
 

Handbook 

Washington Elementary School 

Information, Rules, and Procedures  

This packet was developed to answer many of the 

common questions parents may have during the school 

year and to provide specific information about policies 

and procedures. This packet contains important 

information.  Become familiar with this information and 

keep it for future reference. If you have any questions 

that are not covered, please contact the teacher or 

building principal.  

All district policies and procedures can be found online at: 

www.wyandotte.org  

Mission:  Educate, Inspire, Empower 

 SCHOOL HOURS: 

· FIRST BELL RINGS AT 8:00 

· STUDENTS ARE EXPECTED TO BE IN CLASS AT 8:05 

· STUDENTS SHOULD ARRIVE NO EARLIER THAN 7:45 UNLESS ATTENDING 
BEFORE SCHOOL CARE OR BREAKFAST. 

· HALF DAY DISMISSAL 11:43 

· DISMISSAL 3:00 



· STUDENTS MUST BE PICKED UP BY 3:10PM DAILY  (11:50 ON HALF DAYS) 

 BEFORE/AFTER SCHOOL CARE:  

PLEASE CONTACT THE FOLLOWING ORGANIZATIONS IF YOU ARE IN NEED OF 

BEFORE OR AFTERSCHOOL CARE:  

· YMCA OF SOUTHGATE:  (734) 282-9622 

· SALVATION ARMY: (734) 282-0930 

        1258 BIDDLE AVE., WYANDOTTE 

FIRST DAY PROCEDURES: 

I KNOW THE FIRST DAY IS EXCITING FOR YOU AND YOUR STUDENT, BUT I DO ASK 
THAT YOU ALLOW THEM TO ENTER THE BUILDING INDEPENDENTLY.  THE 

STUDENTS WILL BE ASSISTED BY TEACHERS AND OTHER CARING STAFF 
MEMBERS. EACH TEACHER WILL BE CARRYING A SPECIFIC COLOR FLAG TO HELP 

YOUR CHILD RECOGNIZE WHO HIS/HER TEACHER IS.  ALLOWING YOUR CHILD TO 
ENTER THE BUILDING WITH HIS/HER CLASSMATES BEGINS THE PROCESS OF 

DEVELOPING INDEPENDENCE AND ALLOWS THE TEACHER TO GET STARTED 
RIGHT AWAY. THANK YOU!  

 
 
 
  

ENTRANCE AND DISMISSAL: 

SOUTHWEST ENTRANCE (DOORS CLOSEST TO THE MARQUEE): MRS. 

HEFFINGER’S YOUNG 5 CLASS, MRS. EVANOFF’S KINDERGARTEN CLASS, AND 
MRS. BROWN’S AND MRS. MATULONIS’ 1ST GRADERS 

FRONT MAIN DOORS: MRS. BRUNER AND MISS LANSTRA’S KINDERGARTEN 

CLASSES, MRS. MCELHANEY’S 1ST GRADE, AND 3RD GRADE 

DOORS CLOSEST TO THE PLAYGROUND/PARKING LOT:  2ND, 4TH, AND 5TH 
GRADERS  

THESE ARE THE DOORS THEY WILL ENTER AND DISMISS FROM EACH 

DAY.  DESIGNATE A SPOT OUTSIDE TO MEET YOUR CHILD(REN) AFTERSCHOOL. 
THEY MUST EXIT OUT THEIR ASSIGNED DOOR.  THEY ARE NOT PERMITTED TO 

WALK THROUGHOUT THE BUILDING AFTERSCHOOL. STUDENTS MUST BE OFF 
SCHOOL PROPERTY BY 3:10PM.  PLEASE PLAN ACCORDINGLY. 

STUDENTS MUST LINE UP OUTSIDE IN THEIR DESIGNATED LINE, UNLESS 

INCLEMENT WEATHER OCCURS (RAIN/SNOW OR TEMPERATURES BELOW 32 
DEGREES*)   * STUDENTS GO OUTSIDE FOR RECESS UNLESS THE TEMPERATURE 

IS BELOW 20 DEGREES 

PARENTS MUST WAIT OUTSIDE DURING ARRIVAL AND DISMISSAL.   

IF YOU NEED TO ENTER THE BUILDING FOR ANY REASON, YOU MUST USE THE 
VISITOR ENTRANCE AND SIGN IN AT THE OFFICE. 

DROP AND DRIVE: 



IN COORDINATION WITH THE CITY OF WYANDOTTE AND OUR POLICE 

DEPARTMENT, WE HAVE PERMANENT MARKINGS AND PROCEDURES FOR A DROP 
AND DRIVE SYSTEM AT WASHINGTON ELEMENTARY SCHOOL. THE DROP AND 

DRIVE ZONE WILL BE STRICTLY ENFORCED FROM 7:30-8:30 AM.   FOR YOUR 
CHILD’S SAFETY, WE HAVE ADULT PATROLLERS AT THE DROP AND DRIVE ZONES, 

AS WELL AS OUR STUDENT SAFETIES STATIONED AT EACH OF THE ENTRANCE 
DOORS. 

SINCE DROP AND DRIVE IS NOT UTILIZED IN THE AFTERNOON, YOU MAY PARK IN 

THE DROP AND DRIVE ZONES AND WAIT IN YOUR VEHICLE FOR YOUR CHILD TO 
EXIT THE BUILDING WITHOUT CONCERN OF BEING TICKETED. 

 PARKING: 

PLEASE MAKE SURE TO PARK IN DESIGNATED SPACES ONLY AND BE 

RESPECTFUL TO OUR NEIGHBORS AND THEIR PROPERTY. 

 
 
 
  

ATTENDANCE: 

REGULAR ATTENDANCE AND PUNCTUALITY IN SCHOOL GIVES STUDENTS THE 
BEST CHANCE OF BENEFITING FROM THE INSTRUCTIONAL 

PROGRAM.  EXPERIENCES MISSED BECAUSE OF ABSENCES CANNOT BE MADE UP 
ADEQUATELY. IT IS THE INTENT OF THE SCHOOL TO ENFORCE THE FOLLOWING 

RULES AND REGULATIONS FOR ATTENDANCE: 

· PARENTS ARE ASKED TO CALL OR EMAIL THE SCHOOL WHEN THEIR CHILD IS 
ABSENT: (759-6185) OR CHOLETK@WY.K12.MI.US 

· IF YOUR CHILD IS GOING TO BE LATE AND NEEDS A HOT LUNCH, YOU MUST CALL 

THE OFFICE BY 8:30 TO HAVE ONE ORDERED.  IF NOT DONE, A PARENT MUST 
BRING A BAG LUNCH BACK TO THE SCHOOL FOR THE CHILD.  

· ATTENDANCE IS REVIEWED REGULARLY BY STAFF.  PARENTS WILL BE NOTIFIED 

BY THE CLASSROOM TEACHER WHEN THE  STUDENT HAS REACHED 5 ABSENCES 
OR TARDIES (ARRIVING AFTER 8:05 OR LEAVING EARLY AT THE END OF THE 

SCHOOL DAY).  AT 10, YOU WILL RECEIVE A LETTER FROM THE SCHOOL AND AT 
15 THE DISTRICT ATTENDANCE OFFICER WILL BE NOTIFIED. IF STUDENTS ARE 

ABSENT BEYOND THIS, A PARENT/GUARDIAN MAY BE PROSECUTED AND, IF 
CONVICTED, FACE UP TO 90 DAYS IN JAIL, OR A FINE OR BOTH. 

· PLEASE PROVIDE MEDICAL DOCUMENTATION FOR ABSENCES WHEN 

POSSIBLE.  CHILDREN ARE ONLY OFFICIALLY EXCUSED WITH A DOCTOR’S NOTE. 

· PLEASE TRY TO PLAN FAMILY VACATIONS DURING BREAKS TO AVOID 
EXCESSIVE ABSENCES.  

· STUDENT ABSENCES ARE REPORTED TO PARENTS ON PARENT CONNECT, 

REPORT CARDS, AND BY REQUEST.  

ARRIVAL AFTER 8:05: 



FOR THE SAFETY OF OUR STUDENTS, ALL EXTERNAL DOORS ARE LOCKED AT 

8:05.  IF YOU OR YOUR CHILD NEEDS TO ENTER THE BUILDING AFTER THIS TIME, 
YOU MUST USE THE VISITOR ENTRANCE.  PLEASE PUSH THE BUTTON TO 

CONTACT US IN THE OFFICE AND WE WILL UNLOCK THE DOOR FOR YOU.  

  

STUDENT EARLY RELEASE: 

  

· STUDENTS WILL ONLY BE RELEASED TO THOSE PERSONS LISTED ON THE 

EMERGENCY CARD IN THE OFFICE.  

· IF YOU ARE PICKING UP YOUR CHILD DURING THE SCHOOL DAY, YOU MUST SIGN 
HIM OR HER OUT IN THE   OFFICE. THE SECRETARY WILL CALL THE CLASSROOM 

FOR YOUR CHILD. YOUR CHILD MUST MEET YOU IN THE SCHOOL OFFICE WHERE 
HE OR SHE WILL BE RELEASED.  

· IDENTIFICATION IS MANDATORY.  

· EARLY RELEASES ARE CONSIDERED THE SAME AS TARDIES AND WILL FOLLOW 

THE SAME ATTENDANCE PROCEDURES.  

  

VISITS/ PERSONAL DELIVERIES: 

· IN ORDER TO PROPERLY MONITOR THE SAFETY OF THE STUDENTS AND STAFF, 

EACH VISITOR MUST REPORT TO THE OFFICE UPON ENTERING THE BUILDING TO 
SIGN IN AND RECEIVE A PASS.   

· ANY VISITOR FOUND IN THE BUILDING WITHOUT A PASS SHALL BE ASKED TO 

RETURN TO THE OFFICE.   

· IF A PERSON WISHES TO SPEAK WITH A MEMBER OF THE STAFF, HE/SHE 
SHOULD CALL FOR AN APPOINTMENT PRIOR TO COMING TO THE SCHOOL, IN 

ORDER TO SCHEDULE A MUTUALLY CONVENIENT TIME. 

· PARENTS MAY LEAVE ITEMS FOR THEIR SON/DAUGHTER IN THE MAIN OFFICE.  

· PERSONAL DELIVERIES ARE NOT TO BE MADE TO INDIVIDUAL CLASSROOMS - 
THE PURPOSE OF THIS IS TO MINIMIZE CLASS INTERRUPTION AND ENSURE THE 

SAFETY OF OUR STUDENTS. 

SCHOOL MEALS: 

· BREAKFAST:   COST $ 1.50 (FROM 7:30—8:00)         LUNCH:  COST $2.85  

· IF YOUR CHILD IS GOING TO BE LATE AND NEEDS TO ORDER A HOT LUNCH YOU 
MUST CALL THE OFFICE BY 8:30.  NO LUNCHES CAN BE ORDERED AFTER THIS 

TIME.   

·  IF A PARENT VISITS THEIR CHILD DURING LUNCH TIMES THEY MUST STOP IN 
THE OFFICE TO RECEIVE A PASS AND A DESIGNATED AREA WILL BE AVAILABLE 



FOR PARENTS TO VISIT WITH THEIR INDIVIDUAL CHILD.  PARENTS ARE NOT 

PERMITTED TO EAT IN THE LUNCHROOM.  

·  STUDENTS ARE NOT PERMITTED TO HAVE POP AT LUNCH.  PLEASE PLAN 
ACCORDINGLY. 

·  SCHOOL MEALS CAN BE PAID ON A DAILY BASIS OR PARENTS MAY PAY IN 

ADVANCE.  MONEY PAID IN ADVANCE WILL BE PUT ON THE CHILD’S LUNCH 
ACCOUNT AND WILL REMAIN THERE UNTIL USED OR UNTIL THE STUDENT LEAVES 

THE DISTRICT.  THERE IS NO CHARGING OF LUNCHES.  CHECKS MAY BE WRITTEN 
TO WYANDOTTE FOOD SERVICE.  YOU MAY ALSO PAY ONLINE AND CHECK YOUR 

CHILD’S ACCOUNT BALANCE THROUGH MY PAYMENT PLUS:   

  HTTPS://WWW.MYPAYMENTSPLUS.COM 

IF YOU NEED YOUR CHILD’S ID NUMBER, PLEASE CALL THE OFFICE.  ALSO, WE 
ENCOURAGE EVERYONE TO FILL OUT THE FREE/REDUCED LUNCH FORM.  DOING 

SO HELPS OUR SCHOOL.  

IMPORTANT DOCUMENTS: 

· EMERGENCY CARD: 

THE EMERGENCY CARD IS PROVIDED AT THE BEGINNING OF EACH SCHOOL YEAR 
AND BOTH SIDES MUST BE FILLED IN COMPLETELY.  FAILURE TO RETURN THE 

COMPLETED FORM TO THE SCHOOL COULD JEOPARDIZE A STUDENT’S SAFETY. 
THEREFORE, STUDENTS ARE NOT PERMITTED TO PARTICIPATE IN GYM OR 

RECESS UNTIL THE EMERGENCY CARD IS TURNED IN.  AT LEAST TWO 
EMERGENCY CONTACTS SHOULD BE LISTED. IT IS THE PARENT’S 

RESPONSIBILITY TO IMMEDIATELY NOTIFY THE SCHOOL OFFICE OF ANY 
CHANGES DURING THE SCHOOL YEAR. 

· MEDICATION FORM: 

THE SCHOOL STAFF CANNOT DISPENSE MEDICATION (INCLUDING, COUGH 

DROPS, ETC.) WITHOUT A DOCTOR SIGNED DISTRICT MEDICATION FORM ON 
FILE.  A PARENT MUST BRING IN THE MEDICATION IN ITS ORIGINAL CONTAINER TO 

THE OFFICE WHERE IT WILL BE ADMINISTERED BY A STAFF MEMBER.   

· FREE/REDUCED LUNCH APPLICATION: 

IF YOUR CHILD RECEIVED FREE OR REDUCED LUNCH LAST YEAR AND ATTENDED 
WYANDOTTE PUBLIC SCHOOLS, YOU MUST COMPLETE A NEW FORM FOR THIS 

YEAR ONLINE BY OCTOBER 15TH OR YOU CHILD WILL BE CHARGED FULL MENU 
PRICES.  ANY NEW STUDENTS COMPLETING AN APPLICATION MUST WAIT UNTIL 

APPROVAL IS GIVEN BEFORE FREE OR REDUCED PRICES ARE GIVEN. 

· VOLUNTEER CONSENT FORM 

PARENTS MUST COMPLETE THIS FORM ONLINE TWO WEEKS PRIOR TO 
SCHEDULED EVENT TO VOLUNTEER IN ANY CAPACITY.  THE FORM CAN BE FOUND 

ON OUR DISTRICT WEBSITE:  WWW.WYANDOTTE.ORG GO TO THE PARENTS AND 
COMMUNITY TAB AND SELECT VOLUNTEER. 

STUDENT DRESS CODE: 

· WHILE FASHION CHANGES, THE REASON FOR BEING IN SCHOOL DOES 

NOT.  STUDENTS ARE IN SCHOOL TO LEARN. ANY FASHION (DRESS, ACCESSORY, 

http://www.wyandotte.org/


OR HAIRSTYLE) THAT DISRUPTS THE EDUCATIONAL PROCESS OR PRESENTS A 

SAFETY RISK WILL NOT BE PERMITTED. 

· APPAREL SHOULD BE APPROPRIATE FOR THE DAILY SCHOOL ROUTINE.  

·  DURING WARM MONTHS: SHORTS/SKIRTS MUST BE LONGER THAN FINGERTIP 
LENGTH, SHIRTS MUST COVER THE SHOULDER, AND SHOES MUST BE SECURED 

TO THE FOOT WITH A STRAP AROUND THE ANKLE. 

·  THE FOLLOWING FACTORS SHOULD BE CONSIDERED IN DETERMINING A 
STUDENT’S DRESS AND GROOMING: 

         *CLEANLINESS AND OTHER ASPECTS OF PERSONAL HYGIENE 

         *MAKE-UP IS STRONGLY DISCOURAGED  

BIRTHDAYS: 

·  DUE TO THE INCREASING NUMBER OF LIFE THREATENING ALLERGIES OUR 

STUDENTS MAY HAVE; PLEASE DO NOT SEND IN BIRTHDAY TREATS. IF TREATS 
ARE MISTAKENLY BROUGHT IN, THEY WILL BE SENT BACK HOME.   YOUR CHILD 

WILL STILL BE RECOGNIZED ON THEIR BIRTHDAY AND TEACHERS WILL PROVIDE A 
“NONFOOD” RELATED PRIVILEGE TO SHARE WITH THEIR CLASSMATES TO MAKE 

THEIR DAY SPECIAL HERE AT SCHOOL.  

  

 
  

TELEPHONES: 

·  PLEASE FEEL FREE TO CALL THE OFFICE ANY TIME DURING THE DAY TO LEAVE 
A MESSAGE FOR A STAFF MEMBER, WHO WILL MAKE EVERY ATTEMPT TO 

RETURN YOUR CALL AS PROMPTLY AS POSSIBLE.  

·  CALLING THE OFFICE TO SEND MESSAGES TO YOUR CHILD SHOULD BE KEPT 
TO A MINIMUM (NEAR EMERGENCY SITUATIONS ONLY).  PLEASE MAKE EVERY 

EFFORT TO REMIND YOUR CHILDREN OF ANY SPECIAL AFTER-SCHOOL 
ARRANGEMENTS – BEFORE THEY LEAVE HOME.  IT IS BEST IN THESE CASES TO 

WRITE A NOTE TO YOUR CHILD AND/OR TEACHER. 

·  OFFICE TELEPHONES ARE NOT TO BE USED FOR PERSONAL CALLS.  

·  CELL PHONES ARE NOT RECOMMENDED; HOWEVER, IF STUDENTS NEED TO 
BRING A CELL PHONE TO SCHOOL, IT MUST BE TURNED OFF.  IT MUST NOT BE 

SEEN OR HEARD OR IT WILL BE TAKEN AWAY UNTIL A PARENT COMES AND PICKS 
IT UP FROM THE OFFICE.   

PLAYGROUND:  

STUDENTS ARE NOT PERMITTED TO PLAY ON THE PLAYGROUND AFTER SCHOOL 

UNLESS THEY ARE BEING SUPERVISED BY THEIR PARENT/GUARDIAN.  

ANIMALS: 



ANIMALS ARE NOT PERMITTED ON SCHOOL PROPERTY DURING ARRIVAL AND 

DISMISSAL OF STUDENTS.  SEVERAL CHILDREN HAVE ALLERGIES AND WE NEED 
TO KEEP OUR STUDENTS SAFE.  

BIKES: 

·  STUDENTS RIDING BIKES TO SCHOOL ARE TO FOLLOW THE BASIC LOCAL 

ORDINANCES GOVERNING THEIR USE.  

·  ALL BICYCLES SHOULD BE PARKED IN THE BICYCLE RACK.  

·  THE SCHOOL IS NOT RESPONSIBLE FOR LOST, STOLEN, OR DAMAGED 
BIKES.  BIKES SHOULD BE PROPERLY PARKED AND LOCKED, AND CAN NEVER BE 

BROUGHT INTO THE BUILDING.  

·  BICYCLE HELMETS ARE ENCOURAGED.  

STUDENT FINES AND FEES: 

STUDENTS USING SCHOOL PROPERTY AND EQUIPMENT CAN BE FINED FOR 
EXCESSIVE WEAR AND ABUSE OF THE PROPERTY AND EQUIPMENT.  THE FINE 

WILL BE USED TO PAY FOR THE DAMAGE. 

 


