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The San Francisco School
Mission Statement
The San Francisco School cultivates and celebrates

the intellectual, imaginative, and humanitarian
promise of each child in a community that practices
mutual respect, embraces diversity, and inspires a
passion for learning.

Statement on
Humanitarian Promise
The San Francisco School celebrates and cultivates

the humanitarian promise of each student by
developing student awareness, skill, and courage to
act in the interest of multiculturalism, equity and
justice, environmental sustainability, and peaceful
coexistence.
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|. THE WEB SITE

The San Francisco School web site at www.sfschool.org contains everything you need to know
about the school. It provides comprehensive, up-to-date information on everything from casual
inquiries about admissions or working at The San Francisco School to samples of student
projects and homework assignments.

[l. COMMUNICATIONS

School Publications
Thet 0 0j Aa? U | Gth¢ schddBBnjedkl§ newsletter, is sent via email on Tuesdays and is
also available on the school web site.

10a3j 67?2Uj E . E ¢thejsdBooles thagpziB&s ip mdled to the extended San Francisco
School community three times a year. Past Gazettes are also available on The San Francisco
School web site.

The school's Facebook page is updated often with news, photos, and happenings around campus.
“Like” The San Francisco School at www.facebook.com/thesanfranciscoschool.
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1, Ej Uj aA .ag&GOE&EGEE 6fSchool Steve Morris, addresses school issues and larger
educational topics. Access it at stevemorris.typepad.com.

Email at The SanFrancisco School

To make our school-hosted email communication more effective, here are guidelines for
families when communicating with each other and the staff:

Appropriate topics include:

§ Volunteer needs for school functions

§ Class events coordination

§ Drivers for field trips

§ Direct communication with teachers/staff about your child
8§ Logistics

Inappropriate for the school email system:

§ Emails to teachers that require an immediate response

§ Broadcast email to “All Classes”

§ Anything that is better suited for the “Tuesday Note Home”

§ Complaints or criticism about school policies, staff members, student issues, or school-
sponsored events. These issues are better addressed by communicating directly with an
appropriate staff person.

§ Lengthy emails that may be better suited for face-to-face or phone communication.

§ Sensitive topics
§ Non-school events or conversations not directly related to The San Francisco School.



How to Email a Class Group. Each class is its own “Class Group,” with its own email address.
The name of a class email address is based on the students' graduation year. Room parents
also have a designated email address. Please note the examples below:

The eighth grade class this year: 2012@sfschool.org
The eighth grade room parents: 2012rp@sfschool.org
The pre-K three-year-olds in North Class: 2022n@sfschool.og

Parent Portal

Designed by and for San Francisco School parents, the Parent Portal streamlines conference
sign-ups and extended care class sign-up, as well as allowing parents to manage the multiple
student forms that are updated annually. You can access the Parent Portal from The School's
website at www.sfschool.org/families.

Current families are required to update all family information on the portal to ensure the school
has current contact and student health information.

New families will receive detailed information on how to access the portal at the beginning of
the school vyear, including an “E-Signature Form.” Completion of this form allows
parents/guardians to manage all school forms and information online for the duration of their
child’s tenure at the school.

If you have any technical questions about using the portal, please email Steve Rubin, Director of
Technology, at srubin@sfschool.og

Before the School Year Begins

During the summer months, you should complete or update the annual forms on the Parent
Portal. The forms below are required before your child can begin school:

Updated Immunizations. For the 2011 -12 school year only, all students entering 7- and 8-
grades will need proof of an adolescent whooping cough booster shot (Tdap) before
starting school. Thereafter, in future school years, only students entering 7- grade will
need proof of an adolescent whooping cough booster shot (Tdap) before starting school.
By law, students who do not have proof of receiving a Tdap booster shot will not be able to
start school until proof is provided to the school. (The tetanus-diphtheria booster shot, Td,
will not meet the requirement.)

All children must have the following:

1. Immunization documentation, as required by the state of California, for
§ Polio. Must have three doses for ages 4-6, with at least one given on or after the 4«
birthday
§ DTP. Must have four doses for ages 4-6, with at least one on or after the 4« birthday


mailto:srubin@sfschool.org

8§ MMR. Two doses, both on or after the 1+ birthday
§ Hepatitis B. Three doses at any age
§ Varicella. One dose for ages 13 years or younger; second dose on or after the 13« birthday
2. Emergency release form
3. Field trip/media release for m
4. Parent receipt of handbook acknowledgmen t
5. Health examination for school entry

Preschool only must also have the following California Licensing forms, as required by the

California Department of Social Services, Community Care Licensing:

§ Child's Preadmission Health History (Admissions LIC 702)

§ Current Admission Agreement with signature(s) (Admissions)

§ Notification of Parents Rights (Admissions LIC 995, signed and dated)

§ Personal Rights (Admissions LIC613A signed and dated)

§ Immunization Records (Admissions — blue cards, PM 286). If child is not immunized, parent(s)
must sign the back of blue card and indicate if the immunizations are either: 1) Contrary to
parent/guardian beliefs; or 2) Medically not feasible, either permanently or temporarily, in which case
a doctor's written statement is required.

How to Contact the Staff

Staff members welcome your inquiries. For a complete listing of school staff — including voice mail,
email addresses, and emergency numbers — please see pages 22 and 23 of this handbook, or check
the web site at www.sfschool.orgffamilies/index.shtml .

Where to Go With Questions and Concerns

We ask that you take your concerns to the appropriate person(s). If you are unclear to whom a

question of concern should be directed, please call the Front Desk at 415.239.5065.

If you have questions about...

§ a child’s performance or classroom curriculum, contact the child’s Teacher.

§ a teacher’s handling of a situation, contact the Teacher first or the appropriate Assistant
Head.

§ tuition, indexed tuition, school finances, or re-enrollment, contact the Director of Finance and
Operations

§ the admissions process, contact the Director of Admissions or the Associate Admissions
Director.

§ fundraising or school events, contact the Director of Development and Communications.

§ an administrator, contact the Head of School.

§ the Head of School, contact the Board President.

§ Preschool Extended Day, contact the Head Teacher. Elementary or Middle School Extended
Day, contact the Extended Day Director.



lll. THE SCHOOL DAY

Attendance

Regular and on-time attendance at school is essential for the academic and emotional growth
of all students. Elementary and Middle School students are asked to check themselves in on the
sign-in sheet posted on the white board near the front gate.

Absences and Late Arrivals. Parents/guardians must email the Front Desk at
frontdesk@sfschool.org if a student will be absent or late to school. Please email before
8:30am. If your child will be out for several days, you can let the Front Desk know in your first
email; there is no need to email each day. If we do not receive an email from you, and your child
is not on campus, we will be calling you to let you know your child is not on campus. If you do
not have access to email, please call the Front Desk instead.

Students arriving after the start of the school day must check in at the Front Desk before going
to class.

lliness and Poor Health. Students should be healthy enough to arrive for first period and stay
the entire day (see pages 12 and 13 for more information on school health policies).

Health Appointments. Please try to schedule medical and dental appointments during
vacations or after school hours.

Family Vacations. Family vacations should begin and end during the official school vacation
periods.

Planned Absences. If your family knows in advance that your child will miss two or more days of
school, parents/guardians need to notify the lead teacher with a written note or email well in
advance. It is the obligation of the child/parent to follow up with the teacher regarding missed
work.

Extended Absences. If a student misses more than 15 full days in one school year, the school
may decide to withhold class credit, ask the student to repeat the grade, or have her/his
enrollment in the school called into question.

Tardiness. All tardiness is considered unexcused except when a student must attend a
previously excused medical or dental appointment. After receiving a significant amount of
tardies, students may lose privileges or face other academic or disciplinary action and parents
and/or guardians will be contacted to ensure the home-school partnership is in effect.

Making up Homework. Elementary and Middle School students are responsible for finding out
and completing missed homework assignments.



Schedule

School Day Carpool Period

Preschool (ages [ 8:45-9:00am  to | 2:45 - 3:00pm

3-5) 2:45pm

Elementary (1:-5+ | 8:30am to | 3:00 - 3:15pm

grade) 3:00pm

Middle (6+-8+ [ 8:15am to | 3:15-3:25pm

d 3:15
grade) E pm At 3:25 any student on
xcept campus is required to sign

Thursdays; into Extended Day
8:30am to
3:15pm (Thurs.)

Please arrive on time. It is very important for your child to participate fully in the program. Please
call the office if you will be unexpectedly late picking up your child. Children not picked up on
time will go to the Extended Day Program.

Extended Day

Morning. The morning extended day is offered to all enrolled students for a fee, starting at
7:30am and ending at 8:00am sharp. Preschool students must be signed in with a legible
signature on the sheet directly across from the Daycare Room. Elementary and Middle School
students should sign in on the designated Parent Portal computer in the Library and on the
attendance sheet on the whiteboard at the main entry gate.

After-School. The after-school day begins for Preschool at 3:00pm; for Elementary at 3:15pm,; for
Middle School at 3:25pm. The extended day program ends at 6:00pm sharp. Extra fees apply for
children picked up after 6:00pm. Preschool students should be signed out with the time and a legible
signature on the sheet directly across from the Daycare Room. Elementary and Middle School
students should be signed out on designated Parent Portal computer in the Library and on the sign
out sheet adjacent to that computer. This sheet allows for a “real time" attendance in the case of
emergency.

Please see www.sfschool.org/life/extended_day.shtm | for details.

Carpools

Transportation to and from The San Francisco School is our greatest source of carbon emissions.
The San Francisco School urges parents to form carpools. At the office, check the map of school
families near you or examine the school roster for addresses in your neighborhood. Please be sure



seat belts or legally required car seats are available for all children. Please authorize all drivers on
your school form. (This includes any drivers transporting students for school events, especially sports
team drivers.) For preschool, please provide an authorization note each day your child is being
picked up by someone other than you or the driver indicated on the school form.

Carpool Drop -off

The main entrance to The San Francisco School is the gate next to the Middle School building.
During carpool drop-off in the morning, all Elementary and Middle School students enter the
campus from this gate. Students should exit vehicles at the stop sign next to the green top and
walk to the front entrance. For their safety, please do not drop students off on the opposite side
of the street from school (facing east).

Preschool. The gate to the South Class yard is open for Preschool drop-off from 8:30 to 9:00am.
Parent volunteers and the staff will bring the sign-in clipboard to your car and accompany
Preschool children from the car into the building. All cars in the Preschool drop-off line must use
this service. Carpool drivers who do not elect to use the walk-in service may accompany their
Preschool students into the Preschool Building, provided they have parked legally . Preschool
students who arrive early must be escorted by an adult directly to the daycare teacher and signed in
on the official register . Siblings will not be permitted to sign Preschool children in or out. Please
do not linger in the Preschool classrooms or daycare room during drop-off. Prolonged leave-
taking is more difficult for the child and may disrupt other children. Parents who choose to wait
with Preschool children until class opens are asked to closely supervise their children in the play
yards or on deck benches. If the weather is inclement, a few parents may wish to read with their
children in the school library.

Elementary/Middle. Elementary and Middle School students may enter the campus by
themselves through the main gate. Students should check themselves off at the attendance
board in the courtyard (under the Activity Room awning if raining). Students arriving later (after
8:30am for Elementary students; after 8:15am for Middle School students) must sign in at the
Front Desk.

Carpool Pick-up

All carpool pick-ups take place directly in front of the South Class (from the red preschool doors
to the neighbor’s house to the west). Cars must line up on the north side of Gaven Street,
facing west. Students will be delivered to vehicles at the front of the line. All drivers should
remain in their vehicles so they can move forward toward the pick-up/delivery area as other
vehicles depart. A staff member or parent volunteer will escort Preschool and Elementary
students to their cars. The driver must sign the sign-out sheet for each preschool child. Staff
members will sign out Elementary and Middle School students.

Preschool Carpool. Pick-up operates between 2:45 and 3:00pm. Preschool students (North and
South) will assemble inside the gate. Preschool students with older Elementary siblings will wait in
the classroom or Extended Day Room until the sibling comes and escorts them to the Elementary
carpool between 3:00 and 3:15pm. Preschool students with older Middle School siblings will be



picked up by their siblings between 3:15 and 3:25pm. Please do not park in the line and enter the
school to pick up your child. This hinders the entire carpool system. No students are permitted to
walk down the line to a distant waiting car. If a child is not present and ready to be picked up,
drivers will be asked to immediately return to the end of the carpool line (or park legally and enter
the campus to find their child).

Elementary Carpool. Pick-up operates between 3:00 and 3:15pm. First and second graders will
assemble inside the gate on the benches in the South Class. Third through fifth graders will
assemble in the recessed alley between the South Class windows and the sidewalk. Students
must sign out with a staff member. Elementary students with Middle School siblings can wait in
carpool to leave with Middle School siblings between 3:15 and 3:25 pm.

Middle School Carpool. Pick-up operates between 3:15 and 3:25pm. Please do not enter the
carpool line before 3:15pm. Students will assemble on the sidewalk in front of the South Class
windows. Students must sign out with a staff member. Please ensure that your child knows how
and when she/he will be leaving school each day.

Parents, guardians, and other authorized adults (who have legally parked cars) are welcome to
enter the campus and pick up their students. Any students who are not picked up by the end of
their carpool time will be sent to the Extended Day Program. Families of students picked up after
carpool ends will be charged for daycare. All adults collecting children after carpool has ended
must park legally and enter the campus to sign them out. (Sign out for Preschool children is in the
Daycare Room. Sign out for Middle and Elementary School children is in the Library.) Parents who
are on campus to serve on committees or conference with teachers are not charged for
a?UwW?¢j ?Ea AgGOda CEaCw?Ej wGeeCEEjj G¢
computer.

Students may not congregate or hang out outside of the school gate or on Gaven Street.
Students waiting for rides from 3:25 to 6:00pm must wait inside the gate and sign out only when
their ride has arrived.

Elementary and Middle School students whose parents have completed an appropriate consent form
may depart from the campus alone to walk, bike, or ride public transit home or to after-school activities.

IV. POLICIES AND PROCEDURES
Walking to School Guidelines

On many Thursdays during the non-raining months of school, we invite families to join our
walking school buses from their neighborhoods (a program called W.L.T., or Walk In Thursdays).

A walking school bus has a family further from school walk a few blocks to the next family’s
home and drop their child with a responsible adult, who will proceed with the children toward
another family or to school. We use St. Mary's Park at Justin and Murray Streets as the funnel
point for all walkers. At 8:05 a.m., the walking school bus leaves St. Mary’s Park and continues
on to the remaining mile to school.

WGEW]| ¢



Field Trips

Children of all ages participate in field trips away from the school. The permission form signed at
enrollment is a blanket release form allowing each child to participate in field trips. Generally,
classroom teachers will inform parents of scheduled field trips and procedures for their
classroom. In order to drive on field trips, parents must complete a Field Trip Driver form and be
licensed, have an excellent driving record, be fully insured, have a car in good working order, and
have seat belts or child seats as required for each occupant. Drivers must follow California laws
about child passengers. Additionally, parents who will be driving on field trips must provide
proof of insurance to the school annually. Specific questions about field trips should be directed
to the appropriate classroom teacher.

Driving and Parking Guidelines
Safety, consideration of neighbors, and legality inform The San Francisco School's driving and

parking guidelines. The San Francisco School has a conditional use permit to operate at 300
Gaven Street. Good relations with neighbors are essential.

When dropping off or picking up a child at The San Francisco School, please be mindful of the
surroundings. Gaven Street is full of parents, guardians, neighbors, staff conducting carpool, and
small children.

§ Slow down when approaching school.

§ Drive legally. Do not make U-turns or three-point turns into driveways, as this backs up traffic,
is dangerous, and bothers neighbors.

§ Park legally. No double-parking! Don't leave a double-parked car unattended, don’t block
driveways, park perpendicular between homes, or block crosswalks.

§ Walk safely and legally. If crossing Gaven Street on foot with child/children, cross only at the
crosswalk and keep child/children close to you.

§ Turn off electronic devices. While driving near school or waiting during pick-up, do not use
cell phones or engage in other distracting activities. Devote full attention to the many
pedestrians, bikes, and autos in the area.

§ Follow staff instructions during carpool.

Please share this information with anyone who brings a child to/from school (such as
babysitters, family members, and carpool drivers). While these guidelines may add a couple
minutes to each commute, they are vital to ensure the safety of the entire community and
maintain good relations with our neighbors.

Adult Cell Phone and Texting Policy

To assure that The San Francisco School campus is safe, welcoming, and child-centered, we ask
that adult use of cell phones on and near campus be kept to a minimum.

§ Avoid auto accidents. Never talk or text on a cell phone while driving (or idling) in the vicinity
of carpool pick-up or drop-off.



§ Give children 100 percent of your attention . Avoid cell phone conversations and texting
when dropping off or picking up children. Never talk or text on a cell phone during a class,
while observing or guest teaching, sitting in the library, and so on.

§ Keep our campus cordial and welcoming. Avoid walking around campus while talking or
texting on a cell phone. Take absolutely necessary cell phone conversations outside, to a
desk, office, or to a reasonable location where a land-line phone conversation would also be
appropriate.

§ Turn off cell phone ringers when on The San Francisco School campus. If you must receive a
call, keep your phone on vibrate.

Student Cell Phone and Texting Policy

Any cell phones brought to school must be kept out of sight and “OFF.” An exception will be
made between 3:15-3:30 to arrange for after-school pick up. Cell phones will be confiscated if
seen or used before this time period and turned in to the Division Head. It is up to the student
to retrieve the phone from the Division Head and this may come with a consequence.

Common Sense Media provides education for parents and schools regarding student use of
technology, including cell phones and text messaging (www.commonsensemedia.org).

Health and Safety

As part of its diverse population, the school’s community includes students, families, staff, and
other persons with life-threatening medical conditions and or allergies (LTMCA). The school has
studied how to best accommodate the needs of persons with LTMCA. Although we are aware
of individual LTMCAs, the school cannot guarantee a 100 percent nut-free, allergen-free, or
LTMCA trigger-free environment. Instead it has developed a policy of cooperative community
behavior and education that will require the entire school community to work together to help
mitigate the risks posed to community members. We ask that the community in general pay
particular attention to the following LTMCA triggers:

§ Any illness: If your child is ill, do not bring her/him to school.

§ Contagious disease: If your child contracts a contagious disease, please email the appropriate
Assistant Head of School, with pertinent information, as soon as possible so that we can alert
other parents that their child/children may have been exposed.

§ Peanut and nut allergies: Given the prevalence of nut allergies at the school:

f Nuts and any foods or other products containing nuts are banned from all Preschool and
Elementary School classrooms and from inclusion on any field trips or other trips for Preschool
or Elementary School classes. This includes any snacks or treats for these classes.

1 Everyone is strongly discouraged from including nuts and any foods or other products
containing nuts in school events.

1 Middle School students (who must bring their lunch to school four days a week) are
also urged not to include nuts. They may include nut products in their lunch if they:

1 Keep that lunch in their locker until it is consumed.



f Only consume the lunch at the designated “Nut Zone.”
 Properly dispose of all packaging, properly clean the consumption area and their
hands after eating any nuts or products containing nuts.

For a complete overview of the school's Life Threatening Medical Condition and Allergy
Guidelines, please see our web site.

Be sure there is a parent or other person who can be reached by phone during school hours
and who will be able to pick up your child at school immediately in case of illness or other
emergency.

It is essential that you keep emergency telephone numbers and an emergency release form
on file in the office. Update your emergency form often, as your circumstances or those of your
backup friends change. If your child has any health-related circumstances (e.g., a syndrome or
disease), please highlight them on the Emergency Release form (available at the Front Desk).
We may request additional information.

The San Francisco School adheres to the California Department of Health Services
Immunization Requirements. This document is sent to parents of Preschoolers, students
entering seventh grade, and all new students at The San Francisco School. For more
information, contact the Front Desk.

Medications at School

The San Francisco School recognizes that some students might have serious medical
conditions. While we will do everything in our ability to supervise the administration of
medications, please keep in mind that there is no medical staff at the school and we cannot
guarantee that every medical need can be met. If you would like the Front Desk to administer
medication to your Elementary or Middle School child, you must complete the Student
Medication Authorization (available online on the Parent Portal and at the Front Desk).

Child Abuse Reporting Requirements

By law, all teachers and administrators are “mandated reporters” of suspected child abuse,
neglect and negligence, or endangerment. Even if school personnel know and trust individual
parents or other adults affiliated with The San Francisco School, such mandated reporters are
required to inform Child Protective Services of any suspect child behaviors or injuries. In such
cases, The San Francisco School will still make every attempt to work collaboratively with the
family in the best interest of the child.

Emergency Plan
The San Francisco School has a comprehensive Emergency Plan in the event of earthquake, fire,
etc. Please refer to the plan at www.sfschool.org/families/index.shtml

Lost and Found
Please make sure all your child’s belongings (clothing, lunch box, books) are clearly marked with his
or her name. For Elementary and Middle School students, the Lost and Found area is located on a



rolling rack in the courtyard or Activity Room. For Preschool students, check the two green boxes
located in the Preschool hallways. Check weekly, even if you are not specifically missing a particular
item. The last Friday of each month, unlabeled items will be removed, laundered, and delivered to a
thrift shop or non-profit organization. Labeled items will remain in Lost and Found until the Fridays
before Winter Break, Spring Break, and Summer Break.

Zero- and Low-Waste Lunch

The San Francisco School is committed to creating a greener, more earth-friendly world. To this end,
please bring a zero- or low-waste lunch system. Pack reusable/recyclable/compost-friendly
containers. Put drinks in a thermos or reusable/recyclable container. Include a cloth napkin and
reusable or compostable utensils. Label all reusable items. Microwaves are not available for
student use.

Avoid: plastic bags (waxed is preferable as it can be composted); prepackaged lunches or
single-serve lunch items; disposable drink boxes, pouches, and utensils. (For more information
on zero- and low-waste lunches, go to wastefreelunches.org.)

Also, please use compost and recycling bins during parent events and meetings.

Teacher Gifts
=

Parties and Social Gatherings



