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DODEA MISSION 
 

To provide an exemplary education that inspires and 
prepares all students for success in a dynamic, global 

environment. 
 

KAISERSLAUTERN DISTRICT VISION 
 

Standards based, data driven, student focused for highest 
student achievement. 

 

KES MISSION 
Kids connecting knowledge,  
Engaged in education 
Striving for success! 
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Continuous School Improvement (CSI) 
GOALS 

KES Goal 1: 
All students will increase problem-solving skills using the problem solving process. 

Objective 1: 
Students will increase performance on targeted problem solving skills, annually by 2%, as shown in our 
assessment plan by June 2012. 
Strategies: 

• Using the targeted skills: Based on the problem solving scope and sequence. 
• Problem Solving Graphic Organizers 

1. Read/Find 
2. Plan/Choose Strategy 
3. Solve It 
4. Look back/Explain/Communicate 

• Use technology 
• Basic Math Mastery Skills by grade level with horizontal & vertical alignment (i.e. use of 

manipulatives-concrete, number sense, place value, basic addition/subtraction, multiplication) 
• Math Specific Vocabulary by grade level with horizontal & vertical alignment 

KES Goal 2: 
All students will increase writing skills using the writing process. 

Objective 1: 
Students will increase written communication skills annually by 2%, as shown in our assessment plan by 
June 2012. 
Objective 2: 
Students will increase editing skills annually by 2%, as shown in our assessment plan by June 2012.  
Strategies: 

• Students will learn and use the 5-step writing process.  
1. Pre-Write/Brainstorm 
2. Drafting 
3. Revising 
4. Editing 
5. Publishing 

• Students will practice editing skills. 
 
We Believe: 
 
Students should take responsibility for their learning, and there are no limits on what a student can do within a 
safe and nurturing environment.  We recognize the diversity of individual students while assuring equity for all. 
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       Kaiserslautern Elementary School 
Unit 3240, Box 425   

APO AE 09021 
DSN: 489-7075/489-7048 

Civilian: 0631-54589  
FAX: 0631-58406 

 
Visit our website: www.kais-es@eu.dodea.edu 
Email: KaiserslauternES.Principal@eu.dodea.edu  

 
 
Dear Parents and Students, 
  
Welcome to the 2012/2013 school year at Kaiserslautern Elementary School! We hope you had a magnificent 
and restful summer.  It is great to be celebrating the new school year. 
  
Our staff works to provide an environment that will challenge all students to reach their highest potential 
academically and as responsible citizens. As a part of our Community Strategic Plan, we have two main goals to 
help accomplish this mission. The first goal focuses on increasing communication skills across the curriculum 
with an emphasis in math communication.  Our second goal is to increase our students’ writing skills.  We look 
forward to partnering with you as we continue to provide opportunities that will have the greatest impact on 
student performance. Parents are vital partners to achieving the goals set forth in the plan for the success of our 
children. 
   
During the next few weeks, I will be visiting with all of our students and talking with them about our school, 
mission, and creating a safe environment.  I will also be visiting school buses prior to departure on various 
afternoons to review the bus safety rules with students.  Please review all rules and safety guidelines with your 
child on a regular basis.  
 
Kaiserslautern Elementary School faculty members understand the unique challenges military families face to 
include frequent deployments, the recurring transitions to new neighborhoods and schools, and the uncertainty 
that comes from dealing with these challenges. Each day our teachers welcome students to a safe, supportive 
learning environment.  
 
 It is truly an honor and a privilege for everyone at Kaiserslautern Elementary School to serve you and your 
families.  
 
 
Marion Sutton 
Principal  
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KAISERSLAUTERN ELEMENTARY 

 SCHOOL CALENDAR 2012-2013 

2012 
 

August 24th      Class Lists Posted after 4pm 
August 27th                                                                         Open House (8-10:30) 
August 27th       Begin First Quarter and First Semester 
August 27th – 31st                 Kindergarten Home Visits 
September 3rd       Labor Day – No School 
September 4th      Kindergarten Starts & Boo-Hoo Breakfest 
September 13th       Sure Start Begins 
September 18th       ½ Day for students/Teacher Work Day 
October 8th      Columbus Day – No School 
October 18th      CSI Day – No School for students 
November 1st        End of First Quarter   
November 2nd       Teacher’s Work Day – No School for Students 
November 5th      Begin Second Quarter  
November 15th & 16th      Parent/Teacher Conferences – No School for Students 
November 12th      Veteran’s Day – No School 
November 22nd       Thanksgiving Day – No School   
November 23rd       Thanksgiving Recess – No School 
December 13th      Earliest Day for Withdrawal for Credit (PCS Only) 
December 24th      Winter Recess Begins  

 

2013 
 

 January 1st         New Year’s Day – Federal Holiday 
 January 7th       School Resumes 
 January 21st       Martin Luther King, Jr Day – No School 
 January 24th       End of Second Quarter and First Semester 
 January 25th       Teacher’s Work Day – No School for Students 
 January 28h       Begin Third Quarter and Second Semester 
 February 4th      Parent-Teacher Conferences – No School for Students 
 February 12th       Professional Development Day (No School for Students) 
 February 18th        President’s Day – No School 
 March 11th – 15th      Terra Nova Testing (Grades 3rd – 5th) 
 March 18th – 22nd       Terra Nova Make – Up Tests   
 April 4th      End of Third Quarter 
 April 5th      Teacher’s Work Day – No School for Students 
 April 8th – 12th         Spring Recess   
 April 15th      Instruction Resumes – Fourth Quarter Begins 
 May 16th      Earliest Day for withdrawal for Credit (PCS Moves Only) 
 May 27th      Memorial Day – No School for Students 
 June 13th      End of Fourth Quarter and Second Semester 
 June 14th      Teacher’s Work Day – No School for Students 
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GENERAL INFORMATION 
 

Administration Office:    489-7075/7048  
0631-54589  

Nurse                                   489-7764 
                                             0631-536-7764 
Website:    www.kais-es.eu.dodea.edu/ 
Attendance Email:   KaiserslauternES@eu.dodea.edu 
 
Mailing Address:  
Kaiserslautern Elementary School 
Unit 3240 Box 425 
APO AE 09021 
 
 
School Hours 
Main Office: 0700 - 1630 
 
Dev. Pre-School   Start Time  Dismissal Bus Departs 
Morning Session   08:20          10:50  11:05 
Afternoon Session   12:20         14:50  15:10 
 
Sure Start                                            Start Time               Dismissal        Bus Departs 
                                                            08:30                           14:00               14:10 
 
Grades K-5                                      Start Time                  Dismissal        Bus Departs                                       
08:15 Entrance            08:20                           14:50             15:10 
 

« Students cannot arrive on campus earlier than 07:55 
« Students are tardy after 0820  

 
 

LUNCHTIME AND RECESS SCHEDULE 
Volunteers and Visitors are always welcome. 

 
Grades Lunch Recess 

First Grade 
Second Grade 

10:30-11:00 11:00-11:25 

Kindergarten 11:40-12:10 12:10-1240 
3rd Grade 
4th Grade 
5th Grade 

11:55-12:25 11:35-11:55 
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CHAIN OF COMMAND 
 

Parents are asked to resolve student matters (questions, complaints, or concerns) directly with teachers.  When it 
is impossible for matters to be resolved at the teacher level, please refer your concern to a school administrator, 
counselor and/or principal as appropriate. If resolution is not possible at the school level, such matters may be 
raised higher through the following Chain of Command. Prompt action frequently prevents complications and 
more serious problems in the future. 
 

Classroom Teacher 
DSN: 489-7075 / Commercial: 0631-54589 

 
Counselor 

DSN: 489-7075 / Commercial: 0631-54589 
 

Principal 
DSN: 489-7075 / Commercial: 0631-54589 

Email: KaiserslauternES.Principal@eu.dodea.edu 
Website: www.Kais-es.eu.dodea.edu/index.htm 

 
Superintendent - Kaiserslautern District 

Superintendent of Schools/DoDDS Kaiserslautern District 
Unit 3405 

APO AE 09021 
DSN: 489-6339 / Commercial: 49-631-35170 

Email: KaiserslauternDSO.Superintendent@eu.dodea.edu 
Website: www.kais-dso.eu.dodea.edu/ 

 
Director DoDDS- Europe 

Office of the Director DoDDS - Europe 
CMR 443 Box 7000 

APO AE 09096 
DSN 338-7614 / Commercial: 49-611-380-7614 
Email: Director.DoDDS.Europe@eu.dodea.edu 

Website: www.eu.dodea.edu/ 
 

Director DoDEA 
Department of Defense Education Activity 

4040 North Fairfax Drive 
Arlington, VA 22203-1635 

DSN: 226-4462 / Commercial: 001-703-696-4462 
Email: DoDEA.Director@hq.dodea.edu 

Website: www.dodea.edu/ 
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ACCREDITATION 
To earn accreditation, schools must meet NCA CASI-Advance Ed high standards, be evaluated by a team of 
professionals from outside the school, and implement a continuous school improvement plan focused on 
increasing student performance.  
 
Accreditation demonstrates to our students, parents, and community that we are focused on raising student 
achievement, providing a safe and enriching learning environment, and maintaining an efficient and effective 
operation staffed by highly qualified educators. NCA CASI-Advance Ed accreditation is recognized across state 
lines, which not only eases the transfer process as students move from accredited school to accredited school 
but also assures parents that the school is meeting regionally and nationally accepted standards for quality and 
successful professional practice.  
 
Accreditation provides an external mark of quality and a proven process for school improvement. The real value 
of NCA CASI-Advance Ed accreditation is the school improvement process, which focuses the school staff on 
analyzing student performance data, identifying areas of weakness, and developing clear goals and plans for 
improvement. We regularly assess and measure our progress in all goal areas, and NCA CASI-Advance Ed 
holds us accountable for demonstrating growth. The process keeps everyone in the building focused on raising 
student achievement Parents and interested community members can learn more about NCA CASI-Advance Ed 
accreditation at www.ncacasi.org. 

ARRIVAL TIMES AND PROCEDURES 
Children should not arrive on school grounds before 0755 hours. Children will be unsupervised if they arrive 
earlier than the established time. Students meet their class in the courtyard and remain there until dismissed by 
the monitor.  During inclement weather the cafeteria will be used, however, students will not be admitted to the 
building until adequate supervision is available. Please note that some teachers allow their students to enter the 
classroom upon arrival. Please check with your child’s teacher for their policy. Remember, after 0820 students 
are considered tardy and must go through the office for an entry pass. 

ATTENDANCE 
GENERAL INFORMATION—in 2011, DoDEA implemented the first comprehensive policy on student 
attendance. This policy is based upon the foundational principle that regular student attendance promotes higher 
levels of student achievement, school connectedness, and readiness for colleges and careers. The new policy 
mandates school attendance but recognizes the reality of unavoidable absences such as illness and emergency 
situations. The policy also aligns with the Interstate Compact on Educational Opportunity for Military Children 
standard that school systems respect the unique needs of military families when considering requests for 
excused absences.  Please refer to the DoDEA website to view the regulation and frequently asked questions 
pertaining to it, www.dodea.edu/attendance/. 
Key components of this policy include:  

• A requirement for students to complete an educational plan consistent with regularly planned 
schoolwork during absences.   

• Increased communication with parents about the effect of absences on student performance.   
• Referral of students with 5 days of absences to the Student Support Team. 
• Except for exigent circumstances, absences such as family vacations and absences during standardized 

testing will be unexcused. 
Parents and students shall: 
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• Inform the main office in the event of an absence, arriving late or departing early from school 
• Identify and make up all classroom activities, or assignments, which were missed as a result of the 

absence(s). 
• Understand the differences between excused and unexcused absences, to include possible consequences 

for excessive unexcused absences or tardies, in accordance with DoDEA Regulation 2051.1 
• Submit a request to the main office for review of absences 

EXCUSED ABSENCES—DoDEA considers the following conditions to constitute reasonable cause for absence 
from school for reasons other than school related activities. The principal has final authority to identify an 
absence as excused from school and institute a Student Educational Monitoring Plan to be completed during 
absences when appropriate. Students are responsible for completing and submitting all assignments identified in 
the course syllabus or class outline provided by their teacher(s). 

• Personal illness 
• Medical, dental or mental health appointment 
• Serious illness in the student’s immediate family 
• A death in the student’s immediate family or of a relative 
• Religious holidays 
• Emergency conditions such as fire, flood or storm or other pandemic event 
• Unique family circumstances warranting absence and coordinated with school administration. 

UNEXCUSED ABSENCES—Except for exigent circumstances, absences such as family vacations and absences 
during standardized testing will be unexcused absence from school without written verification from a parent or 
sponsor. The parent or sponsor will be notified by the administrative designee each time a student is “absent 
unexcused” from school.  School personnel will work collaboratively with the student’s parent or sponsor to 
identify the reason(s) for the truancy and in assisting parents or sponsors whenever possible.  Unexcused 
absences may result in disciplinary action, along with loss of credit, if the student does not comply with the 
Student Educational Monitoring Plan. Please see DoDEA Regulation 2095.01 for more information. 
TARDY—Students are expected to report to school each day on time. Failure to do so constitutes tardiness. If 
your student is arriving late to school, they must be signed in by a parent at the office and given a pass. If your 
child is late and you drop them off directly at the classroom, they are likely to be counted as absent for the 
entire day. 
Unexcused Tardy: Late arrivals will be considered “tardy unexcused” unless the school receives written 
verification from the parent or sponsor.  Conditions that constitute an excused absence also constitute an 
excused tardy (i.e. medical appointment) 
EXCESSIVE SCHOOL ABSENCE OR TARDIES—After 5 cumulative absences or tardies (excused or 
unexcused) in a semester, the school administrator shall review the student’s academic performance, the reasons 
for the absences or tardies, and determine the impact of repeated absences on the student’s academic, social and 
emotional progress. Consideration shall be made for the student’s unique circumstances to include illness, 
participation in extracurricular activities or extended leave. If appropriate, a referral shall be made to the SST, 
and intervention plan may be developed by the SST to support the student’s advancement for the current school 
year. When appropriate, the principal shall request Command assistance to ensure that appropriate action or 
services are implemented to improve attendance. 
FAMILY TRIPS—for family trips resulting in multiple absences from school please complete the 
Kaiserslautern Student Excused Absence Due to Unique Family Situation form available in the main office or 
can be requested via email KaiserslauternES.Attendance@eu.dodea.edu. 

BEFORE AND AFTER CARE  
Before and after school care arrangements can be made by parents for their children through Services (Kapaun 
B & A DSN 489-6028 or commercial at 0631-5366028) or a Family Child Care (FCC) provider.  It is the 
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parent’s responsibility to coordinate their childcare plans with the appropriate providers.  If before or after 
school care is not needed for a particular day or reason, the parents should contact the provider. 

CAFETERIA AND LUNCH PROGRAM 
AAFES SCHOOL LUNCH PROGRAM—a nutritious hot lunch is available through AAFES to students in Sure 
Start, Kindergarten, and Grades 1-5 every day. A lunch account for the hot lunch program must be opened and 
money deposited at the AAFES Base Exchange/Cashiers Cage or at the cafeteria. Students may charge lunches 
and sponsors will be notified in writing. If the charges have not been paid, upon request from AAFES, the 
information is provided to the school Administrative Officer who will follow up on payment.  Should payment 
still not take place, the information is forwarded to the School Liaison Office. We ask that you keep current 
with charge payments.  More information and menus are available online at 
www.shopmyexchange.com/Community/Schoollunch/. 
FREE OR REDUCED LUNCHES—a free or reduced price lunch is available to eligible students also through 
AAFES. The sponsor must complete an application available from the Schools’ Liaison Officer and return it 
along with a current leave and earnings statement (LES). Any questions about this program may be directed to 
the School’s Liaison Officer at DSN 489-6771 or commercial 06315366771.  
LUNCH FROM HOME—Students have the option of bringing nutritious/healthy lunches from home.   Please 
keep in mind using a thermos to keep lunches warm is recommended for all students and that students in K-2nd 
grade do not have access to a microwave.  Older students will have access to a microwave; however, there is no 
supervision available to operate the microwave for the students.  Please do not send in food that needs to be 
heated unless your child is in 3rd to 5th grade and can safely operate a microwave. 
VISITORS—every effort is made to insure that the cafeteria is a pleasant and safe place for children to eat.  
Emphasis is on positive reinforcement of desired behaviors. Parents are invited to visit the cafeteria or to come 
in and eat lunch with their child at any time. Prior notification to the teacher or school is necessary so that the 
cafeteria staff may prepare the correct number of lunches. Also, please sign in as a visitor at the Front Office 
when you arrive. 
RULES AND PROCEDURES—Eating lunch in the cafeteria is a privilege. Students who do not follow cafeteria 
rules and procedures may have their privileges revoked and parents will be responsible for their child at lunch. 
Parents are asked to discuss the following rules with their children and to emphasize the importance of using 
proper table manners at school.  
There is no running in the cafeteria – ever!  

• If a student needs to leave their seat, they are expected to raise their hand and be given permission by a 
monitor to leave their seat. 

• Once a student is seated for lunch, he/she is expected to remain in that location. 
• Once finished, students are expected to empty their tray in the garbage can and stack the tray at the end 

of the table. 
Each table has a triangle at the end for monitoring the noise level in the cafeteria.   

• Green—noise at the table is acceptable.  Acceptable means that students can use inside voices to talk to 
the person across from them.   

• Yellow—the table is getting to noisy and students need to bring the noise level down.   
• Red— no talking.  The first time the table is on red students have 60 seconds of silence.  If a class 

receives two reds they are expected to remain quiet for the rest of the lunch. 
WE ARE WHAT WE EAT –Nutritional research has shown that a balanced diet of healthy foods enhances a 
child’s ability to concentrate, maintain energy throughout the day, and reduce child obesity. We recommend 
students come to school after having a healthy breakfast, and that they bring a healthy snack for a mid-morning 
break. You may also wish to send a water bottle for your child to keep on his/her desk. Please limit food and 
drinks containing sugar to a minimum, and do not send sodas or sport drinks for either lunch or snack. Fruit 
gives children the energy of sugar and is much healthier. As a nation, the rates of child obesity and nutritionally 
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related health problems are increasing at an alarming rate. Selecting healthy foods is an educational process, and 
we owe it to our children to promote good nutritional habits. 

CELL PHONES 
We realize that many parents want their children to carry a cell phone for security purposes. If a student has a 
cell phone with him/her, then cell phones are to remain turned off during school hours (0815-1500). The only 
exception to this policy would be a call made at the explicit request of school personnel or a responsible adult 
acting on behalf of school authorities, i.e. teachers, substitute teachers, bus drivers, bus monitors, field trip 
chaperones, etc.  Students are responsible for seeing that their cell phone remains secure and out of sight during 
the school day. The right to bring a cell phone to school implies responsible use; misuse or mishandling will 
result in the loss of this privilege and/or confiscation of the phone.  It is suggested that you use a security 
engraver to mark personal identification on the phone. Neither the school, school personnel, nor 
DoDDS/DoDEA will take responsibility for missing or damaged cell phones.   

CHANGE OF ADDRESS/EMERGENCY CONTACT  
If your work, home or cell phone numbers change, or your address changes, please inform the school 
immediately.  With the high deployment rate and the heightened operations tempo, it is very important that the 
school has your correct and current contact information. In the event of an emergency involving your child (one 
in which your child might be taken to the hospital), the school nurse or administrator will contact you 
immediately.  A parent must be present to authorize certain types of medical treatment.  Without the ability to 
contact parents or the emergency contact, the military unit will be contacted.  To give us changes, call 489-7075 
or 0631-54589; send a note to your child’s teacher or email the administrative office at 
KaiserslauternES@eu.dodea.edu. 

CHILD ABUSE AND NEGLECT 
DS Regulation 2050.2 requires EVERY DoDDS employee to immediately report ANY suspected cases of child 
abuse or neglect to Social Work Services. This agency is responsible for directing the investigations. 
WHAT IS REPORTED? 

• Abuse – physical injury or emotional damages inflicted other than by accident. 
• Neglect – acts of commission or omission that resulted or could be expected to result in injury or serious 

physical or emotional harm to the child. This includes children who are left unattended under potentially 
hazardous conditions.  To view the KMC child supervision matrix please visit 
www.ramstein.af.mil/newcomersinfo. 

WHO REPORTS? 
In addition to the KES staff, all members of the community are required to report cases of suspected child abuse 
or neglect. 
HOW TO REPORT? 
If you suspect that a child has been abused or neglected, call DSN 479-2370 or 486-8366. In case of an 
emergency situation after duty hours, call the military police at 112. 

COMPUTERS   
Computers are located in all classrooms. Multiple computer labs are also available and include the media center, 
computer lab and mobile labs. Students utilize computers daily for access to a network of instructional software 
and to write, edit, and publish reports and stories. The Educational Technologist (ET) and Librarian are 
available to provide technology support for teachers and students.  All students/parents are expected to sign an 
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Internet agreement before being allowed on a computer.  Students/parents are expected to follow the DoDEA 
Internet Usage Policy.  Failure to adhere to this policy may result in loss of computer use privileges. 

CONFERENCES  
Parent/Teacher/Student conferences play an important part in your child’s progress in school.  Conferences are 
conducted for all students in grades Pre-K-5 after the 1st quarter.  After the 2nd and 3rd marking periods, 
conferences are optional and at the discretion of the parent and the teacher.  If you wish to have a conference, 
contact the teacher by note or email and arrange a suitable time.  Conferences cannot be scheduled during 
instructional time.  Please do not drop in on a teacher unannounced.  The main office can assist you in making 
arrangements for a conference.   

COUNSELING AND GUIDANCE PROGRAM 
GUIDANCE COUNSELOR—KES has one counselor who facilitates a comprehensive K-5 guidance 
program.  This is accomplished through classroom guidance lessons conducted by the counselor.  Each student 
has opportunities and the guidance necessary to develop skills for: 

• Accessing and processing information. 
• Dealing with change. 
• Thinking, reasoning, and problem solving. 
• Demonstrating positive human relationships. 
• Practicing learning as a lifelong process. 

CONSULTATION/REFERRAL REQUESTS—Small group and individual counseling is available.  Parent 
referrals for students to receive counseling services or information on community-based programs can be made 
by contacting the counselor, Drehlaine.Hatch@eu.dodea.edu.  
SCHOOL PSYCHOLOGIST—School psychologists provide a range of services for the benefit of all students. 
These consist of direct and indirect services. School psychologists are unique in the educational setting, because 
their training equips them to provide psychological evaluation and facilitate mental health service delivery in 
the schools, while at the same time supporting the learning process.  The primary intent of the provision of 
school psychological services is to promote mental and physical wellness and facilitate learning of students.   
Please contact the school psychologist, Kirstin Kone, for more information, Kirstin.Kone@eu.dodea.edu. 
STUDENT SUPPORT TEAM—the Student Support Team reviews and monitors all student referrals for 
adjustment problems, academically, emotionally, and socially outside of the special education process.  This 
team also monitors student attendance and is chaired by Mrs. Drehlaine Hatch,  
Drehlaine.Hatch@eu.dodea.edu. 
CRISIS INTERVENTION TEAM— A Crisis Intervention Team is in place at KES in case of a crisis, such as a 
sudden death or suicide attempt.  This team is composed of the principal, nurse, counselor, and Educational 
Resource Team personnel (school psychologist and behavior management specialist).  In case of a crisis, the 
staff phone tree will be activated.  A school staff meeting will be held in the library before school to share 
necessary information and procedures.   
SMALL GROUP COUNSELING—Small group counseling sessions for grades K-5 will be conducted 
throughout the school year.  These groups will be held during the school day.  Small group counseling topics 
include but are not limited to: 

• Self-esteem:  A positive self-concept is developed through examining personal strengths and 
weaknesses, developing communication skills and learning to be accepting of differences. 

• Socialization: The purpose of this group is to improve peer relations, with an emphasis on the school 
setting. 

• Divorce: Helping the child cope with this change in his/her life 
• Deployment lunch bunch:  for children grades 1-5 dealing with deployments  
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If you feel your child can benefit from any of these counseling groups, please contact your child’s teacher or 
counselor.  Permission from the sponsor must be attained for participation in these groups.  For additional 
information, please contact the school counselor, Drehlaine.Hatch@eu.dodea.edu. 

DEPLOYMENT 
If you are deployed or leaving the area for several days, please inform the main office of the name, address and 
phone numbers of the person who will be responsible for your children and ensure that your contact person has 
a medical power of attorney. Deployments may greatly impact the social, emotional, and/or cognitive growth of 
your child. Please help us assist your child in achieving his greatest potential by informing the school.  Please 
contact the administrative office at DSN 489-7075 or commercial 0631-54589 or by email at 
KaiserslauternES@eu.dodea.edu. 

DISCIPLINE  
 
Discipline at KES is a joint undertaking between students, teachers, parents, and administration.  In order to 
provide a safe and secure learning environment where students can reach their fullest academic potential the 
following high standards of conduct are expected: 

• Follow the directions given by any school staff member 
• Show respect for all students’ rights to learn in a safe environment, free of unnecessary distractions 
• Demonstrate respect for personal and school property 
• Arrive for class one time and with appropriate learning materials 
• Exercise good study skills and work habits without infringing upon the learning of others 
• Exhibit good manners at all times by using the words “please, “thank you, “I’m sorry, and “excuse me” 

Education is the primary goal at KES.  Every student has a right to the best education available and every 
teacher has the right to teach without disruptions.  Any behavior that infringes upon the rights of other to learn 
or be safe will result in corrective action. 
 
Appropriate behavior is expected to be demonstrated at school, walking to and from school, riding the school 
bus, participating in study trips, walking from one classroom to another, using the bathrooms, eating lunch in 
the cafeteria and playing on the playground. 
 
All students will refrain from picking on, taunting, bullying, or harassing any other student.  Additionally, 
any form of sexual harassment will not be tolerated. 
BUS RULES 
Riding the bus is a student privilege and all students are expected to adhere to following the bus rules.  Failure 
to follow the rules can result in administrative counseling, having an assigned seat on the bus, temporary 
removal from the bus and permanent removal of bus riding privileges.  To ensure the safety of students while 
riding the bus, KES bus riders are expected to: 

• Obey the driver or adult.  
• Stay properly seated. 
• Enter and exit the bus safely and always show your bus pass. 
• Keep your hands, feet and other body parts to yourself. 
• No throwing of items. 
• Keep arms and hands inside the bus. 
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• Remain quiet and do not disturb the driver or others. 
• No profanity, smoking, prohibited items or vandalism. 
• No eating, drinking or chewing gum. 
• Be responsible, be safe 

CLASSROOM RULES 
Each classroom teacher will communicate his/her Classroom Management Plan with students on the first day of 
school and with parents in writing no later than Open House.  Serious chronic misbehavior is not acceptable and 
will result in referrals to the administration and if needed to the sponsor’s Commander or Community 
Commander.  The KES staff requests parental support in establishing a high level of behavior expectation in all 
classrooms. 
 
RESTROOM RULES 
When using the restroom at KES students are expected to: 

• Keep the restrooms quiet and clean 
• Flush toilets/urinals after use and was their hands 
• Leave the restroom immediately after use and return directly to class 

LUNCHROOM RULES 
The following rules are established to provide a relaxing, safe environment for all students when they are eating 
lunch.  Students are expected to: 

• Enter the cafeteria quietly 
• Practice good manners at all times 
• Follow the directions given by the cafeteria monitors 
• Use inside voices while in the cafeteria 
• Remain seated (raise hand for assistance) until dismissed 
• Eat only in the cafeteria and place all trash and uneaten food in the trash containers 
• Assist in keeping the cafeteria neat and clean 

PLAYGROUND RULES 
The following playground rules have been established to ensure the safety of KES students during recess.  
Students are expected to: 

• Play SAFELY 
• Not put their hands on other students 
• Use two fingers for tag-type games 
• Go down slides, never up, and one at a time 
• Play games with established rules 
• Not push, shove, or throw objects   
• Not play on the grass areas 
• Report all injuries and conflicts to the adults in charge 
• Use their best manners at all times 
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TABLE OF CONSEQUENCES FOR DISCIPLINARY ACTIONS 

 

 
** Administrative Action may include, but is not limited to, the following: 
Warning, Counseling Session, Detention, Loss of Privileges, Parent notification, or School Work Detail 

v CHILDREN MUST BE ACCOMPANIED BY A PARENT/GUARDIAN ON THE DAY (S) OF 
SUSPENSION.  This applies for all three suspension scenarios lasting more than a day: 

1. Shadowing – Parent accompanies student to all classes and remains throughout 
the day, including lunch. 

2. Out of School – Parent accompanies and remains with student. 
3. In School – Parent accompanies and remains with student in designated room at 

the school.  School assignments for the day are to be completed. 

CATEGORY 
 

EXAMPLES OF 
INFRACTIONS 

FIRST 
REFERRAL 

SECOND 
REFERRAL 

THIRD 
REFERRAL 

FOURTH 
REFERRAL 

A 
v Hall	
  Pass	
  Violation	
  
v Nuisance	
  Item	
  

Violation	
  
v PDA	
  
v Scuffling	
  
v Tardies	
  
v Other	
  

Administrative 
Action 

** 

Administrative 
Action 

** 

Administrative 
Action 

** 

Suspension 
1 Day 

B 
v Disruptive	
  Behavior	
  
v Inappropriate	
  

Lang./Behavior	
  
v Insubordination	
  
v Unsafe	
  Behavior	
  
v Cheating/Forgery/Theft	
  
v Communicating	
  a	
  

Threat	
  
v Truancy	
  
v Misuse	
  of	
  Technology	
  
v Other	
  

Administrative 
Action 

** 

Administrative 
Action 

** 

Suspension 
1 Day 

Suspension 
2 Days 

C 
v Fighting	
  (Any	
  kind)	
  
v Abusive	
  Behavior	
  to	
  

Peers	
  
v Tobacco	
  Use	
  
v Alcohol	
  Possession/Use	
  
v Vandalism	
  (under	
  

$100)	
  
v Insubordination	
  

w/disrespect-­‐profanity	
  
v Other	
  

Suspension 
1-3 Days 

Suspension 
3-5 Days 

Suspension 
5-6 Days 

Suspension 
7-10 Days 

D 
v Dangerous	
  Behavior	
  

toward	
  self	
  or	
  others	
  
v Illegal	
  Substance	
  
v Possession/Use/Dist’n	
  
v Larceny	
  ($250)	
  
v Arson,	
  Bomb	
  Threats,	
  

Extortion	
  
v Vandalism	
  (over$100)	
  
v False	
  Fire/Bomb	
  

Alarms	
  
v Weapon	
  

Possession/Use	
  
v Other	
  

    Suspension/Expulsion 
Proceedings Initiated 

The purpose of this table is to provide guidance to administrators and should not restrict their use of discretion 
in handling misconduct issues with regard to unique circumstances or special needs students. 
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DISMISSAL 
Students are dismissed at 2:50 and are expected to leave school grounds immediately unless involved in an 
official after school activity. If the mode of transportation changes for a student, please notify the administrative 
office by 1430 at DSN 489-7075 or commercial 0631-54589 or by email at KaiserslauternES@eu.dodea.edu.  
Teachers walk the primary students to the buses located on Kansas Street.  Intermediate students walk 
independently to the buses.  Parent pick-ups should arrange a meeting spot with their child and notify the 
child’s teacher of the meeting place.  Kapaun Before and After (B&A) Care picks up the children outside in the 
courtyard between bldgs 2000 & 2007.  If a student normally goes to B&A, the parents must notify the B&A if 
the mode of transportation has changed from attending B&A.  Please keep in mind that Kansas Street is blocked 
off starting at 2:30 until 3:25.  Parents should park in the parking lot across from the chapel.   

DRESS AND APPEARANCE 
CLOTHING GUIDELINES—Students are expected to be properly attired when in attendance at school since the 
morale and school spirit can directly relate to the emphasis placed on being well dressed. A child who is 
“dressed to come to work” generally has the attitude that school is a place of important business.  Germany gets 
lots of rain and the weather changes at a moment’s notice. It can be warm and sunny one minute and wet and 
cold the next. Since students are outside every day passing to and from special classes and to lunch, they should 
come dressed for variable weather conditions.  

• Sweat clothing and athletic shoes should be worn on PE Days. 
• Students should refrain from wearing any type of top that leaves the midriff exposed; any clothing with 

profanity or vulgarities; any clothing advertising alcohol, tobacco, or drugs, or pictures/logos related to 
such items. 

• Clothing should be of the proper size and fit for the student. While buying a size larger to allow room 
for growth is understandable and acceptable, the “baggy” appearance is unacceptable. Jeans should fit 
comfortably around the waist or hips. 

• Walking shorts, skorts, and skirts are to be an acceptable length, rule—with hands at the side; fingertips 
should reach the bottom of the hem. 

• Hats and caps are to be removed upon entering the school building. 
• Spaghetti Strap Shirts and dresses with straps smaller than 2 inches in width are prohibited. 
• Makeup is discouraged for elementary school students.  Make-up will not be applied at school. 

COLD WEATHER GUIDELINES— As unpredictable that German weather can be, you can be sure that your 
child will have to be outside each day for an extended period of time.  Recess is cancelled only in extreme 
weather conditions and students must walk long distances between buildings for special classes and lunch.  
Students will also be waiting outside prior to the start of the school day for the 8:15 entrance time.  Please make 
sure your child is dressed appropriately for the weather.  The following parameters are evidence-based and are 
used to determine if a child is ready for outdoor play: 

• At 50 degrees (F) and lower, all students must have a jacket. 
• At 40 degrees (F) and lower, all students must have a winter weight jacket or coat. A fleece and/or 

hoodie are not considered winter weight. 
• At 32 degrees (F) and lower, all students must have gloves, hats or hoods, and be wearing socks.  Socks 

should be high enough so that there is no exposed skin.  Shoes should adequately insulate the feet from 
the cold pavement or snow.  Ballet style slippers are not recommended in snowy or wet weather. 

Jackets and coats must have functioning zippers and/or buttons.  Light weight, short-sleeved shirts can also be a 
problem during the day, as we recommend classrooms be kept cool to prevent the spread of germs.  Dressing 
your child in layers is highly recommended. 
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FOOTWEAR GUIDELINES—In order to ensure all students are kept safe, appropriate footwear is required.  
Shoes should also be suitable to wear in any weather.  Shoes deemed as inappropriate includes, but are not 
limited to: 

• Shower shoes, flip flops, any footwear without toe and/or heel 
• Stocking feet and bare feet 
• Shoes with a heel higher than 1 inch 
• Heelys (with or without the wheels) 

If the mode of dress detracts from the learning environment, the parent will be called to bring a change of 
clothing to school.  Also, put your child(ren)’s name on everything that belongs to them (inside coats, jackets, 
hats, and everything else—even lunch boxes / bags and book bags). We want them to be able to identify their 
belongings. 

DRUG ABUSE RESISTANCE EDUCATION (DARE) 
We are fortunate to have a DARE officer from the Security Forces who is committed to our school, students and 
the Drug Abuse Resistance Education Program.  All fifth grade students receive ten 45-minutes sessions of 
instruction on the dangers of drugs, alcohol, and smoking. Each student receives a graduation certificate upon 
completion.  The success of this program has been proven since its inception in 1983 and KES is fortunate to 
offer this program in our school. 

EARLY DISMISSAL (INDIVIDUAL STUDENTS)  
If you pick your child up before his or her regular dismissal time or during the day for an appointment, please 
send a note to your child’s teacher with the specific time you plan to pick him/her up. Then come to the office, 
not to the classroom, at the designated time and sign out your child. Students will not be released from class 
until the parent arrives, please allow time for your student to be notified and to get packed up.  Parents will be 
required to present their ID prior to the student being released. The office will then call your child out of 
instruction.  Children cannot be released to non-family members or friends without express written 
authorization in advance that has been confirmed by the office or identified in the school system (ASPEN) as an 
emergency contact individual.  Children will not walk home or to any other area on post to meet parents. Should 
teachers receive a request from parents asking that their child be released to walk home, the office will be 
notified and will inform the parents that they must come and pick up the child at school.  

EARLY RELEASE (ALL STUDENTS) 
Occasionally, our school will have half-day early release for students – on these days, dismissal will be at 1100.   
Lunch will not be served.  Early release due to weather is determined by the Base Commander in coordination 
with the school administration and announced according to community procedures.   

EMERGENCY CLOSING/INCLEMENT WEATHER  
Listed below are special procedures to be followed in the event of inclement weather (snow, fog, or ice) 
emergencies or breakdown of utilities: 

• If weather conditions prevent the safe operation of buses as determined by the Base Commander, school 
will not be in session and children will remain at home. 

• If predictions indicate that road conditions are expected to improve during the morning, the starting time 
for school will be two hours later than usual. (This means if the regular bus loading time is 0750 hours; 
the bus will not load until 0950 hours). Walkers should NOT arrive at school before 1005 on late start 
days. 
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• Schools may be closed early for a number of reasons. Early closings will most likely occur between 
10:00 and 13:00. 

Notice of weather emergencies and school closures, delays or early releases as described above will be 
broadcast on AFN radio FM 100.2 or 1107 AM. Additionally, this information can be found on the web at 
www.ramstein.af.mil/weatherinfo.asp, www.facebook.com/RamsteinOfficial or calling DSN 480-COLD / CIV 
06371-47-2653.  Please do not call the school for this information.  It is extremely important that all students 
know where to go if an early dismissal occurs.  Please plan ahead so your child knows where to go and what to 
do in the event of such a situation. 

EMERGENCY DRILLS  
Your child can expect approximately 16 drills per school year.  The drills will consist of fire, lockdown, bomb 
threat and shelter in place.  Your child will practice these emergency evacuation procedures in preparation for a 
real event.  Any person present at the school during a drill is expected to participate. 

EMERGENCY EVACUATION PROCEDURES   
Evacuation procedures are initiated whenever an emergency situation dictates.  Evacuation may be based on any 
number of emergency situations.  The most common reasons for evacuation are fire drills, fire alarms, and 
bomb threats.  The following procedures are followed at Kaiserslautern Elementary School whenever an 
emergency evacuation is required. 

• Classes are evacuated under the supervision of school staff members to their designated areas or the 
Community Center.  Classes will be grouped by grade level and class. 

• If an extended evacuation is anticipated during inclement weather, elementary school students will be 
moved to the Community Center. 

• Buses line up on Kansas Avenue. When dismissing students, school staff will walk classes past the 
buses, having students board their bus as they pass. 

• Students not riding buses will be taken to the courtyard.  Students walking to the housing area will be 
released from the courtyard. 

EXCEPTION TO FEEDER 
Parents requesting an exception to the feeder plan must submit a request to the Assistant Superintendent, 
Kaiserslautern District.  Signatures of the losing and receiving principals must be secured prior to submission of 
the written request to the district Assistant Superintendent. These forms are available from all schools and on 
the Kaiserslautern District home page (on the PCS information button) and may be submitted beginning 3 
February annually for the subsequent school year.  Exceptions to students attending the school zoned for where 
they live will be made only for bona fide, exceptional, and extraordinary circumstances.  Please view the entire 
policy at www.kais-dso.eu.dodea.edu/offices/sop/docs/sop05-03_exceptionFeeder.doc. 

EXTRA CURRICULAR ACTIVITIES 
PE CLUB—Kaiserslautern Elementary School provides an after school Physical Education Enrichment Club to 
help promote personal and social developments skills, motor skills, movement patterns and physical activities. 
STUDENT COUNCIL—The Elementary Student Council is an after school program that meets twice a month. 
Each Grade 3-5 class elects two representatives. Grade 5 also elects a President and a Vice-President. Student 
representatives must attend all scheduled meetings. Examples of some of our community service projects are 
bimonthly school paper recycling, making holiday cards/letters to deployed soldiers, Fisher House “Wish List” 
donations/collections and delivery, USO Wounded Warrior Center food drive and delivery/interviewing 
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soldiers, making Earth Day posters for the school, raising money for the Landstuhl branch of Soldiers Angels, 
and holding bake sales to raise money for charities.  
HONOR CHOIR —Honor Choir is an after-school auditioned musical group consisting of no more than 40 
singers that meet once a week to rehearse. Students learn about singing with a group, such as blending and 
harmonies, performance techniques, choreography, and leadership. In the fall and winter, the group prepares 
and performs a holiday program throughout the KMC, to include local Christmas markets and tree lighting 
ceremonies. In the spring, the group prepares and performs a Pop Show, which includes singing, choreography, 
blocking, props, and speaking parts. 
MATH OLYMPIADS—Math Olympiads for Elementary and Middle Schools (MOEMS) is a worldwide math 
competition that is open to any 4th or 5th grade student that enjoys the challenge of creative math problem 
solving.  The program normally meets once weekly from October through March and consists of 5 monthly 
tests that are scored to determine a total team score, as well as individual scores. Each participant receives a 
certificate and the high scorer for the team receives a trophy signifying his/her accomplishment.  Participants 
that score in the top 25 percent and/or top 10 percent worldwide receive additional awards.  
HOMEWORK CLUB— Homework Club is a fourth/ fifth grade opportunity for students that have been 
recommended by the classroom teacher for extra help.  It is held on Thursday from 1500-1600. Parents are 
responsible for picking up his/her child. 

HEALTH PROGRAM   
 
SCHOOL HEALTH COMPONENTS—include the following: 

• Health screenings will be conducted to ensure that the children are able to physically perform at their 
optimum level of educational function.  Parents will be notified prior to the screening via school 
newsletter and clinic referrals will be sent home if necessary.  The following screenings will be 
performed: 

o School-wide vision screening. 
o Hearing screening for grades Sure Start, Kindergarten, and by teacher or parent referral for 

older children. 
o Scoliosis screening for 5th grade.(optional) 
o School-wide dental screenings. 

• Health education, including home and school safety, concepts of good nutrition, dental care, human 
growth, and development, good hygiene habits, and basic first aid. 

• Exceptional child program coordinated through the Case Study Committee in the elementary 
school.  The school health nurse is a member of the committee.  The nurse is the key contact if you 
suspect that your child has attention issues or medical issues that affect academics/behavior.  Call DSN 
489-7764 or CIV 0631-536-7764 and ask for the school nurse. 

• Emergency care of accidents and/or illnesses, including necessary counseling, guidance, contacting 
parents, communicating with teachers and acting as a liaison for the school and the clinics.  These are 
accidents and illnesses which occur during school hours only.  Please do not send your child to school to 
be treated for something that occurred outside the school environment.   

• Your child’s medical problems and concerns will be shared with each teacher and/or specialist involved 
in working with your child throughout the school year.  All school personnel consider all information 
confidential. 

What the school nurse can and cannot do is listed below: 
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• The school nurse CANNOT dispense medications for short-term illnesses, i.e. antibiotics, decongestants, 

etc.  Parents should arrange to have the child take the medications before and after school at home.  In 
cases of chronic conditions requiring daily medications, i.e. asthma, ADD or ADHD, epilepsy, etc. 

• The school nurse CAN administer the medication at school if all of the following are done: 
1. Written permission from physician and parents (forms available from nurse’s office). 
2. Medication in a pharmacy labeled bottled, marked with student’s name, time to be given, amount 

to be  taken, the name of the drug and “for school use” on the label.  Children should at no time 
carry their medication to school.  All medications must be delivered and picked up by parents in 
the nurse’s office.    

• The school health nurse has the responsibility of caring for school-related accidents and/or 
illnesses.  Home-related accidents and/or illnesses are the responsibility of the parents and cannot be 
treated by the nurse at school. 

• The school health nurse may not issue excuses for recess, physical education, or any other activity.  This 
excuse must come from a physician.   

• The school health nurse does have a great deal of resource material that may be shared with parents as 
well as teachers.  Her knowledge of resource people and organizations within the Kaiserslautern 
community can also provide valuable information to parents. 

ILLNESS—Sending children home from school:  If a child becomes ill at school, the parents will be notified to 
pick up their child within a reasonable amount of time.  A sick child is unable to function in a satisfactory 
fashion.  A sick child can expose his classmates, teachers, and other staff members to illnesses.  Please ensure 
that your contact information is current and you have a designated local emergency contact.  Students will be 
sent home under the following conditions: 

• A temperature of 100 degrees or higher. 
• Nausea or vomiting if determined related to a virus. 
• Marked drowsiness or listlessness. 
• Acute cold symptoms, such as a sore throat with lesions, persistent cough, etc. 
• Reddened, watery or discharging eyes, determined not to be of allergy origin. 
• Acute earache when accompanied by fever. 
• Swollen glands when accompanied by fever. 
• Head lice (active adult parasites – nits only do not require exclusion) 
• An accident that causes shock to the body. 
• Fainting. 
• An emotional upset, which makes it impossible for the child to finish the school day. 

EMERGENCIES—When an emergency occurs, the parents will be notified to pick up and take the child to the 
clinic if treatment is necessary.  Some emergencies must be immediately referred to Landstuhl Hospital and an 
ambulance dispatched.  You will be notified whether to meet your child at the hospital or at the school. 
 
SCHOOL HEALTH RECORDS— A permanent health record is maintained for each child. The results of the 
yearly health appraisals are recorded, as well as any important illness, accident, or other event.  The nurse 
maintains records of children who have visited the health room.  The record contains the name, date and time of 
visit, reason for visit, treatment, and disposition (i.e., was the child sent home, returned to class, etc.).  This 
record is utilized to answer any questions that might arise concerning the visit, to look for repetition in visits, 
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etc.  These records are maintained on the health module of the school districts computerized student information 
system. 
 
It is extremely important that you provide the nurse with as much information regarding your child’s present 
health conditions as possible.  This information will be placed on your child’s school health card and will be 
updated as necessary.  This information is vital in case of an emergency and will be used by emergency 
response personnel.   
 
IMMUNIZATIONS—Children attending DoDDS schools are required to have immunizations that are based on 
the policies of the Immunization Practices Advisory Committee of the Public Health Service, Department of 
Health and Human Services, and information from the National Centers for Disease Control; and on 
requirements promulgated by the Assistant Secretary of Defense (Health Affairs).  The minimum requirements 
can be viewed online at http://www.dodea.edu/parents/dodea.cfm?cId=imm. 
 
Immunization records of each child will be screened at the time the child is registered.  Those children not in 
compliance with the above standards will be required to obtain the necessary immunizations prior to completion 
of the registration process.   
 
COMMUNICABLE DISEASES—Students must be excluded from class under certain circumstance.   The nurse 
will inform you if a physician or clinic clearance is needed for re-admittance to school.  This includes but is not 
limited to the following: 

• Chicken Pox        
• German Measles 
• Measles (Rubeola)                       
• Mumps    
• Whooping Cough                              
• Diphtheria 
• Pink Eye                                                
• Impetigo 
• Scarlet Fever 
• Mononucleosis   
• Influenza 

NOTE:  Skin infections such as Ring Worm, Scabies, Molluscum Contagiosum, must be covered by clothing or 
bandages while the child is at school.  Cases of active lice will be excluded until properly treated, usually a 24 
hour period. 

HOMEWORK 
Homework consist of assignments to be completed outside of school to reinforce, follow-up, or extend 
instruction, and provide opportunities for creative development.  It is the teacher’s responsibility to provide 
concise, clear directions for completion of homework.  Homework should be used to reinforce concepts or skills 
already presented in school and as a learning tool, not as punishment for classroom misbehavior.  Parents 
should designate a particular time and place for homework and follow the schedule every day.  Check your 
child’s work after completion: neatness, name on paper, correctness, and organization.  Check and sign the 
assignment notebook if your child’s teacher uses it.  Recognize your child’s effort with praise.  Approximate 
time limits are listed below. 
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Grades 1-3      2-4 hours, weekly 
Grades 4-5         5-6 hours, weekly 

HOME SCHOOL 
Parents who are eligible to enroll their dependents in DoDDS schools, but elect to home school may want to 
consider a part-time enrollment. This option permits students to participate in special classes (Host Nation, 
Music, Art, Physical Education, and Computer Lab), study trips, and extra-curricular activities.  For additional 
information please refer to the DoDEA policy located at www.dodea.edu/foia/iod/pdf/02OD002.pdf. 

INFORMATION CENTER (LIBRARY) 
Hours:    8:10 to 3:20 (unless booked for a school meeting or activity) 
Telephone:   Military 489-7075 or Civilian 0631-536-7075 
 
PHILOSOPHY—The KES Information Center provides the materials to support curriculum and promote a love 
of reading.  Through a flexible schedule students are encouraged to become informed users of information and 
independent life-long learners. 
SCHEDULE—All students have a scheduled visit to the IC to conduct book exchange.  Flexible visits to the IC 
for classrooms are arranged through collaboration between the Information Specialist and Classroom Teacher. 
Individual student visits to the IC are encouraged but require the permission of the teacher.  Each class may 
send up to 4 students on passes to the IC for independent research or book exchange. 
CIRCULATION—Students in K-1 are allowed to checkout one book.  Students in grades 2-5 are allowed 3 
books.  Students may check out 1 magazine in place of a book.  Books can be renewed twice but if another 
student has requested the same book then only 1 renewal will be allowed.  Students with overdue books will be 
restricted from checking out other books until the situation is resolved.  All students receive information during 
orientation regarding the policy on lost/damaged books. 
LOST/DAMAGED BOOKS—when a book has been overdue for 30 days, the book is considered lost.  A letter is 
sent home to sponsors to notify them that the book has not been returned.  The lost/damaged book must be 
replaced by remitting a check in the amount of the lost/damaged book made out to “U.S. Treasury”.   
BOOK SELECTION—Younger children often select books by their cover, however, if sponsors deem any 
selection inappropriate for their child then the book should be returned.  To encourage a child to read 
independently help them to remember the five-finger rule when selecting a book.  Do this by selecting a page 
from anywhere in the book, if the child has trouble decoding five or more words on a page then the book is too 
difficult and they will become frustrated trying to read it by themselves.  During orientation students are 
provided with other ways to select appropriate reading material. 
VOLUNTEERS—Parent volunteers are always welcome in the IC.  If you have artistic skills and enjoy creating 
bulletin boards, cutting out letters or items for students to use in an activity, then you will enjoy the IC.  Also 
any volunteers who are computer literate will be able to put their talents to work! 

LOST AND FOUND 
Non-valuable items found around the cafeteria, school grounds, or playgrounds are collected in a storage bin 
located in the school cafeteria.  Valuable items, such as watches, wallets and ID cards are kept in the main 
office, building 2007.  Because most items of clothing, lunch boxes, etc., are purchased at the Base Exchange, it 
is especially difficult to establish ownership.  Please mark with large letters the inside and outside of all lunch 
boxes with your child’s name.  Coats, hats, gloves, scarves, etc., should also be marked.  Personal belongings 
left on the bus must be reclaimed at the Transportation Office located in building 2010.   
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LOST TEXTBOOKS 
Textbooks and workbooks are furnished for the students. All books are to be turned in if the student withdraws 
from school and/or upon completion the school year.  Students are expected to take reasonable care of the 
school supplies issued to them. The student will be charged for lost or damaged textbooks. 

PARENT TEACHER ORGANIZATION  
The PTO is an activity centered, fund-raising organization, which provides many services and goods to the 
school such as the school picture program.  In addition to goods, the PTO has sponsored visiting theater 
programs for student cultural enjoyment and learning.  The PTO also sponsors carnivals and other activities, 
which provide not only a service but also, generate funds to be spent on their established goals.   For 
information email: KES_PTO@yahoo.com.  

PROGRESS REPORTS AND GRADING  
GRADES K, 1, 2, & 3—our early childhood educators assess student progress by a number of methods that 
include but are not limited to:  Observations, checklists of basic skills mastered, anecdotal records, and student 
work samples.  The information collected from the above methods of assessment, are used to adapt the 
curriculum, plan activities to meet the needs of the children, and provide feedback to parents.  The Progress 
Report is developmental in nature and as such encompasses a wide range of skill levels. Students will move 
through a continuum of skills at his or her own rate. For example, some students may acquire a skill in 
Kindergarten while other students may not acquire that same skill until first grade. In Kindergarten through 3rd 
grade, the following codes are used: 

CD…. Consistently Displayed – student consistently displays skill in this area. 
P…. Progressing/developing –student is progressing or developing the skill in this area. 
N…. Not Yet Evident – This student needs More Developmental Growth in this area. 
X…. Not Addressed – This area has not been addressed at this time. 
Special Subjects will be marked with: 
P…. Participates 
+…. Shows Strength 
/ ….More Effort Needed 

GRADES 4-5— Fourth and fifth grades will use the following DoDDS required evaluation codes on the 
quarterly progress reports in Reading/Language Arts, Math, Social Studies, Science, and Health: 

A 90 - 100% 
B 80 - 89% 
C 70 - 79% 
D 60 - 69% 
F below - 59% 

Report cards will be issued to students the Wednesday following the end of each nine-week marking period 
(check the school calendar at the front of this handbook for the dates on which each marking period ends). 
These reports will be sent home with the students except at the end of the first marking period when they will be 
given to parents at a prescheduled parent/teacher conference.  Grades and assignments should be checked 
periodically by parents/guardians using Gradespeed and can be accessed from our home page or 
http://www.kais-es.eu.dodea.edu/information/gradeSpeed.htm. 
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PROHIBITED ITEMS 
We discourage children from bringing money or valuable items to school such as, Pokeman items (and other 
trading cards), iPod’s, sentimental items, etc.   In addition, any item that could cause harm must be left at home.  
Parents are requested to assist the school staff in keeping all students safe by preventing the following items 
from being brought to school: 

• Bicycles 
• Skateboards, roller blades, heelys 
• Knives or blades (real or replica) 
• Caps and cap guns, fireworks, matches 
• Darts 
• Animals (unless a teacher gives permission for a science project, etc.) 
• Guns (real or replica) 
• Trading cards of any kind 
• Laser pens 
• Playground equipment i.e., balls, bats, jump ropes 
• Slingshots 
• Computer games, such as DS & Gameboys. 
• All portable listening devices 
• Medications (see School Health Program) 

Students who do bring the above mentioned items to school will be subject to disciplinary action determined by 
the administration and could range from a teacher reprimand, confiscation of the item, to possible suspension 
from school.  Neither the school, school personnel, nor DoDDS/DoDEA will take responsibility for any item 
brought to school. 

RECORDS 
Kaiserslautern Elementary School maintains a Cumulative Student Record (CSR) File for each student. The 
CSR File contains the information below. Parents are entitled to request a review of their child’s file at any 
time.  

• Standardized achievement tests 
• Report cards 
• Attendance records 
• Reading records 
• Health records 

For Special Education students, KES also maintains a Confidential Student Record File. Information contained 
in these files includes assessment information and copies of documents presented to parents at each meeting. 
Parents may request a review of their child’s file at any time.  

REGISTRATION 
All returning students are required to be re-registered every school year to determine eligibility. All fillable 
forms for returning students are located under the DOCUMENTS tab (returning students section) located at 
www.kais-es.eu.dodea.edu/offices/registration/registration.htm.  To expedite the re-registration process, fill-out 
and print the forms to bring to re-registration.  
The following information is needed to register children for school: 

• Child’s birth certificate or passport 
• A copy of current orders and extension papers 
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• Emergency contact person other than spouse 
• Current immunization records 
• Proof of current physical address (utility bill, rental or housing agreement) 
• Central Billing Letter (tuition students only) 

SCHOOL ADVISORY COMMITTEE (SAC)  
The School Advisory Committee is responsible for advising the principal.  These include: school policies, 
instructional programs, staffing as it relates to instructional programs, budget, facilities, maintenance, 
administrative procedures, pupil personnel services, educational resources, program evaluation, and student 
standards of conduct, DoDDS student meal programs, and other educational-related matters.  Elections to the 
Kaiserslautern Elementary School Advisory Committee were held during the pupil registration periods in the 
spring or early fall.  There are at least 4 meetings a year. If the committee feels there is a need for more 
meetings, they can meet as many times as they feel needed.  Please contact the front office for more information 
at DSN 489-7075 or commercial 0631-54589 or by email at KaiserslauternES@eu.dodea.edu. 

SCHOOL LIAISON OFFICE (SLO) 
The School Liaison Office is the military’s point of contact for facilitating the delivery of quality school 
transition and education support services and to help parents ease the impact of the mobile military lifestyle on 
the academic success of military children. The SLO provides military commanders with the support necessary 
to coordinate and advise military parents of school-aged children on educational issues and needs and to assist 
in solving education-related problems. The SLO networks, educates and works in partnership with local schools 
to enhance the education experience.  The SLO’s office is located on Kapaun, building 2787 Suite 300 and may 
be reached at DSN 489-6771 or Commercial 06315366771 or on the web at www.facebook.com/pages/KMC-
School-Liaison-Offices .  

SPECIALIST PROGRAMS GRADES K-5 
ART PROGRAM— the KES art program provides activities in drawing, painting, art history, sculpture, 
printmaking and ceramics.  The program is sequentially developed on disciplined based art education and is 
aligned with the DoDEA Standards for Art Education. Art concepts are taught through activities based on the 
elements of design: line, shape, form, texture, space, color and value. Additionally, the enhancement of critical 
thinking skills, the enjoyment of making art while working in cooperation with others and the exposure to other 
cultures and the opportunity to learn citizenship are but a few of the benefits that participation in our 
comprehensive art program provides. 
While attention to the development of strong performance skills is the mainstay of a strong art program, the 
KES Art Program focuses more on creating art, historical and cultural connections, aesthetic and critical 
analysis, and applications to life. Students will be given the opportunity to learn more about art, how it works 
and how it applies to their life now and in the future. It is our belief that student’ lives can be enriched by 
intellectual and emotional development that art courses provide.  
HOST NATION PROGRAM—Host Nation education is designed to provide elementary school students with a 
cross-cultural program to instill in students an appreciation and understanding of the culture of the country in 
which they are located. Students acquire second language skills in play and work situations where meaningful 
contextual communication is necessary and desired. Students also acquire a deeper understanding of cross 
cultural diversity and a greater understanding of their social environment of the host nation. 
MUSIC PROGRAM—Basic, general music classes are provided by a music specialist for grades K-5 with 
additional experiences from the classroom teachers.  Through singing, listening, movement, creative activities, 
playing a variety of classroom instruments, and technology, students learn about the structure of music 
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including its melody, rhythm, harmony, timbre, form and expressive devices.  A variety of musical types, both 
classical and contemporary, are used in learning and performing.  The DoDDS music standards and the National 
Music Standards provide guidance in assuring educationally sound music instruction. 
PHYSICAL EDUCATION PROGRAM— The Physical Education program at Kaiserslautern Elementary School 
is designed to help your child achieve optimal growth and development by: 

• Providing an opportunity to develop and maintain a level of physical fitness commensurate with 
individual needs. 

• Helping your child become competent in body management and useful motor skills. 
• Providing an environment where your child can acquire desirable social skills. 
• Helping your child become aware of the importance of physical activity, healthy eating habits and 

development of a positive attitude toward physical activity and nutrient to help him/her make healthy 
lifestyle choices in the future. 

PROBLEM SOLVING—The Gifted Education teacher participates in the Specialist rotation by offering problem 
solving instruction to all grade levels, kindergarten through fifth.  This is accomplished on a rotating schedule 
with each class having a weekly fifty minute class during one quarter of the school year.  The class focuses on 
problem solving skills pertaining to their grade level. 

STUDENT PLACEMENT  
All letters from parents recommending placement must state clearly what the child needs.  Specific mention of a 
teacher's name is NOT accepted.  For a placement change for teacher or grade level, please adhere to the 
following Standard Operating Procedure: Sponsors wishing a placement change must wait three weeks after 
initial placement to request a change. This time allows the teacher and student a chance to get to know each 
other and learn to work together.  If a change is still desired, the principal will then submit the request to the 
Student Placement Committee.  The Student Placement Committee is made up of the classroom teacher, the 
parents, and the counselor. The placement process includes steps to ensure that a request for a change 
(especially regarding a teacher change) is not the first step to remedy a situation.  The committee will make a 
recommendation to the principal, who is the final placement authority, regarding the request.  Please note that 
only one placement change is permitted per school year. 
 
Ensuring Equal Opportunity in Federally Conducted Educational & Training Programs—Under Executive 
Order 13160, any individual involved in a federally conducted education and training program (e.g., DoDEA) 
who believes he or she has been discriminated against on the basis of race, sex, color, national origin, disability, 
religion, age, sexual orientation, or status as a parent may file a complaint with the DoDEA Office of 
Compliance and Assistance.    Refer to http://www.dodea.edu/  (under "Administration" - "DoDEA Director" - 
"Office of Compliance and Assistance") for detailed information on the scope of the program and how to file a 
complaint.    

STUDY TRIPS 
Study trips are curriculum related and used to enrich regular classroom instruction and to participate in host 
nation cultural activities.  Teachers who are planning to take study trips will be notifying parents well in 
advance. This allows for planning purposes, return of permission slips and asking for volunteer chaperones.  
Active parent participation in chaperoning study trips is required and will help to provide a safe, enjoyable 
experience for the children in the class. 
Policies and Procedures: 

• Permission slips and a medical authorization are required for each participating student for each study 
trip.  Blanket permission slips are not valid. 

• Notification of a study trip will normally be sent out two weeks in advance. 
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• Parents of students with identified behavior issues or needs may be asked to attend the study trip for 
safety reasons. 

• If a student is unable to attend the study trip, it is the teacher’s responsibility to find an alternative 
classroom. 

• Smoking or drinking alcoholic beverages by students, teachers, or chaperones is not permitted on study 
trips. 

• For safety reasons chaperones are not authorized to take with them any dependents (younger sibling/s) 
that are not formally participating in the activity as a classroom member. Chaperones must ride the bus 
with the students. 

SUPPLIES 
All textbooks and other instructional materials are provided by DoDDS. Reimbursement to the government for 
lost, damaged or abused items is a requirement. School supply lists are available from the school office and are 
also available during the month prior to the start of school at the local AAFES Exchange store. Individual 
teachers may also request specific supplies required for their class. It is important that all items be labeled with 
the child’s full name. To view the DoDDS official school supply guidelines please refer to the website, 
www.eu.dodea.edu/home/supplies.php. 

SURE START 
Sure Start is an exemplary, research-based preschool program that serves military children and families living 
overseas. In addition to offering a high-quality educational program that reflects best practices in the field, Sure 
Start also provides health and nutrition, social, and parent involvement services. Close collaboration between 
families, schools, and the installation community is viewed as essential and a required part of the program.  
Sure Start is an application-based program and students are selected based on identified “at-risk” factors.  All 
enlisted are encouraged to apply, however, E4’s and below are given first priority.  Additional information 
about the program can be found on the DoDEA website, http://www.dodea.edu/curriculum/eChildhood.cfm.  
For more information about applying please contact the administrative office at DSN 489-7075 or commercial 
0631-54589 or by email at kaiserslauternES@eu.dodea.edu.   

SUPPORT SERVICES   
GENERAL INFORMATION—KES provides a range of support services to students. These services are based 
upon the individual needs of the child.  If you would like information on any of the following services please 
contact KES Administrative Office at DSN 489-7075 or commercial at 0631-54589.  To find general 
information about Special Education services provided by DoDEA please visit 
www.dodea.edu/curriculum/specialEduc.cfm. 
ACADEMIC SUPPORT TEAM—the academic support team supports students in the areas of reading, 
mathematics, problem solving, and writing.   
CASE STUDY COMMITTEE (CSC)—this committee is comprised of teachers and specialists who work with 
students that demonstrate delays in learning or communication.  The CSC is governed by federal laws and 
mandates established by the Individuals with Disabilities Act (IDEA). The CSC’s purpose is to provide 
consultative help to parents & teachers, evaluate at-risk students, develop & implement individualized 
education programs (IEP’s) while providing services for identified special education students. The CORE team 
meets weekly and consists of a school administrator, classroom teachers, special educators, counselor, nurse, 
speech/language therapists, and preschool staff. Parents of students considered for special education placement 
become part of the team and are required to attend meetings. 
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CHILD FIND— if you have a child 3 years old or older and you are concerned about his/her growth in one or 
more of the following areas: 

• Memory & Problem Solving Skills 
• Self-Help Skills 
• Social Emotional Skills 
• Speech & Language Skills 
• Motor Skills (gross and fine motor abilities) 
• Learning and retaining new information learned in school 

please contact KES at KaiserslauternES@eu.dodea.edu . 
COMMUNICATION IMPAIRMENT— Speech and language services are provided for students who have 
communication impairments that adversely affect their educational performance.  Students with identified 
delays in articulation, stuttering, voice and language/phonology maybe eligible for SLP support in a small group 
or pullout setting.  The Case Study Committee determines eligibility for these services.   
ENGLISH AS A SECOND LANGUAGE (ESL) — DoDEA provides an English as a Second Language (ESL) 
program for students whose native language is not English. The goal of this program is to develop students' 
English language abilities so that their academic performance is equivalent to native English-speaking students 
of the same age and grade level. The program serves both students who are beginning to learn English and those 
who have developed a high level of oral proficiency, but are performing below grade level in reading and 
writing because of their limited ability to read and write in English. Please refer to the DoDEA policy for 
additional information, www.dodea.edu/curriculum/esl.cfm. 
GIFTED EDUCATION PROGRAM— “Gifted learners are children and youth with outstanding talent who 
perform or show the potential for performing at remarkably high levels of accomplishment when compared with 
others of their age, experience, or environment.” (U.S. Dept of Education, 1993) The Gifted Education Program 
serves students via two different approaches. One approach involves "whole class enrichment" in grades one 
through five using the "resource based learning" approach. The talented and gifted specialist and the classroom 
teacher together plan an enrichment unit, which will complement the instruction, taking place in the classroom. 
Many times this unit will involve project development using technology, creativity, and critical thinking. The 
other avenue of service is a pull out model, which is an identified group of students in grades two through six 
who meet once a week with the talented and gifted specialist. Students who enter the Gifted Education Program 
are teacher and/or parent recommended, and has standardized test scores with a total battery of 96 percent or 
above. Such scores are necessary since these students are being pulled from the academic arena for the program. 
Please refer to the DODEA policy for additional information www.dodea.edu/curriculum/giftedEduc.cfm. 
PRESCHOOL SERVICES FOR CHILDREN WITH DISABILITIES (PSCD)—These services are provided for 
children 3-5 years of age who demonstrate developmental delays in one or more of the following areas: physical 
(gross &/or fine motor), self-help skills, cognitive concepts, communication skills or social/emotional 
interaction. These services are based on the individual child’s needs and are regulated by laws related to special 
education and IDEA.  Please refer to the DODEA policy for additional information 
READ 180—Read 180 is an intervention program that addresses the individual needs of students in grade 4 and 
5 who are reading below grade level.  The program differentiates instruction through adaptive software, quality 
literature, and instruction in targeted reading skills.  

TARDINESS 
Punctuality is a lifelong habit to encourage. School official start time is 0820; students arriving after 0820 
should be signed in tardy by a parent or responsible adult with the main office. Please refer to the DoDEA 
website to view the regulation and frequently asked questions pertaining to it, www.dodea.edu/attendance/. 
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TELEPHONE USAGE  
INCOMING TELEPHONE CALLS FOR TEACHERS—If you call the school to speak to a teacher, the person 
answering the phone will take a message and have the teacher return your telephone call at his/her earliest 
convenience outside of instructional time.  If it is time sensitive in nature please send and email. 
STUDENT USE OF TELEPHONES—Student use of school telephones is limited to emergency situations only. 
Examples of an emergency call: 

• The student missed his/her bus. 
• The student cannot locate someone he/she is responsible for walking home with. 

Students will not be permitted to use the office phone to call home to: 
• Ask permission to stay for an activity after-school or go to a friend’s house. These arrangements need to 

be made in advance. 
• Ask someone to bring lunch money or a packed lunch. Students may “charge” a lunch from AAFES. 

TOBACCO POLICY   
KES has a zero tolerance policy for tobacco use; this includes the staff, students, and visitors.  While on school 
grounds, the use of any tobacco product is strictly prohibited. 

TRANSPORTATION   
BUSSING—The Department of Defense Dependent Schools (DoDDS) personnel manage student transportation 
operations. They are responsible for establishing bus routes and stops, conducting periodic safety reviews, 
ordering school study trip transportation, and administering the transportation contracts. Please contact the 
transportation office for more information.   

Kaiserslautern Student Transportation Office (STO) 
Building 2010, Room A6, Kaiserslautern School Complex 
Phone: DSN 489-2877 Commercial 0631-536-2877 
FAX: Commercial 0631-98137 
Email: Kaiserslautern.SBO@eu.dodea.edu 
Website: www.kais-dso.eu.dodea.edu/offices/transportation/transportation.htm 

BUS RULES 
1. Obey the driver or adult. 
2. Enter and exit the bus safely and always show your bus pass. 
3. Stay properly seated and use seatbelts when available. 
4. Keep your hands, feet and other body parts to yourself. 
5. Do not throw things. 
6. Put nothing out of the window. 
7. Remain quiet and do not disturb the driver or others. 
8. No profanity, indecency, smoking, prohibited items or vandalism. 
9. Do not eat, drink or chew gum. 
10. Be responsible, be safe. 

PARENT DROP-OFF/PICK-UP—Parents who drop off/pick up students should park in the lot across from the 
Chapel.  Kansas Road is closed between the hours 0745-0815 and 1430-1515 for bus loading and unloading.  
Students SHOULD not arrive on campus earlier than 0800 and must be picked up by 1500. 
WALKING TO/FROM SCHOOL—if your child walks to school, please review these rules periodically with 
your children: 
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• Do not play in the street. 
• Cross only at street corners and regular cross walks; never in the middle of the block. 
• Never cross a street between parked cars. 
• Stop at the curb; look both ways before crossing. 
• Always walk on the sidewalk and leave the streets for vehicles. 

Please help us by teaching and modeling for your children that we (adults too) only cross streets where there are 
crosswalks. Remember it is worth it to take the extra seconds or minutes to use a crosswalk to maximize student 
safety. Please refer to the KMC Child Supervision Policy Matrix on age requirements for walking to/from 
school, www.ramstein.af.mil/newcomersinfo. 

VISITORS AND VOLUNTEERS 
We encourage visitors.  The courtesy of notification to the teacher is requested before your visit; (the class may 
be meeting in the library, at lunch, at recess, etc.)  Discussion with the teacher during class time should be 
avoided except for very urgent emergency situations.  Your child and others may lose valuable instructional 
time.  Teachers will be happy to schedule conference times with you. 
If you are a visitor to Kaiserslautern Elementary School, you MUST sign in at the Main Office, building 
2007.  Upon signing in, you will receive a visitor’s identification badge to be visibly worn at all times while you 
are on the school grounds.  At the conclusion of your visit, please return to the office to sign out and to turn in 
your badge. Parents who accompany classes on study trips must sign the Volunteer Log prior to departure. 

WITHDRAWALS OR TRANSFERS 
NEW STUDENTS (PCS IN) —New students (i.e., families new to the community) are encouraged to register by 
using the fillable forms for new students under the DOCUMENTS tab (new students section) located at 
www.kais-es.eu.dodea.edu/offices/registration/registration.htm. Print out and bring the completed forms to the 
school. If you are unable to print, the forms are available at the school. Please make sure that you have a copy 
of the sponsor's orders (with the student listed on the orders), the child's shot record (can be obtained at the 
clinic), proof of physical address (if you are in a hotel, we need a receipt) and all school records. 
EXITING STUDENTS (PCS OUT) —If sponsors are aware that they will be leaving before the next school year, 
please notify the registrar as soon as possible so the withdrawal process can begin. In order for records to be 
ready please provide the registrar with a copy of your PCS orders as soon as you receive them. 


