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This handbook is designed to provide students and families with information 

that will help them understand policies, procedures, and guidelines that are 

necessary for the safety, welfare, and well-being of the students.  It reflects 

Henrico County policies and regulations as well as R. C. Longan Elementary 

School practices. 

 

A copy of the Policies and Regulations Manual of Henrico County Public 

Schools is available to students, employees, and the public on the HCPS 

website www.henricoschools.us. Any person unable to access the online 

policy may request a copy of a specific policy by contacting Records 

Management at 804-652-3828. 

 

Please read these pages and discuss them with your family. We welcome 

your comments, questions, and suggestions regarding the content of this 

document. 

 

 

 

 

 

 

 

 

 

R. C. Longan Elementary School 

9200 Mapleview Avenue 

Henrico, Virginia 23294 

Phone:  527-4640 

Fax:  527-4639 

http://www.schools.henrico.k12.va.us/longan/ 
 

../To%20be%20filed%20new/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/UQURYHF2/www.henricoschools.us
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HISTORY 
 

R. C. Longan Elementary School is a state accredited school, which opened in the fall of 

1965.  It is located in the western end of Henrico County in the West End Manor 

subdivision. 

 

R. C. Longan Elementary School was named in honor of Mr. Robert Coleman Longan, a 

Henrico County Supervisor from January, 1944, to December, 1959.  Of all his interests 

in public affairs, those concerning education seem to have been his deepest and strongest. 

 

R. C. Longan Elementary School is recognized throughout the county for its active Parent 

Teacher Association.  The high degree of interest and active participation of its patrons 

has provided the students of Longan with many supplementary and enriching materials, 

equipment, and opportunities. 

 

In June 1986, the United States Department of Education selected R. C. Longan as one of 

the nation’s outstanding elementary schools.  In the spring of 1999, R. C. Longan passed 

all SOL tests to become fully accredited and remains fully accredited today.  This 

accomplishment was shared by only 6.5 percent of all schools in the state. In 2008, 2009, 

and 2010, the school was recognized by the Virginia Board of Education with its Virginia 

Index of Performance Award for academic achievement. We are proud of these 

recognitions and our many other accomplishments over the years.  During the 2015-2106 

school year, R. C. Longan Elementary School turned 50 years old and was celebrated on 

October 20, 2016.  The Robert Coleman Longan Family was recognized and Longan’s 

fourth graders presented special music.  Mrs. Beverly Cocke, HCPS School Board 

Member from the Brookland District, brought greetings from the School Board. Special 

guests were recognized and a plaque was presented in memory of R. C. Longan by 

Lindsay Teague, R. C. Longan’s granddaughter.  A plague declaring Longan Elementary 

School as a historical site in Henrico County was presented by Melanie Peugh, Principal.  

 

The principals who have served Longan School are 

 

             Mr. J. Thomas Mills                             1965-1968     

             Mr. Edgar V. Wallin                             1968-1974 

             Miss D. Marnell Bradley                      1974-1990 

             Mrs. Mary J. Washburn                        1990-1997 

             Mr. Michael L. Hill                              1997- 2005 

             Dr. Wm. Richard Hall, Jr.     2005-2012      

             Ms. Melanie Peugh                                      2012-Present 

 

 

 

School Colors:  Yellow and Green 

Mascot:             Lion  
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SCHOOL AND OFFICE HOURS 
 

Office Opens                      7:30 a.m. - 4:00 p.m. 

                             Student Arrival                   7:50 a.m. - 8:10 a.m. 

                             First Bell                             8:05 a.m. 

                             Tardy Bell                           8:10 a.m. 

                             Dismissal Begins                2:40 p.m. 

                             Teacher workday ends        3:20 p.m. 

                             Office Closes                      4:00 p.m. 

 

Families are urged to see that students are regular and punctual in attendance at school.  

Excessive absences and/or tardies may result in unsatisfactory grades due to the child’s 

inability to compensate for missed activities.  Family vacations should coincide with 

school holidays. 

 

 

 

 

 

OFFICE TELEPHONE NUMBERS 
 

Office Phone Number:  527-4640                                     FAX:  527-4639 

 

 

 

 

 

R. C. Longan Elementary School 

Mission Statement 

 
The faculty and staff of R. C. Longan Elementary School are committed to the idea that 

the educational environment must be supportive, positive, and team–spirited; and that 

every student, family, teacher, and staff member is vital to that climate. 

 

Our program is student –centered and emphasizes a general love for knowledge, freedom 

of communication, uniqueness of individuals, and high expectations. 

 

Our mission is to develop critical thinkers and lifelong learners who can recognize and 

use their strengths as they prepare for the future. 

 

 

EXCELLENCE 
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Absences 

State Law requires that school be notified when a student is absent. Family members are 

asked to call the school (527-4640) to report a student’s absence.  A written note stating 

the dates absent and reason for the absence must be sent to the child’s classroom teacher 

when returning to school. Planned trips must be submitted in advance to the principal for 

approval. The teacher will submit notes to the office.  If a child misses fifteen (15) 

consecutive school days, he/she is automatically withdrawn from the class roll and will 

be re-enrolled upon return.  Acceptable excuses for temporary absence from school 

include the following: 

 Illness of student. 

 Serious illness in family which reasonably necessitates absence of student. 

 Death in family. 

 Special and recognized religious holidays regularly observed by followers of a 

particular faith. 

 Medical appointments. 

 

Note:  In accordance with regulations established by the State Board of Education, upon 

the fifth unexcused absence the school social worker will make direct contact with the 

family and child for the purpose of developing an attendance compliance plan. Upon the 

sixth unexcused absence, a school conference must be held within 10 days and no later 

than 15 days of the sixth unexcused absence.  Upon the 7th unexcused absence, the social 

worker must file a petition against the student and/or family through Henrico Juvenile 

Domestic Relations Court.   

 

For information regarding making up assignments missed due to absence, please see 

information related to Homework & Makeup of Missed Assignments on page 12. 

 

Academics  

Individual report cards are issued every nine weeks.  These reports serve as an important 

line of communication between families, students and teachers.  Families are also 

encouraged to keep in close contact with their child’s teacher and to request a conference 

whenever it is felt necessary. 

 

4 - Consistently Meets or Exceeds A -- 90 to 100        Excellent 

 Standard 

 

3 - Meets Expectation              B -- 80 to 89            Above Average 

 

2 - Approaching Standard  C -- 70 to 79             Average 

    

1 - Below Standard   D -- 65 to 69  Below Average 

  

      F -- Below 65     Failing 
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After-School Playground Use    

Bicycle riding, skateboarding, and rollerblading on school sidewalks, parking lot, and the 

bus ramp are prohibited. The after-school YMCA program has use of the black top 

facility from 2:40 – 6:00 p.m. each school day. 

 

Arrival to School 

Students are not to arrive prior to 7:50 a.m. as there is no adult supervision.  Please 

follow arrival procedures and not drop off students from Mapleview Avenue. 

 

Assessment  

Assessment is a continuous process to measure students’ growth.  Formal and informal 

evaluation will assist school staff in determining individual and group status for 

placement, program planning, and progress. 

 

Assessment techniques are varied and may include projects, written tests, teacher 

observations, work samples (portfolios), and oral presentations. 

 

Report cards will be sent home every nine weeks.  Families may be informed of their 

child’s progress at other times during the nine weeks.  Families are urged to schedule 

conferences to discuss their child’s progress.  Interims will go home with students in 

grades K and first, however, parents of students in grades second through fifth may 

access grades at any time using Parent Portal. 

 

In the fall, mid-year, and spring, K-3rd grade students are given the Phonological 

Awareness Literacy Screening (PALS). In the fall and spring, students in 3rd - 5th grades 

are administered the Measures of Academic Progress tests (MAPs).  In the fall, 2nd 

graders are given the Cognitive Abilities Test (CogAT). Standards of Learning (SOL) 

tests are given in the spring to 3rd, 4th, and 5th grade students.  Henrico County 

Assessment tests are also given in the spring to students in 2nd grade.  Families will be 

informed in writing prior to testing.  Additionally, all students may take cumulative 

assessments at the end of each 9-week reporting period. 

 

Awards 

Students may receive the following awards at our regular pep assemblies. 

Grades K-5:  Awards for improvement/effort in reading, creative writing, math, 

handwriting, or science/social studies; the Principal’s Award; the LAMP Award (for 

resource class behavior and participation); and The R.O.A.R. Award (for being 

Responsible, having Outstanding behavior, having a great Attitude, and being 

Respectful).    

 

An academic award assemblies will be held at the end of the school year for all students 

in grades K-5. This assembly recognizes students for honor roll achievement and service 

awards to the school and community. 
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Notes: 

 Outstanding Attendance awards will be given in the classrooms the last day of 

school. In order to earn an Outstanding Attendance Award, the student must 

not have more than three absences AND no more than three unexcused tardies. 
 Reading Awards (Grade K-5 Lion) will be given at the pep assemblies as students 

achieve different levels. 

 

Behavior   

Please read and discuss with your child the Code of Student Conduct from Henrico 

County Public Schools.  Students must follow these rules. Students are accountable to the 

school from the time they leave home in the morning until they return in the afternoon.  

This includes time spent at the bus stop, riding the bus, or walking to school.  Pay 

particular attention to section 5 – “Fighting/Assault/Threats.”  Bullying (targeting a child 

for repetitive negative actions) and teasing other students is unacceptable.  This includes 

physical aggression, social alienation, verbal aggression, and intimidation. 

 

All students have the right to learn in a safe and orderly environment; therefore, 

appropriate behavior is expected of all students at all times.  The staff developed 

guidelines for all of us to follow to promote good citizenship and mutual respect.  Please 

review them together and encourage your child to display appropriate behavior. 

1. Walk 

2. Listen 

3. Follow Directions 

4. Respect People and Property 

5. Be Polite in Words and Actions 

6. Keep the School Neat and Clean 

7. Use Appropriate Voice Level 
 

Effective discipline depends on cooperation and understanding between the home and 

school.  Teachers strive to provide a warm, learning environment for every student.  

When values are instilled at home, students are more apt to arrive at school prepared to 

commence their academic work with enthusiasm.  Any student who is considered by the 

teacher to be continually disruptive will be removed from the classroom. 

 

Bus Regulations 
Riding the school bus is a privilege.  Students are expected to obey the rules of the bus 

driver and those stated in the pamphlet provided to each student about school bus 

procedures. 

1. Students are to ride only the bus they have been assigned to ride. 

2. Students are to wait in an orderly manner at the bus stop.  The bus cannot wait 

for students.  Good behavior at the bus stop is expected. 

3. Students must remain in their seats and talk softly while on the bus. 

4. Students riding the bus to school must return on the same bus unless they have 

written permission from the families to do otherwise. 

5. Students will be picked up and let off at the same stop each day.                                         

6. Students are required to cooperate with the bus driver and safety patrols.  
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7. Students who cannot obey the bus rules and/or driver will be referred to the 

school administration. 

8. Students who do not ride the bus on a regular basis may only do so with a 

request in writing from their families and prior approval by the school 

administration.   

9. Safety Patrols are assigned to each bus to assist the driver and students. 

 

Cafeteria Procedures/Expectations 
Lunch time is an important part of the daily routine.  Students enjoy talking and 

socializing at this time.  With so many people eating together, appropriate manners and 

orderly behavior are a must.  Good cafeteria behavior includes: 

 Going through the lunch line quietly. 

 Being respectful to cafeteria workers and monitors. 

 Getting all food, utensils and snacks when going through the line the first time. 

 Raising one’s hand when someone or something is needed. 

 Sitting in one’s seat until permission is given to leave. 

 Eating one’s own food; this means food will not be given away or traded. 

 Leaving uneaten food in the cafeteria. 

 

Cafeteria Services 
Meals are an important part of the child’s school day.  It is desirable that all children have 

a nutritious breakfast and lunch every day.  A lunch includes a meat or meat substitute, 

vegetable and/or salad, and milk.  Extra portions of food and additional milk will be sold 

upon request.  Carbonated drinks or sodas should not be included in lunches brought 

from home.  Should your child forget lunch money, the cafeteria will provide a lunch to 

be charged to the child’ account, not to exceed the amount as set by the central office 

administration. 

 

We also want to encourage each family to take advantage of using the School Meal 

Account Program.  By depositing money in your child’s meal account, you can avoid 

having to send breakfast, lunch, milk, or snack money on a daily basis.  This also reduces 

the risk of children losing their money on the way to school.  At the beginning of the 

school year, each child is given an account number.  Families can send any amount of 

cash or check to be deposited into the account on Monday morning.  Make checks 

payable to R. C. Longan School.  Money is taken to the cafeteria each Monday between 

8:20 and 8:30 a.m.  The cafeteria staff will remind your child when their account is 

approaching a zero balance so that additional money can be sent.  Families can also 

indicate, on their check, if they only want their child to purchase a full Class A lunch and 

not have the option of buying snack items.   

 

* Important:  Families are encouraged to join their children for breakfast and lunch in the 

cafeteria for special occasions or periodically, throughout the school year.  When joining 

children for lunch, family members/visitors are encouraged to enjoy the food served in 

the cafeteria.  Bringing in “restaurant prepared” lunches for your child is discouraged.  Be 

sure to stop by the office so that we may greet you and provide you a visitor ID. 
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Change of Name, Address or Telephone 
If you change your name, address, or telephone number, please notify the school 

immediately.  This may be done by telephone or in a written note.  If you are moving out 

of the Longan zone, please notify the office as soon as possible so that a transfer form can 

be filled out for the new school location. 

 

Checks 
ALL CHECKS MUST BE MADE PAYABLE TO R. C. LONGAN SCHOOL. Please 

send separate checks for each child you have in school.  This will make the teacher’s 

bookkeeping easier since he/she must account for each child in the room.  Exact amounts 

must be used.  The school does not provide change.  The school will not accept any post 

date checks. 

 

Classroom Parties/Celebrating Birthdays 
The Henrico County School Board policy states that elementary schools will be allowed 

one social function on school time.  Money collected for this purpose shall not exceed 

$1.00 per student.  The School Board policy also states that families/students may not 

collect money for a gift to be given to the teacher.  We sincerely appreciate your 

understanding and cooperation.  We request that edible treats not be sent for a class for 

any occasion due to allergies.  Room Parents will plan treats and favors for the children 

throughout the year.   

 

Student birthdays will be recognized on the morning announcements and with a small gift 

from the office staff. Starting with the 2010-2011 school year, family parties (cupcakes, 

cakes, snacks) will not be allowed during school hours due to allergies and our health 

and wellness focus. We appreciate your understanding of our efforts to ensure the health 

and well-being of all students. As always, you are welcome to have lunch with your 

student. To recognize your child on his/her birthday, we invite you to participate in the 

library birthday book program. 

 

Clinic 
A nurse is on duty during school hours to give medical aid for injuries received at school.  

Students will be sent home when they become sick and must remain fever-free, without 

medicine, for a minimum of 24 hours before returning to school.  The family must 

furnish transportation.  If you work, we must have a telephone number of a neighbor or 

relative who can pick up your child. Please do not send your child to school sick or in 

need of medical aid. If you are in doubt, please CALL SCHOOL. DO NOT BRING 

YOUR CHILD TO SCHOOL. This exposes other children and adults to the same 

illnesses.   A student must be fever-free without medication for 24 hours before returning 

to school.  Additionally, a student may not return to school for 24 hours after vomiting or 

having diarrhea.    
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Conferences 

Report cards serve as a good means of communication, but they may not always be 

sufficient for some individual situations.  Families, as well as teachers, are urged to 

initiate a conference to clarify concerns and solve problems while eliminating frustrations 

and anxiety.  Conferences should be scheduled for a mutually agreeable time either 

before or after school hours.  Family–teacher conferences are a very important part of the 

school program.  Taking the time and making the effort to know the teacher will 

contribute to your child’s security in recognizing the cooperative spirit of good family-

teacher and home-school relationships.  If you would like to schedule a conference with a 

teacher, please send a note to the teacher or call the office (527-4640) and leave a 

message for the teacher to contact you. 

 

Since a teacher’s time during the school day must be devoted to all children, we request 

that family members not “drop in” or “stop by” the classroom when children are 

receiving instruction. We urge you to make appointments for conferences with your 

child’s teacher after dismissal time. 

 

Suggested Questions for Parent-Teacher Conferences 

 

 Is my child working up to his/her potential?  Is he/she performing at, above, or 

below his/her grade level? 

 Does he/she excel in specific areas, such as language or art, which I could 

reinforce?  Or does he/she need special help in anything, and is it available 

within the school system? 

 Are there various levels of proficiency within the classroom in reading groups, 

for example?  If so, is my child being grouped according to his/her abilities? 

 Does my child make friends easily and participate in class and in activities? 

 How are his/her work habits, attitude, and/or sense of self-discipline? 

 How would you, the teacher assess my child’s self-confidence? 

 What different teaching approaches do you use?  Do they include individual 

instruction when it’s appropriate? 

 Can you tell me about your grading system and explain some of the written 

comments on my child’s work? 

 What role do you expect family members to play in homework? 

 What can I do to carry the learning process over into the home?  How do you 

keep family members informed about students’ progress over the course of the 

year? 
 

Cumulative Folders 
An individual record is maintained for each student.  The information becomes 

cumulative as the child progresses in school.  Information required by the State Board of 

Education includes directory information, scholastic achievement, test scores, and health 

record. 
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Curriculum 
Longan Elementary offers an innovative, state of the art instructional program.  It 

emphasizes a developmental approach in meeting the unique needs of each student.  The 

curriculum incorporates Henrico County Schools’ adopted Essentials of the Curriculum 

which meet or exceed the Standards of Learning that are set forth by the State 

Department of Education.  Academic instructional areas included in the Essentials of the 

Curriculum are mathematics, science, language arts, social studies, technology, art, 

physical education, music, and guidance. 

 

Other offerings include:  exceptional education programs, Trailblazers, speech therapy, 

occupational therapy, and physical therapy, English as a second language, and programs 

to meet the needs of identified gifted students. 

 

Dismissal 
At no time will the school release a child to anyone other than the parent or legal 

guardian without a written request from the parent or legal guardian.  Please understand 

this is for the protection of the children.  No student is to remain in the building or on 

school grounds unsupervised after the regular school day ends. Families must provide the 

school, in writing, with any changes as to how a student will go home.  (Ex. riding the 

bus instead of going to daycare; riding a bicycle to school, etc.).   All students should be 

picked up from school by 3:00 p.m. daily. If a change of transportation note is not 

received, the student will go home using the regular form of transportation, 

 

Dismissal bells will ring at: 

2:33 p.m.     Certain day care riders are dismissed to the cafeteria and then to  

   the day care van. 

2:35 p.m.      For bus riders, students are dismissed as buses are called 

2:40 p.m.      For family pick-up, students are dismissed to meet family members 

at the car rider line. 

            2:45 p.m. Walkers are dismissed to walk home.            
 

All changes in transportation must be in person or in 

writing.  We will not accept changes in transportation 

over the phone. 
 

On scheduled half days, the dismissal will be as follows: 

11:30          Day care riders and YMCA 

11:35          Bus Riders 

11:40          Walkers and family pick-up 

 

 

 

Dress Code 
There is a definite correlation between dress, attitude and achievement in school.  

Students at Longan Elementary School are expected to look and behave in a manner 
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which ensures that all receive the full benefits of a quality education.  In support of the 

Code of Student Conduct, a student’s appearance that is considered disruptive, distracting 

or hazardous is prohibited.  The following standards of dress have been established for 

children by the HCPS School Board: 
 

While most students dress appropriately and safely for school, the School Board and 

school staff rely on students and parents to exercise judgment in promoting modesty, 

decency, and a sense of decorum so as not to disrupt the learning environment. School 

climate has a direct influence on student achievement, and the manner in which students 

dress is a significant factor in school climate.   The HCPS student dress code can be 

found in the Code of Student Conduct Handbook. This dress code will assist parents and 

students as they make decisions regarding daily attire that contribute to an appropriate, 

safe, and secure learning environment for all students. Students must dress modestly and 

in a manner that neither distracts from nor substantially disrupts the learning 

environment. In support of the Code of Conduct Dress Code, a student’s appearance that 

is disruptive, distracting, or hazardous is prohibited.  The administration of each 

elementary, middle and high school has the authority to notify students and parents of 

modifications to the dress code for spirit days and other school celebrations, as particular 

items pose a disruption, or as other circumstances warrant. 

 

Students may not wear the following items unless otherwise stated: 

1. Hoods, hats, or head coverings of any kind inside school buildings during regular 

school hours, unless required for religious or medical reasons. 

2. The following items worn on school grounds during regular school hours: bandanas, 

do-rags, headscarves, hair picks, wave caps, large combs, brushes, and rollers. 

3. Sunglasses, inside the school building unless prescribed by a physician. 

4. Dresses, skirts, shorts, athletic shorts, and other similar clothing that are shorter than 

thumb length (arms straight with palms flat-measured by the ball/tip of the longest 

finger) even when worn with leggings or tights.  

5. Messages on clothing, chains, jewelry and personal belongings that pertain to drugs, 

alcohol, tobacco, sex, gangs, vulgarity, or that could reasonably cause a substantial 

disruption to the learning environment. 

6. Spiked jewelry, chains, and items that could cause student injury. 

7. Beachwear (which includes bathing suits and trunks) and sleepwear. 

8. Clothing that reveals undergarments. 

9. Cut-off jeans and cut-off sweat pants or torn, ripped, or slashed clothing that reveals 

undergarments or body parts excluded by other parts of this code. 

10. Bedroom slippers or shoes with wheels also known as “wheelies.” 

11. Clothing that reveals the midriff while sitting or standing. 

12. Clothing that is excessively tight or skimpy, including biker pants and clothing with 

plunging necklines. 

13. Clothing that is see-through, revealing, or resembles undergarments. 

14. Tube tops, halter-tops, halter-top dresses, strapless dresses or tops or dresses with 

spaghetti straps (female tops must be at least two inches wide at the shoulder). 

15. High heels or flip flops at the elementary level (Elementary students are encouraged 

to wear athletic shoes or closed toe shoes with a rubber sole and should wear such 

shoes for Physical Education and recess.). 
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16. Coats inside the school building during the school day as determined by the 

administrative staff depending on the school design and administrative ability to 

provide storage for coats.  Students must wear clothing as designed (buttoned, 

zippered, etc.). Students must wear pants on the hips, secured above the buttocks.  

 

Students may not: 

1. Drape towels, shirts or shorts around the neck; 

2. Roll down waistbands on shorts, pants, and skirts; 

3. Wear clothing in any manner that reveals undergarments at any time; 

4. Wear athletic basketball jerseys without wearing a t-shirt beneath the jersey; 

 

Families will be notified of inappropriate dress and will be requested to bring 

proper clothing. 

 

 

Early Dismissal 
If you need to pick up your child before dismissal, please do so by 2:15 p.m.  All other 

students will be dismissed from the cafeteria at 2:50 p.m. unless they are a car rider 

which dismisses at 2:40 p.m.  Students will be dismissed to “walk-up” parents starting at 

2:50 p.m.  A written request from a parent or guardian is requested ahead of time.  The 

request must state the reason for leaving, the exact time of dismissal, and the mode of 

transportation to be used by the student.  Family members are requested to receive and 

sign the child out in the office for early dismissal, present ID, and be on the Authorization 

to Pick-up List. Early dismissals disrupt learning taking place in the classroom and 

should be for emergencies only. 

 

Early School Closing 
Because of weather conditions, or other emergency situations, it may be necessary to 

dismiss school early.  In such cases, announcements will be made on most local radio 

stations, usually as soon, and sometimes before, the message is received at school.  

Should it appear that school may need to close early, families should listen to the radio 

(WRVA 1140 AM) or check the Henrico County Public Schools’ web page 

(henrico.k12.va.us) or cable channel 99, rather than calling the school.  Telephone lines 

are needed for instructions from our Central Office and for emergencies.  Additionally, 

you may call Henrico County School’s Anytime School Line at 345-1212 and then enter 

9002 for updates on school closings and other related information.  Families should plan 

in advance for the unexpected but necessary early closings.  Please discuss your 

family’s plan with your child/children. 

 

 

Electronic Devices 
Electronic devices such as cell phones, ipods, gaming devices and etc. should not be  

brought to school by students. If parents require cell phones for safety reasons, the cell 

phone must stay OFF and in the backpack at all times.  If electronic devices are brought 

out during the instructional day, they will be collected and given to the principal. 
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Emergency Information 
Please complete and return your child’s Emergency Information Sheet to the school 

immediately.  This provides information to be used should your child become ill or 

injured at school and need immediate or emergency care treatment.  It is very important 

that you list another person or persons who can be contacted should we be unable to 

reach you.  Please make a note of any unusual health conditions such as allergies, asthma, 

etc., that your child may have.  If information changes during the year, please let the 

clinic or office personnel know. 

 

Field Trips 
Field trips are a part of the instructional program.  They are a learning experience away 

from the school grounds and are chosen as a resource to contribute information and 

enrich a program of study.  Students must have written permission from a parent or legal 

guardian, as well as an emergency contact name and number, before leaving the school 

grounds. Siblings are not allowed to accompany chaperons on field trips. 

 

Fire Drills 
A fire drill is held once a week for the first month of school, and once a month thereafter 

to ensure safe evacuation should a fire occur. 

 

Homework & Makeup of Assignments 
As an integral extension of classroom experiences, family members should expect 

students to have homework assigned each day with few exceptions during the school 

week. 

 

Homework can be used very effectively to provide practice for skill development, 

opportunities for enrichment and creativity, and good independent study habits.  

Approximate time allotments for homework as per Henrico County’s policy, are as 

follows: 

 

Kindergarten              No specific time allotment, opportunities for reading readiness,       

                                   enrichment and language awareness are encouraged. 

Grades 1 & 2             30 minutes per evening 

Grade   3                    40 minutes per evening 

Grades 4 & 5             60 minutes per evening 

 

Additionally, students should read or be read to for 15 minutes nightly. 

 

When a child is absent, every effort should be made to make up all assignments within a 

reasonable amount of time.  One day allotted for each day absent plus one additional day 

is a good rule of thumb.  For example, a child missing 2 days due to illness should expect 

3 days to complete and return all missed assignments. Requests for missed assignments 

should be made by 9:00 a.m. in order to pick them up at the end of the school day.  Tests 

will be given as soon as possible after a child returns to school. 
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The following gives guidelines and provisions that family members can use to promote 

good work habits and to increase self-direction and self-responsibility in their children. 

 

 Show interest in your children’s work, including their studying and homework.  Talk 

with them about what they are studying and learning and how they are doing in 

school.  Review with them regularly their assignments, projects, papers, and other 

school materials. 

 Provide an area in your home where children may do their homework undisturbed.  

See to it that they have adequate lighting, a table or a desk, a chair, and necessary 

supplies such as pencils, paper, ruler, and dictionary. 

 Be sure that your children spend time each school day on studying and homework.  

Encourage them to set aside the same time each day for this purpose. 

 Insist that homework be done daily and on time. 

 Do not permit study or homework time to be interrupted by phone calls or other 

activities. 

 Do not do your children’s homework for them.  When they need help in learning new 

concepts or information, however, assistance from family members in the form of 

explanation, clarification, or review can be valuable.  Make suggestions about 

spelling, grammar, punctuation, or the accuracy of solutions. 

 Show understanding of your children’s efforts in studying and homework and their 

feelings when they encounter difficulties. 

  Encourage your children to ask their teachers for help with any study or homework 

assignments with which they have difficulty. 

 Confer with your children’s teachers about on-going difficulties with studying or 

homework. 

 Check over your children’s homework with them after it is completed.  Ask questions 

about what they have learned. 

 Encourage them to use the resources in the school and public libraries, and visit the 

public library with them regularly.  Show them that information from several sources 

is better than relying on one book. 

 Encourage your children to do their best in their school work. 

 

Insurance 
Although school insurance is not required, family members are urged to consider 

carefully the information sent home with students.  Premiums are paid directly to the 

insurance carrier.  Please read the policy carefully. 

 

Lost and Found 
Each year, many articles of clothing are lost and remain unclaimed.  When these items 

are turned in they are placed in the Lost and Found in the cafeteria.  Children are 

encouraged to look through the items and claim their own.  It is requested that all outer 

wear and other personal items be labeled with the child’s name.  Lost and Found items, 

which go unclaimed, will be donated to a charity at the end of the school year. 

 

Meal Account 
Every child should have some type of container for carrying his/her money to school.  

Only necessary amounts of money should be brought to school.  Please label these 
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containers with your child’s name.  Families are encouraged to keep money in their 

child’s meal account.  If a student does not have lunch money in their account the 

cafeteria will provide lunch for up to four unpaid lunches. . 

 

Meal Schedules 
Classes are scheduled for a daily lunch period.  Please check with your child to determine 

the exact time.   Families are welcome to have breakfast and lunch in the cafeteria with 

their children.  However, family members should call ahead before coming as lunch 

times change periodically.  Food cannot be shared due to food allergies and/or families’ 

special requests. Be sure to visit the office first so that we may greet you and provide you 

a visitor ID. 

 

A monthly menu can be found on the HCPS website.  Free and reduced price breakfasts 

and lunches are available to students who apply and qualify for this program.  Student 

meal prices are:   Breakfast $1.50  Lunch $2.80   Adults:  Breakfast $1.80   Lunch $3.40 

 

Medication Policy 
Prescription medication requires a physician’s order stating the name of the medication, 

the total duration of treatment, and the diagnosis or reason the medication is needed, 

unless the reason should remain confidential.  Administration of prescribed medication at 

school also requires the written signature of the parent or guardian on the Medical 

Permission Form. 

 

Non-prescription medication requires written permission indicating the name of the 

medication, dosage, time to be given, and the reason for its administration, and the 

parent/guardian’s signature on the Medical Permission Form.  Any non-prescription 

medications, which are to be given for more than three consecutive school days, must be 

authorized by a physician in writing. 

 

Medication permission forms can be obtained from the school clinic, office, or online.  

All medication (prescription or non-prescription) must be transported to and from school 

by a parent/guardian.  

 

Parent/Family Involvement 
In order to ensure that all students attending Longan Elementary School receive the 

maximum benefits of their education, cooperation between the home and school is 

imperative.  We request your support in every phase of school life. 

 

Family members are a vital part of the school program and we are happy to have parents, 

guardians, and other family members participating in school activities.  If you are 

interested in assisting with field trips, in the cafeteria, etc., please contact your child’s 

teacher or call the school office. Visitors are always welcome and are requested to check 

in at the office.  We will provide you a visitor’s badge to wear while in the building.  

Bear in mind that conferences with staff should be arranged in advance. Teachers are 

available for your calls from 3:00 – 3:20 p.m. 
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Parent/Family Pick-Up & Drop-Off 
Parent pick-up/drop-off is located in the main parking lot. This area is supervised 

between 7:50 – 8:10 a.m. and 2:40 – 3:00 p.m.  Please do not use the front entrance of 

the school on Mapleview Avenue or Delham Road to drop off and pick up your child 

(ren), but rather please follow the car rider pick-up and drop-off procedures.  Make 

sure the car rider pass (received in the beginning of the year packet) is displayed in your 

vehicle windshield. 

 

Parent/Family Volunteers   
Volunteers are involved in many activities throughout the school, such as copying, 

laminating and making instructional materials, monitoring students in the cafeteria during 

lunch, and working with individual students or other school centered projects.  You may 

volunteer any amount of time you are available.  No amount of time is too small!  If you 

are interested in becoming a volunteer, please call the school office at 527-4640. 

 

Important:  All school volunteers must have a completed Application for Volunteer 

Service on file with the school system, prior to volunteering. 

 

Room Parents 
Room Parents are selected by the PTA to help in many ways.  Each serves the room in 

which his/her child is a student.  If you would like to be a Room Parent or help in any 

other way, please inform your child’s teacher by sending a note.  We need you! 

 

Student Safety 
Classrooms remain locked at all times.  A student ‘buddy system’ has been implemented 

in order to ensure the safety and well being of each student.  Whenever a student leaves 

his/her classroom, he/she is accompanied by another student.  School staff and safety 

patrols are assigned specific areas each morning and afternoon to assist students and aid 

in making Longan a safe school.  Students who walk or ride bicycles to school are to 

observe all safety rules on their way to and from school.  Bicycle riding, skateboarding, 

and rollerblading on school walkways are prohibited. All visitors are to report to the 

office to sign in and receive a visitor’s pass. 

 

Supply Lists 
Grade levels require students to have certain supplies.  Lists are available in the office 

and on the Longan website.  Students should have all supplies by the end of their first 

week at school. 

 

Tardies 
The tardy bell rings at 8:10 a.m. All children who are not in their classrooms at this time 

are marked tardy.  Students arriving after 8:10 must report to the office with an adult for a 

tardy slip.  When students come in late, it is disruptive for the student and the entire class.  

We enlist your help in seeing that your child arrives at school on time. As in the past, we 

will continue the following practice for accumulated tardies: 

  5 tardies  Teacher contacts home 
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 15 tardies  Counselor contacts home with a letter 

 25 tardies  Principal calls home and/or sends letter, plus 

    Tardy Intervention Plan created between home & school 

 

Telephone Use 
Students will be allowed to use the school telephone for emergencies only.  Students will 

not have use of the telephone for reasons such as homework or lunch money being left at 

home. 

 

Transportation Change 
A written note from the parent/guardian is necessary any time the usual method of 

transportation home is changed.  If a written note is not received, students will go home 

in their regular manner. Requests must be received by 2:00 pm on the day of dismissal. 

Phone calls will not be accepted, and faxed notes must be accompanied by a copy of the 

parent/guardian driver’s license. 

 

Visiting Classrooms 
Before the tardy bell rings, parents may walk their child to the classroom door during the 

first week of school only.  Parents are not allowed to enter the classroom, help the 

student unpack, clean out desks or have a parent conference at this time.  The teacher’s 

responsibility during this time is to attend to the students in the classroom.  This cannot 

be accomplished with parents in the room.  After the first week of school, students will 

walk to class independently.  Parents may say good-bye at the “Hug and Kiss” zone 

located between the office and cafeteria doors. 

 

Walkers/Bicycles 
Students in grades two through five who live within the walking zone may ride their 

bicycles to and from school provided a note granting permission and signed by the 

parent/guardian is on file in the office.   We strongly encourage children to wear 

protective headgear when riding.  Bicycles should be properly registered with the 

Henrico County Police Department and must be locked on the bike rack when parked  

on the school grounds. 

 

Students who walk or ride bicycles to school are to observe all safety rules on their way 

to and from school.  Bicycle riding, skateboarding, and rollerblading on school walkways 

are prohibited.  Mopeds and other motorized vehicles may not be ridden on school 

grounds.    


