


Franklin Early Childhood Center’s 
 

 

 

Mission Statement: 
 

 

The Franklin Early Childhood Center is a place for great beginnings.  Our 
educational approach is guided by our knowledge that the formative years 
of early childhood are vitally important.  Our professional and highly mo-
tivated staff recognizes and respects that each child has his or her own 
unique needs, interests and passions.  High expectations for success are 
encouraged through developmentally appropriate instruction which al-
lows for these individual differences.  In an engaging environment, stu-
dents have the opportunity to explore their world by asking questions, 
solving problems and by expressing their ideas through critical thinking 
and creativity.  We excel at providing opportunities for all children to 
learn together.  This supportive and welcoming atmosphere is fostered by 
our active partnership with parents, our commitment to professional 
learning and our careful selection of curriculum.  Our dedication to the 
well-being of our students and their families exemplifies our belief in the 
importance of community and citizenship.     
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Letter from Franklin 
 

First Grade is an important year when we can expect to see tremendous 
growth in our children.  Here at Franklin, we emphasize a balanced edu-
cation that will encourage students to explore their intellectual, physi-
cal, emotional, social and creative capabilities.  We will strive to help our 
children feel confident, nurturing their exploration and discovery of 
themselves as learners. 
 
Each child’s life is filled with endless possibilities.  We are lucky to be 
part of a community that understands the importance of committed, 
dedicated parents, working as partners with our staff in Franklin.   
 
This handbook is designed for you, the parents and guardians of children 
in First Grade at the Franklin Early Childhood Center and is planned as 
both a guide and resource for phone numbers and school procedures.   
 
Looking forward to a most successful, memorable year! 

 
 

       Dr. Smyth, Principal           Ms.  Pernick, Assistant Principal    
 
 

and the First Grade teachers: 
 

         Mrs. Albenda, Room 211 
         Ms.  Doxsee, Room 213  
         Mrs. Drennan, Room 212               
         Mrs. English, Room 216                                                   
         Mrs. McQuillan/Mrs. LoPiccolo, Room 215 
              Dr.  Montellese, Room 208    
         Mrs. Niederman, Room 210          
                                       Mrs. Schneider/Mrs. Behan, Room 214 
         Mrs. Stone, Room 207 
         Mrs. Winn, Room 107 
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Building Information: 
 

School Hours: 
 

Front door opens for visitors:  8:00 am—4:00 pm 
Children enter, first bell rings:  8:55 am 
Instructional hours:  9:10 am—3:10 pm 

 
School Address: 

 
Franklin Early Childhood Center (FECC) 

1180 Henrietta Place 
Hewlett, NY  11557-1100 

 
www.hewlett-woodmere.net  

(Please check our website for information, pictures, and school events.) 
 

Important Phone Numbers: 
 

Dr. Lorraine Smyth, Principal  792-4601 
Ms. Amy Pernick, Assistant Principal  792-4620 

Ms. Caroline Bormann, Nurse  792-4610 
Dr. Richard Lopez, School Psychologist  792-4640 

Ms. Andrea Lev, Social Worker  792-4630 
Fax  374-4690 
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Arrival and Dismissal Procedures: 
 

Bringing your child to school 
 
 

We will continue our drop-off/pick up procedure at the Franklin Early Child-
hood Center.  The roadway at FECC has allowed us to develop a safe and effec-
tive drop-off and pick-up process.   
 
 
DROP-OFF 
In the morning, children arriving in cars should enter via the CARS entrance on 
Division Street. Cars will be lined up in two rows and proceed to the DROP-
OFF POINT. Children will exit vehicles on the right and enter the building 
via DOOR 1. There will be adults outside waiting to greet your child and teach-
ers inside the hallways to assist the children to their classrooms.  
 
Please DO NOT leave your vehicle and walk your child to the door. Once 
your child is dropped off, please proceed through the Henrietta Place exit 
and turn left.  If you walk to school with your child, please proceed on 
foot to DOOR 1. 
 
 
DISMISSAL 
At the end of the day during pick-up, please follow the same driving procedure 
as above by entering the property via Division Street.  Cars will be lined up in 
two rows.  Please ensure your Grade Sign is visible on the dashboard of your 
car.  You may exit your vehicle and meet your child at DOOR 1 – PreK and 
DOOR 2 – Kindergarten and 1st Grade, where they will be released by their 
teacher. 
 
Once you have met your child, please proceed promptly back to your vehicle 
and exit the property via the Henrietta Place exit. 
 
 
 

IMPORTANT SAFETY POINTS TO REMEMBER: 
 

Children must exit car from the right side  
Security personnel and FECC staff will be outside to assist and  
monitor traffic flow during drop-off and pick-up. 
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Bus Riders: 
 

 

If your child takes the bus, you need to accompany him/her to the bus 
stop.  Please be prompt as you wait for the bus to arrive.  THE BUS DRIV-
ER WILL NOT BLOW THE HORN IN FRONT OF THE HOUSE OR BUS 
STOP.  The children are brought to Franklin, escorted off the bus by the 
bus attendant, and walk to their classroom with their friends. 
 

At the end of the day, the buses bring the children to their bus stop, 
where a parent or guardian must be present to accept their child.  If 
someone else is picking up your child, please send in a note informing both 
the school and the bus company who the person is.  If your child is not 
greeted by an appropriate parent/guardian, s/he is returned to school at 
the end of the bus route.  The parent or emergency number will then be 
called.  Your child must get on/off at their assigned bus stop.   
There are NO exceptions!                                              
 

To ensure safety, all buses have an attendant to supervise and help  
children load/unload the bus.  At the beginning of the school year, bus 
drills are used to teach the children bus safety and procedures, which are 
repeated throughout the year.  While riding on the bus, children need to 
stay seated and free from any food or objects that could be dangerous. 
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The earliest time children are permitted to enter the school building 
through Door 1 is: 8:55am. At that time, an adult will be present and will 
assist your child to his/her classroom. If your child arrives after 9:10 am, 
please enter through the front door to receive a late pass.  
Please know that the safety and security of your children is our first pri-
ority. We ask for your patience and cooperation as we ensure a safe and 
efficient daily arrival and departure for all. Please do not hesitate to con-
tact me at (516) 792-4600 with any questions or concerns. 



 
Late Arrivals: 

 

We strongly urge you to have your child arrive on time each day as  
interrupting classes in progress is unsettling for all involved.  If a late 
arrival (after 9:10 am) is unavoidable, your child must be brought to the 
security desk and signed in as late to school. 
 

Early Dismissal: 
 

If your child needs to be picked up early for a special reason, you need 
to notify your child’s teacher in writing.  You can then meet your child in 
the main office.  Early pick up times should be before 2:45 pm.  This 
avoids disruption to normal dismissal procedures, confusion at the securi-
ty desk, main office, and classroom. 

 
Parking: 

 

In front of the school on one side of Henrietta Place, there are ‘15  
minute only’ signs that allow you to briefly park.   If you are visiting the 
school for any reason, please park across the street on Henrietta Place, 
Franklin Avenue, or Serena Road.   Nassau County Police can and will issue 
a summons for illegally parked vehicles. 
 
Please do not park in the back parking lot as these spots are for 
staff only. 
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Additional Information: 
 

Visitors: 
 

All visitors need to enter through the main entrance at the front of the 
school.  Visitors need to sign-in at the security desk and receive a visi-
tor's pass.  Visitors' passes need to be worn in a visible location.  Please 
note, all visitors need to show a photo ID (driver’s ID).  Please note,  
all cell phones need to be “silenced” upon entering the building.  Please al-
so discard all beverages (hot or cold) before entering the building.  For 
the safety and security of our children, we ask all staff and parents to 
question any visitor not wearing their pass.  Strollers are not permitted in 
the building. 

 
Clothing: 

 

Please understand the importance of dressing your child in such a way 
that his/her clothing never affects your child’s (or anyone else’s)  
learning or causes any distractions.  Simple, clean, seasonally appropriate 
attire is always best.  Physical Education is held every day, and “gym” 
sneakers are required for participation.  

 

Lost and Found: 
 

The Lost and Found is located near the front office.  If your child is  
missing clothing or other objects, you can check this location.  Labeling 
all clothing is recommended, especially jackets, sweatshirts, hats, 
scarves and gloves. 

 

Snow Day/Emergency Closing/Delays 
 

An automated message is sent to all students’ homes.  The message is  
recorded by Dr. Marino, our Superintendent of Schools. 
 

Change of Address/Phone Number: 
 

It is vital that you inform the school if you have changed your address, 
phone number, or any emergency contact information.  You must contact 
the Office of Registration at Central Office by calling 792-4826, as well 
as, your child’s classroom teacher and the Franklin main office. 
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Confidentiality of School Records: 

 
 

The school district will not disclose personally identifiable information from 
a student’s education records, except to the extent authorized to do so upon 
written consent of a parent/legal guardian or as required by law. 
 

However, the Board of Education has designated the following types of stu-
dent data as ‘directory information’:  the student’s name, photograph, partici-
pation in officially recognized activities/sports, dates of  
attendance and awards received by the student.  The school district may dis-
close directory information about current or former students. 
 

A parent of a current student has the right to refuse to let the district des-
ignate any or all of the ‘directory information’.  You must notify the building 
principal of this in writing, not later than 10 days after the first day of the 
school year or student enrollment in the district.  
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Attendance Policy: 
 

We would like to remind you about our school district procedures, as 
stated in our school district calendar. 
 
Student attendance is essential for successful learning.  There are at 
least 180 days of instruction required for pupils each year. 
 
The State recognizes legal absences or lateness to include only the fol-
lowing: 
 
      *sickness     *unsafe travel conditions 
      *death or serious illness in the  *school-approved music lessons 
  immediate family   *required appearance in court 
      *meeting a religious obligation *required attendance at  
      *quarantine                organized clinics  
       *required health treatment 
 
Students must make up the work they miss during absences.  Should the 
absence be a lengthy one, home instruction will be provided upon applica-
tion to the office of Assistant Superintendent for Curriculum and In-
struction by the parent.  Upon returning to school, the child must bring a 
note from the parent explaining the cause of the absence.  Homework as-
signments can be requested of the school by parents after two consecu-
tive days of absence.  Parents are requested not to withdraw students 
from school for family trips or extended vacations as the absence is ille-
gal, and the students will not be permitted to seek assignments from 
their teachers in advance of their absence.  Illegal absences are record-
ed on report cards. 
 
If your child will be absent please call our nurse, Caroline Bormann, 
at 792-4610. 
 
Parents are also requested to schedule dental, medical or other personal 
appointments for children after regular school hours whenever possible.  
Signing students out of school earlier than the dismissal time should be 
discouraged since it interferes with the instructional program. 
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Procedure and guidelines for toileting students in the 

Hewlett Woodmere School District 
 
 

If in the event a student in the Hewlett Woodmere School district has 
an incident where they urinate or defecate on clothing or self during 

the school hours, the following procedures are to be followed. 
 
 

1. Student should be directed to the nurse’s office and remain 
there until a change of clothing has been provided or student 
is released to a parent/guardian.  Child may return to class at 
the discretion of the Nurse. Parent will be notified.   

 
2. Maintain student’s privacy by keeping them covered and away 

from other students if an odor may be present or if they are 
visibly soiled.   

 
3. Instruct student to clean themselves to the best of their     
     ability. 
 
4. Provide wipes and plastic bags to place soiled clothing if        

indicated. 
 
5. Assist the student in self help by providing instructions and 

demonstration on how to clean themselves.   
 
6. When calling the parent/guardian have the student if possible 

speak with them and maintain all privacy issues. 
 
7.  At no time may an employee be alone with a child in a room/

bathroom while the child is undressed.  Always have an         
administrator or another staff member assigned by              
administrator to be in the room/bathroom with you if           
assistance is needed.   
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DASA 
(Dignity for All Students Act) 

 
In 2010, New York State leaders approved the Dignity for all Students 
Act (DASA) to help ensure that schools have the tools and resources to 
afford all students an educational environment in which they can thrive.  
The statewide task force developed guidelines and the Hewlett-
Woodmere Board of Education developed policies, effective July 1, 2012.   
 
The Hewlett-Woodmere Public Schools Board of Education is committed 
to providing an educational environment that promotes respect, dignity, 
and equality.  No student shall be subjected to harassment or discrimina-
tion based on their race, color, weight, national origin, ethnic group, reli-
gion, religious practice, disability, sexual orientation, or gender.  The 
Board condemns and strictly prohibits all forms of discrimination and 
harassment, including bullying, taunting, or intimidation by students and/
or employees on school property which includes school buses, and at 
school functions, which means school-sponsored, extra-curricular events 
or activities.  Students who have been harassed or discriminated against, 
or parents whose children have been discriminated against or harassed, 
or other students who observe such behavior should inform a teacher or 
another adult in the school.   Franklin’s Assistant Principal, is designated 
as the Dignity Act Coordinator and she will investigate any complaints 
which will be treated confidentially, to the extent possible.  Any act of 
retaliation against a person who opposes or reports discriminatory or 
harassing behavior is prohibited and illegal.  Any individual who violates 
the District policies by engaging in discrimination or harassment including 
bullying or participating in any type of retaliation is subject to discipli-
nary action, up to and including permanent suspension from school.  For 
more detailed information on DASA, see Board of Education Policies 
0100, 0115, 5020.1, and 5300 on the Hewlett-Woodmere District website  
www.hewlett-woodmere.net. 
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Code of Conduct 
 
Each student will receive a "Code of Conduct” book.  This book informs parents 
and students about the expected behavior of all students at the Franklin Early 
Childhood Center.  Parents and students are expected to read and discuss this 
book.  Once completed, they should sign and return the page which verifies they 
have read the book together. 

 

 

Special Programs: 
 

Beforeschool/Afterschool Program: 
 

The beforeschool and afterschool programs at Franklin are offered in coopera-
tion with the Five Towns Community Center.  These programs, primarily for chil-
dren of working parents, are offered every school morning from 7:00 am to 
9:00 am (includes breakfast) and from 3:00 pm to 5:45 pm after school.  A fee 
is charged.  Applications are available in the main office.  You can find out other 
information by calling the Five Towns Community Center at 239-6244. 

 
Franklin Clubs: 

 

During the course of the year, you may check our website for information      
describing the after school clubs held at Franklin.  There is usually a fee for 
each club.  You must write a note to your child’s teacher IF YOUR CHILD WILL 
NOT BE ATTENDING THE CLUB and let the teacher know how your child will 
be dismissed from school. 
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Lunch/Snack: 
 

Buying Lunch: 
 

Children may buy milk/juice, dessert or purchase lunch in the cafeteria.  Menus are 
sent home monthly and are available on the FECC page of our district web site.  These 
menus are unique to Franklin and are not consistent with the Ogden or Hewlett Elemen-
tary menus. 
 
Each student can have a debit account with our cafeteria.  This means that money de-
posited into the account can be used by the student to purchase lunch/drinks/dessert 
each day. 
 
In order to establish a debit account, please send a check (payable to FECC Cafeteria) 
or sign up on the District Website—Online Payments (Revtrak).  The money in your 
child’s lunch account will follow your child through Hewlett High School.   

 
Bringing Lunch: 

 

If your child brings lunch to school, please have his/her name and room number clearly 
printed on the lunch box/bag.  We encourage healthy foods for lunch to sustain your 
child throughout the rest of the day. 

 

Snack: 
 

All first grade classes have snack time each day.  Please pack all snacks separately 
from your child’s lunch.  Your child’s name should be clearly printed on the bag.  As with 
lunch, nutritious snacks will help encourage healthy eating habits. 
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Notes to Teachers: 
 

(A preprinted absence/change in dismissal form is available for purchase   
 from PTA.  This form is also available online under “PTA”) 
          
          Absent Notes: 
 

        Please include:                                                                                      
 - Child’s name                                                                                      
 - Date(s) of absence                                                                            
 - Reason for absence                                               
 - Parent signature 

 
          Change in Dismissal    
 

          Please include:                                                                               
  - Child’s and teacher’s name                                                               
 - Child’s bus name                                                                            
 - Date of dismissal change                                                                  
 - A brief reason  (remember: a note is required each day your child 
                                      attends an after school club.)                                                            
 - The name of the person picking up student                                     
 - Parent signature 
 
 
  Early Dismissal Notes: 
 

 Please include: 
 - Child’s and teacher’s name 
 - Child’s bus name 
 - Date and time of early dismissal 
 - A brief reason 
 - Parent signature 
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Special Events: 
 

Birthdays: 
 
 

Birthdays are celebrated in class for every child.  Parents are welcome to 
attend.  Specific arrangements (date/time) should be made in advance with 
your child’s teacher.  You must provide all necessary plates/utensils and 
healthy snacks are, as always, encouraged.  Please note: NO SNACKS ARE 
PERMITTED THAT CONTAIN NUTS.     NO GOODY BAGS OR PARTY 
FAVORS ARE PERMITTED. 
 
Summer birthdays are celebrated near the end of the school year as part 
of an “Unbirthday Celebration.”  You will be notified as to the date/time by 
your child’s teacher.  Children with birthdays that fall during a vacation 
can celebrate either before or after by communicating with the teacher in 
writing. 
 
If giving invitations out in the class.  Teachers can only give them out if 
there is one for everyone.  
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Special Events: 
 
 

Please Read Carefully 
 

At Franklin, we are committed to providing a safe and welcoming environment for 
all of the children in our school.  Food allergies are a growing concern in schools 
across America.  During the year there are many events that take place and as a 
continued effort for the students’ safety we are putting the following safety 
guidelines into effect: 

Birthday Parties/Celebrations 

Birthday parties and celebrations are a special time for children, but can be a 
difficult time for the food allergic child.  We must be extremely careful about 
the ingredients in all of the food items.  Although, food is permitted for a birth-
day celebration and classroom celebrations, such as; October Festival, Holi-
day Shares, and Valentine’s Day, we are asking you to follow the guidelines: 

Inform the teacher at least 3 days before the party. 

All food MUST have a label – please read the packaging carefully 
before sending any treats to ensure that there is no trace of 
peanuts or tree nuts or that the product has been packaged in a 
factory containing peanuts or tree nuts. 

No goodie bags or favors of any kind for BIRTHDAY PARTIES.  
Please note:  If they are sent into school, they will be returned.   

Food is never permitted to go home with children. 

We are very sensitive to students with food allergies.  Parents who have children 
with a food allergy may bring in food for their child so that they may join in the 
celebration.  If your child ate peanut butter for breakfast, we would greatly ap-
preciate you making sure that his/her hands are washed with soap and water be-
fore leaving for school.  Water alone does not do the trick. 

This is a learning process for all of us, but we trust that you understand how 
deeply important it is to respect and adhere to these guidelines.  If you have any 
questions, please do not hesitate to contact us.   



Class Trips: 
 

Students need parental consent for all class trips.  Please carefully read the trip permis-
sion forms and respond promptly with your signature and payment.  On the day of the 
trip, please dress your child appropriately for the type of trip so that he/she will be 
comfortable. 
 
When your child is eating lunch on the trip, please send him/her to school with a double-
bagged lunch, clearly marked with his/her name.  No lunch or snacks are permitted that 
contain any nuts.  All drinks should be non-breakable.  All wrapping should be disposable. 
 
Bus and stranger safety is discussed and emphasized by all teachers  
before every trip. 
 
Field trips are an integral part of our curriculum.  They can be productive, exciting expe-
riences.  What makes them successful and exciting is the close cooperation of parent 
and teacher to the benefit of all students on the trip.   
 
In an ideal situation we would like all parents of a particular class or grade to 
accompany us on a trip.  Due to space considerations, transportation costs, 
admission costs etc. we are necessarily constrained and can only have a  
limited number of chaperones on any excursion off school grounds 
 
The number of parent chaperones is usually arrived at by a predetermined adult/child 
ratio set by the trip site or conferencing between the teachers to arrive at a specific 
number that will provide adequate support and supervision to ensure a safe and sound 
experience.  If you are selected or are a volunteer who is chosen to accompany your 
child’s class please keep the following considerations in mind: 
 
1   Assist the teacher in keeping the class together.  This means keeping 

a watchful eye out for stragglers, wanderers, and independent explorers.  Position 
yourself in relation to the other adults on the trip.   
Several adults walking together and chatting is enjoyable for you but 
does not make the trip any better or safer for our youngsters. 

2. Please assist at lunchtime.  There is often a makeshift eating area on our  
Field trips.  Lunch should be an enjoyable time where experiences are shared (not 
lunches, however, since there are so many children with food allergies.)  Help make 
lunchtime enjoyable for all of the children. 

3. Please escort children to the bathroom, keeping a watchful eye on the 
    children to ensure their safety.   
4. In the event of an emergency or an illness you may be asked to remain with a specific 

child while the rest of the group continues with the trip. 
5. Please do not leave the group without notifying the teacher. 
6. Please do not leave with your child to purchase an item in a gift shop or give him//her 

permission to do so. 
7. Siblings are not permitted on any of our class trips. 
8. No cell phone use, except for emergencies. 
 
These guidelines are to help chaperones ensure the safety for our children. 
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“Back to School Night” for Parents 

  
“Back to School Night” takes place on a school night in September.    
Please check our district calendar for the exact date.    This is a time 
when each classroom teacher discusses the many topics of interest for 
the Kindergarten parents.  Teachers discuss classroom routines and their 
philosophies on teaching.  In general, “Back to School Night” at Franklin 
is a time when the teachers and parents begin their partnership togeth-
er.  We all believe that parents and teachers working in harmony provide 
the best opportunities for your child. 
 
Since all parents or guardians are invited to attend, teachers ask that 
questions remain general - knowing that every child will be discussed indi-
vidually during Parent Teacher Conferences. 

 
Parent/Teacher Conferences: 

 

There are two formal Parent/Teacher Conference days at Franklin, one 
in December and one in March.  In December, we also have an option for 
an evening Parent Teacher Conference.  Please refer to your district cal-
endar for the specific date.  This is a time to discuss a child’s individual 
progress, and may include learning issues, areas of success, work habits, 
behavior, and the child’s growth over time.  At this time report cards are 
posted on “Infinite Campus Parent Portal.” 

 
 

Moving Up Day: 
 
As our children get ready to join second grade, we celebrate their  
accomplishments here at Franklin on “Moving Up Day.”  Please check your 
district calendar for the specific date.  This is a time for our learning 
community not to say ‘good-bye,’ but ‘thank you’ for all that you and your 
child have given to our school.  In our hearts, one never actually leaves 
Franklin, but rather just ‘moves up’ in his or her life! 
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Miscellaneous: 
 

Class Phone List: 
 

Class phone lists are arranged by our class parents.  Parental consent is 
necessary to exchange phone numbers and you will receive a permission 
form for this early in the school year.  Lists are distributed as early in 
the school year as possible.   
 
Teachers are not allowed to provide class lists directly to parents.  If 
you misplace your list, please contact the PTA or your class parent to  
obtain a duplicate. 

 
Student Placement into Second Grade: 

 

Our students begin second grade in either Ogden Elementary or Hewlett 
Elementary.  The FECC Instructional Support Team, as well as teachers 
and administrators are both involved in the placement process and trust 
in the skill/capabilities of the talented second grade teachers.  Children 
are matched with teachers that will best allow their growth as a learner 
to continue. 
 
We do not take individual teacher requests, however, you are wel-
come to write a letter providing information such as siblings previ-
ously placed with certain teachers or out-of-school personal and 
professional relationships that might affect your child’s school suc-
cess.  Letters can be addressed to Dr. Smyth and must be received 
no later than March 31st. 
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Supplies 
 
 
Additional items may be requested by your child’s teacher in August. 
 
 
Supplies to be Labeled: 
 
Large Backpack with heavy zipper – to hold binder and lunch box 
“Wheels” or “messenger-type” backpacks with 1 strap are NOT permitted. 
 
1 Clipboard (9x12) – Not Flexible 
3 Marble-Hard covered Composition Notebooks 
1 pair Fiskar Scissors   (Not Preschool) 
2 plastic Folders  (Pockets on bottom) 
1 hard plastic pencil box (8 1/2 X 5  1/2 X 2 1/2 inches)  
 
Supplies NOT to be Labeled: 
 
2 large Glue Sticks (not liquid) 
1 box Crayola Crayons (24 count) 
1 box Crayola Class Color Broad Tip Markers 
1 box twistable Crayola Colored Pencils - assorted colors - 18 count 
3 boxes #2 Sharpened Ticonderoga Pencils  
1 box of Unscented Baby Wipes  
2 large boxes of Tissues 
2 Black Flair Pens 
1 box Quart size Glad/Ziploc storage bags—only girls will bring in. 
1 box Gallon size Glad/Ziploc heavy duty freezer bags-only boys will bring in. 
1 roll paper towels 
 
In first grade we emphasize the idea of our classroom working together as a 
community.  We will be sharing most of our supplies. 
 
We will collect the unlabeled supplies and will distribute them evenly over the 
course of the year.  Therefore, please only label specified materials.  Thank 
you! 
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The following provides information about the first grade curriculum. 

 
Literacy 

 

Hewlett-Woodmere is participating in the Teacher’s College Reading and  

  Writing Project.  Teachers and administrators at FECC work with an expert  

staff developer who models lessons, coaches teachers, and conducts  

workshops.  Through this support, an approach to teaching called Balanced  
Literacy is being implemented in Kindergarten and First Grade classrooms. 

 

There are several components to our Literacy program.  These  

components and a brief description are provided below: 
 

 
 Reading Workshop is comprised of a whole class mini-lesson, time for children to practice 
reading individually and with a partner, and a “share” time to bring closure to the workshop.  
During the workshop, teachers will also confer with students, provide small group instruction, 
and do assessments. 
 
 
 Writing Workshop is comprised of the same basic format as Reading Workshop.    
Students are provided with a whole class mini-lesson, time to practice writing, time to collabo-
rate with a partner, and “share” time.  While the children are working, teachers will also circu-
late to conference, pull a small group for instruction, and  
assess. 
 
 
  Read Aloud with Accountable Talk gives the teacher an opportunity to read aloud to 
the children and demonstrate proficient and fluent reading.  It is also a time of instruction, 
where children learn new vocabulary and concepts, as well as how to discuss their thoughts and 
ideas about text.  They practice meaningful conversations with partners and as a group.  During 
guided reading, children are taught in small groups to target the individual learning needs.  
 
 
  Shared Reading differs from Read Aloud in that during Shared Reading,  an enlarged 
text, such as a big book or a poem on chart paper is used so that everyone can see it at the 
same time.  The teacher is reading with the children, not to them.  Sharing a text presents the 
opportunity to demonstrate and practice specific reading strategies as a whole or small group. 

 
 
 
 
 
 
 



Word Recognition Strategies 
 

Goal: 
Listed below are strategies your child can use independently when 
reading leveled books: 
 

1. Meaning: Context  
Prompts: 

   *Try that again 
   *You said… Does that make sense? 
   *Look at the picture 
   *What happened next in the story? 

 

2. Structure: Grammar  
Prompts: 

   *Does that sound right? 
   *What would sound right? 
   *Can we say it that way? 

 

3. Visual: Phonics  
Prompts: 

   *Does it look right? 
   *Do you know a word like that? 
   *What does it start with? 
   *What do you know that might help you? 
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Reading together with your child 
 

1.        Set aside a regular time each day to share a book. 
 
2.      Read to your child with expression and pleasure. 
 
3.      When your child reads aloud to you, help them with unknown\ 
          words.  Tell them the word. 
 
4.     Choose some favorite poems to read aloud.  Have your child read     
         the poems from our poetry binders to acquire fluency.   
         Repeated readings can be fun and very helpful.  Most children  
         enjoy humorous poetry.  Shel Silverstein and Jack Prelutsky are 

two well-loved poets you might want to share with your  
         youngster. 
 
5.      Recognize that reading may still be a difficult and tiring task.  Be 

supportive and patient, appreciating the effort that it requires. 
 
6.     As you read to your child, stop periodically and talk about the  
         pictures in your imagination.  Ask your child about their mental 

images.  Some children need more help turning words into mental 
pictures. 

 
7.      Children have individual time-tables as they learn to be fluent 

readers.  All children learn to read.  Hold on to that belief and pass 
it along to your child.   
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 Reading Workshop 
 

Reading Workshop is the time during our day for children to further their reading 

skills.  This includes direct instruction in decoding words as well as in comprehen-

sion.  We focus on what sounds right in the sentence, and what makes sense within 

the context of the story.  In this way, our students are provided with a “bag” of 

tools to help them grow as readers.  In first grade our emphasis is not on the high-

est level students can attain, but on delving broader and deeper into the text to 

provide many opportunities to explore literature at a higher level of reasoning.  

This teaches them to compare/contrast characters/authors, relate stories to 

their own lives, think about and reflect on what they have read and read the same 

text for different purposes. 

 

 

Sample Reading Workshop Study Units 

 

Readers build good habits 

Tackling trouble:  when readers come to hard words and tricky parts 

 of books, we try harder and harder 

Nonfiction readers learn about the world 

Readers meet the characters in our books 

We can be our own teachers when we work hard to figure out words  

 and parts of texts in fiction and nonfiction texts 
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 Writing Workshop 

 
Writing Workshop is the time during our day for children to further their writing 

skills.  This includes daily practice in many writing genres, allowing our students to 

not only have exposure to different types of writing, but also enables them to be-

come more sophisticated in their practice attempts and knowledge of them.  Units 

of study are taught through mini-lessons, one-on-one conferences, whole class 

sharing, small group instruction, and independent practice time. 

 

 

Sample Writing Workshop Study Units 

 

Small moments 

Informational books 

Persuasive Writing: Opinions, reviews and stories 

Poetry:  Powerful thoughts in tiny packages 

Informational writing about science 
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Mathematics 
 

     At the heart of our math curriculum are activity-based lessons that provide 
children with many opportunities to explore and problem solve as they discover 
math in their world.  Lessons are rich in mathematical language encouraging  

children to express their ideas/understandings as well as build math vocabulary.   
 
 

Sample Math Study Units  
 
 

 Launching Math Workshop 
 Building numbers 

 Solving Story Problems 
 Comparing and Combining Shapes  

 Number Games 
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Science 
 

     Our Science curriculum involves hands-on exploration with our senses, as well as, 
being literature-based.  Much of our work focuses on developing  

observational skills and encouraging our children’s natural curiosity.   
 

Sample Science Study Units  
 

* Life Science 
                -  Plants and Animals  

  * Earth Science 
                             -  Pebbles, Sand, and Silt 

     * Physical Science 
                     - Solids and Liquids 

 

Social Studies 
 

     Our Social Studies curriculum offers students an integrated approach with  
Language Arts.  Lessons encourage higher order thinking skills, collaborative learning, 

and utilizing data.  Children are able to immerse themselves in research, and make 
meaningful connections between their studies and the real world. 

 
Sample Social Studies Units 

 
Rules and Laws 

 Rights, Responsibilities and Roles of Citizenship 
 People Making and Changing Rules and Laws 

 Symbols of Citizenship 
 

We are Family 
 My Family and Other Families 

 History of My Family 
 

Unity in the Community 
 My Community and Local Region 

 Places In My Community and Local Region 
 

Economics 
 Challenge of Meeting Wants and Needs 

 Economic Decision Making 
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DISTRICT MISSION STATEMENT  

AND VISION 
 

 
 HEWLETT-WOODMERE PUBLIC SCHOOLS                Policy 0001 
  
        (   ) Required  
        (X) Local  
        (   ) Notice  
 
  
The District’s Mission and Vision are enduring guides to the Board of Education and the staff as they 
develop policy and regulations. In order for the mission and vision to be meaningful, they must not stand 
alone, but must be the foundation upon which we build specific strategies and action steps. These strate-
gies and action steps must be consistent with the District’s Mission and Vision. The Hewlett-Woodmere 
Public Schools vision of empowering the next generation for success in life is supported by our mission 
to provide an engaging curriculum in a caring, student-centered learning environment that is designed to 
maximize individual potential, cultivate character, and celebrate success.  
 
 

SHARED VISION AND CORE VALUES  
 

Hewlett-Woodmere Public Schools is a caring learning community dedicated to empowering the next 
generation for success in life. The Core Values of Hewlett-Woodmere Public Schools are:  

  We believe that student learning occurs best in a safe, supportive, and nurturing environment where 
diversity and inclusion are valued.  

  We aim to create equitable learning and work environments that encourage compassion and respect 
for ourselves, one another, and our individual differences.  

  We value innovation in teaching and learning that supports and promotes student wellness: social, 
emotional, and intellectual well-being.  

  We honor our commitment to the Hewlett-Woodmere community to create opportunities for stu-
dents to fulfill their potential and achieve personal success.  

  We believe that meaningful collaboration with parents, community members, staff, and students 
builds strong relationships and increases parental involvement.  

 
The School District’s primary mission is to provide an engaging curriculum in a caring, student-centered 
learning environment that is designed to maximize individual potential, cultivate character, and celebrate 
success. This mission is the foundation for the School District’s four pillars, and their associated goals, 
as identified by the Hewlett-Woodmere 2025 Strategic Plan:  

  Student-centered curriculum  
 o Goal: Ensure high quality and innovative curriculum, instruction, and learning  

  Culture for success  
     o Goal: Provide a network of student support to meet the needs of the whole child  

  Collaboration and partnership  
     o Goal: Strengthen family, school, and community partnerships to support student growth  
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  Stewardship and efficiency  
      o Goal: Provide efficient and cost-effective operations, systems, and services  
 
Legal Reference:         New York State Education Law, Section 1709  
Old Policy 6121  
Policy Adopted  
11/14/85  
New Policy 0001  
Adopted March 17, 2010  
Policy Amended: March 20, 2019  
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In order for the Board of Education to effectively implement the District’s Shared Vision and    
Mission in Policy 0001, the following strategies and action steps are to guide work with students    
in grades Pre-Kindergarten through grade 12. These strategies and action steps, developed by the    
various stakeholders who collaboratively created the Hewlett-Woodmere 2025 Strategic Plan are 
aligned with the goals, mission and vision of the School District. 
  
Pillar: Student-Centered Curriculum  
 
Strategy 1: Assess and enhance a meaningful curr iculum with real wor ld applications for  all 
students.  

 Action 1: Develop a working definition of meaningful curriculum and real world applications  

 Action 2: Review and assess existing scope and sequence of all subjects  

 Action 3: Survey students, teachers, and parents to gather feedback on curriculum and  

      instruction  

 Action 4: Research external and internal curriculum resources  

 Action 5: Review and align current curriculum lessons and units to standards  

 Action 6: Align curricula vertically for all subjects K–12  

 Action 7: Design and develop effective lessons, units of study, and assessments  

 Action 8: Provide course selections and support for all students to pursue their interests and  
ambitions, which may include higher education, vocational education, military service, and  
workforce development  

 
Strategy 2: Design and create flexible assessment oppor tunities for  and with all students that 
are aligned to the curriculum.  

 Action 1: Develop options for students to choose how to demonstrate their learning (ex.:       
project-based learning portfolio assessment, problem-based learning online courses,              
independent study, curriculum-based assessment)  

 Action 2: Develop rubrics in collaboration with staff and students  

 Action 3: Incorporate peer review in assessment process  

 Action 4: Create a variety of performance assessments across all curricula  

 Action 5: Use assessments and data to make informed instructional decisions  
 
Strategy 3: Develop and adopt a common reper toire of highly effective instructional practices 
with a multidisciplinary focus.  

 Action 1: Research highly effective teaching practices  

 Action 2: Develop, share, and implement a District-wide set of research-based, highly effective 
practices  

 Action 3: Define and develop multidisciplinary lessons and units  

 Action 4: Identify knowledgeable staff members to develop and share professional development  

 Action 5: Offer a variety of professional development options  
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  Action 6: Increase professional development hours on campus during non-class days  
 
Strategy 4: Establish Distr ict-wide expectations to implement, integrate, and monitor the use of 
technology to support and enhance teaching and learning.  

  Action 1: Evaluate technology currently in use  

  Action 2: Assess best practices in other districts  

  Action 3: Determine expectations for post-secondary technology proficiency  

  Action 4: Develop a skill orientation for students and teachers  

  Action 5: Provide professional development for instructional staff  

  Action 6: Determine expectations for teacher technology use  

  Action 7: Implement technology plan developed by in-house IT department  

  Action 8: Implement consistent practices and expectations with District technology  
       assignments  
 
Pillar: Culture for Success  
 
Strategy 1: Create a learning environment where students advocate for  their  own success and 
are provided with the tools to succeed.  

 Action 1: Incorporate public speaking skills into all subject areas  

 Action 2: Encourage student led Individual Education Plan meetings  

 Action 3: Expand student council to include more students and more diversity  

 Action 4: Survey all students about how they learn, student voice, and their comfort level  
speaking up for themselves  

 
Strategy 2: Enr ich learning and cultivate personal growth for  all students through               
experiences beyond the classroom.  

 Action 1: Increase opportunities for participation in arts and music, sports, clubs, and extracur-
riculars  

 Action 2: Increase District-wide events (PreK–12) that involve community  

 Action 3: Promote learning of life skills  

 Action 4: Implement independent study and work-study programs  

 Action 5: Showcase course offerings to students prior to scheduling  

 Action 6: Encourage community involvement in service hours  
 
Strategy 3: Incorporate elements of social and emotional learning (SEL) into the instructional 
program.  

  Action 1: Take inventory of resources available for SEL, internal and external  

  Action 2: Examine current programs and curricula for SEL components already in place  

  Action 3: Identify and evaluate effectiveness of SEL using surveys  

  Action 4: Research innovative techniques for SEL  
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Strategy 4: Promote and utilize a network of internal and external student suppor ts and     
services that foster individual success.  

 Action 1: Evaluate existing programs  

 Action 2: Examine sources counselors are using for information and resources to guide students 
beyond high school  

 Action 3: Re-evaluate college relationships with respect to college credit courses  

 Action 4: Evaluate existing resources and create an updated list of outside resources for parents  
 
Strategy 5: Establish a Distr ict-wide program for identifying and supporting the mental and physi-
cal wellness of staff and students.  

 Action 1: Raise awareness of mental health concerns and ways to seek help  

 Action 2: Identify current programs, internal and external  

 Action 3: Provide professional development for staff members to establish procedures to ad-
dress mental health  

 
Pillar: Collaboration and Partnership  
 
Strategy 1: Expand and enr ich active par tnerships between the Distr ict, r esidents, businesses, 
and community and civic organizations.  

 Action 1: Utilize innovative practices to be at the forefront of technology and facility design to 
maximize student success  

 Action 2: Develop an annual Open House for business owners, residents, and organizations to 
tour facilities and learn about the District  

 Action 3: Expand opportunities for students to explore local businesses through job sharing, in-
ternships, and community service  

 Action 4: Explore communication tools and efforts to communicate with community members 
not directly affiliated with the District  

 Action 5: Distribute monthly calendar invite  

 Action 6: Create a “What’s in your community” event—a day to showcase information  
 
Strategy 2: Engage and suppor t the use of multiple communication methods among and be-
tween parents, students, and District staff.  

 Action 1: Utilize various methods of communication  

 Action 2: Ensure communication materials reach the most people (translations available; op-
tions for visually impaired, hearing impaired)  

 Action 3: Survey the community to determine best methods to distribute District information  

 Action 4: Formalize outreach to community service groups  
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Strategy 3: Enhance oppor tunities to reach more parent groups and community organiza-
tions.  

 Action 1: Reach parent and community groups who are not involved  

 Action 2: Identify local resources  

 Action 3: Expand parent connections and increase interactions between residents and new     
residents to the District  

 Action 4: Involve community associations in conversations about increasing engagement and 
two-way communication  

 Action 5: Expand multicultural sharing opportunities  

 Action 6: Develop communications with academic institutions  
 
Strategy 4: Establish strong student mentor ing and internship programs.  

  Action 1: Expand peer-to-peer tutoring  

  Action 2: Develop a local internship program  

  Action 3: Develop a teacher-student mentoring program  
 
Pillar: Stewardship and Efficiency  
 
Strategy 1: Adapt facilities and infrastructure to meet emerging needs to suppor t both the 
learning and work environments.  

 Action 1: Ensure innovative practices are at the forefront of technology and facility design to 
facilitate student success  

 Action 2: Assess facility, service, and technology needs for all buildings  

 Action 3: Streamline technology  

 Action 4: Survey staff at each building to determine future needs  
 
Strategy 2: Develop and implement a hir ing program to recruit and retain high quality staff.  

 Action 1: Ensure all stakeholder groups are represented during entire interview process  

 Action 2: Create relationships with local colleges to entice recent college graduates to apply to 
work in the District  

 Action 3: Create opportunities for teachers and District administration to meet outside of       
observation activities  

 Action 4: Maintain mentoring program for teachers and staff  
 
Strategy 3: Streamline Distr ict organization processes and procedures to enhance efficiency 
and effectiveness.  

 Action 1: Define efficiency and effectiveness  

 Action 2: Measure effectiveness of every program  

 Action 3: Develop ongoing reviews of programs to evaluate effectiveness and remove           
inefficient programs  

 Action 4: Examine current costs  

  Action 5: Identify and include interdisciplinary staff and administrators to evaluate efficiency  
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 Action 6: Set goals and outcomes before placing new systems in each department  

 Action 7: Determine process to get a waiver that allows the District to provide transportation to 
students in a cost-effective manner  

 Action 8: Advocate for legislative changes to allow transportation cost sharing with local dis-
tricts  

 
Strategy 4: Evaluate emergency plans and procedures to exceed New York State guidelines 
and improve perceptions of safety.  

 Action 1: Evaluate emergency plans and procedures  

 Action 2: Develop an alert or app to keep students aware of emergencies in school  

 Action 3: Create an identification-based school entry system to make students feel safer  
 
Regulation Added: June 27, 2012  
Regulation Amended: December 19, 2018, March 20, 2019  
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Franklin Song 
 

Franklin Center's where we read and Franklin Center's 
where we write 
Science, art, and gym, and music, math and homework 
make us bright. 
 
Franklin Early Childhood Center is the school that is the 
best. 
You can't find us better children north or south or east 
or west. 
 
When we get to old to come here cause we need a big-
ger space. 
 
We'll have lots of happy memories of this very special 
place. 
 
Franklin Early Childhood Center is the school that is the 
best. 
 
You can't find us better children north or south or east 
or west. 
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NETWORK AND INTERNET ACCEPTABLE USE POLICY  
 

It is our District’s philosophy that the development of 21st Century skills include 
information and communication technology (ICT) literacy. The District subscribes 
to the belief that technology should not drive curriculum; curriculum should drive 
the effective use of technology in education. Similarly, technology should support 
administrative practice to improve effectiveness and efficiency in data management 
through access, reporting, controls, and communication and to make continuous 
learning accessible. 
  
There is an inherent responsibility on the part of users to conduct themselves in an 
appropriate manner when using ICT and the Internet. Although electronic materials 
are selected for their educational and/or administrative value, and Internet re-
sources may be filtered for inappropriate content, the security, accuracy, and quality 
of information that is available through our network cannot be guaranteed (See In-
ternet Safety Policy #4526.1). 
  
It is the responsibility of users to adhere to the District Code of Conduct (Policy 
#5300) and Code of Ethics (School Board Officer and Employee Ethics Policy # 
2160). Since it is ultimately the responsibility of each child’s family to set standards 
and for students to be responsible for their own behavior, we respect each family’s 
right to request restricted access to District network and Internet use by their chil-
dren where feasible.. 
  
Primary access to all District ICT resources shall be controlled through provision of 
individual network user names and passwords. Users must agree to follow estab-
lished security protocols established for the protection of network security, data and 
program intergrity, and associated systems and equipment. Users should be aware 
that all stored information may be accessed by authorized school personnel and 
that the District reserves the right to ensure compliance through electronic moni-
toring of ICT networks and Internet usage. Failure to comply with this policy may 
result in restriction, suspension, or revocation of privileges.  
The Superintendent or designee will develop, review, and revise regulations to in-
form users of the expectations associated with responsible use of ICT networks and 
the Internet.  
 
Policy Adopted: July 6, 1999  
Amended: January 2009; July 7, 2015  
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HEWLETT-WOODMERE SCHOOL DISTRICT  
ACCEPTABLE USE POLICY  

 
I. Introduction  
 
Information and Communication Technology (ICT) and the Internet are widely available 
to students and staff in Hewlett-Woodmere Public Schools.  
The District’s technology services offer vast, diverse, and unique resources to users provid-
ing access to:  
 
1. Information and Communication Networks: providing shared network resources and  
      applications  
2.   Internet: providing global information and social networking  
3.   E-Mail: providing opportunities for electronic interpersonal communication  
4.   Emerging applications to be adopted as appropriate.  
 
The goal is to provide all users with the tools necessary to meet the educational and ad-
ministrative objectives of the District, to promote academic excellence, and to develop and 
hone 21st Century skills.     
 
The District policies, regulations, and handbooks establish rules for behavior and commu-
nication applicable to the use of ICT networks and the Internet. The District has established 
specific rules for the use of the Internet. Students and staff will be trained on the proper 
use of the Internet. The staff will continue to follow guidelines for appropriate use of in-
structional material related to the curriculum, but the District cannot guarantee that the 
users will not have access to improper or unacceptable material. Parents/guardians are ad-
vised that communication on the Internet is not censored by the District. By participating 
in the use of the Internet, students may gain access to information and communication, 
which they or their parents/guardians may find offensive or inappropriate. Parents/
guardians assume this risk by consenting to allow their students to participate in the use of 
the Internet. Students may use the Internet only if they have been granted parental per-
mission and have submitted all the required forms.  
 
Individuals are responsible for their actions while using the ICT and the Internet. The use of 
such technology is a privilege, not a right. Inappropriate use may result in restrictions or 
cancellation of access rights and/or further disciplinary action.  
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Acceptable Use Guidelines  
 
II. Usage  
 
1. All use of the system must be in support of education and/or research, and  
      consistent with the mission of the District and applicable provisions of collective  
      bargaining agreements. The District reserves the right to prioritize use and/or  
      access to the system.  
2. Any use of the system must be in conformity to state and federal law, network e-

commerce provider policies and licenses, and district policy. Use of the system for  
      commercial solicitation is prohibited. Use of the system for charitable purposes  
      must  be approved in advance by the Superintendent or designee.   
3. Users are responsible for the appropriateness and content of material they transmit  
      or publish on the system. Hate mail, harassment, discriminatory or threatening  
      remarks, bullying, or other antisocial behavior are expressly prohibited.  
4. The system is a school district facility and may not be used to support or  
      oppose political candidates or ballot measures.  
5. No use of the system shall serve to disrupt the operation of the system by others;                          
      system components including software and hardware shall not be destroyed,  
      modified, or abused in any way. Personal software may not be used on the  
      system without permission.  
6. Malicious use of the system to develop programs that harass others or gain  
      unauthorized access to any computer or computing system and/or damage  
      the components of a computer or computing system is prohibited.  
7. Use of the system to access, store, or distribute obscene, pornographic,  
      or inappropriate material is prohibited.  
8. Food and beverages may not be brought into computer rooms or  
      consumed while working with district-owned equipment.  
9. The Superintendent or designee must approve subscriptions to mailing lists,  
      bulletin boards, chat groups, social networks, commercial on-line services, or  
      other information services. This requirement is waived where access or  
      membership is provided by the District or through District-approved affiliations or  
      professional educational affiliations.  
10. The District cannot be held responsible for damages including loss of data  
      resulting from delays or service interruptions. The District is not responsible for  
      the accuracy or quality of information found on the Internet.  
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III. Security  
 
A. User Security.  
 
Each user will be assigned a logon ID and password for the system.  
 
1. System accounts are to be used only by the authorized user of the account and for  

      authorized purposes. Users may not share their passwords with another person or  

      leave an open file or session unattended or unsupervised. Users are ultimately  

      responsible for all activity under their account if they fail to protect access to  

      their passwords.  

2. Users shall not seek information on, obtain copies of, or modify files, other data  

       or passwords belonging to other users, or misrepresent other users on the system,  

       or attempt to gain unauthorized access to the system.  

3. Individual communications may not be encrypted as to avoid security review except  

      as expressly required to meet state or federal requirements, district financial  

      transactions or as expressly authorized by the Superintendent or designee.    

4. Security guidelines will be developed and posted to address the frequency of  

      password changes.  

5. Communication and files on the District servers are not private. Network or system  

      administrators may review files and communication to maintain system integrity and  

      ensure that users are using the system responsibly.  

6. The following password requirements will be established and administered by the  
      Technology Department:  
 
 Minimum Length 6 characters. Passwords for financial or human resource applications  
 storing confidential information must include at least one numeric character.  

 Password history – Minimum of 3 unique successive passwords before a prior password can 
 be reused.  

 Maximum password age – 90 days  

 Minimum password age, before reset – 1 day  
 When assigned District computers or other data access devices, Users are required  
          to enable the screen saver lock/password protection option set to no more than 15 
  minutes. Once logged on, users should not leave computers unattended without 
 either logging off or manually enabling the screen saver lock. Instruction shall be  
 provided for all users.  
 Password regulations shall be reviewed no less than annually by the  
 Superintendent or designee.  
7. Users with Smart phones, PDAs, or other portable technology providing remote  
       system access who elect to store their access codes within the unit, must enable the  
       security lock feature on the device to prevent unauthorized access if the unit is lost or  
       stolen.  
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8. Passwords are not to be stored or written down in an area where an unauthorized 
      user may gain access. If a user has reason to believe that a password may be  
      compromised, it should be reset immediately.  
9. User accounts and passwords for administrative and instructional applications will be  
      administered by the system administrator or designee.  
 
      B. Network and System Level Security  
An administrator or designee shall be responsible for each system or networked  
software package.  
 
1. All HWPS Instructional Technology servers and all vendor hosted servers will be  

      password protected.  

2. Permission for access to specific administration rights, for both vendor hosted and  

      HWPS IT servers, programs and operating systems will be approved by the  

      Superintendent or designee.  

3. A record of authority approvals and permissions will be maintained in the office of  

      the Superintendent and a copy will also be on file in the office of Instructional  

      Technology. The record for the WinCap financial and human resources system will  

       be maintained in the business office forwarded quarterly to the office of the Superintendent.  

4.    IT systems Administration Passwords will be reset on a monthly basis.  

5.   Where feasible, audit trail tracking and reporting will be activated.  

6. A document containing the appropriate passwords, IP addresses, and vendors and key  
      contact information and other essential systems operation information will be created  
      and copies maintained in secure locations by the designated HWPS IT systems  
       network administrator and also by the Superintendent who will store the documents in  
       a lock box stored in the District’s secure safe.  
 
IV. Personal Security  
 
1. Personal information such as names and addresses and telephone numbers should  

      remain confidential when communicating on the system. Students should never  

      reveal personal information.  

2. Students should never make appointments to meet people in person whom they have  

      contacted on the Internet without District and parent permission.  

3. Students should notify their teacher or other adult whenever they encounter  

      information or messages that are dangerous, inappropriate, or make them  

      feel uncomfortable.  

4. Social networks have the potential for misuse. Permitted use must be in compliance  
       with all established policies, regulations, and procedures.  
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V. Copyright and Plagiarism 
  
1. The unauthorized installation, use, storage, or distribution of copyrighted  

      software or materials on District computers is prohibited.  

2. Users are prohibited from plagiarizing work found on the Internet. Plagiarism is the  
      taking the ideas or writings of others and presenting them as if they were your own.  
 
 
 
Revised: July 7, 2015 
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Student Account Agreement  
 

Student Section  
 
Student Name    Grade      Date  
 
School 
  
I have read the District Acceptable Use Policy with my parent/guardian. I agree to follow  
the rules contained in this Policy. I understand that if I violate the rules my  
account may be restricted, suspended, or terminated, and I may face other disciplinary measures.  
 
Student Signature _______________________ Date 
  
Parent or Guardian Section  
 
I have read the District Acceptable Use Policy and have reviewed the policy with  
my child. 
  
I hereby release the District, its personnel, and any institutions with which it is affiliated,  
from any and all claims and damages of any nature arising from my child's use of, or  
inability to use, the District system, including, but not limited to, claims that may arise  
from the unauthorized use of the system to purchase products or services.  
I will instruct my child regarding any other family restrictions against accessing material  
beyond those set forth in the District Acceptable Use Policy. I will emphasize to my  
child the importance of following the rules for personal safety.  
I give permission to issue an account for my child and certify that the information  
contained in this form is correct.  
 
Parent Signature ________________________ Date  
 
Parent Name_____________________________  
(Please print)  
Home Address Phone  
 
***********************************************************************  
This space reserved for System Administrator  
 
Assigned User Name: __________________  
 
Assigned Temporary Password: __________  
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Guest Account Agreement  
 

Name Address Phone  
 
I have read the District Acceptable Use Policy. I agree to follow the rules contained in this Policy. 
I understand my account may be terminated as follows:  
 
My account may be terminated at any time upon notice to me. In this event, I will be given the 
opportunity to remove my personal files.  
 
If my account is unused for more than 30 days, it may be terminated and my personal files re-
moved without notice.  
 
Purpose for which this account is provided:  
 
___________________________________________________________________________ 
 
 
I agree to limit my use of my account to activities related to the above stated purpose.  
 
I hereby release the District, its personnel, and any institutions with which it is affiliated, from 
any and all claims and damages of any nature arising from my use of, or inability to use, the Dis-
trict system, including, but not limited to claims that may arise from the unauthorized use of the 
system to purchase products or services.  
 
 
Signature _________________________ Date ___________________________ 
 
Guest Account authorized by  
 
School or Department _____  
 
 
***********************************************************************  
 
This space reserved for System Administrator  
 
Assigned User Name: ____________  
 
Assigned Temporary Password: __________  
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Employee Account Agreement 

 
 
Name  
 
 
Position  
 
 
School or Department  
 
 
I have read the District Acceptable Use Policy. I agree to follow the rules contained in this Policy. I un-
derstand that if I violate the rules, I may face disciplinary action in accordance with applicable law.  
 
I hereby release the District, its personnel, and any institutions with which it is affiliated, from any and all 
claims and damages of any nature arising from my use of, or inability to use, the District system, includ-
ing, but not limited to claims that may arise from the unauthorized use of the system to purchase products 
or services.  
 
 
 
Signature __________________________ Date  
 
 
Adopted: 7/6/99  
Amended: 10/22/08                                                  


