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Welcome! 

 
Relationships are at the core of what we do at Ute Pass Elementary School. 
To be the best, we know that we have to go far beyond what is expected. 
Thus, every day, each of us aims to exceed expectations.  We strive to be 
THE kindest, most exciting, most fascinating, best school -  with 
world-class customer service and results. 

 
Whether you are a returning or are new to our community, welcome.  We 
thank you for choosing our school. 

 
We invite you to become involved in our school and to visit us often.  Our 
school is a reflection of the great people who attend, work here, and 
support us. Please feel free to come in, visit, volunteer, and share of 
yourself.  

 
Everyone is welcome here. 
 
If at any time, we do not meet your family's needs, let your teacher know. Let us know when we are 
getting it right as well! Or let me know. Our job is to serve your child and your family.  Deep 
communication and mindful, loving work with each other is the foundation of excellence in learning. 
 
 
Chris Briggs-Hale 
Principal, Ute Pass Elementary School 
 

ABOUT UPE 
 

“The Village School with a Global Reach” 
 

Ute Pass Elementary School, located at the foot of Pikes Peak, serves the historic communities of 
Cascade, Chipita Park, Green Mountain Falls, and Crystola. 

 
“Our highest endeavor must be to develop free human beings who are able of themselves to impart 

purpose and direction to their lives. The need for imagination, a sense of truth, and a feeling of 
responsibility—these three forces are the very nerve of education.” 

  
- Rudolf Steiner 
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Within these walls, we:  
 

● Maximize the whole human through each child’s unique personality. 
● Build relationships, establish rigor, and provide opportunity. 
● Teach grit, model strength, and practice tenacity. 
● Promote health and wellness. 
● Laugh, share joy, experience joy, and celebrate.  
● Shape meaning from hardship and allow mistakes to be the alchemy of opportunity.  
● Celebrate the complexity of each person. 
● Reflect deeply, listen, and seek meaningful feedback.  
● Collaborate to build deeper curiosity. 
● Focus on love.  
● Cultivate the positive.  
● Assume best intentions. 
● Leverage expertise. 
● Invite diversity to change us. 
● Teach focus and practice being present. 
● Grow leaders who are fearless. 

 

Our UPES Daily Commitments. 
“Our Daily R2O 20 Mile March” 

  
Relationships  

With passionate intensity and while being present for each other, and with joyfulness and fun, we 
build, honor, real and imperfect, powerful human relationships. We act on things that encourage 
wellness, environmental awareness and sustainability while working always to deepen the strength 
of the mind and body connection. 
We ensure we have connected community of students, staff and parents who listen, value all 
opinions, and ensuring we respond with transparency and confidentiality. 
  
Each day, 
Students go home excited and feeling connected and challenged; are confident their teacher knows 
and understands them; can identify what steps to take to reach higher levels of performance, 
actively seek different perspectives, and use high-level interpersonal skills that are kind, of high 
character, and compassionate. 
  

Rigor 
Each day, 
Students become knowledgeable and highly skilled. They advocate for themselves and others, seek 
or build partnerships, demand quality feedback, take ownership of their learning and responsibility 
for their actions, demonstrate knowledge and competence, use many strategies for deep reflection 
and thought and are tenacious workers who expect to achieve and contribute at the highest levels 
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Opportunity  
Each day,  
With passionate intensity and while being present for each other, we act to strengthen and expand 
a family of individuals committed to creating learning 
With passionate intensity and while being present for each other, we think, reflect, share, and plan 
for the highest levels of rigorous, sequenced, cross- curricular, and interdependent school 
environment building essential human knowledge, opportunities, both structured and personalized 
while fostering curiosity, citizenship, self advocacy, enthusiasm, and a seeker mindset in every 
student. We actively build partnerships that add value both inside and outside the school building. 
  
Each day, 
We deliver students who connect with their community partners, engage in acts that serve others, 
advocate for needs not able to be met during the school day, and reach out to those in need.  
 
Ute Pass Elementary School, located at the foot of Pikes Peak, serves the historic communities of 
Cascade, Chipita Park, Green Mountain Falls, and Crystola.  
 
About MSSD14 
Manitou Springs School District 14 serves approximately 1500 students from Pre-kindergarten to Grade 
12 who reside in the communities of Manitou Springs, Cascade, Green Mountain Falls, Chipita Park, 
Crystola, Crystal Park, and Cedar Heights. We serve over 400 “choice” students that come to our district 
from other locations in El Paso and Teller Counties. We offer a “small town” educational environment 
and we are driven by "Relationships, Rigor, and Opportunity" as we serve our children and our 
communities. At Manitou Springs School District 14 we are proud of our success in meeting the needs of 
every student. In addition to a challenging academic curriculum, all of our schools offer comprehensive 
art, physical education, music, computer technology, Special Education, and gifted/talented instruction. 
Students may choose from many enriching after school programs. Our schools have consistently received 
a “High” rating on the Colorado State Accountability Report. The class sizes in our elementary schools 
typically range from 18-25 students. Average middle school class size is 24 students, and average high 
school class size is 22 students. 
 
District Vision Statement:  Compassionate citizens contributing with knowledge and integrity to a 
dynamic world 
 
District Mission Statement:  
 

● Manitou Springs School District 14 is dedicated to 
● Providing a safe and caring environment 
● Encouraging all students to reach their potential 
● Preparing responsible citizens 

 
 
 
 
 

6 

 

 



 
District Learner Goals: 
 

End Statement 1: Students have acquired the skills and knowledge required to continue learning 
and experience success in the next stage of life. 
 
End Statement 2: Students have acquired the skills and knowledge required to be productive 
citizens and contribute to their communities. 
 
End Statement 3: Students have acquired the skills required to develop and sustain positive, 
healthy relationships. 
 
21st Century Skills  
 
Problem Solving, Critical Thinking, Communication, Teamwork, Creativity, Design, Leadership 
and Adaptability. 
 
District Professional Development Mission Statement:   
 
The MSSD14 Professional Development Committee is committed to recognizing, developing, 
promoting, supporting, and evaluating opportunities that foster educational excellence. 

 
Non-discrimination Statement 
Manitou Springs School District is an equal opportunity educational institution and will not discriminate 
on the basis of race, color, national origin, sex, and handicap in its activities, programs, or employment 
practices as required by Title VI, Title X and Section 504. Inquiries may be referred to Manitou Springs 
School District #14 Superintendent, 405 El  Monte Place, Manitou Springs, CO 80929 or to the Office of 
Civil Rights, U.S. Department of Education, 1961 Stout St., Denver, Co 80294. 
 
You are safe and welcome at Manitou Springs School District.  
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SCHOOL STAFF 

Chris Briggs-Hale, Principal - 685-2215 
Dani Hainds, Secretary – 685-2227 

  
 
Preschool: 
Lynn Grieb – 685-2230 

 
Kindergarten 
Kym Ferguson – 685-2212 
 
Grade 1: 
Mia Harriman - 685-2211 

 
Grade 2: 
Jacob Sampson – 685-2214 
 
Grade 3: 
Louisa Dick - 685-2207 
 
Grade 4: 
Jessie Black - 685-2221 
 
Grade 5: 
Greg DiFiore - 685-2206 
 
Mountain Academy 6th Grade:  
Miles Groth - 685-2203 
 
Physical Education: 
Charla Schwartz - 685-2208 
 
Music: 
Ian Ferguson - 685-2217 
 
TEAMS Lab:  
Ian Ferguson - 685-2217 
 
Intervention, RTI 

 
 
RTI Support:  
Charla Schwartz 
Beth Romano 
Staci Christensen 685-2228 (Math 
& Title) 
 
Special Education: 
Heather Kenyon - 685-2228 

 
Paraprofessionals: 
Michelle Starr  
Candra Streblow 
Elizabeth Held 

 
              Counselor: 

Stephanie Wilson - 685-2209 
 
Custodian: 
AM: Leon Hummer - 685-2219 
PM Catherine Wilson - 685-2219 
 
Kitchen Manager:  
Milica Barkik - 685-2225 
Terry Weimer 
 
School Nurse: 
LeAnn Sharon - 685-3006 
 
G.A.T.E./Spanish 
Sarah Ulizio - 685-2228 
 
Classical Seminar & Library/Art: 
Beth Romano - 685-2213 

Staci Christensen 685-2228 
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UPES Heart Committee 
 

Building Academic Excellence from a Foundation of Health and Wellness  
 

Louisa Dick 
Miles Groth 

Milica Barcic 
Paula Faucette 
Angela Gieck 

Chris Briggs-Hale 
Joanna Bartko 

 
 

BOARD OF EDUCATION: 
 

                         Steve Weimer, Director       Tina Vidovich, Director         Sonya Teigen, President 
                                        Todd Nagel, Vice President     Natalie Johnson, Director 
 
 

Superintendent of Schools 
Ed Longfield 

 
 
 
 
 

 
 
 
 
 
 

UPES Mountain Academy for Arts and Sciences 6th Grade Students during their 2017 Summer 
Southwest Intensive.  A journey into our great state to study ecology and archeology.  
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SCHOOL HOURS: 

 
PreSchool……………………… 8:00 am–11:30 am /11:40 am-2:50pm 
Kindergarten-6th................... 8:00 am–2:50 pm 
Doors open ............................. 7:40 am  
First Bell………………………. 7:50 qm 
Students in classrooms at ..... 7:55 am  
Tardy bell.............................. 8:00 am  
Lunch/Recess......................... 11:45 am-12:45 pm 
Breakfast................................ 7:35-7:55 am 
 
Students are asked NOT to arrive before 7:40 am. 
 
Students are to leave at 2:50 pm. Hours may vary a few minutes depending on bus needs.  
 
Please note that the school provides no supervision for students who arrive before 7:40 am and 
are on school grounds after 2:50 pm. Students are not to remain on school grounds after school 
unless enrolled in a scheduled activity. 

 
  

Regular, on-time attendance is required by law. 
  

 
 
 
 
ABSENCES AND TARDINESS 
Regular attendance is critically important to your child's success in school and is required by state                
law. CRS 22-33-104(a) states that an excused absence is when a child is temporarily ill or injured or                  
whose absence is approved by the school principal, including family emergency. Ute Pass will count               
all other absences as unexcused absences. Students having 4 or more unexcused absences in a               
month or 10 such absences in a school year are considered by Colorado State Law to be “habitually                  
truant.” Parents are responsible for regular and timely attendance of their children in school. 
  
Staff members at Ute Pass Elementary believe that each and every lesson taught is essential to your                 
child's education. We believe that each student needs to be in school every day, on time. A school                  
calendar is enclosed in this handbook so that you may plan trips and special family excursions                
during the many holidays scheduled throughout the year. We request that you not remove your               
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child from school for activities that could be completed at another time. We strongly discourage               
family vacations taken during the school year. Should this occur, your child will be required to                
make up all missed work. 
  
Absence from school for any reason MUST be arranged with the school office in advance. A phone                 
call to the office by 9:00 on the morning of the absence, or a note sent to school the day before                     
advising us of a forthcoming absence is important. If we have not heard from you and your child is                   
listed as absent, we will call you at your home or work phone number. This process is a safety                   
precaution for your child. Attendance is tracked daily, students are marked as follows: 
  
Tardy = arriving to school after the tardy bell but before 11:00 am. 
1/2 day Absent AM = arrives to school after 11:00 am. 
1/2 day Absent PM = leaves school before their lunch hour OR leaves school after their lunch hour                  
but BEFORE 1:00 pm. 
1:00 PM is the cut off time for your child to avoid being marked absent in any way. 
When your child returns to school, send a written excuse to the office. Our tardy policy is: 
  

● Five tardies per student are allowed each quarter. 
● After the Fifth consecutive tardy, a letter will be sent to the parent and the student will lose 

a recess privilege. 
 
SCHOOL HOURS 
School hours are from 8:00 am am – 2:50 pm with Preschool being held from 8:00 am - 11:30 am,                    
Monday through Thursday. Students are expected to arrive at school between 7:40 am and 7:55               
am. Please do not bring your child to school before 7:40 am. There will be supervision on the                  
playground from 7:40 am until the 7:55am bell. Children are expected to go directly home when                
they are dismissed from school. Please do not give your child permission to stay after school to play                  
on the playground, unless they are attending an after school program. All responsibility for              
supervision and accidents incurred on school property before 7:40 am or after 2:50 pm lies               
with the parent. 
  
EARLY DISMISSAL   
As a precaution for the personal safety of your child, no student will be released from school prior                  
to the completion of the regular school day, except upon request of the parent or guardian, made in                  
writing or in person to the school office. If a child is leaving early, the parent must sign their child                    
out on the sign-out sheet in the office. No staff member may permit a child to leave school in the                    
custody of any person other than the child's parents unless authorization has been given by phone                
or in writing  by one of the parents. 
  
CHANGE OF ADDRESS/PHONE 
If a family moves to a different address it is important to notify the school office as soon as 
possible following the move to a new address so that we will have current addresses/phone 
numbers on file in case of an emergency. This also applies if a parent has changed his/her place of 
employment. If the move involves the transfer of the child to a new school, please let us know                  
several days in advance so that we may prepare the necessary transfer papers. 
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AGE FOR SCHOOL ATTENDANCE 
To enter Kindergarten in School District #14, a student must be five years of age on or before                  
September 1. To enter first grade in School District #14, a child must be six years of age on or                    
before September 1, or have attended Kindergarten in another public school district or in a private                
Kindergarten approved by the superintendent and the building principal. A birth certificate and             
Immunization Record are required at the time of registration; and a previous report card if at all                 
possible.  
  
To enter Preschool a student must be three on or before September 1 for the three year-old                 
program and four years of age on or before September 1 for the four year-old program. A birth                  
certificate, immunization record, and proof of a Well-Child Check Up are required to begin the               
program. See the Preschool handbook for further information.  
 
  

YOUR CHILD'S EDUCATION 

 
  
In pursuit of rigor, the teachers at Ute Pass spend a great deal of time developing, implementing and                  
evaluating educational programs to best meet the needs of Ute Pass students. We believe that by                
pooling our knowledge of instructional techniques, practices and resources, we can provide an             
outstanding education for your child. We use our best professional judgment in designing a              
program to meet the educational needs of your child throughout his/her years with us. 
 
Curriculum for ALL Students: 
Teachers are required to use the scope and sequence of the following programs while substituting 
ONLY with the permission of teammates in the grades above and below. Substitutions must 
demonstrate that the same content, skills, Colorado State Standard, and Core Knowledge Sequence 
outcome will be achieved:  
 

Health & Wellness: It is assumed that high-level learning and success skills 
development rests of a foundation of rigorous teaching and learning around health 
and wellness. 
 
Mathematics: Math in Focus.  
Language Arts: The Core Knowledge Sequence 
Science: The Core Knowledge Sequence.  
Social Studies: The Core Knowledge Sequence.  
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Handwriting: Handwriting without tears.  We teach cursive from third grade on.  
End Statements 1, 2, and 3: and their related rubrics must be observed when planning. 
ES 2 & 3: Second Step, Brainwise, Mindfulness 

 
 
 
Learner Qualities & Mindful Learning   
The end product of mindful learning is students who are confident, reflective, resilient, curious, 
knowledgeable. 
  
Confident and Reflective: Through Mindful Teaching and Mindful Feedback, students know what 
and why and how well they are learning, where they are at in relation to mastery--and what to do 
next. It is up to them to act as learners within that process, owning their own learning.  

  
Resilient: They are trained that the learning process includes trial and error, failure...and success, 
and that perseverance and growth mindset are the key to powering through to success.  

  
Curious and Knowledgeable: They seek out the challenge--“The Mine” into which empowered 
learners descend and work their way back up out -- and they know how to set goals and use 
feedback and learning strategies to meet that challenge. They understand it is their job as learners 
to repeat this cycle in all lessons every day.  
  
We help our students become Mindful Learners by teaching them to:  
 
Become their own teachers  

● Identify and speak the language of mindful learning—goals, mastery, the Mine, authentic, 
prior knowledge, etc.  

● Teach a mindset that they can succeed  
● Give them the tools they need.  

 
Articulate what and why they are learning  

● Teach them to seek out the context and connections for their learning in every lesson  
● Encourage them to question the meaning of lessons/curriculum  
● Help them seek and own the reasons and meaning for their learning.  

 
Set mastery goals for themselves  

● Help them seek a clear example of mastery and ask for models/exemplars, etc.  
● Guide them in how to develop stepwise, challenging yet attainable, learning goals that lead 

to mastery  
 
Actively seek feedback  

● Help them understand that feedback is not a judgment, but rather a tool.  
● Train them to demand feedback during the learning that helps them set goals—that 

formative feedback is the key to their learning.  
● Help them learn how to share learning and feedback with one another.  
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Can convey their next learning steps  

● By creating a logical and visible progression of learning en route to mastery, we can make 
them independent in their interim goal-setting.  

● Help them use continuous mindful feedback to work through interim goals and steps.  
 
Develop resilience and grit  

● Create a systemic belief that learning involves struggle and challenge—and that failure is a 
powerful part of the process! (“See errors as opportunities to learn and grow.”)  

● Create goal and feedback systems with them that help them effectively stay in the struggle 
instead of floundering.  

● Regularly praise effort and remind students that mastery leads to next learning.   
   
Effective Feedback  
 “Feedback” cycling throughout the learning process enables students to track their own learning 
progress against the clearly expressed success indicators. They become more empowered because 
their learning is more “visible.”  

  
● A continuous cycle within the learning process of various kinds of information for students 

about their progress—as they’re learning, as they’re exploring, as they’re practicing, and 
when they’re assessing.  

 
● Redefines the teaching/learning cycle by placing the responsibility for tracking their 

learning directly on feedback-empowered students.  
  

● According to Hattie and Timperley (2007) feedback is one of the most powerful influences 
on learning and achievement, but this impact can be either positive or negative. They 
developed a model of effective feedback that identifies the particular properties and 
circumstances that make it work. Feedback on task, process and self regulation level is far 
more effective than on the Self-level (e.g. praise which contains no learning information). 
Descriptive feedback is closely related to providing formative assessment (see above). In an 
interview Hattie emphasized that the most powerful feedback is that given from the student 
to the teacher. This feedback allows teachers to see learning through the eyes of their 
students. It makes learning visible and facilitates the planning of next steps. The feedback 
that students receive from their teachers is also vital. It enables students to progress 
towards challenging learning intentions and goals.  

 
Mindful Dialogue: 

● Collective teacher efficacy (1.57) -- teachers’ common belief that we can have an effect size 
and their ability to act on it.  

● Finally, teachers participate in their own process of clarity, feedback, and ownership as they 
measure the effect size of their instructional practice and coach each other on best practices 
in their Professional Learning Communities.  

● Hattie has identified this work as among the most powerful ways to improve schools. His 
research found that there is more variation in quality between teachers within any school 
than there are between schools.  

● PLC work on best practices raises the levels of the less effectives teachers to the level of 
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your best teachers in your school.  

● Their ability to measure, compare, and adjust their practices may well rely on their own 
continuous feedback from data, from surveys, from mutual observations, from an evaluation 
system built around their own empowerment, goal-setting, and desire to meet the challenge 
of learning to be ever-better instructor.  

● Planning and prediction (.76)  
● Evaluation and reflection (.75)  

 
 
 
The Role of Rewards & Praise 
We believe in celebrating children’s growth and progress as often as possible.  Toward that end, we 
rely on the following guidelines:  

 
1. Children shouldn’t necessarily be rewarded for doing the right thing.  This only 

raises “extrinsically” motivated citizens.  
 

2. Praise should be specific.  Instead of saying, “you are so smart,” we should say, 
“That shows a lot of effort,” or “show me how you accomplished that, it’s amazing!” 
or “Wow, I like how neat and well-thought out that is.”  

 
3. Celebrate Successes:  “Happy” calls home should meet or exceed the “concerned” 

calls.  
 

GRADING SCALE 
 
All students, except Preschool and Kindergarten children, receive letter grades on their report 
cards.  The grading scale adhered to by teachers is as follows: 
  
4 = Exceeds expectations 
3.5 = Exceeds some parts of a 3 
3 = Meets expectations 
2.5 = Exceeds some parts of a 2 
2 = Progressing 
1.5 = Exceeds some parts of a 1 
1 = Not progressing 
 
N/A = Not assessed 
XS = Extra Support (RTI, Intervention, Special Education) 
MP = Modified Program as specified by the IEP 
AL = working at an Advanced Level 
   
REPORT CARDS 
Report cards will be issued four times during the year at twelve-week intervals. Parent-Teacher              
conferences will be held at the end of the first and third twelve-weeks grading periods. Final report                 
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cards will be sent home on the last day of school. Children who do not attend on the last day of                     
school may leave a self-addressed stamped envelope in the office or may come to school the                
following week to pick up their report card. 
  

Homework 
Homework is planned with a definite purpose in mind.  Homework may be assigned to your child 
for any of the following reasons: 
 
 1. To practice a skill already learned to achieve mastery. 
 2. To make up assignments missed because of absences. 
 3. To assist the child who needs more time to master the required task. 
 4. To provide enrichment or challenge a child. 
              
Formal homework assignments are not generally made for first graders, but parents are             
encouraged to spend quiet time at home reinforcing skills learned at school and reading to or with                 
their child at least 15 - 20 minutes per night. Typically, a second/third grader will have 20-30                 
minutes of homework each evening, fourth graders will have 30-40 minutes, and fifth graders will               
have 40-50 minutes. Please understand that your child may take more/less time to complete              
homework assignments. 
  

Students are expected to: 
 
1. bring home assignments and materials 
2. keep parents informed of their requirements  
3. return completed assignments on time 
4. ask for help when needed 
  
Teachers are expected to: 
  
1. provide meaningful assignments and to ensure students’ understanding of requirements 
2. provide and explain clear homework policy and procedures to parents at the beginning of 
the year 
3. communicate with parents regarding progress 
4. place value on completed homework 
  
Parents are expected to: 
  
1. place value on completed homework by setting aside a routine time and place to 
complete work without distractions. 
2. review your child’s work and monitor accuracy, neatness and application of skills 
3. make school work a priority in the home 
4. communicate with the teacher if the child is struggling, needs more challenge, or has no 
homework. 
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Make Up Work 
When absent, students are expected to make up the work missed. Make up work will not be                 
available on the first day of an absence. If the student is absent a second day, you may call the                    
school/teacher and pick up homework at 3:35 on the second day. 
  

Assessment 
In addition to regular classroom testing, grades three, four, five and six will be administered the                
Partnership for Readiness of College and Careers test (PARCC) and the Colorado Measures of              
Academic Success (CMAS) test. These tests are used to tell us how individual students are growing                
academically, and how groups of children perform in relation to others. Parents are welcome to all                
information regarding children's test scores. Please call your child’s teacher if you wish to receive               
your child’s scores other than at conference time. 
 
Classroom, District, and State Assessment Schedule:  
 

Not all of the following are administered in each grade.  
 

2018-19 
 

Fall: Beginning of the Year Assessments:  
● Mindset self assessment (5th grade) 
● Second Step or Brainwise Beginning of the Year Assessment 
● ACT Aspire 
● Dibels (K-3) 
● ACT Aspire (3-5) 
● Core Knowledge Unit Tests 
● Math in Focus Unit Tests 
● Dibels Math (K-3) 
● Panorama Student Survey 
● Spelling Assessments 

 
Winter: Mid-Year Assessments:  

● ACT Aspire 
● Dibels (K-3) 
● Dibels Math (K-3) 
● MPower Classroom Level (K-5) 
● Core Knowledge Unit Tests 
● Math in Focus Unit Tests 
● Spelling Assessments 

 
Spring: End-of-Year Assessments:  

● Mindset self assessment (5th grade) 
● Brainwise or Second Step End-of-Year Assessment 
● ACT Aspire 
● Dibels (K-3) 
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● Dibels Math 
● MPower Classroom Level (K-5) 
● Core Knowledge Unit Tests 
● Math in Focus Unit Tests 
● Panorama Student Survey 
● Spelling Assessments 

 
The UPES Weekly Bulletin:  
This publication is weekly and emailed to parents on Thursdays or Fridays. Teachers and students 
are encouraged to submit items for publication. Turn the items in to the secretary. 
 
Party invitations:  
Party invitations may not be handed out at school. 
 
Classroom Birthday Celebrations:  
Celebrations for ALL birthdays in the classroom will be held on ONE day per month.  Divorced or 
separated parents must work together to ensure a single set of celebration items are brought to the 
classroom for a single celebration.  
 
Smoking: 
According to the Board of Education policy adopted in 1994, there is NO SMOKING on School 
District #14 facilities, grounds, or vehicles at any time. This includes E and Vapor Cigarettes. 
 
Child Abuse Required Reporting:  
Teachers are required by state law to report any suspected child abuse. District policy asks 
teachers to bring any suspect to the principal's attention. The principal will report it to the El Paso 
County Social Services. 
 
Failure to report a “reasonable suspicion” of abuse or neglect can open the staff member to future 
liability.  
 
Medical Notes:  
Students who have been ill and are not to go outdoors, participate in P.E., etc., will need to have a 
note from home indicating such. Students who need to miss recess or PE due to illness for longer 
than a day are required to present a note from a doctor indicating this.  
 
Forgotten jackets, mittens, and hats are not an acceptable reason to remain indoors unless the 
weather is bitter. Students are always permitted to borrow clothing from Lost and Found. 
Parents will be informed of this procedure through the handbook given out at the beginning of the 
year. Teachers are reminded to send the students to the cafeteria prepared for outdoor recess. 
  

Student Records 
Permanent records are kept on file for each student attending UPE. A complete copy of a student's                 
records policy may be obtained in the school office. Parents have the right to inspect and contest                 
the student's permanent record file. School personnel who are directly concerned with the child              
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have access to the records. Otherwise, the student file will not be made available to any third party                  
without written permission of the parent with the exception of: 
  
A.  Officials of the school in which the child intends to enroll 
B.  In compliance with a judicial order 
C.  Law enforcement agencies that can show the information is necessary for an investigation – 
 scholastic achievement dates only 
 

  
Manitou Springs School District 14 Family Educational Rights 

and Privacy Act Notice  
  

The Family Educational Rights and Privacy Act (FERPA), a Federal law, requires that Manitou 
Springs School District 14, with certain exceptions, obtain your written consent prior to the 
disclosure of personally identifiable information from your child’s education data and records. 
However, Manitou Springs School District 14 may disclose appropriately designated “directory 
information” without written consent, unless you have advised the District to the Contrary in 
accordance with district procedures.  The primary purpose for disclosing directory information is 
to allow the Manitou Springs School District 14 to include information from your child’s education 
records in certain school publications.  These publications may be posted on the District and 
individual school websites.  
  
Directory information, which is information that is generally not considered harmful or an invasion 
of privacy if released, can also be disclosed to outside organizations without a parent’s prior written 
consent, if such disclosure were considered to be in the best interest of MSSD 14 and its students. 
Outside organizations include, but are not limited to, companies that manufacture class rings or 
publish yearbooks.  In addition, two federal laws require local educational agencies (LEA’s) 
receiving assistance under the Elementary and Secondary Education Act of 1965 (ESEA) to provide 
military recruiters, upon request, with three directory information categories - names, addresses 
and telephone listings – unless parents have advised the LEA that they do not want their student’s 
information disclosed without their prior written consent.  
  
 
 
Manitou Springs School District 14 has designated the following information as directory information. 
 

● Student’s name 
● Participation in officially recognized activities and sports 
● Weight and height of members of athletic teams 
● Photograph 
● Degrees, honors, and awards received 
● Major field of study 
● Dates of attendance 
● Grade level 
● The most recent educational agency or institution attended 
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If you do NOT want Manitou Springs School District 14 to disclose directory information from your 
child’s education records without your prior written consent, you must notify the District in writing 
by September 15 of each school year. 
 
FERPA and Student Privacy: 
All staff are required to abide completely by the Federal Education Rights and Privacy Act.  It is the 
responsibility of all staff to be familiar and abide by the following:  

 
The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a 
Federal law that protects the privacy of student education records. The law applies to all schools 
that receive funds under an applicable program of the U.S. Department of Education. 
FERPA gives parents certain rights with respect to their children's education records. These rights 
transfer to the student when he or she reaches the age of 18 or attends a school beyond the 
highschool level. Students to whom the rights have transferred are "eligible students." 

 
● Parents or eligible students have the right to inspect and review the student's 

education records maintained by the school. Schools are not required to provide 
copies of records unless, for reasons such as great distance, it is impossible for 
parents or eligible students to review the records. Schools may charge a fee for 
copies. 
 

● Parents or eligible students have the right to request that a school correct records 
which they believe to be inaccurate or misleading. If the school decides not to 
amend the record, the parent or eligible student then has the right to a formal 
hearing. After the hearing, if the school still decides not to amend the record, the 
parent or eligible student has the right to place a statement with the record setting 
forth his or her view about the contested information. 

 
● Generally, schools must have written permission from the parent or eligible student 

in order to release any information from a student's education record. However, 
FERPA allows schools to disclose those records, without consent, to the following 
parties or under the following conditions (34 CFR § 99.31): 

 
o School officials with legitimate educational interest; 
o Other schools to which a student is transferring; 
o Specified officials for audit or evaluation purposes; 
o Appropriate parties in connection with financial aid to a student; 
o Organizations conducting certain studies for or on behalf of the school; 
o Accrediting organizations; 
o To comply with a judicial order or lawfully issued subpoena;  
o Appropriate officials in cases of health and safety emergencies; and 
o State and local authorities, within a juvenile justice system, pursuant to 

specific State law. 
 

Schools may disclose, without consent, "directory" information such as a student's name, 
address, telephone number, date and place of birth, honors and awards, and dates of 
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attendance. However, schools must tell parents and eligible students about directory 
information and allow parents and eligible students a reasonable amount of time to request 
that the school not disclose directory information about them. Schools must notify parents 
and eligible students annually of their rights under FERPA. The actual means of notification 
(special letter, inclusion in a PTA bulletin, student handbook, or newspaper article) is left to 
the discretion of each school. For additional information, you may call 1-800-USA-LEARN 
(1-800-872-5327) (voice). Individuals who use TDD may use the Federal Relay Service. 
 
FERPA requires that staff who are not authorized to do so may not speak to parents about 
student performance.  

 
All communication about student performance (and behavior) must be directed through the 
classroom teacher. 
 
 

Special Services 
  
Counseling 
  
Our school counselor works with students who may need counseling services to work through 
academic, social, or emotional issues. Students may be referred to the counselor by self, teacher, 
parent, or principal. This service is confidential. The Counselor also works in classrooms presenting              
topics relating to areas such as: communication, problem solving, conflict resolution, understanding            
feelings. The school counselor is available five days per week. . 
  
UPES Multi-Tiered Support Services Plan  
(RTI, Gifted and Talented, Special Education, Exceptional Scholars Program, 504 Supports, Success 
Skills, Counseling)  
 
UPES RTI (Response to Intervention) 
If you feel one of your child needs intervention you may request a RTI conversation with the 
classroom teacher.  The teacher, in turn may invite the Interventionist, Staci Christensen.  RTI teams 
are designed by the teacher. 
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Goals of Response to Intervention:  
 
The following are the responsibility of the classroom teacher:  
 

1. Identifying a specific skill that needs support, re-teaching, or teaching in a way that is 
different from what other children require. 

2. Identify the exact instruction that will be given, for how long, at what level of intensity, and 
how it will be measured and communicated daily, weekly, and monthly. 

3. Define what subsequent RTI discussions will look for and what further steps can be 
identified to ensure the child is successful with these skills.  

 
Title One Parent Involvement 
Parents shall be involved in the design and implementation of the Title 1 program. The goals of parental                  
involvement shall be to: 
1) Inform parents of the reasons their child is participating in the program and of the instructional objectives                  
and methods. 
2) Support the efforts of parents to work on instructional objectives of the program at home and to                  
understand the program requirements. 
3) Train parents, teachers, and principals to build a partnership between home and school. 
4) Train all staff involved with Title 1 to work effectively with parents. 
  
Parents shall be informed annually of the Title 1 parental involvement requirements and responsibilities.              
District personnel shall work to insure opportunities for all parents to participate, including full participation               
of parents who lack literacy skills or who do not speak English. 
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The district annually shall assess, in consultation with parents, the effectiveness of the parental involvement               
program to determine what action, if any, needs to be taken to increase parental participation. 
 
Gifted and Talented Identification (as per State Law):  
If you feel child students has exceptional knowledge in reading, writing, or math, please feel talk 
with your child’s classroom teacher. The teacher, in turn, will notify Jenna Conlin, our UPES Gifted 
and Talented Coordinator.  Jeanna is a member of a larger Gifted and Talented Identification Team 
within Manitou Springs School District.  She is authorized to assist you in abiding by Colorado State 
Law regarding the identification and servicing of students with gifts.  

 
The Exceptional Children’s Educational Act (ECEA) requires all administrative units (AUs) 
in Colorado to identify and serve students between the ages of five and twenty-one, and age 
four in administrative units with Early Access, whose aptitude or competence in abilities, 
talents, and potential for accomplishment in one or more domains are so exceptional or 
developmentally advanced that they require special provisions to meet their educational 
programming needs.  
 
Administrative units include: school districts, Charter School Institute (CSI), multi-district 
administrative units and Boards of Cooperative Educational Services (BOCES). ECEA Rules 
specify the areas for gifted identification in Colorado. A student may be identified in one or 
more of these domains (areas):  
 

- General or Specific Intellectual Ability Intellectual ability is exceptional capability 
or potential recognized through cognitive processes (e.g., memory, reasoning, rate 
of learning, spatial reasoning, ability to find and solve problems, ability to 
manipulate abstract ideas and make connections). Specific Academic Aptitude 
Specific academic aptitude is exceptional capability or potential in an academic 
content area(s) (e.g., a strong knowledge base or the ability to ask insightful, 
pertinent questions within the discipline). All academic areas should be considered.  
 

- Visual Arts, Performing Arts, Musical, Dance or Psychomotor Abilities (Talent 
Aptitudes) Visual arts, performing arts, musical, dance or psychomotor abilities are 
exceptional capabilities or potential in talent areas (e.g., art, drama, music, dance, 
body awareness, coordination, and physical skills).  

 
- Creative or Productive Thinking Creative or productive thinking is exceptional 

capability or potential in mental processes (e.g., critical thinking, creative problem 
solving, humor, independent/original thinking, and/or products).  

 
- Leadership Qualities Leadership is the exceptional capability or potential to 

influence and empower people (e.g., social perceptiveness, visionary ability, 
communication skills, problem solving, inter and intra-personal skills, and a sense of 
responsibility). 

 
 
Our Gifted & Talented enrichment program consists of three levels of service: 
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1. Tier One -  All students are included. Teachers differentiate in the classroom. 
2.  Tier Two – G.A.T.E.  coordinator and task force identified criteria to be used to identify 
students who qualify for services in areas such as math, science and language arts. 
3.  Tier Three - accelerated curriculum and independent study will be provided on an 
individual basis for students who qualify for those services according to identified criteria. 

 
Exceptional Scholars Program (Talent Pool and Motivated Students):  
Students who do not qualify, under State Guidelines, for Gifted Advanced Learning Plans may still 
be service in Manitou in the following ways:  

 
Talent Pool: Jenna Conlin may, space allowing, include students in Gifted and Talented 
instruction when appropriate. She may also provide the classroom teacher with activities 
and/or modified curriculum that can be delivered in the classroom.  

 
Exceptional Scholars Program:  Fifth and Sixth Graders may participate in the MSSD 
Exceptional Scholars Program.  This program connects community partners and 
opportunities to children who are willing to show a strong work ethic across time.  

 
For support, first contact, Jenna Conlin.  Next, contact Amy Rockenbach at 685-2074.  

 
 
Special Education: 2017-18 Service Plan  
Students being considered for IEP Assessment must show at least 6 weeks of high-fidelity 
application of a research-based intervention with all required data. This data must indicate 
lack of progress before any discussion of IEP qualification may take place. 

 
All requests for IEP assessment may be made ONLY after the above requirement is met.  Then, you 
must initiate the evaluation process by contacting Heather Kenyon.  

 
While all students assigned to your classroom academically your responsibility, for additional 
support, contact the following staff:  

 
Tier 3 and Intensive Special Education: Heather Kenyon 
Tier 3 Reading Intensive, Special Education: Staci Christensen 
Tier 2: Reading and Writing Support (Time allowing): Beth Romano 
SNN and Severe Needs: Jenna Conlin 
Gifted and Talented: Jenna Conlin 
Tier 1 & 2: Reading & Math Support (time allowing): Charla Schwartz, Taylor 
Weimer.  

 
504 Plans:  
Any disability that cannot be covered by an academic IEP may be considered for qualification for 
support under a 504 plan.  
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For support, contact the following staff:  
For physical or Health Support Needs, contact: Stephanie Wilson, Counselor and LeAnn Sharon, 
School Nurse.  
 
Health Plans:  
For support, contact: LeAnn Sharon, School Nurse. Phone: 330-6658 
 
English Language Learners:  
For support, contact Emily Osborne, MSSD ELL Coordinator.  Phone: 685-2127 
 

Retention of Students:  
 
Ute Pass Elementary School does not generally use retention as an intervention strategy for 
students. Exceptions may be considered on an individual basis so long as research-based 
instruments are employed to create an empirical argument for the positive odds this will lend the 
long-term development of the student.  

 
Retention is not recommended due to the following:  

 
1. Current research does not support retention as part of a service plan for students 

who are behind.  
2. Retention can distract from better conversations about multi-tiered intervention 

plans that should be in place no matter what grade the child is assigned.  
 

Example Citation:  
 

Hattie, John. VISIBLE LEARNING: A Synthesis Of Over 800 Meta-Analyses Relating to Achievement  
Reference: pages 97-99  

 
Retention is the practice of not promoting students up a grade level in school (that is, the 
student repeats the level) and it is based on the belief that children learn more academically by 
repeating a grade (Fait, 1982). This is one of the few areas in education where it is difficult to 
find students with a positive (d > 0.0) effect, and the few that do exist still hover close to a zero 
effect. Overall, there are negative effects for students who are retained, and there are more 
positive effects in the long term for promoted students than for retained students – even when 
matched for achievement at the time of decision to retain or promote.  
Retention has been found to have a negative effect on academic achievement in language arts, 
reading, mathematics, work-study skills, social studies, and grade point average. Promoted 
students score better than retained students on social and emotional adjustment and behavior, 
self concept, and attitude towards school. Jimerson (2001), in the most recent study on 
retention, based on 169 achievement effects, found a mean effect of d = - 0.39, and this 
negative effect was mirrored across many subjects: language arts (d = -0.36), reading (d = 
-0.54), and mathematics (d = -049). A further 246 effect sizes related to socio- emotional and 
behavioral outcomes and these also were systematically negative (d = -022); as was 
attendance, which was lower for the retained students (d = -0.65).  
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Holmes (1983; 1989) synthesized the results from 63 students on the effect of retention and 
reported an overall effect of d = -0.15. Thus the groups of non-promoted comparison groups on 
the various outcome measures, over most academic and personal educational outcomes and at 
every age level. This negative effect increases over time, such that after one year the retained 
groups were scoring 0.45 standard deviation units lower than the comparison groups who had 
gone on to the next grade and in many cases were being tested on more advanced material. 
This difference became larger each subsequent year, with the difference reaching 0.83 
standard deviation units for measures taken four or more years after the time of retention. 
Moreover, being retained one year almost doubled a student’s likelihood of dropping out, while 
failing twice almost guaranteed it. These negative effects are partly caused by schools and 
teachers not providing special interventions for the retained students, and thereby the 
students are retained in programs that were not beneficial to them in the previous year. 
Another possible effect is the negative influence of peer groups on the beliefs of the retained 
student, and the effects of being forced to interact with students of different ages. Holmes 
(1989) concluded that it would be difficult to find another educational practice on which the 
evidence is so unequivocally negative (see also Byrnes, 1989; Cosden, Zimmer, & Tuss, 1993; 
Dauber, Alexander, & Entwisle, 1993; Grissom & Shepard, 1989, House 1989; Kaczala, 1991; 
Mantzicopoulos & Morrison, 1992; Meisels & Liaw, 1993; Morris, 1993; Peterson, DeGracie, & 
Ayabe, 1987; Shepard, 1989; Shepard & Smith, 1989; Tomchin & Impara, 1992).  
 
The effects are bad enough for achievement, but when the negative equity effects are added, 
the situation is dire for retention. Consider two students for the same achievement, and it is for 
times more likely that the student of color (African American, Hispanic) will be retained and 
the other (white) student promoted (Cosden et al., 1993; Meisels & Liaw, 1993).  

 
 

Non-discrimination 
Manitou Springs School District is an equal opportunity educational institution and will not 
discriminate on the basis of race, color, national origin, sex and handicap in its activities, programs 
or employment practices as required by Title VI, Title X and Section 504.  
  

  

Student Conduct:   
Ute Pass students have the right to a safe, friendly and supportive learning environment which is conducive to                  
learning and free from unnecessary disruption. Each staff member is committed to the goal of helping all                 
children develop individual self-control and self-discipline leading to maturity and responsible citizenship.            
Students are expected to exhibit good conduct, which includes the following: 
 

● Students may not leave the school grounds or the school building without the permission from the                
office. 

● Students are expected to respect school property and the property of others. Students and              
parent/guardians will be responsible for repairs, cleaning, or replacement of damaged properties. 

● Articles (toys, skateboards, radios, CD players, etc.) should not be brought to school. Balls (except               
baseballs and softballs) may be brought to use at recess. Please mark with your name. 

 
Students will be respectful towards peers and adults. This means there will be: 
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● no talking back to adults 
● no verbal put down of others 
● no swearing 
● no fighting, shoving, play fighting, or other potentially dangerous activities 
● no threatening, bullying, or harassment of others 

 
Students will follow classroom, safety, lunchroom, and playground rules. Students will be aware             
that severe infractions which include the following, may result in immediate suspension, or             
expulsion. Students are not allowed to possess, use, sell, or be under the influence of drugs, alcohol                 
or tobacco. 
 
Weapons:  
Students are not allowed to possess or use any weapons, i.e., knives, guns, razor blades, rocks on 
school grounds. “Weapon” means a firearm, whether loaded or unloaded; a firearm facsimile; any 
pellet or BB gun or other device, whether operational or not, designed to propel  projectiles by 
spring action or compressed air; a fixed blade knife with a blade that measures longer than three 
and one-half inches;    or any object, device instrument, material or substance, whether animate or 
inanimate, used or intended to be used to inflict death or serious bodily injury. 
 
Aggressive Behavior:  
Students are not to exhibit violent or aggressive behavior and may not participate in any gang 
related activities. Bullying is defined as any written or verbal expression, physical act or gesture, or 
a pattern thereof, that is intended to cause distress upon one or more students in the school setting. 
The school setting includes school building, grounds, vehicles, bus stops and all school sponsored 
activities and events.  A child who engages in any act of bullying is subject to appropriate 
disciplinary action to include suspension, expulsion, or referral to law enforcement authorities.  The 
severity and pattern of the bullying behavior will be taken into consideration when disciplinary 
decisions are made.  
 
Students are not to exhibit habitually disruptive behavior - expulsions from school is mandated by 
state statute after the third suspension for disruptive behavior in school.  

 
Bullying:  
Bullying will not be tolerated at any school in the Manitou Springs School District.  Bullying 
programming is in place through our Second Step Programming, Brainwise, Common Sense Media, 
and other building-specific initiatives.  
 
Incidences of bullying should be reported immediately to the child’s teacher.  If no resolution is 
found, bullying should be reported to the principal.  
 
Bullying is defined by: 

● Repeated, ongoing behavior that is intended to demoralize, demean, or establish power 
over another child.  

● Repeated, ongoing behavior that causes others to experience fear, sadness, or an inability to 
learn at school or during non-school hours.  
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Bullying is distinguished from singular incidences of impolite, mean, or disrespectful behavior that 
does not induce long-term fear, sadness, or inability to learn in others.  

  
 
 
Reporting Concerns (Bullying or Other): Chain of Communication:  

1. Teacher: Report initial concerns to: Your child’s classroom teacher.  
2. Principal: If the issue remains unresolved: report to the Principal. 
3. Superintendent: If the issue continues to remain unresolved: report to the Superintendent.  

 
UPE Discipline Code & “The Pony Way” 
General Guideline: All discipline is treated as a teaching and learning opportunity.  
  
When behaviors cause a disruption to the classroom, on school grounds, in school vehicles, or at 
school activities/events, the following plan will be implemented in accordance with Senate Bill 133, 
Safe School Act, the Colorado School Attendance Law of 1963 and the School District #14 District 
Wide Conduct and Discipline Policy. Consequences for school infractions will be determined by 
team consultation whenever possible. In the event that the principal is out of the building the 
counselor, lead teacher, and secretary will be responsible for immediate decision. Students are 
expected to follow classroom rules and procedures as established by each teacher. 

  
Our Approach to Social Skills, Behavior, Learning:  
We recognize that behaviors Skills are Complex Learned Behaviors that are influenced by habit, 
environment, and life circumstances.  Like any behavior, appropriate, pro-social skills can be 
learned and must be taught. Children are not born knowing how to behave, interact, and be 
socially-successful in community situations.  
 
Clear expectations with consistent reteaching, instruction, and guidance, are key to raising 
successful children.  
 
The Ute Pass Way: The Responsibilities of Adults and Children Throughout our School 

Community:   
Learning and Growing Strong from Our Successes and Mistakes is supported by:  
 
1. Owning It. It’s always better when the child can “own” their mistake.  Learning to take full 
responsibility, rather than blaming others, is a skill that builds self-confidence, resilience, and inner 
strength. 
 
2. Staying Calm and Being Present to the Needs of Others. Adults need never become upset. 
Simply stating what the expectation is, and what you expect the child to do, is usually enough. 
Children are desperate to negotiate – it is their way of assuming power. Children need to be taught 
how to listen, become aware of the needs of others, and balance these with their own needs. 
Advocacy for one’s perceived rights is always a communal endeavor that 
requires compromise, compassion, presence, and listening.  
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3. Learning to Live with Consequences: When we guide children, we simply state what we will 
do, not what the child will do.  For example, adults might say, “You may choose to (insert 
appropriate behavior) or (appropriate behavior).  I will walk away while you choose.  Failure to 
choose will mean (insert consequence).”  
What the child does is his or her choice.  There are, of course, positive and negative consequences to 
their choices.  They need to feel both.  It’s ok for children to have to live with difficult consequences. 
Strength grows from developmentally structured, appropriate rigor.  
 
4. Solving Problems and Healing Hurt: As much as is reasonable, direct the child do the problem 
solving him or herself. When the adult is doing all the work, the child is likely not learning.  
a. Instead of saying, “if you do that, then you will be grounded,” say, “I will wait to see if you are 
responsible enough to visit your friends. What you are doing right now will tell me a lot.” It is 
always ok to follow up with, “would you like some ideas from my experience?” While some 
problems, such as bullying, require adult supervision and guidance, others, like name calling, can, 
and should, be solved by the child.  Saying, “You may visit your friends after you have solved this 
problem,” delivers the message that the child is capable, inventive, and compassionate. When you 
feel yourself getting upset, ask, “Who’s doing the work here? Me or the child?” 
 
5. Teaching with Quality Content:  We use two research-based programs to support the 
development of healthy social behavior: Brainwise and Second Step.  Children need to understand 
the biophysical responses to stress.  Knowing that the one’s brain, when flushed with anger, 
processes differently than a calm one, is an important piece of knowledge.  At Ute Pass Elementary 
School, we teach Brainwise as a strategy to help children become the masters of their own 
physiology! Learn more about Brainwise at: http://www.brainwise-plc.org/ 
 
6. Maintaining Consistency & Clear Expectations:  
Social behavior is a learned skill that is instilled slowly in children through modeling, discipline, 
example, and feedback. All children need explicit instruction in what the expectations and rules are 
for any setting. Whether it is in the classroom, the hallway, or at an afterschool program, children 
benefit from knowing that the general expectations for how to treat others are the same.  In the old 
days, we called these skills “manners.” Today, we know that social skills are a complex skill set 
requiring lots of high quality feedback, expectations, and clear consequences for mistakes. 
 
Ute Pass Elementary School is not a “zero tolerance” school. We believe that each mistake made by 
children (and adults!) is unique and deserves to be looked at from its own context.  For example, a 
child with a severe disability who unknowingly punches another child might not need the same 
response as a typical child who does the same thing.  Nevertheless, we use the following guide to 
ensure consistency and clarity: 
 
All discipline should be treated as a teaching and learning opportunity.  
In general, and when appropriate, teachers are expected to handle their own minor discipline 
problems at the time of the occurrence. Referrals to the office are limited to extreme behaviors (as 
determined by the teacher): 
 

1. Habitual defiance or tantruming after multiple classroom interventions  
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2. Putting other children in physical or psychological danger (hitting, fighting, scratching, 
bullying.) 
3. Extreme, inappropriate language 

 
Referrals to the Office:  
If referral to the office is required, the child will be sent in safe manner (with another calm adult) 
using the Office Referral Form explaining the situation.  

 
The referral states:  

1. What happened.  
2. The time.  
3. Who was involved (victims, perpetrator, witnesses). 
4. Efforts to resolve the situation if relevant. 

 
Buddy Classrooms and Cooling Off Spots:  
Teachers establish a cooling off place, with appropriate procedures, with in a “buddy” classroom.  

 
Use of Time Out:  
If a student is sent to the hall for "time out", be sure the student knows when he/she may return to 
the classroom. Our goal is to keep students in the classroom at all times. However, there are 
situations when a child needs to be removed from the setting. If necessary, students can be sent to a 
“buddy class” (as pre-arranged by the teachers) or, in the case of extreme behaviors, the office 
with a yellow slip for time-out that indicates when the child is to return to class. 

 
Law Regarding Corporal Punishment: It is strictly against the policy of this district to allow any 
kind of physical punishment. Physically handling a child in any way to inflict punishment is strictly 
prohibited. The use of acts of reasonable and appropriate physical intervention (CPI) in dealing 
with disruptive students will follow the policies set forth by the Board of Education. 

Common Language:  
Our students use common language to support good behavioral choices.  Sometimes these are in the 
form of fun, easy-to-remember acronyms.  Selected examples include:  
 
“Flush” which is represented by the acronym F.L.U.S.H. This stands for: Flush (Please), Leave Clean, 
Use Facilities Correctly, Shhhhhh, others can hear you, Hurry, we miss you.  
 
“Milk” which is represented by the acronym M.I.L.K which stands for Manners. Inside Voice, Line 
Behavior, and Kindness - Keep Safe.  
 
“Recess”: Respect for all, Equipment used correctly, Care for ourselves and others, Experience 
helps older kids model for younger ones, Stay Safe, Step at the bell and line up immediately.  
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Rules: 
Playground:  
  
 1. No fighting or “play fighting”, kicking, pushing, hitting or tackling on the playground. 
 2. No throwing of rocks, snowballs, ice, twigs or sand . 
 3. Students are to use swings safely.  This includes:  

● No jumping out of swings. 
● No swinging double or twisting swing cables No pushing from the front of 

the swings or pushing through under the swings.No swinging side-to-side. 
● No throwing of swings 
● No walking on or jumping off the jungle gym bars, picnic tables, or wooden 

log structure. 
 5. Students are not allowed to slide on icy areas. 
 6. Students are to stay on the playground during recess, unless given permission by 

 supervising adult. 
 7. Students are to stay off the sidewalk during recess and before school. 
 8. The hill and ditch are off limits. 
 9. The slide is to be used appropriately. 
  a. No walking up the slide. 
  b. No rocks on the slide. 
  c. Students are to go down the slide one at a time, sitting and facing forward. 
 10. Ball games are to be played in designated areas. 
  
Any other playground safety concerns will be addressed by the supervisor on duty as the situation 
arises.     
  
 
Lunchroom: 
  
 1.  Students will sit as assigned by lunchroom supervisor 
 2.  Keep lunchroom clean: 
  a. No throwing of food or paper articles. 
  b. Clean up spills. 
  c. Place all litter in cans. 
 3.  Keep lunchroom quiet: 
  a. Enter quietly. 
  b.Talk to neighbors only. 
  
Lunchroom Consequences: 
 
 1. Warning. Principal/teacher discussion and/or further action. 
 2. Student will review and write rules and ask parents to sign them. Returned the signed 

 rules to the principal. 
 3. Parent/guardian is called.     
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District Disciplinary Policies:  
A complete volume of the Manitou Springs Board of Education policies can be found at: 
http://mssd14.org 
  

 
 
STUDENT HEALTH AND SAFETY 
Parents play a significant role in partnership with staff to maintain a safe and healthy environment 
for all students. 
  
Good health is essential to learning, therefore, we are very concerned about your child's health and 
safety. 
 1. Keeping him/her home when he/she is ill. 
 2. Providing us with a current emergency phone number by which to 
   contact you or other responsible party. 
 3. Making provisions for his/her care if both parents work. 
 4. Advising us of any health problems. 
  
In case of serious illness or accident, we will make every effort to contact you or your doctor. If                   
emergency care is necessary we will call the EMTs. If we cannot reach the parent, school personnel                 
will exercise reasonable judgment in acting in the emergency. 
  
Student Health Programs 
There is a Registered Nurse who provides health services to all the schools in the district.  
You may contact her by calling 330-6658. 
  
Services: 

● Health Information:  Please complete the online Medical Information and if anything new 
has occurred with your child please let the nurse know; this enables the nurse to address 
any special health concerns.  The information will be shared with school staff on a “need to 
know” basis. 

● Vision/Hearing Screening:  Pre-school, K-6, 7, 9, Special Education students are screened 
annually; as well as students that are referred because of teacher concerns.  Referrals home 
are sent if the student fails a second screening. 

● Immunization Compliance:  Colorado law requires that all students must submit a 
Certificate of Immunization or Signed Exemption (medical, personal, religious) to attend 
school.  Immunization requirements will be strictly enforced and students who do not meet 
the requirements will be denied attendance according to CRS 25-4-902.  Please respond 
immediately if you receive notification that your student’s record is incomplete.  If there is 
an outbreak of a disease that is controlled by required immunizations, all exempted 
students and students lacking required immunizations would be suspended from school to 
ensure their safety. 

● Other Health Services:  The school nurse is also available to students, staff and parents for 
assistance in accessing health care, accessing financial resources for health needs, 
emergency first aid, health consultation, health education, etc. 
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Illness:  Please DO NOT send a sick student to school.  This is for the benefit of not only your child, 
but for the other students and school staff.  You should keep your child home if they have any of the 
following: 

● Constant runny nose – especially if the discharge is yellow or green 
● Congestion (lung or nasal) 
● Persistent coughing and/or sneezing 
● Elevated temperature (over 100 degrees) 
● Vomiting and/or diarrhea within the last 12 hours 
● Sore throat, especially with swollen neck nodes 
● Red eyes with discharge (not allergy related) 
● Sores that are “weeping” (especially around the mouth) 
● Rashes that are not diagnosed 

If your child becomes ill at school you will be contacted immediately so that you can take your child 
home.  Please keep your contact information current and provide alternate contacts in the event that 
school staff is unable to contact you. 
  
Injury/Emergency:  Basic first aid will be administered by qualified school staff should your child 
be injured at school.  If your child is seriously injured at school 911 will be contacted immediately; 
then every effort will be made to contact parents.  The Emergency Medical Technicians (EMT’s) on 
the scene will determine if medical treatment is necessary and consult with parents to determine 
further action. If staff is unable to contact parents the student may be transported to a medical 
facility at the recommendation of the EMT’s.  The school does not assume responsibility for costs 
incurred from accidents that occur on school property. 
  
Medication:  
 If your child must have medication of any type (prescription or over-the-counter) during school 
hours, you may: 

1. Come to school and give it to your child at the appropriate time. 
2. Discuss with your doctor an alternative schedule of medications so that it can be given 
outside of school hours. 
3. Provide a completed PHYSICIAN’S AUTHORIZATION FOR THE ADMINISTRATION OF 
MEDICATION BY SCHOOL PERSONNEL form (available in the school office and on MSSD14 
website).  This must be completed and signed by the physician and parent. 

  
You must provide prescription medication in a labeled pharmacy container that includes: 
students name, name of drug, dose, instruction for administration. You must provide over 
the counter medication in its original and unopened container. 
  
This is school policy and protects not only your child, but also the staff administering the 
medication.  This policy must be strictly followed and is the only way that we will be able to 
administer medication to your child. 
  
Remember to submit a new copy of these forms for each medication a child takes every year. 
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MINIMUM NUMBER OF IMMUNIZATION DOSES REQUIRED BY LAW FOR ATTENDANCE IN COLORADO 
PUBLIC SCHOOLS  (CCR 1009-2) or you must fill out a Exemption form annually. 

  

  PRE-SCHOOL K-ENTRY K-5 6th-12 

Diphtheria/Tetanus/Pertussis 
(DTaP/TDaP) 

4 5 5 6-12 

POLIO 3 4 4 4 

Measles/Mumps/Rubella (MMR) 1 2 2 2 

HEPATITIS B 3 3 3 3 

CHICKEN POX/VARICELLA 1 2 2 2 

  
Complete District Health information and forms can be found at: 
http://www.mssd14.org/district_information/health_information 
 
 
Bus Safety & Discipline 
 School bus evacuation drills are held twice a year to insure students are aware if safety procedures. 
 
Children are allowed one infraction that is written up by the bus driver.  Upon receiving a second infraction, 
the student may be asked to not ride MSSD 14 transportation for one week.  Upon receiving a third infraction, 
the student will be suspended from riding MSSD 14 transportation for any reason through the end 
the current school year.  
 
Asbestos and Radon 
Ute Pass Elementary School has been inspected for asbestos and radon. A copy of the Asbestos and 
Radon Management Plan is available for your review in the office of the Principal. Small amounts of 
asbestos exist in the school and they have been encapsulated in accordance with the building's 
Management Plan. 
 
Senate Bill 03-072/Sex Offender List 
 A state law (Senate Bill 03-072) passed in 2003, requires all schools to notify parents that they 
have the right to access law enforcement agency information concerning registered sex offenders. 
Concerned parents may request this list at the local law enforcement office that governs your 
address or the address of the school your children attend.  You must go to their office in person and 
show proof of residency.  Green Mountain Falls Marshal 684-9415 
  
PROCEDURES FOR PARENTS 
  
School Closures 
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A. School Cancellation: 
  
School cancellations because of weather or other emergencies are reported  on most of the 
local radio and TV stations. It is a good idea to listen for cancellations every morning and 
particularly on mornings when weather is a consideration.  Ute Pass  Elementary School will 
not be mentioned by name;  however,  any mention of Manitou Springs School District #14 applies 
to us.  Please make it your responsibility to find out whether or not school is in session. In 
accordance with board policy, if school is closed during the day because of inclement weather, no 
activities will be held in the building at any time during the day. 
 
Please note that we will utilize the district Robo Call system whenever we are able.  
  
B. Two Hour Delayed Starts:  
 
The two hour delayed start of school is used when weather conditions are changing or when 
weather conditions are uncertain. In case of a two hour delay, morning kindergarten classes 
will be canceled,  busses will run and  all other classes (including extended day kindergarten) will 
start two hours later than usual and classes will end at the normal time.  The procedure will be as 
follows: 
 

1. Local TV and radio stations will be informed by 6:00 a.m. that the starting time for schools 
will be delayed. 
2. If the decision is made to keep school open, the two hour delayed start will be honored and 
no additional announcements will be made. Keep listening to the TV and radio stations. 
3. If the decision is made to cancel school, local stations will be informed by 8:00 a.m. Again, 
keep listening to the TV and radio stations. 

  
C. Early Dismissal Due To Forecast Of Storm Or Due to Mild Storm In Area Expected To 
Worsen: 
 

● Notification of radio stations, if it involves whole district. 
● Announcement to classrooms of dismissal time. 
● Check of each class for students who may need to call to ensure access to shelter and 

supervision after dismissal.  
● Calls made to parents of students who have requested that they must be called.  
● Dismissal and transportation by usual methods 

  
 
 
D. Closing Due To Severe Storm In Immediate Area Creating An Extreme Hazard To 
Transporting Of Students By Bus And To  Foot Traffic: 

  
 1. Staff placed on emergency basis: 
 Administrator and secretary will remain until students and staff are 
   gone.  Certified staff members are responsible for their classes and  
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  must remain in attendance until children are in safe custody. 
  Custodial staff must remain until the building is vacated. 
 2. Area radio stations notified. 
 3. Calls made to parents that students are to be dismissed as soon 
 as parents or their proxy arrive to transport them.  
 4. Students remain in custody of the school and are released upon     
 arrival of parents or proxy or when weather clears sufficiently. 

 

MSSD 14/Ute Pass Elementary Closure Plan: 
If emergency response officials close the pass, we will shelter children at the school under the 
following guidelines: 
  

1) For a closure announced during the afternoon, we will hold buses and shelter children after 
our 2:50 p.m. release—but if roads are reopened before 4:30 p.m., buses will run on regular 
routes. We will notify parents via all possible channels (see below) when buses are 
departing. 

2)  If buses are running their routes and the pass is closed during that time, buses will return 
students to their school to wait for parent pick-up. Again, we will notify parents as soon as 
possible in this event. 

3) For a closure announced during the afternoon that is not reopened before 4:30 p.m., we will 
shelter all bussed children here until parents (or a pre-identified designee) come to the 
school and pick up their child personally. Buses will not run after 4:30 p.m. 

4) When authorities order a road/street closure that extends after school hours, we will keep 
at the school all students who normally walk home. They will be released to walk home 
after authorities officially reopen roads. If parents do not wish their children to walk home, 
they should contact the school with their specific wishes. 

  
We will notify parents of a shelter-in-place situation via email, Facebook, Manitou Springs School 
District Website, and the Manitou Springs School District calling system. We will notify parents of 
release from a shelter-in-place situation by the same means. Please update all personal contact 
information to include current address, email address, and all current phone numbers, including 
any cell phones that have texting capability. 
  
Parents/guardians should turn to local television or radio stations for emergency announcements. 
If students are being kept at school, local media stations will be notified. If electrical service and 
Internet services are not affected, information will be posted on the school webpage, which can be 
accessed through district website at http://www.mssd14.org. 
  
When authorities finally allow access to roadways, parents may come pick up their children. For 
security reasons, the building will be locked and children will be held in classrooms until each 
family arrives and requests them. 
  
Parents on foot may contact staff members on the sidewalk to retrieve their child(ren) from the 
classroom. 
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It is, of course, imperative that drivers be patient and safe during this potentially crowded pick-up. 
  
Children will be released to any parent or legal guardian or, if the parent is unable to make it to the 
school, only to drivers listed on the child’s Emergency Contact list.  Please make sure your child’s 
emergency contacts are up to date and include all persons you might want to have pick them up. 

  
Any medication you child needs outside of regular school hours needs to be provided to the school 
with the attached paperwork. 
  
Experts also suggest that each family establish a family crisis plan and make a crisis kit for your 
vehicle. The resources listed below may be of assistance in this process: 

●      El Paso County Emergency Response: 
http://www.fema.gov/what-mitigation/plan-prepare 

●      FEMA: http://www.fema.gov/what-mitigation/plan-prepare 
●      ReadyColorado: http://www.readycolorado.com/ 
●      ReadyColorado Communications Plan: 

http://www.readycolorado.com/wp-content/uploads/2012/08/familycommunicationsfilla
ble.pdf 

   
  
General Procedures in an MSSD 14/UPE Declared Crisis Situation:   
Should we have a crisis during school hours, your student(s) will be cared for at the school. Our 
School District has a detailed disaster plan which has been formulated to respond to a major 
catastrophe. Your cooperation is necessary in any emergency. 
  
1.     Do not telephone the school. Telephone lines may be needed for emergency communication. 
2.     Do not attempt to reach your student by cell phone as this may put your student at further risk 

depending on the emergency and cell phone lines may be needed for emergency 
communication. 

3.     In the event of a serious emergency, students will be kept at their schools until they are picked 
up by an identified, responsible adult who has been identified as such on a School District 
emergency card which is required to be filled out by parents at the beginning of every school 
year. Please be sure you consider the following criteria when you authorize another person to 
pick up your child at school: 

  
●      He/she is 18 years of age or older. 
●      He/she is usually home during the day. 
●      He/she is known to your child. 
●      He/she is both aware and able to assume this responsibility. 
  
4. Turn your local television or radio for emergency announcements. If students are to be kept at 
school or at an evacuation site (Joyland Church), radio & television stations will be notified. If 
electrical service and internet services are not affected, information will be posted on school 
website which can be accessed through district website at http://www.mssd14.org 
5. In addition, information regarding day-to-day school operations will be available by calling the 
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District Office at 685-2000. 
  
6. Impress upon your children the need for them to follow the directions of any school personnel in 
times of an emergency. Students will be released only to parents and persons identified on the 
School District Emergency Card. 
  
During a crisis, students will be released from the front hallways of either Ute Pass Elementary 
School or Joyland Church. 
  

Transportation in a Declared Emergency: 
Please instruct your student to remain at school until you or a designee arrives. Because local 
telephone service may be disrupted, also list an out-of-State contact on the emergency card, as calls 
may still be made out of the area while incoming calls are affected. 
  
Emergency in the AM: The decision to keep students at school will be based upon whether or not 
streets in the area are open. If this occurs, radio and television stations will be notified. In the event 
that a natural disaster takes place during the time that students are being transported, students will 
be kept on the bus and the driver will ask for assistance through radio contact with the school and 
district personnel. Any child who is home waiting for the bus will not be picked up (if roads are 
impassable) and remains the responsibility of the parent or guardian. 
  
Emergency in the PM: In the event a natural disaster occurs in the afternoon, the driver will make 
every attempt to continue delivering the students to their bus stops. 
  
Emergency When School Not in Session: Should an emergency or disaster situation ever arise while 
school is not in session requiring a school closure, the following steps will be taken to notify and 
keep the community aware of status. Radio and local TV stations will be notified. Information will 
be posted on school website which can be accessed through district website at www.mssd14.org. 
Emergency phone call system will be activated and parents 
will be notified. 
  
  

 Suggested Additional Steps: 
  

1. Establish a Crisis Kit for your car or vehicle (for ideas, see #5) 
2. Establish a Family Crisis Plan using the resources listed below: 
  
●      El Paso County Emergency Response: http://www.fema.gov/what-mitigation/plan-prepare 
●      FEMA: http://www.fema.gov/what-mitigation/plan-prepare 
●      ReadyColorado: http://www.readycolorado.com/ 
●      ReadyColorado Communications Plan: 

http://www.readycolorado.com/wp-content/uploads/2012/08/familycommunicationsfillable.
pdf 

  
During a crisis, we encourage parents to listen to the TV and radio stations for closure 
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announcements before calling the school office.  
          

Cold Weather Procedure 
Children should come to school dressed appropriately for the unpredictable Colorado weather.  Our 
practice is to hold recess outdoors if at all possible.  Current weather conditions such as 
temperature,  wind conditions, wetness of grounds, and rain/snow conditions are taken into 
consideration in making the decision of whether or not to hold outdoor recess. Wind chill factor 
below 15 degrees will prompt indoor recess. 
  
Children also are not permitted to return to the classroom for coats once they have gone outside or 
to the lunchroom.  We do expect  children to be responsible to dress appropriately for the weather. 
  
It is our expectation that students well enough to attend school are well enough to participate in all 
activities, including outdoor recess.  If your child is not to go out for recess for any reason, you must 
send a note to your child's teacher.  Otherwise your child will be required to go outdoors as usual. 
We will not honor requests that exceed 1 day to keep your child indoors, unless a doctor's 
certificate is presented. 
  

Visiting School 
Parents are always welcome visitors at school, not only on special occasions or by special invitation, 
but every day.  When you visit school please observe the following requests: 
 

1. Call the school before you come letting us know if you wish to make an appointment to meet 
with a teacher or visit a classroom.  

2. Please sign in at the office with the secretary, so that we know you are in the building  
3. Volunteers  are asked to please come into the office to sign in so that we may keep track 

of our greatly appreciated volunteers and the many hours they donate.  
  

Volunteers and Visitors:  
 Volunteers are distinguished from visitors according to the definitions below.  If you wish a parent 
or visitor to be a volunteer, you are required to submit the form at the bottom of this section stating 
your desire to have this person be background checked to Chris Briggs-Hale, Principal.  
 

All volunteers requests must be made with the classroom teacher first.  
  
Definitions:  
 

● Parent Volunteering: 
 Working with children on a repetitive basis for a period of time greater than 15 minutes, with 
the potential to be alone with children other than your own. 
 

● Example:  You are asked to work with 4-6 children every Tuesday and Thursday 
from 9:00 a.m. – 10:00 a.m. for the entire school year. 

● Example:  You volunteer to help supervise the lunchroom on Mondays from 11:30 
a.m. – 12:30 p.m. 
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● Example:  You have been asked to assist with a field trip that may include an 

overnight stay. 
 

● Parent Visitation: 
Coming to school on a non-repetitive basis for short periods of time to spend with your child 
only. 

 
● Example:  Coming to school to watch your child perform in the school play. 
● Example:  Having lunch with your child on alternating Fridays. 
● Example:  Attending a field trip with your child. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Required form to be submitted to Mr. Briggs-Hale: 
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Party Invitations 
Party invitation may not be handed out at school. 
 
Classroom Party Foods (cupcakes, etc.):  
We ask that only healthy snacks are provided for classroom parties.  All party menu items must be 
approved by the classroom teacher to ensure there is not threat to children through nut allegies, 
etc.  
 
Returned Check Policy 
If a check is returned to the school for non-sufficient funds, an additional $6.00 fee will be added to 
the total.  

 
Students and Telephone Use:  
Students will not be permitted to use the telephone to arrange after-school play activities. 
However, they may use the telephone when school activities have been canceled and they need 
to arrange for transportation. We will attempt to limit calling for "forgotten" items such as lunch 
money, homework, etc. Telephone passes must be given to the student by the homeroom teacher 
and sent to the office to use the telephone there. 
 
Items Not Allowed:  
Articles which are a hazard to the safety and well-being of others should not be brought to                 
school. Knives, guns, skateboards, baseballs, etc., are not allowed. Any electronic devices,            
such as cell phones, iPods, radios, CD/tape players and electronic games distract from the              
learning environment and will be confiscated by the principal. If a contraband item is              
collected, parents will be notified to come to school for the item. 
  
Lost and Found:  
Lost items will be kept for one quarter.  After that time, items will be donated to charity. 
 

Parent Involvement:  
  
Parent/Teacher Organization (PTO):  
PTO is our parent and community volunteer organization designed to assist with the             
education of Ute Pass students in the classroom and fundraising for projects. PAC meets              
monthly throughout the school year. All parents are invited to attend meetings. 
  
The mission of the Ute Pass Elementary School PTO: 

● Education: We will support the learner in us all, add value to the school curriculum, 
and provide more opportunities for our students 

● Community: Unite the community and school as one by promoting community 
involvement to create close knit support and relationships through outreach and 
service. 

● Events: Facilitate fun school events and fundraisers that build relationships between 
the school and the community. 
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Building Accountability Meeting: (Inserted into PTO meetings 4 times per year) 
The BAAC meets monthly throughout the year (on the same evenings as PTO). This group of parents meet to                   
review and discuss current education programs and to keep current on Ute Pass             
Elementary accreditation requirements.  
     
 
The After School Program 
T.A.P. (The After School Program) is an after school enrichment program offered to all              
students. Students have the opportunity to attend classes on a variety of subjects ranging              
from dance to soccer or cooking! These classes are usually held in the Fall, Winter and early                 
Spring, Monday through Thursday from 2:50-3:50 p.m Brochures are sent home with each             
student. 
  
Parents can get involved with T.A.P. in several ways: 

1. The T.A.P. committee members work to establish, implement, and evaluate our after            
school program. This group does not set policy which is the function of the school               
board. Parents who wish to become a member should contact the principal. 

2. This outstanding program depends on parents offering to teach classes. If you have             
a special talent or a good idea for a class you would like to teach please contact the                  
school office. Instructors do receive a nominal fee for teaching a class. Volunteer             
Background Check forms and volunteer training are required.  

  
Home School Communication:  
Effective home/school communication is critical to the success of your child’s educational 
experience.  

 
The following are options we use to communicate with our families: 
 

1. Voice Mail System - Every classroom is equipped with a telephone to enhance 
2. Communication between you and your child’s classroom teacher. You may contact           

your child’s teacher through the office or you may call the classroom directly . You               
may leave a voicemail message and the teacher will return your call no later than               
the next teaching day. 

3. The UPES News Update Email System - The upcoming events, activities and other             
newsworthy items are published once a week and sent to parents via email.. Parents              
with internet access are are asked to view the newsletter on-line, otherwise a paper              
copy will be sent home with your student. Please make sure the office has a current                
email address. This is a very important method of communication for the school. 

4. Ute Pass Elementary School Web Page - Read the latest newsletter, activity and             
lunch calendar online! Look at pictures of the latest school events, visit classrooms             
and hook up with the district web page: http://www.mssd14.org. 

5. The Message Board - All important dates can be found on the large sign outside,               
near the front doors. 
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6. The School Office Staff - The office is always very happy to answer any questions you                

may have. Call 685-2227 any time between 7:00 am – 3:30 pm Monday - Friday. You                
may also leave a voicemail message when the office staff is not available. 

7. E-mail – we frequently contact parents or send out announcements via email. Please             
make sure we have your current email address. Parents may also communicate with             
classroom teachers using e-mail. Staff telephone and e-mail addresses are included           
as an insert in this handbook. 

8. The MSSD App for Android and iPhone. Go to your App store online outlet and               
search for “Manitou Springs School District.” 

  
  
Facebook is not used as our primary news outlet. 
  
Field Trip Enrichment:  
Your child will be afforded the opportunity to attend enrichment field trips during the 
school year.  Each student will be charged a field trip fee (to include transportation costs 
and entry fee) on a trip-by-trip basis. 
 

Breakfast, Lunch, And Food Service Procedures 
 

Prices for our breakfast and hot lunch program for this school year are 
as follows: 
Breakfast……………………………$1.25/ Adult………….$2.15 
Grades K-5 Lunch .................$2.65/ Adult.......................$3.60  

Milk.........................................$ .50  
 
The price for hot lunch includes milk. Silk milk and juice are available for 
students who are allergic to milk or are lactose intolerant. If student with 
a disability with substitution requests which fall outside of the meal 
pattern must be supported by a statement signed by a licensed healthcare 
professional and it should be sent to the Food Service Office stating 

substitutions and/or restrictions. You can find the meal modification on Manitou Springs District 14 
web page. 
 
Monies received are credited to students’ computerized numbered account. Money is subtracted 
from each student’s account daily in the amount of lunch/breakfast prices and/or milks. Pay for it is 
an available option. Due to new Federal Guidelines the following changes have been put into effect 
for the 2017-2018 school year: 
 

1.) Any unpaid balances from prior years are included and will reduce charging availability 
in the current school year. 

2.) All charges must be paid back to Manitou Springs Food Service. Collection efforts have 
started. 
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3.) School year 2017-2018 No Charging at the High School or the Middle School after the 

first thirty (30) days. Elementary student will be able to have three (3) charges on their 
meal card and then their card will be removed from the board, signifying that there is a 
problem with their account. They should check in with the cashier about their account. 

4.) An auto-call system to let you know what the balance is on your student’s account. 
5.) We will also send cards home with your student’s balance to remind you. 
6.) You can pay your student’s account at www.payforit.com with your credit cards, or by 

check, or cash at the school’s cafeteria cashier. You can find Pay For It on the Manitou 
Springs School District website. 

7.) Students with insufficient funds for meals will receive an alternate lunch or breakfast, 
and they will be charged for the meal. 

 
Please remember to fill out your Free/Reduced Lunch forms yearly so we can continue to 
support our students’ regular and healthy nutrition. 
 
 
Helpful Procedures: 

● Please pay for multiple meals by check or credit card. A monthly check/charge would be 
ideal (20 meals at a time, etc.).  You may also pay online. 

● Please send money in a sealed envelope with the child’s name and amount written 
on it and child’s lunch account pin # or charge at the front office. 

● Please do not combine money for lunch with money for other purposes in the same check.  
● If a check is returned to the school for non-sufficient funds, an additional $6.00 fee will be 

added to the total. 
 
Visitors are welcome at all times for lunch. Please notify the school office the morning you plan to 
purchase a lunch. 
 
Lunch at Home: If a student lives near the school, he/she may go home for lunch if he/she is able to 
return in time for afternoon class. Permission slips from parents/guardians are necessary for this. 
Should a child return late to class, this privilege may be suspended. 
 
Breakfast Information: 
Breakfast in Cafeteria start at 7:35 am until 7:55 am  
Breakfast in the classroom is for student running late for school.  
If you don’t want your child to participate in the classroom breakfast program please make 
sure you sign the letter in your child’s pack from the school.  
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Healthy Food Choices Recommendations for Snacks, Birthday Treats, and Classroom Parties 
 
The Manitou Springs School District 14 Wellness Policy promotes 
“healthy schools by supporting student and staff wellness as part of the 
total learning environment. The District supports an educational 
environment that places a high value on healthy nutritional choices…”  
 
It is hard to imagine childhood without treats—even occasional 
sugarplums. Our aim is to limit your child’s exposure to less healthy 
snacks when they are in our care and not in yours. Perhaps the best way 
to translate our intention to limit unhealthy snacks is with some Cupcake 
Math: If there are 25 students in your child’s classroom at school and 
each one brings cupcakes for his/her birthday—then you add on sweets 
from holiday parties and the occasional lunchroom swap—your child 
could face nearly 30 “cupcake events” in the course of their school year! 
(You can imagine the 450-child cupcake temptation that Mr. Vogel faces!) Now envision a nice 
veggie, fruit, or cheese tray at their next party instead! 
 
It is strongly requested that snacks served in classrooms meet the following policy objectives: 

➢ Food served is as close to whole and organic as possible, including whole grains and 
fresh fruits and vegetables and will be minimally processed.  

➢ Food served is nutrient dense with preference given to foods low in added sugars, fat, 
trans fat, preservatives, growth hormones and antibiotics--and high in vitamins, 
minerals and phytochemicals. 

➢ Foods come from local farmers as much as possible. 
 
Examples of healthy foods include, but are not limited to: 

➢ Fresh fruits and vegetables 
➢ Whole grains 
➢ “Real” cheese (not processed or in a can) 
➢ Lowfat dairy products 
➢ Seeds 
➢ Water 

 
Please contact Food Service Director Paula Faucette at 685-2005 or pfaucette@mssd14.org. She can 
answer questions, provide suggestions--and even prepare classroom treats for you at minimal cost. 
 
 

  
  
An online payment service is available. Please visit our district Food Services website for 
more information: http://www.mssd14.org/departments/food_service 
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PROCEDURES FOR STUDENTS 
  

Bicycles 
Parents may permit their children to ride bicycles to school.  Bicycles should be placed in the 
bicycle rack in front of the building.  Locks are strongly recommended to protect the bike 
throughout the day when bikes are unattended. Helmets are strongly suggested and may be stored 
in the students homeroom. Parents and students are responsible for the safety of the child while 
riding to and from school.  When a bike rider arrives on school property, he/she is to dismount and 
to walk the bike on the sidewalk proceeding directly to the bike rack. 
  
Student Phone Use 
Students are to use the phone only in case of an emergency. Arrangements for after school activities                 
should be made before coming to school. Cell phones may be used after school only. If a student                  
needs to contact a parent during the school day, the classroom teacher will sent the student to the                  
office to use the school phone.  

  
Appropriate Dress 
Suitable clothing conducive to an elementary school atmosphere is expected. With our ever             
changing weather please remember to dress in layers. Girls or boys must have straps at least two                 
adult fingers wide and the hem length must touch the top of the shorts, pants, or skirt. Hats are not                    
allowed inside the school building. Students may not wear shoes with wheels to school. Sagging               
clothing is not conducive to physical education and playground activities. Language on clothing             
must be appropriate for the elementary school setting. 
  
Items Not Allowed: 
Articles which are a hazard to the safety and well-being of others should not be brought to school.                  
Knives, guns, skateboards, baseballs, etc., are not allowed. Any electronic devices, such as cell              
phones, iPods, radios, CD/tape players and electronic games that have been deemed a distraction              
from the learning environment will be confiscated by the teacher, bus driver, or principal. If a                
contraband item is collected, parents will be notified to come to school for the item. 
  
Lost and Found 
Lost items will be kept for one quarter.  After that time, items will be donated to charity. 

 
Media Center 
  

Check out Policy: 
1. Books are checked out for one week at a time. 
2. In order to keep a book longer, the student must talk with the Media Specialist. 
3. Generally, students check out only one book at a time, unless working on a special project. 
  
Overdue Policy:  
1. When a book is two weeks overdue, the student will receive their first notice. No books 
will be checked out until the original one is returned.  
2.  Second notice is given one week later, and the classroom teacher will be notified. 

47 

 

 



 
3. Thereafter,  parents are telephoned and a note is given to the student.  If the book is not 
returned, parents are responsible for current replacement cost and a minimum charge to 
cover cost of processing. 
4. At the end of the school year we will hold report cards and any academic records until all 
books are returned or replaced. 

  
AM Recesses: All teachers are responsible for their own AM recess.  
 

Primary AM Recess will be at 10:30 
Intermediate AM Recess will be at 10:45 
 

Lunchroom and Recess:  
There will always be two staff members assigned to any time period (recesses or lunchroom 
duties). There will always be two staff members assigned to any lunch recess.  
 
Lunch norms:  

● Students should tell Milica their number or give her their lunch card before sitting down. 
● K-2 have assigned tables 
● 3-6th have assigned tables 
● Custodian provides a “nut free” table when needed.  
● During lunch, voices should be at a reasonable "restaurant" level. Turn lights off and on 

quickly to get attention.  When lights are off, no one talks.  
● Students are expected to sit on their bottoms, not on feet 
● If student forgot a fork or something, if they raise their hand, allow them to go get it after 

they have raised their hand.  
● Custodians and lunchroom staff are busy as it is, they are not the lunch room monitor, you 

are :) take control.  Be KIND and FIRM at the same time.  
● Have a signal to get the kids attention (clapping, raise hands, shut off the lights, etc.) 

  
Clean up:  

● Before the bell rings, designate two "table cleaners" at each table. If they are done, they may 
take their tray up to center and get ready to clean the table.  

● Excuse ONE side of the tables at a time. Look for sides that are mostly done eating, quiet and 
clean to get up first. Once the area near Bob is clear, excuse the next row.  

● At center trash cans, students are expected to dump extras into trash can, stack their tray 
and empty extra milk into silver pot.  

● Students are expected to WALK to line up (green end line near the stage) and are also not to 
touch any equipment that may be on or near the stage.  

 
 
Exit to Outside:  

● Lunchroom duty person should peek out the door to confirm outside duty person is there.  
● Excuse children who are finished and cleaned up – they may walk directly to the playground 

without waiting on the gym lines.  
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Recess Expectations:  

● Students are NOT to be on or near the hills around the south and east side, as well as not in 
or near the ditch/grassy area to the north 

● Rocks are to remain on the ground 
● No grabbing/pushing/pulling 
● Playground equipment is for everyone to use and 4th grade has been doing a great job 

bringing it in after lunch recess.  
● Please be aware of your duties and keep a visible schedule or reminder where you can see 

them every day. It’s not easy when someone forgets a lunchroom duty or is the only person 
out at recess duty.  

● Outside recess people should separate when outside.  It is essential that you circulate 
through the playground and practice “active scanning.”  Do not stand together with the 
other duty person.  

 
 
Indoor Recess Procedures  
 
General rules: no running, no tag, no throwing footballs etc. 
 
Before School:  

● All kids report to the gym 
● Recess kids continue up ramp and down steps into gym unless they are going to breakfast 

(this gives them time to dry off shoes)  
● All backpacks, jackets, etc need to be placed near the wall or under the stage. 
● The gym is split into half. The breakfast side and the "recess" side. Please keep kids 

separate, tables MAY NOT be used. 
● Four activities are available= scarf juggling, cup stacks, Human Bingo and Fitness Find 

(instructions coming soon, rules will also be discussed in PE as well as located in the recess 
box) 

● BEFORE the bell rings, tell students to grab their stuff and line up: K near lunch tables, then 
1st, Sampson, 2nd, 3rd 4th and 5th near the wall. Class facing the 1/2 court line (last person 
near stage) so they are are ready to go when their teacher arrives.  

 
Indoor AM or Lunch Recess:  
Duty personnel are responsible for meeting kids at the lunch room, walking them quietly down the 
hall to their rooms and monitoring the rooms. Teachers are responsible for providing activities 
ahead of time that students can do quietly at desks or around their room. These have included 
things like: drawing, reading, board games, centers etc. 
 
Toys and Personal Student Items:  
Articles such as: toys, skateboards, and electronic games should not be brought to school. Balls               
(except softballs) may be brought to use at recess. Children should mark items with their name. 
 
 
 
 

49 

 

 



 
 
Internet Safety:  
 
Please see our Internet User Agreements at this link:  
 
http://www.mssd14.org/departments/technology 
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