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Welcome to Mary Lee Clark Elementary School where excellence is fostered!

Principal’s Message

It is my pleasure to welcome everyone to Mary Lee Clark Elementary School (MLCES). Mary Lee Clark Elementary School is an
exciting place for Camden County students to learn and to grow. Our teachers and staff work diligently to plan effective
instruction to help students acquire the skills needed to achieve mastery of a more rigorous curriculum, The Common Core
Georgia Standards of Excellence (GSE) in English-Language Arts, Mathematics, Science and Social Studies. Georgia Performance
Standards (GPS) are used to guide instruction in physical education. In addition to the regular classroom activities, we offer
learning support servicesand several fun-filled after-school programs. There are many opportunities for students to excel at
MLCES. | am truly proud of our students, faculty and campus. | do enjoy coming to work everyday and working in the field of
education. As you browse through the student handbook, | hope you can explore the many possible experiences for students at
MLCES.

| You may also visit our school’s website at http://mlces.camden.k12.ga.us

You can also find us on Facebook to monitor fun news and other announcements (Mary Lee Clark Elementary).
Please subscribe to the page and become a member today!

Educationally yours,
Laurte Sutton, Fd.S.

Mary Lee Clark Elementary
School Principal

PURPOSE OF THE STUDENT HANDBOOK
The purpose of this student handbook is to acquaint the students and parents of Mary Lee Clark Elementary School with its programs, services
and policies. An understanding of regulations necessary for efficient school functioning and an awareness of the growth and developmental
opportunities at Mary Lee Clark Elementary School will create a positive working relationship among students, parents and staff.

SCHOOL INFORMATION:
Principal: Mrs. Laurie Sutton
Teaching & Learning Specialist: Mrs. Sykora Cobb
School Counselor: Dr. Demaris Cullen
Telephone number: 912-882-4373
Fax number: 912-576-5126
Cafeteria number: 912-882-6478
Extended Daycare number: 912-882-1648
Website: http://mlces.camden.k12.ga.us/
Facebook page: Mary Lee Clark-Elementary
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DAILY SCHEDULE AND DAILY OPERATIONS

Arrival of buses 7:50
Arrival of Car Riders 8:00
Breakfast is served 7:50-8:20
Students report to homeroom 8:20
Instructional day begins 8:30
Dismissal of car riders, bikers, walkers 3:15
Dismissal of students 3:30

We cannot accept the responsibility for students who arrive on campus prior to 8:00 AM who are not participating in the Extended Day
Program (EDP). Students arriving early before 8:00 should participate in the before care EDP. Students should be picked up from school at
3:15 PM each day. Students whose parents neglect to pick them up later than 3:40 PM will be taken to the office where they will then have to
be signed out by their parents. Students who are out of zone must be brought to school on time and picked up promptly at the end of the
day, or they will need to return to their home school.

ARRIVAL ON CAMPUS
Adult supervision will be provided at 8:00 AM. Students who are transported by their parents or who walk to school and plan to eat breakfast at
school must arrive prior to 8:15 AM.
Students are permitted to ride bicycles only to school. They must walk their bicycles/scooters upon approaching, while on, and upon leaving
school property. Bicycles should be secured at the bicycle racks with a bicycle lock. We cannot accept the responsibility for bicycles that are
not properly secured. Federal law requires that each child under the age of 16 to wear a federally-approved bike helmet. This law went into
effect on July 1, 1993. Students are required to wear a helmet while riding their bikes to and from school.
Parents are allowed to walk their child to the classroom, however, parents must walk to the classroom door and leave promptly. At 8:30 a.m.,
the instructional day must begin. Parents are encouraged to contact their child’s teacher by email/Class Dojo or leave a note in the front
office when desiring to contact their teacher. Parent conferences can be scheduled as well. We appreciate your support as we strive to begin
the instructional day promptly.

DISMISSAL OF STUDENTS
3:15 Car riders are dismissed at back of school
3:15 Walkers and bikers are dismissed at the crosswalk in front of the school
3:30 Bus Riders are dismissed at the front of school

Your child’s safety is a top priority at Mary Lee Clark Elementary School. Specific procedures must be followed during dismissal. Please do not
walk up to the canopy/bus port or come in the hallways to pick up your child. We are asking that all parents stay in their cars in line and pull up
as far as possible so that a staff member may bring your child to the car.

Please send written notification of a change in your child’s regular dismissal procedure (bus rider/car rider/walker) to the homeroom teacher.
If it is necessary to call the school’s office for a transportation change, please do so prior to 2:00 PM. Students may not be checked out of
school between 3:15 p.m. and 3:30 p.m. This procedure is for the safety of all students. The staff of Mary Lee Clark Elementary will not release
a child to anyone not on the original check-out list without written direction from the parent or guardian. Individuals picking up children from
school who are not known by the office personnel will be asked to show a photo ID to establish their identity. Please make those individuals

on the pick-up list are aware of this policy.

When it becomes necessary for a student to be dismissed during the school day, the parent/guardian must come to the office to sign out the
child. We will not be able to call a student to the office prior to the parent’s arrival at the school. Students will not be released to anyone other
than the custodial parent or guardian without specific authorization. The school administration should be notified in writing of any special
circumstances.

VISITORS/SIBLINGS ON CAMPUS
All visitors arriving on campus should report immediately to the office before visiting any individual or any classroom. In order to preserve
instructional time and to provide a safe and secure learning environment for all students, no visitors will be permitted in the halls or
classrooms between 8:30 a.m. and 3:30 p.m. Exceptions will be made for scheduled parent conferences, scheduled volunteers, lunch
buddies and other events when appropriate. All visitors must sign in at their arrival and wear a visitor’s badge at all times.
Parents are encouraged to join their children for lunch, but are asked to refrain from bringing siblings. We also encourage parents to attend
field trips, field days, parties, awards programs and other special events. Such events are for our students, and siblings may not attend
classroom events (including awards programs) or field trips.

CHILD CUSTODY ISSUES
In the past few years, we have seen an alarming increase in the number of courts cases involving disputes between parents regarding child
custody. It is vital that the school administration have all pertinent court documentation regarding the custody of any child who attends our
school and show custody is in dispute. School personnel do not wish to know details of such cases unless those details directly impact the
learning of the child involved. Simply bring the principal or school counselor a copy of the court documentation to place in the child’s records.
If a non-custodial parent requests copies of school pictures or report cards or requests to meet with a teacher, we will comply unless the court
denies such access.

PHOTOGRAPHS, WEBSITE, FACEBOOK AND VIDEOS
The Camden County School System utilizes student photographs/video footage to recognize students for awards and achievements and to
publicize school activities and events. Unless otherwise requested within 10 days after enrollment, photographs/video footage of your child or
you may be used for the purposes indicated above.
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DRESS CODE
The Camden County Board of Education Dress Code in its entirety is found in this handbook. At Mary Lee Clark Elementary, the administration
feels that shoes with high heels do not provide appropriate support for students as they exercise in physical education classes, play outside, or
interact with other students in group situations. Students should wear athletic shoes on their assigned PE days. Students should not wear
spandex, hats, sunglasses, handkerchiefs or bandanas. Students’ pants should be worn on their hips and not sag. The length of shorts, skirts
and dresses should meet the “fingertip” rule. Halter tops, tops with bare midriffs, backless tops, racer-back or spaghetti strapped tank tops
are not permitted at school. Shoes with wheels (“wheelies”) are not allowed oncampus.

BIRTHDAY CELEBRATIONS/INVITATIONS/FOOD ON CAMPUS
If parents send party invitations to school with students, all students are to be included or the student may invite all girls OR all boys within the
class. It creates a problem when only a small number of students in a classroom are invited to a party or when students are located in various
classrooms throughout the building. Students always enjoy celebrating their birthdays at school with friends. Parents may bring packaged
cupcakes or other snacks which are not made with peanut oil and are not HOMEMADE. Please bring the food items in the sealed container
with the nutritional label secured. These birthday snacks may only be served during lunch or during a time arranged with your child’s teacher
(at least twenty-four hours in advance.) Parents are encouraged to purchase ice cream for the child’s class from the school ice cream cooler as
an option. The price per ice cream choice is seventy-five cents.

FIELD TRIPS
The purpose of a field trip is to extend learning into the “real world.” By definition, a field trip must involve an experience that cannot take
place in the regular classroom, but field trips are considered an extension of the classroom. During field trips, students are counted as present
at school and must use the approved transportation to/from the field trip. Because each school day begins at school, students must be
present in homeroom before the field trip leaves. The only exception is in the instance of an overnight field trip. The school may limit the
number of chaperones attending because of space limitations. Parents acting as chaperones may not ride the bus without permission from the
principal.
Chaperones may not bring student siblings or other children along during the field trip because they will have chaperone duties that
involve supervising students from the class. Parents may not sign out their own child at the field trip site. Please note that refunds for
field trip costs cannot be provided to a student who cannot attend on the day of the trip or after the trip is concluded without permission
from the principal.

DISCIPLINE
School administrators have the broad discretion to determine consequences for student misconduct at the school level. The range of
consequences for misconduct that can be assigned may include without limitation: student conference, warning, parent conference, lunch
detention, work detail, bus suspension, Student Time Out (STO), out of school suspension, and alternative school placement. A student could
be referred to a disciplinary tribunal which may result in long-term suspension, alternative school placement or expulsion. Law enforcement
and/or a school social worker may be contacted as necessary. Behavior Improvement Plans will be implemented for any special needs
situations.

STUDENT G-MAIL ACCOUNTS
Students in grades 1-5 will be issued Google E-mail accounts for instructional purposes. Students are not to use their accounts for personal
reasons. Teachers will review proper Internet and Google uses/guidelines with students.

ELECTRONIC DEVICES
Students should not have any electronic devices out during the school day. If a teacher plans a special event, then specific permission will be
given. Students who do not comply with this practice are subject to disciplinary action. The school is not responsible for any damaged or stolen
electronic devices.

AFTER SCHOOL ACTIVITIES/CLUBS
Mary Lee Clark Elementary School will hold several after-school clubs during the school year. Students who participate must be chosen, and
parents must pick them up on time. The following clubs will meet on specific days:
Connections Club: The Connections Club is fairly new group; students welcome new students to MLCES and are considered student leaders.
Robotics Team: Fourth and fifth grade students who are Challenge Program participants must meet eligibility criteria for team participation.

IMPORTANT NOTICE: Please check the school website for the most current version of the student handbook.

POLICY LINKS

ATTENDANCE - Policy JB COMPULSORY ATTENDANCE AGES - Policy JBA
ENTRANCE AGE - Policy JBB GRADING SYSTEMS - Policy IHA
IMMUNIZATIONS - Policy JGCB ABSENCES AND EXCUSES — Policy JBD

The policies above and many throughout the handbook can be viewed in their entirety by clicking on the blue policy link. Clicking on those links will
take you to the (school/system) website. To view particular policies, follow the directions below.

1. Go towww.camden.k12.ga.us.

2. Hover your mouse over the “Quick Links” tab. When the drop down box appears, click on “Online Policy Manual.”
3. Click on the “Policies” tab.

4. Click on either of the alphabetical sections and each individual policy for that section will be displayed.

—
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POLICIES NEW OR UPDATED DURING THE PAST FISCAL YEAR:
Policy BCBK-E(1) — Executive Session Policy JR-R — Student Records

CAMDEN COUNTY SYSTEM CALENDAR
The current school year calendar can be located at www.camden.k12.ga.us/quick links .

EMERGENCY CONTACT
Guardians are to maintain an up-to-date record of address, telephone number, employment, emergency contact persons, or persons authorized to
sign out your child.

VISITORS
All visitors to a school or school campus must report immediately to the main office of the school. Visitors may not go beyond the office without
permission to do so and a visitor’s pass. Students are not allowed to bring nor have other children as visitors at school.

BREAKFAST AND LUNCH

All students are encouraged to participate in our nutritious breakfast and lunch program.
Breakfast Lunch Reduced Lunch

Elementary free $1.95 $0.40

Middle free $2.10 $0.40

High free $2.35 $0.40

Adult Staff $2.00 $3.50

Visitors $2.25 $4.00

Students who eat breakfast at school and are transported by parents must report 15 minutes before school begins. In the event of a late arriving
bus, students on that bus will be allowed to eat breakfast.

Payment: Students may pay for meals on a daily, weekly, or monthly basis. All monies will be collected in the school’s cafeteria. Students are to
bring a check (local checks only) or exact change for the number of days for which they are paying. Money should be placed in an envelope with
the child’s name, teacher’s name, grade, and number of days for which he/she is paying. Free and reduced meal applications will be sent home the
first day of school. PLEASE return the free and reduced application regardless of your child’s participation in the program. These applications assist
the system in obtaining federal funding for all schools.

Charges for meals: Students are limited to three (3) charges. Notices will be sent home to parents of students who charge their meals. Students
will not be allowed to purchase a school lunch until the charges owed are paid to the cafeteria. Please do not charge the last 30 days of school.

NOTE: Students are not permitted to bring canned or bottled sodas to school.
Please refer to the School Nutrition Program webpage for additional information.

DAILY DISMISSAL OF ELEMENTARY STUDENTS
Consistency is crucial for a smooth dismissal of students from the school building each day. In the event of an emergency change in student
transportation, the request must be made in writing and must be received by school office personnel by no later than 2:45 p.m.

Dismissal times for all students are:
e 3:15p.m. Walkers and Car Riders
e 3:30p.m. Bus Riders and Extended Day Care Participants

Important Reminders
Walkers and Extended Day Care Participants: Follow the guidelines established by school.

Car Riders:  Remain in your car.
Follow the designated route. Do not cut off other cars in the line.
Pull up or move forward as directed or as the line moves.
Avoid motioning your child to your car.
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Bus Riders:  Remind students to use normal speaking voices while on the bus, to remain seated at all times, and to keep hands and feet to
themselves at all times. Riders may be suspended or permanently removed from the bus if inappropriate behaviors occur.

EXTENDED DAY PROGRAM - Webpage

Camden County Schools is pleased to offer a before and after-school daycare program to all elementary schools beginning on the first day of
school. The program is provided as an extension of the school day and is not available on school holidays or teacher workdays. This program is
recreational, not educational, in nature. Hours of operation are from 6:30 until 8:30 a.m. in the mornings and 3:30 until 6:00 p.m. in the evenings.
Parents of students with special needs should contact the Extended Day Program Coordinator (729-8301) before attendance begins to develop a
care plan that will meet their child’s needs. Extended Day Program registration rates are $45.00/child or $80.00 for family of two or more. Weekly
rates are as follows:

Before school care ONLY: $25/week
After school care ONLY: S$50/week
Before AND after school care: $50/week

FOOD ALLOWED TO BE BROUGHT ON CAMPUS
The following procedures have been developed to provide for the health and safety of all students during the school day.
1. No homemade food items will be allowed to be brought on campus to be distributed to students.
Parents may bring in food items purchased in a store provided they are packaged and an ingredients label is available.
Parents must make arrangements with their child’s teacher at least one school day prior to bringing in snacks or food items for a class.
Parents must check with their child’s teacher for a list of snacks appropriate for that particular classroom.
Parents and teachers will be provided with a list of “Healthy School Celebration” options and some suggestions for celebrations that do
not include food items.
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PLEDGE OF ALLEGIANCE /MOMENT OF REFLECTION - Policy IKD
In compliance with Georgia law, each school in Camden County shall provide students the opportunity to recite the Pledge of Allegiance to the
United States of America flag and participate in a moment of silent reflection.

PARENT/SCHOOL COMMUNICATION

When parents have questions or concerns about their children, the first line of communication should be the classroom teacher. If concerns or
questions are not resolved, contact with the school counselor or administrator is appropriate. Meetings with teachers and administrators may be
scheduled as needed. Questions or concerns about school policies or procedures should be directed to administrators. If the parent still has
concerns about the outcome or response from school administrators, they need to contact system level personnel based on the specific concerns
at 912-729-5687.

TELEPHONE CALLING SYSTEMS

In an effort to provide efficient communication to parents, Camden County Schools will continue to use an automatic calling system providing the
daily notification of student absences at all school levels. In elementary and middle schools, student attendance will be taken at the start of school.
Phone calls indicating student absences will begin shortly after the start of school. A parent/guardian transporting a student to school and arriving
after the start of school may receive a phone call indicating the student is absent. These students will be marked tardy for the day, but because of
the timing of the tardy, an absence call may go out.

DIRECTORY INFORMATION
Camden County Schools has designated the following information as directory information:
e  Student’s Name
Address
Telephone listing
Electronic mail address
Photograph
Date and place of birth
Major field of study
Dates of attendance
Grade level
Participation in officially recognized activities and sports
Weight and height of members of athletic teams
Degrees, honors, and awards received
The most recent previous educational institution attended
Student ID number, user ID, or other unique personal identifier used to communicate in electronic systems but only if the identifier
cannot be used to gain access to education records except when used in conjunction with one or more factors that authenticate the
user’s identity, such as a PIN, password, or other factor known or possessed only by the authorized user
e  Astudent ID number or other unique personal identifier that is displayed on a student ID badge, but only if the identifier cannot be used
to gain access to education records except when used in conjunction with one or more factors that authenticate the user's identity, such
a