Brenda Cowan Elementary
Parent/Student Handbook
2019/20

Address:

4801 Athens Boonesboro Rd.
Lexington, Ky 40509
(859) 381-2990

Student Hours:
7:45am – 2:35pm

Office Hours:
7:15am – 3:15pm

School Colors:

Maroon, Gold and White

School Mascot:
SPOT the Dalmatian

Administration:

Joshua Williams – Principal
Jessica Greene – Assistant Principal
Megan Barnes – Curriculum Coach
Rachel Jackson – Guidance Counselor
Stephanie King – MTSS Lead
Brenda Adams – Student Support Services

Welcome to Brenda Cowan Elementary!
We look forward to an exciting and productive year!
We hope that the information included in this handbook helps you to work hand-in-hand with
your child’s teacher and the school to ensure a successful school year!

Our Mission and Vision
Brenda Cowan Elementary Vision:
To expose our students to diverse opportunities through the lens of arts education
while providing the unique experience of learning in an environment that allows
students to be actively engaged in order to access every part of their brain.
Brenda Cowan Elementary Mission Statement:
Through our educational pillars, we will teach our students to embrace
what makes them different, discover their passions and take action.
Fayette County Public Schools Mission Statement:
Our mission is to create a collaborative community that ensures all students
achieve at high levels and graduate prepared to excel in a global society.

School Day (Schedule)
7:15 am – 7:30 am: Buses Arrive
7:45 am: Class Instruction Begins
10:20am – 12:25 pm: Lunch Block (25 min periods)
Recess (20 min)
Restroom Break (1 Class Break)
2:35 pm: School Dismissal
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Brenda Cowan Elementary 2019/2020 Staff List
Principal – Joshua Williams

Admin. Assistant/Bookkeeper – Ben Runyon

PGES Coach – Jessica Greene

Registrar/Attendance Clerk – Morgan Jones

Curriculum Coach – Megan Barnes

Student Support Services – Brenda Adams

Guidance Counselor – Rachel Jackson

School Psychologist – Robyn Henrich

MTSS Lead – Stephanie King

District Social Worker

ACC – Saralyn Kingsolver

School Nurse

Kindergarten

1st Grade

2nd Grade

Leigh Ann Kelley – Lead
Samantha Clark
Karin Hamm
Bonnie McKay

Emily Snowden - Lead
Melanie Hogan
Mary Beth Rice
Audrey Wilkinson

Lindsay Jones - Lead
Meredith Floyd
Cassondra Tucker

3rd Grade

4th Grade

5th Grade

Deena Peden - Lead
Amy Peacock
Samantha Pruitt
Keshia Clemons

Rebecca Collier – Co-Lead
Taylor Roden – Co-Lead
Haley Hamm

Kathryn Kiser - Lead
Misty Schmidt

Resource Team

Paraeducators

Creative Arts Team

Tionna Jones – SpEd K/1 & Lead
Monyka Wood – SpEd 2/3
Taylor Congleton – SpEd 4/5
Allison Doane – ELL
Myranda Peterson – ELL
Molly Brooks - Speech

Emily Castillo – Kindergarten
Brandon Lee Hayes – Kindergarten
Sandra Hertog – Kindergarten
Kim Wilson – Kindergarten
Shawnica Thompson – SpEd Para
Rae’Shawna Campbell – SpEd Para

Jessica Scolf – Visual Art & Lead
Grace Cottam – Library/Media
Joseph Wrightson – Music
Lydia Austin – Dance
Austin Vahle – Drama
Angela Yoo – Gifted & Talented
Kevin Bowling - Band
Laura Summers – Orchestra

Intervention Team

Custodial Team

Cafeteria

Myron Blair – SAFE Para
Crystal Carty – MTSS Para
Joni Jordan – Occupational Therapist

Thomas Thompson – Lead
Jim Cristi
Jennifer Dedmon
Taesha Lyvers

Jane Adams – Manager
Jared Hobson
Michelle Patterson
Angela Mayo
Travis Baker
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FCPS 2019-20 instructional calendar
14

First day of school

23

No classes for students

September

2

Labor Day; schools and offices closed

October

3-4

Fall break

November

5

Election Day; no classes for students

27

Schools and offices closed

28

Thanksgiving Day; schools and offices closed

29

Schools and offices closed

August 2019

Dec. 23 through Jan. 3
January 2020

Winter break
6

Classes resume

20

Martin Luther King Jr. Day; schools and offices closed

February

17

Presidents Day; schools and offices closed

March

20

No classes for students; possible weather make-up day*

March 30 -- April 3
May

Spring break
19

Election Day; no classes for students

25

Memorial Day; schools and offices closed
High school graduations are not set until the threat of bad weather
has passed and all make-up days have been announced. Calendars
will be updated after the graduation schedule is released.

June

26

Last day of school for students, pending weather make-up days

27-29

Possible weather make-up days

1-5

Possible weather make-up days

8-11

Possible weather make-up days

The Fayette County Board of Education approved this calendar on May 21, 2018. It is subject to change, pending
legislation and/or statute requirements.
* Weather make-up days are scheduled at the superintendent’s discretion, and FCPS calendars are updated after
each official announcement. Note: March 20 will only be used if schools have missed three days before March 1.
Handy bookmark: fcps.net/weather
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Academic and Instructional Programs
Brenda Cowan Elementary provides high quality instruction to its students with the goal of maintaining a highly
qualified staff with expertise in best practice instructional strategies, high expectations for all students as well as a
passion for learning and building strong relationships with students and families.
Math
Our core math program is the district provided curriculum through EnVisions and Investigations. To accompany
this program, all students will have access to Imagine Learning to strengthen math skills taught in the core
instruction and meet their different needs. Imagine Learning is intended to supplement core instruction and
provide intervention, reteaching and enrichment services.
Reading
Our core reading program is the district provided curriculum through Wonders. To accompany this program, all
students will have access to a leveled book room and Imagine Learning to strengthen reading skills taught in the
core instruction and meet their different needs. Our leveled book room and the Imagine Learning program are
intended to supplement core instruction and provide intervention, reteaching and enrichment services.
Science
We are joining in the district as we introduce the Amplify Science curriculum in our school. We also have a science
room in our building for teachers to use to bring the Science curriculum to life.
Social Studies
Students will be exposed to various social studies lessons throughout the year through the lens of global
competency as we investigate the world, recognize perspectives, communicate ideas, and take action.
Technology
Our school will be one-to-one with chrome books and will also have the unique opportunity to focus on a media
arts curriculum during their library rotation. In addition, students will have the opportunity to help to write, record
and deliver the morning news. We also have a digital art lab and a digital music lab as part of music and art
rotation to diversify what students are learning during their creative arts time.
Arts Integration
Students will be exposed to every area of the arts during their creative arts rotation. These areas include:
Dance/PE, Drama, Music, Media Arts and Visual Art. Students will explore the arts through a hands-on approach
and present their work during performance opportunities throughout the year. Core teachers will also begin to
integrate elements of the arts in the classroom through ELA, Math, Science and Social Studies throughout the year.
Intervention
Our MTSS Lead, Stephanie King, will facilitate our team as we work to meet the needs of each student based on
data from various assessments. For more information, email: stephanie.king@fayette.kyschools.us
Enrichment
Our teaching staff will design lessons that allow for differentiation and enrichment for each student. In addition to
enrichment of core curriculum, our gifted and talented teacher along with our creative arts team, will work to
enrich student learning with high expectations for all students.
Student Services
Brenda Cowan Elementary is happy to provide ELL (English Language Learners) services, enrichment services,
speech and language services, Counseling programs and special education services to meet the diverse needs of
each student we serve.
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Arrival and Dismissal Procedures
Please follow the procedures below. Our goal is to see that all students and adults are safe at all times and your
cooperation and support are appreciated.

Arrival
Brenda Cowan Elementary will begin receiving students at 7:15am.
-

Students arriving between 7:15 – 7:45am will be directed to the cafeteria for breakfast or directly to their
classroom.
Children in the cafeteria will have breakfast before reporting to their classroom.
Children reporting directly to their classroom will begin morning work and preparing for learning.
Buses: Bus riders will be received at the cafeteria entrance. Bus riders will be given a luggage tag when
they arrive at school on the first day. This tag must be attached to the student’s backpack in order to ride
the bus to and from school. The tag will have a label with the student name, address and bus stop
information. Students will not be permitted to ride the bus without the tag. Buses arrive at Brenda
Cowan Elementary between 7:15am until 7:40am.
Car Riders: In the morning, students will be received at the main entrance. Do not allow your child to exit
the car until you have reached the front sidewalk. Please use the entire front sidewalk. This will reduce
the amount of time in the drop-off line.
Walking your child into the building: Parents or guardians walking their child into the building in the
morning should park and walk their child to the front door.
Late Arrival: if your child is arriving late, your child must report to the front office to sign in.
All late students must sign in with the front office.

Dismissal
Dismissal begins at 2:35pm.
Buses: Buses will begin leaving Brenda Cowan Elementary at 2:40pm. Students riding buses home will
load their bus at the side of the school. Since many of our students will be leaving through these doors,
student who do not ride a bus home will not be dismissed from the side doors.
(See bus rules in the behavior section of the handbook.)
Car Riders: Car Rider pick-up will occur at the front doors. Students will be assigned a number and will
wait in the gym until their number is called. Parents and guardians will be given a placard with their
child’s number on it. This placard will be placed on the rear-view mirror. Two placards will be issued to
each family.
Parents are not permitted to park and pick-up their child.
Failure to follow these guidelines will result in a change of student transportation.
Changes in Pick-Up: if you need to change how your child is being picked up on a particular day, please
call the office at (859) 381-2990, to notify the attendance clerk or send a written note with your child.
Changes to transportation cannot be made after 2:00pm
Requests for a change in bus stops will not be honored over the telephone
Early Dismissal: Early dismissal is strongly discouraged. However, we are aware that your child may have
a doctor’s appointment or an emergency may arise.
The cut-off time for early dismissal is 2:00pm. Students will not be dismissed between 2:00pm –
2:35pm unless there is an emergency situation.
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Dismissal Cont.
With our dismissal procedures, which emphasize safety for all students, we cannot jeopardize student
safety by allowing last minute changes at dismissal.
Also, keep in mind, changing the dismissal procedure for your child is confusing (ex. – car rider one day,
bus rider the next). Be consistent. For elementary children, a daily routine is important.
If an emergency does occur, please send a note to the teacher if a change is needed. Changes cannot
occur by phone call. If it is necessary for a student to leave early, students must be signed out in the
office by an authorized adult who has been designated on the student’s Enrollment Information Form.
A form of personal identification (ID) is required for verification.
Any change in dismissal must be made with the parent’s request in writing and approved by the signature
of a school administrator before 11:00am on the day of the change.
Late Dismissal: students who are car riders must be picked up promptly. We are only able to provide
supervision of car rider students for a limited amount of time (insert time). Students who are not picked
up by 3:00pm will be taken to the office and the parent/guardian will be required to come into the office
and sign out the student. The office closes at 3:15pm.
If late pick up is a consistent issue (three consecutive late pick-ups), administration will be in contact to
arrange an alternate transportation plan.

Attendance
Regular attendance is vital for successful school performance. When a student is absent, please call the school
office at (859) 381-2990. An answering machine is available after school hours and may be utilized to leave a
message regarding your child’s absence. When the student returns to school, send a written notice with the
student. A note from home generally allows the absence to be recorded as excused. Please notify the school
office of any contagious diseases so that proper precautionary measures can be taken. Children should be kept at
home until they are free from fever, diarrhea or vomiting for 24 hours. State regulations require the school to
monitor absences, tardies and early dismissal (KRS 159.150).
Perfect Attendance: Students who have perfect attendance each nine weeks will be recognized and
rewarded. A special activity is planned at the end of the school year for all students who have had perfect
attendance all year. Perfect Attendance is defined as being at school every day on time and here until
2:35pm. Tardies and leaving early are counted against a student and will result in that student not having
perfect attendance for the school year.
Absences: Three unexcused absences or excessive tardies/early dismissals (early dismissals are
considered tardies and will be recorded as such) result in notification to the Pupil Personnel Department
for action. Visits to the doctor/dentists, illnesses, or a death in the family constitute excused absences.
Repeated tardies and early dismissals will accumulate into absences. If you have further questions, please
call the school office for assistance. FCPS will closely monitor all absences and tardies.
Tardies: Students who are tardy must have parent/guardian sign them in at the office and child will
receive a tardy slip before they are admitted to class. Remember the official school day begins at 7:45am.
Please remind your child that it is his or her responsibility to be in class and ready to learn at that time.
KRS 159.150 states: “Any child who has been absent from school without a valid excuse for three
(3) or more days, or tardy without a valid excuse on three (3) or more days is truant. Any child
who has been reported as truant three (3) or more times is a habitual truant.”
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Birthdays
We always want to recognize students on their birthday, however, cupcakes or cookies sent in for birthdays are
strongly discouraged. If treats are brought in, make sure they are store purchased (treats made by the
store/company, not from a mix at home) and individually wrapped. Children should be able to distribute the treats
without adult help. Treats need to be brought to school by your child upon arrival at school, or delivered to the
office. Birthday treats must not interrupt the instructional day and will be distributed at lunch. This is not to be
considered a birthday party for your child. Visitors, camcorders, party favors, etc. are not allowed. If treats are
going to be sent in, please make arrangements with the classroom teacher prior to the event.

Breakfast/Lunch
A nutritious breakfast and lunch are served daily. Each student is responsible for exercising good manners and
ensuring that his or her conversation remains respectful while in the cafeteria. (See PBIS Handbook for more info.)
Opened food containers are not permitted outside the cafeteria. Students bringing their lunch from home may get
milk from the cafeteria. Students are not permitted to bring soft drinks to school with their lunches or to bring
food purchased at a restaurant (including fast food restaurants). Parents are welcome to have lunch with their
children, but may not bring food purchased at a restaurant (including fast food restaurants) into the lunchroom.
Please remember that the time after lunch is not for conferencing or visiting with teachers.
Breakfast Price: Students - $1.35 & Adults - $2.50

Lunch Price: Students - $2.50 & Adults - $4.50

Bullying Information
Bully behavior will not be tolerated at Brenda Cowan Elementary. Bullying is repeated and targeted aggression by
a student or group of students. Various learning opportunities will be provided throughout the school year for
age-appropriate lessons on bully prevention and bully reporting. Parents are encouraged to talk to their children
about bully behavior and should report all bullying incidents to the school immediately. The school guidance
counselor can provide plans and interventions for students with behavior concerns.
Students will also receive information about KRS 158.1559: Assault and Threats of Violence
Report bullying incidents through our Stop Tip line on the school website: www.fcps.net/cowan

Bus Transportation Information/Expectations
Bus Information
Bus routes and bus stop information, including pick-up times, can be obtained by visiting the FCPS homepage at
www.fcps.net. Click on “Parents” and follow the tab to Bus information. If you do not have internet service, you
can contact our Transportation Captain, Ben Runyon: Benjamin.runyon@fayette.kyschools.us.
Transportation is a privilege and is given to students who help provide a safe environment while riding the bus.
- Be seated immediately upon entry on the bus and remain seated until it is time to exit the bus.
- Arms/legs and heads may not hang outside of the bus windows.
- Throwing objects from the bus window is prohibited.
- Fighting, using profanity, or obscene gestures while on the bus is prohibited.
- Pets/animals are not permitted on the bus at any time.
- Food and drinks are not permitted unless it is lunch brought from home to be eaten in the cafeteria.
- Respect and obey the driver and bus monitor’s authority on the bus.
- Refrain from talking with the driver except in the case of an emergency.
- NO tampering with the emergency door or other equipment on the bus.
- Exit the bus at the regular or designated stop at all times.
- Cross only in front of the bus when required.
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School Bus Referrals
All students have the privilege of using transportation services to and from school, and for field trips. This privilege
can be suspended, indefinitely, if students are not able to follow school bus expectations. A Bus Referral is a
formal written reprimand for student misbehavior on a school bus. We want all students and staff members to be
safe on the bus. The following procedures will be used for students receiving Bus Referrals:
1st Bus Referral – Conference with school administrator.
2nd Bus Referral – Administrator intervention applied.
3rd Bus Referral – Student will be suspended off the bus for 1-3 days.
4th Bus Referral – Student will be suspended off the bus for 4-10 days.
5th Bus referral – Student will be suspended off the bus for no less than 10 days. Parents must
attend meeting with school admin before student can ride the bus again.
The students’ parents/guardians will be contacted with each referral
*If a student’s class is going on a field trip and the student is serving a bus suspension, the student will not be
allowed to attend the field trip.
**A bus suspension may be applied at any time depending on the severity of the referral.

Child Abuse and Neglect
Under Kentucky law, any person is obligated to report child abuse, child sexual abuse, and child neglect or
dependency. This means that any school staff member and district employee who becomes aware of abuse or
neglect from any source – whether from student, parent, staff member or anyone else – regardless if the
information is oral of in written form, is obligated to report the suspected abuse or neglect.
Child Protective Services (CPS) Hotline: 595-4550
Crimes Against Children Unit (CACU): 574-2465

Classroom Celebrations
All classes will various classroom celebrations throughout the year organized with the help for teachers, the PTA
organization and other parents/guardians. These celebrations are for Brenda Cowan students only.
Invitations to celebrations outside of school are not to be distributed at school under any circumstances. Staff
cannot furnish you with personal student information.
Flowers, balloons, etc. may NOT be delivered to students in their classroom. Clowns, characters, etc. are not
allowed to make deliveries to the classrooms in order to avoid interrupting the instructional process. We will keep
the deliveries in the office until the end of the day when the parent picks up the student. Glass containers and
balloons are not permitted on the buses.

Communication
At Brenda Cowan Elementary, we make every attempt possible to communicate with our students, families and
community. Classroom teacher do this through class newsletters, Remind, Email, Class DoJo, Google Classroom,
Infinite Campus parent portal, One Calls, phone calls and face to face conferences. We communicate schoolwide
using Infinite Campus email, One Call, our BCE Facebook page, Twitter and Instagram, our PTA Facebook page, the
local newspaper and our school/district website. We hope you “like” our Facebook page and follow us on our
other social media outlets.
Please participate in our One Call system as well by contacting our school attendance clerk, Morgan Jones:
morgan.jones@fayette.kyschools.us
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Community Involvement & Parent/Guardian Volunteers
Throughout the year, our school is involved in various drives and programs to meet the needs of the community.
Any adult volunteering or providing a service for our schools (even for one day) will need a background check. This
includes any adult that will come in contact with students at any time (i.e. mentors, photographers, speakers,
afterschool club coaches, family night vendors, etc.). There is now a volunteer approval form on the FCPS website.
We will check the list before signing any volunteers into the building.
Volunteer approval – https://apps.fcps.net/volunteer/

Delays & Closings
Severe Weather or poor road conditions can result in a cancellation of school, a one or two-hour delay to the start
of school or an early dismissal

School Cancelation
Activities: Afternoon and evening student activities are cancelled for all elementary and middle schools.
Adult activities (like SBDM meetings and PTA meetings) may continue at principal’s discretion.

One Hour Delay

-

School starts one hour later than usual. Buses run regular routes, just one hour later than usual.
Dismissal is at the regular time. All student-related activities continue as planned.
Breakfast will be available prior to the start of school.

Two Hour Delay

-

School starts two hours later than usual. Buses run regular routes, just two hours later than usual.
Dismissal is at the regular time. All student-related activities continue as planned.
Breakfast will be available prior to the start of school.

Early Dismissal
All afterschool and evening actives will be cancelled.

Weekend Activities
All district activities scheduled on the weekend are subject to cancellation under the following conditions:
-

When there is clear and present danger for automobile travel on local streets and roads. This condition
may be assumed whenever local governmental agencies or the local police have issues warning s against
unnecessary travel.
When there is high probability of storm or other conditions that would most likely restrict safe travel on
roads and streets during the next several hours.
District activities scheduled on the weekend are subject to being placed on hold under the following
conditions:

-

When the present weather conditions are not conducive to safe travel but the local forecast indicates the
condition will likely end within the next three hours.
When it is expected that streets and roads may become unsafe for travel during the period of 6am - 9am.
All decisions will be made by a member of the Transportation Division prior to 6am on Saturday morning
and conveyed immediately to the Senior Director of Operations (Myron Thompson) and Law Enforcement
(Paulette Givens). There is no provision for morning versus afternoon or evening activities. Once the
decision is made and communicated to law Enforcement, all activities are either cancelled or placed on
hold as the case may be.
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Dress Code
The dress code is in place in order to limit distraction to the educational process.
-

Students are expected to wear clothing with appropriate pictures, graphics, and language.
(Should not be negative, sarcastic, or offensive in nature).
Students are expected to wear shirts with sleeves on their shoulder
(no tank tops, no spaghetti straps without an over-shirt, or jerseys without a sleeved shirt underneath).
Students are expected to wear shorts, skorts, dresses, and jumpers that are midthigh in length or longer
(Jeans, Khakis, Capris, and other pants are also acceptable).
Students are expected to wear shoes that are secured in the back by a strap or backing enabling them to
safely participate in school activities. (No flip-flops).
Students are expected to remove caps, hats and hoods in the building.
Students are expected to wear jewelry that is safe for students and not a distraction to the education
process.
Students are expected to only wear pajamas on school spirit days when permitted.

A clothing closet will be provided through the FRC so that students with inappropriate clothing can change
however, parents will be notified in order to avoid the situation in the future.
Any other issues concerning dress expectations or personal expression that are found to be disruptive to the
educational process will be handled and resolved at the discretion of the building principal.

Emergency Procedures
Faculty and staff members are trained to follow specific procedures in the event of an emergency. Fire, disaster,
earthquake, and intruder drills are practiced throughout the school year so that students are well prepared in the
event of an emergency. In addition, bus evacuation drills are practiced in the event of a bus accident or fire.
If you have any questions about these procedures, please contact the school.

Fire Drills
Staff Shall:
1.

Post in each room and discuss with each class the rules for fire evacuation including student
responsibilities. These will include directions on the exits, alternative exits and the outdoor
evacuation area(s).
2. Instruct students to form a single or double line with one pace between students when preparing for
evacuation, to walk and not run and to remain quiet and orderly while exiting the building, waiting in
the assembly area and returning to the building after the all-clear signal has been given.
3. After the evacuation alarm has been sounded, make sure the student nearest the exit opens the door
and leads the first column of students out of the building using the previously noted route or
alternate route.
4. Students shall remain with their teacher until released by the principal or designee.
5. Close all classroom windows and doors before leaving.
6. Turn off all lights and gas jets in the room.
7. Maintain order during the evacuation and arrange assistance for students with disabilities.
8. Take roll book and check roll when the class is in its evacuation area. No person is to remain in the
building during a fire drill.
9. Report to the principal any student who is missing
10. Check other areas as designated by the principal.
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Emergency Procedures Cont.
Severe Weather Drills
Severe weather – tornadoes, destructive winds, severe thunderstorms, severe snow or freezing rain are
considered to be severe weather.
Drop procedure – an activity during which students and staff take cover under a table or desk, dropping to
their knees, with their head protected by arms and their back to the windows.
Safe area – a designated space including an enclosed area with no windows, a basement or the lowest
floor using the interior hallway or rooms, or taking shelter under sturdy furniture.
Staff shall:
1.
2.

Utilize designated safe areas during a severe weather drill or warning.
Instruct students in the procedures to be used during a severe weather drill, watch or warning:
a. It is mandatory to evacuate students from classrooms to assigned areas in the hall. Do not
assemble students in auditoriums, gyms or near glass during the weather alert.
b. Students shall be kept as far away from exit doors, exterior walls and glass as space permits.
c. Direct students to follow the drop procedure.
d. Line up against a wall in a designated area, taking cover under a desk or table if possible.
e. Rest on knees, lean forward, cover face by crossing arms above face or sit on floor, cross
legs, cover face with folded arms with back to any windows.
f. If space does not permit use of the suggested positions, stand and cover face with crossed
arms. Wraps or coats, when readily available, should be used as a covering.
g. Kneeling and sitting positions should be maintained for only a short period of time. If the
alert must be kept for a longer time, students should be permitted to stand for a brief period
and then resume kneeling or sitting positions.

Staff Shall:
3.
4.
5.

Maintain order during the drill, watch or warning and arrange assistance for students with disabilities.
If the building is not in immediate danger, instruct students to report directly to their assigned
classrooms for roll call. Results of roll call shall be forwarded to the principal immediately after the
count has been taken.
Remain in the assigned safe area with students until the all-clear signal is given.

Release of Students
Students shall not be permitted to leave the building during a severe weather alert, with the following
exceptions:
1.
2.
3.
4.

Students may be released to their parents.
Students may be allowed to leave the building in order to avoid hazards more serious than prevailing
weather conditions, i.e. fire.
Students may be released by authorization of the superintendent as broadcast over the School
Television Channel and local radio stations when normal communication routes fail.
Student are not to be released simply because the buses have arrived.

Requesting Assistance
Principals may request assistance form any government or community agency if they feel it is necessary
for the protection of building occupants or for the care of injured persons. Requests of this type shall be
reported to the Superintendent’s office as soon as possible.
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Severe Weather Drills Cont.
What to do if caught outside or in open areas
The following protective measures shall be taken by students and staff when they are caught in open
areas, such as school grounds, during a tornado or severe winds or when they have been evacuated from
the building during a severe weather alert:
1.
2.
3.
4.

Lie face down with arms folded over the head.
Where possible, crawl into a ravine or behind an embankment.
Stay clear of trees, electric wires or other objects that may attract lightning or disintegrate as a result
of weather conditions.
Move into the building as soon as weather conditions permit.

Earthquake Drills
Staff shall post in each room and discuss with each class the rules for earthquake preparedness, including
student responsibilities; maintain order during the drill or quake and arrange for the assistance or
students with disabilities; and report to the Principal any student who is missing. Staff are to direct
students in a firm and calm manner, encouraging them to remain calm and reassuring them that
measures are being taken to provide for their safety.
If indoors:
1. Drop and take cover under desks, tables or other heavy furniture, in interior doorways or narrow
halls or against weight-bearing inside walls.
2. Stay away from windows, light fixtures and suspended objects.
3. Under no circumstances should persons rush through or outside the building, exposing themselves to
falling debris, live wires etc.
4. After the tremors have ceased, evacuate the building and move all personnel to safe areas.
If Outdoors:
1. As appropriate, move at least 50 feet away from building.
2. Avoid utility poles and overhead wires, moving at least 100 feet away from them.
3. Move at least 100 feet away from large trees.
4. Do not enter any building that has sustained damage until competent personnel have examined the
building and declared it safe.
5. Before students and staff are permitted to re-enter a building, the building must be checked for
structural soundness, including, but not limited to, the integrity of electrical wiring, heating and fuel
systems and water distribution system.
Bomb Threat Procedures
Staff Shall:
1. Post in each room and discuss with each class the rules for evacuation, including student
responsibilities. These will include directions on the designated exits, alternative exits, assigned
evacuation area(s) and designated safety precautions such as a ban on cell phone or radio use during
a bomb threat drill or evacuation.
2. If a written bomb threat is received, preserve it for investigation by the police for possible
fingerprints by handling it as little as possible while placing it in a protective envelope. Notify the
Principal or designee who shall notify Law Enforcement.
3. Take the following steps if a bomb threat is received by telephone:
a. Notify the Principal or designee and Law Enforcement
b. Complete the bomb Threat Checklist as soon as practical (see 05.43 AP .2 in district policies).
c. Remain available outside the building near the main entrance to assist the inspector from
Lexington-Fayette Urban County Government and a Law enforcement officer in filing the
official report.
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Emergency Procedures Cont. (Bomb Threat Procedures)
4.

5.
6.
7.

Teachers shall conduct a cursory inspection of the area (room, closets etc) for suspicious objects.
However, when a suspected bomb is found, personnel shall not touch or attempt to relocate the
device. Instead, they shall immediately report the location of the device to the Principal or public
safety officer, giving a full and accurate description.
Custodians shall inspect the restrooms, teachers’ lounges, boiler rooms and other common areas,
including stairwells and hallways.
Take class roster and check roll when the class is in its evacuation area and report to the Principal any
student who is missing. Other than adults authorized to check the premises, no person shall remain
in the building during a bomb threat or bomb threat drill.
Maintain order during the evacuation and arrange for the assistance or students with disabilities.
Leave doors and windows open.

Lockdown Guidelines
These FCPS guidelines are to be followed when you hear the “lockdown” announcement:
1. Get to the nearest room (classroom, office, closet), no matter if it is your room or not.
2. Clear the halls by your room. When clearing halls, gather all visitors and other staff members into
your room and lock the door. Hallways should be cleared ASAP.
3. Shut and lock (if possible) the door immediately after everyone has entered the room.
4. Leave the lights on.
5. Do not leave the room for any reason once the door has been shut.
6. Get out of view of intruders by moving away from the door, interior windows etc. Gather near solid walls.
7. Everyone should get into a sitting position on the floor. Keep the room quiet.
8. Do not come to the door for any reason. Do not open the door for anyone claiming to be a law
enforcement officer.
9. Officers will have a key to your room. Law enforcement officers are the only ones you should take
directions from. Only law enforcement officers are authorized to give you clearance that the
lockdown (drill or actual) is over. In the case of a drill, the officers will clear your room and tell you
that you can resume activities, but to stay in your room until the announcement is made that the drill
is over.
If you have any questions about lockdown procedures, please call 381-4200 to speak to a law enforcement officer.

Heightened Alert Guidelines
In the case of an unsafe situation going on in the vicinity of a school or any situation that will affect the
everyday operation of a school or that will pose a threat or potential danger to a school, that school will
be placed on Heightened Alert. Law Enforcement or school administration may place a school on
Heightened Alert.
If the administration places a school on heightened Alert, please notify Law Enforcement immediately at 381-4200.

-

Students outside will be escorted inside immediately and no students will be allowed outside for any
reason.
All exterior doors shall be checked and monitored to make sure they are locked and secured. No doors
should be propped open for any reason.
All staff in the building shall be extra vigilant in increased supervision.
Students are to remain in classrooms unless there is class change or restroom break. Limit the minutes of
such breaks and utilize hall passes.
All visitors must show picture ID and state their purpose before entering the building.
Teachers may continue instruction and students are allowed to eat breakfast and lunch in the cafeteria.
Law enforcement officers will assist in arrival and dismissal of students and provide an increased presence
at the school. Lexington Metro Police will assist as needed.
One the situation has cleared and the area is deemed safe, the school will be notified by Law Enforcement
to resume normal activities inside and outside the building.
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Family Involvement Opportunities
We regard parents and guardians as our partners and we welcome our BCE Families into our building for
various volunteer and participation opportunities.

Classroom Visitation
Please arrange all classroom visits through the front office. The teacher will schedule the most
advantageous time for you and your child. We want to minimize any disruptions to the educational
process.

Conferences
Ongoing communication regarding student progress is extremely important to student success.
Parents/Guardians are encouraged to call the school office at 859-381-2990 or send a note to schedule
conferences with their child’s teacher. Teachers are not free for conferences at times when they are
responsible for student instruction. We will not interrupt teachers during class, but we will take a
message to have the teacher return your call after school or during their planning time to schedule a
conference. In addition, two days during the school year have been designated by the FCPS District just
for parent-teacher conferences. Please check our school calendar, and plan to attend the parent-teacher
conferences.

Parent/Guardian Volunteers
Parents/Guardians are encouraged to serve on committees, to help in classrooms, and to assist with
programs and extracurricular activities. Parents/Guardians may also observe their child’s class after
making arrangements through the office. State law now requires a background check on every person
who volunteers within our school. Please complete the required Volunteer Approval form on the FCPS
District site available to those parents/guardians who are interested in chaperoning field trips, helping in
the classrooms and assisting with school programs.
- Volunteer approval – https://apps.fcps.net/volunteer/
Once on the approved list, parents/guardians are able to serve at our school. For the safety and
protection of all students and staff during the school day, all visitors must enter the school through the
main entrance and go directly to the office to sign in and receive a visitor’s badge. We will check the
approved list before signing volunteers and visitors into the building. Please contact the office or your
child’s teacher for information regarding volunteering.

Parent Teacher Association (PTA)
We are fortunate to have a very active PTA at Brenda Cowan Elementary. The cooperative effort between
the staff and the PTA provides many programs and activities that directly benefit students. All parents are
highly encouraged to actively participate in the PTA.
Please support the Brenda Cowan Elementary PTA by joining each year. The cost is $5.
Reach out to our PTA president, Susan Voglesong for more information: bceptap@gmail.com

School-Based Decision making (SBDM) Council
The role of the Site-Based Council is to make decisions for the growth and achievement of the school and
its students and staff using combined perspectives of parents, teachers and leadership. The council
makes collaborative decisions about policies, budgets, curricular programs, committees, school safety,
school improvement plans, etc. Healthy site-based councils with members who are active participants
can have a great positive impact on the growth and achievement of a school. The membership of the
SBDM Council consists of parent and teacher representatives and the Principal. The regular meeting
schedule of the SBDM Council will be included in the school newsletter after the meeting dates have been
determined at the Council’s first meeting.
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Family Resource Center (FRC)
Office Hours: Monday – Friday (7:15am - 3:15pm)
The Family Resource Center is designed to help remove barriers to children’s learning so they can experience
success in school. At the Family Resource Center, we are here to help all students and their families by providing
enrichment activities and direct services or referrals to other community agencies, groups or individuals. The FRC
helps with the emotional, physical, social, and educational needs of all members of a family, thereby making the
center truly a family place.
You may stop by the FRC during office hours or schedule a visit by calling 381-2990.

Field Trip Guidelines for Volunteers
Parent volunteers are welcome to accompany students on field trips, (subject to approval by the school principal).
They must have their photo ID at all times and must complete the FCPS Volunteer Background check. This is
done through the FCPS website. Chaperones will not receive the volunteer training unless it is an extended field
trip (out of state, outside of regular school hours or overnight).
Volunteer approval – https://apps.fcps.net/volunteer/

General Field Trip Guidelines
-

Please be advised that you are not allowed to have younger siblings on field trips while you are
volunteering due to liability concerns. Volunteers must be 18 years of age or older.

-

It is important to sign in and out at the office in the Volunteer Book, this way we know:
o How many hours volunteers have worked
o How to account for everyone on campus in case of an emergency drill or lock down procedure.

-

Brenda Cowan Elementary School is a tobacco and drug free campus. By law, these items should not be
on school grounds or with you on field trips. Since field trips are a school function, there is no smoking on
field trips.

-

Please do not use improper language while with the children.

-

Please turn your cell phone off or put it on vibrate while on a field trip. The phone distracts the students
and if you are talking on the phone, you may lose track of the students you are assigned to watch.

-

You may need to ride the bus to and from the field trip site. Please note that you must remain at the field
trip site and with the group.

-

Student/Chaperone ration must be met. Teachers try to ensure they have enough chaperones so they
can move from group to group. They will let you know where they will be stationed so that you can
quickly locate them.

-

Field trips are for educational purposes. For the following reasons, it is not wise to take the students into
snack shops, gift shops or on rides unless these sites have been pre-approved.
o You may not be aware of any food allergies some of the students might have.
o You do not want issues with theft or damages.
o You may not know what each parent allows in relation to purchasing things.
o Students should not have money. Any money needed is collected prior to the trip.

-

When taking students to the rest room, stay together.
o Monitor boys and girls as they go in and out of the restroom.
o If restrooms are too far apart, take one group and have the other group wait. Then take the
other group.
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General Field Trip Guidelines Cont.
-

Make sure that you look at names on food bags to make sure each student is receiving their correct lunch.
Students are not to share food.

-

Ask the teacher before you take pictures/video of the group.
o We may have some students who are not allowed to have their picture/video taken.
o If you have one student in the group who does not have a media release, think of a creative way
to get around it without causing the student to feel bad. Example: Take a picture, show them,
and then delete it, or crop them out.

-

If something should happen on a field trip, locate the teacher or call the school: 859-381-2990.

-

Upon completion of a field trip you return early and wish to take your child home before dismissal, please
follow the appropriate rules for singing them out.
o Go to the office
o Show ID
o Sign them out and the office staff will call them to the office for dismissal
If students are not properly signed out, it becomes a school liability issue.

-

Grading Information
Report cards are the official record of student grades and promotions. Grades are reflective of your child’s
proficiency with grade-level standards. Please keep a copy of all report cards for your records. You may also
access your child’s report card through the Parent Portal of Infinite Campus. Call the office at Brenda Cowan
Elementary if you need additional information: 859-381-2990.
We will utilize academic standards to identify what a student knows, or is able to do. This will ensure that
a student who may have struggled at the beginning of a course may still be able to demonstrate mastery
of key content/concepts by the end of a grading period.

2019/20 Grading Period
20192020
Quarter 1
Quarter 2
Quarter 3
Quarter 4

Ending Dates

Post Grades

Oct. 16, 2019
Dec. 20, 2019
Mar. 11, 202
May 26, 2020

Oct 23, 2019
Jan 10, 2020
Mar. 18, 2020
May 27, 2020

Grade
Corrections
Oct. 24, 2019
Jan. 13, 2020
Mar. 19, 2020
May 28, 2020

Print Report Cards
Oct. 25, 2019
Jan. 14, 2020
Mar. 20, 2020
May 29, 2020

Report Cards
Sent Home
Oct. 28, 2019
Jan. 15, 2020
Mar. 23, 2020
June 1, 2020

Homework
Homework is part of the total educational process and serves to review, reinforce and extend learning. The
primary purpose of giving homework is to involve families with their child’s learning. Homework is also given to
enrich or to extend the classroom presentation; to assist in the establishment of independent work habits and
assumption of personal responsibility by the student; and to help keep parents abreast of the curriculum.
Students may be given required homework Monday – Thursday. Brenda Cowan Elementary plans to develop an
SBDM policy for the maximum length of time homework assignments should take at each grade level. The
teachers will be made aware of this policy and will assign homework accordingly.
Due to safety considerations of our school staff, no one will be permitted to re-enter the building after dismissal
to pick up homework.
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Homework Cont.
Make-up Work: If your child is absent more than one day, you may phone the school office for make-up
work. Please notify teachers at least three hours in advance when you are going to pick up homework
assignments that were missed due to an excused absence.
It is the responsibility of all students to prepare all materials needed to complete homework assignments.
Make-up work may be picked up at the end of the second consecutive day of excused absence or when
the student returns to school. Students are allowed one day for each day of excused absence plus one
day to turn in the make-up work.

Infinite Campus
Infinite Campus is a very powerful and valuable tool for school districts and is also a way to allow parents to stay
informed about their child’s schedule, attendance and grades to name a few. Your child’s teacher will send home
information about how you can create an account in infinite Campus and be able to stay informed about your
child’s education.

Lost and Found

Lost and found items are placed in the corner of the cafeteria or in the Family Resource Center (FRC) for parents
and children to claim. Please label all clothing and belongings.

Medication/Medical Needs
Any student requiring medication during the school day must have on file in the office a signed Authorization to
Administer Medication Form. Permission may not be given over the telephone to administer medication.
Medication must be brought to school in its original container. Any medication not in its original container will not
be given to the student. All medication is maintained in a secure location, and only designated office staff are
allowed to administer medication. Please inform the office of any of your child’s medical needs or allergies that
require special attention. Please also indicate this information on the student’s Enrollment Form.
Should your child become ill or have an accident during school hours, facilities are available for first aid and
temporary care until parents can be contacted. Be sure the office always has an updated enrollment form on file
with current home address, current home telephone numbers, current emergency telephone numbers and current
work numbers for parents. These are extremely important if your child becomes ill during the school day.

Non-Custodial Parents

All non-custodial parents have the right to review their child’s records, to request conferences with their child’s
teacher, and to pick up or visit their child while in school. The only exception to this is when a signed court order
states differently. Official custody papers must be on file in the office when these parental rights have been
revoked by the court system, otherwise all non-custodial parents will have these parental rights.

Personal Property
Students should bring only personal property to school which promotes learning. Students should not bring
personal property that is hazardous, dangerous, or disruptive. The school staff will retain any items of this nature
until arrangements can be made for the return to the parent. No stuffed animals, toys, or games are to be brought
on the bus or to school without the teacher’s permission. No weapons of any kind should ever be brought on
school property or on the school bus. Doing so will result in disciplinary action. The use of toys, electronic devices,
cell phones, MP3 players (CD players, hand held computer games, radios, etc.) is not permitted and will be
confiscated if they are found by staff. If personal property is stolen or lost, every effort will be made to retrieve
the property but this is not the responsibility of the school.
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School-Wide Behavior Program
Brenda Cowan Elementary is a PBIS (Positive Behavioral interventions and Supports) school. This means we have a
school-wide program to address the social, emotional and behavioral growth and needs of our students. We have
outlined school-wide expectations in the classrooms, bathrooms, playground, gym, cafeteria, hallways, assemblies,
etc. and each teacher provides direct instruction throughout the year on those expectations. We also have
common guidelines for success that have been adopted school-wide and are emphasized with each student every
day. Success Guidelines - SPOTS: Show Respect, Participate Safely, On Task, Take Responsibility, Service to Others
Please review the PBIS Handbook that is available with this handbook for more information.
Class Dojo
We use Class Dojo monitor individual student success of our school-wide behavior and character
education program. This teacher, student and parent friendly online program helps us to hold students
accountable for the schoolwide and classroom expectations. Your child’s teacher will be sending home an
informational letter about their planned use of Class Dojo.
Behavior Reward Clubs
To reward student for meeting schoolwide and classroom expectations as they earn their SPOTS, we offer
Reward Clubs once per month which are hosted by all of our staff members with an emphasis on tapping
into students’ interests, rewarding them for meeting expectations and to build positive relationships with
them and motivate them to continue in their success.
Culture of Learning
Brenda Cowan Elementary’s Culture of Learning initiative also supports our school-wide character
education and behavior program by instructing students on the 7 Habits and Growth Mindset approach to
life and education. These two programs allow us to teach our students a wide and extended variety of
character education vocabulary (honesty, respect, perseverance, integrity, etc.) to help them perform the
best and be the best they can each day.

Student Programs
We are exciting to partner with the YMCA to provide on-site afterschool, snow day and summer services throughout
the year. Jessica Berry is the YMCA contact for BCE. To register your child, please visit:
https://ymcacky.org/programs/child-care/after-school
Each teacher at BCE will sponsor a club or activity to meet the diverse interests of our students. If you are
interested in a club or activity that we do not yet offer, please email an administrator.

Telephone
During instruction, phone calls are only put through to a classroom in the event of an emergency. This is designed
to protect instructional time.
- All calls asking to leave a message will be placed in the teacher’s voicemail box.

Student Phone Use
-

Students may bring a cell phone to school, however it must be silenced and kept in their backpack/cubby.
Any staff member may confiscate a student cell phone being used improperly, i.e. without specific teacher
permission, and will turn it in to the office, where the parent/guardian may pick it up.
Students may use the telephones in the classrooms when authorized to do so by a staff member.
Students may not be sent to the office to make phone calls.
Students are not allowed to call home for such things as forgotten homework, books, etc.
Students will only call home when the teacher warrants there is a need in a specific situation.
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Student Last Name: ____________________

Grade: ________

Parent Receipt and Agreement Form

I, ______________________________________ have read the parent/student handbook and
have found valuable information to support my child in begin successful each and every day at
Brenda Cowan Elementary School and to help me partner with the school to help my child be
the best they can be.
I understand all the information provided and understand and support the school
administration in the expectations set forth for all students and families to abide by the given
policies and procedures in order to promote success, growth and achievement for all at Brenda
Cowan Elementary School.
Parent Signature: ___________________________________
Student Name: ___________________________________
Teacher Name: ___________________________________

Date: ___________

Please sign and return this completed receipt and agreement form
to your child’s teacher by the second week of school.
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