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OUR MISSION  
We believe our purpose is to ensure lifelong learning for all students to become positive contributors to 

their community. 
 
 

OUR VISION  
Takena and Central Elementary Schools will have a safe, positive, and caring environment where staff will 

support all students to become successful learners. 
 

 

 “The district shall promote nondiscrimination and an environment free of harassment based on an 

individual’s race, color, religion, sex, sexual orientation, national origin, disability,  

marital status or age or because of the race, color, religion, sex, national origin, disability, marital status or 

age of any other persons with whom the individual associates.”  
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About Our Schools 
 

Arrival and Dismissal Procedures  

IMPORTANT: DO NOT park in the yellow zones in front of each school before or after school. When 
dropping off your child at school you can pull up into the yellow zone as long as the buses are gone 
and you quickly drop off your child to walk into the building. We need to keep the flow of traffic moving!  

 

Takena Arrival Details 
• Students may not arrive before 8:40 am as there is no supervision until that time. 

• Students enter the building through the front door.   

• Students go directly to the cafeteria to either eat breakfast or wait until they are dismissed to the 
playground.  

• Front doors are closed/locked at 9:10. Any students arriving after this time will report to the 
office to sign in.  (Ring the bell and someone from the office will unlock the door.  Parents and 
students need to sign-in at the front office.)  

• Takena to Central Courtesy Shuttle Bus leaves Takena at 8:45 a.m. 

 

Takena Dismissal Details 

• Students getting picked up will be released to the appropriate adult out of the teacher's classroom door. 
• Bus riders wait in the hallways and walk to the bus lines with designated staff.  
• Teachers are available for communication after all students are gone.  

 

Central Arrival Details 
• Students may not arrive before 8:35 am as there is no supervision until that time. 

• Students enter the building through the front door.   

• Students go directly to the cafeteria to either eat breakfast or wait until they are dismissed to the 
playground. 

• The bell rings at 8:55 am and students line up on the playground with their classes where the 
teachers will pick them up.  

• Front doors are closed/locked at 9:00. Any students arriving after this time will need to report to 
the office to sign in.  (Ring the bell and someone from the office will unlock the door. Students 
need to sign-in at the front office.) 

  

Central Dismissal Details 
• The bell rings for school to let out at 3:35 pm. 
• Students getting picked up are released to the appropriate adult in the grassy area on Ferry St.  
• Bus riders meet in the gym and then walk to the bus lines with designated staff.  
• Teachers are available for communication after all students are gone.  
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Hours and Schedules  

Takena Elementary (KG - 2nd)  
 

School Hours:  9:10 a.m. – 3:45 p.m.  (Wednesday Early Release: 9:10 a.m. - 2:45 p.m.) 
Office Hours:  8:00 a.m. – 4:00 p.m.  
 

● 8:40 Supervision begins for shuttle bus (at front door)  
● 8:45 Courtesy shuttle bus leaves for Central  
● 8:45 - 9:05 Playground or Gym 
● 9:05 First Bell Rings-  walk to Class  
● 9:10 School Begins 
● Breakfast in the cafeteria 8:40 - 9:05 
● 11:30 - 12:10 Lunch/Recess - grade 1 & 2 
● 11:50 - 12:30 Recess/Lunch - grades K 
● 3:45 School Ends 

 

Central Elementary (3rd - 5th)  
 

School Hours:  9:00 a.m. – 3:35 p.m.  (Wednesday Early Release: 9:00 a.m. - 2:35 p.m.) 

Office Hours:  8:00 a.m. – 4:00 p.m.  

 
 

● 8:35 – 9:00 Playground or Gym 

● 8:35 Supervision begins for shuttle bus (at front door)  

● 8:45 Courtesy shuttle bus leaves for Takena  

● 8:55 First Bell Rings -  walk to Class  

● 9:00 School Begins  

● Breakfast in the cafeteria from 8:35 - 8:55 
● 11:30 - 12:10 Lunch/Recess - grades 3 - 5th 
● 11:50 - 12:30 Lunch/Recess - grade 4 
● 3:35 School Ends 
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Takena Elementary Staff  
 

Principal  
Office Manager  
Dean of Students 
 
Kindergarten Teacher   
Kindergarten Teacher  
First Grade Teacher  
First Grade Teacher  
Second Grade Teacher  
Second Grade Teacher  
Social Learning Classroom (SLC) 
 
Resource Teacher 
Speech Pathologist 
Instructional Coaching 
Music Teacher 
P.E. Teacher 
  
Behavior Resource Assistant  
Behavior Resource Assistant 
Library Media Assistant & SEA 
Education Assistant  
Education Assistant   
Supported Education Assistant 
Supported Education Assistant  
Supported Education Assistant  
Supported Education Assistant 
Supported Education Clerical 
Speech Pathologist Assistant 
 
Kitchen/Food Service  
Custodian  

Shannon Richards  
Mayra Guitron 
Megan Starr 
 
Lisa Bowman  
Heidi Quihuis  
Raychel Thomas  
Megan Ciaffoni  
Jessica Morrison 
Lela Fitzner   
Teresa Beaver 
  
Karen Biben 
Emma Hall 
Cari Snead 
Matthew Hill 
Morgan Bannister 
 
 
Jade Smith 
Kim Welsh  
Wendy Rodgers  
Meghan Robledo 
Jessica Graham 
Misty McCormick  
Nicole Baugher 
Chloe Mote 
Brenda Webb 
Emma Hall 
 
Denise Estes   
Olga Dancheva  
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Central Elementary Staff 
 

Principal   
Office Manager  
Dean of Students 
 
Third Grade Teacher 
Third Grade Teacher  
Fourth Grade Teacher 
Fifth Grade Teacher 
Fifth Grade Teacher 
 
Resource Teacher 
Speech Pathologist 
Instructional Coach  
Music Teacher 
PE Teacher  
 
 
Behavior Resource Assistant  
Behavior Resource Assistant  
Library Media Assistant 
Education Assistant 
Education Assistant 
Special Education Clerical 
 
Custodian  
  

Shannon Richards 
Glenda Olfrey 
Megan Starr 
 
Sofia Keep 
Misty Rogers 
Nicky Murray  
DeEtte Ealy  
Samantha Samuels 
 
Karen Biben 
Emma Hall 
Cari Snead 
Matthew Hill 
Morgan Bannister  
 
 
Ian Greer  

 
Sarah Butler 
Amanda Dant 
Rachel Streitberger 
Sara Beasley 
 
Brian Kirkland 
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Attendance  
Student Absences  

• If your child is not going to be at school, please contact the school office by 9:15 am. 

• If you know your child will be gone in the future for medical appointments, trips, other 

appointments, etc., please send a note with your child to be given to the classroom teacher or 

notify the office. (You can also request homework at this time.) 

• If a student arrives late, they are required to stop by the office and sign in. 

Regular Attendance  

Regular attendance is extremely important to student success. Students who regularly attend school are 

better able to keep up with their school work, are more likely to acquire the skills and knowledge expected at 

their particular grade level, as well as develop a stronger sense of belonging in the classroom. The district's 

expectation of regular attendance reinforces for students the importance of learning and achievement.  

Attendance letters will be sent every nine weeks to the parent/guardian of any student who has an absence 

rate of 10% or higher.    

Irregular Attendance  

We want your child to understand the importance of attending school daily. Students who have more than 

eight half-day absences in a four-week period are considered to have irregular attendance. If your child is 

absent frequently, we will contact you to offer assistance.  
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Behavior  
Behavior Rules P.A.W.S  
  

⮚ Practice Safety 

⮚ Act Responsibly 

⮚ Work Hard 

⮚ Show Respect 
  

Unacceptable Behaviors 
▪ Not Following/Refusing to Follow Directions from Staff  
▪ Showing Disrespect or Threatening Behavior:  

-Name calling/teasing  -Inappropriate responses to adults  
-Inappropriate language/ harassment         -Inappropriate gestures  
 -Inappropriate touching                  -Bullying  
-Stealing or damaging property       -Possession or use of a weapon/replica/illicit 
substance(s) 

 
▪ Pushing/Shoving  
▪ Acting In An Unsafe Manner  
▪ Fighting:  Fighting or malicious behavior may result in a one to three-day suspension.  
▪ Stealing or Damaging Property  
▪ Cyber-Bullying: The district prohibits any form of harassment, including harassment through electronic 

means, which is known as cyber-bullying. A student may be subject to discipline, up to and including 
expulsion, for a violation. A student may also be referred to law enforcement for a violation.  

  

Off-Campus/Outside-of-School-Time Conduct:  

Off-campus and outside-of-school-time conduct that violates the District’s Student Code of Conduct 
may also be the basis for discipline if it has the potential to disrupt or impact the safe and efficient 
operation of the school or interfere with the rights of others.  

 
* For more information regarding behaviors see Board Policies & Admin. Regulations Section J-Students 
        
Possible Consequences:  

Reminder/ Redirection 

Removal from activity  
Time out    
Problem solving  
Loss of recess  
Time in wolf/tiger den 
 
 

 
 
Parent Contact 
Loss of privileges 
Repair the damage  
Works off expense of item damaged 
Meeting with parents, staff, & student  
In-School suspension  

Out-of-School suspension  
Referral to law enforcement  

https://policy.osba.org/albany/J/index.asp
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Letter of apology  Behavior referral sent home for parent signature 

Communication   
Homework Requests  
Occasionally, parents ask that their student be excused for an extended period of time for vacation or other 

family activities and will request homework in advance. Teachers will try to accommodate the needs of 

families, but there will be times when this cannot be honored. In addition, there are some learning activities 

that simply cannot be duplicated outside of the regular classroom. We appreciate your understanding of the 

difficulties associated with special requests.   

  

Inclement Weather Closures  
We sometimes have to close school, delay the start of school, or release early because of bad 

weather.  

When the decision has been made to close school or delay the start, we rely on local radio and television 

stations for notification. Closure and delayed start information should be broadcasted by local radio stations. 

Closure information will also be shared with students (High School only), families, and staff via ParentSquare, 

through the app, texts, or emails, GAPS Facebook,  Instagram, and District Website. 

  

Where to find information  

• Teacher email:  firstname.lastname@albany.k12.or.us  

• District webpage:  albany.k12.or.us  

• Central/Takena webpage:  takena-central.albany.k12.or.us  

• Central/Takena Official Facebook Page:  Central/Takena Elementary  (Public page that provides 

information regarding Central Elementary and Takena Elementary)  

• Takena/Central PTC Facebook Page:  Central-Takena PTC  (Private Group)  

• ParentSquare:  all communication to parents will be sent via ParentSquare  

• District Parent/Student Handbook: on our website at: https://takena-central.albany.k12.or.us/  

  

 
 

 

 

Events   
Birthdays and Celebrations  

1. DO NOT send balloons, flowers, gifts, etc. to school to be delivered to the classroom. We will not 

deliver any of these items to the classroom!!!  It causes a disruption to the learning environment, 

     

https://albany.k12.or.us/
https://albany.k12.or.us/
https://albany.k12.or.us/
https://takena-central.albany.k12.or.us/
https://takena-central.albany.k12.or.us/
https://takena-central.albany.k12.or.us/
https://www.facebook.com/CentralTakena/?view_public_for=103641554791418
https://www.facebook.com/CentralTakena/?view_public_for=103641554791418
https://www.facebook.com/CentralTakena/?view_public_for=103641554791418
https://www.facebook.com/groups/416711678531648/
https://www.facebook.com/groups/416711678531648/
https://www.facebook.com/groups/416711678531648/
https://takena-central.albany.k12.or.us/
https://albany.k12.or.us/2020/08/13/fall-chromebook-distribution-distribucion-de-aparatos-chromebook-para-el-otono
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creates extra work for our staff, and students do not have a way to get them home on the bus because 

they are not allowed for safety reasons.  

2. Want to celebrate your child’s birthday in class?  All teachers do birthday celebrations a little differently 
so please check with the teacher to see what their process is. If parents bring items for their child’s 
birthday without prior notification to the teacher, we cannot guarantee the celebration on that day.   

3. Please note that if you have pre-arranged with the teacher to bring a treat, it must be store bought. 
Homemade treats, while special, do not meet health code standards. 

  
Party Invitations Policy  
We ask that students not bring birthday party invitations to school unless they are inviting every student in 

their classroom. If you do choose to invite the entire classroom, those invitations may be passed-out by the 

student at the end of the day with teacher guidance on how they would like it to happen. Teachers/staff will 

not be held responsible for handing out invitations after school.    

  

Field Trips  
  

Field Trip Guidelines  
• Volunteers:  

o To volunteer and supervise students on a field trip, all adult participants must be cleared through our 

volunteer process accessed here. 

o Parents need to make arrangements with their child's teacher to attend field trips prior to the day of 

the field trip.   

o Non-parent adults may attend only if they have also been cleared through the volunteer process.  

• Students are required to ride the bus to/from field trips unless the parent makes prior arrangements.    

• Children who are not enrolled at Takena or Central Elementary students may not attend field trips.  

• Field Trip Permission forms need to be completed for each field trip.  

We appreciate your cooperation with these guidelines. It's important that when we are out in the community 

with our students that our focus is on having a safe and positive experience.  

Getting To-&-From School  
After School Planning  
Each student must have a completed After School Plan on file.  For safety reasons we cannot allow changes in 

this plan unless we have a parent/guardian-written note or a phone call to the office. Children need to know 

their after-school expectations before they leave for school in the morning. If you need to make unexpected 

arrangements for your child, please call the office by 2:45 p.m. (1:45 on Wednesdays) so that messages can 

be delivered to the classroom in a timely manner.  Students will not be allowed to call home to make 

https://www.albany.k12.or.us/parent-resources/volunteer
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arrangements to go home with another student. These arrangements need to be made before school and the 

office notified by a parent/guardian (by written message, email, or phone call).  

  

Bus – Courtesy Shuttle Bus  
• Takena Elementary Courtesy Shuttle Bus Stop:  Students riding the shuttle bus to Central need to be at 

Takena between 8:35 and 8:45 a.m. (bus leaves Takena at 8:45 a.m.).  Students who are riding the 
courtesy shuttle bus should not arrive any earlier than 8:35 as we do not have supervision before that 
time.  

• Central Elementary Courtesy Shuttle Bus Stop:  Students riding the shuttle bus to Takena need to be at 
Central between 8:35 and 8:45 a.m. outside by the front door (bus leaves Central at 8:45).  Students who 
are riding the courtesy shuttle bus should not arrive any earlier than 8:35 as we do not have supervision 
before that time.  

  

Please note that this is a courtesy service; if your child is having difficulty controlling their behavior on the bus 

or waiting for the bus, they will not be allowed to use this service. We are very fortunate at Takena and Central 

to have this service and we do not want to ruin it for the students who use it regularly.  

 

BUS - Expectations  
I. State of Oregon Rules Governing Pupil Conduct on School Buses  

1. Public transport is under the authority of the bus driver.  
2. Fighting, wrestling or boisterous activity is prohibited on the bus.  
3. Pupils shall use the emergency door only in case of emergency.  
4. Pupils shall be on time for the bus both morning and evening.  
5. Pupils shall not bring firearms, weapons, or other potentially hazardous material on the bus.  
6. Pupils shall not bring animals, except approved assistance guide animals on the bus.  
7. Pupils shall remain seated while the bus is in motion.  
8. Pupils may be assigned seats by the bus driver.  
9. When necessary to cross the road, pupils shall cross in front of the bus or as instructed by the bus driver.  
10. Pupils shall not extend their hands, arms, or heads through bus windows.  
11. Pupils shall have written permission to leave the bus other than at home or school.  
12. Pupils shall converse in normal tones; loud or vulgar language is prohibited.  
13. Pupils shall not open or close windows without permission of the bus driver.  
14. Pupils shall keep the bus clean and refrain from damaging it.  
15. Pupils who refuse to promptly obey the directions of the driver or refuse to obey regulations may forfeit 

their privilege to ride on the buses.   

II. Greater Albany Public School District Rules    
1. Pupils shall hold large items in their laps or place them under the seat.  
2. Aisles shall remain clear while the bus is in motion.  
3. Glass containers are prohibited.  
4. Conduct reports shall be completed and returned as indicated on form.  
5. Possession or use of drugs, tobacco or alcohol may result in suspension   or expulsion.  
6. Students shall not interfere with the bus driver disciplining another student.   
7. NO SKATEBOARDS, SCOOTERS OR BICYCLES ALLOWED ON THE BUS.  
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III. Student Expectations  
1. Students shall be at their bus stop 5 minutes prior to scheduled pick-up time.  
2. Students shall use trash containers provided by the driver.  

  

IV. Expectations of students, teachers and coaches that ride buses  
1. NO cleats are allowed on buses except for football.  
2. NO sunflower seeds, glass containers, balloons or laser lights.  
3. NO animals/insects (other than guide dogs).  
4. NO aerosol containers may be sprayed on the bus.  
5. Students are to stay in their seats while being transported. NO moving from seat to seat and NO sitting on 

the back of the seats.  
6. Coaches and teachers are to keep the noise level down on the bus.  
7. The aisle of the bus must remain clear at all times.  
8. The bus driver must obey the highway speed limit of 55 mph. Teachers and coaches need to adjust their trip 

schedules accordingly.  
9. NO changing clothes on the bus. Teachers and Coaches need to make arrangements for the students to be 

able to change at the facility they are vesting.  
10. The bus driver has final authority for the behavior of any individual riding on the bus.  

 

Bus - Referrals & Conduct Reports  
Please make sure to review bus expectations above.  Possible consequences for not obeying these rules could 

lead to disciplinary action. The bus is not a playground for students to jump around and play with each other.  It 

is provided for safe transportation to and from school and the child is required to sit safely in their seat and keep 

their voices at a low level.  Bus videos can be viewed to identify any students who are causing safety issues!  

  

Here are the disciplinary actions we are required to follow…  

   

Student Conduct Report:   

1. First Conduct report:  Administrator will review conduct with the students and give a consequence, 

potentially a one day suspension from the bus. 

2. Second Conduct report:  Principal will call the parent and a 3-5 day suspension off the bus will occur.  

3. Third Conduct report:  Principal will call the parent and a 5-10 day suspension off the bus will occur.  

4. Fourth Conduct report:  Principal will call the parent and a 10-day suspension will occur or the 

student’s  

bus privileges will be terminated for up to one year!    

Picking Up Your Child During the School Day  
If you need to pick-up your child during the school day, parents/legal guardians need to come to the office to 

check-out your child.  We will call the classroom to have your child come to the office to meet you. This keeps 

classroom disruption to a minimum.  A few reminders:  

1. Students must be checked out in the office. Do not go to the classroom.  

2. Have ID ready (if the office staff do not recognize you, they will ask for ID). 
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3. Only persons listed as the parent/guardian or emergency contact will be allowed to pick-up your 
child. (If someone else is picking-up your child, you must call the school office or send in a note in 
advance to let us know.) Please advise the person picking up your child to bring identification. 

4. Please call the office in advance if at all possible.  
  

Riding Bikes and/or Scooters to School  
If your child rides a bike or scooter to school, he/she will need to lock it up outside on the bike rack at Takena. 
At Central, students may store bikes and scooters inside the building during the day. After informing staff at 
the front of the building, another staff member will open the side doors on Ferry Street to allow student 
inside. 
  
Safety Reminders for Drop-Off and Pick-Up  
• PLEASE DRIVE SLOW AND KEEP AN EYE OUT FOR CHILDREN!  

• USE THE CROSSWALK (and remind your children to do the same).  

• Dogs:  If you walk your dog to school to pick-up your child, please keep it on a leash. Some parents 

and students are uncomfortable being around unfamiliar animals; even nice dogs that may just 

want to provide friendly "licks" to others. Per district policy, animals are prohibited on school 

property. 

o Takena:  please keep your dog at the end of the grass on the sidewalk by the street, NOT by the 

teacher’s door or building sidewalk.   

o Central:  please wait near the outer edge of the grassy area away from the immediate exit area  

  

   Health & Safety  
Head Lice  
Head lice are small parasites that live on the scalp. They feed on blood and lay eggs, called nits, on the hair. 

Head lice do not carry disease, but they are unpleasant, can cause itching, and may be spread from one 

student to another.  If students are found to have live head lice or nits, parents will be notified.  Treatment is 

required and strongly encouraged to repeat treatment after 7 days.  Our office will contact you with further 

information. For more information about head lice go to Centers for Disease Control.  

  

Electronic Surveillance Notification  
The district may utilize electronic devices in public areas on school grounds and buses to 
monitor behavior and to create a safer and more secure school environment. Evidence of 
violation may be used in disciplinary hearings. This does not mean that electronic devices 
will be in every school or in every bus.   

Health Considerations  
Children who are ill do not function well in school and may spread their illness to others. For these reasons, 

children who are ill, have a temperature, or who are not well should remain at home.  

https://policy.osba.org/albany/search.asp?si=75853865&pid=r&nsb=1&n=0&_charset_=windows-1252&bcd=%F7&s=albany&query=animals
https://www.cdc.gov/parasites/lice/head/
https://www.cdc.gov/parasites/lice/head/
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Children who are upset because of problems in their life may also be unable to function well in school. Please 

communicate with your child’s teacher or the principal about these issues so they can better support your 

child at school.  Our goal is to help students focus on learning while they are in school and we will do whatever 

is needed to assist your student so this can be their main focus.   

Medications at School    
Due to Oregon State Law and School District Policy, only trained school personnel are 
allowed to administer medication to a student. Medications will only be administered to 
your child if they are deemed necessary during the school day to keep your child in school. 
The parent or guardian MUST fill-out a required medication authorization form (available in 
the school office or online here) for each required medication. Cough drops, eye drops and 
other over-the-counter medications must also be kept in the office and require a medication    
authorization form. 

Pesticide Notices  
When the district is going to spray on school grounds they will post a sign on the front door at Takena and the 

front and west door at Central. If you are interested in knowing when the district is going to spray, then please 

keep watch for these notices. The district will not spray during student contact time at school and when they 

spray they give enough time for the chemical to dry before students arrive at school. The 

     

  

  

     

https://docs.google.com/document/d/1a0-T31M_hy4RjPgzqhas2st6VEFRnXkWhpAKppcaUus/edit?tab=t.0
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chemicals that are used at schools have to follow strict guidelines for the safety of children.   

 

Proper Shoes for P.E.  
Your child should wear or bring tennis shoes to school for physical education daily. We have P.E. four days 

per week and recess multiple times a day. Students need to wear appropriate shoes to participate safely. 

Flip flops are not appropriate/safe shoes for school.   

  

Standard Response Protocol (In an Emergency)  
The Albany School Board has agreed to have all schools within the district adopt standard response protocol 

guidelines, which create a uniform way for schools to respond to a dangerous situation. Teachers will speak to 

their students about the four messages they may hear over the intercom in either a simulation or a possible 

real emergency. They are . . . Lockout, Lockdown, Shelter, or Evacuation. It will depend on the situation on 

which message they will hear (see the next page that describes the four situations and staff responses).  

  

Our goal is to keep all staff, students, and visitors safe. A district task force, including parents and community 

members, has assessed each district building and made recommendations to the Superintendent regarding 

safety measures that should be considered and put in place. One such measure was the installation of “Lock-

Blocks” to every classroom door. The Lock-Blocks allow teachers to keep their doors locked at all times but 

stops the door from shutting completely so students may leave and enter as needed during the day. In the 

case of an emergency, staff only need to slide the block to the inside of the door and shut the door. This can be 

done quickly and easily.  

  

Another safety feature includes our door locking system. Our front door is locked during the school day, 

making the entire perimeter locked and secure.  Parents, visitors, and other district staff have to be “buzzed” 

in through the front door. If you would like further information, you can read about the safety response 

protocol on the web site:  iloveuguys.org.  

 

  

  

http://iloveyouguys.org/index.html#programs
http://iloveyouguys.org/index.html#programs
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Student Safety and Health  
The safety and wellbeing of each child is our priority. When children receive first aid for a significant injury at 

school, we will attempt to personally contact you. If the injury is serious, we ask that you make a decision 

regarding the need for further assistance. If emergency medical attention is obviously needed we will get that 

help. The cost of medical care is the parent/guardian's responsibility.  

  

Students often become ill during the day. Please have arrangements made so that your child has a place to go 

if needed. Emergency numbers on the registration card are very important. Please make sure they are current!   

  

Students who play soccer, tetherball, or such on the playground or in P.E. will frequently get hit with the ball. 

Most of the time a student only needs an ice pack for a short time and then they can go back to class. In this 

case we would not contact families.   

  

Oregon law requires that we report any student home-injuries that might have been caused by abuse or 

neglect. As State of Oregon mandatory reporters, we take that responsibility very seriously.  

  

Weather-Appropriate Attire for School  
Please make sure your child comes dressed for the weather: coat, appropriate shoes, and warm weather 

clothes to wear out on recess as needed. We want students to be comfortable when they go outside.  

  

We also want to remind families that when student’s clothes get wet at school we will contact the family to 

ask for a change of clothing… we do not always have extra clothing available. Parents may want to put an extra 

set of clothing into their child’s backpack in case of an emergency. REMEMBER TO MARK ALL OUTER CLOTHING 

WITH STUDENT NAME IN CASE THEY BECOME SEPARATED FROM THE STUDENT DURING THE SCHOOL DAY.   
  

 

 

 

 

Leadership  
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Fifth Grade Leaders  
The “Leadership Team” at Central is a program designed to promote service learning for 5th grade students. 

The Leadership Team is a group of students interested in helping-out around the school and modeling positive 

behaviors for younger students. For a 5th grade student to be considered for leadership, the student will need 

to fill-out an application, and have it signed by a parent/guardian. While in leadership, students will get the 

opportunity to do extra-curricular activities, such as weekly announcements, helping students at recess, being 

a recess buddy, and helping with other school-wide projects such as collection drives. 

     

Personal Items  
Cell Phones  
The district discourages cell phones at the elementary level, but if a cell phone is required by a parent to be at 

school with their child, it must be turned off and in the student’s backpack during the school day!   During 

school hours, personal electronic devices (including watches) may not be used to access the internet, send 

messages, or make phone calls. Students who wish to contact family members need permission from an adult 

and should use the school phone or messaging system. If students are found to have their cell phone out 

during the school day, it will be confiscated and held in the office for the student to pick up after school.  If it 

happens a second time, a parent/guardian will be required to pick it up after school. Parents will be notified by 

the classroom teacher or by office staff.  Takena and Central Schools are not responsible for lost or stolen 

items.  Click here for the GAPS Elementary Cell Phone Policy.  
 

Lost & Found  
• TAKENA:  Larger items are located at the end of the hall near the cafeteria.  

• CENTRAL:  Larger items are located on the office level in the hallway on the playground side.  

• Small items such as jewelry, headbands, and keys, are kept in the office.   

  

Please make sure to label all of your child’s belongings, especially coats, backpacks, and lunch boxes at the 

beginning of the school year.  Clothing items left in the Lost and Found are donated to FISH and Coats for Kids 

at the end of the school year.    

 

Toys at School  
STUDENTS ARE NOT ALLOWED TO BRING TOYS, ELECTRONICS, OR PLAY EQUIPMENT OF ANY  

KIND TO SCHOOL (e.g., basketballs, softballs, dolls, cards, etc.).  Educational items of interest may come to 

school for classroom sharing only with the parent and teacher’s prior permission and must stay out of sight 

and in backpacks before and after sharing.  If students are found to have any of these items at school, it will be 

held in the office for a parent to pick up.  

  

https://drive.google.com/drive/folders/https:/docs.google.com/document/d/1YymMsdproJQ6Zy21wBHgCe4bh_IZaRYGFSkZe0hyDm0/edit?tab=t.0
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Meals at School  
  

School Meals  
Both Takena and Central qualify for a federal meal provision that allows  
free breakfast and lunch for every student. Additional entrees (Super   
Meals) beyond the one free breakfast and lunch can still be purchased if   
students have money in their account.   

If your child brings their own lunch to eat, but would like milk they will need 
to purchase it with available  funds. They will be denied the extra milk if there are no funds in their meal 
account.   

● Super Breakfast = $1.00  
● Super Lunch = $1.50  
● Milk = $.60  
● Adult Breakfast = $3.00 
● Adult Lunch = $5.00  

 
Account Deposits need to be made in the office before school or parents/guardians may do it online 

at  mymealtime.com.  

  

Payments  
  

Personal Checks   
Our school district has established the following policy for accepting checks and collecting bad checks: For a 

check to be an acceptable form of payment, it must include your current, full and accurate name, address, and 

a current telephone number. In the event your check is returned for non-payment, the face value may be 

recovered electronically along with a state-allowed recovery fee. In the event your check is returned for 

nonpayment, checks may no longer be an acceptable form of payment for the remainder of the school year. 

Credit/Debit cards are NOT ACCEPTED at the elementary level for payment.    

  

No Change at the School  
Please note that the office cannot provide change . . . all payments must be made using the exact amount 

needed.  This includes meal payments, library fines, fundraiser payments, picture day payments, etc.  

 

     

https://albany38.mealtime5.com/Central/CustomerDeposits.aspx?tmi=584&pmi=893
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Visitors & Volunteers  
   

Guidelines for Visitors & Volunteers  
To provide a safe environment for our children, ALL visitors and volunteers must:  

• Enter the building through the front door.   

• Stop in the office and sign the visitor/volunteer book.  

• Wear a visitor/volunteer ID badge or sticker (provided by the office) while on school grounds.  

  

Parents/guardians are always welcome to visit the school and/or classrooms. Arrangements need to be 

made with the teacher or office before the visit. If you have questions or concerns, ask the teacher to call 

or email, or schedule a conference time. All visitors and volunteers are expected to abide by Takena and 

Central School rules (as outlined in this handbook and the Volunteer Handbook), School Board 

Administrative Regulations, and School Board Policies.  School Board Regulations and Policies can be found 

here; search for “volunteers.”  

  

Parent/Teacher Club (PTC)  
Takena and Central PTA is an active parent group that is responsive to the many needs of students and staff at 

Takena and Central Elementary Schools. Their support of the schools is very much appreciated. Everyone is 

welcome to join in on the activities provided by the group. Meetings are scheduled on a monthly basis 

throughout the year and held at Takena. If you have further questions about PTC please feel free to visit their 

Facebook page (Takena-Central PTC).  

  

Student Visitors  
Sometimes requests are received from students or parents/guardians to have friends visit school for a day. 

This occurs most often when other schools are having their winter or spring breaks. As per Board Policy KK, 

Visitors to District Facilities, we cannot honor these requests.   

  

Volunteer Requirements  
Volunteers are always welcome and appreciated at Takena and Central School! Volunteers' primary purpose is 

enriching the education opportunities for students. The staff not only appreciates your help but also enjoys 

working with parents and community members. If you are interested in volunteering…  

• Review District Policies here; search for “volunteer”  

• Read our school Volunteer Handbook 

• Apply for a background check (good for one year)  

• Complete and return the Volunteer Contract (included in the Volunteer Handbook)  

  

All volunteers or parents wanting to chaperone field trips, help in classrooms, etc., need to have clearance 

through the above processes even if you are only volunteering or chaperoning one time. Background checks 

take several weeks to clear, so please plan accordingly. 

https://policy.osba.org/albany/
https://policy.osba.org/albany/
https://policy.osba.org/albany/search.asp?si=75853865&pid=r&nsb=1&n=0&_charset_=windows-1252&bcd=%F7&s=albany&query=visitors
https://policy.osba.org/albany/search.asp?si=75853865&pid=r&nsb=1&n=0&_charset_=windows-1252&bcd=%F7&s=albany&query=visitors
https://policy.osba.org/albany/
https://policy.osba.org/albany/
https://policy.osba.org/albany/
https://docs.google.com/forms/d/e/1FAIpQLSc1ZMgL1_etseADiXg_iUDag6lQZZ80LRzWQlZTd999Ksn_xw/viewform?c=0&w=1
https://docs.google.com/forms/d/e/1FAIpQLSc1ZMgL1_etseADiXg_iUDag6lQZZ80LRzWQlZTd999Ksn_xw/viewform?c=0&w=1

