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WELCOME 

 
Dear Shaffer Families: 
 
Welcome to Shaffer Elementary School!   We look forward to an exciting and successful 
school year. This handbook not only contains information specific to primary, intermediate, middle 
school students, but also contains guidelines for student behavior.  The contents of this handbook should 
provide information regarding policies, practices and procedures of the Shaffer Union Elementary School 
District.  
 
The faculty/staff all extend to you an invitation to visit your child’s classroom, eat lunch with your child, 
engage in your child’s education and become an active volunteer at your child’s school. Should you have 
any questions concerning the contents of this handbook, you are encouraged to call our staff. 
 
After carefully reading the handbook, please indicate so, by completing the online form.  
 
With care, 
 
Joshua Blackburn 
Superintendent/Principal 
 
 

                                                          
 
 

 
Vision Statement 

 
Graduates of Shaffer Elementary School will be 
 

• Prepared for the 21st Century 
• Creative Thinkers 
• Effective Communicators 
• Collaborative Workers 
• People of Integrity 
• Academically and Technologically Proficient 
• Able to Identify, Assess, Integrate and Analyze 

 Information in order to Problem Solve 
 

 
 

SHAFFER ELEMENTARY:  RIGHTS AND REPSONSIBILITIES 
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Student Rights 
 
1. You have the right to a safe school.  This means that your school should provide safe and clean 

classrooms, equipment and rules to insure your safety in school. 
 
2. You have the right to be respected and treated with kindness at school.  This means that others 

should not laugh at you or hurt your feelings.  No one is to embarrass you in front of others. 
 
3. You have the right to be an individual at school.  This means you should be treated fairly whether 

you are tall or short, boy or girl, dress or talk differently or if it takes you a little longer to get the 
right answer. 

 
4.  You have the right to work without being bothered.  This means others should not bother you as 

you work on your studies. 
 
5. You have the right to express yourself.  This means that you may talk freely about your ideas and 

feelings when appropriate in the educational process. 
 
6. You have a right to tell your side of the story.  This means that you may tell your side of the story 

when accused of breaking a rule.   
 
 

Student Responsibilities 
 

1. You have a responsibility to come to school.  This means that you come to school unless you are 
sick or excused. 

 
2. You have a responsibility to practice good personal cleanliness.  This means that you come to 

school clean. 
 
3. You have a responsibility to take care of property.  This means that you take care of school 

property and respect the property of others. 
 
4. You have a responsibility to obey school rules.  This means following all playground, hallway, 

bus, cafeteria, library and classroom rules. 
 
5. You have a responsibility to complete your classroom assignments.  This means you do your best 

with your class work and homework assignments.  Hand them in on time. 
 
6. You have the responsibility to take messages home.  This means that it is important for you to take 

all school messages to your parents or guardians.  
 
7. You have a responsibility to help make school a good place to be.   
 
 
 
 
 

Shaffer Elementary Rights and Responsibilities 
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Shaffer School implements the PBIS (Positive Behavior and Intervention Supports) discipline 
frameworks.  The expectations of Shaffer School is to demonstrate Shaffer Pride by following the 3 B’s: 
Be Safe, Be Kind, and Be Responsible.     
 
The governing board of any school district shall prescribe rules consistent with law or with the rules 
prescribed by the State Board of Education for the government and discipline of the schools under its 
jurisdiction. 
 
Rules and regulations are established to maintain an atmosphere conducive to learning.  All pupils shall 
comply with the regulations, pursue the required course of study and abide by the authority of school 
staff. 
 
Rights of Administrators: 

1. To hold pupils to strict accountability for any disorderly conduct in school or on their way 
to and from school. 

2. To take appropriate action in dealing with students guilty of misconduct. 
3. Recommend suspension, exemption, exclusion and/or expulsion as the situation demands. 

 
 
Responsibilities of Administrators: 

1. To provide leadership that will establish, encourage, and promote good teaching and 
effective learning. 

2. To establish, publicize, and enforce school rules that facilitate effective learning and 
promote attitudes and habits of good citizenship among the students. 

3. To request assistance in matters concerning serious instructional, behavioral, emotional, 
health, or attendance problems. 

4. To grant access to pupil records by parent/guardian or others with proper authorization. 
 
Rights of Pupils: 

1. To remain enrolled in school until removed under due process conditions as specified in 
the Education Code. 

2. To have access to records upon reaching the age of sixteen. 
3. To be informed of school rules and procedures. 
4. To seek help for problems, from parent/guardian or appropriate school staff. 

 
Responsibilities of Pupils: 
 

1. To follow the Shaffer Pride Expectations: Be Safe, Be Kind, and Be Responsible. 
2. To attend classes regularly and on time. 
3. To respect the rights of school personnel and other students. 
4. To prepare for class with appropriate materials and work. 

 
Rights of Teachers: 

1. To expect students to behave in a manner conducive to the Shaffer Pride expectations: Be 
Safe, Be Kind, and Be Responsible. 

2. To have parental support related to academic and social progress of students. 
3. To expect students to put forth effort and participate in class in order to learn the presented 

material. 
 
Responsibilities of Teachers: 
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1. Informing parents through report cards, phone calls and conferences about the academic 
progress, school citizenship, and general behavior of the children. 

2. Conduct a well-planned and effective program. 
3. Initiating and enforcing a set of classroom regulations consistent with school and district 

policies, the Shaffer Pride expectations: Be Safe, Be Kind, and Be Responsible. 
4. Notify parents within one week if a student is failing in any subject area. 

 
Rights of Parents: 

1. To be informed of district policy and school rules and procedures  
 related to their children. 

2. To be informed of fall facts and school action related to their children. 
3. To inspect their child’s record with the assistance of a certified staff  

 member for proper explanation. 
 
 
Responsibilities of Parents: 

1. To visit school periodically and to participate in conferences with teachers or counselors 
on the academic and behavioral status of their children. 

2. Provide supportive action by making sure that children have enough sleep, adequate 
nutrition, and appropriate clothing before coming to school. 

3. To be familiar with district policies and school rules and procedures. 
4. School related problems encountered by parents can be resolved by contacting the teacher, 

principal, superintendent, and school board. 
 
Rights of Instructional Assistants: 

1. To expect students to behave in a manner which is conducive to the Shaffer Pride 
expectations: Be Safe, Be Kind, Be Responsible.  

2. To have support from certificated staff and administration; 
3. To expect students to cooperate and participate in instructional activities. 

 
Responsibilities of Instructional Assistants: 

1. To assist in providing instruction to individual and small groups of students in an assigned 
learning environment; 

2. To reinforce instruction in academic, artistic and physical skills. 
 
 
The behavior expected from students at school is a combination of common sense and safety 
considerations and is conducive to the Shaffer Pride expectations: Be Safe, Be Kind, and Be Responsible. 
 
 
 
 
 
 
 
 
 
 
 
 
DAILY SCHEDULE 
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Office Hours: 
7:30 a.m.    Office Opens 
4:00 p.m.    Office Closes 
 
All Grades - TK through 8th grade 
7:00 am    Before School Program Begins 
7:45 am    Before School Play TK-2 Play Structure, 3-8 Blacktop 
8:15 a.m.    School Start 
3:00 p.m.    School Dismissal 
3:00 p.m.    After School Program Begins 
 
Recess Schedule: 
9:45 a.m. – 10:00 a.m.  TK/K 
10:00 a.m. – 10:15 a.m.  Grades 1st-4th Recess 
10:30-10:45 am 5th-8th   Recess 
 
Lunch Schedule 
Tk/K         11:30 a.m.- 12:00p.m. Recess     12:00p.m.- 12:30 p.m. Lunch   
1st-4th        11:30 a.m. - 12:00 p.m. Lunch     12:00p.m.-12:30 p.m. 1st- 4th recess 
5th- 8th       12:30 p.m.  -1: 15 p.m. Lunch/Recess 
 
ARRIVAL AND DISMISSAL 
Supervision provided beginning at 7:00 a.m.; students shall not arrive at school before that time.  Students 
need to leave for home promptly after being dismissed unless they are riders on the second bus route 
and/or will be participating in the After School Club. After School Club ends at 3:30 p.m. Students must 
check in daily with the after school supervisor. There are a variety of after school activities throughout the 
year and parent permission slips are required for participation. 
 

PLAYGROUND SUPERVISION                            
School staff will supervise the students beginning at 7:00 a.m.-7:30 a.m. during our Before School 
Program. Adults will supervise students on play areas during regularly scheduled breaks and any time 
students are in play areas. The playgrounds are not supervised after school unless students are part of the 
After School Program and students are expected to leave for home immediately following dismissal if not 
participating.   
 
ABSENCES / ATTENDANCE 
Attendance in school is essential to the success for your child’s education.  Schools do not receive credit from the state for 
ANY absences, excused nor unexcused.   
 
Education Code 48200 requires compulsory daily school attendance for students 6 to 18 years of age.  Allowable excuses 
include:  

1.  Personal Illness 
2.  Funeral services for student’s immediate family 
3.  Medical, dental and optometry services for student 
4.  Court appearance by the student  
5.  Student caring for own ill child 
6.  Quarantine of student or student’s family 
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The parent/guardian of the student must send a note and/or phone the school to clear any of these excusable absences. In 
addition, after the 5th absence in a school year a doctor’s note will be required for every absence therein. All absences not 
cleared within three days will be considered truancies. Failure to excuse the absence results in a recorded truancy on the 
student’s record and notification to the Lassen County Probation Department’s Truancy Officer.  Habitual Truants will be 
referred to the Review Board (SARB) and can result in a referral to the District Attorney’s office for prosecution.  This will be 
addressed as a serious matter. 
 
Unexcused absences include but are not limited to:  

• Going shopping  
• Student’s birthday 
• Visiting relatives 
• Oversleeping 
• Family moving 
• Minor illness 
• Excessive absences and tardiness 
• Child care by the student at home for the custodial parent 

 
MAKE-UP WORK 
The student’s teacher will provide make-up work for excused absences. Students or their parents shall request make-up work 
immediately upon the student’s return to school.  If the dates of a student’s absences are known in advance, the teacher should 
be notified and planned assignments may be given. Pupils shall be permitted to complete all assignments and tests--or 
reasonable substitutes for such assignments and tests--for all excused absences. Students will be given the equivalent days to 
make up this assigned work (1 day absence = 1 day to turn in missed assignments). Make-up privileges may be denied for 
pupils who have unexcused absences.  Such unexcused absences may be reflected in the pupil's final grade. 
 
INDEPENDENT STUDY 
If you know in advance that your child will be out of town for five or more days, please advise the teacher so that an 
Independent Study Packet can be prepared for your child. Several days lead time is necessary for a teacher to prepare an 
Independent Study Packet.  To receive full credit all work must be completed and turned into the student’s teacher. 
 
TARDIES 
Prompt arrival at school is expected of all students and crucial for a student’s academic success. Any absence after school has 
started is considered tardy and will be marked tardy on the attendance roster.  Any student arriving after their start time should 
come to the office for an admit slip.  In severe cases, tardiness may be regarded as truancy and result in corrective measures as 
necessary. 
 
SIGNING STUDENTS OUT 
Parents taking students from school before the end of the day must sign them out in the District Office.  IF SOMEONE, 
OTHER THAN THE PARENT/GUARDIAN COMES TO PICK UP A STUDENT, WE WILL NOT RELEASE THE 
STUDENT UNLESS WE HAVE A SIGNED NOTE FROM THE PARENT/GUARDIAN.   Telephone notification can be 
accepted “in a pinch”.    
 
CUSTODY 
In most cases, natural parents shall be given reasonable access to their children at school and to their children’s school records. 
It shall be the responsibility of a custodial parent who has a court order restricting the rights of the other parent to access a 
child or the child’s official school records to provide the school with a current copy of that court order.  In cases of 
guardianship, the legal guardian shall be responsible to notify school officials of the conditions of the guardianship and to 
provide school officials with all pertinent written documentations or changes. 
 
DOCTOR AND DENTIST APPOINTMENTS 
Parents are expected to make every effort to schedule doctor and dentist appointments for students outside of school hours. 
However, when this is not possible, students will be excused for these special appointments with proper notification to the 
office. 

 
 
 
 
ADMISSION 
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TK 
A child who has their fifth birthday between September 2nd and February 2nd of the school year shall be eligible for enrollment 
in TK at the beginning of that school year or at any later time in the same year. (Education Code 48000) 
 
K 
A child who will reach the age of five on or before September 1 of the school year shall be eligible for enrollment in 
kindergarten at the beginning of that school year or at any later time in the same year. (Education Code 48000) 
 
1st 
A child who will have reached the age of six years on or before September 1 of the current school year shall be eligible for 
enrollment in the first grade. (Education Code 48010) 
 
 
Registration will only be completed by verification of age with a birth certificate and with a completed immunization record.  
No shots = no school.  A physical examination is required when a student enters school for the first time. 
 
 
 

 IMMUNIZATIONS  
 
 State Law requires that every student who is admitted to a public school must have evidence of a successful vaccination for 
diphtheria, tetanus, whooping cough, polio, Hepatitis B and varicella (chicken pox). Also required are a rubella/rubella 
vaccination and a tuberculin skin test. T-Dap immunizations are required for a student entering grade 7. 
 
 
EMERGENCY INFORMATION 
 
In case of emergency, each student is required to have on file at the school office the following information: 
 
1. Parent(s) or guardian(s) names(s) 
2. Complete and up-to-date address. 
3. Home phone and parent(s) work phone. 
4. Emergency phone number of friend or relative. 
5. Physician’s name and phone. 
6. Medical alert information 
 
       
     
 
CHANGE OF ADDRESS/TELEPHONE 
It is very important that every student maintain an up-do-date address and phone numbers at the school office. Notify the 
school immediately if you have a change of address or phone numbers during the school year. 
 
WE NEED TO KNOW WHEN: 
 
 Your child wishes to bring an animal to school. 
 You wish to bring treats to school.  Due to health guidelines, treats must be purchased pre-packaged. 
 Something has happened that may be emotionally upsetting to your child. 
 Your child is on medication. 
 Your child has a health issue. 
 There is a change in custody. 
 When you have a compliment to share! 
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WITHDRAWALS 
An application for withdrawal should be completed by parents of any student who is withdrawing during the school year. 
Teachers and staff will summarize the student’s progress and prepare the student’s file for forwarding to their next school of 
enrollment. 
 
 
 
 
RELEASE OF RECORDS 
The school will maintain cumulative records on all students. Information included in these records may not be released without 
written parental consent except under two circumstances: 1) a transcript of student records will be forwarded to another school 
when a student transfers, and 2) a transcript will be sent when a student applies for admission or for a scholarship to a post-
secondary school.  
 
 
VISITORS 
All visitors are required to report to the school office upon entering the campus. Parents are welcome and are encouraged to 
visit the school. We are proud of the educational program being offered at Shaffer Elementary School.  People are always 
welcome to visit the school and observe in the classroom.  When coming on school grounds, you must first report to the office, 
state your purpose for being at school, sign in and receive a visitor’s badge.  While observing or helping in the classroom, the 
teacher will continue to carry on with the planned instructional activities. It is pertinent that you not attempt to engage the 
teacher in a parent conference and that you not bring young children and infants with you unless you previously made 
arrangements with the classroom teacher.  
 
 
CANCELLATION OF SCHOOL 
Cancellation of school takes place only during circumstances such as extreme weather, equipment failure, or public crisis. The 
school board and administrators are aware of the hardship which can be caused by an abrupt cancellation under such 
circumstances parents/guardians may be notified via an automated phone dialing system 
Therefore, school will not be cancelled unless a significant safety risk has been created by unusual circumstances. 
 
An emergency may arise in our school where we would be forced to release our students early. Emergencies may include 
excessive snow, flooding, and a lack of electricity or water.  
 
In an emergency, all students will be sent home. It may be impossible to contact all parents/guardians.  Please help us in this 
situation by setting up an emergency plan with your children. Emergency announcements will be released to local radio 
stations, Facebook, and an all call will go out.  

           
 
ATHLETIC AND OTHER EXTRACURRICULAR ACTIVITIES: ELIGIBILITY 
All students are encouraged to participate regardless of their skill level or experience. A student must have approved adult 
supervision if they remain to watch an afterschool activity.  The designated adult must be present before the school buses leave 
or the student will be placed on the bus to go home. 
 
If a student is involved in a sport or other extracurricular activity in school, they must maintain a 2.0 grade point average (“C”) 
with no more than one “D” grade and no failing (“F”) grades allowed in this average. Eligibility will be checked at the 
beginning and middle of each season.  If a student is disqualified they will be placed on academic probation for two weeks.  At 
the end of the two weeks eligibility will be checked again.  The student will not be allowed to participate the remainder of that 
season if the grades have not been brought up.   
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Students who receive in school suspension or out of school suspension for misbehavior will not participate in extra-curricular 
or sporting events during their suspension period.  
 
 

 
 
 
 
 
 
 
 
 
 

SHAFFER ELEMENTARY SCHOOL 
GENERAL STUDENT EXPECTATIONS 

 
Settings Be Safe Be Kind Be Responsible 
Hallways/Sidewalks 

 

● We walk at all times 
● We stay on sidewalks 
● We keep hands, feet, and 

other objects to ourselves 

● We stay quiet so other 
can learn 

● We wait for directions 
before leaving an area 

● We walk the shortest 
distance in the hallway 

● We are punctual 
 

Cafeteria 

 

● We walk at all times 
● We sit with our feet on 

the floor 
● We use a quiet voice 
● We follow adult 

directions 
● We wait calmly to be 

dismissed 

● We use good table 
manners 

● We keep our hands off of 
others’ food/trays 

● We remove our hats upon 
entering  

● We clean up after 
ourselves 

● We do not take food out 
of the cafeteria 
 
 

Classroom 
Library 
Computer Lab 
Office 
 

 

● We walk at all times 
● We keep hands, feet, and 

other objects to 
ourselves 

● We sit with our feet on 
the floor 

● We follow teacher 
directions 

● We ONLY use cell phones 
with a teacher’s direction 

● We show respect for our 
own possessions, the 
possessions of others and 
school property 

● We share materials, 
classroom resources, and 
equipment 

● We show tolerance and 
acceptance for ourselves 
and others 

● We remove our hats 
upon entering 

● We are  punctual  
● We complete 

assignments on time 
● We are self-motivated 
● We are self-directed 

problem solvers 
● We accept responsibility 

and consequences for 
our own decisions and 
actions 

● We use break times for 
personal needs 

Bus 
 

 

● We remain seated 
● We speak quietly 
● We keep aisles clear 
● We keep hands, feet, and 

other objects to ourselves 

● We obey the directions of 
the bus driver 

● We respect the property 
of others 

● We behave in a polite, 
courteous, and safe 
manner 

● We never write on or 
damage the bus in any 
way 

● We take belongings and 
trash off the bus when we 
disembark 

 

Restrooms 

 

● We walk at all times 
● We keep water in the 

sink 
● We wash our hands 

before leaving 

● We give others privacy 
● We stay quiet 
● We take turns at the sink 

● We flush the toilet/urinal 
● We throw away our trash 
● We return to class 

promptly 
● We help keep the 

restroom clean 

Playground/Blacktop 
 

● We stay within 
boundaries 

● We keep our hands and 

● We Include everyone in 
games 

● We respect other games  

● We place all litter and 
trash in garbage cans 

● We demonstrate good 
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feet to ourselves 
● We report injuries 

immediately  
● We run only in 

designated running areas 
● We follow adult 

directions 

● We use playground 
equipment properly  

● We show good 
sportsmanship 

● We share and take turns 

choice of problem-
solving skills 

● We line up/go to class 
when the whistle blows 

Assembly 

 

● We enter/exit quietly  
● We use chairs and 

benches appropriately 

● We are quiet and listen 
respectfully to the 
presenter  

● We applaud appropriately 

● We are aware of our 
surroundings and stay 
with our class 

 
 
BUS TRANSPORTATION 
 
If your child is to ride the bus with another student, please make sure to send a note.  We cannot let students ride 
without it.   
 
Riding the bus is a privilege.  Please remember that bus transportation is a free service to families in our district.  Many school 
districts in California are opting to charge for transportation with the California budget cuts.  
 
When an office referral is issued from the bus driver your child may be suspended the student from the bus service.  If the 
referral is given under aggravated circumstances, the student will be suspended from service pending a conference with the 
parents, driver, and the principal.  Shaffer School contracts with Lassen High School Transportation for our school bus service.  
Following 5 CCR 14103 (Authority of the Driver):  Continued disorderly conduct or persistent refusal to submit to the 
authority of the driver shall be sufficient reason for a pupil to be denied transportation.   
 
As long as the bus driver can see the student, they are still considered in school.  Our main concern is your child’s safety.  If 
you have any questions, please speak with the bus driver or contact the school office 
 
Every effort is made to ensure that students are picked up and dropped off on time.  If there is a delay in the bus schedule, 
please contact the school for more information 

 
 

CAMPUS OFF-LIMIT AREAS 
Our school is maintained and operated for the benefit of our students. However, common sense and safety considerations dictate the 
designation of a few off-limit areas where students are not allowed. These areas include, but are not limited to, the parking lot, 
storage areas, inner office, teacher’s lounge, kitchen, maintenance area, and the trash collection areas. Students are expected to 
cooperate and play only in supervised areas. 
 
 
CELL PHONES and Electronic Devices  
Students must have a signed, updated valid cell phone/electronic device contract in the office, signed by the student, the parent/ 
guardian and the superintendent/principal annually to possess a cell phone/ electronic device while on campus.  The parent/guardian 
must request the contract and sign it in front of a school administrator or administrative designee. 
 
Students are to keep their cell phones/electronic device in their backpacks riding on the bus to school and the ride home.  As 
students enter their class first thing in the morning they will deposit their cell phones location designated by the teacher and will 
remain their the duration of the school day.  When returned at the end of the school day they will place the cell phone/electronic 
device back into their backpacks until after they have gotten off the school bus.  School staff may confiscate any cell 
phone/electronic device in a student’s possession 1) without a signed contract on file, 2) for inappropriate use or 3) having it out 
during the school day.  Students are expected and required to follow the guidelines outlined on the cell phone/electronic device 
contract. 
 
Confiscated phones will be returned only to the student’s parent/guardian. Consequences for violations are laid out in the 
Progressive Disciplinary Dispositions Matrix. 
 
GUM/CANDY/DRINKS 
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Candy is only allowed to be eaten in the cafeteria during lunch or in the classrooms with teacher’s permission. Candy is not to be 
brought to school unless it is a special event. Gum is not allowed on campus. Students are expected to comply with this policy and 
will  lose privileges if this rule is violated repeatedly. Sodas (soft drinks) and Energy drinks are also prohibited on school campus.  
If students have these drinks they will be confiscated and only returned to parents if unopened.  Students are expected to comply 
with this policy and may be suspended or lose privileges if this rule is violated repeatedly. 
 
SELLING/TRADING: 
Students are not allowed to sell or trade candy, gum or other items other than for a school sponsored project. 
 
CAMPUS BEAUTIFICATION 
Our school campus is one of the most attractive in our area. Let’s work together to keep it clean! Please, put litter in its place. 

 
 
LOITERING 
Students should leave school and school grounds promptly after classes or activities are dismissed. Unnecessary hanging around 
before school, between classes, or after school is forbidden. Non-students are not permitted on campus at any time unless they have 
been approved and registered as official guests in the main office. 
 
LEAVING CAMPUS 
Students are not allowed to leave the school campus during school hours or during before/after school club for any reason without 
the knowledge and consent of the Superintendent/Principal. 

 
CHEATING 
Cheating is a serious compromise of a student’s integrity and will not be tolerated. Consequences for cheating are at the discretion 
of staff and administration will result in a failing mark. 
 
BULLYING: 
Bullying can take many forms, either physical or verbal. Students should be free from continuous unwanted remarks/comments to 
or about themselves or their family. They should be free from physical attacks, continuous requests for favors or personal items, 
etc. Bullying should be reported to the superintendent or his designee. 
 
ALCOHOL, DRUGS and/or TOBACCO 
The possession, sale, or use of alcohol, drugs, and/or tobacco on the school campus or buses, is strictly forbidden. This is in 
compliance with the state law and Shaffer School District policy. 

 
DRESS CODE EXPECTIONS 
Dress Code guidelines are designed to promote a standard of appearance that complements the learning environment and prepares 
pupils for the workplace.  Extreme or ostentatious apparel that disrupts the school setting and/or creates a health or safety problem 
is not acceptable in school.  If there is doubt about a particular item of apparel, the student should contact a school administrator for 
a decision prior to wearing the clothing to school. 
 
Prohibited dress or appearance includes, but is not limited to: 
 

• Items directly or indirectly depicting or referring to drugs, alcohol, tobacco, violence, death, profanity, nudity, vulgarity,    
obscenity, or other socially inappropriate messages demeaning to any race, religion, sex, or ethnic group or which 
advocates the violation of the law. 

• Revealing, provocative or inappropriate clothing such as tops that expose bare midriff, cleavage and/or undergarments or 
pajama-style clothing. 

• Tank tops with straps less than two adult fingers wide, tops which have spaghetti straps or are backless. Under garments 
should not be visible. 

• Pants that fall below the hip bone, pants that won’t stay up without being held up or pants that are excessively baggy. 
Underwear should not be visible. 

• Shorts/skirts with high slits or that expose more than half the thigh.  Shorts/skirts are to be no higher than mid-thigh with 
the measuring point being the highest open point of the skirt hem. 

• Excessive metal accessories:  any chains (including chains on wallets), handcuff-type accessories, spikes, sharp protruding 
objects, safety pins as clothing, or other potentially dangerous items. 

• No gang-related symbols, or paraphernalia, which may include, but is not limited to, long belts, hair nets, skull caps, 
bandannas, etc. 

• No pants with holes exposing underwear will be allowed. 
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• Headgear or any type of hat or visor worn indoors or backwards.  Headgear must be removed by both boys and girls inside 
buildings.   

• Common courtesy dictates that sunglasses be removed indoors unless there is a written medical excuse.   
• Unsafe footwear, including flip-flops, open toed shoes, shoes with wheels, shower shoes, bedroom slippers, clown or 

oversized shoes.  Shoes must be worn at all times and must be appropriate for the specific activities, in which students are 
engaged, i.e., athletic shoes must be worn during physical activities. 

 
Consequences for dress code violations may include, but are not limited to: 

• Being asked to change inappropriate item(s). 
• Being given an alternative item to wear such as a large T-shirt. 
• Parent notification, for repeated offense refer to the Progressive Discipline Disposition Matrix 

 
 
 
 

 
  

 
 

STUDENT SERVICES 
 
English Language Instruction and English  Learners (EL):  
Shaffer School provides an EL program for those students who qualify.  EL students receive instruction in the general 
education setting.  Qualification for ELL designation is based on specialized testing and language test scores, as well as parent 
and teacher input.  EL students also participate in daily ELD (English Language Development) classes. 
 
Special Education: 
Special Education is provided for those students whose needs cannot be met by the regular education program and who have 
been found eligible for such services through the evaluation process.  Shaffer School has a Resource Specialist Program (RSP) 
in which students are taught in a prescriptive manner addressing their particular areas of disability for up to forty-nine percent 
(the maximum allowed by law) of the school day.  Shaffer School also provides Special Day Classes (SDC) for students who 
need a more intensive program. 
  
Speech and Language: 
A speech therapist visits the school weekly. Students may be referred for evaluation by their teachers.  Those who meet 
eligibility requirements work with the therapist on a regular basis. If any parent feels their child may need help in the area of 
speech development, they should contact their child’s teacher to see about obtaining an evaluation from the therapist. 
 
 
Student Study Team (SST): 
The SST provides an intervention process in which parents are invited to attend a meeting which may include the principal, 
psychologist, hearing, speech and language specialist, resource specialist, regular education teacher and others involved with 
the student, to discuss how to better address the individual needs of a particular student.  Problem-solving can include issues on 
academic, medical, emotional or social areas.  Teachers and/or parents may call such a meeting. 
 
504 Plan 
A student may need accommodations or modifications to his general education program.  Students can qualify for 504 plans if 
they have physical or mental impairments that affect or limit any of their abilities to: walk, breathe, eat, or sleep, communicate, 
see, hear, or speak, read, concentrate, think, or learn, stand, bend, lift, or work. 
 
CONFERENCES 
Parent-teacher conferences occur in the middle of trimester one and trimester two. Student Study Team meetings may be held 
at any time based upon a child’s behavior or academic concerns.  Please notify the office or your child’s teacher if you would 
like to schedule a meeting with your concerns. 
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Parent conferences are encouraged and can be arranged at any time during the school year. A teacher will sometimes find it 
necessary to request a special conference with a parent. Please make every effort to meet with a teacher if you receive such a 
request. 
  
 
Homework Support                                  
Homework is important. It is an extension of the learning that takes place in school. Homework can provide practice and drill 
that reinforces classroom learning and can provide opportunities for independent study, research, and creative thinking. Parents 
can help their children by arranging a quiet, comfortable place for the students to work and by seeing that assignments are 
completed.  Additional support can be given before school, during lunch, and afterschool. 
 
Any offense not specific below will be handled according to California State Education Code, SUSD 
School Board policy and California State law.  The following consequences are a guide for most 
situations.  The administration may use professional discretion except in cases that call for mandatory 
expulsion.  Students may be suspended on the first offence of any violation of Ed Code 48900, A-R. Any 
student who is suspended may not participate in ANY school activities until they return to school from 
their suspension.  

PROGRESSIVE DISCIPLINE    
 

Offense First Step Second Step Third Step 
Tobacco/Nicotine Use/Possession 
48900(h)  

School clean up or 1 
day suspension. 

1-3 day suspension.  5 day suspension.   

Swearing/Obscenity/verbal abuse.  
Including racial, ethnic, sexual 
epithets. 48900(i)  

After school service, 
parent notification, 
apology to those 
affected, and training 
on harassment/ 
bullying  

1 day suspension.    2-4 day suspension.  

Swearing/Obscenity/verbal abuse.  
Including racial, ethnic, sexual 
epithets.  DIRECTED towards staff 
48900(i) 

1-2 Day school service     1-3 Day suspension    3-5 day suspension  

Viewing/sharing obscene pictures or 
videos via an electronic act. 
48900(i) 

1-3 day school service 
Possible contact of law 
enforcement. 

1-3 day suspension 
Contact of law 
enforcement  

5-day suspension, contact 
law enforcement and 
possible recommendation 
for expulsion.  

Defiance, Disrespect, Disruptive 
behavior or Uncontrolled behavior.  
48900(k)  

After School/lunch 
service  

1-3 Day after 
school/lunch service. 
Meeting with guardian.     

3-5 Day after 
school/lunch service. 
Meeting with guardian.     
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Cell Phone in Classroom  
4800(k) 

Confiscated for the 
remainder of the day 
and guardian pickup 
after school. After 
School Detention  

Confiscated for the 
remainder of the day and 
guardian pickup after 
school. 2 Days of after 
school service and no 
phone allowed on 
campus for 5 school days  

Confiscated for the 
remainder of the day and 
guardian pickup after 
school. 3 Days in after 
school service and no 
phone allowed on 
campus for 10 school 
days  

Cheating, dishonesty, forgery and 
lying to staff (Classroom) 
48900 (k)  

Parent conference, no 
credit for assignment, 
teacher generated 
solution.  

2-day school service, 
parent conference, no 
credit for assignment, 
teacher generated 
solution.  

2-5 day school service, 
parent conference, no 
credit for assignment, 
teacher generated 
solution. 

Dress code violation 48900(k)  Modify offending 
clothing and parent 
must pick up.  

Modify offending 
clothing and parent 
must pick up. 2 days 
school service  

1-3 day school service 
Modify offending clothing 
and parent must pick up.  

Bullying/cyber bullying 48900(r)  1-2 day school service  1-3- day Suspension  3-5 day suspension, 
parent conference and 
attempted resolution.  
Possible recommendation 
for expulsion  

Missed School Service 48900(K) 1st missed: Service 
doubled.  

2nd missed: Detention 
rescheduled and 1 day 
suspension.  

1-day suspension or and 
reschedule detentions. 

 
  

IMMEDIATE SUSPENSION AND MULTIPLE OFFENSE EXPULSION 

        
Offense First Step Second Step Third Step 

Fighting 48900 (a) (1) Caused, 
attempted to cause, or 
threatened to cause physical 
injury to another person.  
Assault 48900 (a) (2) Willfully used 
force or violence upon the person 
of another, except in self-defense 

1-5 day Suspension. 
Possible law 
enforcement 
notification.  

5-day Suspension, 
possible law 
enforcement notification 
and possible expulsion.  

5-day suspension, Contact 
law enforcement and 
recommend for expulsion.  

Harass/Threaten a Witness 48900 
(o) 

5-day suspension, 
possible law 
enforcement 
notification and 
possible expulsion. 

5-day suspension, 
Contact law 
enforcement and 
recommend for 
expulsion. 
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Alcohol: possession, consumption, 
contributing,   under the influence 
48900(c), 48902(a),  
 

Student is sent home 
for the remainder of 
the day and receives a 
3-5 day suspension and 
contact law 
Enforcement. 

5-day suspension, 
recommendation for 
expulsion and contact 
law enforcement.  

  

Alcohol: sale 48900(c), 48902(a),  
48915(a)(3)   

Student is sent home 
for the remainder of 
the day and receives a 
5-day Suspension, 
possible expulsion, and 
contact law 
enforcement. 

5-day suspension, 
recommendation for 
expulsion and contact 
law enforcement.  

 

Drugs: possession of or furnishing 
a controlled substance 48900(c) 
Under the influence  
48915(a)(3), 48902  
 

Student is sent home 
 for the remainder of 
that day and receives a 
3-5 day suspension, and 
contact law 
enforcement. 

5-day suspension, 
recommendation for 
expulsion and contact 
law enforcement.  

  

Unlawful drug paraphernalia   
48900(j)  

1-5 day suspension and 
possible law 
enforcement 
notification.  

5 day Suspension and 
recommendation for 
expulsion and possible 
law enforcement 
notification.  

  

Vandalism /damaged 
school/private property  
48900(f)  

1-5 day suspension, 
contact law 
enforcement, 
reimbursement, repair 
or replacement of 
property and parent 
notification.  

5-day suspension, 
contact law enforcement 
and recommendation for 
expulsion.  

  

Theft or attempting to steal 48900 
(g) or knowingly received stolen 
property 48900 (l)  

1-5 day suspension, 
return or 
reimbursement of 
stolen property, 
contact law 
enforcement and 
parent conference.  

5-day suspension, 
contact law enforcement 
and recommendation for 
expulsion.  

  

Sexual harassment 48900.2  3-5 day suspension 
parent conference, and 
training on harassment 
policies by guidance 
counselor, if needed.  

3-5 day suspension and 
possible. Possible 
expulsion.  

5-day suspension, contact 
law enforcement and 
recommend for expulsion.  



 20 

Hate violence 48900.3  3-5 day Suspension, 
possible law  
Enforcement 
notification. 

3-5 day suspension, 
possible law 
enforcement notification 
and possible expulsion. 

 5-day suspension, contact 
law enforcement and 
recommend for expulsion. 

Arson 48900 (b) Dangerous 
object/explosive   

3-5 day  
suspension, law 
enforcement 
notification, and 
possible change of 
placement/expulsion. 

5-day suspension, 
Contact law 
enforcement and 
recommend for 
expulsion. 
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Mandatory Expulsion 
 
 
 

The gradual disciplinary dispositions will only take place after the teacher has given in class discipline or the 
student has had a major infraction. The offense may be the same or an accumulation of different offenses. 
 
Parents may request to view their child’s discipline information. 
 
Any violation that is severe in nature can be classified at a higher level than originally stated. 
 
 
 
 
 

Offense First Step Second Step 

Possession/furnishing/sale of 
dangerous object or any kind of 
weapon. 48900 (b) and 48915(c)  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.  

Meeting with superintendent, extend 
suspension until expulsion hearing.   

Brandishing a knife.   
48900 (b), 48915(c)(2)  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.  

Meeting with superintendent, extend 
suspension until expulsion hearing.  

Drugs: sale of controlled substance. 
48900(c), 48915(c)(3)  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.  

Meeting with superintendent, extend 
suspension until expulsion hearing.  

Committing or attempting to commit 
sexual assault. 48900(n), 48915(c)(4)  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.  

Meeting with superintendent, extend 
suspension until expulsion hearing.  

Possession of an explosive.  48900(b), 
48915(c)(5)  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.  

Meeting with superintendent, extend 
suspension until expulsion hearing.  

Attack, assault, or menacing of any 
school employee. 44014  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.  

Meeting with superintendent, extend 
suspension until expulsion hearing.  

Directly communicated threat to 
inflict unlawful injury upon person or 
property of a school employee.  
44014, PC 71  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.  

Meeting with superintendent, extend 
suspension until expulsion hearing.  

Non-accidentally inflicted physical 
injury upon another student 48915 (a) 
(1) (A) Causing serious physical injury 
to another person, except in self-
defense.  

5-day suspension, contact law 
enforcement and mandatory 
recommendation for expulsion.   

Meeting with superintendent, extend 
suspension until expulsion hearing.  
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SUSPENSIONS 
The principal may suspend pupils from the school for good cause subject to section 48900 of 48900.5 of the Educational Code. 
The principal shall report all suspensions to the school board of trustees. Any suspension pursuant to this section shall not 
exceed five (5) school days. 
 
Teachers may remove for good cause any pupil from his or her classroom for the day of  and one day following. The teacher 
will contact the student’s parent or guardian regarding the removal. A school administrator may attend if a conference is 
requested. 
 
The school administrator may require parent attendance at a conference regarding the student’s behavior before the student 
returns to class. 
 
Procedures for Disciplinary Action: 
1. An informal conference will be held with the student. The student will be allowed the opportunity to present his or her 

version and evidence in his or her defense. The student will be advised of the reason for the disciplinary action. 
2. An attempt will be made to make phone contact with the parent/guardian regarding disciplinary action. 
3. A parent/guardian will be mailed or given a written notice of suspension within twenty-four (24) hours. 
4. A parent/guardian shall respond to the school’s request for a conference, without delay, according to the law. 
5. A student may be suspended up to five (5) consecutive days. 
6. A suspended student may be required to complete and receive credit for assignments and test(s) missed during the 

suspension, as provided by the teacher. 
7. A suspended student must remain under parent supervision and is not to be on any school campus or attend any school 

activity for the duration of the suspension. 
 
 
 
 
Expulsions:   
The Education Code states that every child shall attend school, but this privilege is dependent on the continued attendance and 
compliance with all state and school district rules and regulations regarding student behavior.  Expulsion is the most serious penalty 
a school can impose and one that can have long-range negative consequences for a student.   An expulsion usually lasts a year and 
prohibits the student from attending Shaffer School or any of its activities.  
DISCIPLINARY ACTIONS 

 
Informal Talk/Verbal Warning:    A school official (Staff. Teacher, Administrator or Counselor) talks to the student 
and tries to reach an understanding on how the student should behave. 

 
Conference:   A formal conference is conducted with the student and one or more school officials. 

 
Parent Involvement:   The parent is notified by telephone, personal contact, letter or certified letter. A conference 
will be conducted with the student, parent, appropriate school officials and any other individuals concerned. 

 
In-School Discipline:  The student is subject to consequences that do not require suspension from school, such as loss 
of privileges, lunch detention, after school detention, campus beautification, temporary removal from class, and 
assignment to an alternative learning classroom. 

 
In-school Suspension: An alternative to off-campus suspension. In-School Suspension may be imposed for part of a 
day or for one or more days. The student is removed from the regular classroom setting and is assigned to a location 
isolated from classmates. Class assignments will be given to a student placed during in-school suspension.  All 
campus and activity privileges are revoked. 

 
Administrative Behavior Contract: Assigned by the administrator, detailed consequences to address indicated 
behaviors.   

                                                                                                
Restitution:  The student reimburses the cost to the district of restoring/replacing items damaged or destroyed. 

 
School Board Behavior Contract:  Assigned by Governing Board. Failure to abide by contract will result in 
immediate administration of consequences heretofore held in abeyance. 

 
Suspension from Transportation: Removal from school transportation for a set period of time. Parents/students are 
responsible for making alternate arrangements. 
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Suspension from Athletic Participation: The privilege to participate in athletic programs, including practice, games, 
or the team is removed.   

 
Suspension from Social or Extracurricular activities: The privilege to participate in social or extracurricular 
activities, including but not limited to school assemblies, field trips, and other events is removed.   

 
Community Service:  Sometimes in lieu of detention, or to work off a fine, students may be assigned to work with 
custodial or maintenance crews for a certain number of hours. 

 
Suspension: The student is subject to a suspension of 5 school days or less. School administrators may impose 
suspension. During that suspension, the student is not permitted on district property or at district functions. 

 
Expulsion: The student is permanently denied the right to attend Shaffer Union Elementary School. Expulsion is 
recommended by the school administrator and imposed by the Governing Board following a hearing before the board. 
Only the Governing Board can expel a student.  Upon expulsion, a student is not permitted on district property or at 
district functions unless the Governing Board has readmitted the student to school or granted special permission. 

 
Emergency Plan 
Fire drills are conducted once each month. Detailed escape plans are posted inside the door of each classroom. 
Intruder on campus drills, as well as other emergency drills such as earthquake drills are conducted throughout the school year. 
 
A detailed Emergency Preparedness Plan and Emergency Action Guide is available in the school office, posted in every classroom 
and is updated annually.  Shaffer School is committed to the safety of all students and staff.  The school is prepared for a variety of 
emergency situations. 
 
 
ILLNESS OR INJURY 
In case of illness or injury, a student will be cared for temporarily by the school health aide or a member of the school staff.  School 
personnel will render first aid treatment only. If emergency medical treatment is necessary, the parents will be contacted.  If parents 
are not available, the student will be taken to the emergency room at the hospital. Remember, an emergency telephone number 
where parents can be reached and the name and telephone number of the student’s family doctor must be on file at the school. 

 
 
 
INSURANCE 
Shaffer Elementary School carries accident insurance for each student, however, it should be noted that the school insurance is 
secondary if the family has insurance. 

 
FIELD TRIPS 
Field trips within our community and to nearby points of interest are scheduled by classroom teachers throughout the school year. 
These trips are designed to supplement different aspects of the classroom curriculum and to introduce students to the resources of 
the community. Parents will receive notices of field trips well in advance of the scheduled trip date and be asked to sign field trip 
permission forms and fill out important paperwork. 
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FOOD SERVICES 
Free and Reduced Breakfast/Lunch Applications are distributed at the beginning of the school year.  We ask that everyone take the 
time to fill the form out, even if you do not believe your child will qualify or might not be eating school breakfasts or lunches.  Our 
funding from the government is based on this information. 
 
Breakfast will be served for students beginning at 7:30 a.m. through the start of school.  Lunches are served in two sessions:  
Tk– 5th Grade 11:30-12:00 and Middle School 12:00-12:30.  School breakfasts and lunches are prepared in accordance with 
Federal and State nutrition guidelines.  Students are encouraged to take advantage of this service.  Prices for the meals are as 
follows: 
 
ALL Students receive free breakfast and lunch.  
 
Adult Breakfast: $2.25  Adult Lunch: $4.00   
 
 
 
 

 
The parents or guardians of students with special dietary needs requiring a special meal and/or accommodation should notify the 
school office or nurse assistant to request the form titled: The Medical Statement To Request Special Meals and/or 
Accommodations. This Form must be completed and signed by the student’s medical care provider in order for the food service 
staff to make a meal accommodation. This form must be renewed every year. 

 
**The U.S. Department of Agriculture prohibits discrimination against its customers, employees, and applicants for 
employment on the bases of race, color, national origin, age, disability, sex, gender identity, religion, reprisal, and where 
applicable, political beliefs, marital status, familial or parental status, sexual orientation, or all or part of an individual’s income 
is derived from any public assistance program, or protected genetic information in employment or in any program or activity 
conducted or funded by the Department. (Not all prohibited bases will apply to all programs and/or employment activities.)  
 
If you wish to file a Civil Rights program complaint of discrimination, complete the USDA Program Discrimination Complaint 
Form, found online at http://www.ascr.usda.gov/complaint_filing_cust.html, or at any USDA office, or call (866) 632-9992 to 
request the form. You may also write a letter containing all of the information requested in the form. Send your completed 
complaint form or letter to us by mail at U.S. Department of Agriculture, Director, Office of Adjudication, 1400 Independence 
Avenue, S.W., Washington, D.C. 20250-9410, by fax (202) 690-7442 or email at program.intake@usda.gov. Individuals who 
are deaf, hard of hearing or have speech disabilities may contact USDA through the Federal Relay Service at (800) 877-8339; 
or (800) 845-6136 (Spanish).  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.ascr.usda.gov/complaint_filing_cust.html
mailto:program.intake@usda.gov
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GRADUATION REQUIREMENTS FOR EIGHTH GRADE 
Requirements for participation in graduation ceremony and related graduation activities: 
 
The student with the highest scholastic standing and exceptional citizenship will be eligible to earn the recognition of class 
valedictorian, and will deliver the valedictory speech at the commencement. The runner up will be selected as Salutatorian.  The 
valedictorian and Salutatorian will be selected based upon the grades that he/she has earned at Shaffer Elementary School during 
his/her 7th and 8th grade years.  Other high-ranking graduating scholars will be duly recognized.  To be eligible for valedictorian or 
Salutatorian students must have attended Shaffer Elementary throughout their 7th and 8th grade. 
Students attending school at the Shaffer Union School District are required to meet specific standards during their eighth grade year 
in order to participate in the graduation ceremony, graduation related activities, and receive a diploma. 

 
Students graduating are eligible to go through the graduation ceremony and receive a diploma – providing that all of the following 
requirements are met: 

1.    Students must have a combined passing grade point average of 2.0 or above in the following core courses for their eighth 
grade year: 
a. English Language Arts 
b. Mathematics 
c. History/Social Science (must pass the Constitution Unit) 
d. Physical Education 
e. Science 

2. Any students whose grades are lower than a “D” or “F” average in any class will be placed on academic probation until 
he/she can verify the grades have improved.  All parents/guardians of students placed on academic probation shall be 
notified in writing and will be required to meet with the teacher and administration to place student on an improvement 
plan. 

3. Citizenship – students may not be allowed to take part in graduation ceremonies, any 8th grade trips, or end-of-the-year 
graduation activities if they have received 3 or more office referrals throughout the year for the same offense or have been 
suspended out of school more than once throughout the year.  This will be written in a behavioral agreement if this appears 
to be a problem for the student to follow the Shaffer Pride expectations: Be Kind, Be Safe, Be Responsible.   

4. Special standards for graduation will be set up for students who have learning disabilities qualifying for special education 
or 504 plan. 

5. Students that transfer to Shaffer School shall be required to meet the Course of Study Requirements to be eligible to 
participate in the graduation ceremony and eighth grade activities.  Determination will be made utilizing former academic 
records and through contact with the administrator at the school of prior attendance. 

 
Students Not Receiving a Diploma: 
Students who have not met the criteria for a diploma for academic reasons may only participate in the graduation 
ceremony and related graduation activities upon the approval of the Superintendent/Principal, however, these students will 
receive a certificate of completion instead of a diploma.  The graduation committee shall consist of the middle school staff 
and the Superintendent/Principal and shall be empaneled to consider possible participation in the graduation ceremony and 
related graduation activities by students who have failed academic requirements for graduation.  The graduation committee 
shall establish uniform written standards for allowing students who have not met the academic standards to participate in 
the graduation ceremony and/or graduation activities and receive a certificate of completion in lieu of a diploma.  
Participation in graduation ceremonies and graduation related activities by students who have not met the academic 
standards shall be at the sole discretion of the Superintendent/Principal. 
 

Students Not Participating In the Graduation Ceremony and Graduation Related Activities: 
These students will receive a certificate of completion and may be transferred to the high school.  The high school will be 
advised of the student’s non-diploma status. 
 
Parent Notification 
All parents will be given the graduation requirements in the student handbook at the beginning of each school year.  If a 
student is not present at the beginning of the school year, the student will receive the student handbook at the time of 
enrollment.  
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LIBRARY 
The use of our library is a privilege all our students enjoy.   Like other privileges, there is also responsibility.  Please help your 
children to take good care of library books.  Remind them to have clean hands before reading; do not fold or mark pages, and 
decide on a safe place to keep books so pets and younger children do not damage them.  Library books that are not returned will be 
charged to the parent at the end of the school year and must be paid for at year end check out.  Each student may check out one or 
two books for a period of up to two weeks. There is no fine for overdue books, but lost or damaged books must be paid for.  The 
library collection is constantly updated and expanded. Books are reviewed and chosen for either their educational and/or 
recreational value. 
 
 
 
 
LOST AND FOUND 
All clothing found on the campus, regardless of its value, is placed in the lost and found box and may be retrieved from there.  
Clothing items will be taken to local charities at the end of the year.  All other items may be turned in to the office and can be 
identified and claimed there. 

 
 
PETS 
It is sometimes educationally desirable to observe small live animals.  Children may NOT bring any animals or pets to school 
without a teacher’s permission.  Small animals must be in a cage or carrier, brought to school by a parent, and returned as soon as 
possible by parent transportation.  As a safety precaution, dogs should not be on campus during the hours children are in 
attendance.  Due to insurance matters, equines are not allowed on school grounds at any time. 
 
TELEPHONE 
The office telephone is a business phone and is not to be used by students, except in an emergency. Students are not allowed to use 
the phone to make personal arrangements such as requesting permission to go to another student’s home after school. 
 
 
TOYS 
Students should leave all toys at home.  School personnel will not be responsible for lost or damaged toys. Pokemon cards (or other 
type trading cards) are allowed to be used during recess time only.  Little time will be spent on administration monitoring such 
issues as lost or damaged toys.  If students bring toys, they do so at their own risk, and toys may be confiscated by adults on campus 
for parents to pick up in office. 
 
 
VALUABLES 
Common sense and consideration is the best guide in determining whether or not to bring personal possessions to school. The 
school administrators and staff are not responsible for student’s valuables. It is recommended that students leave all valuables at 
home. If special circumstances make it necessary for a student to bring substantial cash or other important possessions to school, 
these items can be safeguarded by registering them and leaving them at the main office. 
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PROGRESS REPORTS  
Report cards are issued following the completion of each twelve-week grading period. Please carefully review your child’s progress 
and contact the school if you have questions regarding grades.  Parents may communicate with staff through email. Teachers must 
maintain the class page on the school website at www.shafferschool.com to keep parents informed of assignments and progress.  
 
 

 
HONOR ROLL 
Kindergarten through Grade 3 do not participate in the Honor Roll because of their grading system.  Grades 4-8 participate in a 
GPA honor roll.  To achieve Honor Roll students in 4th-8th grade must receive between a 3.0-3.99 with absolutely no D’s or F’s, to 
receive Principal’s List students must achieve a 4.0 or higher.  Students achieving a 4.0 higher for the entire year will receive 
Superintendent’s List recognition 3rd Trimester. 
 
PROMOTIONS AND RETENTIONS 
Promotions and retentions are based on an evaluation of academic, physical, social, and emotional growth. The primary reasons for 
considering retention are:, a) physical or social immaturity, b) frequent or long absences or c) indifference or lack of effort on the 
part of a capable student.  Retention is usually considered as a more positive alternative during the kindergarten, first and second 
grade years. 
 
Parents can assume their child will be promoted unless the alternative of retention has been discussed during the school year. 
Parents will be involved in any retention decision. 
 
PSYCHOLOGIST/COUNSELOR 
A staff psychologist and counselor visits the school on a regular basis and is available to students as needed.  The psychologist may 
also provide the teaching staff with a variety of evaluation tools. The psychologist may also be available to parents who have 
special concerns about their child. 
 
SCHOOL VIDEO SURVEILLANCE 
Be aware that Shaffer Elementary has installed video surveillance throughout the school campus in public areas. 
 
LAW ENFORCEMENT AND CPS INVESTIGATIONS:  
During any law enforcement investigation, attempts will be made to notify the student’s parents or guardians.  A school official 
shall be present during any in-school interrogation.  If a student is arrested, the arresting officer is required to notify the student’s 
parents or guardians.  Questioning of students at school concerning suspected child abuse/neglect by CPS (Child Protective 
Services) and law enforcement authorities does not require parental or guardian notification prior to the interview.  A school official 
may be present only if such presence is necessary to the investigation.  CPS social workers and law enforcement authorities may 
notify parents and guardians if they deem it necessary. 
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       NURSE/NURSES AIDE 
The nurse is responsible for the maintenance of health records, routine health checks, parental contact regarding health problems, 
care of minor injuries, and assistance in teaching health and vision screening. Please call the school nurse if your child is absent 
from school due to a communicable disease. Precautions need to be taken to protect other children. 

 
MEDICATION 
If a student must bring medication to school, the following requirements must be met. 
 
Prescription Medication: 
1. Must be clearly identified as to the name and type of medication. 
2. Must be in a pharmacy-labeled container. 
3. Must carry a prescription label with the child’s name, drug identity, dosage instructions, doctor’s name, and prescription date. 
4. The prescription must be current. 
5. A note, dated and signed by the parent, must accompany the medication, giving the child’s name, dosage amounts, specific 
dosage times, and other instructions of necessary. 
6. No more than one week of medication may be sent at one time. 
7. Refrigeration is available. 
8. Medication will be given by school personnel. 
9. Long-term (more than one month) prescription medication requires a signed parent release form and a physician’s request form 
signed by the doctor 
 
Non-Prescription Medications: 
1. Must be in the original container (aspirin bottle, cough medicine bottle, etc.) 
2. Must be clearly identified as to the name and type of medication and dosage instructions. 
3. A note, signed and dated by the parent, giving the child’s name, medication name, dosage instructions, specific dosage times, 
and other necessary instructions must accompany the medication. 
Note:   Parents will be called before dispensing any non-prescription medication. 
 
 
SAMPLE: 
Please give “child’s name” one teaspoonful (teaspoon provided) of “brand name” cough medicine at 10:00 a.m. and 2:00 p.m. 
 
__________________________   _______________ 
               (Parent’s Signature)    (Date) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



 29 

 
 
 
 
 
 
 
 
 
Dear Parents: 
 
The Shaffer Elementary School Parent/Student Handbook is our way of communicating with you general information about 
our school.  We ask that you take time to read this handbook with your student so that they too can become more familiar with 
our school.  If you have questions, please contact Joshua Blackburn, Superintendent (530) 265-6577 or email 
jblackburn@shafferschool.com. 
 
Shaffer Elementary School is also governed by the Shaffer Union Elementary School District Policy and Procedures Manuals, 
which are available for your review at the school district office, located at 722-055 Hwy 395 N. Litchfield, Ca. 96117.  Please 
sign and return this page to your student’s teacher indicating you have read and understand the information in the handbook. 
 
 
PARENTAL RECEIPT AND ACKNOWLEDGMENT 
 
 
I acknowledge the receipt of this handbook. 
 
_______________________________________ ____________________________ 
Student Signature   Date 
 
_______________________________________ ____________________________ 
Parent Signature    Date 
 
If you wish to have email notifications sent to you about events at Shaffer Elementary School please provide your email 
address below: 
 
Email address: ________________________________________________________________ 
 
 
PLEASE RETURN THIS FORM TO THE OFFICE 
  


