
R. Tait McKenzie P.S. 
PARENT/STUDENT 

INFORMATION:  “A TO Z” 
 
ABSENCES: The Education Act of Ontario requires 
students to attend school regularly. Prolonged absence or 
sporadic attendance will interfere with learning.   
Parents are asked to call the school each day, to inform us 
of the reason for a student’s absence.  The answering 
machine is available for you to leave a message at any time - 
256-8248.  When a student is absent the school makes every 
attempt to reach the home/sitter/emergency contact.  This is 
to ensure the safety of our students, and is in accordance 
with the board’s Safe Arrival Program.   
Students are expected to: 
* give a note to the teacher from the parent/guardian upon 
returning from an absence stating: the dates, the reason for 
the absence and the date the note was written.   
* to complete work missed during their absence. 
AGENDAS:  The purpose of the agenda is to help students 
organize and record their work.  Teachers will monitor 
agenda use.  We encourage parents to write notes about any 
concerns as communication between home and school is 
most important in the success of student learning.  Students 
are responsible for keeping their agenda with them at all 
times.  Agendas will be provided to all students from Gr. 1-8 
for $10 each. 
ARRIVALS AND DEPARTURES: All parents and 
visitors are required to report DIRECTLY TO THE 
OFFICE upon entering the school.  Visitors who are 
staying at the school must sign in and will be given a 
visitor’s badge. This identifies them while they are in the 
school.  Signing in is also important in case of a school 
emergency as everyone must be accounted for.   
For safety reasons:  Please do not go to classrooms or 
areas within the school unannounced. 
A parent wishing to withdraw their child during school hours 
should report to the office and the student will be called.  
Parents will be asked to make an entry in the SIGN-OUT 
BOOK.       Students who return from an appointment or 
who are late arriving at school are asked to report to the 
office for a Late Slip. 
       
BELLS:  9:00 Entry    3:20 Dismissal 
  
BUS: Students are eligible for one seat on one bus route 
only.  The pick-up point and the drop-off point must be the 
same each day.  Both of these points must be on the same 
route.  The transportation authority will not allow students to 
go home on another bus for social reasons (i.e. spending the 
night at a friend’s house, a birthday party or to do 
homework, etc.). 
Bus meetings will take place for all students and drivers 
during the first weeks of school.  UCDSB Expectations of 
bus safety and bus conduct will be reviewed... 
 
Bus Zone Times - 8:45-9:00 a.m. and 3:20 
All cars must stay clear of the Bus Zone during 

these designated times.  Do not drop off or pick 
students up at the front of the school at these times.  
 
CANCELLATIONS OR EARLY CLOSURE:   
Announcements regarding bus cancellations/early dismissal or 
school closures are made on the UCDSB web site, and over the 
following radio stations: CJET (630 AM)   CFMO (101.1 FM)    
CFRA   (580 AM) MAJIC (100.3 FM)    CKBY (105.3 FM) 
These announcements are usually made on the 7 a.m. 
newscasts.  You can also call the Busing Hotline Number at 

                                     1-866-234-2293. 

If the school is going to be closed during the day, every effort 
will be made to contact parents.  Please keep us current with 
your telephone number. 

R. Tait McKenzie & UCDSB CODEs OF CONDUCT 
 (Based on Bill 157: Keeping our Kids Safe at School Act,  

                Regulation 472/02 and PPM 144 & 145) 

In order to promote a peaceful school environment we must 
communicate and socialize with each other in specific ways 
and with clear expectations.  Based on the foundations of 
MET legislation, UCDSB Policy, and “Character Always” 
initiative our school code of conduct promotes a respectful, 
safe and supportive environment related to student 
discipline, bully prevention, and student and staff safety.  

To encourage and support a positive and respectful  
learning environment we provide a variety of opportunities 
for students to get involved in.  Some of these things include 
sports, music and acting activities, reading buddies, 
leadership roles, mentoring, student council, spirit days, 
dances, peacemakers, and awards’ presentations every 
term.    

The expectations for conduct are: 

Respect for Authority:  Students are expected to display a 
respectful manner to all staff all the time.  The staff is working 
to provide a good education for the students and should be 
treated with courtesy, consideration and cooperation.   

Respect for Self and Others: Students are expected to be 
considerate and courteous to others.  Intimidation, bullying, 
fighting, pushing, shoving, ‘play fighting’ or mistreatment of 
others will not be tolerated.  Students have a responsibility to 
report these behaviours to the staff.  

• Cell Phones and Electronic Devices: These must be 
powered off and secured out of sight, except where 
advance approval has been sought from the teacher 
or principal.  The privacy, dignity and safety of 
others must be maintained through the appropriate 
use of this equipment. 

• Language Usage: Communicate in language that is 
acceptable to those receiving it and to those who 
might overhear it. This applies to students when on 
school property and when on the way to & from 
school.  Offensive language can disturb others, hurt 
feelings and be used to intimidate. Students must be 
considerate of others and use self-control.  

• Dress Code: In creating a positive atmosphere, dress 



and appearance play an important role both in 
school and in life. Certain standards of dress and 
appearance are expected for the business of 
attending school.  Students are to dress 
modestly, neatly and with care.  Short shorts, 
mini-skirts, and revealing clothing (such as 
spaghetti straps and tops which reveal the midriff) 
are too informal to be worn at school. Appropriate 
pants should be worn and these must cover up 
underwear.  Clothing displaying violent or scary 
images, beer or drug slogans, racist, sexual or 
obscene messages is not suitable for school. 

• Punctuality & Attendance: This is essential for 
success.  Be on time for school so that the student 
benefits from important opening instructions and 
so that other students in the class won’t be 
interrupted.  An attendance counselor will be 
assigned if necessary. 

• Bus Behaviour: The bus is an extension of the 
school and behaviour expectations are written 
down in the transportation booklet handed out to 
students in the fall.  Bus drivers are expected to 
report behaviour issues to the principal/vice-
principal as they are responsible for bus discipline.   

Respect for Property: Students are expected to treat all 
parts of the school, including the grounds, building, equip- 
ment and supplies with care.  Do not litter or write on the 
school walls.  Take care of the text books, library books and 
school team shirts the school has lent you.  Students will be 
asked to pay for lost or damaged books or school team shirts. 

Respect for Safety: The safety of all students and staff is 
a priority.  Safety in the yard, halls, classroom and going to 
and from school is of utmost importance.  Students must use 
all equipment safely and play with each other using a 
“hands and feet off” policy.   Play fighting is not acceptable 
at school.  Cigarettes, drugs, alcohol, pocket knives, toy 
weapons, lasers pointers, lighters or matches must never be 
brought to school.   Skateboards, roller blades and 
scooters should not be used on school property.  Students 
must walk their bicycles when on school property and they 
should be locked and stored in the racks provided. 

• Leaving School Property: We must know where the 
students are at all times.   For Int. students who 
usually stay at school for lunch, and would like to 
leave the school property during that time period, 
they must bring a signed, dated note from their 
parent/guardian to the classroom teacher.  The 
note will be required each day of leaving.  
Students will also sign their name in the SIGN-
OUT binder at the office. A rule of thumb is if the 
student’s routine changes in any way, a note 
signed by the parent is required for permission to 
leave the school property. 

Progressive Discipline:  Recognizing that children will 
make poor choices on occasion, progressive discipline has 
been established to provide a learning opportunity for 
students.    

Examples of progressive discipline include:  

a gentle reminder, redirection, a review of expectations, 
preferential seating, teacher/student/principal private 
disciplinary discussion, placement in another 
classroom or office, loss of recess privileges, parental 
contact, parent/teacher conference, conflict mediation 
& resolution.   
 Some circumstances may result in a suspension however this 
is a last resort.  The circumstances decide what reaction is most 
appropriate.  The most important ingredient for us, however, is 
support from home.  When this is given the student learns that 
the partnership is working and that we are all concerned and 
involved in the student’s development.  

Bill 157 
These are steps all principals across the province, must take if 
any of these things occur on school property, during a school 
related activity or event and in circumstances where the 
infraction has an impact on the school climate.  
INFRACTIONS FOR WHICH SUSPENSION SHALL BE 
CONSIDERED: 

• uttering a threat to inflict serious bodily harm on 
another person 

• possessing alcohol or illegal drugs or being under 
the influence of alcohol 

• swearing at a teacher or at another person in 
authority 

• committing an act of vandalism that causes 
extensive  damage to school property at the pupil’s 
school or to the property located on the premises of 
the pupil’s school 

• bullying  (Bullying is typically a form of repeated, 
persistent, and aggressive behaviour directed at an 
individual or individuals that is intended to cause 
fear and distress and/or harm to another person’s 
body, feelings, self-esteem, or reputation. Bullying 
occurs in a context where there is a real or 
perceived power imbalance). 

• engaging in another activity that, under a Policy of 
the Board, is one for which a suspension in 
mandatory 

Principals have the authority to suspend students from 1-20 
days.  Before imposing a suspension, the principal must 
consider any mitigating factors.  

Mitigating Factors include: 

• the student does ability to control his/her behaviour 

• the student does not have the ability to understand  
the foreseeable consequences of his/her behaviour 

• the student’s continuing presence in the school does 
not create unacceptable risk to the safety or well 
being of any person 

 

INFRACTIONS FOR WHICH SUSPENSION IS 
DISCRETIONARY 

• persistent truancy 



• persistent opposition to authority 

• habitual neglect of duty 

• wilful destruction of school property 

• use of profane or improper language 

• conduct injurious to the physical or mental well-
being of members of the school community 

INFRACTIONS FOR WHICH EXPULSION SHALL BE 
CONSIDERED: 

• possessing a weapon, including possessing a 
firearm 

• using a weapon to cause or to threaten bodily harm 
to another person 

• committing physical assault on another person that 
causes bodily harm, requiring treatment by a 
medical practitioner 

• committing sexual assault 

• trafficking in weapons or in illegal drugs 

• committing robbery 

• giving alcohol to a minor 

• the pupil has demonstrated through a pattern of 
behaviour that s/he has not prospered by the 
instruction available to him or her and that s/he is 
persistently resistant to making changes in 
behaviour which could enable him/her to prosper 

• engaging in another activity that, under a Policy of 
the Board, is one for which an expulsion is 
mandatory 

TWO TYPES OF EXPULSIONS 
LIMITED 
A limited expulsion is from the student’s school and school-
related activities, from 21 days up to one year.  Principals 
are authorized to impose a limited expulsion 
FULL 
A full expulsion is from all schools of the Board and school-
related activities.  Students cannot return to any regular 
publicly-funded school in Ontario until re-entry 
requirements are met.  Boards are able to impose full 
expulsion. 

COMMUNICABLE DISEASES:  Children who have 
contacted a communicable disease must stay home until the 
condition is no longer contagious. The Health Unit number 
is 256-1203. 

CURRICULUM:  The Ontario Curriculum outlines the 
knowledge, skills and high standards of learning required in 
this province.  How the curriculum is taught is left to the 
professional judgment of the teachers 

 Curriculum expectations describe the knowledge and 
skills that students are expected to develop and to 
demonstrate in each grade. 

Achievement levels are defined as levels 1, 2, 3 or 4.  

Level 3 is considered to be the provincial standard or 
expected level of achievement for each grade.  If you would 

like more information about The Ontario Curriculum, please 
speak with your child’s teacher or pick up a curriculum 
document at the office. 

DANCES AND SPECIAL EVENTS: Dances, special 
events, and field trips will occur throughout the year.  These 
are earned privileges, not rights.  School work must be up to 
date and of good quality.  Students must demonstrate a 
cooperative and positive manner in school.  Students who have 
not earned the privilege may not be allowed to participate in 
the event and/or may do additional work during that time.  We 
ask for parental support in this sometimes difficult yet 
valuable lesson. 

FIRE DRILLS/EMERGENCY EVACUATION:  

Fire drill and emergency evacuation are practiced in an orderly, 
panic free manner.  This ensures that we will be ready in case 
of an emergency.  The wearing of indoor shoes is mandatory, 
since fire drills are unannounced, and every person must leave 
the building. 

HOMEWORK: Homework is seen as an extension of the 
school curriculum.  It teaches the personal skills of 
responsibility, self-discipline and awareness of routines and 
organization.  Our homework policy aims to foster positive 
attitudes and to include parents in their child’s educational 
experience.  Agendas are to be used for students to plan and 
organize their work.   Parents/teachers should also use these as 
a communication resource. 

Homework includes a variety of tasks, such as: 
- completing unfinished classroom work 
- Reinforcement of skills, such as math facts or spelling words 
- studying for tests and project due dates 
- returning a form or test with a signature 
- finding a picture or a sample for a given topic 
- taking home newsletters and notices 
- returning library books on time 
-checking schedules or agendas in order to come   prepared for 
class (gym or library days) 
- enrichment (such as viewing special television shows, reading 
newspaper articles, preparing for special projects) 
Guidelines for time spent doing daily homework are: 
Primary:   15-30 minutes 
Junior:     30-60 minutes 
Intermediate: 40-80 minutes 
Another good guideline is approximately 10 minutes per grade 
(on a daily basis). 
If homework has not been formally assigned, the time should 
be spent reading, practicing math facts or re-reading notes. 

ILLNESS OR INJURY: Students who are ill or injured 
should come to the office (unless they cannot be moved).  If 
necessary, the home will be contacted.  It is our policy to 
always contact the home in the event of a bump to the head.   

 

It is essential that our student records of personal and 
medical information are up-to-date at all times. 

LIBRARY:  Generally, students may borrow two books for 
two weeks for leisure reading or for projects and assignments.     



These borrowed books are the students’ responsibility.  
Repair or replacement will be expected in order to maintain 
our library resources and the students’ borrowing privileges. 

LOST AND FOUND: We maintain a lost and found near 
the office.   Please take the time when you visit the school to 
check for your child’s belongings.  We encourage all 
students to label their belongings with his or her name.  At 
the end of term, any items that are left are donated to used 
clothing stores. 

LUNCH ROUTINES: Lunch routines will be established 
by the staff at the beginning of the year.   During the indoor 
portion of the lunch hour, students must remain in their seats 
and speak in a respectful manner and tone.  Permission to 
leave the room for any reason must be requested from the 
on-duty teacher.  Snacks and the eating of food on the yard 
will not be permitted for health and safety reasons.   

MEDICATION: School Board policy requires ALL 
medication for students to be kept at the office.   

Staff is prohibited from administering any medication to 
students unless written authorization is received from the 
parent. The Authorization and Request form for the 
administration of prescribed oral medication must be 
completed and signed by the parent.  It is kept with the 
student’s medication in the office. 

Occasionally, it is necessary for students to take non-
prescription drugs such as cold remedies.  We ask that this 
type of medication be brought to the office in the original 
container, labeled with the student’s name and accompanied 
by a note from the parent/guardian indicating the dosage to 
be given and any specific directions for administration. 

ONTARIO STUDENT RECORD FOLDER (OSR): 
The school is responsible for keeping up-to-date records of 
each student’s progress and other information relevant to his 
or her education.  These records are kept in the O.S.R.  This 
record is kept in the school office and is available to the 
students’ teachers and board staff who deal specifically with 
the student.   Both custodial parents have equal access to the 
O.S.R.  Please contact the principal ahead of time, if you 
wish to see the OSR. 

PROMOTION POLICY: Students who successfully 
complete their program are to be recommended for 
promotion to the next grade.  Grade placement of students 
whose progress is of concern, will be discussed in 
consultation with the teacher(s), principal and parents. 

NUTRITION BREAKS: There are two of these and 
students are given plenty of time to eat throughout the day.  
All students are required to go outside during break time.  
We will not send students out during severe weather, but 
please ensure that your child is always dressed appropriately 
for the weather.   

REPORTING: Student progress in Grades JK-8 will be 
formally reported during the year.  Teacher-parent 
conferences or conferences involving the student may be 
requested at any time.  The curriculum documents will 
provide the foundation for program provision and the 
evaluation of student progress is based on standards 
published by the Ministry of Education. 

SCHOOL COUNCIL: The School Council provides a 
meaningful liaison between home, school and community.  
Meetings are held on a regular basis throughout the school 
year.  Discussions are wide-ranging with the School Council 
offering advice to the Principal and the Board on a broad 
spectrum of topics.  The Council also involves itself in a 
number of special projects and initiatives.  Please join us at any 
time.   Elections for School Council executive are held early in 
the fall.  If you would like more information, please call the 
school. 

SPECIAL EDUCATION PROGRAM: Programs for 
identified students will occur in the classroom and on a 
withdrawal basis as needed.  Supports are designed to suit 
individual learning needs and could include modifications to 
regular class program expectations, withdrawal to a Special 
Education Resource room for small group/individual 
instruction or working on a special program to meet a child’s 
needs.  Students experiencing learning or behaviourial 
difficulties may be referred to our Special Education 
department. 

SUPERVISION: Supervision of the yard starts at 8:45 a.m.  
Students must not be on the school yard before this time in the 
interest of their safety.   

VALUABLES: Students are encouraged to leave valuable 
personal belongings at home.  Examples of some valuables 
include electronic devices, collectables, expensive hats etc.  
Money should not be left in school desks or school bags.  We 
encourage each student to label all personal belongings with 
his or her name.  The school is not responsible for missing 
valuables.   

VOLUNTEERS: Parent and community volunteers play an 
important role in the provision of a program.  They are always 
needed and welcome!  Volunteers can assist in many ways, 
such as working in the library, office or kitchen, reading, 
making teaching materials, working with teachers in the 
classroom, helping students, acting as the class contact person 
to send out information or to work at special events.  If you 
have time to help us out, please call the school. 

T he U C D S B policy for volunteers required that each 
volunteer complete a Disclosure of Criminal Record 
Information form so that a  background check may be 
completed before volunteering.  This is done for the safety of 
our students.  You may pick up the form in the school office 
and return it completed with two pieces of identification (one 
with a photograph and 

birth date on it). 

 

 

 

  

 

  

 

 



 

 

 


