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Student Disciplinary Procedures and Responses*

Acts directed against
persons or property but 
whose consequences
do not seriously endanger
the health or safety of
others in the school.

These acts might be
considered criminal,
but most frequently,
can be handled by the 
disciplinary mechanism
in the school. 

Level III
1. Continuation of

unmodified Level II
behavior

2. Fighting
3. Intentional destruction

of school property
4. Petty theft
5. Threats to others
6. False fire alarm
7. Simple assault and/or

battery
8. Harassment

The principal initiates
disciplinary action and 
confers with the staff
on the extent of the
consequences.

The principal meets
with the student and
parents about the
student’s misconduct
and the resulting
disciplinary action.

A proper and accurate 
record of the offenses
and disciplinary action
is maintained by the
principal.

There is restitution of prop-
erty and damages.

Examples Procedures Disciplinary
Responses

1. Temporary removal
from class

2. After school detention
3. Out-of-School

suspension
4. In-school suspension
5. Legal action
6. Referred to outside

agency
7. Restitution
8. Withdrawal of privileges
9. Discipline hearing in

front of superintendent

Acts which result in
violence to another
person or property or
which poses a threat to
the safety of others in
the school.

These acts are clearly 
criminal and are so
serious that they always 
require administrative
actions.

These require immediate 
removal of the student
from school, intervention
of law enforcement, and 
action by the Board of 
School Directors.

1. Continuation of
unmodified Level III
behavior

2. Terroristic threats
3. Bomb threats
4. Violation of weapons

policy
5. Assault and/or battery
6. Destruction of school

property
7. Arson
8. Theft/possession of

stolen property
9. Violation of controlled

substance policy

Principal verifies the
offense with staff
involved and meets
with the student.

Student is immediately 
removed from the school 
environment.
Parents are notified.
Law enforcement
officials are contacted.

A complete and accurate 
report is submitted to the 
superintendent for Board
of School Directors action.

The student is given a 
full due process hearing 
before the Board of School 
Directors.

1. Discipline hearing
in presence of
superintendent

2. Expulsion by the
Board of School
Directors.

3. Restitution
4. Legal action
5. Out-of-School

suspension
6. Homebound Instruction

Level IV Examples Procedures Disciplinary
Responses

* This provides examples of misbehaviors and consequences.  It is not meant to be all encompassing.

* This provides examples of misbehaviors and consequences.  It is not meant to be all encompassing.
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Purpose of the Elementary Handbook
The handbook is designed to provide parents, guardians, and 
students with the policies and procedures of the Port Allegany 
Elementary School and the Port Allegany School District.  This 
handbook is organized by topic in alphabetical order.  The main 
purpose of this handbook is to ensure effective communications 
between the home and school.  The provisions of this handbook 
represent an overview of school board policy on the specific 
topic addressed.  Parents and students are encouraged to read 
each section of the handbook carefully and should ask the guid-
ance counselor or their teacher to interpret anything which they 
do not understand.  Students should refer to the handbook fre-
quently to obtain answers to specific questions.  Students should 
realize that he/she can obtain complete information concerning 
anything which they do not understand from a teacher, guidance 
counselor, or principal.  If you wish to have a more comprehen-
sive understanding, you may consult the school board policy 
manual found on the district website.  The provisions contained 
in school board policy shall control in regard to issues of inter-
pretation, clarification, and enforcement.   Any item not outlined 
in this handbook will be handled by the building principal.

The following policy was adopted by the Board of Education 
April 12, 1976 and amended on June 25, 1992.

Equal Rights and Opportunity
Nondiscrimination Statement
To comply with Federal laws (including Title IX of Education 
Amendments of 1972, section 504 of the rehabilitation Act of 
1973, and the Americans with Disabilities Act of 1990), State 
laws and state Department of Education regulations concerning 
equal rights and opportunities and to assure these within our 
school community, Port Allegany School District declares itself 
to be an Equal rights and Opportunities School District, it does 
not discriminate against individuals or groups because of race, 
color, national origin, ethnicity, religion, age, sex,  marital status, 
veteran status, or handicap or disability status.  The District’s 
commitment to non-discrimination extends to students, employ-
ees, perspective employees, and the community.

Equal Rights and Opportunity Director
An equal Rights and Opportunities Director has been desig-
nated by the school district.  It is the Director’s responsibility to 
make certain that all educational programs and activities and all 
employment practices are free from discrimination on the basis 
of those conditions stated in the policy.  This responsibility in-
cludes instructing appropriate persons in the District in the pro-
visions of the laws and regulations concerning equal rights and 
opportunities and fair employment practices.  The Director can 
be reached at 20 Oak Street, Port Allegany, Pennsylvania, PA 
16743, or by telephoning 814-642-2596.

Grievance Procedure
Those persons who have complaints alleging violations of the 9 
Equal Rights and Opportunities Policy may submit them to the 
following grievance procedure, using the appropriate grievance 
forms which are available in the district office.
1. Within 15 CALENDAR days after the alleged violation, the

grievance shall initiate and CONCLUDE AN informal dis-
cussion with the immediate supervisor/interviewer.  If the
informal discussion does not resolve the issue, the grievant
shall submit a written complaint (FORM 1) to the immediate
supervisor/ interviewer WITHIN THE NEXT 5 CALENDER
DAYS.  The immediate supervisor/interviewer shall respond
(FORM 2) within 15 calendar days.

2. If the grievance is not resolved under step 1, the griev-
ant shall submit the written complaint AND RESPONSE
(FORMS 1 and 2) to the Equal Rights and Opportunities

Director within 15 calendar days.  The Director has the au-
thority to investigate the grievance and attempt a resolu-
tion.  The Director shall respond (FORM 3) within 15 cal-
endar days.

3. If the grievance is not resolved under Step 2, the grievant
shall submit the complaint AND RESPONSES (FORMS
1,2, and 3), within 15 calendar days, to a committee con-
sisting of Board of Education representatives, the Equal
Rights and Opportunities Director, and the Superintendent.
The committee shall respond (FORM 4) within 15 Calendar
days.

4. If the grievance is not resolved under step 3, the grievant
shall refer complaint AND RESPONSES (FORMS 1, 2, 3,
AND 4) to the Board of Education.  The Board shall respond
(FORM 5) within 30 calendar days.
A grievant has the right to be accompanied by a third party
during all steps of the grievance procedure.

Legal Reference:
Title IX of the Education Amendments of 1972.
P.O. 92-318 (1972) and P.L. 93-568 (1974)

Section 504 of the Rehabilitation Act of 1973
Americans with Disabilities Act of 1990, P.L. 101-336

Port Allegany School District
Mission Statement
The Mission of the Port Allegany School District is to be the pre-
mier provider of innovative educational services which enables 
our students to acquire and apply knowledge necessary to be-
come respectful, responsible, self-directed learners.

School District Phone Numbers/Website 
Port Allegany School District ..............................(814) 642-2544
Port Allegany Elementary School .......................(814) 624-9557
Port Allegany High School ..................................(814) 642-2544
School District Web Site .................................www.pasdedu.org
Facebook ....................................... Port Allegany School District

Title IX, Section 504 Policy
The Port Allegany School District does not discriminate on the 
basis of race, color, national origin, ethnicity, religion, age, sex, 
marital status, veteran status, or handicap or disability status in 
its educational and vocational programs, activities, or employ-
ment as required by Title IX, Section 504, Title VI, and Chap-
ter 15.  For further information, please contact the office of the 
Superintendent, at 20 Oak Street, Port Allegany, Pennsylvania, 
16743.

Right to Request Teacher Qualifications
As a parent of a child enrolled in our school, you have the legal 
right to request and receive, in a timely manner, pertinent infor-
mation regarding the professional qualifications of your child’s 
teacher.  Specifically you have the right to ask for the following 
information about each of your child’s classroom teachers:
• Whether  the Pennsylvania Department of Education has

licensed or qualified the teacher for the grades and subjects
he/she teaches;

• Whether the Pennsylvania Department of Education has
decided that the teacher can teach in a classroom without
being licensed or qualified under state regulations because
of special circumstances.

• The teacher’s college major, whether the teacher has any
advanced degree and, if so, the subject of the degree.

• Whether any teacher’s aides or similar paraprofessionals
provide services and, if they do, their qualifications.

If you would like to receive any of this information, please call 
the office of the Superintendent at (814) 642-2544.
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Student Disciplinary Procedures and Responses*

Minor misbehavior on the 
part of the student, which 
impedes orderly classroom 
procedures or interferes with 
the orderly operation of the 
school.

These misbehaviors can 
usually be administered by 
an individual staff member. 

Sometimes these require the 
intervention of other school 
personnel.

Level I
1. Class disruptions
2. Pass violations
3. Classroom tardiness
4. Inappropriate language
5. Inappropriate attire
6. Insubordination
7. Non-defiant failure to

complete assignments
8. Cheating and lying
9. Disrespectful behavior

There is immediate
intervention by the
staff member who is
supervising the student
or who observes this
conduct. 

Repeated misbehavior 
requires a parent and
student conference.  

A proper and accurate 
record of the offenses
and disciplinary action
is maintained by the
staff member.

Examples Procedures Disciplinary
Responses

1. Verbal warning
2. Student conference
3. Teacher detention
4. Assigned seat
5. Parent conferences
6. Social restrictions
7. Counseling

Misbehavior whose
frequency or seriousness 
tends to disrupt the
learning process of the 
school. 

Infractions which
usually result in the
continuation of Level I
behaviors.  This requires 
the intervention of the
principal because
Level I disciplinary
options have failed to
correct the situation.

These infractions disrupt 
the educational process 
to the degree they require 
corrective action on the 
part of the principal.

1. Continuation of Level I
behaviors

2. Class cutting
3. Truancy
4. School tardiness
5. Disruptive classroom

behaviors
6. Forged notes or

excuses
7. Violation of tobacco

policy
8. Defiance
9. Leaving the building

without proper
authorization

10.Disrespectful behavior

The student is referred to
the administrator for
disciplinary action.  

The administrator meets
with the student and/or the 
teacher and applies the
most appropriate response.

Teacher is informed of the 
principal’s action.

A proper and accurate
record of the offense and
the disciplinary action is
maintained by the principal.

Parental notification and/or 
conference is initiated.

1. After school detention
2. Withdrawal of

privileges
3. Counseling
4. Student conference
5. Parent conference
6. Social restrictions
7. Behavior support
8. Referred to outside

authority
9. In-School suspension
10. Legal action

Level II Examples Procedures Disciplinary
Responses

* This provides examples of misbehaviors and consequences.  It is not meant to be all encompassing.

* This provides examples of misbehaviors and consequences.  It is not meant to be all encompassing.
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Weapons Policy
No weapons of any type are to be carried on school property. 
Weapons shall include, but not limited to, any knife, cutting in-
strument, chains, cutting tool, nunchaku, firearm, shotgun, rifle, 
or any tool, instrument or implement capable of inflicting seri-
ous bodily injury.  The weapon shall include objects which have 
the appearance or characteristics of weapons.  Weapons shall 
include look-alike or replica weapons which are not necessarily 
operable.  Students found in violation may be turned over to 
local authorities for prosecution under section 912 of Title 18 
of Pennsylvania Code which states that a misdemeanor in the 
first degree shall apply.  Board Policy 218.1 will be used to ad-
minister violations.  Policy requires an expulsion hearing for any 
student who violates the Weapons Policy.

Wellness Policy and Practice
In accordance with requirements established by the Pennsyl-
vania Department of Education on nutrition and wellness, if a 
snack food (i.e. cookies, cake, cupcakes, pizza, etc.) is brought 
to school to share with students a healthy food item (fruits, nuts, 
vegetables, etc.) must also be offered.  This includes birthday 
celebrations, classroom parties, and Booster events.

Website
The Port Allegany School District's Website can be found at 
www.pasdedu.org. You can find information pertaining to all 
school activities and other relevant information.  All building 
news and other information about the school will be posted on 
the website. 

the main office upon arrival.  They must sign in and obtain a 
visitor’s pass.  Visitors are not permitted to go to any classroom 
unless they are granted permission by the main office.  Student 
visitors are not permitted to attend school with an elementary 
student or to ride Port Allegany School District buses without 
prior administrative approval.

Walkers to School
The child’s safety is a major concern of the district, but the co-
operation of the home and school is necessary to build proper 
habits of safety.  

Students who walk to school are to:
• Report no earlier than 8:00 A.M.  There is no staff supervi-

sion prior to this time.
• The breakfast program begins at 8:00 and students are

tardy if arriving after 8:20
• Respect property of others, do not cross or walk on lawns,

litter or damage property in any way.
• Walk on the sidewalk.  When no side walk exists, walk off

the road facing traffic.
• Cross only at intersections.
• Refuse to enter or approach strange automobiles.
• Go straight to school each morning.  Do not stop to play.
• Be considerate of small children.
• Students are to go directly home after school.  Do not stop

to play on the playground.

•

•

Parents will be notified in a timely manner when their chil-
dren have been selected to participate in Title I programs.
This notification will be scheduled as deemed necessary by
teachers or at the request of the parents.
Parents will be sent reports on the child’s progress and con-
ferences between parents and teachers will be scheduled
as deemed necessary by the teacher or at the request of
the parents.

• Parents will be surveyed annually as part of the required
annual needs assessment for ECIA Title I.

Tobacco Policy
The Port Allegany Elementary School is a tobacco free cam-
pus.  Smoking or use of tobacco in any form by students will not 
be tolerated on or near the school grounds at any time.   This 
does not just mean during the school day.  It means during the 
school day, after school, on weekends and evenings, and when 
students are on school grounds for any reason.  No students 
are permitted to carry any type of tobacco products with them 
to class.  Teachers have been instructed to remove such ma-
terials from all students.  Violations of this rule will result in the 
student being assigned to detention and a referral to local law 
enforcement.  Parents are asked to also respect our tobacco 
free campus.

Visitors
All visitors to the elementary building are required to report to 

Port Allegany School District 2022-2023 Calendar

August 22,23 Teacher
Inservice

August 24 First Student Day

AUGUST 2022
S M T W Th F S

1 2 3 4 5 6
7 8 9 10 11 12 13

14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

FEBRUARY 2023
S M T W Th F S

1 2 3 4
5 6 7 8 9 10 11

12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28

February 17, 20 Winter
Break

September 5 Labor Day No
School

SEPTEMBER 2022
S M T W Th F S

1 2 3
4 5 6 7 8 9 10

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

MARCH 2023
S M T W Th F S

1 2 3 4
5 6 7 8 9 10 11

12 13 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30 31

March 21 - 3rd Marking
Period Ends

October 10 Teacher Inservice

October 27 - 1st Marking
Period Ends

OCTOBER 2022
S M T W Th F S

1
2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30 31

APRIL 2023
S M T W Th F S

1
2 3 4 5 6 7 8
9 10 11 12 13 14 15

16 17 18 19 20 21 22
23 24 25 26 27 28 29
30

April 5 Early Dismissal

April 7-10 Easter Vacation

April 6 Snow Day #1

April 11 Snow Day #2

November 11 Parent
Conferences / Act 80 Day

November 23 Early Dismissal

November 24, 25, 28
Thanksgiving Vacation

NOVEMBER 2022
S M T W Th F S

1 2 3 4 5
6 7 8 9 10 11 12

13 14 15 16 17 18 19
20 21 22 23 24 25 26
27 28 29 30

MAY 2023
S M T W Th F S

1 2 3 4 5 6
7 8 9 10 11 12 13

14 15 16 17 18 19 20
21 22 23 24 25 26 27
28 29 30 31

May 29 Memorial Day

May 30 Last Student Day /
4th Marking Period Ends

May 31 Teacher Inservice

December 22 Early Dismissal

December 23 - January 2
Christmas Vacation

DECEMBER 2022
S M T W Th F S

1 2 3
4 5 6 7 8 9 10

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30 31

JUNE 2023
S M T W Th F S

1 2 3
4 5 6 7 8 9 10

11 12 13 14 15 16 17
18 19 20 21 22 23 24
25 26 27 28 29 30

June 2 High School
Graduation

January 16 Teacher Inservice

January 12 - 2nd Marking
Period Ends

JANUARY 2023
S M T W Th F S
1 2 3 4 5 6 7
8 9 10 11 12 13 14

15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 31



Elementary Principal.................................... Mr. Tracy Kio
Assistant Principal .................................... Mr. Greg Oliver
School Secretary .................................... Mrs. Jill Stuckey

Guidance Counselor ............................Mrs. Beth Scanlon
R.T.I. Teacher .......................................Mrs. Tabatha Dart
Technology Coordinator....................... Mrs. D-Kota Kline

Elementary Office

Art ........................................................... Mrs. Kelly Davis
Instrumental Music ................................ Mr. Brad Stewart
Library....................................................Mr. Keith Koehler

Physical Education .............................Mr. Chad Saltsman
Vocal Music ..................................... Mrs. Heather Nance
Nurse ..................................................Mrs. Ashlee Fillhart

Specialists

Kindergarten 
Mrs. Jenna Switzer 
Miss Bethany Mealy 
Mrs. Amanda Priest 
Miss Chelsea Wymer
Level One
Mrs. Holly Chilson 
Miss Kendyl Guisto 
Miss Renee Johnson 
Miss Nancy Osani

Level Four
Mrs. Jennifer Funk 
Mr. Joshua Wolf    
Mrs. Kiley Wojewoda

Level Five
Mrs. Alyce Booth   
Mrs. Heather Boswell     
Mrs. Carrie Lee

Level Two
Mrs. Thrisa Borro 
Mrs. Crystal Kio
Mrs. Diane Finn
Mrs. Tammy Johnson

Level Three
Mrs. Beth Freer        
Mrs. Carey Herndon 
Mrs. Cassandra Howard

Gifted Support: ...................................Mrs. Denise Dibble
Learning Support: .......................................Mrs. Vicky Kio

Mrs. Carrie Madison 
Mrs. Sally Eyler

Special Education
Life Skills: .................................................Mrs. Olivia Wolf

Mrs. Erikka Henretta 
Speech Therapy: ........................... Mrs. Therese Urmann

STEM Lab...........................................Mrs.Toncha Barber

Mrs. Heather Albney 
Mrs. Denise Bridges 
Mrs. Patti Dowell

Mrs. Cristal Hepfner 
Mrs. Mary Lashway 
Mr. Bryan Phillips 
Mrs. Marsha Ernst

Cafeteria

Mrs. Megan Trimm 
Mrs. Brianna Nichols

Mrs. Roseann Penick           
Mrs. Hannah Buchsenschutz

Mrs. Sue Speed
Mrs. Joyce Stehle

Custodians

Mr. Jason Baker Mr. Timothy MorrisMr. Frank Roller

Supervisor:  Mrs. Rachel Vargeson

Port Allegany Elementary School 
Staff 2022 - 2023
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peated infraction warrants it, the principal can refer the child to 
the Board of School Directors for an expulsion hearing.   The 
parent or guardian will be informed as to the length and reason 
for the suspension.  Board Policy 233 addresses suspensions 
and expulsions within our district.

Swearing
Profanity and the use of vulgar language, drawings, photo-
graphs and gestures will not be permitted at school, on the bus 
and/or at extra-curricular events.  Punishment for this infraction 
can include loss of recess, detention or suspension depending 
on the severity of the situation.

Textbooks
Textbooks and supplies are provided by the district at no cost to 
the student.  At the beginning of the school year, the textbooks 
are issued with the number and condition of the book recorded. 
Textbooks are extremely expensive and students are financially 
responsible for the loss of a textbook and damage beyond nor-
mal wear and tear of usage during the school year.

Theft
Theft is defined as taking of another person’s property, or tak-
ing of public property without permission of the owner or person 
responsible for the property.  This infraction will be punished by 
detention and/or suspension if the situation warrants it.  A stu-
dent will also be responsible for restitution of the property.

Title I
It is the desire of the Port Allegany School District to provide par-
ents of educationally disadvantaged children (those eligible for 
ECIA Chapter 1 programs) adequate opportunity to be informed, 
and to be advised and comment on the design and implementa-
tion of ECIA Title I programs.   More information on Title I can be 
obtained from School Board Policy # 908.1 

To ensure that this opportunity is afforded, the administration 
shall implement the following activities:

13

• Regular school attendance.
• Consistent effort in classroom work.
• Following all school rules and regulations.
• Volunteering in matters relating to the health, safety, and

welfare of the school, community, and the protection of
school property.

• Assist the school staff in operating a safe school for all stu-
dents.

• Exercise proper care when using public facilities and equip-
ment.

• Monitor what you say and what you write. Regardless of
your intent, written and verbal threats to individuals or to the
school will be taken seriously.

Student Valuables
Students are discouraged to bring in large amounts of money or 
other valuables to school.  Students, not the school, are respon-
sible for their personal property.  If it is necessary to bring more 
money than is necessary for lunch, leave it with their teacher for 
safe keeping.  IPods, MP3 Players, electronic games are not 
permitted at school.  Use of them may result in confiscation and/
or disciplinary action.

Supervision of Students
The school district is responsible for students during the in-
structional hours of the school day in school; during the in-
structional hours of the school day on school district prop-
erty; on school district vehicles (owned, rented, leased or 
contracted).  Bus stop activity will depend on the situation; at 
school district events held before, during or after school that 
are directly observed and supervised by school district staff.

Suspension
There are two forms of suspension, in-school and out of school.  
Suspension is defined as time spent out of the classroom or 
school for serious or recurring infractions of the discipline policy.  
Only the school principal may suspend.  If the infraction or re-

        

Level Six
Mrs. Vanessa O'Shea 
Mrs. Melissa Orner      
Mrs. Jennifer Guncheon
Pre-K
Miss Crystal Genaux 
Miss Elizabeth Tanner
Assistant Teacher
Mr. Ricky Bova
Miss Makenzie Burr

the right of free expression because they violate the rights of 
others or are likely to or does interfere with school acivities, 
school work, discipline, safety, and order on school property or 
at school functions.
Please see Board Policy #220 for more information on specifics 
related to student expression/distribution of materials. Any stu-
ent who vioates any provision of Policy #220 will be subject to 
disciplinary action.

Student Records
Permanent files of all elementary students are kept on file in the 
elementary office.  These files contain demographic information, 
copies of report cards, state test results and any other pertinent 
information that has been collected on the student. 

Student Rights
All persons residing in the Commonwealth between the ages 
of 6 and 21 years are entitled to a free and full education in the 
Commonwealth’s public schools.  This right extends to migrato-
ry children, pregnant or married students.  Mentally Challenged 
children are entitled to a public sponsored program of education 
and training appropriate to their learning capabilities

Positive Behavior Interventions and Supports
The elementary school has introduced a PBIS system that is an 
approach to teaching and supporting positive behaviors in the 
school and community. It focuses on building a safe and positive 
environment in which all children can learn. We have selected 
six focus areas that include classrooms, hallways, cafeteria, 
restrooms, playground and buses. More information about this 
program can be found on our brochure and Behavioral Expecta-
tion Chart in the back of this handbook.

Student Responsibilities
Student responsibilities include:

Student Expression/Distribution 
and Posting of Materials
Students may distribute and/or post nonschool materials, pro-
vided that the form of expression (verbal, written, 
technological or symbolic representation or communication) 
and/or the use of public shool facilities and equipment is/are 
in accordance with Board Policy #220. Students must be 
aware of the feelings and opinions of others and give others 
opportunities to express their views. Prior to any distribution of 
non-school materials, the stu-ent must provide a plan for 
distribution to the building principal for approval, no later than 
24 hours prior to the planned distri-bution. The district has no 
responsibility to assist students in or to provide facilities for 
the distribution or posting of non-school materials.
Distribution refers to students issuing non-school materials 
to others on school property including placing on desks, in/or 
on lockers, or any type of delivery, such as email, text 
messaging o oth technological delivery. Off campus or after 
hours distribution, of any previously mentioned forms of 
distribution, that does or is likely to materially or substantially 
interfere with the educational process is forbidden.
Unprotected Student Expressions are those not protected by 

• Annually parents of eligible ECIA Title I students in both
public and nonpublic schools will be invited to a public
meeting in which the programs and activities provided with
ECIA funds will be explained.

Mrs. Kristi Freeman 
Mrs. Christine Fessenden 
Mrs. Linda Gordon

Mrs. Marti Bova 
Miss Erin Stauffer  
Mrs. Elizabeth Valentine
Mrs. Valerie Seybert

Instructional Aides

Title One
Mrs. Denise Dibble 
Mrs. Kari Johnson



Standardized Testing schedule
    Assessment Dates Grades
English Language Arts April 24-28, 2023 3-8
Mathematics May 1-12, 2023 3-8
Science 4 and 8
Make-up 

1-12, 2023
1-12, 2023 All grades

Student Absence, Related to
Public School Performances and Practices
Students absent from school cannot participate in public pro-
grams or practices during the evening of that day.  They 
cannot participate or practice on Saturday if they have 
missed school on Friday.  Students must be in school.
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• Stop at the office before proceeding to your appointment.
• You will be directed or taken to the meeting place.

PETS
Due to the number of students with allergies and our concern 
for safety issues, pets of any type are not permitted on school 
property without administrative approval. Never bring animals 
or insects to school in a glass container. 

Prescription Medications
Parent/guardians must bring prescription medications to the 
school for their child. Please inform the school nurse of all medi-
cation changes with your child in case of an emergency at school.

Prescribed medication to be given during school hours MUST 
be in the pharmacy container that gives complete instructions 
including the parent’s name, name of medication, dosage, and 
times to be given, and number of days to be given.  (Ask your 
pharmacist to prepare two labeled containers, one for school 
and one for home)  The FIRST dose of this medication for cur-
rent conditions/illness may not be given at school.  In order for 
the school nurse to distribute prescription medication, proper 
paperwork must be on file in the Principal’s office each year. If 
these forms are not filed new each school year, school person-
nel WILL NOT distribute medications.

Possession/Administration of Asthma 
Inhalers/Epinephrine Auto-Injectors:
The Board shall permit students in the district schools to pos-
sess asthma inhalers and epinephrine auto injectors and to self 
administer the prescribed medication in compliance with state 
law and Board policy.
The Board shall authorize the district to stock epinephrine auto 
injectors in the name of the school district for emergency admin-
istration by trained employees to a student who is believed to be 
experiencing an anaphylactic reaction.
Comprehensive information pertaining to the Possession/Ad-
ministration of Asthma Inhalers/Epinephrine Auto injectors may 
be found on our district website under School Board Policies: 
Section 200: Number 210.1. Please call the elementary office 
with any questions.

Report Cards
Port Allegany Elementary School follows a 9-week marking pe-
riod.  All students receive a report card four times during the 
school year.  These dates can be found on the school calendar 
on our district web site.

Port Allegany Elementary School 
Daily Schedule 2022 - 2023

8:30-10:00
Reading

8:20-9:00
HR, Breakfast

9:00-9:40
Calendar/Stem

EWW

9:40-10:20
Fine Arts

10:20-10:30
Snack

10:30-12:20
Instruction

12:20-12:50
Lunch

12:50-1:40
Clean Up, 
Rest Time

1:40-2:40
Instruction

2:40
Dismissal

8:25-8:40
Calendar Math

8:30-10:30
Reading, Spelling,
EWW, Handwriting

8:30-9:35
Period One

Reading, EWW,
Math

8:30-9:40
Period One

ELA, 
EWW, Math

8:30-9:00
Silent Reading,

Student Assistance

8:30-9:40
Period One

ELA, 
EWW, Math

10:00-10:20
SNACK

8:40-10:40
Reading

10:30 – 11:40
Math

9:35-10:40
Period Two

9:00-9:40
Fine Arts

9:40-10:20
Fine Arts

10:20 – 11:00
Fine Arts

10:40-11:10
Lunch

11:40-12:10
Lunch

10:45-11:20
Lunch

9:40-10:45
Period Two
ELA, EWW,

Math

9:40-10:45
Period One

ELA, EWW, Math

10:20-11:30
Period Two

ELA, EWW, Math

11:05-11:30
EWW

11:10 – 11:40
EWW

12:10 – 12:40
Recess

11:20-11:50
Recess

10:50-11:20
Lunch

10:45-11:25
Science, S.S. 

Health

ELA, EWW, 
Math

11:30 – 12:10
Math

11:40 – 12:00
Handwriting

12:40-1:20
Fine Arts

11:50-12:00
AR, Student
Assistance

11:20-12:30
Period Three
ELA, EWW,

Math

11:30-12:00
Lunch

11:30 - 11:50
AR/Student
Assistance

12:20-12:50
Lunch

12:00 – 12:40
Fine Arts

1:20 – 2:20
Saxon Phonics

12:00-1:15
Reading, EWW, 

Math

12:30-1:00
Social Studies,

Health

12:00-12:30
Recess

11:45-12:15
Recess

12:50 -1:30
Science, S.S.,

Health
12:40 – 1:10

Recess

2:20 – 2:40
S.S.,Health

Science
Reading, EWW,

Math
1:00-1:30
Science

12:30-1:35
Period Two

ELA, EWW, Math

12:15-12:45
Lunch

1:30-2:10
Units Continued

1:10 – 2:15
Math

1:20 - 2:00
Fine Arts

1:30-2:00
Recess

1:35 -2:40
Period Three

ELA, EWW, Math

12:45-1:55
Period Three

ELA, EWW, Math

2:10-2:40
Recess

2:15-2:40
Units

2:40
Homeroom,
Dismissal

2:00-2:40
Science, S.S.,

Health

2:00-2:40
Fine Arts

2:40
Homeroom,
Dismissal

1:55-2:45
Science, SS, 

Health

Assembly Conduct
 Assemblies are planned for your educational enjoyment.  Your 
conduct in assemblies should parallel your expected conduct 
in the classroom.  Students should enter the auditorium quietly 
and sit in their assigned areas.  Your reputation as a student 
body is largely determined by your behavior in large group 
situa-tions. Every performer, whether they are a student, a local 
com-munity member, or a paid professional, deserves the 
attention, respect and courtesy of every student.  
 During musical performances, students should not talk follow-
ing the introduction of a selection of music.  Musicians need 
time and silence to obtain the proper pitch for the selection that 
they are playing.

Attendance
 Students are expected to be in school on a regular basis.  In 
order to be successful in school, students must make every ef-
fort to attend school every day.  Past experiences have shown 
that students who miss an excessive amount of school have 
difficulty with their grades and may fail to meet their potential.  
 If it is necessary for a student to miss a day of school, 
that student must return to the school with a note from his/
her parent/guardian stating the reason for his/her absence 
within 3 days of returning.   This note is to be presented to 
the child’s homeroom teacher.  Students must be in their 
Home-room by 8:20. Otherwise they will be marked tardy.

• Illness of a child, attested by a physician if necessary.
• The presence of a contagious disease in the child’s home,

attested by a physician if necessary.
• Death of an immediate family member (Excused time will

not exceed 5 days.  Excused time allowed for funerals of
others will not exceed 1 day.)

• Legal business.
• Suspension or exclusion from school for misconduct (ap-

propriate make-up work will be provided for the term of sus-
pension.)

• Remedial health treatment.
• Pre-approved absence for vacation or to participate in edu-

cational experiences.  Approval for such absences should
be submitted to the principal at least 1 week prior to the
absence.  Make-up work will be required as outlined in the
attendance policy.  No absence will be approved during the
state testing window.

• Emergency situations as determined by the building princi-
pal.

• Religious holidays.
For more specific details concerning the attendance policy,
please refer to the district policy #007.1.
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The following will be recognized to be legal and necessary 
ab-sences.

Requesting Records of Transfer Students
Once parents sign a release form we will submit a copy to the 
former district and request a copy of all records pertaining 
to the child.  This request will also include the student’s 
discipline and at-tendance records.  When all records are 
submitted and those from the former school are received, you 
will be notified of the date your child will begin school in the 
Port Allegany School District.

Response to Intervention
and Instruction Team (RtII)
The Response to Intervention and Instruction Team (RtII) is 
a team process used to address concerns about a child’s 
aca-demic, emotional, or behavioral needs.  The RtII team 
consists of an instructional support teacher, classroom 
teacher, principal, assistant principal, other relevant staff 
members, and the parent /guardian.  RtII is designed to help 
identify a child’s strengths and areas of concern, to develop an 
educational plan to support the child and assist the classroom 
teacher in using strategies to meet the student’s needs.  
Contact the elementary office with questions regarding the 
RtII process at 642-9557.

Runaways
Runaways are defined as students who leave school property 
without permission.  An emergency response procedure is 
fol-lowed if a child is reported missing from school.  School 
per-sonnel are not permitted to pursue students off school 
property.  The principal or his designee will contact the police 
and report the missing child.

School Insurance
School insurance is available to all students.  Information will 
be sent home at the beginning of the school year.  The 
purchase of school insurance is optional.  

School Sponsored Activities
School sponsored events and activities cover a wide range 
of activities available to students.  Students are to act in an 
ap-propriate manner while attending these activities as 
dictated by school rules and regulations.  Failure to do so may 
result in dis-ciplinary consequences and/or the student not 
being permitted to attend future school sponsored events and 
activities.

Special Education
Every exceptional student attending the schools of this 
district shall be offered an educational program that meets 
his/her in-dividual needs and is suited to his/her unique 
abilities.  Such a program of special education shall be 
designed to comply with law, conform to the goals of this 
district.  If you have questions about the Special Education 
Program, please contact the ele-mentary office at 642-9557.
Speech Therapy
Speech therapy is available to students who need this 
service.  Initial screening is done during the Kindergarten 
registration process and during the school year for all new 
students.

Parent/Teacher Conferences
Parent and teacher conferences are vital for the success of all 
children who attend the Port Allegany Elementary School.  
Im-mediately after the first marking period, parent/teacher 
confer-ences are scheduled by the classroom teacher.   
Parents are encouraged to come and talk with teachers or 
administrators about the academic and social growth of their 
child.   As the year progresses you are welcome to maintain 
contact with your child’s teacher.  Since the teacher’s main 
responsibility is the welfare of the student under his or her care, 
a phone call to schedule a conference will make the meeting 
more beneficial for all.  Full cooperation in this matter will be 
greatly appreciated.

The following guidelines should be followed
for additional parent/teacher conferences:

• Please telephone your child’s teacher on their planning time
to schedule a convenient time to meet.

May
May



Attendance/Late Arrivals/Tardy
A student will be considered tardy if he/she arrives between 
8:20 am -9:50 am.  All students late for school must report di-
rectly to the main office and present a written excuse from home.  
The time will be recorded and they will be provided a late pass to 
enter the classroom.  If a written excuse is not presented, the 
tardy will be determined unexcused.  Excessive tardies may 
result in detention assignments. 

Attendance/Early Dismissals
Please do not request over the phone or by emails any 
last minute changes to your child's dismissal procedures 
after 2:30 PM. When a student is to be excused from school 
before 3:00 PM., he/she must present a written request 
signed by their mother, father, or legal guardian.  Your 
request should be made to the main office before 8:20 AM.  
No requests will be granted over the telephone.  Such 
requests should be made only for urgent reasons.  Those 
reasons should only be those indicated under our attendance 
policy.  Students must be in school by 9:50 AM to participate in 
field trips and after school activities unless prior Administrative 
approval.  Any reason determined not to be legiti-mate may be 
an unexcused/unlawful absence. 

No student will leave school before final dismissal unless prop-
erly excused.  If a student becomes ill during the day, they 
should ask to be excused to see the nurse who will provide any 
necessary aid.  If the nurse believes that the child should leave 
school, she will call the student’s home and ask the parents to 
come to school and pick up the child.  If the nurse is unavailable, 
students should report directly to the main office for assistance.

In case of an emergency, parents must bring a written excuse 
to have their child dismissed.  The parent must wait in the main 
office as they are not permitted to go directly to the classroom.  
At that time the child will be called to the main office where 
they will leave with the parent. Students are responsible for 
any school work that is missed while they are gone.

Behavior in the Halls
In halls, walk quietly, but act courteously as others are working 
in their classrooms.  Walk to your right whenever possible in a 
single file line.  

Birthdays Celebrated at School
In accordance with requirements established by the Pennsyl-
vania Department of Education on nutrition and wellness, if a 
snack food (i.e. cookies, cake, cupcakes, pizza, etc.) is brought 
to school to share with students for birthday celebrations a 
healthy food item (fruit, nuts, vegetables, etc.) must also be 
served.  Parents should coordinate any birthday treats with 
their child’s homeroom teacher.   Balloons and flowers are a 
distraction in the classroom and a safety hazard on the bus.  
Arrangements should be made to have them delivered to 
the child’s home, not school.   

Invitations for any parties celebrated at home should be sent 
through the mail.  Students are not permitted to hand out party 
invitations at school unless they have invitations for the entire 
level.

Book Bags
The children may use book bags to carry work to and from 
home.  If the child has a book bag the parents/guardians are 
requested to periodically help their child to empty and clean 
them out.  

Boosters
The Port Allegany Elementary School has a very active Parent 

Boosters program.  The Boosters has an annual membership 
drive for families who have students attending the Port Alle-
gany Elementary School.  Anyone who is interested in 
becoming a member of this important program should contact 
the elementary office at 814-642-9557.

Breakfast Program
The Port Allegany Elementary School Cafeteria offers a break-
fast and lunch program daily.  Breakfast menus are available 
on this district website and on the Nutrislice mobile app. To 
locate, search: “school menus by nutrislice” on Google Play or 
the App Store. Parents who would like to apply for free or 
reduced priced lunches should do so through the school 
office.  Students who choose to eat breakfast should report 
to their homerooms to sign out and then go directly to the 
cafeteria, eat their breakfast, and then report directly back to 
their homeroom. Students are not to be loitering in the hallways 
or restrooms.  Prices are avail-able on our website.

Building Use Policy
If a community member would like to use the school for any 
rea-son before or after regular hours they need to complete in 
detail, the Request for Building Use form in sufficient time to 
allow for administrative approval.  This document may be 
obtained at the elementary office.

Bullying / Cyberbullying Board Policy #249
The Board is committed to providing a safe, positive learning 
environment for district students. The Board recognizes that 
bullying creates an atmosphere of fear and intimidation, 
detracts from the safe environment necessary for student 
learning, and may lead to more serious violence. Therefore, 
the Board prohibits bullying by district students. Bullying means 
an intentional electronic, written, verbal or physical act or 
series of acts directed at another student or students, which 
occurs in a school setting and/or outside a school setting, that 
is severe, persistent or pervasive and has the effect of doing 
any behaviors within the Board Policy. Please see Board 
Policy #249 for more information on specifics related to 
Bullying and Cyberbullying of students.

Bus Transportation
Questions pertaining to bus transportation can be directed to 
the Principal’s Office at (814) 642-9557 or Muccio’s Bus 
Garage at (814) 642-2233.

The bus driver assumes responsibility for the safety and 
welfare of the students riding school buses.  If a student 
does not abide by the rules and regulations of bus 
transportation then he or she may lose the privilege of riding 
the school bus.  When miscon-duct occurs on the bus, the 
driver will report the incident through the “Bus Conduct 
Report” to the administration. The Principal will follow up and 
take appropriate action. Students who ride buses should do 
nothing that distracts the driver from their pri-mary 
responsibility, which is to drive safely. 

Students who ride the bus are not to leave school property 
once they arrive on campus unless they secure permission 
from the office. 

Bus Rules
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needed for the day as soon as they arrive at the ISS room.  Dur-
ing the time of the in-school suspension assignment, the student 
will be expected to complete work assigned by the teacher.  An 
in-school suspension assignment may range from one to three 
days.  If a student is uncooperative while assigned, the day(s) 
may be reassigned.

The following rules are in effect
during their suspension days:

• No participation or attendance at school activities (athletics,
band, etc.)

• No visiting with other students; work only.
• Restroom breaks will be at the discretion of the teacher in

charge.  It is recommended that no more than one break in
the morning and one in the afternoon be granted.

• No cafeteria privileges.  Students must bring their lunch to
the ISS room.

• Students may not leave the room for any reason other than
restroom breaks.

• Students are expected to work closely with their classroom
teacher to do all work that is assigned.

Internet/Network Usage
The use of computers and network facilities shall be consistent 
with the curriculum adopted by the Port Allegany School District, 
as well as the many instructional needs, learning styles, abili-
ties, and developmental levels of students.  

The use of the Internet is a privilege not a right.  Inappropriate, 
unauthorized, and illegal use will result in the cancellation of 
those privileges and appropriate disciplinary action.  All parents/
guardians and students will receive a copy of the Seneca High-
lands Wide Area Network Policy and Internet Ethics Code Form.  
Both the parent/guardian and student are required to sign the 
Network Consent Form before access to the Internet and net-
work services will be granted.  Students who violate the terms of 
the Internet policy may lose computer privileges for a period of 
time determined by the principal. 

Leaving Classrooms during the School Day
Students must obtain teacher permission before leaving any 
classroom or the cafeteria during lunch periods.  Teachers need 
to know where you are at all times.

Lockers / Locker Searches
A locker is a student’s “home away from home” for his or her 
personal belongings.  Therefore it is expected that a student 
will keep his/her locker clean and neat.  A student is responsible 
for making sure damage is not done to his/her locker.  Students 
should not leave valuables in his/her locker.  Locks are not per-
mitted on student lockers.
School authorities may search a student’s locker according to 
Port Allegany School District Policy # 226.

Lost and Found
Any articles that have been found should be brought to the of-
fice to be placed in the lost and found.  We will inform students 
of these articles through our Little Gator News broadcasts in the 
mornings.  If you have lost an article, please come to the office 
to claim it.

Lunch Cash
For the school year:
Regular lunch:  Elem: $2.10   
Reduced Price Lunch:  $.40
Regular Breakfast:  Elem - $1.15   
Reduced Price Breakfast:  $.30 
Adult Lunch:  $3.00
K Snack Milk (White Only): $.40

Lunch Detention
Lunch detention is the temporary loss of cafeteria eating privi-
leges.  Students assigned lunch detention will eat their lunch in 
the office.  The amount of lunch detention can range from 1 
day to an indefinite period of time.

Maintaining Professional Adult / Student 
Boundaries.  Board Policy #824
This policy applies to district employees, volunteers, student 
teachers, and independent contractors and their employees 
who interact with students or are present on school grounds. 
For purposes of this policy, such individuals are referred to 
collectively as adults. The term adults as used in this policy, 
does not include district students who perform services on a 
volunteer or compensated basis. All adults shall be expected to 
maintain professional, moral and ethical relationships with 
district students that are conductive to an effective, safe 
learning environment. This policy addresses a range of 
behaviors that include not only obviously unlawful or improper 
interactions with students, but also precursor grooming and 
other boundry-blurring behaviors that can lead to more 
egregious misconduct. Please see Board Policy #824 for more 
information on specifics related to Maintaining Professional 
Adult / Student Boundries.

Misconduct
Misconduct is not limited to a special list of poor behavioral ac-
tivities.  It seems there is always some situation that is new 
or unique.  It is vital that students obey the rules set forth by 
each homeroom teacher and carries themselves in a 
manner that enriches the school learning environment. 
Misconduct can be punished by loss of recess, detention, in 
or out of school sus-pension, depending on the severity of the 
offense. 

Nondiscrimination in School
and Classroom Practices
The Port Allegany School District declares it to be policy of 
this district to provide an equal opportunity for all students to 
achieve their maximum potential through programs offered in 
the school.  The board encourages students and third 
parties who have been subject to discrimination to promptly 
report such incidents to the building principal.  The board 
directs that complaints of discrimination shall be investigated 
promptly, and corrective ac-tion be taken when allegations are 
substantiated.  Confidentiality of all parties shall be 
maintained, consistent with the district’s legal and 
investigative obligations.

If the complaint is not satisfied with a finding of no violation of 
the policy or with the corrective action recommended in the 
inves-tigative report, s/he may submit a written appeal to the 
super-intendent within fifteen (15) days.  District Policy 103 
provides further details on this issue.

Occupational Therapy
Occupational therapy is available for those students who need 
this service.  Initial screening is completed during the 
Kindergar-ten registration process and during the school 
year for all new students. If you have concerns about your 
child, please 
contact the elementary school office at 642-9557.

Party Invitations
Parents are asked to refrain from sending party invitations to 
school for distribution unless all level students are included. 
This creates problems for uninvited students.

• Fighting, pushing, and aggressive behavior are not 
permit-ted on the bus.

• Be courteous; use no profane language.
• Eating or drinking is not permitted on the bus.
• Help keep the bus clean by not littering.
• Cooperate with the bus driver.



Bus Passes
Child accounting associated with transportation is essential to 
the safety and security of children.  In order to provide safe re-
sponsible transportation for parents and students, the following 
guidelines will be followed as the district implements bus passes 
on a limited basis.  
• Students can be picked-up and dropped-off at different bus

stops on a consistent basis as long as they continue to ride
the same bus.

• Pick-up and drop-off changes to accommodate work sched-
ules will be honored if they are consistent and approved
ahead of time.

• Except in cases involving custody arrangements, requests
requiring changing buses are not permitted.

• The district bus pass must be completed for any change in
bus assignment.

• Parents are encouraged to establish an alternative home
for your child where they will be properly supervised in case
you are not home when your child arrives.

• Early dismissals, emergency dismissals, and working par-
ents are specific cases where the alternate home will pro-
vide safety for your child and peace of mind for you, the
parents.

• The alternate home should be a friend or nearby neighbor
who will care for your child in case of an emergency.

• Remember to update your child’s Emergency Contact Infor-
mation by contacting the school and submitting the informa-
tion in writing as soon as any changes occur.

• A child may be permitted an alternate bus stop in the event
of a non-recurring emergency. (i.e., family illness, death,
etc.)

• Parents are encouraged to keep all transportation assign-
ments consistent for their child.

• All bus changes must be submitted in writing to the building
principal. The request must state student’s name, number
of bus to be riding, number of the designated bus stop to be
picked up or discharged at, and specific date(s).

• All bus changes are at the discretion of the building princi-
pal.

Riding Buses to School Activities
In order for students to ride home with their parent/guardian 
from a school activity, the student must submit a note requesting 
permission to ride home with the parent/guardian.  Notes must 
be submitted in advance to the Principal’s Office for approval.  
A copy of this note must be picked up and given to the teacher. 
No student will be permitted to ride home with their parents by 
making arrangement with the teacher at the event.

• Students are to walk at all times in the cafeteria.
• Students are to eat their lunch.  During this time students

may talk quietly with other students at their table.
• Students are not permitted to leave their seats without per-

mission from one of the teachers on duty.
• Restroom privileges will be granted to only one student at a

time.  Students must use the restroom across the hall from
the cafeteria.

• Throwing food or any other display of disorderly behavior
will result in disciplinary action.

• The lunchroom personnel have every right to assign seats
during lunch periods.

• Before being dismissed from the cafeteria students are
expected to pickup and discard all materials in the trash
containers.  Students are responsible for keeping their area
clean.  This includes the tables and floor.

• Students are not permitted to leave the cafeteria with food
or snack items.

Care of School Property
Students at Port Allegany Elementary School are entrusted 
with various school supplies loaned for study. These materials 
should receive the best of care and must be returned at the end 
of the school year in good condition.  Students will be assessed 
for all lost or defaced books and materials.    

Students are not to mark school furniture, walls, ceilings, floors, 
books or equipment with a pen, pencil, paint or any other instru-
ment.  Students will be responsible for damage to school prop-
erty, and may be referred to the proper law enforcement agency.

Chewing Gum
The chewing of gum is undesirable and discouraged in school.  
Students are asked to cooperate in eliminating this habit.  Indi-
vidual classroom teachers may impose any restrictions on gum 
chewing which they consider to be necessary. The best rule for 
students to follow is to chew gum outside of school.

Clearances
The Child Protective Service Law (CPSL) requires that all vol-
unteers who may be in direct contact with students (possibly 
left with children without teacher supervision) submit and renew 
clearances every sixty (60) months.  Any parent who will be 
accompanying us on any field trip must have all three clear-
ances. It will be your responsibility to see that you have proper 
clearances. If you are only visiting once or twice a year and 
under the direct supervision of a teacher, you will not need clear-
ances. This may include activities such as Grandparent’s Tea, 
Halloween parade, Reader’s Theater, Wax Museum. Please 
contact the school with any questions.

Daily Dismissal Procedures
Students who are walkers will be dismissed each day at 2:45 
PM from the main lobby area.  They will be lead down Clyde 
Lynch Drive by an adult.  Parents are not to park outside of 
the school to pick up these students.  They are encouraged to 
meet them at the end of Clyde Lynch Drive if it is necessary to 
provide their child with a ride home.  Parents also are asked to 
refrain from stopping on Mill Street to pick up children as this 
possesses a significant safety issue.

Bus students will be dismissed from their homerooms to the 
cafeteria each day at 2:45 PM where they will be dismissed by 
teachers as their respective buses arrive.  

Students who are to be picked-up by their parents will be dis-
missed after all bus students have left the school.  Parents are 
asked to refrain from parking in our school parking lot until all 
buses have left the school.  

Daily Time Schedule

• 7:30 Office opens
• 7:50 Teachers are in their rooms ready for the day
• 8:00 Students admitted to the building
• 8:20 Tardy Bell
• 2:45 Students begin dismissal process
• 3:20 Teacher dismissal
• 4:00 Office closes

7

The grade scale below is used for
K and Fine Arts’ classes.

Kindergarten
A = Accomplished P = Progressing
N = Needs Improvement NE = Not Evaluated

Fine Arts 
(May be utilized in lower grade levels)

Satisfactory = S
Improving = I
Needs Improvement =N
Unsatisfactory = U

AR
Satisfactory = S

Unsatisfactory = U

Hazing Board Policy #247
The purpose of this policy is to maintain a safe, positive 
environment for students and staff that is free from hazing. 
Hazing activities of any type are inconsistent with the 
educational goals of the district and are prohibited at all times. 
Hazing occurs when a person intentionally, knowingly or 
recklessly, for the purpose of initiating, admitting or affiliating a 
student with an organization, or for the purpose of continuing 
or enhancing membership or status in an organization, causes, 
coerces or forces a student to do any of the behavior listed in 
the Board Policy. Please see Board Policy #247 for more 
information on specifics related to Hazing of Students.

Homebound Instruction
Whenever a student contracts a disability or extended illness, 
provisions can be made for homebound instruction.  The 
re-quirement is that a child must be unable to attend school 
for a considerable period of time.  Request for homebound 
instruction should be initiated by the parent through the 
principal and sup-ported by the necessary statement from the 
physician.  There is no charge to the parents for this service. 
Pennsylvania School Code grants a maximum of twenty 
hours of instruction per month.  These hours are arranged 
by an agreement between the parent and the assigned 
teacher.

Homeless
The McKinney-Vento Homeless Assistance Act is designed 
to provide school stability for all students who do not have a 
per-manent home and who are:
• Staying with friends or family because of housing loss or

inablility to afford new housing
• Living in shelter, including transitional programs
• Staying in motels because of inability to get a home
• Living on the streets, in a car, van, tent or other nonperma-

nent structure

If you meet the above criteria or know of someone who does, 
contact the District Assistant Principal.  An eligible student has 
the right to:

• Receive a free, appropriate public education
• Enroll in school immediately, even of lacking documents

normally required for enrollment
• Enroll in school and attend classes while the school gathers

needed documents
• Enroll in the local school or continue attending your school

of origin (the school you attended when permanently
housed or the school in which you were last enrolled), if
that is your preference and feasible.
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Homework for Absent Students
Homework can be picked up between 3:20-4:00 PM in the el-
ementary office for those parents/guardians who have made a 
request to the teacher for the missed assignments.  These re-
quests must be made prior to the planning time of the student’s 
teacher.  All attempts will be made to honor homework requests.

Health Issues
A nurse is available for emergencies or first aid treatment.  
Should you become ill during the day or receive an injury, ask 
your teacher to permit you to see the nurse.  If your condition is 
such that you should not stay in school, the nurse will see that 
you are released properly from school.  

The nurse will also advise you with general matters concerning 
your health.  If you have health problems, ask the nurse to as-
sist you.

Medications, prescription or non-prescription drugs can only 
be administered by the school nurse.  The principal can 
distribute medication in the absence of the school nurse.  The 
nurse must be given permission from a student’s parent to 
administer medi-cations. The school nurse will NOT 
administer the initial dose of any medication.  All medications 
must be kept in the Nurse’s Office. Please inform the school 
nurse of any and all medi-cation changes in case there is 
ever and emergency with your child.

Health / Mandatory Reasons for Absences
There are certain conditions which require a student to remain 
out of school.  Students are not permitted in school with any of 
the following conditions.
Measles Whooping Cough Ringworm
Mumps Chicken Pox Scabies (itch)

Pediculosis Conjunctivitis (Pink Eye) Impetigo (lice)

A student, who has been excluded from school for any of the 
above conditions, will be readmitted only with a certificate of 
recovery from a physician.  Students with Pediculosis (lice) 
will be excluded from needing a physicians excuse, but will be 
looked at by the school nurse to determine whether the student 
is cleared to be readmitted to class.  Parent should call to inform 
the school when the student develops one of these conditions.  
Informing the school will help the teacher plan better for the stu-
dent as well as help prevent the condition from spreading to 
other students.
Parents are to remain in the office where they will meet their 
child.  Parents should not go directly to the classroom for their 
child.  Any work the student will miss while absent must be made 
up and is the student’s responsibility.

In-School Suspension
In-School Suspension is the disciplinary action of removing a 
student from his/her school activities, including after-school ac-
tivities.  It differs from detention in that it is the next step towards 
out-of-school suspension.  Students and parents will be in-
formed at least one day prior to the in-school suspension.  They 
will report to the ISS room promptly as soon as they enter the 
building and inform their homeroom teacher that they are pres-
ent.  They are to have their books and other materials 

Disciplinary action may take the form of the following:
• A verbal reprimand and warning
• Reassignment of seating
• Contact with the parent or guardian
• Detention
• In-school suspension
• Suspension of transportation privileges

• Stay in your seat while the bus is moving.
• Keep your hands, head and feet inside the bus.
• Bus drivers are authorized to assign seats.
• Ride only your designated bus unless you have

  

permission from your principal.
• Be at your bus stop 5 minutes before pick-up.
• Do not bring pets or animals on the bus.

Cafeteria Behavior
Our school cafeteria offers breakfast and lunch daily.  However, 
students are reminded that on mornings school is delayed by 
two (2) hours, no breakfast will be served.   Inappropriate be-
havior in the cafeteria will not be tolerated.  Students who do 
not conform to the following guidelines will be disciplined by 
moving of seat, loss of recess time and/or lunch detention 
depending on the severity of the offense. 

Care of School Property
Students at Port Allegany Elementary School are entrusted 
with various school supplies loaned for study.  These materials 
should receive the best of care and must be returned at the end 
of the school year in good condition.  Students will be assessed 
for all lost or defaced books and materials.    

Students are not to mark school furniture, walls, ceilings, floors, 
books or equipment with a pen, pencil, paint or any other instru-
ment.  Students will be responsible for damage to school prop-
erty, and may be referred to the proper law enforcement agency.

Chewing Gum
The chewing of gum is undesirable and discouraged in school. 
Students are asked to cooperate in eliminating this habit.  Indi-
vidual classroom teachers may impose any restrictions on gum 
chewing which they consider to be necessary.  The best rule for 
students to follow is to chew gum outside of school.

Clearances
The Child Protective Service Law (CPSL) requires that all vol-
unteers who may be in direct contact with students (possibly 
left with children without teacher supervision) submit and renew 
clearances every sixty (60) months.  Any parent who will be 
accompanying us on any ield trip must have all three clear-
ances. It will be your responsibility to see that you have proper 
clearances. If you are only visiting once or twice a year and 
under the direct supervision of a teacher, you will not need clear-
ances. This may include activities such as Grandparent’s Tea, 
Halloween parade, Reader’s Theater, Wax Museum. Please 
contact the school with any questions.

Daily Dismissal Procedures
Students who are walkers will be dismissed each day at 2:45 
PM from the main lobby area.  They will be lead down Clyde 
Lynch Drive by an adult.  Parents are not to park outside of the 
school to pick up these students.  They are encouraged to meet 
them at the end of Clyde Lynch Drive if it is necessary to 
provide their child with a ride home.  Parents also are asked to 
refrain from stopping on Mill Street to pick up children as this 
possesses a significant safety issue.

If the school district believes that the school that the   
              school selected is not in your best interest, the district 

must provide you with a written explanation of its posi-
               tion and inform you of your right to appeal its decision. 

• Receive transportation to and from the school of origin, if you
request this

• Receive educational services comparable to those provided to
other students, according to your needs as a student

•        Respect the rights and property of others.

Cigarettes, alcohol, or drugs are not permitted on the      
bus.

•      
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Bus students will be dismissed from their homerooms to the 
cafeteria each day at 2:45 PM where they will be dismissed by 
teachers as their respective buses arrive.  

Students who are to be picked-up by their parents will be dis-
missed after all bus students have left the school.   Parents are 
asked to refrain from parking in our school parking lot until all 
buses have left the school.  

Daily Time Schedule

Detention
There will be a detention program designed for students who 
are in need of some form of discipline.  The detention 
program will run from 3:20-4:20 on assigned days.  Students 
will be as-signed detention time by the principal working with 
the teaching staff.  A record of detentions will be kept in the 
Principal’s Office.  Students and parents will be given at least 
one day’s notice of an assigned detention.  Transportation will 
be the responsibility of the parent/guardian.

Discipline
By promoting a clear understanding of our rules, and the 
validity of those rules, we hope that you will become more 
responsible and help to bring about a positive school spirit of 
voluntary self-discipline.  

All rules are important.  We expect you to meet all of your 
ob-ligations of the classroom rules to the best of your ability.  
You will have to organize your time and practice self- 
discipline.  If everyone cooperates, we will have very little 
need to concern ourselves with disciplinary procedures.  In 
the event that you do ignore our standard of conduct, you 
should know that conse-qences will follow.

Discrimination/Title IX Sexual Harassment 
Affecting Students.  Board Policy #103
The Board declares it to be the policy of this district to provide 
an equal opportunity for all students to achieve their maximum 
potential through the programs and activities offered in the 
schools without discrimination on the basis of race, color, age, 
creed, religion, sex, sexual orientation, ancestry, national 
origin, marital status, pregnancy or handicap/disability. The 
Board also declares it to be the policy of this district to comply 
with federal law and regulations under Title IX prohibiting 
sexual harassment, which is a form of unlawful discrimination 
on the basis of sex. Such discrimination shall be referred to 
throughout this policy as Title IX sexual harassment. Inquiries 
regarding the application of Title IX to the district may be 
referred to the Title IX Coordinator, to the Assistant Secretary 
for Civil Rights of the U.S. Department of Education, or both. 
The district is committed to the maintenance of a safe, positive 
learning environment for all students that is free from 
discrimination by providing all students course offerings, 
counseling, assistance, services, employment, athletics and 
extracurricular activities without any form of discrimination, 
including Title IX sexual harassment. Discrimination is 
inconsistent with the rights of students and the educational 
and programmatic goals of the district and is prohibited at 
or, in the course of, district-sponsored programs or 
activities, including transporation to or from school-
sponsored activities. Please see Board Policy #103 for 
more information on specifics related to Discrimination 
and Title IX Sexual Harassment Affecting Students. 

Disobedience
Disobedience is defined as the refusal or neglect to obey any 
school district employee.  This includes all administrators, teach-
ers, paraprofessionals, office staff, custodians, cafeteria staff, 
bus drivers or substitutes for these positions.  Punishment for 
this infraction can include loss of recess, detention or suspen-
sion depending on the severity of the offense.

Disrespect
Disrespect is defined as rudeness and/or offensive behavior in 
words or action that is shown to any school district employee.  
Punishment for this infraction can include loss of recess, deten-
tion or suspension depending on the severity of the offense.

District Grade Book Program
Power School is the district’s grade book program which is web 
based that provides parents/guardians and students the abil-ity 
to view grades online.  You will be provided a user ID and 
password to access updates on your child’s academic activity.  
You are encouraged to log in weekly to closely monitor your 
student’s progress throughout the school year.  Grades K utilize 
hard copy report cards and are not accessible on Power School.  
Please contact your child’s teacher for academic updates.

Dress Code
Standards of student dress and appearance are cleanliness, 
modest, and good taste in an environment for learning.  Outfits 
worn to school also must be appropriate for the situation-a co-
educational community of young people who should value not 
only the knowledge of subject matter, but also the importance of 
decency, good taste, modesty, and regard for others.  Any form 
of dress which is detrimental to the health, safety, or welfare of 
students or which is disruptive to the educational process will not 
be permitted.  Such dress includes, but not limited to fish-net 
tops, tank tops, strap blouses or shirts, muscle shirts, bare-back 
or bare midriff styles, T-shirts with offensive advertising, 
extremely short shorts, and cut-offs.  Tops must be long enough 
to cover the belt line or be tucked into pants, skirts, or shorts.  
Shorts and dresses should be below the fingertips extended on 
the leg. Strapped sandals are permissible, flip-flops are not 
allowed for safety reasons. Clothing that advertises alcohol or 
drugs is considered unacceptable.  Clothing that has suggestive 
or implied vulgarity is prohibited.

The intent of the guidelines is to provide students, teachers, and 
parents a general idea of what is acceptable dress and appear-
ance.  A genuine concern for what is proper should provide a 
social situation that is conducive for learning.  If a questionable 
situation should surface, it should be brought to the attention of 
the Principal or Nurse.  They will make a decision on the accept-
ability of the dress in question.  
These guidelines are designed to be as flexible as possible.  
However, the completely casual permissive styles will not be 
acceptable.

Drug and Alcohol Policy
The Board recognizes that the misuse of drugs and alcohol are 
a serious problem with legal, physical, and social implications 
for the whole school community.  As the educational institution 
of the community, the school should strive to prevent drug and 
alcohol abuse.  Drug education programs are included in the 
curriculum at all levels.  

The Board recognizes that chemical dependency is a disease 
which often interferes with the learning and human develop-
ment.  The district will work through the schools and guidance 
services, and with the appropriate community agencies to in-
tervene in the dependency behavior and to assist the student 
to overcome the dependency so that he/she can function more 
effectively in the school setting.  The school’s role is to work 
with the student and the family to get them “treatment ready.”

The primary purpose and justification for any action on the part 
of the school personnel should be the protection, safety, and 
welfare of the students, faculty and school property, as well as 
the educational process. Schools must act carefully, out of  
con-cern for the school population, under the doctrine in loco 
parentis, and not as a law enforcement agent. For more specific 
details concerning the Drug and Alcohol policy, please refer to 
the district policy #227

Educational Trips
Preapproved absence for vacation or to participate in education-
al experiences must be made in writing to the Principal at least 
one (1) week prior to the absence.  Make-up work should be 
collected by the student prior to leaving and have it completed 
upon the return to school.  No absence will be approved during 
the state testing windows.

Electronics
Cell phones that are brought to school are to remain in the  stu-
dent’s locker.  If a student is caught using the cell phone during 
school hours, the cell phone will be taken to the principal’s office 
and the parent will need to come to the school to pick it up.  

Intermediate teachers may ask students from time to time to 
bring in electronic devices to use in class.  Strict parameters will 
be made by each classroom teacher for students to follow 
during that particular class period.  Parents are encouraged to 
reinforce the proper etiquette of mobile devices to assist us with 
the learning process.  

Emergency Information
Student emergency information is addressed at Back to School 
Night and forms are also sent home during the first week of 
school.  They are also  available on our school website.  Please 
return the completed forms as soon as possible so that we may 
have the most current emergency information.  Please contact 
the school office anytime during the school year to update 
information concerning changes of address, change of tele-
phone number, change of custody status, or marital status.

Emergency School Closings, Delayed Starts 
and Early Dismissals
The decision to close school, due to weather conditions or some 
other reason is made by the Superintendent.  This announce-
ment is made over the Alert Solutions. Parent Information Sys-
tem, Facebook page, and the following radio and television 
stations as early as 6:00 AM for your convenience.  PLEASE 
DO NOT PHONE THE SCHOOL TO ASK IF SCHOOLS ARE 
CLOSED. Please update any changes of phone numbers 
with the elementary office in writing.  

Please monitor these radio/television stations for cancellations:  

WKBW TV .................Buffalo 
WKBW TV .................Buffalo 
WIVB TV ....................Buffalo 
WGRZ TV ..................Buffalo

 WFRM ........................Coudersport
 WHKS ........................Port Allegany
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Fighting/Terroristic Threats
Students fighting or intentionally causing bodily harm to 
another person MAY BE TURNED OVER TO THE POLICE 
AND LOCAL AUTHORITIES.  Students should be aware that 
section 2702 of Title 18 of the Pennsylvania Code states that 
aggravated as-sault charges may be entered against the 
offender.  Students who fight may also face charges of 
disorderly conduct.  Stu-dents should also be aware that the 
school’s authority in this matter includes going to and from 
school and at related activi-ties.  Terroristic threats will be 
dealt with by the school district policy 218.2.  Students who 
make terroristic threats to any mem-ber of the school 
community may face legal charges and an expulsion hearing 
by the Board of Education.   Making a bomb threat is a 
terroristic threat punishable under School District Pol-icy 218.2 
Students caught making bomb threats will be expelled from 
school for a period of time determined by the school Board.  A 
bomb threat is also a federal offense punishable under United 
States Code 18-844E.

Fire Drill Procedures
Fire drills are held monthly in accordance with state law.  
Stu-dents should avoid panic by moving quickly and quietly 
from the school.  Students must follow the instructions of the 
teachers and/or administration.  All parents/guardian/visitors in 
the build-ing are expected to follow school procedures in the 
event of a fire drill or alarm.

Fundraising
Fundraising is prohibited during school hours.

Gifted Education
The Port Allegany Elementary School requires that 
appropri-ate instructional programs be conducted to meet the 
needs of mentally gifted pupils of school age that are in 
compliance with mandate of the Commonwealth of 
Pennsylvania.  Therefore the district will provide gifted 
education services and programs designed to meet the 
individual educational needs of identified students.  Board 
Policy #114

Grading Scale

Letter % Equivalents Mark Point
 Grade Equivalents
 A ................. 95% . - 100% ................ 4.0
 A- ............... 92% . - 94% ................ 3.67
 B+ .............. 89% . -  91% ................ 3.33
 B ................. 86% . -  88% ................ 3.00
 B- ............... 83% . -  85% ................ 2.67
 C+ .............. 80% . - 82% ................ 2.33
 C ................ 77% . - 79% ................ 2.00
 C- ............... 74% . - 76% ................ 1.67
 D+ .............. 71% . - 73% ................ 1.33
 D ................ 68% . - 70% ................ 1.00
 D- ............... 65% . - 67% ................... 67
 F .................... Below 65% ................... 00
 S .....................Passed  ................... 00

• 7:30 Office opens and students may enter the building
• 7:50 Teachers are in their rooms ready for the day
• 8:00 Students admitted to the building
• 8:20 Tardy Bell
• 2:45 Students begin dismissal process
• 3:20 Teacher dismissal
• 4:00 Office closes

to participate.  These individuals will be assigned a group of 
stu-dents to supervise under the direction of the classroom 
teacher.  Chaperones will be required to travel with the class 
to the destination and follow confidentiality policies. 
Chaperones will be required to fulfill all three State 
Mandates to participate.
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