
Radley Elementary School Handbook 

East Helena Public Schools in partnership with the parents and 
community will offer a caring environment where students gain 

knowledge, grow in wisdom, develop confidence and value 
learning for life. 

 

ADMISSION 

A birth certificate and an immunization record are required for admission to the East 
Helena Public Schools. The name of any student registering with the District shall be 

recorded as shown on the birth certificate. A student’s name, as recorded from the birth 
certificate, shall not be changed on District records unless the District is presented with 
legal evidence that the proper authorization has been granted by law for the name. 

ATTENDANCE 

If you have a change of address or phone number ( or other information pertinent to 
your child) please make it a point to contact our office 227-7710. Accurate information 

is a necessity to notify you in emergency situations that occur! 

Students are expected to attend school regularly and be punctual for classes. Parents 
are asked to call the school office to report absences by 9:00 a.m. If we do not receive a 
call the secretary or other designated person will attempt to contact the parent at home 

or work. Students who are tardy must check in with the office to receive and 
admittance slip before going to class. 

Students who are absent or tardy miss valuable learning time and can get behind 
academically. If a student misses school regularly, the office may ask for a doctor’s 

written excuse.  If a student accumulates 20 absences in an academic year, all 
subsequent absences may be counted as unexcused unless the absences were pre-



excused by the building principal. Absences may also be excused by building 
principal for severe medical reasons requiring hospitalization and/or a traumatic family 

event.  The county attorney’s office may be notified to initiate truancy charges should 
excessive unexcused absences accumulate.  

 
The staff at Radley Elementary work very hard to bring the best possible education to 
your child. Consistent attendance is critical for all students. You can help your child be 
here every day by scheduling appointments and vacations for non-school days or after 

school.  

Your effort in getting your student(s) to school on time daily is appreciated!!   

BELL SCHEDULE 

7:30       Cafeteria door opens, breakfast begins 

8:10        First Bell 

8:15       Tardy Bell 

8:23       Morning Announcements 

8:10-8:25      School-wide check in time 

8:45-10:15      Reading Block - Grades 3, 4 

10:15-10:30       Recess Grades 3 and some 4th 

10:45-12:10      Reading Block - Grade 5 

11:30-12:15      3rd Lunch (recess 11:30-11:52, lunch 11:52-12:15) 

11:54-12:37                4th Lunch (recess 11:54-12:16, lunch 12:16-12:37) 

12:17-1:00          5th Lunch (recess 12:17-12:38, lunch 12:38-1:00) 

2:00-2:15       Recess Grade 3 

2:20-2:35        Recess Grade 5th and some 4th    

3:00       Bi-monthly Grade Level Meetings (Wednesday, Thursday) 

3:10        Dismissal Grade 3 

3:15       Dismissal Grades 4 & 5 

 
 

 

 

 



BICYCLES 

Students may ride bicycles to school. We ask that students walk their bicycles on the 
school grounds. Each child should have a lock for their bicycle and the bicycle should be 
locked in the racks during school hours. Bicycles should be walked across appropriate 

crosswalks and bicycle helmets are strongly recommended. 

BIRTHDAYS AND SPECIAL OCCASIONS 

Any flowers, balloons (nonlatex only), or gifts will be delivered at the end of the school 
day. If birthday invitations must be passed out at school, students will give invitations 

to the teacher who will pass out the invitations to all students in the class. If you are 
unable to invite the entire class, invitations should be sent by mail to avoid any bad 

feelings of children not included. 

BREAKFAST/LUNCH 

Breakfast is served daily beginning at 7:30 and costs $1.35 for students and $1.85 for 
adults.   3rd graders eat lunch at 11:50, 4th graders at 12:16 and 5th graders eat at 12:40.  

Lunch is $2.90 for students and $4.15 for adults. 

BUS INFORMATION 

The driver has total responsibility of the children on his/her bus.  Students will comply 
promptly and respectfully with the driver’s direction. The safe and orderly operation of 

the district’s school buses depends to a large degree on the behavior and attitudes of 
the students riding the buses.  Since the driver must concentrate his/her efforts on 

maintaining control of the bus in varying weather conditions, the district has adopted 
the following rules to help ensure safe driving and riding conditions. Riding a school bus 

is a privilege, not a right.  Once a student boards the bus, and only at that time, does 
he/she become the responsibility of the school district.  Such responsibility shall end 
when the student is delivered to the regular bus stop at the close of the school day. 

In view of the fact that the Board of Trustees and administration consider a school bus 
to be an extension of the classroom, students shall conduct themselves on the bus in a 
manner consistent with established standards for classroom behavior. In cases when a 

student does not conduct themselves properly on the bus, such instances are brought to 
the attention of the Transportation Supervisor by the bus driver. 

 
 
 
 



STUDENTS ARE TO ABIDE BY THE FOLLOWING RULES: 
1. Follow directions of the bus driver 
2. Keep hands, feet, and other objects to themselves and inside the bus 
3. Remain seated, facing forward, keeping the aisle clear 
4. Keep a low noise level 
5. Refrain from eating or drinking while riding the bus 

 
The following offenses are considered severe, and may result in an automatic suspension 
of or expulsion from riding privileges: 

1. Direct defiance of the driver 
2. Striking or offensive touching 
3. Swearing 
4. Vandalism 
5. Any use of tobacco, alcohol, and/or illegal drugs 
6. Obscene gestures 
7. Sexual harassment 
8. Any other behavior disrupting the safe operation of the bus 

 

Students who become a disciplinary problem on the bus may be suspended from riding 
the bus by the transportation supervisor and/or building principal.   

CALENDAR 

Radley Elementary utilizes a Google Calendar of school events that the public can 
access via our District website:  www.ehps.k12.mt.us and the Radley Elementary drop 

link.  The calendar provides information on school events and field trips throughout the 
year.   

CELL PHONES and ELECTRONIC DEVICES 

As part of the district’s Acceptable Use Policy students may not use personal electronic 
devices on school property, unless approved by an administrator for educational 

proposes. This includes cell phones, MP3 players, PDAs, digital cameras, and other 
personal electronic devices. If the student does have a cell phone at school, it must 

remain off and in the child’s backpack between 8:10 and 3:15. The use of cell phones 
during school hours will result in confiscation. Parents will be notified and will be 
required to pick up the phone. The school is not responsible for the theft of any 

electronic devices. 

 

 

http://www.ehps.k12.mt.us/


CUSTODY ISSUES 

A dispute between divorced or separated parents can lead to a request for the school to 
monitor the child to prevent a parent from seeing the student. Non-custodial parents 

are entitled to school visits, conversations with teacher, copies of report cards, and other 
reasonable involvement at school. Our ability to intervene in these situations is very 
limited unless there is a current legal document, signed by a judge. The school must 

have a copy of the custodial portion of a divorce decree (parenting plan) and/or copy of 
any restraining orders before we enforce the guidelines of the plan.  

 

DISCIPLINE 

Discipline is an integral part of the learning process. A safe, orderly school in which 
every child can learn is vital for the students and staff. The following rules are based on 

the need for every student to respect other students, adults and themselves. 

General School / Playground  

 Students will maintain appropriate behavior both to and from school.   
 Supervision on the playground and in the drop-off begins at 7:45. 

 Students will maintain safe play and work practices. 
 Radley students keep hands, feet, and objects to themselves. 

 Abusive, obscene, derogatory or profane language will not be tolerated. 
 Students may not use tobacco, alcohol, or drugs on the school grounds.  

 Students may not leave the school or playground during the school day without 
an adult signing them out at the office. 

 Weapons of any kind are not permitted on school grounds. Students, who bring 
any type of implement that could be used as a weapon 

will be referred to the principal. 
 Students are to follow directions from an adult the first time they are given. 

 Everyone at Radley is treated with respect. 
 Name calling or teasing are not permitted. 

 Fighting and/or aggressive play is not permitted. 
 

Radley utilizes a system of learning tools called Pax Good Behavior Game for 
grade 3 and Time to Teach for grades 4 and 5.  Minor misbehaviors may result in 
a ‘Spleem Alert’ for students in grade 3, or a Refocus for students in grades 4, 5.   

 



 
Both documents are tools to turn a disruptive moment into a learning moment 
and are preceded by a verbal prompt to change the inappropriate behavior.  A 

copy of the Spleem Alert or Refocus will be sent home to be signed by the 
parent(s). The signature indicates only that the parent is aware of the behavior.  
Sometimes more severe misbehaviors (level 2 and 3) warrant an Office Referral. 

In the event a child is unwilling or unable to follow the accepted standard of 
behavior, appropriate discipline measures will be taken. 

 

DRESS CODE 

Tops  
Logos and/or pictures should be appropriate.  Shirts are to cover the entire top torso 

and to reach the waistline but should not extend beyond the knee.  No spaghetti straps, 
halter-tops, or see through tops are permitted.  Loose fitting tank tops will not be 

permitted unless another shirt is worn underneath.  Tops should cover all 
undergarments.  Any symbols, styles, or attire frequently associated with intimidation, 

violence, or violent groups are prohibited. 

Pants  
Baggy or loose fitting pants with belt loops are to be worn with belts.  No pants are to 

be worn below the waist.  All undergarments are to be covered. 

Hats/Sunglasses  
Hats or other head coverings may not be worn during the school day except for special 
days (fundraisers) or for medical reasons approved by the administration.  Sunglasses 

are not to be worn in the building. 

Go over these guidelines and discuss them with your child.  Remember that neatness, 
modesty, and safety are our primary concerns.  If you have any questions regarding the 

dress code or an article of clothing, please call the office at 227-7710. 

HEALTH SERVICES 
The district employs a full time registered nurse (Mrs. Stephanie Bauch) who 

works at all four schools. It is the job of the nurse to maintain adequate health 
services. The school district has adopted a Medication Policy which is available 

upon request. In essence, we ask that medications be administered at home. If a 
student is unable to complete the school day without a medication (prescription 
or non-prescription), parents should contact the school nurse. No medication will 

be administered in school without written authorization from the parent and 
physician. Parents should inform the school nurse if their child has allergies, 

chronic illnesses, and/or serious physical problems. Health screenings provided by 
the school include: vision, dental, scoliosis, and hearing.  



 

MESSAGES 
Occasional notes during or at the end of the day to a student do occur.  Messages 

from parents/guardians are delivered at 3:00 pm daily.  We ask that this 
courtesy be used sparingly; on rare occasions only.  Students should have a clear 

understanding of after school plans prior to arriving each morning.   
 

OLWEUS 

In the fall of 2011, Eastgate and Radley Elementary schools instituted a new bullying prevention 
program designed to reduce bullying throughout the community. The Olweus Bully Prevention 
Program originated in Norway and has over 40 years of research supporting its effectiveness.  

The goal is to change the culture of East Helena Public Schools, as well as that of the entire 
community. 

Through a Distinguished School Award and a Montana Board of Crime Control Grant, Eastgate 
and Radley Elementary schools began the program by training school administrators and staff,  

as well as community members and parents. 

To learn more about the Olweus Bully Prevention Program, please check out the Parent 
Pamphlet and Olweus Basic Information Sheet, accessible on the Parent Resource link on the 

Radley page at www.ehps.k12.mt.us 

 
OUT-OF-DISTRICT STUDENTS 

Students residing out of the East Helena Public Schools district boundaries may attend 
District 9 schools only after a tuition agreement has been submitted to and approved by 
the District Superintendent.  There is a bi-annual fee for out of district attendance that 

must be paid prior to enrollment.  Information regarding out of district applications and 
enrollment can be obtained by calling 227-7700. 

 

 

REPORT CARDS 

Report cards are issued on the following dates:  
First Quarter – November 12, 14 
Second Quarter – February 4, 6 

Third Quarter – April 5 
Fourth Quarter – June 7 

 
 
 

http://www.ehps.k12.mt.us/153210110114357637/blank/browse.asp?a=383&BMDRN=2000&BCOB=0&c=55678
http://www.ehps.k12.mt.us/


 
 

SPECIAL SERVICES AVAILABLE 
Early Literacy Intervention Teacher 

The East Helena Public School District conducts screening procedures to identify 
students who may be in need of speech/language services. 

Speech/language pathologists will annually screen students in kindergarten and 
teacher concerns. If necessary, follow-up screenings will be conducted. Parents 

will be notified of any unusual performance and recommendations. 
Speech services are available for students who qualify as speech/language 

impaired. The communication specialist will: 
1. Evaluate speech, language and voice disorders 

2. Provide direct therapy, indirect services and consultations as needed. 
 

VISITORS 
All visitors must check in at the front office upon entering the building. Visitor 

badges will be issued to help identify you and prevent unauthorized individuals 
from entering the building. Parents are welcome and are encouraged to visit the 

school. 
 

VOLUNTEERS 

Radley Elementary considers our parent volunteers a very special resource. Parents 
assist in many classroom programs and extracurricular activities. Please call the office. 

Together we can! 

 
 
 

 
 
 
 
 

 

 

 



                      

 

 

 


