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INTRODUCTION 

The policies and procedures set forth in this handbook have been 

developed using North Carolina Statutes and Gaston County School 

Board policies.  They are intended to foster a greater understanding 

among school, parents, and students.  Please read the handbook 

carefully and discuss its contents with your child then complete the 

signature page and return it to your child’s teacher. 

THE SCHOOL DAY 

7:10am building opens for drop off 

7:10 breakfast is served in the cafeteria/students report to class 

7:40 Instructional day begins/Tardy bell rings 

2:15 Dismissal of students 

2:45 Teacher day ends 

TARDIES 

Students are considered tardy or late if they are not in the building by 7:40 

AM.  Excessive tardies interfere with instructional time and disrupt the 

classroom schedule.  We encourage all students to be on time for school; 

however, we understand there are occasionally circumstances beyond 

your control.   If your student must be late to school, we require that you 

enter the building with your student, and sign them in on the computer. 

Students MAY NOT sign themselves in.  If you drop your child off tardy and 

do not walk them in, someone from the office will call for you to return to 

school to sign them in.  Students will be in the lobby until you return to sign 

them in.   

EARLY CHECKOUTS 

Parents are encouraged to leave their children at school all day.  When 

possible, please schedule appointments for your student after school 

hours or on teacher workdays.  If a student needs to be dismissed early, 

please send a written note to the teacher including: student name and 

date, reason and time for early dismissal, and name of the person picking 

up the child.  This note should be given to the teacher at the start of the 

day.  Students may not be checked out after 2:00 due to end of day 

procedures.  To sign out a student, Gaston County Schools’ policy requires 

that the adult have photo identification.  There can be no exceptions to 

this policy, and we thank you for understanding that we are protecting 

children.   

ABSENCES 

We appreciate your commitment to having your child in school each 

day; however, there are times that children are sick and may not be able 

to come to school during their illness.  Within three days of the child’s 

return, please send a note to the teacher explaining the child’s absence 

so that he/she can be marked as “excused.”  After three days, absences 

will remain coded as “unexcused.”       

PROOF OF RESIDENCY 

It is the policy of Gaston County Schools that students will attend school in 

the district where their legal guardians live.   Families must prove that they 

maintain a domicile in the school district at the time of enrollment through 

two pieces of documentation.  The following are the only documents that 

can be accepted as documentation: lease or mortgage statement and 

a utility bill (power, water, sewer, cable or satellite).  The same documents 

are needed for a change of address if you move to another address 

within our district.   

WITHDRAWAL OF STUDENTS 

During the school year, if it becomes necessary to move out of the 

Pinewood school district, we respectfully request at least 2 days notice in 

advance of the student’s withdrawal.  This will allow the school to properly 

prepare the student’s materials for transfer, collect library books and other 

school-based materials, and notify parents of any fees that may be 

applicable. 

COMMUNICATION 

Parent Communication 

The best ways to communicate with teachers are school email, Class 

Dojo, and our Schoology learning management system.  Student work will 

be sent home in folders at least once a week so that you can see your 

child’s progress, but please reach out any time. 

ParentLink is an automated telephone system that allows the school to 

send a recorded message out to families with information regarding 

current events at the school.  We send these out weekly on Sunday 

nights.  It also allows Gaston County Schools to notify the entire school 

system at one time should there be an emergency.  Please keep your 

phone number updated with the school in order to receive these 

important messages. 

Our school website and Facebook page are kept up to date with 

information, documents, photos, and good news.  You are also welcome 

to call the school office with any questions. 

Occasionally, the need for a conference with your child’s teacher may 

arise.  Either parent or teacher may request a meeting in writing so that a 

convenient time for both parties can be established.  If you come without 

an appointment, your teacher will most likely not be able to meet with 

you due to required after school meetings, trainings, and 

planning.  Similarly, parents are not able to drop-in at arrival, during the 

instructional day, or during lunch to meet with a teacher.  This time is 

important for supervising and instructing all students.  Parent/teacher 

conferences will take place two times a year: October 12, 2023 and 

March 7, 2024. Please review our School’s Family Engagement Policy on 

our school’s website. 

TRANSPORTATION 

Car Riders--Each family will be issued 2 car tags that are unique to our 

school.  These tags will change each school year and must be replaced 

at Open House or via the front office.  During afternoon dismissal, the car 

tag MUST be displayed so that staff can easily read the students’ 

names.  If you do not have a car tag displayed, you will need to park and 

check your student out via the front office with your license. Students will 

not be dismissed from the office after 2:00, if you need to pick your 

student up early, be sure to do that before 2:00.  Dismissal procedures 

begin at 2:15, and parents of car riders are asked to be in line at this 

time.   

Daycare Riders--A list of daycares that provide transportation from 

Pinewood Elementary can be obtained from the front office.  Students are 

expected to walk to the vans at dismissal to avoid injury.  If daycare vans 

are late for pick-up, students are expected to wait quietly and follow 

school behavior expectations in the gym with a Pinewood Elementary 

staff member.   

Bus Riders--Pinewood and GCS Transportation are responsible for 

determining bus routes and student stops.  New students will need to allow 

up to 2 full school days after enrollment before beginning bus service so 

that the stop can be added to the route and the bus driver made aware 

of a new rider.  Parents are responsible for the supervision of their students 

until the bus arrives for pick-up and upon arrival at the bus stop in the 

afternoon.  All PreK and Kindergarten students require an adult (someone 

over 18) waiting for them at the bus stop.  The bus driver will not drop 

those students off without an adult present. Parents must sign a bus 

contract at the beginning of the year that outlines the expectations and 

procedures for riding the bus.  Operating a school bus is very dangerous.  

Students who ignore the bus driver’s directions are endangering the safety 

of themselves and others.  Those students will risk having their bus riding 

privileges suspended or revoked if behaviors continue. 

CHANGES IN TRANSPORTATION 

Changes to student transportation will not be taken by phone.  All 

changes must be given to the teacher or office in writing and cannot be 

accepted after 1:30 pm.  This is for the safety of our students.  Parents 

should use extreme caution when emailing teachers about transportation 

the day of the change.  Since teachers do not always have time 

throughout the day to check emails (and they may have a substitute from 

time to time), it is very likely that an electronic message will not be seen in 

time for dismissal.   

SCHOOL NUTRITION 

Breakfast and lunch are served daily.  ALL students at Pinewood will 

receive free breakfast and lunch during the 23-24 school year! The 

cafeteria will sell a la carte snack items.  You can add money to your 

child’s account at https://linqconnect.com/  

NSF checks are referred to a check guarantee collection service.  Lunch 

menus will be available on the GCS website as well as the LINQ Connect 

app.  The lunch menu will also be posted in the classrooms.  The daily 

lunch selection will be announced during morning announcements as 

well.   

Meal Prices: Breakfast  Lunch 

Adult  $2.00  $4.00 

*we encourage parents to not bring or send soft drinks for lunch/snacks* 

DIETARY NEEDS 

All students are required to complete a new Diet Order form for the 23-24 

school year.  Diet Orders will remain in effect perpetually until School 

Nutrition receives written or verbal authorization from a recognized 

medical authority or parent/guardian terminate the Diet Order. 

CLASSROOM SNACKS 

Any food sent to school for class wide distribution must be store bought 

with a complete ingredient label adhered to the package.  Thank you for 

understanding that this is to protect students with food allergies.  Students 

may not share food in an effort to keep our students healthy and safe.   

INSTRUCTIONAL PROGRAM 

Pinewood Elementary follows the Gaston County Schools’ pacing and 

curriculum guides.  Our literacy classes focus on the revised literacy 

standards provided by the NC Department of Instruction.  Teachers use 

the Into Reading as well as Haggerty Phonics during literacy instruction.  

Students learn in both whole group, small group, and independent 

settings as they practice their literacy skills.   

Our math program is Ready Classroom Mathematics. It is a focused, 

coherent, and rigorous K-5 mathematics curriculum aligned to the state 

standards and our iReady diagnostic system.  Deep and careful attention 

is paid to mathematics content and discourse.  

Science and Social studies take an integrated approach, where 

standards are taught both explicitly through labs and discussions, and in a 

blended format with articles and books during reading time. 

https://linqconnect.com/


All students at Pinewood take special classes (Art, Music, PE, Theater Arts 

and Show Choir for 3rd-5th grades) and monthly guidance lessons to build 

upon their classroom instruction.  

A+ ARTS INTEGRATION 

As an A+ Arts Integration school, our teachers are highly trained by the A+ 

Schools of North Carolina network. Students will experience lessons that 

engage their multiple intelligences while infusing visual arts, music, dance, 

theater, and creative writing into their grade level content.   

TECHNOLOGY 

Technology plays an important part in preparing students for their future 

academic and career success.  Students experience the integration of 

technology into their classroom environment on a regular basis, as all 

teachers have a cart of Chromebooks to use during instruction.  All 

students will sign an acceptable use policy the first time they log in to the 

school network.  This outlines specific rules for students using the Gaston 

County Schools’ computer network and computer hardware, including 

care for the equipment and proper use of the Internet.  In an effort to 

ensure that, our students have consistent and equitable access to digital 

tools and instruction, students will be allowed to bring their device home 

with them each afternoon. First, parents must sign a Chromebook 

agreement that outlines proper care and liability.  Parents/ guardians are 

financially responsible for lost, damaged, or broken Chromebooks. 

Schoology will be used as our online learning platform. This is not a 

replacement for in-person teaching, but it sometimes serves as a 

launching pad for classroom assignments that help students learn, 

practice, or show evidence of their skills. Schoology will be used in class to 

differentiate activities, and it can also be used at home when students 

have to miss school.  In addition, iReady will be used to assess learning 

levels and create unique learning pathways for each student in Reading 

and Mathematics.  

INSTRUCTIONAL SUPPORT 

Pinewood uses the Multi-Tiered System of Support (MTSS) process to 

provide interventions for students who are below grade level.  Classroom 

teachers document progress and data is discussed with other 

professionals to find the best support for each student.  Part of this process 

includes vision and hearing screenings and a social/developmental 

history form filled out by the parents.  Your child’s teacher will contact you 

if he/she is going through this intervention process.  Other instructional 

supports include the Exceptional Children’s program, English as a Second 

Language, Title 1 Literacy Support, and Academically Intellectually Gifted 

classes.   

Our School Counselor conducts individual, small group, and whole class 

counseling lessons to encourage the growth and development of the 

whole child.  Her main focus is on character education and social 

skills.   Our counselor also assists students and families with Section 504 

accommodation plans needed for a diagnosed disability. 

FIELD TRIPS 

Students will have the opportunity to attend field trips with their grade 

level.  Students will not be able to participate in a field trip without a 

signed permission slip.  Students are expected to pay the fee for a field 

trip.  If there is a financial hardship, please contact the office to make 

arrangements for the field trip.  While on a field trip, all GCS and Pinewood 

rules/policies are still in place.  

GRADING SCALES 

Kindergarten through Second Grade students have standards-based 

report cards with ratings that show their progress towards meeting each 

standard.  Specific grading codes for these grade levels are printed on 

the report card. 

Third through Fifth Grade students earn number grades based on a ten-

point scale: 

A        90-100                 Excellent 

B        80-89                   Very Good 

C        70-79                   Satisfactory 

D        60-69                   Inconsistent 

F         59 and Below          Not meeting grade level standards 

INTERIM REPORTS AND REPORT CARDS 

Interim reports are sent home approximately halfway through each 9-

week grading period to any student who is performing below grade level 

standards.   

Report cards are distributed to all students on the following dates: 

October 19, 2023 

January 11, 2024 

March 14, 2024 

June 1, 2024  (via mail) 

STUDENT PROMOTION / RETENTION 

Decisions regarding promotion and retention are based on student 

performance data collected throughout the school year, what is in the 

best interest of the student, and in adherence with state and local 

guidelines.  Parents are involved in this decision-making process.  Parents 

are notified mid-year if there are concerns on the part of the school that 

students are not making the necessary progress to be ready for the next 

grade level.  Several conversations will be held in the following months 

regarding student progress.   The principal reserves the right to make the 

final determination in promotion or retention. 

MEDIA PROGRAM 

The Media Center offers a wide variety of high-interest books for all levels 

of readers.  Students will visit the Media Center weekly as part of their 

itinerant rotation.  To allow all students access to the resources in the 

Media Center, students are required to take care of the books they check 

out and promptly return them once they are read.  Books that are 

damaged or lost are the financial responsibility of the student’s family.  To 

support our Media Center and purchase new materials, Pinewood 

Elementary School hosts a Scholastic Book Fair twice a year.  Be sure to 

enjoy these fantastic fundraisers with your family!  

STUDENT TESTING 

When state and local standardized tests are to be administered, testing 

information will be sent home with students.  Parents may also visit the 

Gaston County Schools website at www.gaston.k12.nc.us for updated 

testing schedules. 

TITLE ONE PROGRAM 

The Federal Title One program provides financial assistance to local 

educational agencies and schools with low-income families.  This helps 

ensure that all children meet the challenging state academic 

standards.  Pinewood qualifies for this supplemental funding, which is 

spent on instructional supplies and support, student-centered technology, 

and professional development. 

Under federal law, parents of students attending Title One schools have 

the right to know information on the professional qualifications of each 

child’s teacher, including: 

1. Whether the teacher meets the state qualifications and 

licensing criteria for the grades and subjects he/she teaches. 

2. Whether the teacher is teaching under provisional status 

because of special circumstances. 

3. Whether the teacher has an advanced degree and the field of 

discipline of the teacher’s certification or degree. 

4. Whether the child receives special services from a 

paraprofessional and the qualifications of the paraprofessional. 

Should you have any questions about our teachers’ qualifications, please 

see an administrator. 

STUDENT DRESS CODE 

The following guidelines outline the appropriate dress for your student to 

actively and safely participate in the instructional program at Pinewood 

Elementary School.  Parents of students whose attire has been deemed 

inappropriate will be called to bring other clothing. 

Students should attend school dressed comfortably for the weather and 

school building.   

Clothing advertising alcoholic beverages/tobacco products or 

containing inappropriate language or messages should not be worn. 

Students are not permitted to wear tube tops, halter tops, see-through 

shirts, crop tops, or bike shorts.   

Skirts and shorts should fall at mid-thigh (or lower).  Shirts/dresses should fall 

to the mid-thigh (or lower) of students wearing leggings. 

Students will not wear hats, caps, or other head coverings inside the 

school building, unless it is a designated spirit day. 

Students will not wear pajamas or pajama pants to school, unless it is a 

designated spirit day. 

Shoes with wheels are not allowed at school or any school 

function.  Shoes with constant flashing lights must remain off during the 

school day.  (Shoes that light up when you step on them are allowed if 

they are not a distraction.) 

 

Pinewood Elementary does allow flip flops and sandals to be worn at 

school, but respectfully reminds families that flip flops and sandals can 

make free play, running, and climbing on outdoor equipment difficult.  To 

maintain a schedule during the instructional day and transitions, we do 

not allow time for changing shoes. 

STUDENT CELL PHONE & SMART WATCH POLICY 

Cell phones and smart watches are not encouraged to be brought to 

school.  If students need to bring a cell phone or smart watch to school, it 

should be turned OFF and kept in their backpack at all times, including on 

the bus.  Students who need to make a call during school hours will be 

allowed to do so through the use of school phones, not their cell 

phones.  Students are not allowed to call, text, play games, record, 

stream, or email on their personal cell phones during the school day or on 

the bus.  Cell phones or smart watches that ring or cause a distraction to 

school may be held in the office for parent pick-up. 

POSITIVE BEHAVIOR INTERVENTION SUPPORT 

Pinewood is proud to be a Positive Behavior Intervention Support (PBIS) 

school.  This means we focus on clearly defined expectations, rewards for 

positive behaviors, and students making good choices.  We strive for 

consistency in student expectations, procedures, and consequences so 

that our school environment is predictable and safe.  Our school mantra is 

“Pinewood Porcupines are SHARP.”  We teach and expect our students to 

be Safe, Helpful, Accountable, Respectful, and Positive in all areas of the 



building.  Students are rewarded for positive behavior with Dojo Points, 

which they can use as currency in Piney’s Store! 

 

 

GASTON COUNTY SCHOOL CODE OF CONDUCT 

In addition to school-wide expectations, all students are expected to 

follow the Gaston County Schools Code of Conduct (found on the GCS 

website).  Administrators use this document as a guideline for 

administering consequences when a student does not respond to 

classroom behavior interventions.  The Code of Conduct also applies to 

students when they are being transported on buses or attending school-

sponsored events or trips. 

VISITORS TO SCHOOL 

Gaston County Schools has implemented a computerized check in and 

check out system for each school.  This is to reassure the safety of our 

children.  Visitors are required to check in with the receptionist via this 

computer system.  The system will scan your state issued photo ID and 

print you a sticker that is to be worn when you are in the building.  Before 

leaving the building, you are to stop in the lobby to scan the barcode on 

your sticker.  This will check you out.  Following these procedures helps us 

to ensure a safe and secure learning space for all students and staff.  

Visitors will not be permitted without proper identification.  All visitors are 

subject to metal detection.  ANYONE who enters the building without 

checking in at the office is subject to being charged with trespassing.  

Please respect classroom instruction by not visiting classrooms in the 

morning or when you are visiting for lunch.  If you need to speak with your 

child’s teacher, you can leave your name and number with the 

receptionist or send the teacher a message/email.   

VOLUNTEERS 

For the safety of our students and for consistency in following GCS policies, 

all parents and community members who wish to work in the classrooms, 

serve as room parents, and chaperone field trips must be trained 

volunteers.  Applications can be completed at 

tinyurl.com/GCSVolunteerSite.  An online application begins the 

background check process.  Once approved, potential volunteers will 

need to take a class at Pinewood or at the Central Office to be cleared 

to volunteer and chaperone.  If you have already applied and taken the 

class, volunteers should visit the same site and login to “reactivate” their 

account each school year.   

TOBACCO FREE CAMPUS 

To protect everyone’s health, district policy prohibits the use of tobacco 

products (including electronic cigarettes) everywhere on campus, by 

everyone, at all times. We appreciate all visitors following this policy while 

on campus and while on field trips with our students and staff.  

SCHOOL SAFETY EXERCISES 

To help prepare students and staff for the unexpected, monthly fire drills 

are held at Pinewood.  We also conduct severe weather drills, evacuation 

drills, and lockdown drills at required intervals. Our goal in conducting 

these drills is to create an environment where students feel safe every 

day.  Please note that administrators and designated staff also conduct 

random metal detection of students and their belongings at least once a 

week. 

To achieve student safety and keep our focus on instruction, the following 

items are not allowed to be brought to school: 

1. Knives, guns, or other sharp-pointed or dangerous objects, 

including fireworks 

2. Money that is not being used to pay for lunch, field trips, or 

school-sponsored events. 

3. Live animals 

4. Chewing gum, candy, and sodas 

5. Toys, including trading cards of any kind 

6. Electronic devices such as iPads, iPods, handheld gaming 

devices or MP3 players.   

Pinewood administration may hold these items until they are picked up by 

a parent. 

STUDENT ILLNESS AND MEDICATION AT SCHOOL 

If students become ill or are injured at school, they are to let their teacher 

know.  The school will make contact with the child’s family when it is 

deemed necessary.  Please be sure the office has current phone numbers 

for you at all times in case of an emergency.   

There are several staff members who are trained in CPR and First Aid and 

designated as First Responders.  These trained individuals will respond 

immediately to any medical emergency within our building.  Should it be 

deemed necessary in an emergency, 911 will be called to respond.   

Gaston County Schools has established policies for administering 

medications at school.  If your child must have medication of any type, 

including over-the-counter drugs, given during school hours, you have the 

following choices: 

1. You may come to school and give the medication to your child 

at the appropriate time(s). 

2. You may obtain a copy of a medication form from the school 

nurse or school secretary. Take the form to your child’s doctor 

and have him/her complete the form by listing the 

medication(s) needed, dosage, and number of times per day 

the medication is to be administered. This form must be 

completed by the physician for both prescription and over-the-

counter drugs. The form must be signed by the doctor and by 

you, the parent or guardian. Prescription medicines must be 

brought to school in a pharmacy-labeled bottle which contains 

instructions on how and when the medication is to be given. 

Over-the-counter drugs must be received in a container 

labeled by a pharmacist, complete with instructions (like a 

prescription drug).   

3. You may discuss with your doctor an alternative schedule for 

administering medication (i.e., outside of school hours). 

4. Self-medication: In accordance with G.S. 115C-375.2 and G.S. 

115C-47, students requiring medication for asthma, 

anaphylactic reactions (or both), and diabetes may self-

medicate with physician authorization, parent permission, and 

a student agreement for self-carried medication. Students must 

demonstrate the necessary knowledge and developmental 

maturity to safely assume responsibility for and management of 

self-carry medications. 

 

If a student becomes ill or has been injured at school, the parent or 

guardian will be notified.  Students who suffer from fever, vomiting, or 

diarrhea will be expected to be picked up from school, and they should 

recover at home until they are free from these ailments for 24 hours. 

Parents of students with health plans for chronic illnesses or life-threatening 

allergies should renew these health plans each year by providing the 

school nurse documentation from your medical provider.  Medicine and 

forms should be provided to the school nurse at the start of each new 

school year, with attention given to the medicine’s expiration date. 

STUDENT BIRTHDAYS 

Student birthdays are recognized on the announcements, and students 

receive a treat from the school.  Please check with your child’s teacher if 

you would like to send in a treat for your child’s birthday.  Treats must be 

store bought and have enough for the whole class. Balloons, flowers, and 

other gifts should not be delivered to the school.  Such deliveries interrupt 

the instructional day. Teachers will not be involved in the distribution of 

birthday party invitations.   

CHECKS WRITTEN TO THE SCHOOL 

Gaston County Schools recognizes that occasionally a parent may 

inadvertently overdraw a checking account and a check may be 

returned by your bank.  In order to recover these funds in a private and 

professional manner, the school system has contracted with Envision 

Check Recovery Services for collection of returned checks.  

LOST AND FOUND 

Unidentified items are placed in the lost and found, which is located 

between the lobby and the gym.  All items not claimed by the winter 

break and by the end of the year will be donated to Goodwill.  To avoid 

losing items, please label your student’s belongings with their name in 

permanent ink.

 


