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Mrs. Hotchkin’s 

Routines and Procedures
Communication

Please don’t hesitate to contact me if you have a question or concern. You may contact me at school, at home, through text, e-mail or a written note. 

CES Phone Number: 592-6632

CES Absentee Line: 592-7552 (call before 8:00am when absent)

CES School Closing Hotline: 592-7554

Mrs. Hotchkin’s e-mail Olivia.hotchkin@myeagles.org 
Mrs. Hotchkin’s home number: 517-414-6201 (call or text before 8:00 please) 

Drop off
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Families, who drop off their children, can drop them off using the circle drive located between Columbia Upper Elementary School and Columbia Elementary.  Simply drive around the circle drive and proceed to the entrance of CES to drop off your elementary child.  The right lane will be a drop off lane, while the left line is a passing lane.  Please do not stop in the left lane.
Doors open at 7:50 for parents and students.
Pick Up 
If you will be picking your child up at the end of the day you will receive an orange sheet with your last name on it.  Please place your name in the front window of your car.  You can drive through the circle drive to CES main entrance, where your child will be sent to your car.
Children must follow the normal routine unless we have heard from you. Kindergarten students are not reliable sources of information so your child will have to do what he/she normally does. (i.e. ride the bus, go to sitters, ect.) unless I have heard from you by phone or note. If someone other than a parent is picking up your child, please inform the office or me.  School is dismissed in the afternoon at 2:55. 
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Absences

If your child is absent, please call the CES absentee line at 592-7552 by 8:30am.

School closing/Emergencies

Columbia School District has implemented an Instant Alert telephone notification system. This is a method where we call the main telephone number on file to notify parents of important messages including school closing, school functions, and emergency information. If you have any problems with this system, call 592-6449. Also, check your local radio and television stations; they will be notified usually by 6am.

Updates/Monthly Newsletters

Please check the classroom website for updates on class news along with the monthly newsletter. This information will state your child’s gym, music, library, and computer days, book order information, birthdays, and other school information. Watch the web-site and classroom facebook page to see what’s going on! Urgent information will come home in your child’s blue folder along with posting on the web. Our classroom website is www.mrshotchkin.weebly.com and you can find our private classroom Facebook page by searching Mrs. Hotchkin’s Kindergarten. I will be using the Facebook page for a lot of pictures so please feel free to save any of the pictures you see of your child. This is a closed Facebook page so the only people that can view the pictures are the members. 
I also like to communicate weekly with you giving families a “Peek at the Week” through email called “Hotchkin Happenings”.  Please be sure to provide me with an email address that you frequently use. I will be sending this communication note home the first day of school so please be on the lookout for it! 
Blue CES Folder
I will be giving your child a BLUE FOLDER. Please check your child’s blue folder each day and send it EVERY day in their backpack. This is how I communicate with you on a daily basis. Please put anything of importance (lunch money, note, dismissal change) in the folder.  This is where I will be sure to see it.
Money

If your child has to bring money for lunch, book orders, milk, or special events, please place the money in a sealed envelope or zip lock bag that is labeled with your child’s name and how the money is to be spent. (I.e. book order, lunch, and field trip). Students are expected to bring money or notes into the classroom in the morning. The best way to handle this is to put any notes or envelopes with money in your child’s blue folder. 

Breakfast
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The school offers a breakfast program. Starting at 7:30 children may go into the cafeteria to get breakfast. Ideally, they need to finish eating before or shortly after school starts so they don’t miss instruction. 

Lunch

Columbia School District has implemented electronic cash registers called “Meal Magic” in all of our cafeterias. This new system allows us to set up debit accounts for each student. Parents/Guardians can then send a check to the school for their student’s lunch needs. Meal Magic will then track the amount spent by the student from each day’s meal auto-magically using the student’s name or ID number! We will have a record of all of your deposits and how the money is spent.

Children can bring a lunch from home, buy milk if needed, or purchase hot lunch. You will receive a monthly menu from the lunchroom. If you think you may qualify for free or reduced lunches you may fill out an application and send it in with your child. After the application is filled out, there is no distinction between paid and free lunch. 

When you pay for lunch, please put money in an envelope labeled with your child’s name as well as my name. We do not take care of the lunch money in the classroom. We send it in a basket to the lunch ladies who count and record the money. We can’t send loose money, as they will not know whom it belongs to. You may also access your child’s lunch account over the internet and deposit money. Remember, your child may not charge lunch so make sure you have sent or deposited money. 
Special Classes
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Your child will get an opportunity to participate in music, physical education, technology, and health throughout the week. Your child needs gym shoes every day. (They can be kept in their back pack if he/she decides to wear a different pair to school that day.) Our class will also enjoy library once a week. Children must return their library book each week in order to check out another book. 
Toys from home

Please don’t send toys or money from home for use at school unless need for a special day. 
Birthdays

On your child’s birthday you are more than welcome to send in a special treat if you wish.  If your child has a summer birthday we will be celebrating with a summer birthday celebration at the end of the school year! A few days before your child’s birthday I will send home an ALL ABOUT ME bag with instructions. Please look for this in your child’s folder the days leading up to his/her big day! 
Snack 
[image: image7.jpg]


Please send a healthy snack (and juice box or small water if you wish) each day in your child’s backpack. PLEASE put your child’s snack in the OUTSIDE ZIPPER POCKET of his/her backpack - separate from their lunch so that your child knows where their snack is. Otherwise, they may accidentally eat their lunch at snack time and then have no lunch! I don’t have such things as forks/spoons/straws, so if your child’s snack needs one, please send with their snack!
Snack should:

( Be individually wrapped

( Be nutritious (please no “Little Debbie” cakes or similar food)

( Need not refrigeration

Parent Volunteers

We have 3 parties, 100’s day, field day, and 1-2 field trips for parents to help with. You can sign up to help with these activities when specific information comes home. If you are interested in helping out in the classroom on a regular basis please return the volunteer information sheet sent in your child’s Blue Folder and watch for a volunteer calendar starting in October. In addition, I will have requests for play dough and will need items for special projects. (Look for sign-up sheets at the BASH)
Many parents can’t volunteer time at school, but can help by donating needed items. Watch your monthly newsletter for donation requests. Furthermore, the PTO will need volunteers to help with book fairs, carnival, luncheons, and Santa’s Secret Shop. Parents are the keys to a successful school! 

Recess

We have outside recess every day unless it is raining or extremely cold. Cold and damp weather will be here before we know it! Please make sure your child has boots, hats, mittens, snow pants, etc. When buying outside clothing for your child, have your child put them on and try to button or zip. Some items are very difficult to put on and should be avoided. Please label all outside clothing with your child’s name. 
As always, if any questions ever come up please don’t hesitate to contact me! Looking forward to a great school year!


