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Hillside Elementary School

Family Survival Guide
Developed by the Hillside PTA

Welcome to the Hillside School Family Survival Guide!
This publication is designed to help you feel more comfortable, more informed and more familiar with Hillside School. Please keep this guide at your fingertips as a handy reference to answer the many questions you may have but understand the information is subject to change. 
 Revised February 15, 2018
General School Information

BOE/School phone number...................................................................1-973-535-8000

BOE website.................................................................................www.livingston.org
Hillside school website.......................................................................hillsideschoolpta.com
Principal                 ...................................................................Mr. Carlos Gramata

School Hours............................................................................8:05 a.m. – 2:25 p.m.

Delayed Opening.....................................................................................10:05 a.m.

Half day dismissal...................................................................................12:15 p.m.

Emergency dismissal.................................................................................12:15 p.m.
1. School Hours

Morning Arrival
· Students will assemble upon arrival in either the upper gym (K-2) or lower gym (3-5).  Supervision begins at 7:35 a.m. Students can only enter the building from Door #9 (Kindergarten) or Door #5 (lower gym).  Adults are NOT permitted to enter through these doors.
· Students participating in early morning instructional activities – Band, Chorus, Orchestra, GT Art, or GT Music - may be dropped off at the main entrance before 7:40 a.m.
· The bell rings at 8:00 a.m. and the late bell at 8:05 a.m. Students arriving after the late bell must be escorted by an adult into the building through the main entrance and report to the office.
· Students riding their bicycles to school must enter via South Ashby and use the bicycle rack on the blacktop. 

Afternoon Dismissal
Dismissal from school shall be supervised by school staff in accordance with the procedures outlined below. Parents/guardians shall be responsible for complying with these procedures, resuming custody of their children at the end of the school day and ensuring that their children follow their instructions for safe travel home from school. Parents/guardians who fail to pick up their children at dismissal or arrange for their safe travel home from school may be reported to appropriate authorities. 
Staff Supervision 
All homeroom and/or special area teachers are responsible for the dismissal of his or her class. If any teacher is not able to supervise during dismissal a substitute will be appointed to do so. 
 

Teachers will see that each student is released in accordance with procedures designated by the parent/guardian on the School Dismissal Permission Form.  This must be updated in the Genesis parent portal.  
 

Students enrolled and participating in an after-care program/after-school activity will go from their classrooms to the Upstairs Gym. Appropriate personnel will take attendance there (may be not district employee, i.e., YMCA staff member). 
 

Except for after-care participants, the playground will NOT be monitored or supervised after school hours. All children not enrolled in the YMCA after-care program should either go directly home, into vehicles picking them up or to their assigned buses, and are not to play on school grounds without parental supervision. 
 

Any child, who ordinarily is picked up at school by an adult, but the adult fails to collect the child at dismissal, will be sent or brought to the main office. They should not leave school grounds. 
 

Pick-up Location (no designated adult) 
Students are to be picked up at one of the following locations: 
-  Door #9: Kindergarten and 1st grade
-  Door #7 - Grades 2 and 3
-  Door #6 - Grades 4 and 5  
Pick-up Location (designated adult) 
Students who require pick-up and exchange of custody from the school to a designated adult (ID REQUIRED) are to be picked up inside the building at the following location at dismissal: 
Main Office
 

Parents/guardians who select this option must schedule a meeting with the building principal.
 

Pick-up / Parking Procedures 
Drivers must comply with designated school drop-off/pick-up and parking procedures.
Delayed Opening 10:05 a.m.

· You will be informed by phone and/or email via the Livingston District Board of Education Phone Alerts, if this occurs. Instructions for signing up for the eAlerts/eBlasts can be found in the summer mailing from the district or on the district website. (http://www.livingston.org) .  Students enter the building and line up in the gyms as they would on a normal school day.  
Half Day Dismissal 12:15 p.m.

· Please consult your calendar, which can be found online at http://www.livingston.org (click on “School Calendars” under Quick Links) for scheduled half-day sessions. Dismissal procedures are the same as above.  Extended day program is as scheduled.  There is no lunch period.

Emergency Closing 12:15 p.m.


· In the event of an emergency closing, you will receive notice via the district eAlert system.  

· You may get duplicate information in order to ensure that an actual contact is made with an adult for each child. 

· Please note that the extended day program is cancelled when there is an emergency closing.  Therefore, all children that normally attend the extended day program will need to be picked up at 12:15 pm.

Parental Authorization for Each Student’s Dismissal Procedure 
Parents/guardians will be required to complete a School Dismissal Permission Form online in the Genesis Parent Portal, to inform the school administration of the dismissal procedure to be followed for each student.  Options will include: 
·         Dismissal by the teacher, with permission to walk off school grounds (this option will be followed until the school is in receipt of the completed School Dismissal Permission Form); 
·         Ride home on the school bus, with dismissal by the bus driver at the student’s designated bus stop; 
·         Dismissal to an after-care program/after-school activity; 
·         Exchange of custody between the school and a designated adult (ID REQUIRED) at a designated areas within the school building.
Exceptions from Dismissal Procedures 
Exceptions or deviations from the dismissal procedure designated on the School Dismissal Permission Form are disruptive to the school and will be permitted only if requested in writing in advance by the parent/guardian or in an emergency situation. Requests must be submitted in writing to the teacher, and will be forwarded to the main office. 
 

If a parent, guardian or other adult who ordinarily picks up a student after school is delayed for any reason, the main office must be notified by phone before dismissal. The child will be sent or brought to the main office and will be supervised by a staff member for a brief period of time until they are picked up. If an unwarranted period of time elapses, it may be determined by the school administration that it is in the child’s best interest to call the Livingston Police Department for the appropriate transfer of supervision. If a pattern of late pick-up develops and/or persists, other arrangements must be made by the parent.
 
2. Parking at School

· Please observe the traffic rules.  You are subject to ticketing by police officers if you do not observe the traffic safety rules.

· Drive slowly!! The speed limit on the streets surrounding the school is 25 mph. 

· In the school driveway & parking lot, the speed limit is 5 mph.   

· There is NO drop off zone at our school. Parents are to park on the adjoining streets and walk their children to the line up area. In the event of extreme weather, there will be a green flag at the entrance of the parking lot letting you know that on that day, and that day only, you may drive up and drop off your child in the circular driveway near the kindergarten doors.

· If your child requires any special assistance, please give the main office a call. 

· Never let your children enter or exit your car on the street side; curb side only! 

· Never let your child walk behind or between parked cars.  You MUST be pulled up to the curb to drop off.  Drivers of mini-vans and SUV’s cannot see a small child behind them. 

· Please observe the traffic rules for the safety of our children. 

· Please cross at crosswalks and follow the directions of our crossing guards for everybody’s safety.

· Please do not park in teacher/staff-reserved spots, even for just a “quick minute.” 

3. How to Contact the School and Faculty

· The district phone number is (973) 535-8000. 

· Follow the prompts to Hillside School or enter ext. 8150

· You may always leave a phone message for the teacher, the principal or a guidance counselor. 

· You may also email the person you wish to speak to: all district employees have a Livingston.org email address.  It is the person’s first initial and the last name@livingston.org. For example, our principal, Carlos Gramata, is cgramata@livingston.org. All of the teacher’s email addresses can be accessed through http://www.livingston.org/Hillside.  Please allow time for a response; the staff is busy all day with our kids!

4. If your child is sick or going to be late
· Please call the “Call for Safety” phone number by 8 a.m. to report your child’s absence. The number is (973) 535-8000 ext. 7104. 

· If your child is late for school, please walk them into the school office and sign them in.

5. Visiting School

· All entrance doors in our school are locked after the children enter.

· Please use the main entrance at all times to enter the building.  There is a buzzer outside the main entrance.  Please be patient as the secretaries are often busy and doing multiple tasks at once. 

· Upon entering, you are required to go to the main office, immediately on your right, sign in and obtain a visitors pass. Again, be patient when addressing our secretaries; multi-tasking is difficult!

· Electronic devices, including cameras and cell phones/Blackberrys, are not permitted.  Talking or texting is disruptive and disrespectful to the work that is going on in the classroom.

· Food and drinks, especially coffee, are not permitted.

· Remember that parents are always welcome, however, “hanging out” in the office or hallways is not allowed. When outside the school and classrooms, please be mindful that windows may be open and your talking/chatting can be disruptive to the students/teachers.
· After you have completed your business, please sign out and exit the building. Do not let anyone in behind you for security reasons. 

6. Lunch Information
· You may pack a lunch for your child each day in an insulated bag, a lunch box or paper bag.  Just be mindful that there is no refrigeration. Additionally, lunches from home cannot be heated. 

· If your child forgets his/her lunch, you may bring it to the late lunch bucket just outside the main office.  This bucket will be brought into the lunchroom for the children.

· Please refer to the lunch schedule on the website at www.livingston.org/hillside. Aramark provides our lunch service.  A lunch menu will be posted each month.  You may send in money to the school office or you may manage your account using the myschoolbucks.com website.  Here you can set up your own account and manage your child’s lunch funds.  You can also view what they order and purchase!
· Once in the cafeteria, each grade has an allotted time to each lunch daily.  If you child cannot eat their lunch in the allotted time, they can sit at the “overflow” table to finish.

· On early dismissal days, there is no lunch period.

7. Snacks and Drinks

· For kindergarten, first, second and third grades, children are given time every day for a mid morning snack brought from home. Please send your child’s snack in a brown paper bag marked with your child’s name and the word “snack”.
· For upper grades, fourth and fifth, children can bring in a snack, however, please ensure it can be a “working” snack as there is no set designated snack time, but children are allowed to eat while working.
Information Sources

Remember, it is the responsibility of the school and the PTA to disseminate information, but, ultimately, it is the responsibility of every parent to seek out information. Stay informed!

1. Fact Pack
· On the first day of school, each child will bring home a large envelope called a 
Fact Pack.  This is in addition to the district and school mailings you will receive in late August. 

· The Fact Pack contains important information that will need your attention immediately. 

· Please go through your Fact Pack as soon as you receive it.  As you will see, some forms need to be filled out for each child while others need family information. Feel free to call with any questions you may have.

2. Buzz Book

· Being included in the Buzz Book is not mandatory but is highly recommended.  Many people use the Buzz Book for planning birthday parties, making play dates and just for making new friends! 

· Included in the front of the Buzz Book is a quick reference for a lot of information.  This summary includes school hours, school phone numbers, the school calendar, PTA committee chairperson information, list of the class parents, faculty/staff list and school administration numbers.

· The Buzz Book is only for Hillside School community use and is not distributed outside of our school for any purpose.

· To sign up for the buzz book, go to www.livingston.org/hillside.  Choose “PTA” under “Quick Links.”  

4. School Flyers 

· In an effort to “go green,” the school and BOE have made a concerted effort to transmit most documents or information via eBlast. In order to receive all important information, it is necessary to register your email address.  To register, go to http://www.livingston.org. Occasionally, district approved flyers will be sent home in your child’s backpack; please check it daily. 
· A monthly calendar listing district and school events can be found on the school website.  Please always check this calendar as well as the PTA’s as sometimes the information may change.  
5. Hillside Newsletter
· This is a summary of events and notices for the coming weeks. Please take the time to read it. This is probably the most important thing to read each month as it has information on everything that is going on at school and in the district.

· Our Hillside Newsletter will go out typically monthly and also will be posted on our website at hillsideschoolpta.com
· Instructions to sign up for the newsletter and to be placed on the eBlast distribution list are included in the Fact Pack and also can be found on the PTA website at hillsideschoolpta.com. 

6. Websites
· Hillside’s Web address: www.livingston.org/hillside
· Hillside PTA web address:  hillsideschoolpta.com
· BOE/District Web address: www.livingston.org

· You can reach the PTA’s website from Hillside’s website by clicking on the PTA link.  The web is the main source for the most recent information, whether PTA, School or District related.

· You can also go on the district (www.livingston.org) page and sign up for Livingston Public School’s E-newsletter. It will alert you about things going on throughout the district, school closings etc… 

· Teachers also have class pages on the Hillside website to keep parents “in the know” of what’s going on in the classroom. 
8. Livingston List Serve & eBlasts. 

· The Livingston Board of Ed disseminates information through electronic means as well, referred to as eBlasts.
· Emergency closings and other important information from the Board of Ed will come through the eAlert system.  Be sure to follow the instructions that come home in the August mailing to ensure you are receiving the information at the phone numbers and via the mechanism that ensure you can be contacted at all times of the day. 

· There are various newsletters you can subscribe to based upon your interests. Please go to www.livingston.org for additional information. 

· The PTA will also periodically send eBlasts alerting parents of important events, activities, deadlines, etc.

School Sponsored Activities
These activities are school functions.  Please contact the school office if you have any questions.

1. Back to School Night

· This evening is designed to familiarize you with the school and your child’s school program.

· It is not designed to address specific concerns or questions about your child.  Please feel free to make an appointment with your child’s teacher for a discussion of this nature. 

· You will receive information from the school that details a schedule for the evening.

· Plan to leave your child(ren) at home as this evening will require your full attention.  There are no child-care provisions during the evening event.

2. Parent-Teacher Conferences 

· Parent Teacher conferences are held twice per year.  Consult the district calendar, as these will be half-day sessions. 

· Your child’s teacher will notify you in advance to set up a convenient time for your conference. 

· Conferences usually last 15 minutes-it is helpful to come prepared with a short list of questions or concerns. 

· You can schedule a conference with your child’s teacher any time you feel it is necessary-communication is vital to your child’s success! The teacher’s can be contacted via the Hillside website at www.livingston.org/Hillside.  

4. Fifth Grade Buddy Program

· All Kindergarten children are paired up with a 5th grader in this wonderful program. 

· During the year, they will do fun activities in school together.

· The Kindergarteners often look up to their buddies and the 5th graders experience mentoring for the first time. 

5. H.E.A.R.T.

· H.E.A.R.T. stands for “Helpful, Empathetic, Accepting, Responsible, Trustworthy” 

· This has been our school theme for a number of years now. The teachers and staff work together with the children to teach them about being all the qualities that the word H.E.A.R.T. stands for.

· H.E.A.R.T. is a character education program that has been integrated in the curriculum via health, the guidance department as well as in the classrooms to help children learn about caring and compassion. 

· There are monthly Caring Communities workshops and assemblies that reinforce these ideas.

6. School Pictures

· Individual and class pictures are taken in September. Look for a form to come home in your child’s backpack.

· These pictures are also used for our yearbook. 

· Direct any questions you may have to the school office.

7. Halloween Parade

· You will be invited to school on (or near) Halloween to watch the Halloween Parade, weather permitting. 

· Your child will be given time to change into his/her costume at school or you will have the option of signing him/her out to change at home during lunch, then bring them back to school for the parade.

· The parade occurs around the upper blacktop with each grade making a couple of laps so the parents can see them and take pictures.  

· After the parade, the children go into their classrooms for a small party.  

· If you do not want your child to participate in the Halloween parade, please let your teacher know so alternate arrangements can be made.

8. Report Cards

· Report cards are issued twice per year for Kindergarten and 3 times per year for 1st through 5th grade. Dates can be found on the district calendar. 

· Report cards are posted on the family genesis account.  

9. Individual Classroom Activities

· Sometimes there is an event or activity that is by grade level or by the teacher. You will be notified with a note in your child’s backpack. Some teachers may call events by different names such as “Celebrity Reader” or “Publishing Party”. Please check with you individual teacher, but often information about these special activities is provided at back to school night.

10. Celebrations with Food

· Always check with the teacher or Nurse Tseng before bringing food into the classroom.

· Classroom celebrations are coordinated in advance by the classroom teacher and class parents.

· All food brought into classrooms must be in accordance with the district nutrition policy. 

· Each child’s birthday is honored during their lunch period.  Birthday celebrations in the classroom are not permitted.

Hillside Traditions
Kindergarten 

The Kindergarten children put on a “Thanksgiving” performance for parents.
First Grade


The First Grade performs a play for parents-Famous Americans 
Second Grade


Tie-dye 

Third Grade

“Immigration Day” occurs in third grade during the school day.  This is an educational experience for the children but there is the opportunity for parental involvement.

Native American Project
Fourth Grade 

“24” is a voluntary math game activity for the fourth grade students and is held after school. 

Fifth Grade


Fifth grade class trip at end of year

Boat trip

Poetry Alive/Author in Residence

In fourth and fifth grade, children participate in these activities.  Each occurs in alternating years ensuring each student participates. This is an educational activity that occurs during school hours. 
Fifth Grade Award Ceremony


This event occurs at the end of fifth grade.  Fifth grade parents are invited to attend. 

Clapout

One of the most beloved traditions occurring at the end of the day on the last day of school. All of the students line the halls to clap for the fifth graders as they leave Hillside for the last time as students.  The fifth graders exit through the Kindergarten doors, where six years ago they started their Hillside careers.  Additionally the kindergarteners are clapped out of the kindergarten doors for the last time and typically do a small performance.  Parents are very welcome and gather outside the kindergarten doors. 
General PTA Information

What is the PTA?

The PTA is a non-profit advocacy and service organization comprised of parents, faculty and administration with the purpose for fostering these relationships to benefit the children. 
· Together we share ideas and solve problems to provide “a powerful voice for all children, be a relevant resource for families and communities and be an advocate for the education and well-being of every child.” 

· We also provide many extra programs, services and equipment for our children that are not provided by the district but enhance their lives both in the classroom and outside of school. 

· Membership forms can be found in the Fact Pack that comes home or by contacting the Membership Secretary.  Membership is open to anyone who believes in the mission and purposes of the PTA. 

· Membership is required to vote on PTA issues, board members and budgets. Votes typically occur at the monthly PTA meetings. 

1. Parent Volunteers

· The PTA relies solely on volunteers and encourages every parent or guardian to become active in the PTA.   

· Not only will you be more informed about your child’s education but show your child that you value his/her education. 

· There is a job for everyone! Look for the PTA Committee Interest Sheet, which lists all of the committees.  You can find it on the Hillside PTA’s website.  We welcome volunteers at any point of the year.  If you did not sign up through the interest sheet but wish to become involved, simply reach out to the committee chairperson or a PTA Board member. Names and contact information can also be found on the Hillside website.   

· As new parents, we encourage you to volunteer. Once you get a chance to work with our committees, we hope that you’ll volunteer not only for a committee but perhaps take on a chairperson role. 

2. Monthly PTA Meetings

· We welcome and encourage you to come to our monthly PTA meetings, which are usually held on the 2nd Tuesday of each month at 7:00 pm in our Media center. Check the PTA website for details.  Childcare is available!
· This is a wonderful way for you to become informed about the events that are occurring in our school community, voice your ideas and thoughts and meet other Hillside Elementary school parents.

· From time to time we schedule speakers to talk about various subjects that may be of interest to Hillside parents. 

3. Fundraising

· Fundraising is a critical part of the PTA because it provides the funding for all the extras our children enjoy.  As such, please support our fundraisers as best you can. 
4.  PTA on Social Media

· Stay abreast of all PTA activities and announcements.  Follow up on Twitter at @Hillside_Elem and Facebook at Hillside Elementary School
PTA Sponsored Activities / Events

These are some of the activities/events that are run by the PTA. Please consult our website for chairperson contact information if you should have any questions.

1. Art Appreciation

· This is a program in which parents volunteer to go into the classroom and teach the children about an artist and do an art activity. 

2. Birthday Board

· Children will have their name up on the birthday board calendar in the hall for that month.  Birthdays are announced school-wide during morning announcements 
3. Box Tops

· On the boxes, labels and cans of most General Mills and Betty Crocker food products is a symbol called a “Box Top.”  By collecting and redeeming these tops, we receive money for our school.  

· Please try to collect these tops and even encourage relatives and friends to do the same!

· During the year, the PTA runs various contests to see which class collects the most.  The children love to see where their class is. 

· A list of all products with Box Tops can be found on the PTA website.  Additionally, if you go to the Box Tops for Education website, you can enter contests to win extra Box Tops for Hillside.  They often have coupons for the products!

4. Classroom Parent/PTA Liaison 

· Classroom parents assist their child’s teacher with activities in the classroom and on field trips.

· Class parents are sometimes called upon to coordinate class gifts for the teachers for the holidays and for the end of the year if the class desires.  You may be asked to contribute a small monetary amount to fund these gifts.  

· They also coordinate all classroom holiday and/or publishing parties throughout the year. 

· The class parent informs the parents of all PTA activities and functions.  

· The class parent is expected to attend monthly PTA meetings in order to remain updated on current PTA events.

5. Earth Day

· During the week of Earth Day, we sponsor in-school activities for the children to promote environmental awareness.

6. Fun Time

· Twice a year during 1/2-day conferences we hold a fun event for the kids for a nominal fee, such as roller-skating at the Florham Park Skating Rink or going to the movies. These are not drop off events and a parent or adult guardian must be with each group of children that attend.

7. Hillside Carnival

· The Hillside Carnival is held every year. This includes rides, games, prizes and food. 

· The entire family is invited to attend for a small fee. This is one of the highlights of the entire year!

· Parent volunteers run the entire carnival. All parents in attendance are asked to volunteer to run a game, help out with food, set-up or clean up.

8. After School Enrichment/ASE 
· During the year, the PTA runs an after school enrichment program that offers different classes to the children for a nominal fee.  

9. Kindergarten Prep

· Each year, the PTA runs a program for the incoming kindergarteners. 

· The children visit Hillside to become familiar with the school by the time they start in September. 

· They meet different teachers and school faculty and do activities based around a specific subject. 

10. Mothers’ Day Plant Sale

· On the Friday before Mothers’ Day, we sell flowering plants. The children bring in money and purchase plants for their moms, grandmas, etc. 

11. Multicultural Night

· This event is run in the spring during the evening. It is a Hillside favorite and one of the best-attended events. 

· It is one way for the Hillside students to share their culture and heritage with one another. 

· The entire family is invited to attend. Parent volunteers showcase their particular culture by setting up a table or running a workshop. The children can also sign up to perform a song or dance from their countries!

· The children all receive “Passports” and go around the school collecting stickers from each culture.
12. Nutrition

· During Nutrition Month in March we try to introduce the kids to healthy snacks during their lunch periods.  
· Parent volunteer help serve fruits & vegetables to the children and then have an opportunity to vote for their favorite. 
13. Parade

· Come show school spirit on Memorial Day by marching in the parade with Hillside School! 
14. Spring Fundraiser / Blooming Baskets
· A spring event you don’t want to miss and an evening of fun for the adults! 

· You will have a sit down dinner after perusing over 200 prize baskets.

· Place your tickets in the baskets you want and see if you are the lucky winner! 

· Come with a friend.  Even better, organize a table with other parents in your grade.  

· This is the PTA’s major fund-raiser and we hope everyone can attend. 

· The date is available on our website.  

· Help make this the best Spring Fundraiser ever…. learn more about contributing to a basket or joining the committee!

15. Yearbook

· The PTA publishes a yearbook at the end of each school year. It features all students including individual school pictures and pictures of events throughout the school year.

· There is a fee to purchase the yearbook by pre-order only. 5th graders receive a complimentary copy from the PTA.
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