
***This handbook can also be found online from Student Handbook link on the school’s homepage at 
https://www.westhills.mcstn.net/.  

Dear Parents/Guardians, 

Welcome to the 2020-21 school year at Westhills Elementary.  We are honored to be a part of your child’s education this year.  

Our team of teachers and staff at Westhills is dedicated to helping every child reach his or her potential and develop socially, 

emotionally, and academically.  We appreciate your support in this process, and we look forward to frequent communication 

with you. 

The following pages contain information about policies, services, rules, and procedures that you and your child will need to 

know.  Please take a few minutes to go through this information with your child. 

This agenda also contains places for your child to write his or her assignments each day.  Please look at this daily since teachers 

will also use this agenda to communicate with you.  We will communicate frequently through this agenda, notes/folders home, 

emails, Remind messages, and the school website.   

We look forward to working with you and your child this year!  Please call the school at (931) 359-3909 if you have any 

questions or concerns about any aspect of your child’s schooling.  We look forward to a successful year! 

Sincerely, 

Rachel Perryman, Principal 

Westhills Elementary School 2020-21 Calendar 

August 3     First Half Day (students dismissed at 11:30, buses will run) 

August 5     First Full Day for Students 

September 7    No School (Labor Day) 

October 3    Parent Teacher Conference  

October 5-9    No School (Fall Break) 

November 2    Westhills Parent Teacher Conferences 

November 3    No School for Students (federal election) 

November 23-27    No School for Students (Thanksgiving Break) 

December 18    Half Day (students dismissed at 11:30) 

December 21-January 4   No School for Students (Christmas Break) 

January 18    No School (Martin Luther King Day) 

February 15    No School (Presidents’ Day) 

March 29-April 2    No School (Spring Break) 

May 21     Half Day (students dismissed at 11:30—last day of school) 

***We will have many school-specific events to add to this calendar.  Look for a monthly calendar in your child’s take home 
folder to let you know about events specific to Westhills. 
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Westhills Elementary School Student Handbook 

• Accidents: 

o The parent will be called at the number(s) you have provided in the event that an accident occurs.  Please keep 

phone contact numbers up to date.  Please notify the office when you have a change in phone number.  

Minor accidents are often handled by a note home or a phone call by the teacher or nurse. 

• Attendance 

o All students are expected to be in attendance each day unless they are ill or a family emergency arises.  A 

written note explaining each absence is required upon return to school.  Any absence for which a written 

explanation is not provided will be considered unexcused.  Unexcused absences are treated as truancies and 

will be handled according to the School Board’s truancy policy.  Five unexcused absences are reported to 

the Attendance Supervisor and the Juvenile Court.  Absences are recorded as either excused or unexcused.  

An absence is excused for personal illness, court appearance, or funeral of a family member.  Other reasons 

may be excused or unexcused at the discretion of the administrator.  Families are strongly discouraged from 

taking children out of school for any reason other than family emergencies.  Tennessee State Law requires that 

a student be in attendance for at least one half of the school day (3 ½ hours) in order to be counted present.   

State law permits abbreviated days (11:30 days).  Dates are selected to accommodate teacher and parent needs, 

and attendance must be taken on these days.  To be counted present on an abbreviated day, a student must stay 

46 minutes.   

o The state of Tennessee identifies students who miss more than 10% of the school year as chronically 

absent.  This means that students who miss a total of 18 days throughout the year, whether excused or 

unexcused, are chronically absent.  Notification will be sent home each grading period if your child has 

reached the chronic absentee requirements for that particular grading period. A label for chronically absent will 

be placed in your child’s permanent record for the school year.   

o Frequent tardiness is damaging to your child’s learning.  Students are sent to class at 7:35 a.m.  Any 

student not in class at 7:50 a.m. is tardy and must come to the front office to get a tardy note in order to be 

admitted to class.  Parents should accompany tardy students to the office to explain the tardiness.   

o A tardy is defined as a late check in or an early check out from school.  After five (5) unexcused tardies, 

parents will receive written notice from school as a warning that further unexcused tardies will result in 

a summons to the Marshall County Schools Tardy Review Board. After a student reaches eight (8) 

unexcused tardies, parents will be summoned to appear before the Tardy Review Board. After a 

subsequent unexcused tardy, parents may be charged with Educational Neglect in the Marshall County 

Juvenile Court.  Please note: Elementary students receive five parent notes per semester. Parent notes can be 

used for unexcused tardies.  No check-outs after 2:30 p.m. are allowed.  Reference Board policy 6.200 at the 

back of this handbook for more information about attendance, tardies, and check-outs. 

o Homework assignments can be picked up after 2:00 if you have called ahead and provided sufficient notice to 

teachers that you need your child’s assignments.  We simply need time to gather materials and assignments 

from all classes without interrupting instructional time. 

• Bell Schedule 

o 7:35 a.m.—Teachers pick up students from gym and cafeteria 

o 7:50 a.m.—School officially begins/class begins 

o 2:50 p.m.—Early Bus and Car Rider Bell  

o 3:05 p.m.—Late Bus Bell 

• Early Arrival 

o School doors open at 6:45 a.m.  Children may not be left unattended.  You must wait until 6:45 to drop 

students off. 

• Cell Phones/Electronics 

o Cell phones and other electronics are only to be used for instructional purposes and must be put away and 

powered off unless the teacher has instructed otherwise.  This includes the playground, cafeteria, and gym. 

• Car Riders 



 

 

o Arrival:  Car riders should be driven to the appropriate drop off location in the mornings.  Do not load or 

unload in the zones marked buses only.  Please see the diagram in the back of the handbook for drop off 

locations.  After 7:50, all students should be accompanied by a parent into the front office. 

o Dismissal: Car riders are dismissed at 2:50.  Place your student’s car tag number in the front windshield.  

(Numbers will be distributed in August.)  No walk-ups allowed at dismissal times.  Please see diagram in back 

of handbook for pick up locations.  After 3:05, all students are to be picked up at the front office entrance.  All 

students must be picked up by 3:15 p.m.  Please be on time.   

o Anyone picking up a child without a car tag must come to the front office to sign the student out. 

• Child Custody 

o Child custody is a decision of the court.  A court document dated and signed by a judge must be on file in the 

school office in order for us to restrict pick up or visitation by either parent.  Because family situations change, 

restrictions must be established each year. 

• Communication between parents and teachers 

o Please check your child’s agenda and homework folder each day.  Inform the principal if you do not have 

communication with your child’s teacher.  Your role in your child’s education is vital, and we want to have 

frequent and valuable communication with you. 

• Corporal Punishment 

o Please reference Board policy 6.314 for questions about corporal punishment. 

• School Rules 

o Westhills Elementary School has a set of school-wide rules that guide the expectations of students: 

▪ Be respectful 

▪ Be responsible 

▪ Follow directions 

▪ Focus on learning 

o The purpose of these rules is to protect the rights of all students, establish a safe and orderly learning 

environment in which students can work, learn, and play, and give students guidance on what kinds of 

behaviors we need them to develop and display.  Reference Board policy 6.300, 6.314, and 6.316 at the back of 

this handbook for disciplinary information. 

• Bullying/Harrassment/Cuberbullying 

o Westhills has four bullying guidelines for students to follow: 

▪ We will not bully others.  

▪ We will try to help students who are bullied.  

▪ We will try to include students who are left out.  

▪ If we know that someone is being bullied, we will tell an adult at school and an adult at home.  

o Bullying and intimidation will not be allowed in compliance with Tennessee Code Annotated 49-6-1014 thru 

1019. The school has a Bullying and Harassment complaint form to initiate a formal investigation.  Reference 

Board policy 6.304 at the back of this handbook for more information. 

• Dress Code 

o It is the role of the parent to assist their children in making appropriate choices regarding clothing, accessories, 

and personal appearance.  Students who come to school and are determined by administrators to be 

inappropriately dressed will have to call home to get a different set of clothing/accessories.  Students whose 

parents refuse or are unable to bring alternative clothing will be placed in in-school suspension for the 

remainder of the day. 

▪ Bottom wear must be size appropriate and worn securely around the waist (no sagging). 

▪ Skirts and shorts must be no more than 4 inches above the knee. 

▪ Any type of clothing bearing references to alcoholic beverages, tobacco products, drugs, or any 

slogans or graphics related to sexually inappropriate topics or the aforementioned items are strictly 

prohibited. 

▪ Students must bring tennis shoes for play time and physical education.  Flip flops are not allowed in 

physical education classes for safety reasons. 



 

 

▪ The building level administrators have the authority to determine what is and is not appropriate for 

students in their buildings according to Board policy 6.310.   

• Emergency Procedures 

o Fire, tornado, intruder, and earthquake drills are practiced frequently.  Appropriate student behavior during 

drills is expected. 

• Field Trips 

o Students should wear comfortable shoes and dress according to weather conditions on field trips. 

o If a student needs to be checked out from a field trip location, the parent must fill out a form in the front office 

no later than 3:00 p.m. the day before the field trip (excluding dire emergencies). 

o Students should always wear sunscreen if a field trip or specially scheduled day requires that they be outside 

for an extended period of time.  It is the responsibility of the student and parent to provide sunscreen.  The 

school cannot provide this for students. 

• 504  

o If you feel your child should have a 504 program plan, you can notify the school guidance counselor for 

information.  See the Board policy 1.802 at the back of this handbook regarding Section 504 and ADA 

Grievance Procedures. 

• Grading System and Report Cards 

o The evaluation of student achievement is one of the important functions of the teacher.  The accepted marking 

system is as follows: 

▪ A Outstanding  93-100 

▪ B Good   85-92 

▪ C Average   75-84 

▪ D Poor   70-74 

▪ F Failure   69 and below 

▪ E Excused  (used for individual assignments in special situations) 

• Halls and Bathrooms 

o Running, loud talking, destruction of school property and horseplay is strictly prohibited in the bathrooms and 

hallways. 

o Students are expected to be hygienic in the bathrooms and will be asked to clean up their own messes unless 

they are physically ill. 

• Head Lice Policy 

o Students found to have active head lice will be called and treated in accordance with the district head lice 

policy 6.403.  The nurse will communicate with parents of the student and will contact parents within the 

classroom if more than two students are found to have lice in the same room. 

• Lunch and Breakfast Program 

o Breakfast is served daily.  Money may be paid in advance to the breakfast account.  Students must arrive for 

breakfast before 7:40. 

o Lunch is served daily except for abbreviated days.  Lunches may be paid for in advance. 

o PayPams (optional) will be utilized again this year so that parents are able to view students’ balances and 

purchases from the cafeteria. 

o Students who qualify for free/reduced lunch must submit paperwork and re-qualify each year.  Students will be 

allowed to charge until the paperwork process is complete.  Free/Reduced lunch forms can be picked up in the 

office.  They are also sent home with each student every year in the registration packet. 

o Payment/Charges 

▪ Lunch money should be paid directly to the office, through PayPams, or sent with your child in an 

envelope clearly labeled with the student’s name, the teacher’s name, and the amount of money 

enclosed. 

o Students may bring a packed lunch to eat in the cafeteria.  Items in the lunch should be manageable by the 

child; we will not warm or prepare food brought from home. 

o Parents/students will not be permitted to have lunches, breakfasts, or outside beverages brought from outside 

food sources to be consumed in the cafeteria. 

o Reference Board policy 3.500 at the back of this handbook for more information. 

 



 

 

• Lunch Visitors 

o Parents and guests of students are welcomed to join our students for a school lunch (no lunch brought in to 

cafeteria from an outside source).  Parents or guests should eat with their children only at the designated table 

in the cafeteria.  Adult lunches cost $3.25.  Adults wishing to have lunch at Westhills must be on the 

contact list on the registration sheet of student with whom they are eating.  Adults must sign in to the front 

office and receive a visitor’s badge before proceeding to the cafeteria. 

• Lost and Found 

o Label all clothing, backpacks, and personal items brought to school so that they can be returned to the student 

if lost.  Found items are sometimes turned in to the cafeteria.  Unlabeled and unclaimed items are given away at 

the end of each semester. 

• Messages 

o All messages for students (i.e., change in the way a child gets home that day) should be phoned in before 2:00.  

The messages are delivered between 2:00 and 2:30.  Parents should work out transportation with their children 

before school each day.  School secretaries are not responsible for students who do not receive messages 

that were phoned in after 2:00. 

• Parental Involvement 

o The administration and staff of Westhills Elementary School believes in a cooperative partnership between 

home and school in order for each child to be successful.  Partner with your child in his/her education.  

Westhills Elementary has an active Parent-Teacher Club (PTC).  The PTC is involved in volunteering, 

fundraising, supporting school goals, and enriching academic programs.  Parents are encouraged to join the 

PTC and help support out school.  Contact the school office at (931) 359-3909 for more information about the 

PTC. 

• Parent-Teacher Conferences 

o Communication is an essential part of the educational program and conferences are strongly encouraged.  

Notices of times to attend are sent home with the students.  To accommodate a conflict, please contact the 

teacher.  Teachers are provided with a daily planning/conferencing time.  Appointments to conference with 

teachers can be made any time by contacting the school office.  Teachers may not use instructional time to 

conference.  Teachers also cannot be called during the day, but messages left in the front office will be 

delivered. 

• Parties 

o There are classroom parties each Halloween, Christmas, and Valentine’s Day.  All parties will be at 2:00 p.m. 

unless special arrangements have been made.  With permission from the teacher beforehand, student birthdays 

can be celebrated at school with all classmates.  Invitations to out-of-school parties may not be given out at 

school. 

• Physical Education 

o All students should participate in P.E. class unless medically unable.  A note of explanation should be sent to 

the P.E. teacher if a child is unable to participate in P.E. class.  Students should wear or bring gym shoes for 

P.E. and recess. 

• Promotion and Retention 

o Teachers will evaluate each student’s progress in order to decide whether retention of a student is needed.  

Teachers will notify parents if it is likely that a student will be retained.  The school will create an individual 

Promotion Plan for the student.  If the student does not meet the goals of the Promotion Plan, we will schedule 

a meeting with the parent and revise the Promotion Plan.  If the student continues to show inadequate progress, 

teachers may decide to retain.  An Academic Retention Plan will be created to assist the student in completing 

the necessary learning during the upcoming school year in which he/she will be repeating the grade. 

• Report Cards 

o Report cards are issued four times a year (every nine weeks).  Teachers will also send home progress reports 

every 4 ½ weeks between report cards.  Please examine these, sign, and return to school.  If you notice 

unsatisfactory grades or missing assignments, please schedule a conference with your child’s teacher as soon as 

possible. 

• Records 

o Student records are confidential but may be viewed by legal guardians upon request in the school office. 

 



 

 

• Severe Weather Policy/School Closings 

o School will be in session according to the published calendar unless the weather makes it dangerous for a 

school bus to operate or unless there are other extenuating circumstances that make it dangerous for students to 

be at school.  On doubtful mornings, the local radio stations, Marshall County Schools Twitter, and Nashville 

television stations will announce the Director’s decision about school closing as soon as it is available.  Please 

do not call the school, school personnel, law enforcement agencies, and radio or television stations so that 

communication lines can remain open for emergencies.  If, during the day, weather conditions become severe 

enough to require buses to make their afternoon runs before regularly scheduled times, local radio and TV 

stations will be notified as well as making a Twitter post and automated calls from the school.  If the 

procedure for getting your child home will be different than normal, parents need to call the school and 

let us know of alternate arrangements as soon as possible.  You are also asked to provide instructions for 

early dismissal on student registration forms at the beginning of the year to prepare for such situations. 

• School Security Act 

o The Tennessee General Assembly, in order to provide a safe and secure building, has passed laws prohibiting 

the possession of drugs (any controlled substance) or drug paraphernalia (equipment or materials of any type 

considered to be used in connection with drugs) on school grounds.  Cars and persons on school property are 

subject to search.  Electronic pagers and cellular phones in the possession of students have been determined to 

meet this criterion.  Possession of such items by students will result in confiscation of the items.  See also 

Weapons and Dangerous Instruments. 

• Sickness 

o If your child is determined to be ill at school, you will be contacted to make arrangements to pick up your 

child.  If we cannot reach you, we will contact other numbers you have provided on the registration sheet.  

Please keep numbers up to date.  

o Medication: A student shall not possess any prescribed or over-the-counter medication at any time during the 

school day, at a school activity, or on school grounds.  Medications that must be given at school should be 

limited to those required during school hours and necessary to provide the student access to the educational 

program.  This policy applies during the school day and at school-approved functions.  Students needing 

administration of short term prescription medication (up to two weeks) will follow the following 

procedures:  Medicine is brought to school by the guardian in the original container with a dosage spoon or cup 

and a signed note from the parent or guardian specifying student’s name, dosage, and time to be given.  Please 

see Marshall County Board policy 6.405 for further information.  That policy is at the end of this handbook.  

Students needing long term prescription medications (in excess of two weeks) must follow Marshall 

County policy 6.405 at the end of this handbook. 

• Technology 

o The Marshall County School System provides students access to school computer and network services to 

promote educational excellence by facilitating resource sharing, innovation, and communication.  Students are 

responsible for good behavior on school computer networks just as they are in the classroom.  Written 

permission/agreement, which specifies appropriate uses, rules, and penalties must be signed by the parent and 

is kept on file.  Reference Board policy 4.406 at the back of this handbook for more information on this topic. 

• Textbooks/Library Books 

o Textbooks are the property of the Marshall County Board of Education and shall be returned upon the end of 

the school year or withdrawal from school entirely.  If it is determined that there has been a loss or damage of 

the textbook/library book, then parents/guardians will be responsible for paying the cost of the book.   

• Transportation 

o Students are assigned to buses based on home address.  The assigned buses pick up and drop off the student in 

close proximity to home.  A student may not change bus assignment for any reason without permission from 

the Transportation Department, 359-4866. 

o Please see Marshall County School Board Policy 6.308 at the back of this handbook for Bus Conduct policy 

and Board policy 3.400 for Student Transportation Maintenance. 

o Change of transportation: Notify the teacher by written note or call the office if there is to be a change in 

transportation for your child.  If such notification is not received in time to get the message to your child, your 



 

 

child will follow his or her regular method of getting home.  If your child is riding a different bus for one 

day only, you must fill out a form in the office.  You or your child can pick this form up in the school 

office beforehand and send to school signed and with the address where your child should get off the bus.  

No child will board a different bus than normal without this completed note.   If your child needs to 

permanently change buses, you need to fill out another Transportation Request.  Call the school office for this 

form. 

• Visitors and Volunteers 

o Visitors and volunteers must check in and get a Visitor’s Pass in the front office before entering the halls or 

classrooms.  For the safety of the students, staff members have been instructed to ask for a Visitor’s Pass if it is 

not completely visible.  Long-term volunteers must now complete a background check. 

• Weapons 

o Students shall not possess, handle, transmit, use, or attempt to use any dangerous weapon in school buildings or 

on school grounds at any time, or in school vehicles and/or buses or off school grounds at a school-sponsored 

activity, function, or event.  Students are further forbidden to use any instruments or substances such as 

chemicals, pencils, scissors, etc. with the intent to do harm or use in a manner which renders the item 

dangerous.  This includes toy guns, toy knives, etc.  When it has been determined that a student has violated 

this policy, the principal shall notify the students’ parent or guardian and the juvenile delinquency system as 

required by law.  Students are not allowed to bring any kind of knife to school for any reason. 

• Withdrawal of Students 

o If you are moving and are withdrawing from school, please call the office a few days prior to the withdrawal 

date.  This will give ample time to complete all necessary paperwork, settle any debts, return books, and gather 

any supplies and/or medications your child has brought to school. 

 

  



 

 

Appendix A: Truancy Letter from Judge 

 



 

 

Appendix B: Breakfast and Lunch Prices 

 

  



 

 

Appendix C: Most Relevant/Referenced Board Policies 
































































































































