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Stellar Elementary Student & Family Handbook 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Our Vision: 

Through rigor, structure, and joy, Stellar Elementary places every child on the path 
to college and equips all K to 5 Bright Stars create futures bright with opportunity. 

 
Carmen’s Mission:  

Carmen’s mission is to graduate all students as critical thinkers and self-directed 
learners prepared for success in college, meaningful careers, community involvement, 
and family life. 

 
 

Main Office Phone Number: 414-210-5707 
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      June 30, 2019 

Dear Stellar Families,  
 

What an exciting year we have ahead of us this year!  We are thrilled to join the Carmen 
schools network as the network’s first elementary school.  In becoming a member of the 
Carmen network, your child has access to an incredible 6-12 education and support to and 
through college.  By joining Carmen we have also gained access to a new building.  This year 
is a big on for Stellar and we are excited to have you as our partners, as always, in making 
this year a success for more Bright Stars than ever before!  How can you best support Stellar, 
well read on! 
 

1) Be Involved: We try to offer lots of ways for families to engage with our school from 
Parent Café’s to Family Fun Events to volunteering or attending classroom 
presentations.  The more your child sees you at school the more they realize just how 
important their education is to you.  
 

2) Partner with Us: We have lots of ways to share information with you about your 
child’s progress.  Please take advantage of these – ParentSquare, BRIGHT reports, 
the teacher’s phone numbers on homework and listed at the back of this handbook.  
When you have a question, concern, or just want to know more please reach out!  
Every night, check your child’s homework, sign their BRIGHT report and look for 
notes from the teachers.  Together we can ensure the success of your child.  

 

3) Tell Others about Stellar: As a newer school we will most likely have spaces 
available even after school has begun.  The most powerful way to bring in new families 
is for them to hear from you what you like about our school.  Please help us spread 
the word and grow our student population.  

 

Please use this handbook as a resource for questions you may have about our policies and 
procedures, but never hesitate to reach out and ask us directly if we can support you.  We 
are a team, and together we will help our Bright Stars shine! 

 

Sincerely, 
 
 
 
 
Melissa McGonegle 
Founder & School Director 
Stellar Elementary  
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Vision of Stellar: 
Through rigor, structure, and joy, Stellar Elementary places every child on the path 
to college and equips all K to 5 Bright Stars create futures bright with opportunity. 

 
Carmen’s Mission:  

Carmen’s mission is to graduate all students as critical thinkers and self-directed 
learners prepared for success in college, meaningful careers, community involvement, 
and family life. 
 
Together, we will ensure your child receives an excellent education! 

 

BRIGHT Values 
Stellar Elementary is focused on supporting students to develop strong academic and 
character foundations.  School and life success depends on the internal character 
skills an individual develops in their formative years.  We have chosen to focus our 
character program on the BRIGHT values (Bravery, Respect, Integrity, Generosity, 
Hard work, and Tenacity) by explicitly teaching and modeling these values for our 
Bright Stars. 
 

We call our students Bright Stars to help them remember both the values that should 
be driving all of us, and of the bright futures ahead of them based on the hard work 
they are putting in now.  When you see the term “Bright Stars” in this handbook or 
hear it at school, it refers to our students who are choosing each day to work hard 
and grow their brains! 
 

See below for some examples of ways we expect students to model the BRIGHT values 
at school: 
 

Value Looks Like: 
Bravery ● Raising your hand to ask a question when you do not understand what 

the teacher is saying. 
● Trying something that is hard for you. 
● Speaking up for a friend when someone is treating them unfairly.  

Respect ● Treating others like you want to be treated. 
● Taking care of your space and materials, by putting things away when 

you are done. 
● Listening when others speak. 

Integrity ● Admitting when you made a mistake, apologizing and making it 
better.  

● Asking for help so that you can be successful in what you are trying 
to accomplish.  

● Doing the right thing, even when no one else is looking.  
Generosity ● Treating others with kindness. 

● Sharing your time or materials with others.  
● Assuming that others have the best intentions, even when they make 
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us mad.  
Hard Work ● Continuing to work on an assignment until we know we have done 

our best.   
● We do not say “I’m done!” we say “What can I do next?” 
● Checking our work to make sure it is complete and accurate.  

Tenacity ● We do not give up. 
● We ask for feedback or help to get better. 
● We believe in ourselves and others.  

 
Stellar Elementary Instructional Calendar for the 19-20 School Year  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
Daily Schedule: 
Monday – Thursday 7:45am to 3:45pm  
Friday 7:45am to 1:45pm  
Doors Open at 7:15am daily for breakfast. 
Morning Motivation occurs every morning 7:46-8:05am.  JOIN US! 
 

All Early Release Days end at 1:45pm  
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****The first week of school every day is an early release day – August 28th 
through August 30th school will end at 1:45pm**** 

Attendance 
Attendance is the first step in ensuring academic achievement. We all have big 
dreams for our Bright Stars, which means that we must work together to ensure they 
receive an excellent education every single day.  In order for Bright Stars to be 
academically successful at Stellar Elementary, they must be in attendance and make 
their strongest effort each and every day. At Stellar Elementary, regular attendance 
is required. Our curriculum is an ambitious one; every day is essential for Bright 
Stars to keep pace with their learning. 
 
We expect you to: 
 

● Never Miss School for Appointments: Parents/guardians are responsible 
for scheduling medical appointments outside of school time. The best times are 
Friday afternoons (after 1:45 pm) or days when school is not in session. In the 
rare case when a Bright Star has a medical appointment during school, he or 
she should NOT be absent for the entire school day. So, if the appointment is 
in the morning, we expect the Bright Star to come in after the appointment, if 
the appointment is in the afternoon, they should attend school in the morning.  
A doctor’s note must be provided to verify the part of school missed.  

 
● Not Pick-up Your Child Early: Bright Stars are expected to stay in school 

until the very end of the day (3:45pm Monday through Thursday and 1:45pm 
on Fridays). Early pickups are disruptive to the learning environment. Since 
we are intently focused on ensuring each child meets or exceeds grade level 
goals, we will not release Bright Stars prior to the end of the school day without 
prior notification.  No one will be buzzed into the building after 3:15pm.  

 
 
Bright Stars who miss 10 or more days of school within a year are liable for 
retention.  Please do everything in your power to get your child to school, on 
time, every day.  
 
If attendance becomes an issue you can expect: 

● After 5 absences in a trimester:  A warning letter from Stellar Elementary, 
and a meeting scheduled to discuss the attendance challenges.  

● After 7 absences in a trimester: A mandatory meeting with a member of the 
leadership team scheduled for the next day of school after dismissal of your 
children.   

● After 10 absences:  Your child is eligible for retention in their grade level for 
the next year.  

● More than 10 absences: Stellar Elementary will refer your family to the 
Truancy Abatement program (TABS) which may follow up with a fine for 
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contributing to the delinquency of a minor.  
 
Attendance – Tardiness 
Getting to school on time is key to your child’s success – at school and in life. Our 
doors open at 7:15 am each morning.  Bright Stars must arrive by 7:45 am each day.  
Any Bright Star that enters school at 7:46am or after is considered tardy.  If your 
child is tardy, you will need to park, and walk them into school.  You will sign them 
in, in the office and then they may proceed to class.  The doors will be closed and 
locked at 7:46am, so if your child is late you may NOT just let them out of the car.  
You need to walk in with them.  
 
If your child arrives after 8:45am they will miss their enrichment class that day (P.E., 
Art, or Spanish) and will instead receive academic interventions to support the 
instruction they missed.  In addition, children arriving after 8:45am will receive a 
snack to eat in class.  They will not receive the full breakfast served from 7:15am – 
7:45am. 
 

 
Arrival & Dismissal Policy 

Arrival 
School officially opens to Bright Stars at 7:45 am each day.  Stellar Elementary’s 
doors open at 7:15am every morning.  Students must arrive to school between 7:15am 
and 7:45am, which is also when breakfast is served.  Students arriving at 7:46am 
or later are considered tardy.  
If your child is enrolled in the YMCA before school program, they may be dropped off 
as early at 6:00am.  They must be walked into the school and you may not leave until 
they have been checked into the before school program by a YMCA staff member.  All 
students in the before school program will be served breakfast at 7:15am.  
 
Dismissal 
Monday through Thursday, the school day officially ends at 3:45 pm at Stellar 
Elementary. Dismissal is at 1:45 pm on Fridays. No Bright Star will be allowed to 
leave the school with an adult who is not his/her legal guardian unless the guardian 
has contacted the Office Manager in advance to provide the name of who will be 
picking up or they have the dismissal card passed out by Stellar Elementary during 
Summer Orientation.  We will need to verify that person’s ID before we release the 
Bright Star into their care.  
 
Stellar Elementary has partnered with the YMCA to provide before and after school 
care for students.  You must enroll your child in this program before dropping them 
off early (6:00am) or picking them up late (6:00pm).  
 

Stellar Elementary itself does NOT provide after school child-care services.  If your 
child is not enrolled in the YMCA program, by 4:00pm on Mondays through 
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Thursday and by 2:00pm on Friday, all students must be picked up.  Failure to do so 
will result in a late charge of $0.50 per minute.   
 
After 5 late pick-ups (after 4:00pm Monday-Thursday and 2:00pm on Friday), you will 
need to meet with a member of the Office Team before your child is released.  An 
action plan to address late pick-ups will be discussed and signed before leaving. 
 
Families MUST submit a release form, provided during parent orientation, listing 
the names and information for any individuals, besides parent/guardian, who are 
regularly authorized to pick up their children. 
Any day of changes must be called into the office by 1:00 pm each day to give us time 
to notify teachers without disrupting learning time. 
 

 

Dismissal Procedures 
Dismissal procedures will be reviewed during August Orientation, or individually 
with families who enroll after the school year has begun.   These procedures are in 
place for the safety of all of our students.  Families failing to comply will have a 
conversation with the Operations Manager to reiterate the expectations and their 
importance.  Please contact us with any questions about the Dismissal process.  
 

Weather 
Inclement Weather 
In the event of poor weather conditions such as heavy snow, please listen to your 
local television or radio stations for relevant information regarding school 
cancellation.  Stellar Elementary follows the same cancellation policies as 
Milwaukee Public Schools, so if MPS schools are closed, so is Stellar Elementary. 
If inclement weather necessitates an early school closure, families will be notified 
via their preferred communication option with Parent Square (text, email, or phone 
call) and information will be shared on the school’s Facebook and twitter accounts.  
School staff will stay with our Bright Stars until every child has been picked up 
safely.  
 

Cold Weather Recess  
Bright Stars will go outside for recess time unless there is inclement weather.  Bright 
Stars will play outside in the winter time unless it is below 10 degrees or the wind chill 
is zero degrees or lower. In the winter time, please make sure your child has warm 
clothing when coming to school including hats, coats, boots, and mittens.  All Bright 
Stars will participate in recess, unless they have a doctor’s note or are held in to finish 
homework that was not completed the night before.  
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Key Policies 
 

Homework 
At Stellar Elementary, we believe Bright Stars should be held accountable for 
completing homework assignments. Homework is an essential part of the Stellar 
Elementary educational program. It is designed to reinforce skills taught in the 
classroom, to help Bright Stars develop a deeper understanding of concepts, and to 
promote good study habits.  
 
What you can expect with Homework (K4 – 1st):  

● Your child will have homework every day.  
● Homework must be checked by an adult, and the homework log must be signed 

every night.  
● Part of your child’s homework is to read for 30 minutes a night.  We will send 

books home with them on a weekly basis, but you may also read any other books 
at home with them.  

● If you child does not complete their homework they will miss part of recess.  
● Bright Stars who repeatedly do not complete homework may be ineligible for 

other incentives such as field trips, community celebration, or treasure chest.  
 
What you can expect with Homework (2nd-4th):  

● Your child will have homework every day.  It will be given to them in a packet 
that should be completed by the end of the week.  

● Part of your child’s homework is to read for 30 minutes a night.  Sometimes the 
books may be selected by the child, other times there will be assigned reading 
as part of class.  

● Part of your child’s homework each night will be responding to what they have 
read, they may summarize what they read, comment on the characters, setting, 
or key events in the text etc.  

● It is your child’s responsibility to ensure their homework is complete and 
through by Friday.  Bright Stars who have incomplete or sloppy work, will miss 
community celebration on Fridays and instead make up the work they missed. 
Bright Stars who do not complete their reading response homework will miss 
Choice Time daily in order to get this work done.  

 
 

Independent Reading 
Research shows that the number one way to improve a Bright Star’s reading skills is 
to have them READ, READ, READ.  
 
Although Stellar Elementary Bright Stars have high-quality reading time during 
school, they also must READ, READ, READ at home every night, weekend, and 
during any vacations from school. Parents/guardians should make sure to supervise 
their child in reading at least 30 minutes every night and on weekends.  In K4 and 
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K5, this time may be spent reading to your child.  
 
To facilitate this, Stellar Elementary has invested in high quality, bilingual libraries 
in each classroom.   On a weekly basis, students will choose up to three books to take 
home with them.  These books should be kept in the book bag provided by the school 
on a daily basis.   At the start of the school year, Bright Stars will bring home paper 
books.  If they treat these books with care, and have not lost them after three weeks, 
they will graduate to choosing from the “real books” library.  On Mondays the books 
will be returned and swapped out for new books.  If your child misplaces their books 
twice, they will no longer be allowed to choose library books, and instead will be given 
paper books to take home with them.  
 
Discipline 
Our approach to discipline is rooted in a belief that the learning environment is 
sacred. At Stellar Elementary, we will do whatever it takes to make sure that every 
child is safe (physically, emotionally, mentally, and intellectually) and that every 
child has the chance to learn without disruptions. We have very high expectations 
for Bright Star behavior, and we “sweat the small stuff” to create and preserve a 
focused learning environment. 
 

Our teachers use a large variety of strategies to promote positive behavior and to 
correct problem behaviors. Our faculty uses positive reinforcement whenever 
possible and recognize and celebrate Bright Star successes at every opportunity. 
 

We also use consequences and a problem-solving approach to help Bright Stars 
correct behavior problems when needed. Bright Stars may lose privileges (social 
time, field trips, school wide events such as enrichment performances, family nights, 
and school wide celebrations) when they violate the rules. 
 
We also realize that some Bright Stars struggle to regulate their emotions and may 
act out in unproductive ways.  When this occurs, we take the same approach we do 
when a child has an academic skill gap – we work with the Bright Star to teach them 
strategies to replace negative behaviors with positive behaviors.  Our Assistant 
Principal will take the lead on teaching Bright Stars social skills, self-regulation, 
and self-soothing behaviors.  Families will be informed and involved in efforts to 
shift behaviors over time and may be asked to try specific techniques at home to 
provide consistency for Bright Stars working to learn replacement behaviors.  
 
When a Bright Star breaks classroom or school rules, attempts to harm classmates 
or staff, or makes a decision to act in appropriately, our School Director takes the 
lead on discipline decisions. The School Director works closely with teachers, 
families, and Bright Stars to help them learn and grow. The School Director has the 
authority to decide on the appropriate consequences for Bright Star behavior. The 
School Director may solicit parent/guardian input in certain situations, but she 
retains all decision-making authority. 
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If your child’s behavior is impacting the learning of other, you may be asked 
to: 

● Come to school with your child for a period of time 
● Meet with teachers and staff to set up a system of rewards and consequences  
● Pick up your child early 

 
In order to ensure we can work closely together to improve your child’s behavior over 
time, please ensure we have up to date contact information at all times.  
 
 
School Uniforms 
 
Stellar Elementary is a uniform school for many important reasons.  Uniforms lead 
to less distraction and more learning time, it adds a sense of pride and reduces 
competition among Bright Stars over material possessions and clothes. All Bright 
Stars must come to school in the appropriate Stellar Elementary uniform every day 
unless they receive notice from school about a special dress day. If a Bright Star 
arrives at school out of uniform, parents/guardians will be called and asked to bring 
in a uniform and/or a temporary uniform will be supplied to the Bright Star.  If a child 
enters school out of uniform, the adult that dropped them off will be responsible for 
changing them into the correct school uniform.  If a family cannot afford to purchase 
the school uniform, Stellar Elementary will help seek a way to provide uniforms for 
the Bright Star.  
 
If a child is out of uniform twice during the week, they miss the opportunity 
to attend the Community Celebration.  
 
Please make sure your Bright Star is in uniform EVERY day and ready to learn. This 
means Bright Stars must have their uniform shirts tucked into their pants, wearing 
the appropriate shirt, or sweater. We highly recommend writing your child’s 
name in permanent marker on all sweater tags and uniform items. Detailed 
uniform guidelines are attached and will be presented to families and Bright Stars 
during parent orientation. 
 
Several times a year, we will have spirit days where students may dress in costumes 
or non-uniform clothes.  You will receive information about these days at least a week 
in advance, and any guidelines for acceptable v. unacceptable dress will be included 
in this notice. 
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Parents & Families  
 
Parent Participation 
Stellar Elementary strongly encourages parents/guardians to be partners in the 
education of their children. The important task of educating a child calls for the 
school, the Bright Star, and the family to all work together to ensure success. 
Because we believe parent/guardian participation is extremely important to the 
Stellar Elementary mission, we encourage our families to volunteer for 20 
participation hours a year. 
 
Stellar Elementary families can earn participation hours by attending school 
meetings, family workshops, daily duties and tasks at school, fundraising efforts, 
donations, take home projects, etc. We want to make achieving our goal of 20 hours 
per family accessible, but we also want to ensure that our Bright Stars are safe and 
receive minimal interruptions during the day to focus on their learning. We achieve 
this by maintaining strict guidelines and procedures for every aspect of our 
participation opportunities. 
 
At the end of the year we will celebrate families who have met, exceeded, and far 
exceeded these goals for involvement. Families who have achieved 20 or more hours 
will receive a small gift from the school, families with 30 or more hours will receive 
a special t-shirt, and families that have far exceeded our goals will be recognized with 
flowers at our end of the year celebration.  
 
All Stellar Elementary volunteers that will be providing help at the school site must 
abide by the following procedures: 
 

1. All volunteers must FIRST sign in at the school office prior to entering to the 
main building. Parents/guardians/family members and visitors that do not 
check in at the main office first, will not receive credit for the hours involved 
that day and will be escorted off the premises. 

2. Volunteers and visitors must wear a Stellar Elementary badge at all times 
during their stay at the school so that staff can identify the adults that have 
authorization to be in the school. 

 

The following is a list of opportunities for volunteers looking to participate at the 
school site. 
 

Help Supervising Bright Stars/Areas 
Parents and volunteers that will be providing help with the Bright Stars must first 
attend a Stellar Elementary workshop on participation expectations. 
 

Participation Opportunities that involve direct interaction with Bright Stars. 
● Breakfast help 

● Snack help 



13  

● Lunch help 
● Recess/PE help 

● Pick up and drop off help 

● Field trip chaperone 
● Classroom help 

 
School/Office Volunteer 
Parents and volunteers that will be providing help with day-to-day opportunities 

● Helping in the office 

● Cleaning Bright Star snack/lunch tables 

● Maintaining playground/area 

● Sweeping the school grounds 
● Taking projects home 

 

The following list gives examples of other ways in which our families may 
obtain their volunteer/participation hours. 
 

Stellar Elementary Meetings 
Our families receive participation hours for attending any Stellar event or meeting. 
The goal is to have a strong sense of community within our school and family groups 
and this is being nurtured through the participation in these meetings or events. When 
attending the following meetings or events, parents/guardians need to sign in to 
receive the participation hours. 
 

● Coffee with the Principal (monthly) 
● Family events (monthly) 
● Parent Cafes (every 2 months) 
● Parent conferences (three times a year) 
● School performances 

● Attending community events 

 
Donations 
We are always taking donations for any events, meetings, daily school and office 
supplies, and any fundraising efforts that Stellar may have. These participation 
hours need to be registered by Stellar staff in the main office. 
 

For any questions about parent/family participation hours you may contact the 
Office Manager. 
 

School Communication 
Every Friday, your child will bring home updates from the school. This will contain 
important information about the schedule/calendar, events, announcements, field 
trips, and other important reminders. It is very important that you take the time to 
read these updates completely. Once read, please remove all letter updates from the 
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Bright Star’s homework folder and provide a parent/guardian signature on 
homework cover page as an indicator to school staff that the information has been 
received. 
 

Parent Conferences 
At the end of the first and second trimester, a parent/guardian will be expected to 
attend a parent conference with their child’s teacher.  At the end of the third 
trimester, students whose academic performance is below grade level will have 
mandatory conferences as well.  All other families may request a conference in the 
third trimester, but it is not required.  
 

Behavior Logs 
Your child will receive a BRIGHT report daily that informs you of how their 
behavior was for the day. Your signature is required every night on the 
homework. Homework is not considered complete unless the behavior log 
is signed.  
 
Phone Calls 
Throughout the year, you may receive a phone call or note from a teacher or school 
leader. If the message requires a response, please contact the school either by phone 
or in writing within 24 hours.  You should expect to hear from your child’s teacher at 
least once a month throughout the school year.  Please do not call staff after 7pm 
or before 7am.  

 

Meetings 
Parents have an opportunity to schedule a meeting with staff members in the office. 
School leaders will also be on call to answer any questions. 
 

Parent/Family Concerns 
As you know, Stellar Elementary is a very demanding school, with high expectations 
for academics and behavior. All of us – parent/guardians, teachers, and school leaders 
– are working hard to help your child climb the mountain to college. We are all part of 
your child’s team: if you and your child work with us, we can all succeed. If you have 
a concern about a school policy, academic grade, discipline decision, or anything else, 
we ask that you take some time to reflect on it and then follow the meeting procedures 
at the school. We welcome any conversation. We understand that as 
parents/guardians, you have very strong feelings about issues concerning your 
children and want to address those concerns as quickly and efficiently as possible. 
 
School Visitor Policy 
Visitors, especially parents/guardians, are a vital part of the Stellar Elementary 
community. We welcome them as volunteers, observers, and partners in the 
education of our Bright Stars. 
 

Parents/guardians who would like to visit should simply call in advance and schedule 
a class- visit appointment, as unannounced visits can be disruptive to our educational 
program. Upon arriving, all visitors must sign in at the main office. They should enter 
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classes during a regular-scheduled transition period between classes, although they 
may leave at any time. Visitors may not talk to a child or a teacher during class, 
although they may call the teacher after school to discuss what they observed. 
 

If a visitor is coming to school to drop something off for a Bright Star or to leave a 
message, we still require that the visitor come first to the main office. For the sake of 
Bright Star safety, we cannot have anyone in the building who has not signed in. 
 

In order to ensure that all Bright Stars get used to their classroom routines, 
expectations, and schedules, we ask that parents and family members refrain from 
visiting during the first month of the school year. You may come and attend Morning 
Motivation, but when Bright Stars head to their classrooms, please allow them to 
transition into class alone. This gives our Bright Stars and teachers a chance to settle 
in and focus on learning time.  After September 15th, you are welcome to come and 
observe your child’s class at any time.  
 

Food & Materials 
Cell Phones/Electronics 
Bright Stars are not allowed to use cell phones or electronics at school or on school 
field trips. If a cell phone or electronic device is used during school, rings during school, 
or is seen by a staff member, it will be confiscated from the Bright Star and will be 
returned to a parent/guardian once they have come to the school to pick it up.  The 
Bright Star may also lose part of their recess for bringing a cell phone/electronic that 
does not belong at school.  
 

School Food Program 
Both breakfast and lunch are available at Stellar Elementary. All families will need 
to complete a form that enables the school to participate in the free or reduced-price 
meal program. Families may send lunch to school; however, Bright Stars will not have 
access to a refrigerator or microwave. If you are sending lunch to school with your 
child, we ask that you send only nutritious foods. Please do not let your child bring 
unhealthy drinks (sodas, juices that are not 100% juice, sports drinks, and/or energy 
drinks) or unhealthy snacks to school. Candy, gum, and soda are not allowed at school.  
If you choose to send lunch, the entire lunch must be in one bag or container that has 
the Bright Star’s name on it. 
 

Special Food – Celebrations  
Students are permitted to bring store-bought goodies to be shared with classmates 
if the teacher is notified in advance.  You can notify the teacher by writing a note or 
leaving a message with the Office Manager.  The treats must already be prepared 
for individual servings. Treats can be shared during Choice Time only, which is at 
the end of the day from 3:15 – 3:40pm.  Parents must arrive earlier than 3:15pm.  
Birthday celebrations shall not occur during lunch to avoid interference with our 
food service program.   We encourage families to make healthy choices when deciding 
on a snack to share with the class, and any necessary utensils (forks, plates etc.) 
must be brought by the family, Stellar Elementary will not provide serving materials 
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for celebrations.  
 

Nursing Services & Medication 
Being healthy physically helps children learn more effectively. For this reason, it is 
important to have your doctor or health center look into any problem that your child 
may have. If your child requires medication during school hours, we will assist by 
administering medication. Families must complete a medication authorization form 
signed by the parent/guardian and the child’s doctor. Families can get a copy of this 
form by calling or stopping by the school office. The requirement to have a form on file 
applies to all medicine, including aspirin, Tylenol, and other over-the-counter 
medicines. All Bright Star medicines will be kept in a locked cabinet. The school will 
keep a detailed log of all medicines that are administered. 
 

Bright Star Belongings 
Bright Stars who disrupt class for any reason are violating school rules. This rule 
applies to Bright Stars’ personal possessions as well. Items including, but not limited 
to, game cards, trading cards, portable electronic games or devices, toys, and cell 
phones are not allowed in school. 

 

Bright Stars who violate this rule will have their item(s) confiscated until the item(s) 
is/are picked up by a parent/guardian and will be subject to consequences. 
 

Backpack Search 
The school reserves the right to conduct backpack searches at any time. 
 

Lost and Found 
The school will keep a location for lost and found items. Parents/guardians may come 
in during office hours to search the Lost and Found. At the end of every trimester, 
items left in the box will be donated to a local charity. 
 

School Supplies 
Stellar Elementary will purchase all of the school supplies needed for the classroom. 
The only supplies you will need to purchase for your Bright Star are those supplies 
that will be used at home. This includes: 1) pencils, glue, scissors, and crayons and 
2) a backpack large enough to carry a full-sized homework folder and books. 
 

K4 Students Only 
K4 students will be taking naps each afternoon.  They will need to be provided with 
a blanket from home.  Each Friday these blankets will be sent home with students 
to be washed and returned the following Monday.   
 
 

Academic Records and Policies 
Assessments 
Stellar Elementary employs multiple assessments to monitor Bright Star progress, 
inform instruction, and ensure that all Bright Stars succeed. Our staff works to 
ensure that assessments are not stressful times for Bright Stars; rather they are 
presented as opportunities to show off all that Bright Stars have learned. The 
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assessments, which include nationally normed standardized tests and internally 
developed assessments, are administered throughout the year. Teachers analyze the 
results to inform their instruction, identify Bright Stars in need of extra help, and 
to assess the overall effectiveness of the school’s curriculum. Results are shared with 
families through the report cards that are distributed three times each year. 

 

Grading 
Stellar Elementary aims to provide a strong academic and character program that 
supports each Bright Star to meet or exceed grade level standards.  You will see 
standards-based grading on our trimester report cards, which means you will receive 
notification of whether a child is exceeding, meeting, approaching, or not meeting 
grade level standards. Bright Stars will also receive grades on how they are 
progressing on our BRIGHT values (bravery, respect, integrity, generosity, hard 
work, and tenacity). At Stellar, we are excited to support your child’s growth in both 
character and academics. Other assignments will be graded with a check plus 
indicating strong mastery, check indicating meeting expectations, or a check minus 
indicating a child has work to do in this area.  At all times, Stellar Elementary 
teachers strive to provide actionable feedback to students and families on how to 
improve within a certain skill.  
 
 

Bright Star Records 
The operational staff is in charge of Bright Star records. If a parent/guardian would 
like to examine a child’s record, the parent/guardian should submit a request in 
writing and submit it to the Office Manager. Within five business days of receipt of 
a written request, the school, depending on the requested information, responds by: 
 

● Making the information available at the school itself during normal 
business hours to the person requesting it; 

● Denying the request in writing; or 

● Providing a written acknowledgment of receipt of the request that 
supplies an approximate date for when the request will be granted 
or denied. 

 
Confidential Records 
Confidential records include grades, evaluations, disciplinary actions, and health 
records. Confidential records will not be made available to any non-school personnel 
without consent by the parent/guardian. 
 

Other Information and Policies 
Grievance Procedure for Parents and Bright Stars 
Stellar Elementary has set in place grievance procedures for parents and Bright Stars. 
Stellar Elementary has designated one employee to coordinate its efforts to comply 
with and carry out its responsibilities under Title IX of the Education Amendments of 
1972 (Title IX) and Section 504 of the Rehabilitation Act of 1973 (Section 504) 
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including any investigation of any complaint filed with Stellar Elementary alleging 
its noncompliance with these laws or alleging any actions which would be prohibited 
by these laws. Stellar Elementary will notify all Bright Stars and parents of the name, 
office address, and telephone number of the designated employee or employees. 
 

Stellar Elementary grievance procedures provide for prompt and equitable resolution 
of Bright Star, parent and employee complaints alleging any action, which would be 
prohibited by Title IX, or Section 504. 
 
Stellar Elementary implements specific and continuing steps to notify applicants for 
admission and employment, Bright Stars and parents of elementary school Bright 
Stars, employees, sources of referral of applicants for admission and employment, and 
all unions or professional organizations holding collective bargaining or professional 
agreements with the recipient, that it does not discriminate on the basis of sex or 
mental or physical disability or any other legally protected characteristic or activity 
in the educational program or activity which it operates, and that it is required by 
Title IX and Section 504 not to discriminate in such a manner. 
 
All grievances shall be directed to the School Director. If your grievance concerns the 
School Director, the complaint will be reviewed by the Board of Directors. Please 
submit a written complaint using the form provided in the office. You will receive a 
written response to your grievance within 15 business days from receipt of your 
grievance.  
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ACKNOWLEDGMENT OF RECEIPT OF STELLAR 
ELEMENTARY STUDENT AND FAMILY HANDBOOK AND 
AGREEMENT 
I acknowledge I have received a copy, reviewed, and understand the Stellar 
Elementary Student and Family Handbook. I understand the Handbook has been 
provided to me for information on policies, procedures, and practices. 
I acknowledge I will follow the policies, procedures, and practices to the best of my 
abilities in order to be a partner in my child’s education at Stellar Elementary. 
 
 
 
 ________________________________ _____________________  

Parent/Guardian Signature Date 
 
 
 ________________________________  

Print Parent/Guardian Name 
 
 __________________________________________________________________________________ 

Print Child’s Name Bright Star Grade 
 
 
 __________________________________________________________________________________ 

Print Child’s Name Bright Star Grade 
 
 
 
 __________________________________________________________________________________ 

Print Child’s Name Bright Star Grade 
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Stellar Elementary Special Events Calendar 
 

 When What 

August & 
September 

Saturday, August 31 
10am-12pm 

Canvassing 
Help us find new Bright Stars! 

Saturday, September 14 
10am-12pm 

Canvassing 
Help us find new Bright Stars! 

Thursday, September 19th 
5:30pm 

Back to School Night 
Meet your child’s Teachers! 

Tuesday, September 24th 
4:30-7pm 

Parent Café 
Connect with other Stellar families! 

Friday, September 27th 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with a school leader! 

October Thursday, October 10th 
5:30-6:30pm 

Learning Games Night 
Come play fun games that teach your child something! 

Friday, October 25th 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with Mrs. McGonegle or 
Ms. Moutinho! 

November Friday, November 1st 
1:45-2:30pm 

Trunk or Treat & Día de los Muertos Celebration 
Trick or Treat to teachers’ cars after school! 

Thursday, November 14th & 
Friday, November 15th  

First Trimester Conferences 
Come hear about how your child is doing in school! 

Thursday, November 21st 
5:30pm 

Thanksgiving Potluck 
Celebrate a great start to the year with us over a 
wonderful meal! 

December Friday, December 6th 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with Mrs. McGonegle or 
Ms. Moutinho! 

Saturday, December 7th 
11am-1:30pm 

Parent Café 
Connect with other Stellar families! 

Thursday, December 12th 
5:30pm 

Holiday Concert 
Celebrate the holidays with us! 
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January Thursday, January 16th 
5:30-6:30pm 

Family Event 
More details to come! 

Friday, January 31st 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with Mrs. McGonegle or 
Ms. Moutinho! 

February Wednesday, February 19th 
4:30-7pm 

Parent Café 
Connect with other Stellar families! 

Friday, February 28th 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with Mrs. McGonegle or 
Ms. Moutinho! 

March Thursday, March 12th 
5:30-6:30pm 

Family Fun Event 
More details to come! 

Thursday, March 19th & 
Friday, March 20th  

Second Trimester Conferences 
Come hear about how your child is doing in school! 

Saturday, March 21st  
10am-12pm 

Canvassing 
Help us find new Bright Stars! 

Friday, March 27th 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with Mrs. McGonegle or 
Ms. Moutinho! 

April Friday, April 17th 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with Mrs. McGonegle or 
Ms. Moutinho! 

Saturday, April 18 
10am-12pm 

Canvassing 
Help us find new Bright Stars! 

Saturday, April 25th College Field Trip 
We will be visiting a local University.  Come with and see 
college up close! 

May Tuesday, May 12th 
4:30-7pm 

Parent Café 
Connect with other Stellar families! 

Saturday, May 16th 
10am-12pm 

Canvassing 
Help us find new Bright Stars! 

Thursday, May 21st 
5:30-6:30pm 

Summer Opportunities Carnival 
Come learn more about lots of great summer 
opportunities to keep growing your Bright Stars’ brain! 

Friday, May 29th 
8am 

Coffee with a School Leader 
Share your ideas & suggestions with Mrs. McGonegle or 
Ms. Moutinho! 

June Saturday, June 6th 
10am-12pm 

Canvassing 
Help us find new Bright Stars! 
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Tuesday, June 9th 
5:30-7:30pm 

Exhibition Night & EOY Celebration 
See what your Bright Stars have been learning AND 
celebrate the end of the year with us. 

Thursday, June 11th 
9am 

K5 Completion Ceremony 
Join us to celebrate the accomplishments of our K5 
students. 

 


