and we 

strive to live that each day. Our school is a warm, caring, and respectful place where our students 

are supported and guided toward meeting high academic and social expectations. Students learn 

from a challenging, relevant curriculum that helps them to become curious, active learners while 

also preparing them for their futures.  

 

In order to meet the needs of all of our students, we support a staff of approximately 50 adults.  

Our school offers special education, reading remediation, Excel, speech and language assistance, 

occupational and physical therapy, and group and individual counseling services for students.  

Classroom teachers are responsible for teaching most subject areas.  They work diligently to assure 

that instruction is meaningful, research-based and developmentally appropriate.  Music, physical 

education, and library skills are taught by specialists in those curriculum areas.  Trained and 

experienced personnel called para-educators help students in the Health Room, supervise recesses, 

and facilitate student learning. 

  

We invite you to join our educational team by volunteering or providing input on how we can 

better serve our students and community. Please join us! 

 

Sincerely, 

Jef Lingelbach, Principal  
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GUIDING PRINCIPLES 

I can be a voice and take action for everyone’s success! 

 

Chain Lake Elementary’s Learning Mindset for ALL: 

✓ I BELONG in this learning community. 

✓ I CAN change my abilities through effort. 

✓ I CAN succeed. 

✓ This work has VALUE and PURPOSE for me. 

 

Our School 

“Essentials” 
 

 

 Fostering a Growth Mindset for ALL 

 

 Positive, pro-active relationships with students, staff, and families 

 

 Curricular Coherence-Aligning our Work 

 

 Importance of Academic Press and Culture 

 

 Professional Learning Communities/ High Performing Teams 

 
 

COLLECTIVE COMMITMENTS 

 
These Collective Commitments present core beliefs - our strongest values and highest 

ideals. We pledge to use these Collective Commitment statements as guiding principles 

in all we do that will significantly affect the learning and well-being of students, staff, 

and families. (Evolving statements) 

 
 We accept learning as the fundamental purpose of our school and District and therefore will 

examine all practices in light of their impact on student learning. 

 We are committed to working together to achieve our collective purpose.  

 We cultivate a collaborative culture through development of high-performing teams. 

 We assess our effectiveness on the basis of results rather than intentions.  

 Individuals, teams and our school seek relevant data and information and use that information to 

promote continuous improvement. 
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RIGHTS AND RESPONSIBILITIES 

AS A STUDENT AT 

CHAIN LAKE ELEMENTARY SCHOOL 

 

Every Cheetah has the right to learn, be safe and feel cared for. 

 
 I have the right to be happy and treated with understanding in this school and I have 

the responsibility not to laugh at others or to hurt their feelings. 
 

 I have the right to be safe in this school and I have the responsibility to keep my 
hands and feet to myself. 

 

 I have the right to hear and to be heard in this school and I have the responsibility to 
listen to others and wait my turn to be heard. 

 

 I have the right to learn in this school and to be free to express my feelings, opinions, 
and ideas and I have the responsibility to do the best I can and to respect others’ 
feelings, opinions, and ideas. 

 

 I have the right to quiet times to learn and study in this school and I have the 
responsibility to be respectful of other people’s time. 

 

 I have the right to a reasonable amount of teacher attention and help when needed in 
this school and I have the responsibility not to be demanding of others and to use self-
control. 

 

 I have the right to use materials and property of this school and I have the 
responsibility to respect people and their property and to share what is ours. 

 

 I have the right to be happy and to always be me. 
 

 I have the responsibility to be sure others are happy because of me. 
 

 

 I Am a Cheetah who C.A.R.E.S. 

 

 
 

 

Please review Monroe Public Schools Board Policy Procedure P5387 – Student Rights and Responsibilities for detailed informaton 

http://www.monroewaschools.org/uploaded/Policies_and_Procedures/5000_-_Students/5387pr.pdf?1498244003362 

http://www.monroewaschools.org/uploaded/Policies_and_Procedures/5000_-_Students/5387pr.pdf?1498244003362
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September 2018 

 

 

Safety is one of our district’s top priorities and to help safeguard our school community, we’ve taken an important 

step that I want to share with you.  

 

Our district is using SafeSchools Alert, a tip reporting service that allows students, staff, and parents to submit 

safety concerns to our administration four different ways: 

 

1. Phone: 1-855-4ALERT1, ext. 1003 

2. Text: Text #1003 @tip + your tip to ALERT1 (253781) 

3. Email: 1003@alert1.us 

4. Web: http://1003.alert1.us 

 

You and your child can easily report tips on bullying, harassment, drugs, vandalism or any safety issue you're 

concerned about through SafeSchools Alert. When you submit a tip, be sure to use our district’s identification 

code: 1003 in your communication. 

 

Every tip SafeSchools Alert receives about our district is immediately logged in the system and our administration 

is notified so that they can investigate and take appropriate action. And, tips may also be submitted anonymously 

if you prefer. 
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PURPOSE OF THIS BOOKLET 
 

Welcome to Chain Lake Elementary School!  This handbook was written to provide some 

information about our school.  Please read it carefully and feel free to contact us if you need 

additional information or clarification. 
 

We hope that you will find this information useful.  While not all situations are addressed, the 

ones contained here are basic to the smooth operation of the school.  Please join us in our efforts 

to keep children and adults safe at school. 
 

Working together, we make a positive difference. 
 

Table of Contents 
 

A Message from the Principal       Page 2 

Guiding Principles         Page 3 

Rights and Responsibilities       Page 4 

Safe Schools         Page 5 

Purpose and Table of Contents       Page 6 

Accidents, After School Arrangements & Attendance   Page 7 & 8 

Bullying & Harassment        Page 8, 9 & 10 

Common Area and Other Expectations (Dress Code)   Page 11 & 12 

Communication Process        Page 12 & 13 

Daily Schedule         Page 13 

Drop-Off and Pick-Up Procedures       Page 13 

Discrimination         Page 14, 15 & 16 

Emergency Information & Procedures      Page 16 

Family Access and Field Trips       Page 16                   

Illness & Injury         Page 17 

Items from Home and Lost & Found           Page 17 

Lunches & Breakfast Information      Page 18 

Medication at School & Newsletters      Page 18 

Parent Teacher Association (PTA)      Page 18 

Parent Conferences, Parking, Party Invitations     Page 19 

Pets at School & Placement Procedures       Page 19  

School Closure         Page 19 & 20 

Student Discipline         Page 20 & 21 

Tardiness & Telephone Use       Page 21 

Transportation To and From School      Page 21 

Vacations, Visitors/Volunteers        Page 21 & 22 

Weapons & Withdrawals        Page 22 

  



7 
 

Accidents 

When a child becomes ill or injured at school, he/she is cared for in the Health Room by authorized personnel.  If 

the situation warrants, you are contacted and requested to take the child home.  If parents cannot be reached, the 

person designated by you on the Medical Alert Update (Emergency Contact) form will be contacted to come to 

the office to get your child. 
 

After School Arrangements 
All play dates or after school arrangements should be made prior to school starting.  Students will not be allowed 

to use school telephones or cell phones for this purpose 

 

Attendance 
In compliance with Washington State law, all students are expected to be prompt and regular in school attendance.  

Daily attendance is one of the keys to educational success.  Each subject taught in school requires a student’s 

active and continuous involvement in order to develop the skills and concepts.  Most classroom experiences 

cannot be duplicated on an individual basis.  An absent student loses the experience of lecture, discussion, and 

participation.  The following guidelines are to be followed by students and parents: 
 

 School starts at 8:55 AM and dismisses at 3:25 PM (2:25 PM on Fridays). 

 Call the Attendance Line at 360-804-3101 each day that a student is absent/tardy. Parents may also report 

absences using Family Access.   

 Students should arrive at school on time and attend on a regular basis. Students are to report directly to 

class or to the gym if buying breakfast beginning at 8:40 AM.  Do not drop off students prior to 8:40 AM.  

 Please plan for traffic.  If you are driven to school and arrive after school begins, you will be 

tardy/unexcused after the 8:55 bell, and must be signed into school in the office. 

 Attendance is monitored and notification will be made if attendance/tardy issues arise. 
 

Early Dismissal 

Every effort should be made to schedule student appointments after school.  To assist in getting to an appointment 

in a timely fashion, please bring a note to your child’s teacher the morning of the appointment. The teacher will 

send the note to the office and we will call for your child upon your arrival. The student must be signed out by 

the parent/guardian before leaving campus.  Early departures before noon are considered a half-day absence.   
 

Excused Absences 

Please call our 24-hour Attendance Hotline at 360-804-3101 to excuse an absence. Or you may use Family 

Access.  An excused absence will be limited to illness, family emergency, medical or dental appointments or an 

event sponsored by the school.  In addition, the principal may excuse certain pre-arranged absences.  When a 

parent/guardian calls the Attendance Hotline on the day a student is absent, a note is not necessary when the 

student returns.  Every effort should be made to limit such absences and arrange appointments after school or 

during vacations. 

Late Arrival 

When arriving after 8:55 a.m. at school, the student must come to the office to get a Tardy Pass prior to going to 

the classroom. The student will be marked Tardy. Late arrivals after 9:25 are considered absent for a period. Chain 

Lake has 4 periods a day and 4 absent periods makes one day. 
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Truancy 

Truancy is any absence or accumulation of tardies and/or early dismissals that have not been excused by a 

parent/guardian and/or appropriate school personnel.  This includes leaving class or campus without permission 

and also includes unexcused tardies to class or school.  Truancy is also an issue with too many excused absences, 

to include tardies or early dismissals, and may necessitate a contact with a school official. Monthly reports are 

run and letters mailed home if there is a concern. The BECCA Bill may be invoked.  See on page 4. 
 

Unexcused Absences 

If a student reports to school after an absence without a note or phone call from a parent, it is called truancy.  If it 

is determined that you are unexcused, a phone call will be made home.  Parents will be notified by letter if a 

pattern develops.  Refer to “BECCA BILL” below.   
 

Makeup Work for Excused Absences 

If a student is to be absent for three or more days, parents may arrange to pick up class work by contacting the 

teacher and notifying them of the dates of absences.  Assignments that can be made up will be collected.  Please 

allow 24 hours for this process.  The work is due after the same numbers of days the student was absent unless 

other arrangements have been made. Work may not be made up for unexcused absences. 
  
Vacations 

Vacations, when possible, should be aligned with the school calendar. Please call the office to make arrangements 

if your vacation will be more than 3 days, and consult with the teacher prior to your vacation.  
 

Washington State Laws – BECCA Bill 

The Monroe School District works closely with the juvenile system in cases of chronic student truancy.  As 

required by state law under the provisions of the “Becca Bill” (RCW28A.225.030), the district files a petition for 

civil action when a student has seven (7) unexcused absences in one (1) month or ten (10) unexcused absences 

during the school year.  The court then has the discretion to bring in additional support systems, to levy fines 

against the parents, and to place the student in alternative settings.  The focus of all efforts is to ensure that students 

attend school on a regular basis. 
 

Please review Monroe Public Schools Board Policy Procedure P5386 – Attendance 

http://www.monroewaschools.org/uploaded/Policies_and_Procedures/5000_-_Students/5386pr.pdf?1498243934348  

BULLYING AND HARRASSMENT POLICY 

Harassment, intimidation, or bullying is an intentional electronic, written, verbal or physical act that: 

- Physically harms a student or damages the student’s property; or 

- Has the effect of substantially interfering with a student’s education; or 

- Is so severe, persistent or pervasive that it creates an intimidating or threatening educational 

environment; or 

- Has the effect of substantially disrupting the orderly operation of the school. 

 

Monroe Public Schools is committed to a safe and civil educational environment free from harassment, 

intimidation or bullying for all students, employees, volunteers, and patrons. 

  

School Board Policy 5325 governs this behavior and key parts of this policy are included below: 

Definition:  Harassment, intimidation or bullying means any intentional written, verbal or physical act that: 

 Physically harms a student or damages the student’s property; or 

 Has the effect of substantially interfering with a student’s education; or 

 Is motivated by race, color, religion, ancestry, national origin, gender, sexual orientation, mental 

or physical disability, or distinguishing characteristics in RCW 9A.36.080(3) 

http://www.monroewaschools.org/uploaded/Policies_and_Procedures/5000_-_Students/5386pr.pdf?1498243934348
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Students have access to and are encouraged to fill out a complaint form as well as utilize the P.R.I.D.E. 

program.  Parents are encouraged to call their child’s teacher or principal if issues arise for early intervention, 

and may also report using the Safe Schools system referenced on the first page.  All complaints will be 

investigated. All Volunteers are required to read and acknowledge responsibility for the content of the School 

Board Policy Procedure P5325.  The complete document is available in the Volunteer Packet located at 

https://www.monroe.wednet.edu/community/volunteer 

 

Further helpful information: 

Harassment, intimidation, or bullying is an intentional electronic, written, verbal or physical act that: 

 Physically harms a student or damages the student’s property; or 

 Has the effect of substantially interfering with a student’s education; or 

 Is so severe, persistent or pervasive that it creates an intimidating or threatening educational environment; 

or 

 Has the effect of substantially disrupting the orderly operation of the school. Bullying differs from others 

forms of conflict: 

Other Conflict/Fighting Bullying 

Between friends/equals/peers 

Spontaneous/occasional 

Accidental/not planned  

No serious, lasting harm 

Equal emotional reaction 

Not for domination/control  

Often a sense of remorse 

May try to solve problem 

Not friends/imbalance of power 

Repeated over time 

Intentional 

Physical/emotional harm 

Unequal emotional reaction 

Seeking control/possession 

No remorse-blames target 

No effort to solve problem 

 Please remember that specifics will vary with each incident. 

 Actions on either side of this chart may result in discipline 
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COMMON AREA AND OTHER EXPECTATIONS 
Assemblies 

Assemblies are opportunities to welcome guests to our school and to demonstrate talent and school pride. As a 

guest, please join us in the back of the gym in the chairs provided. This allows our staff members to sit in the 

chairs on the sides of the gym so they may be available to our students. These events should be treated as public 

performances and all appropriate behavior applies: entering quietly, using conversation voices between activities, 

clapping only at appropriate times, and no derogatory noises or remarks.  
 

Campus Boundaries 

Chain Lake Elementary School is a closed campus during the entire instructional day (which includes travel time 

to and from school). Students may be outside on the black top play area and fields during appropriate breaks. The 

bus area and parking lots are off limits unless with a teacher.  All students ride a bus or are picked up/dropped 

off. Anyone visiting campus for any reason must first check in with the office first. 
 

Clothing and Grooming 

Dress Code: The Standardized Dress code is a proactive measure undertaken to help our students stay focused on 

learning, and be free from negative social pressures common to elementary school.  Appearance should be neat 

and clean, and personal hygiene is important.  Students out of compliance will be asked to change by calling home 

or will be loaned clothing from the health clinic. Chronic issues will be handled through disciplinary action if 

necessary. 
 

Students are encouraged to follow a routine to ensure good personal hygiene, including showering, teeth brushing, 

use of deodorant, etc. 

 

“WHAT IS NOT APPROPRIATE DRESS AT SCHOOL” 

 Clothing that is too tight 

 Shorts and skirts that are too short - they should extend past fingertip length  

 Clothing with slogans or symbols that advertise drugs, alcohol, gangs, violence, sex or tobacco or 

clothing with words and pictures symbolizing racism and/or offensive behavior to the learning 

environment 

 Clothing that allows undergarments to be visible 

 Spiked arm or neckbands, or chains of any kind, as well as chains on wallets 

 Worn or tattered clothing 

 Spaghetti straps or baby tanks.  Tank straps must be at least 2” wide at the shoulder and be able to 

remain tucked into pants or skirts so that midriffs remain covered even when arms are raised 

 Low-cut shirts/dresses 

 Short shirts or very low cut pants, no bare midriffs 

 Hats, hoods, or scarves will be allowed in common areas and are allowed at teacher discretion in the 

classroom. 

 Shoes worn by students should in no way inhibit their ability to fully participate in the school 

curriculum, including P.E. and recess activities. Shoes with wheels or heels should not be worn to 

school. 
 

Food, Drinks, Gum 

Consume food and beverages in designated areas at designated times only.  No open beverages are allowed 

beyond the break time or lunchtime. There will be no gum on campus and no drinks in the computer lab at any 

time.  
 

Lunchroom 
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The lunchroom is designed as a place to nourish the body adequately and to socialize with friends in a respectful 

environment.  For this reason, the following is expected behavior: line up and wait patiently and talk quietly while 

buying lunch, be polite to kitchen staff, use appropriate table manners, select a seat and stay there for the duration 

of lunch period (no switching), clean up after yourself, eat in a timely manner, listen for the staff member to 

dismiss you at the end of your lunch.  You may check online with Family Access for your account balance or a 

notice if your account is past due. 
 

Physical   

Students need to be respectful and sensitive to each other’s personal and physical space.  Hands, feet, bodies, and 

objects are kept to self at all times. 
 

Playground 

The purpose of recess is to allow students an opportunity to socialize, exercise, play, and take regular breaks from 

classroom learning.  It is our goal to provide students with as many options and opportunities as possible during 

this time.   Physical and emotional safety are the basis for all expectations.  Students are taught appropriate use 

of school equipment, boundaries, and about kindness and respect towards others.  Students are not allowed to 

bring a toy from home to use at recess unless otherwise indicated.  
 

Property 

Pride in one’s school is a community concern and takes everyone’s effort.  The expectation is that students will 

respect the property of others as well as the school’s property. Each individual is responsible to care for property 

and to clean up after him or herself. Vandalism of school or other people’s personal property will result in 

disciplinary action.  Intervention could include, but is not limited to a parent conference, restitution, suspension, 

or payment. It is the expectation that students do not touch another person or their property without permission.  

Stealing will result in disciplinary action. Intervention could include but is not limited to a parent conference, 

compensation, and/or suspension. 
 

Valuables/Electronic Devices 

To maintain the integrity of the learning environment, the Chain Lake Elementary School staff firmly believes 

that electronic devices, and related items cause interference of the learning process and should be left at home.  

These items should be left at home, or secured in backpack and not seen during school hours. Students who violate 

this policy will have the item confiscated until a parent can pick it up.  This includes music devices, cell phones, 

pagers, and any other devices. CLE is not responsible for lost or stolen items. 

 

COMMUNICATION PROCESS 

Communication is essential for successful relationships and organization success.  To that end, we will use the following 

guidelines for communication.  Questions and feedback are important in the continuous improvement process.  It is 

important that we have this conversation in a respectful, civil manner.  Even when we disagree, it is important that we 

work hard to be role models for our students about how conflicts are resolved in a positive manner. 

1. Contact the staff member directly responsible for the issue you have a concern about.  Share your concerns and 

the facts or views you have. Be as clear as possible about what information you need or what you would like to 

have happen. Your child’s classroom teacher is almost always your first contact. 

2. The school principal or supervisor of the program (such as Transportation) is also a valuable source of 

information.   If you do not know whom to contact, the supervisor or principal can help.  This step is also 

necessary if your concerns were not answered in Step 1. 

3. If you are not satisfied with the answer or proposed solution to your concern at the principal/supervisor level, 

contact the District Office (360/804-2500) to speak with the administrator responsible for that school or program.  

In some circumstances, a formal hearing or review committee exists to review the matter.  In all cases, we will 

review the issue with you and others concerned in the effort to reconcile the concerns and move forward. 
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4. If your concern is about a district-wide matter or about a superintendent-level decision, please contact the 

Superintendent’s Office (360/804-2501). 

5. If you have a question about Board Policy or are not satisfied that the above process has produced a result you can 

accept, the Board of Directors will review your concern.  In some matters, like student discipline, the Board may 

make a decision about the issue. In some cases, the Board of Directors is the final decision making body, while 

some matters may be appealed to other authorities.  Personnel and individual student matters are handled in 

closed sessions with the board. Other matters may be presented to the Board in writing or at their regular 

meetings. 

 

 

DAILY SCHEDULE 

  

Student Arrival Time  8:40-8:55 

Student School Hours  8:55-3:25 

Dismissal on Fridays   2:25 (except during Parent-Teacher Conference and Christmas at 12:55 and   

the last day of school at noon) 

 School Office Hours  8:30 - 4:00  

 

THERE IS NO STUDENT SUPERVISION PRIOR TO 8:40 AM 

STUDENTS NEED TO BE PICKED UP PROMPTLY AT 3:25 PM 

 

DROPOFF and PICK UP PROCEDURES 

At the start and end of the school day our parking lot is very busy.  With some patience, we can all work 

together to make sure we provide a safe environment for our families and guests.   

The cones are on the shoulder of the road and in the driveway to block off approximately two car 

lengths on the shoulder and two just in front of the gate.  Please wait on the shoulder behind the cones 

until the car just in front of the cones in the parking lot pulls forward.  

By leaving this space, you will allow our families to see down Chain Lake road so that they can safely 

exit the parking lot.  Not only does this courtesy enable drivers to see and safely pull out, it speeds up 

the process of getting cars in and out of the lot. 

 

Please stay in your car to drop off and pick up your child. Drive to the loading zone and a staff member 

will assist you. When walking your child to class or dropping by the office, even for a ‘few minutes,’ 

please park in the designated stalls and use the crosswalk. We ask that all drivers and pedestrians be 

extremely careful on school grounds at all times!  Young children do forget to look before running to meet 

a parent.  Please be extra careful when driving on campus!  Following these simple rules will set a good 

example for our children and help to ensure everyone’s safety. 

 

Please park in designated areas PARKING STALLS ONLY.  Never park or load in the bus loading 

zone and do not leave your vehicle parked in the RED ZONE. This area, designated by red curbs, is 

reserved for emergency responders. Vehicles in the red zone or load /unload area must have drivers behind 

the wheel in case of an emergency. No one wants to see a child hurt, but if it happens help must be 

immediate. Blocking the emergency lane at any time (before, during and after school hours) may result in 

towed vehicles and tickets for drivers.  Handicapped zones are available to any vehicle with a Handicap 

designation. 
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DISCRIMINATION 

 

NOTICE OF NON-DISCRIMINATION 

The Monroe School District does not discriminate on the basis of sex, race, creed, religion, color, national origin, 

age, honorably discharged veteran or military status, sexual orientation including gender expression or identity, 

the presence of any sensory, mental, or physical disability, or the use of a trained dog guide or service animal by 

a person with a disability in its programs and activities and provides equal access to the Boy Scouts and other 

designated youth groups. The following employees have been designated to handle questions and complaints of 

alleged discrimination: 

Title IX Coordinator 

Joanne Dickinson: 

200 E Fremont 

Monroe, WA 98272 

360.804.2539 

dickinsonj@monroe.wednet.edu 

Section 504/ADA Coordinator 

David Paratore: 

200 E Fremont 

Monroe, WA 98272 

360.804.2603 

paratored@monroe.wednet.edu 

Compliance Coordinator for 28A.640 and 28A.642 RCW 

Joanne Dickinson: 

200 E Fremont 

Monroe, WA 98272 

360.804.2532 

dickinsonj@monroe.wednet.edu 

The Monroe School District will also take steps to assure that national origin persons who lack English language 

skills can participate in all education programs, services and activities. For information regarding translation 

services or transitional bilingual education programs, contact Ginnie Ayres. 
 

WHAT IS DISCRIMINATION? 

Discrimination is the unfair or unequal treatment of a person or a group because they are part of a defined group, 

known as a protected class.  Discrimination can occur when a person is treated differently, or denied access to 

programs, services or activities because they are part of a protected class.  Discrimination can also occur when a 

school or school district fails to accommodate a student or employee’s disability.  Harassment (based on protected 

class) and sexual harassment can be forms of discrimination when it creates a hostile environment.   
 

What is a Protected Class?  

A protected class is a group of people who share common characteristics and are protected from discrimination 

and harassment by federal and state laws.   Protected classes defined by Washington State Law include: 

 Sex 

 Race/Color 

 Creed/Religion 

 National origin  

 Disability or the use of a trained dog guide or service animal 

 Sexual orientation 

 Gender expression or identity 

 Honorably discharged veteran or military status 
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What should I do if I believe my child is being discriminated against? 

You should report your concerns to your child’s teacher or principal immediately! This will allow the school to 

respond to the situation as soon as possible. 
 

If you cannot meet with the teacher or principal, you can always contact your school district’s main office.   Each 

school district will have someone who is responsible for responding to complaints about discrimination.  

Sometimes this person is called the Title IX Coordinator or for issues related to disability, the Section 504 

Coordinator.   
 

What if I can’t resolve the problem with the school? 

If you cannot resolve your concern, you may wish to file a complaint with the school district.  Anyone can file a 

complaint with the school district.  You can file a formal complaint by writing a letter to your Superintendent that 

describes what happened and why you think it is discrimination.  It is helpful to include what you want the district 

to do. Your letter must be signed.   
 

The employee designated by the district to receive complaints will investigate your allegations and provide the 

superintendent with a written report of the complaint, and the results of the investigation. You and the district 

may also agree to resolve your complaint in lieu of an investigation. 
 

The superintendent will send you a written letter within 30 calendar days which will either deny your allegations 

or describe the reasonable actions the district will take.  The letter will include how to file an appeal with your 

school board if you do not agree with the Superintendent’s decision.    
 

Corrective measures must occur no later than 30 calendar days of the superintendent’s letter. 
 

What if I don’t agree with the superintendent’s decision or no one responds to my letter? 

Your next step is to appeal to the school board.  You can file an appeal by writing a letter to your school board.  

The letter must include the part of the superintendent’s written decision that you would like to appeal and what 

you want the district to do.  Your letter must be filed with the Secretary of your School Board by the 10th calendar 

day after you received the superintendent’s response letter.   
 

The school board will schedule a hearing within 20 calendar days after they receive your appeal letter.  You may 

also all agree on a different date. 
 

What will happen at the hearing? 

You will explain why you disagree with the superintendent's decision.  You may bring witnesses or other 

information that is related to your appeal. 
 

The board will send you a copy of their decision within 10 calendar days after the hearing.  The decision will 

include how to appeal to the Office of Superintendent of Public Instruction if you disagree. 

 

What if I don’t agree with the School Board’s decision? 

You may appeal the school Board’s decision to the Office of Superintendent of Public Instruction (OSPI). 
 

You can file an appeal by writing a letter to the Superintendent of Public Instruction.  The letter must include the 

part of the school board’s decision that you would like to appeal and what you want the district to do. 
 

Your signed letter must be received by OSPI by the 20th calendar day of receiving the school board’s decision.  

It can be hand-delivered or mailed to: 

 
OSPI 

Administrative Resource Services 

P.O. Box 47200 

Olympia, WA  98504-7200 
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Phone (360) 725-6133  
 

OSPI will schedule a hearing with an Administrative Law Judge through the Office of Administrative Hearings 

(OAH).  During this process you will be provided information about the hearing.   

At the hearing you will explain why you disagree with the school board’s decision.  You may bring witnesses or 

other information that is related to your appeal. After the hearing, you will receive a copy of the judge’s decision 

 

EMERGENCY INFORMATION 

All students will bring home an emergency information form at the beginning of the school year.  This information 

is important for your child’s safety. These forms need to be completed each year. 
 

It is vital the school knows where you can be located during the day.  One or two reliable alternate phone numbers 

are also needed in case you cannot be reached.  Please be sure the school office has accurate phone numbers, 

including emergency contacts.  If at any time during the school year you have a change of address or phone, 

please notify the school office right away. 
 

When a child becomes ill or injured at school, he/she is cared for in the Health Room by authorized personnel.  If 

the situation warrants, the home is contacted and parents are requested to take the child home.  If the parent cannot 

be contacted, an emergency contact person is requested to come to the office to pick up the child. 
 

IF THERE IS ANY CHANGE OF EMERGENCY INFORMATION DURING THE SCHOOL YEAR, 

PLEASE INFORM THE SCHOOL OFFICE. 
 

EMERGENCY PROCEDURES 

As part of our curriculum, we instruct students on dealing with emergencies such as fire and earthquakes.  Fire 

Drills and Earthquake Drills are held periodically.  In addition, because of the need to be prepared for all possible 

situations, we practice a school wide lock down procedure.  We practice the “Priority Alert Lockdown” in case 

we have intruders with weapons on campus or in the vicinity of the school.  Parents need to review procedures to 

use if an emergency occurs going to or from school or if an adult is not home when your child arrives home from 

school.  For the safety of all students, we ask all visitors to the school to sign in at the office and to have a visitor’s 

badge on.  Staff members are trained to stop any adult without one and direct or escort them to the office. If you 

have information that could lead to a potential threat to your student or students at school, please contact 911 

immediately and then the school.     

 

FAMILY ACCESS  

Parents and guardians have access to a variety of student information, such as attendance, discipline, grades, food 

service balance and history, vaccinations, and student and family demographics.  With the Family Access web 

portal, you can review your child’s progress with just a “point and click” from your home or office. You may also 

submit your child's absence notifications via the web and review your log-on history.  Because each of our schools 

differ, not all Family Access features will be available at all schools. To sign up for your Family Access password 

and username, visit the web site at www.monroe.wednet.edu 

 

FIELD TRIPS 

Field trips are taken as a regular part of our educational program. A signed parent permission form is required.  

In order to provide adequate supervision, we ask for parent volunteers to accompany classes going on field 

trips.  If you would like to volunteer, please let your child’s teacher know.  All volunteers must have a current 

volunteer packet on file for the current school year. Parents chaperoning field trips must have completed the 

background check paperwork at least 2 full days prior to the date of the field trip. Field trips are an extension of 

http://www.monroe.wednet.edu/
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school; therefore siblings are not permitted on field trips. Also, only adults who are chaperones and have 

completed our volunteer packet are allowed to attend the field trip. 

ILLNESS 

Please keep children who are ill at home.  When children come to school, they are expected to participate in 

all activities.  This includes recess, which is an outdoor activity.   

 

Generally, if a child records a temperature of more than 100.4 degrees or if the child is vomiting or has diarrhea, 

we request that he/she go home or stay home from school. Students should remain at home for at least one full 

day following a fever’s return to normal or after the vomiting or diarrhea subsides. This guideline is set forth by 

the Department of Public Health. Contact your physician if your child is running a high fever, has an earache or 

a draining ear, or a severe sore throat because medication is usually needed. 

 

It is important to keep us informed of any unusual or chronic health conditions.  This information is considered 

confidential and shared only on a need-to-know basis. 

 

We require current emergency contacts so that children who are ill or injured can go home.  While we provide 

bandages, ice packs, and TLC, we are not equipped to treat children who are ill or seriously injured.  Children 

become very distressed when we cannot reach family members who can come to school to comfort them and get 

them proper medical treatment.  Please make sure that all emergency contact numbers are current and local.  

Individuals designated, as emergency contacts should reside within a reasonable distance of school.  It is important 

that children who are ill or injured be picked up promptly. 

 

INJURY 

Students returning to school after a serious injury may be required to have a doctor’s release and a health plan in 

place prior to being readmitted to school, particularly if the student will require special accommodations at school.  

When in doubt, please contact our Health Room at 360.804.3132. 

 

ITEMS FROM HOME 

We do not generally allow students to bring items from home.  Such items can distract from learning.  We try to 

provide necessary play equipment for our students.  Occasionally, we do allow students to bring specific, 

designated items from home as a special treat.  We will always notify you in advance when this happens.   

 

Please do not allow your children to bring items of monetary value to school. These items might include but are 

not limited to jewelry, I-Pods, and electronic games.  If your child brings a cell phone to school it must be 

turned off and stored in their backpacks during ALL school hours.  Any cell phones not stored in this 

manner will be given to the principal and will be held until a parent or legal guardian can pick the phone up in 

person.    

  

Chain Lake Elementary assumes no liability for damaged, lost or stolen items (including money) that are left in 

classrooms, or in the student’s possession. Please label all other belongings (lunch boxes, items of removable 

clothing, etc.). Students should only bring what they need to learn. 

 

LOST AND FOUND 

Please label all items of clothing with your child’s name in an inconspicuous place (inside the coat sleeve is a 

good idea).  We encourage parents to check through the Lost and Found box any time you come by school.  The 
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Lost and Found is located in the hallway beside the gym. Periodically, the Lost and Found is emptied and donated 

to a local charity. Parents will be notified in the school newsletter before this occurs.  

 

LUNCH AND BREAKFAST INFORMATION 

All schools offer nutritionally balanced meals. Meals are prepared by staff at Chartwell’s Food Services.  Menus 

are sent home monthly.  Lunches can be paid for in any monetary denomination.  Payment can be made through 

Family Access at www.monroe.wednet.edu. All monies go directly into your child’s lunch account and when 

he/she goes through the lunch line the cost of the lunch is deducted from his/her account.  Checks may be made 

payable to Chain Lake Elementary School.   

 

You are welcome to join your child for lunch. If you would like to purchase a school meal, please bring 

appropriate cash. 

 

Lunch Prices   

Daily Milk $0.40  

Daily Lunch  $3.00 

Daily Breakfast $1.85  

Daily Adult Lunch $4.25 

 

Families may qualify for Free or Reduced Lunch. You must fill out a new application every year.  If you find 

yourself in need of free or reduced lunch prices at any time during the school year, please drop by the office to 

pick up an application. These applications are kept strictly confidential. 
 

MEDICATION INFORMATION 

Please try to give medication only outside of school hours.  When this is not possible, we require a “Physician’s 

Order for Medication at School” form signed by a parent/guardian and your child’s physician be on file with 

us.  District policy prohibits any medication (aspirin products, analgesics, ointments, etc.) from being in a 

student’s possession at school.  This policy is strictly enforced.  Young children cannot always discriminate 

between appropriate medicine and that to which they might suffer an allergic reaction.  Please comply with this 

requirement as it is directly related to the safety and well-being of all children. 
 

NEWSLETTERS 

Our school newsletter is sent home electronically on a weekly basis. All families that have provided the school 

office with an email address will receive our newsletter electronically. Please let the school office know if you 

would like to receive paper copies of the newsletter. Please make it a habit to review this vital communication 

tool. In addition to the school newsletter, you can expect regular communication from your child’s teacher. 

 

PARENT TEACHER ASSOCIATION (PTA) 

Chain Lake Elementary School is fortunate to have an active and supportive PTA.  We strongly urge all parents 

to join PTA and take an active role whenever possible.  We rely on parent support to enrich students’ learning 

through activities, assemblies, and special purchases.  Please support your child’s school - join PTA! 

 

 

 

 

 

 

http://www.monroe.wednet.edu/
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PARENT/TEACHER CONFERENCES & REPORT CARDS 

Parent-Teacher conferences are scheduled twice each year in the fall for all students and the spring as needed (see 

the district calendar for dates).  You will receive an invitation to meet with your child’s teacher.  This is an 

important way for parents and teachers to get to know each other and work toward your child’s success.   

 

Conferences give parents and teachers the opportunity to discuss the student’s special needs, and interpret his/her 

progress.  Student Report Cards are sent home with students at the end of the trimester. If, at any time, you are 

concerned about your child’s progress please make arrangements to speak with or conference with his/her teacher. 

 

PARKING 

Please park in designated areas.  Never park or load in the bus loading zone and do not leave your vehicle 

parked in the RED ZONE.  This area, designated by red curbs, is reserved for emergency responders.  Vehicles 

in the red zone or load/unload area must have drivers behind the wheel in case of an emergency.  No one wants 

to see a child hurt, but if it happens help must be immediate.  Blocking the emergency lane at any time (before, 

during and after school hours) may result in towed vehicles and tickets for drivers.  Handicapped zones are 

available to any vehicle with a Handicap designation. 

 
 

PARTY INVITATIONS 

Birthday parties are great fun for kids.  However, not being invited to a birthday party can be a negative experience 

for those not receiving an invitation.  In consideration of the feelings of children not receiving invitations, no 

invitations should be handed out at school unless every child in the classroom receives one.  Please check with 

individual teacher for procedures if you plan to invite all students. 

 

PETS AT SCHOOL 

The Monroe School District observes a “No Animals in the Classroom” policy.  This policy means that pets are 

not allowed on our campus at any time.  This includes at parent drop-off and pick up.  Only service animals in 

designated vests will be allowed on campus. It is important that Chain Lake be a safe and secure place for all 

students.  Many children are fearful of animals or can have an allergic reaction.  Service dogs are always 

welcome, but we ask that if you are coming on campus anytime between 8:15 and 4:00 you leave all other 

animals at home. 

 

PLACEMENT PROCEDURES 

Every spring parents and guardians are given an opportunity to provide input about their child’s learning style for 

the next school year.  Requests for specific teachers are not honored.  Information about your child’s special needs 

is always appropriate and helpful, though, and taken into account when placing your child. 

 

SCHOOL CLOSURE 

School buses cannot always manage all regular routes when roads are snow covered or flooded. Listen closely to 

television and radio for school closure or late start information.  Our switchboard becomes overwhelmed 

with calls during closure or late starts.  We need to reserve our telephone lines for emergency use but we 

need your cooperation to do so.  Your help is appreciated. If it is necessary to close schools or run on limited 

school bus schedules for any reason, information will be broadcast on local radio and television stations (AM 
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Stations--KING-1090, KOMO-1000, KIRO-710, KMPS-1300 & FM Stations--KPLU-88.5, KMPS-94 & TV 

Station--KOMO 4, KING 5). 

 

Schools will always be open unless a Monroe School District #103 school closure announcement is made by TV 

or radio stations.  

 

Families can check school schedules anytime by calling the 24-hour Hotline at 360-804-2950.  This information 

is also posted on the district’s website at www.monroe.wednet.eduwww.monroe.wednet.edu by clicking on the 

link to Inclement Weather/Transportation changes.  Monroe Public Schools is a member of an area-wide 

emergency network that also advises local TV and radio stations of school schedule changes or limited bus routes. 

 

There are four types of weather/emergency related information broadcast by media in relationship to schools.  

They are: 

 

CLOSED - All schools are closed.  All school activities, meetings, sports, etc. are canceled. 

 

LIMITED TRANSPORTATION - Schools are open but school bus transportation is limited.  Drivers 

will let students know which routes are available and safe.  Some routes will be judged not safe for buses 

and bypassed.  Contact the school district bus garage, 360.804.2650 or 360.804.2653, for more specific 

information prior to a limited transportation situation. 

 

SCHOOL OPEN - NO TRANSPORTATION - Parents are responsible for getting children to and from 

school.  Schools are open during regular hours although accommodations are made for children who arrive 

late. 

 

SCHOOL OPEN - LATE START - School will be open but children are to arrive at a later, specified 

time.  There is no supervision prior to the announced starting time of school.  Children may not arrive 

early with the expectation of remaining at school until it opens. 

 

STUDENT DISCIPLINE 

 
Our goal is to maintain a safe and respectful environment for children and adults.    We expect that each individual 

will act in a way that respects the rights of other individuals.  Consequences for students who break one or more 

school rules will be based upon the choices students make and the impact such choices have on others. The goal 

of such consequences will always to be to help students learn. 

 

The Monroe School District sends home a pamphlet defining student rights and responsibilities.  We comply with 

the policies and procedures established by the Board of Directors of the Monroe School District as explained in 

this pamphlet.  The pamphlet is distributed to all families at the beginning of each school year.  Please contact 

our office if you do not receive a copy.    
 

One key aspect of effective discipline is the cooperation between you and school personnel.  Please ask before 

making a judgment regarding what occurred at school.  Sometimes our perspective differs from that of students.  

Let’s seek to first understand as adults before reaching a judgment based on what our children tell us.  We will 

always respond to questions and seek support and insights from you.  Please do the same for us.  This will assist 

children in succeeding at school. 

 
Please review Monroe Public Schools Board Policy Procedure P5387 – Student Rights and Responsibilities for detailed informaton 

http://www.monroewaschools.org/uploaded/Policies_and_Procedures/5000_-_Students/5387pr.pdf?1498244003362 

http://www.monroewaschools.org/uploaded/Policies_and_Procedures/5000_-_Students/5387pr.pdf?1498244003362
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TARDINESS 

Tardiness interferes with individual progress and classroom procedures.  Students that arrive at school after 8:55 

are to report to the office to receive a class admission slip.  Parents will be contacted if chronic tardiness begins 

to disrupt the educational program 

 

Students that are signed out of school during the school day (picked up early) are considered absent and their 

attendance record will reflect the absence.  It is not necessary to call the office prior to picking up your student. 

Students will not be called from their classroom until the parent arrives on campus. 

 

Attendance letters are triggered when a student has been tardy 25% or greater in a calendar month or has 25% or 

greater absences in a calendar month.  These letters are for your information only.  If a student shows a pattern of 

poor attendance through excessive tardiness, our principal or her designee will call to set up an appointment to 

offer any services that the school may be able to provide.  Your child’s attendance record is available any time 

on Family Access at www.monroe.wednet.edu. You may request, in writing, a copy of your child’s attendance 

for review at any time.  Please send a request to the office and the report will be returned to you via your student. 

 

TELEPHONES 

The telephone may be used by students on an emergency basis only. Teachers and office personnel will determine 

the validity of the emergency. Students may only make emergency phone calls from the school office. 

 

TRANSPORTATION TO AND FROM SCHOOL 

Students are expected to follow their normal routine to and from school.  If, for some reason, your child needs 

to ride a different bus for a day, or get off at a different stop, or get picked up by someone, we require that 

the student have a written note from home giving permission for the change.  The note should include your 

child’s first and last name, the teacher’s name, the first and last name of the student or parent your child will be 

going with, and/or the number of the bus he/she will be riding. Upon receiving written permission, office 

personnel will issue a pass.  This pass must be given to the bus driver upon boarding the bus.  Any student who 

does not have a pass will be expected to ride his or her regular bus or follow his or her regular routine. 

 

We rely on our school bus drivers to deliver children safely to school and then home.  Drivers count on our 

cooperation, support, and understanding to help keep children safe while riding the school bus.  Safe riding rules 

will be shared with all students.  Students who choose to break those rules are issued a “Bus Conduct Referral.”  

Copies of referrals are given to parents and the principal.  A student who chooses not to change behaviors that 

interfere with the safety of other children on the bus may have riding privileges suspended.  Acts of violence 

against others, foul language, harassment, cruel teasing, or failure to listen and respond to the driver’s 

directions may constitute reason for removal of bus riding privileges.  If you have questions, we encourage 

you to contact the Transportation Department (804-2651).  We must work together if we want to keep our children 

safe.  Please join us in our efforts. 

 

VACATIONS DURING THE SCHOOL YEAR 

We recognize that occasionally family obligations and unique opportunities may require that a student be absent 

from school.  Parents/guardians may arrange for excused absences for a trip, provided that the parent/guardian 

shall arrange with the teacher and principal in advance for such absences.  Teachers may or may not provide work 

for a student to complete during the vacation. 

http://www.monroe.wednet.edu/
http://www.monroe.wednet.edu/
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VISITORS/VOLUNTEERS 

Volunteers are required to complete a new Volunteer Background Check Form each school year. All volunteer 

forms must be processed prior to helping at school.  All volunteers/classroom helpers are required to check 

in and out at the school office.  This practice is for the security and safety of all students. We welcome parents 

and guardians into our school.  Please check into the front office as soon as you arrive to receive a visitor’s pass.  

Students are not allowed to bring guests from other schools or areas to their classes.   
 

The Monroe Public Schools requires that any school volunteer who works with students on a regular basis or 

attends a field trip must complete a Volunteers Information and Screening Packet annually.  These packets are 

available at www.monroe.wednet.edu. Please contact the Main Office if you have questions regarding this 

procedure.  
 

Adult Visitation/Observation of Classrooms 

We encourage and appreciate family involvement in our school.  Occasionally, parents ask to observe their child’s 

teacher providing instruction.  All observations of classrooms are scheduled with the principal/designee through 

our building’s lead secretary.  As per School Board Procedure 9470, if the visitor wishes to observe a classroom, 

the time shall be arranged after the principal and teacher have conferred and set an agreed-upon time for the 

observation.  If the purpose of the classroom visitation is to observe learning and teaching activities, the visitor 

may be asked to confer with the principal/teacher before or after the observation to enhance understanding of the 

activities.  Generally, observations are no longer than 20 minutes, but may last up to one hour.  Both first and last 

months of the school year are particularly awkward times to observe in the classroom.  Please let your child’s 

principal know if you have questions about how to schedule a classroom observation or whenever you have 

questions or concerns. 

 

Student Visitors 

Occasionally, we are asked to allow students not enrolled in our school to visit.  Generally, for reasons of safety 

and respect for teachers, we ask that other students not come to school.  Exceptions to this rule need to be cleared 

with your child’s teacher as well as the principal. 

 

WEAPONS 

Chain Lake Elementary is a “Gun Free Zone.”  For the safety of all, students are not allowed to bring any 

gun/weapon on school district property at any time, for any reason, as described by State law [RCW 99.41.280]. 

Washington Administrative Code (WAC), Chapter 180-40 mandates that students bringing weapons on to school 

property be expelled for one school year.  Toy weapons are often mistaken for real and therefore are also not 

allowed and bringing one may result in disciplinary action.  Please be sure your child understands the seriousness 

of this rule.  Keep all toy weapons at home.  

 

WITHDRAWALS/TRANSFERS 

When students withdraw or transfer to another school we ask that you notify us in advance when possible. If you 

are moving from our school service area, please come to the office to sign a withdrawal form.    We will check to 

see that all books are returned, fees paid, and records complete.  Student records are forwarded only by written 

request of the school to which the student is transferring.  Copies of records can be provided if adequate notice is 

given to office staff. Immunization records will be available upon request from the school office.  If you do not 

officially withdraw your student your child is considered absent and may fall into the truant category.  It is 

important to contact and register at your child’s new school right away. 

http://www.monroe.wednet.edu/

