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VILLAGE FAMILY HANDBOOK 
2016 – 2017 
 
 
We invite you to use this handbook to learn more about the Village community. The Village 
is the name for the elementary division of Chadwick School and comprises grades K-6. 
 
MARGARET CHADWICK’S PHILOSOPHY 
 
Margaret Chadwick was a pioneering educator who understood that a school should teach 
academics well while at the same time develop students’ character, creativity, responsibility, 
independence, and social intelligence.  This was a pioneering vision 80 years ago and guides 
us today.  Our particular approach to teaching and learning helps us graduate students who 
are well-educated, have learned to use their minds well and enjoy the process, effort, and 
challenge they find in learning.  Curiosity, openness to new experiences and differing 
viewpoints, and the disposition to continue learning are lasting benefits of a good education.  
This is the living legacy of Margaret Chadwick’s founding vision, one that we aspire to realize 
in the Village today.  We hope to ignite a lifelong love of learning, build a supportive 
community, and challenge children to grow intellectually and personally. 
 
 
CHADWICK’S MISSION STATEMENT AND CORE VALUES 
 
Mission Statement 

Chadwick Schools develop global citizens with keen minds, exemplary character, self-
knowledge and the ability to lead. 
 
Core Values 
 
Chadwick's core values -- compassion, respect, honesty, responsibility, fairness – are 
embedded in the ethos of the Village.  We teach and practice these values each day.  We hope 
that these values inform students' actions as well.  This takes time and opportunities to learn 
from one’s mistakes with guidance and support of adults at home and school.   We 
consciously make social learning central to our teaching, with these guiding values as the 
foundation. 
 
Multiculturalism and Inclusiveness 
 
The Village fosters a community that teaches appreciation of our differences and our 
similarities.  The School is committed to becoming an inclusive learning community.  
Following is an excerpt of the School statement on diversity:  
  
“A strong feeling of belonging to each other and of belonging to the whole family of 
man develops and once a child has grasped the concept of ‘we’ as meaning ‘old and 
young, rich and poor, of every color and all nations’, he has found himself at home in the 
World.” (Margaret Chadwick, 1963) 
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THE VILLAGE COMMUNITY 
 
The Village takes pride in being an open and diverse community in which discussion of 
differing points of view is welcome.  In a community of learners, such conversations are the 
foundation for growth.   
 
Parent Volunteers 
Parent volunteers make significant contributions to the Village by volunteering in the 
library, and for field days and celebrations. At times, teachers may request volunteers to help 
in the classroom.  In addition, parent chaperones are selected to help with outdoor 
education for fourth and sixth grade overnight trips and field trips for other grade levels.  
The Chadwick Parents Association (CPA) and Friends of the Library (FOL) offer varied ways 
to become involved with the School. The school directory contains a listing of all of the CPA 
Officers, Village Room Parents and Auxiliary Chairmen. For more information about 
volunteering, please contact one of the Room Parent Chairmen: Esmeralda Cook, Grades K-
3 Chair, esmeraldacook@sbcglobal.net and Jennifer Fisher, Grades 4-6 Chair, 
klausco@verizon.net.  
 
Newsletters 
The Village’s weekly newsletter, the “Village Voice,” is emailed to parents on Sundays at 
noon.  It includes information about the Village, a calendar of upcoming events, grade level 
news, CPA news and updates from the Village administration.  While we live in a world 
awash in emails and information, we hope that you will take a few minutes to read the 
newsletter. In addition, each grade level produces occasional newsletters for parents. Please 
contact the Village office if you are not receiving the Village Voice. 
 
Parent Coffees 
Parenting discussion groups meet periodically throughout the year.  We select a topic 
regarding parenting or child development and meet to share our thoughts with one another.  
We also invite authors and parenting experts to campus to share their insights. Parents 
enjoy the camaraderie, insights and mutual support of these groups.  Meetings are open to 
all Village parents and they typically occur from 8:15-9:15 a.m. in the Story Corner (adjacent 
to the Village Library) or in Chadwick House boardroom. For parents who aren’t able to 
attend, the coffees are often live-streamed and are housed, for approximately one month, on 
the Chadwick website. 
 
Village Field Trips 
Field trips are an extension of the classroom. They are an educational experience that 
supports the curriculum or unit study. Just as we are selective about when parents are 
present in the classrooms, the Village Director has asked the teachers to be more aware of 
when parents are needed on the field trips.  
 
Often times, too many parents on a field trip can dilute the teachers’ authority and distract 
from the learning experience. In addition, it can become difficult for teachers when large 
numbers of parents wish to accompany them. Organizing the logistics, managing the equity 
of who is chosen, guiding parents to be teacher helpers rather than wearing their parent hat, 
handling the emotions of students whose parents can never attend a field trip due to work or 
other commitments, etc., all add to the teachers’ to-do plate. Teachers have been asked to 
reflect about the need and role of additional parent helpers depending on the trip. For 
example, a whale watching field trip would require more hands on deck (pardon the pun) a 

mailto:esmeraldacook@sbcglobal.net
mailto:klausco@verizon.net
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museum trip led by docents would not. Room parents have the privilege of always being 
included because of all they do to support the teachers and parents in their grade.  
 
Our CPA has so many ways for parents to be involved in the community and opportunities to 
be on campus to see their children, like Pizza Day, the Book Fair, Bake Sales, etc. The 
teachers will be the ones who decide if a field trip requires the attendance of room parents 
only or when more parental help is needed. This allows the students the opportunity to 
realize the rich learning experiences that field trips offer.  
 
Getting in Touch with Teachers & Administration 
Please contact teachers through voicemail messages at (310) 377-1543 and the appropriate 
extensions or by email. Teachers will either return your calls or emails or make an 
appointment for a longer discussion. You should hear back from a teacher within 24 hours. 
Email addresses at Chadwick are the first initial and last names followed by 
@chadwickschool.org. We strongly suggest that you email both of your child’s teachers and 
Bcc the Director, the Assistant Director, the Learning Specialist and the Counselor, as our 
faculty work as a team. Additional emails and extensions can be found in the school 
directory. We recommend that you always contact your teachers first with an issue and/or 
question and, if after this, you need more assistance, please contact the Village Director or 
the Assistant Director. 
 
 
 
 

Administrative 
Josie Bahedry, Director    Ext. 4032 
Jacqueline Cameron, Assistant Director and 
Curriculum Specialist      Ext 4073 
Barbara Bowers, Office Manager    Ext. 4034 
Christe Greco, Administrative Assistant and 
Sunset Program Director    Ext. 4047 
Ellie Fronauer, School Nurse    Ext. 4039 
Christina Morse, Counselor    Ext. 4024 
Elizabeth Maynard, Learning Specialist and  
Sixth Grade Advisory Lead    Ext. 4502 
Kimberly Tatman, Math Curriculum Specialist Ext. 4117 
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Fifth Grade 
Elizabeth Echternach Ext. 4085 
Samantha Inglis   Ext. 4086 
Julia Cho, AT      Ext. 4086 

Sixth Grade 
Tom Coates, Science                Ext. 4088 
Chris Meisel, Humanities  Ext. 4087 
Connie Schneider, Humanities    Ext. 4089 
Michelle Carr, Math     Ext. 4091 
 

Kindergarten 
Amanda Hartigan      Ext. 4172 
Sovie Chhin           Ext. 4037 
Beth Siller, AT Ext. 4172 
Debbie Delarosa, AT Ext. 4037
  

 

First Grade 
JD King    Ext. 4081 
Annie Spalding   Ext. 4084 
Jolie Hughes, AT   Ext. 4081 
Sandy Swanson, AT    Ext. 4084 

Second Grade 
Brie Benson   Ext. 4156 
Kari Stewartson, AT  Ext. 4057 
Debbie MacRunnel  Ext. 4156 
Rachel Levy, AT  Ext. 4057 

Third Grade 
Katherine Pitt   Ext. 4082 
Leah Lorenzana   Ext. 4083 
Nancy Curry, AT   Ext. 4083 

 

Fourth Grade 
Colleen Lavery             Ext. 4218  
Matt Risk    Ext. 4180 
Anne Wong, AT  Ext. 4180 

 

 

 

                      Classroom Teachers 
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Administrative 
Josie Bahedry, Director    Ext. 4032 
Jacqueline Cameron, Asst. Director   Ext 4073 
Barbara Bowers, Office Manager   Ext. 4034 
Christe Greco, Office Coordinator   Ext. 4047 
Ellie Fronauer, School Nurse    Ext. 4039 
Christina Morse, Counselor    Ext. 4024 
Lauren Molinaro, Learning Specialist  Ext. 4502 
Elizabeth Maynard, Interim Learning Specialist Ext. 4502 

 

 
 
HEALTH 
  
Allergies 
Each year many of our students come to school with some identified food, pollen, grass or 
environmental allergies. Many of these children will require medication, especially those 
with nut allergies. Please let the school know of any food or environmental allergies. Details 
about the Nut-free Zone in the Lower Village can be found in the Food and Beverage 
Information section. 
 
Head Lice 
Unfortunately, head lice is part of life in schools today and affect all grade levels because of 
carpools, siblings, and sleepovers. As with any contagious infections, the school should be 
contacted immediately. The student is not allowed to return to school without clearance 
from a licensed hair treatment person or doctor. 
 
Generally the most common symptom is itching on the back of the head, neck or behind the 
ears. With a good light source, look for tiny, white eggs (nits) glued to the hair shaft near the 
scalp. There are a number of good websites for more detailed information and products for 
the prevention of head lice. Hair Fairies and Hair Whisperers, both local groups, can be 
found at www.hairfairies.com and www.hairwhisperers.com. A good group for lice products 
is www.failrytaleshaircare.com.  
 
Pink Eye 
Pink eye, otherwise known as Conjunctivitis, is most commonly caused by a viral infection, 
but can be from bacterial infections too. Both bacterial and viral infections are contagious. 
Symptoms include itching (rubbing eyes), a yellowish discharge, some trouble opening eyes 
in the morning, and of course the distinctive red or pink eye appearance of the eye. 
Commonly, infections are passed from person-to-person, so if your child has infectious pink 
eye, they should avoid touching the eye area and wash their hands frequently. You should 
not share towels. As with any contagious infection, we ask that you keep your child home 
until they are no longer infectious. 

Call List by Topic 
Attendance (Absent/Tardy) Recording  (310) 541-6763, Ext. 2010 
Activities (Dances & Special Events)   Jacqui Cameron, Ext. 4073 
Appointments with Village Administrators  Barbara Bowers, Ext. 4034 
Sunset After-School Programs   Christe Greco, Ext. 4047 
Parenting & Personal/Special Topics   Christina Morse, Ext. 4024 
Extended Day      Tracy Crosthwait, Ext. 4077 
Bus Issues      Bob Rule, Ext. 4069 
Calendar Questions     Barbara Bowers, Ext. 4034 
Day and Overnight Field Trips Grades K-6  Jacqui Cameron, Ext. 4073 
Lunches      Dining Services, Ext. 4038 
Student Learning     Elizabeth Maynard Ext. 4502 
Technology Integration    Deborah Levy, Ext.4116 
Child Illnesses      Ellie Fronauer, Ext. 4039 
Morning Care      Justine Williams, Ext. 4064 
Automated Attendant (24-hour access to Voice Mail )    (310) 541-6763 

http://www.hairfairies.com/
http://www.hairwhisperers.com/
http://www.failrytaleshaircare.com/
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Medications 
Students who are required to take physician prescribed medication during the school day 
may be assisted by designated school personnel if the school receives the following (1) a 
written statement from the physician; and (2) a written statement from the parent or 
guardian of the student asking the school personnel to assist in administering the 
medication. (Education Code 49423) 
 
All prescribed medications must be left in Nurse Ellie’s office. Parents are responsible for 
picking up their children’s medications at the end of the school year.  
 
Parents of a student on continuing medication for a non-contagious condition, including 
auto-injectable epinephrine or asthma inhaler medications, must provide the school with the 
following: method, amount and time schedules, kind, dosage and name of physician.  
 
 
 
CURRICULUM 
 
Curriculum information is provided for each grade level at the Back-to-School Night on 
Wednesday, September 28, 2016. The Village School curriculum provides students with a 
solid educational foundation as active learners and knowledge seekers.  Children learn 
through direct instruction, inquiry, cooperative group work, discussion and problem solving.  
Our curriculum is not static and we continually review and refine aspects of our curriculum 
so that learning is effective, fresh, and meaningful.  Mrs. Cameron, 
jcameron@chadwickschool.org or Ext. 4073, is also available to answer curriculum 
questions. 
 
Competencies 
During their time at Chadwick, students develop their internal strengths: ability to think 
critically and creatively, ethical integrity and character, and their willingness to try new 
things, adapt and persevere.  Students also develop their ability to interact confidently and 
effectively with other people: through communication skills, ability to collaborate and lead, 
and their level of comfort with other cultures and global perspectives.  These areas of 
developing strength are our core competencies.  They are at the heart of our curriculum and 
co-curricular programs, and central to the Chadwick experience. 
 
Critical and Creative Thinking 

x Analyze information and evaluate its quality 
x Adeptly use mathematical and scientific reasoning 
x Apply efficient and innovative solutions to complex problems 
x Synthesize new ideas in artistic and interdisciplinary contexts 
x Be imaginative and curious 

 
Character 

x Live by Chadwick's core values 
x Recognize and respond thoughtfully to ethical dilemmas 
x Confront injustice with integrity and persistence 
x Cultivate self-awareness and personal wellness 

mailto:jcameron@chadwickschool.org
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Courage 

x Take responsible risks, both personally and intellectually 
x Persevere through academic and non-academic challenges 
x Adapt and thrive in a changing world 
x Appreciate the learning that comes with mistakes 
x Develop initiative, resilience and confidence 

 
Communication 

x Read, write, listen and speak effectively in varied contexts 
x Communicate clearly, persuasively and respectfully through digital technologies 
x Understand and use symbolic, non-verbal and artistic communication 
x Learn other languages 

 
Collaboration 

x Contribute responsibly and respectfully within a group 
x Listen well and demonstrate thoughtful open-mindedness 
x Lead and serve by example 
x Inspire and manage others to achieve a goal 

 
Cultural Competence 

x Embrace and respect cultural differences and alternative perspectives 
x Understand factors that shape individual, national, and global identities 
x Develop a complex awareness of global issues 
x Think and act as a global citizen 

 
Counselor 
The Village Counselor, Christina Morse, provides her expertise to support all of us – 
students, parents, and faculty/staff.  Ms. Morse takes the lead in maintaining a focus on 
children’s personal and social growth, addressing topics such as friendship, managing 
conflict, taking responsibility, empathy, restraint, and courage. In addition, the counselor 
leads parenting groups, and is available to meet individually with parents and others to 
answer questions and concerns.  Teachers rely on the counselor to provide insights and ideas 
regarding child development, behavior concerns and guidance strategies. Ms. Morse can be 
reached at cmorse@chadwickschool.org or Ext. 4024. 
 
Outdoor Education  
K-2 use the school campus and field trips to explore the outdoors. Activities such as hiking in 
the canyon, tending the school garden, and field trips such as visiting the Botanical Gardens 
allow our younger Village students to experience learning from the outdoors. Our 
Kindergarten students have an exciting on campus mini-camp experience where parents 
learn about the Chadwick outdoor education program. 
 
Beginning in third grade, students go on overnight field trips, which range from two to four 
nights.  These overnight experiences help students build both their confidence and growing 
independence. 
 
Overnight field trips are integrated with the curriculum and are a required part of each 

mailto:cmorse@chadwickschool.org
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student’s learning experience in the Village.  Our goal is to deepen children’s learning 
through experience and to provide opportunities to:   
 

● Develop a sense of community through shared experience outside of the classroom. 
 

● Build self-understanding, character, and independence. 
 

● Develop confidence and comfort with adventure and new experiences. 
 

● Enhance their understanding of many of the subjects they are exploring in their class 
studies. 
 

Trips are carefully planned to extend children’s learning and enrich their educational 
experience in the Village.  Each year we witness how much children grow personally as well, 
learning to be increasingly independent and resilient in new situations.  An orientation for 
parents and students is held prior to each trip to provide specifics and address questions 
raised.  

 
Third Grade 
Students attend El Capitan Camp to work with the instructors and naturalists from 
WOLF, the Wilderness Outdoor Leadership Foundation. Students stay for two nights 
with upper school student counselors in cabins that accommodate small groups. 
Children hike, study Native American culture and environmental science.  Village 
School teachers, an administrator, the school nurse and eight upper school students 
chaperone this trip. 

 
Fourth Grade 
Fourth graders travel to Sacramento as part of their study of California’s history and 
government and also have an outdoor education trip to NatureBridge in the Santa 
Monica Mountains.  Parent chaperones accompany the teachers and administrators 
during these trips. 
 
Fifth Grade 
The fifth grade spends four nights at the Pali Mountain Institute as part of their study 
of science, under the supervision of Pali Mountain Institute counselors. Chadwick 
teachers and administrators accompany the students to Arrowhead for this week of 
adventure. 
 
Sixth Grade 
The sixth graders spend several days and nights at the Catalina Island Marine 
Institute (CIMI) studying marine biology and the ecology of Catalina Island during 
the first week of school.  New and continuing Village students bond together through 
experiential learning.  Parents accompany the teachers and administrators as 
chaperones for this trip.   

 
Outdoor Education Trip Policies: 
Permission: Prior to each trip, students must turn in a completed and signed permission 
slip, a medical release form and any prescription medications that need to be taken while on 
the trip. Any prescription medication must be in its original container labeled with the 
child’s name and directions/doses.   
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Medications: We rely on parents to specify which prescribed medications their child is 
taking and whether they need to be administered while on the trip. Medications should be 
listed on the medical form with doses and time schedules included.   

 
Behavior: Students are expected to conduct themselves in ways that reflect the core values 
of the school and their families. All school rules apply. 

 
Travel gear: Students bring only those items listed on the equipment list. No radios, cell 
phones, electronic games or candy are allowed.   

 
Health and safety:  

x Teachers and chaperones have access to a first-aid kit and student emergency 
information. 
 

x Children with a fever or questionable health condition must submit a doctor’s release 
form stating that the child is not contagious and is able to participate in the activities 
on the trip. Please do not send a child who is sick on a field trip, both for their own 
well-being and that of their classmates and teachers.   
 

Chaperones: 
Parent chaperones often accompany classes on our Outdoor Education experiences.  We find 
that it works best for the group if chaperones are parents of fairly independent children and 
understand and support the instructional goals of the trips. 
 

● Chaperones participate in and supervise all activities with the students.   
 

x All chaperones meet for an orientation with the director or assistant director before 
going on a trip to review the medical needs of any students in their group, school 
expectations, behavior guidelines, rules and consequences.  Every chaperone on an 
overnight trip must pass a Livescan screening. 
 

● Phone Calls from overnight fieldtrips: Our hope is that students fully immerse 
themselves in the learning and social experiences afforded by being on a school trip 
with their teachers and classmates.  Calls to and from home can short circuit such an 
experience and so we are judicious about them.  While on trips, teachers may need to 
contact parents and likewise, parents may need to relay important information to 
their children.  This communication is generally channeled through the Director or 
Assistant Director.   
 

● During a trip, if your child is unable to participate for some reason for more than half 
a day, the Director or Assistant Director will contact you.  
 

Homework  
Students have an average of ten minutes of homework times their grade a night plus twenty 
minutes of reading nightly.  Grades K-5 do not assign short-term homework assignments 
over the weekend.  Grade 6 assigns homework on Friday nights.  The average weekly time 
spent on homework should be as follows: 
 
Kindergarten:  No formal homework assigned 
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First Grade:  10 minutes x 4 nights = 40 minutes a week   
Second Grade:  20 minutes x 4 nights = 80 minutes a week 
Third Grade:  30 minutes x 4 nights = 120 minutes a week 
Fourth Grade:  40 minutes x 4 nights = 160 minutes a week 
Fifth Grade:  50 minutes x 4 nights = 200 minutes a week 
Sixth Grade:  60 minutes x 5 nights = 300 minutes a week 
 
If students finish their assigned homework prior to the time allotted for homework, they are 
encouraged to study for the same amount of time at home to study math facts, work on a 
long-term project or delve deeper in a topic that he/she is studying at school. If students are 
having a difficult time completing the assigned homework in the allotted amount of time, 
please contact your child’s teachers.   
 
Make-up Work 
Village School students are learning to keep abreast of their daily and long-term assignments 
which is an important life skill. Assignment books for all students in grades three through six 
are provided by the school and are kept up to date by those students. Should a situation arise 
which prevents the student from completing his/her homework, please send a note of 
explanation to the teacher the following morning. The teacher and student will arrange to 
make up the assignment. During short illnesses, daily assignments for students in first 
through grade five may be obtained by calling the voice mail of the student's homeroom 
teacher, leaving word on his/her voice mail before 10:00 a.m., and, subsequently, picking 
up the books and materials from the Village School Office after 3:15 p.m. 
 
Sixth Grade Students are assigned a Homework Buddy  
When a student is absent s/he should call his or her homework buddy the evening before or 
the morning of the absence.  The homework buddy records assignments, collects work 
sheets, and brings them to the Village Office, if the work is to be picked up by a parent or 
sibling at the end of the school day.  If the work and books are not to be picked up, the 
homework buddy should be contacted, and the work can be relayed by phone.  If the 
homework buddy cannot be contacted, please call your child’s sixth grade advisor’s voice 
mail before 10:00 a.m., and, subsequently, pick up the materials from the Village Office after 
3:15 p.m. 
 
Planned Absences 
Planned extended absences are discouraged.  However, if a student will be out of school for 
an extended period, parents should alert the teacher and the Village administration in 
writing at least one month in advance.  The student's work will be assigned upon 
return from the absence.  Please do not ask for homework to be given prior to the 
absence.  The student will be given one day for each day he/she is absent to make up missed 
work.   
 
Report Cards 
Parents receive written reports regarding their child's learning and progress three times each 
year.  The first report includes a checklist and an assessment of the child's efforts in various 
areas.  Narrative comments form the basis for the other two reports. Parent/Teacher 
Conferences are held in the November and Student-Led Conferences occur in the spring. 

 
Learning Specialist   
The Village includes students of diverse learning styles and teachers work with the learning 
coach to better support individual needs.  Children sometimes need help with learning.  The 
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Village-home partnership provides children with a network of support as parents and 
teachers work together to benefit the student.  Our Learning Specialist, Elizabeth Maynard, 
emaynard@chadwickschool.org, or Ext. 4502, works with students, parents, and teachers to 
better understand the student’s strengths, challenges, and develop plans.  Options for both 
in-school and out-of-school support for a child are explored together.  Parents are 
encouraged to contact the learning coach if they have questions or concerns regarding their 
children. 
 
Tutoring Policy 
There has been much discussion concerning tutoring, enrichment and/or educational 
therapy over the past few years. The school has some broad guidelines for these extra 
activities so that a student gets the assistance he/she needs but is not unduly stressed or over 
programmed. 
 
Tutoring is defined as a short term (6-8 weeks) of one-on-one teaching. It is used when a 
child, for any number of reasons, has missed an important concept or needs additional 
reinforcement to master a particular idea. Tutoring during the school year should only be 
done after a thorough discussion between the parent and the Learning Specialist. Many 
times a child can be assisted by additional one-on-one work with the classroom teacher or 
associate teacher. Also, children learn at different rates and overuse of a tutor will cause a 
lack of confidence in the child and/or prevent them from mastering the work habits and 
study skills to achieve success. 
 
If a classroom teacher feels that a student would benefit from reinforcement of certain 
concepts they may recommend summer tutoring. This is to be short term only and the 
teacher will notify Mrs. Bahedry and Mrs. Maynard and keep a record of skills taught to pass 
on to the student’s teacher. Summer tutoring is generally off campus and may only take 
place on Chadwick Campus due to special circumstances and only with permission 
from Mrs. Bahedry. Please contact teachers directly to arrange summer tutoring. If you have 
any further questions, contact Elizabeth Maynard, emaynard@chadwickschool.org, or Ext. 
4502. 
 
Instructional Modifications  
We want to support each child’s learning.  If parents request modifications, such as longer 
testing times or alternate communications (i.e. – audio-taped directions or answers given), a 
full battery of psychological-educational testing results should be given to the director so 
that she has a complete picture of the child’s learning profile.  The next step is to meet with 
the director, parents, learning coach and teacher to discuss appropriate modifications.  A 
confidential copy of the testing will be kept on file.  We note any modifications in the 
student’s reports. 

 
Interim Reports 
Interim reports will be mailed to parents of students who are showing signs of significant 
lags in effort, achievement, or behavior concerns.  A meeting of all concerned parties 
(student, administrators, teachers and parents) may be held as needed to develop a plan to 
help the child be successful.   
 
Conferences 

● There are two scheduled Parent/Teacher conferences each year, one in the fall and 
one in the spring.  At times, students will be invited to participate in their 
conferences.  Village administrators, the learning specialist and/or the counselor may 

mailto:emaynard@chadwickschool.org
mailto:emaynard@chadwickschool.org
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sit in on conferences periodically as well. 
  
● Parents of sixth graders should schedule conferences with the advisor only on 

conference days.  Optional conferences with other sixth grade teachers or specialists 
are welcome, and should be scheduled with the teacher on a non-conference date.  

 
● You are encouraged to schedule additional conferences with specialist teachers in art, 

music, global languages, and physical education throughout the year.   
 
● In spring the students lead the parent-teacher conference, which gives them a chance 

to reflect on their learning goals, progress, and achievements.  It is impressive to see 
students become increasingly self-aware and invested in their growth.   

 
● Village School conferences are scheduled online in the fall and spring.  Conferences 

are by appointment and are scheduled to last 30 minutes each.  Please note that we 
are not able to honor requests submitted prior to the online registration period. 

 
● In the case of two households for one child, both parents, if divorced, are expected to 

come together during the scheduled conference time.  
 

● Parents of students who may be experiencing serious academic or behavioral 
difficulties between conference days and reporting periods will be notified promptly 
and asked to meet with the homeroom teacher and our learning specialist to address 
and mitigate difficulties. 
 

Standardized Testing 
During the spring of each year in grades 3-6, the Educational Records Bureau 
Comprehensive Testing Program IV (ERB) is administered to obtain information on each 
student’s aptitude and achievement in relation to national independent school norms. 
Results of the testing are mailed to parents. If necessary, parents can make appointments 
with Mrs. Cameron, jcameron@chadwickschool.org, or Ext. 4073, to discuss the ERB 
results. 
 
Class Placement 
The Village gives class placement serious study and carefully considers both a good mix of 
peer group and an appropriate match between the child and teacher.  Administrators and 
teachers work together in this process.  We strive to structure classes for gender balance, 
social climate, peer relationships, and learning profiles. We are committed to doing what is 
in the best interests of the children, individually and collectively.  We ask that parents not 
make requests.  What appears to be a simple request is seldom a straightforward matter 
given all of the factors we consider in making placement decisions.  It is important to 
understand that the ultimate decision about placement rest with the Village faculty and 
administration. 
 
 
VILLAGE COMMUNITY ACTIVITIES 
 
Assemblies 
Weekly assemblies connect and build community in the Village as children from 
kindergarten through sixth grade come together in the Lower Village each Friday morning 

mailto:jcameron@chadwickschool.org
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for flag raising, presentations, and announcements.  In addition, guest speakers and authors 
are brought in throughout the year. 

 
Family and House Groups 
Each Village student is part of a House/Family group. Each family includes at least one child 
from each grade level, creating a multi-age family designed to create a sense of connection 
within the Village.  The four House groups are comprised of several Family groups. 
 
Square Dance– Fifth Grade 
The Village administration and the parent chairs of the fifth grade square dance organize 
this extracurricular social activity in late spring.  The newly admitted incoming sixth grade 
students and families are invited to come together for dinner where they meet their new host 
families. Following dinner, the students participate in a square dance while parents attend a 
sixth grade orientation led by the Village Director and Village Administration. 

 
Village School Service Learning Programs 
We foster the spirit of community service in the Village through our Heart of the Village 
program which connects service learning with curriculum and student interest. 

 
Village School Student Council 
Student Council provides students with leadership opportunities. The Executive Council is 
composed of six sixth grade students who are elected in the fall and serve for the entire 
school year. Class representatives from grades 3-6 are chosen in fall and spring. The Village 
Director, Assistant Director, Mr. Meisel and Mrs. Wong serve as the Student Council 
advisors.  An additional leadership program for Upper Village students is Hoist Masters. 
 
 
POLICIES AND PROCEDURES 
  
Attendance 
Regular daily attendance is expected of all students as frequent absences from school have a 
critical bearing on their educational and emotional social progress. Teachers and Advisors 
note who is absent immediately after the morning assembly. If a Teacher/Advisor has not 
been contacted by the parent prior to this they will put the reason the student is absent as 
Unknown. Unless we hear from parents that day, the unknown absence will be translated on 
the report card as an Unexcused. 
 
 

● Mondays through Thursdays, the Village School begins promptly at 8:00 a.m. and 
ends at 3:15 p.m. for grades K-6.  On Fridays dismissal for K-6 is at 2:15 p.m. 

 
● When a K through 6th grade student arrives late (after 8:05 a.m.) parents must sign 

the student in at the Village School office located in the Chadwick House in the 
Lower Village.  There is visitor parking in front of the Chadwick House. After signing 
in your Lower Village student, please walk them to their class. Upper Village students 
are permitted to walk by themselves to the classroom. The office will call the 
appropriate classroom teachers to alert them to expect the tardy student. 

  
● Do not send your child to school if he/she has had a fever within the last 24 hours.   
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● Please notify the Village School office (310) 377-1543, ext. 4034, by 8:30 a.m. if your 

child will be absent.  Leave your child's name, grade and reason for the absence.  
There is also an automated attendance line at (310) 541-6763, Ext. 2010. 

 
● Please remember to let your carpool partners know if your child is sick. It is helpful if 

you also share this information with the office when you are reporting an absence. 
 

● Appointments with doctors and dentists should be planned during vacation periods, 
after school hours, or on weekends. If a child has to leave school early for an 
appointment, the office and the classroom teachers and/or advisor must be notified in 
writing as soon as possible. All children are to be picked up from the Village office 
and signed out by the parent. This assures that all the teachers can be informed of the 
child’s absence and plan the child’s work accordingly. Please do not pick up a child 
from the classroom before signing out in the Village office. 

 
● If your child will be absent for any part of the day or if you have to pick up your child 

early, send a note to the teacher and assistant teacher and go the Village office to sign 
in and out when arriving or leaving.  If someone else is picking up your child, please 
include the name in your note sent to the teachers and the Village office. 

 
● Anyone who will or might pick up your child during the year should be on your 

“Authorized to Pick Up” form located on the parent portal.  During the year if you 
wish to add or take off a name, please update your list via the parent portal.   
 

● If your child is a bus rider and is not taking the bus home in the afternoon, please 
email (buses@chadwickschool.org) or call Barbara Bowers in the Village office (Ext. 
4034) before 1:00 pm. Your child’s welfare is our first concern. 
 

● Buses are run by First Student Bus Company (310) 769-2400.  Mr. Bob Rule, 
Chadwick’s Director of Transportation and Risk Management, oversees all 
transportation issues.  For questions of concerns, please contact Mr. Rule (Ext. 4069) 
and/or the bus company.  

x Information about carpools and bus transportation can be found on the parent portal. 
 
 
 
RESPONSIBLE BEHAVIOR 
 
Learning to manage one’s own behavior is important to success at school, in life, and 
relationships.  We strive to maintain an atmosphere that supports learning with a minimum 
of disruptive incidents.  Each student and adult must feel safe to make mistakes and learn 
from them. This requires that all adults – teachers, parents, and staff – model good 
communication and problem-solving skills, as well as non-judgmental and patient behavior 
with one another and the children. 
 
The Village community is strengthened when adults and children: 

x Use our core values – honesty, respect, responsibility, compassion and fairness – to 
guide our choices, behavior, and relationships. 
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x Treat others as they would like to be treated. 
x Listen carefully and respond to constructive requests 
x Use conflict resolution skills to solve concerns or issues. 
x Care for the environment and campus every day. 

  
Village Rules 
School rules are designed to help students make sound choices, act responsibly to 
themselves, to others, and the environment.  Missteps are opportunities for learning.  We 
take an instructional approach to help students develop an internal compass to guide their 
own choices and behavior. 

 
Academic and Personal Integrity 
Honesty is basic to the trust we strive for in our community.  We want children to 
understand that it is important to do one’s own thinking and work.  You can help by 
supporting and coaching at home, being mindful not to over-help your child. Learning 
involves effort and making mistakes. Support, clarify, and nudge, but let your child do the 
work of learning.  Emphasize to your child that you want them to do his or her best, work 
hard, and focus on the learning.  We consider cheating, dishonestly, plagiarism, and 
disrespect as serious disruptions to the learning community.  Students involved in such 
infractions will be disciplined. 

 
Village School Playground Guidelines 

x Be safe.  
x Be kind. 
x Use common sense. 
x Use the core values to guide your behavior (respect, responsibility, compassion, 

fairness, honesty).  
 
 
DRESS CODE 
 
The Village School standard is simply that clothing be neat, clean and appropriate for the 
activities of the day.  Bear in mind that students will be in art classes or doing work that 
could stain their clothing. Please label all outerwear. Village students who come to school 
wearing inappropriate clothing will be asked to change. Footwear needs to be appropriate 
for a lot of walking and movement. Uggs and flip-flops are not approved footwear. 
 

Physical Education: 
● Students are required to wear tennis or running shoes during P.E. classes. 
● Grades 5- 6: During the first week of school, students are issued one uniform for 

physical education from the school store.  The uniform should be clearly marked 
with the student's name and grade.  Additional uniforms may be purchased by 
the student.  

Field Trips: 
Village students need to wear Chadwick gear, either a Chadwick t-shirt or sweatshirt 
on field trips. 
 

DISCIPLINE PROCEDURES 
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When behavior disrupts the learning environment these guidelines are followed:  
 

● Disagreements are handled by bringing students together to talk out the issue and 
find alternative ways to find solutions.  

 
● We help students understand that they are responsible for their behavior, and we 

attempt to help them understand how their behavior affects others. 
 

● Rules are defined and enforced even-handedly.  A student is sometimes given a time-
out or sent to the office for a discussion. 

 
● If negative behavior is significant or persists, the student's parents are contacted to 

discuss the problem and consequences. 
 

● More assertive disciplinary actions are taken when a student’s behaviors are chronic, 
disruptive, hurtful, or interfere with the productive classroom climate.  In extreme 
cases, the students may be expelled from school.  While disciplinary steps may be 
upsetting, we expect parents to support our rules. 

 
● Students are expected to treat others with respect and tolerance.  In the case of 

purposeful physical/verbal harassment or significant teasing/taunting, the student is 
immediately taken to an administrator who will speak with the child about the 
seriousness of this offense.  The administrator may suspend the student, telephone 
the parent and request that the student be taken home immediately.     

 
● In some cases parents may also be required to seek child and/or family counseling 

and it may be a requirement for continued attendance at Chadwick. 
 

● The School reserves the right to require the withdrawal of a student or parent whose 
conduct is detrimental to the best interests of the group. Tuition is not refunded. 
 

 
In accordance with applicable law, Chadwick School prohibits harassment, including sexual 
harassment, of any student by anyone in or from the school. Chadwick has an absolute 
prohibition against students, faculty, or staff members engaging in harassment.   
 
Notice is hereby given to students, faculty and staff members that harassing conduct by 
students towards other students or towards faculty or staff members will result in 
appropriate corrective action, up to and including suspension or expulsion from school 
and/or change of placement.  Harassment of students by faculty or staff members will result 
in appropriate corrective action, up to and including termination of employment.  (A 
separate policy addresses and prohibits harassment among faculty and staff members.) 
 
Harassment Based on Sex or Other Protected Status: The school's Policy prohibits 
sexual harassment, which includes sexual assault.  It also prohibits harassment based on 
race, color, national origin, ancestry, religion, creed, physical or mental disability, marital 
status, medical condition, sexual orientation, gender, gender expression, gender 
identification, age, or any other basis protected by federal, state, or local law. 
 

STUDENT ANTI-HARASSMENT AND BULLYING POLICY 
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Bullying:  This Policy also prohibits bullying. For purposes of this Policy, the term bullying 
means any severe or pervasive physical or verbal act or conduct (including communications 
made in writing or by means of an electronic act) directed toward another individual that 
has or can be reasonably predicted to have the effect of one or more of the following: 
 
• Placing a reasonable person in fear of harm; 
• Causing a reasonable person to experience a substantially detrimental effect on his or 

her physical or mental health; 
• Causing a reasonable person to experience substantial interference with his or her 

academic or work performance; or 
• Causing a reasonable person to experience substantial interference with his or her 

ability to participate in or benefit from the services, activities, or privileges provided 
by the school.  

  
The school will take steps to investigate and remediate harassment and bullying.  The 
pernicious nature of harassment and bullying renders it wholly inconsistent with the values 
and principles of the school.  This type of conduct, wherever and whenever it occurs, is 
intolerable and will subject individuals to appropriate corrective action.  
 
Who Is Prohibited from Engaging in Harassing Conduct and Bullying:  The 
school will not tolerate harassment  or bullying by anyone who attends or works at the 
school, is a parent or other member of the community, or is otherwise engaged by the school 
in any capacity. The school will take all reasonable steps to prevent or eliminate harassment 
and bullying.   
 
Examples of Unlawful Harassment:  Harassment can take many forms, and may 
include verbal, physical or visual conduct.   
 
Verbal and visual harassment includes: threats of physical harm or statements designed to 
intimidate, abuse or humiliate another, whether communicated verbally, in writing, 
electronically or in posters, cartoons, drawings or gestures.   
 
Physical harassment includes:  intimidating conduct, such as touching of a person or a 
person’s property, hazing, assault, stalking or blocking or impeding a person’s movement. 
 
Examples of Sexual Harassment:  Sexual harassment may include, but is not limited to, the 
following behavior:  
 
• Sexual comments, e-mails, notes, letters, drawings, cartoons, photos or images 
• Sexual slurs, epithets, obscene comments, suggestive comments about another 

person’s body, sex-oriented bullying or abuse 
• Sending or showing nude drawings, cartoons, photos or images 
• Physical conduct such as kissing, hugging, patting, pinching, unwanted touching, 

sexual assault or violence, intimidating or vulgar body language such as leering, 
brushing up against another’s body or blocking normal movement 

• Threats and demands to submit to sexual requests as a condition of admission to the 
school, continued good standing at the school, to gain some school benefit or to avoid 
some loss in return for sexual favors  

 
Examples of Bullying: 
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• Repeated verbal abuse 
 
• Threatening, intimidating, or humiliating verbal or physical conduct, or 
 
• Sabotage or undermining of another person 
  
Harassment or Bullying Complaint Procedure 
 
How to Make a Report:  Students who believe that they have experienced, witnessed or 
have relevant information about harassment or bullying should immediately report the 
matter to the school, either orally or in writing.  Students may report the matter to the Head 
of School or to their division director.  
  
Alternatively, students may choose to report harassment or bullying to any other employee 
of the school with whom they are comfortable, such as a counselor, a faculty member, or a 
coach, all of whom must report the matter to the school’s administration under this Policy.   
 
Students are encouraged to report harassment or bullying immediately in order to maximize 
the school’s ability to respond promptly and equitably.  While the school does not limit the 
time frame for reporting, the school may not be able to investigate as thoroughly or consider 
as wide-range of corrective actions the longer the time between the alleged misconduct and 
the report.   
  
The School will generally not discipline behavior that would otherwise be considered a 
violation of school policy by students who report sexual harassment if that behavior is 
related to or is a result of sexual harassment (for example, a student who feels that/he is 
being harassed missing an activity in which the harassment has occurred). 
 
Confidentiality: The school makes every effort to protect students’ privacy and 
confidentiality.  Information reported will be shared only on a need-to-know basis with 
school personnel directly involved in the investigation or to the extent necessary to conduct a 
thorough investigation and to take effective corrective action and any appropriate remedial 
action.  
  
Where the school has received a report of harassment or bullying, but the reporting student 
requests that her identity remain confidential or that the school not pursue an investigation, 
the school must balance this request in the context of its responsibility to provide a safe and 
non-harassing/discriminatory environment for all school community members.   
 
Under these circumstances, the school will weigh the request for confidentiality against the 
applicable factors, including:  the seriousness of the alleged harassment, any potential 
threats to community safety, the respective ages and positions of the reporting student and 
the alleged harasser, and whether there have been other harassment complaints against the 
alleged harasser. 
 
Interim Measures 
 
The school will provide appropriate interim support and reasonable protective measures, if 
and as needed based on the individual applicable circumstances, to prevent further acts of 
harassment or bullying, and to provide a safe educational environment.  The school will 
determine the necessity and scope of any interim measures.  Even when a student does not 
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request that protective action be taken, the school may choose to impose interim measures 
at its discretion to ensure the safety of any individual, the broader school community, or the 
integrity of the investigation process.   
 
Examples of possible interim measures include, but are not limited to the following:  1) 
issuance of a “no contact” order; 2) interim suspension of the alleged harasser; 3) academic 
accommodations, including a change in class schedule, taking an incomplete, dropping a 
course without penalty, attending a class via Skype or other alternative means, providing an 
academic tutor or extending deadlines for assignments; and 4) counseling and emotional 
support.  The school will work with both the complainant and her/his family, as well as the 
accused, to provide effective interim measures. 
 
The Investigation 
 
Upon receiving a report of harassment or bullying, the school will undertake an effective, 
thorough, and fair investigation of the harassment or bullying allegations.     
 
The school will typically assign an administrator to conduct the investigation.  In some 
instances, at the school’s discretion, it may decide to retain the services of an outside 
investigator not employed by the school. 
 
The investigator will gather information from the reporting student, the alleged harasser or 
individual alleged to have engaged in bullying and any other individuals who may have 
information relevant to the determination.   
 
Any individual who is interviewed during the course of an investigation is prohibited from 
discussing the substance of the interview, except as otherwise directed by the investigator or 
the Head of School, or as required by law.  Any individual who discusses the content of an 
investigatory interview or who otherwise fails to cooperate with the investigation will be 
subject to discipline or other appropriate sanctions.  
 
The investigator will also gather any available physical evidence, including documents, 
communications between parties and other electronic records if appropriate.   
 
Once the information gathering process is completed, the investigator will prepare an 
investigative report containing the investigator’s findings of fact.  The report will be shared 
with the Head of School and other school administrators who have a need to know the 
outcome.  The Head of School will then determine if the conduct violates school policy, and 
if so, the appropriate remedial action.  The school will typically not disclose the investigation 
report except as it deems necessary to support a disciplinary action, to take remedial action, 
to defend itself in adversarial proceedings or to comply with the law or court order.   
 
The reporting student and the alleged harasser or individual alleged to have engaged in 
bullying will receive a written letter stating whether harassment or bullying occurred.  If 
discipline is imposed, the level of discipline will not be communicated to the reporting 
student, though in cases where allegations have been made concerning physical safety, the 
reporting student may be informed whether or not the alleged harasser or individual alleged 
to have engaged in bullying will continue to have a presence on campus. 
 
The investigation and resolution will generally be completed within 30 days.  Extenuating 
circumstances including the complexity and severity of a complaint may arise that require 
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the complaint process to extend beyond 30 days.   
 
In cases involving an alleged crime, neither law enforcement’s determination whether to 
prosecute nor the outcome for any criminal prosecution are determinative of whether 
violations of this Policy have occurred.  Proceedings under this Policy may be carried out 
prior to, simultaneously with, or following criminal proceedings. 
 
Possible Sanctions:  If a violation of this Policy is found, the school will take prompt, and 
appropriate corrective action, up to and including expulsion for students, termination 
and/or termination proceedings for employees or issuance of a ban from coming onto 
campus for third parties, such as outside vendors or independent contractors. 
 
No Retaliation: The school prohibits retaliation against any person who brings a 
complaint of harassment or bullying in good faith or who honestly assists in investigating 
such a complaint, even if the investigation produces insufficient evidence that there has been 
a violation, or if the charges cannot be proven.   
 
Any person who engages in retaliation or who makes a knowingly false complaint of 
harassment or bullying in violation of this Policy will be subject to discipline, up to and 
including expulsion for students and termination and/or termination proceedings for 
employees.  
 
Emotional Support and Counseling:  Any student affected by harassment or bullying, 
whether as a reporting student or alleged harasser, will have access to support and 
counseling services through the school.  Please contact our Village counselor Ms. Christina 
Morse, cmorse@chadwickschool.org, or Ext. 4024, for information about available health 
care and mental health counseling services, on campus or in the local community.   
 
 
VILLAGE SCHOOL STUDENT LUNCH GUIDELINES 
 

● Remain seated during lunch. Raise your hand if you need assistance. 
● When dismissed, throw away your trash and any other trash you see. 
● Take an active role in cleaning the lunch areas. Remember to recycle! 
● Eat and socialize in ways that demonstrate good manners and regard for others. 
● Remember the environment and pack lunches in reusable containers that have been 

labeled with your child’s name. 
 
 
FOOD AND BEVERAGE INFORMATION 
 
Nut-free Zone in the Lower Village  
The Lower Village (K-2) is a nut-free zone. Please respect this policy and avoid sending 
peanut butter or other nut products to school. Check labels before sending treats to class. 
 
Snacks 
Students should bring a healthy mid-morning snack to school.  Candy, chewing gum, nuts, 
and carbonated drinks are not acceptable.  
 
Village students do not purchase snack food or soft drinks at the cafeteria window or the 

mailto:cmorse@chadwickschool.org
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machines at any time, including after school.  
 
Lunch 

x Upper Village students generally eat in Christensen Hall supervised by Village faculty 
members. K-2 students eat at the picnic tables in the Lower Village and are 
supervised by Village faculty members. 

 
x A hot lunch program is available for students. Please refer to the information you 

receive in the Village parent packet for details on cafeteria services. Packets are 
mailed in late July. 

 
x Please note that our food service program can only accommodate last minute lunch 

requests for the Village students if they are made prior to 9:00 a.m.  
 

x Please label your child’s lunch box!  We also ask your help in building the awareness 
of the environment by using reusable containers whenever possible.  

 
x Sixth grade students have the privilege of purchasing ‘smoothies’ during lunch only.  

The student account will be billed. 
 
“Emergency” Lunches 
If your child forgets his/her lunch, please call the Dining Center (Ext. 4038) or email 
(diningcenter@chadwickschool.org) to request an emergency lunch.  Lunches include the 
main menu selection for the day and your child’s choice of either milk or juice.  Your 
Chadwick account will be billed. 
 
Pizza Days 
"Pizza Days" lunch is a fund-raising project of the CPA. Parent volunteers serve pizza 
lunches to students whose parents have signed up and pre-paid for the pizza. Pizza Days are 
held on Fridays about once a month.  The cafeteria does not charge the students for lunch on 
those days because parents will be asked to pay a fee to sign up for their children to 
participate in this special activity.  To volunteer, please use the online Pizza Day Form which 
can be found in the Parent Portal in the Online Forms Dashboard. For questions, please 
contact the Pizza Day Chair, Selena Shairson, at selenashairson@yahoo.com.  
 
Birthday Celebrations 
Birthdays are a special day in a child’s life. The Village is happy to share in this day and each 
grade level/advisory celebrates birthdays in different ways. Please defer to your child’s 
teacher/advisor. However we have a few general guidelines that we would encourage you to 
follow in order to ensure a positive outcome for all.  
 

x If your child would like to bring a birthday treat to school to share with friends we 
ask that you coordinate this with their teacher/advisor. As there are often multiple 
birthdays occurring or the same day or other events that involve treats, the teachers 
prefer to manage the number of treats your child is having.  
 

x In an attempt to model healthy eating habits and limit sugar intake, we ask that you 
send treats that are mini-sized or healthy. Please check with your child’s 
teacher/advisor about any allergies that might determine the treat you send in.  
 

mailto:selenashairson@yahoo.com
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x Invitations should not be distributed at school unless it is for the whole grade. We 
want to promote an inclusive community.  
 

x Although we cannot mandate what needs to happen in regard to birthday parties at 
home, we do have strong recommendations about these events, especially when they 
affect the school life of the students in a class or grade level. Our recommendation is 
that you invite all the students in your child’s grade, all the students in your child’s 
class, or all the children of the same sex as your child.  
 

x If you are planning only a small event then the number invited should be kept to a 
minimum of 4-6 children. It is not acceptable to leave out just a few children. 
Nothing else hurts a child more than feeling that everyone else is doing something 
and they are not included. This goes against our core values of compassion and 
fairness. We thank you for your help in ensuring that birthdays are a time of 
celebration in our Village community 

 
 
ARRIVAL, DISMISSAL, AND PICK-UP PROCEDURES 
 
Authorization to Pick Up a Student 

● Parents must complete the online Authorization to Pick up a Village School Student 
Form by the first day of school.   
 
Keep this information up-to-date and accurate by submitting changes, in writing or 
via email, to the Village school office.  
 

● We cannot allow students to leave school or ride home with unauthorized drivers. 
 

● Please confirm with your child the pickup plan PRIOR to dropping him/her off for 
school.  It is an interruption to the learning process to have children trying to figure 
out the pickup plan during class. 
 

● Communicate with the Village School office staff and classroom teachers:   
 

a. When a student will be picked up by someone other than a parent or 
authorized person that day.  Authorization must be in writing.  Please 
do not make last minute plans in line. It slows down the pick-up 
procedure and confuses the children. 

 
b. When parents will be out of town and their child will be in the care of 

someone else, please let the school know in writing.  Include dates of the 
parents' absence, how we can reach them, information regarding who is in 
charge of the child, where that person can be contacted, and any deviation the 
School should make from our general procedures in case of emergency. Please 
inform the teachers and the Village School office. 

 
Student Supervision 
The School cannot assume responsibility for supervision of students before or after school 
hours, except as described below. If there are two or more violations of our traffic safety 
rules by a driver, he/she may forfeit the privilege to drive on the Village campus. Please do 
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not put your child’s or anyone else’s children’s safety in jeopardy. 
 

Arrival and Drop-Off Procedures 
x Morning Care is available and at no cost to families Monday through Friday, from 

7:15 to 7:40 a.m. in the Lower Village Art Room, which is part of Chadwick House. If 
a student arrives at school before 7.40am they must attend Morning Care. The most 
convenient drop-off for Morning Care is in the Lower Village drop-off area. Please 
contact Justine Williams, jwilliams@chadwickschool.org or Ext.4064, if you have 
questions about Morning Care. 
 

x Any student who arrives after 7:40 a.m. will join his/her friends and the supervisor 
on the Lower Village or Upper Village playgrounds. 
 

x Village School students must be driven to designated drop-off sites.   
 

x Parents are expected to kindly follow the traffic and parking requests of Chadwick 
employees.  Safety is our primary concern during congested pick-up and drop-off 
times.  If employees have asked a parent to follow the rules more than twice without 
success, the family may be asked to leave the school.  Please do not put your child or 
the Chadwick employees in this uncomfortable situation. 
 

x  
 

Dismissal 
x Students are dismissed at 3:15 p.m. Mondays through Thursdays, and at 

2:15 p.m. on Fridays.  On Early Dismissal Days, students will be dismissed at 
noon. Early dismissal days are outlined on the school calendar.  Please note: 
Dismissal is at 12:00 p.m. during the first week of school for 
Kindergarten students only. 

 
x When picking up students please display, in your front car window, the Pick-Up 

Carpool Pass which includes the first and last name of your student. Copies of the 
pass are available on the Parent Portal and in the Village School office. Please make 
certain that all of your approved drivers have a copy of the Pick-Up Pass. 
 

x Students are supervised in the dismissal areas until 3:30 p.m., Monday through 
Thursday, and until 2:30 p.m. on Friday.  Students remaining after that time are 
signed into the Extended Day Program, and their parents will be billed accordingly.   
 

x If a student is leaving before the day’s dismissal time, a parent must sign the student 
out first in the Village Office which is located in the Chadwick House in the Lower 
Village. There is no dismissal directly from a classroom prior to the regular dismissal 
time. 

x For the safety and well-being of our children, we require that Village students who 
are on campus after school be in the company of an adult. Middle and Upper School 
siblings or friends do not suffice for legal and safe supervision. 
  

x Village students remaining on campus after school must be signed into either 
Extended Day or the Village After-School Sunset Program. 

mailto:jwilliams@chadwickschool.org
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x Please observe the 17 mph speed limit and the parking signs.  

 
Policy for Students Walking from Village on Campus at Morning Drop-Off and 
Dismissal 
If you have a Village and a Middle/Upper student, we ask that you drop-off all students at 
the appropriate Village location. The Village students may join their friends for before school 
recess while the older student can walk to their first class.  Dropping Village students off in 
front of Roessler is potentially dangerous and is not permitted. 

 
Because of our congested traffic situation, students in grades K-5 do not walk on the main 
campus or parking lot without an adult or a sixth grade student walking with them. Third 
through Sixth graders may walk between the Upper and Lower Village, Gym and Field, and 
to and from the Library. 
 
 
AFTER SCHOOL SUPERVISION OPTIONS 
 

x Students who are on campus before or after school must be accompanied by an 
authorized, responsible adult or signed into one of the before or after school 
programs in order for Chadwick to be responsible for their care.   
 

Extended Day 
x Extended Day offers a blend of structured and self-directed activities in an informal 

atmosphere. Activities may include indoor and outdoor games and arts and crafts. 
The program also provides a time for homework, relaxation and exploration, along 
with a healthy snack.   
 

x All Village students may attend Extended Day, without a reservation, except on 
conference dates or other special occasion days when reservations may be required.  
 

x Lower Village students who are attending Extended Day will be escorted to the 
program which is held in the Upper Village Science lab, adjacent to the Upper Village 
playground and near the carpool bleachers. Upper Village students will walk across 
the blacktop to sign in.  
 

x Children must be picked up from Extended Day prior to the closing time at 6:00 p.m. 
 

x Children remaining after closing will be charged $8.00 per five-minute intervals (i.e. 
if the child is picked up 15 minutes after closing, the charge would be $24.00 plus an 
automatic late fee of $20.00.) 
 

x All children must be signed out by a parent, older sibling or adult on the approved 
pick up list.  Suggested parking is in front of the baseball field. 
 

x Chadwick family accounts will be billed for Extended Day on a monthly basis. Cost is 
$8 per hour. 
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x For obvious safety reasons, Village-aged students must be supervised and may not 
play on the playground alone. To ensure their safety, children waiting to be picked up 
from Sunset activities may utilize Extended Day services after their Sunset classes. 
There will be a ten minute grace period (at no cost) after the close of the Chadwick-
sponsored activity.   

 
Extended Day Hours_ 
Monday – Thursday: 3:15 p.m. - 6:00 p.m. 
Fridays: 2:15 p.m. - 6:00 p.m. 
Early dismissal days: (See calendar as hours may vary.) 
Contact: Tracy Crosthwait, Extended Day Director (Ext. 4077) 

 
Sunset Programs 
Optional enrichment classes are offered after school, for an extra fee, and are taught by 
Chadwick teachers and established professional organizations. The Village offers a wide 
selection of engaging and varied activities for K-6 students. Costs for classes vary. 
Information about the three Sunset Program sessions (fall, winter and spring) are available 
online. Contact: Christe Greco, Sunset Program Director (Ext. 4047). 
 
 
VILLAGE TECHNOLOGY POLICY FOR STUDENTS 
 
TECHNOLOGY  
Chadwick School is a community whose members are expected to act in ways consistent 
with the school’s core values and mission statement. For this reason, rules are kept to a 
minimum, and individuals’ actions are simply expected to be consistent with the school’s 
core values.  Learning requires a willingness to be open and to contribute to an 
atmosphere of trust and encouragement for all community members. Such an atmosphere 
must be created and re-created through individual acts each day.  Just as even small acts 
of academic dishonesty or personal discourtesy erode the conditions that promote 
learning, so every action that affirms the core values builds the kind of community the 
school seeks.  Please direct questions to Deborah Levy, Technology Integration Specialist, 
dlevy@chadwickschool.org or Ext. 4116 and Raena Hawkins, Assistant Technology 
Integration Specialist, rhawkins@chadwickschool.org or Ext. 4260. 
  
TECHNOLOGY USE AND GUIDING PRINCIPLES  
Chadwick’s technological resources are dedicated to further the school’s mission and to serve 
the educational pursuits of the school community – its students, faculty, and staff.  
Chadwick’s core values and its commitment to personal responsibility for learning also 
govern technology use.  
  
NETWORK AND COMPUTER SERVICES  
The school offers students access to the school's computer network for educational purposes. 
This access is limited and subject to school policies, rules and regulations, which may be 
revised as needed.  Acknowledgement of an agreement to comply with these policies are 
included in the Enrollment Contract. Additionally, parents sign off on the “Responsible Use 
of Technology Form” as part of the back to school Parent Packet electronic sign off.  
 
Online resources will enable students to explore a multitude of databases throughout the 
world. Chadwick employs content filters that deny access to most inappropriate content 
online; however, families should be warned that some material accessible via the Internet 

mailto:dlevy@chadwickschool.org
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V i l l a g e  F a m i l y  H a n d b o o k  | 28 
 

may contain items that are illegal, defamatory, inaccurate, or potentially offensive to some 
people. While the intent is to make Internet access available to further educational goals and 
objectives, students may find ways to access other materials as well. The benefits to students 
from access to the Internet to gain a wealth of current, global information exceed any 
disadvantages. The school seeks the support of parents as it conveys the standards students 
should follow when using media and information sources. Chadwick supports and respects 
each family’s right to decide whether to allow their children access to the internet. 
  
The use of Chadwick’s network services--including Internet access, user accounts, and all 
other school-owned computer resources--is a privilege, not a right. The privilege of using 
Chadwick’s network services and computer facilities may be restricted/revoked at any 
time for abusive conduct or failure to abide by the school’s guidelines and policies, as well 
as the expectations listed below. In addition, school administrators may deem behavior not 
specifically defined below, but contrary to the spirit of the guidelines, to be abusive and as a 
result restrict access to current class resources only. Students must exercise the same level of 
appropriate behavior while using school computers that they exercise elsewhere on campus. 
Communications on the network are often public in nature. General school rules for 
behavior and communications apply. Network storage areas will be treated like school 
lockers. Network administrators may review files and communications to maintain system 
integrity and ensure responsible use of the system. Users should not expect that their files 
stored on the school's servers will always be private.  
 
Within reason, freedom of speech and access to information will be honored. During school, 
teachers will guide students toward appropriate materials. Outside of school, families bear 
the same responsibility for such guidance. All users are responsible for their actions and 
online activities.   
  
NETWORK USE POLICIES  
Below are specific expectations that will help to ensure the integrity of the community and 
the personal health and safety of each individual:   
  

● Students are required to keep their passwords confidential. 
● The Student Portal, Haiku Learning Management System, Google Apps for 

Education, and email are vital parts of Chadwick academic life. All students are 
required to learn how to communicate with their teachers and classmates as 
instructed by their teachers. Help is always available in the technology office. 

● Any user of the Chadwick School network should keep in mind that he or she is, in a 
very real sense, a representative of Chadwick School.  In this spirit it is imperative 
that users be courteous, respectful, and responsible in all electronic communications.   

● Whether using the school’s computers in the labs and the library or their own laptops 
or mobile devices on the Chadwick campus, students must always be respectful of the 
work going on around them or in nearby classrooms and contribute toward a quiet 
atmosphere that supports class work and individual study. Therefore, headphones 
should be used at all times for audio/video listening.  

● Tampering with operating systems, administrative software, computing functions, 
and the Chadwick network is strictly prohibited. This includes unplugging lab 
computers/plugging in your own laptop or other device into the school’s wired 
network. 

● Using the Chadwick computer network to download, exchange, or store pirated 
software, unlawful information, or other copy-protected material (i.e. music, videos, 
other multimedia) in any file format is prohibited. 
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● Using the Chadwick network to surf the net or participate in non-school related 
activities during class time is prohibited unless given specific permission by a 
teacher. 

● All copyrighted material – including text, graphics, video, audio, and other media – 
downloaded from Internet resources must be fully and properly credited to the 
author and/or source. 

1. Students unsure of the proper way to include these citations in 
their research should ask their teachers or the librarians.  

2. Material obtained without permission of copyright owner or 
otherwise outside of copyright cannot be downloaded to school 
machines or servers, and will be deleted.  
 

COMPUTER LABS  
Computers in the labs and library are available primarily for class use, but when not 
scheduled for a class, they are available for individual student use as directed or allowed by a 
teacher. There are two Mac labs in the basement of Roessler Hall that can be accessed from 
7:30am – 4:30pm. Village students must get teacher permission to use those labs. 
 
Because of the danger of damage to the equipment, food and drink, including water and 
closed bottles of any type, are not allowed in any computer labs at any time.  Particular care 
should be taken to protect the equipment, which is a valuable resource for the community.  
Tampering with the equipment/chairs, unplugging peripherals from the computers, rough 
play, or other potentially destructive behaviors are not allowed in the labs. 
  
ACCEPTABLE USE EXPECTATIONS  
This policy does not state all the required behavior by students. For example and illustration 
only, the following is a general list of some of the uses of technology resources that are 
unacceptable:  
  

● Sending or retrieving material unrelated to the educational objective for which access 
is granted  

● Creating or using objectionable language or images in electronic documents and 
communication  

● Harassing, insulting, or threatening others  
● Damaging, destroying, removing, or abusing equipment, including, but not limited 

to, computers, computer systems, computer networks, printers, and software  
● Violating copyright laws  
● Using another's user ID or password, brute forcing/guessing passwords to gain 

unauthorized access 
● Trespassing in another's folders, work, or files  
● Sending "chain letters," "broadcast" messages, or junk/spam mail to lists or 

individuals 
● Intentionally wasting staff time or limited resources, such as paper  
● Using the network for commercial purposes  
● Misusing and/or damaging school computers, chairs, and other lab equipment  

 
 Violations may result in a loss of access as well as other disciplinary action. Serious 
violations or misuse of the computer system may be considered as a violation of major 
school rules.  
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INTERNET ACCESS  
● In order to prevent inadvertent access to inappropriate material on the Internet, 

Chadwick employs filters and other methods of denying access to particular Web 
sites on all on-campus computers (including students’ laptops when accessing the 
Internet through the school’s network). Should a student find a site blocked that is 
necessary for a school assignment, the technology department staff can temporarily 
unblock that site.  

● The school’s network may not be used to access Web sites that are in violation of the 
school’s values or expectations. This includes sites that promote pornography; 
contain explicit sexual content; advocate violence, racism, religious persecution, or 
any forms of discrimination. Exceptions may be made for material accessed in the 
context of an academic assignment.    

● Students are not allowed to access sites containing illegal or unlicensed software. 
● Students should be responsible in disclosing their own or another’s personal 

information, including social security number, name, address, phone number. 
Students should also be responsible in publishing photos on the web. 

 
ELECTRONIC RESOURCES  
Please be aware that there are practical limits to the capacity of all the school’s electronic 
resources including web pages, personal files on server, etc. The school reserves the right to 
limit network resources or storage for users as necessary. 
 
2016-17 3rd – 8th Grade iPad Responsible Usage Policy & “iWill” Pledge 
 
Village students in grades 3-6 and a parent must both review and sign the iPad Responsible 
Usage Policy and “iWill” Pledge.  
 
With the consent of your parents, you will be using your family-owned iPad for school 
purposes, given a Chadwick school student email account, access to Google Apps for 
Education among other software, and creating an Apple ID. Use of these technologies is a 
privilege that carries responsibility and expectations consistent with all school rules and 
Core Values. In the unlikely event that you misuse this privilege, it will be withdrawn or 
modified by your teacher or technology specialist. By signing this document, you are 
agreeing to be responsible for your actions with these tools. 
 
________________________________________________________ 
Parent signature and date 
 
iWill Pledge: 

x iWill be responsible for my iPad at all times 
x iWill follow the Core Values whenever I use my iPad, email, and all other forms of 

technology 
x iWill stay on task while using my iPad and will only play games or use entertainment 

apps at appropriate times 
x iWill not use my device to search for content that is in any way inappropriate 

(violent, adult-oriented, or promotes any activities that go against Chadwick’s core 
values) 

x iWill bring my iPad to school every day, charged and ready to go 
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x iWill ensure the safety of my iPad by keeping the device in the case at all times, and 
keeping it away from potential hazards (food, drinks, extreme temperatures, the edge 
of my desk, on the floor, on a chair, near my dog, etc.) 

x iWill keep personal information (password, iTunes account numbers, my home 
address, etc.) private 

x iWill immediately report any damages, malfunctions or misuse of any iPad to my 
teacher and not attempt to fix them myself 

x iWill keep my iPad and accessories neat and clean at all times 
x iWill make sure that there is always room on the iPad for the apps I need for school, 

even if it means I cannot put games, movies, music, images, or other apps on my 
device 

x iWill immediately tell my teacher or my parent if I receive an email or discover 
something through my email or on my iPad that is inappropriate or concerns me in 
any way 

 
 

________________________________________________________ 
Student signature and date 
VILLAGE TECHNOLOGY POLICY FOR STUDENTS 
SFINANCIAL SUPPORT FOR CHADWICK SCHOOL 
 
STATEMENT OF EXPECTATION FOR FINANCIAL SUPPORT FOR CHADWICK 
SCHOOL 
 
As is the case for most independent schools, tuition and fees do not cover the full cost of 
educating students at Chadwick School, nor does it cover the cost of major improvements or 
new construction. Since the time of its founding, Chadwick has been able to sustain and 
enhance its mission and high standards of excellence as well as continue to serve as the 
preeminent K-12 educational program in the South Bay through generous gifts from families 
and friends. Although there are many worthwhile charitable causes, Chadwick is one of the 
few that directly benefits our children and families. Thus we hope and expect that parents of 
currently enrolled students will make the school their philanthropic priority. To that end: 
 

Each Chadwick family is expected to contribute to the Annual Fund each year at a 
level commensurate with their financial ability. To keep tuition increases in check 
and to help to make up the difference between tuition revenue and operating costs, 
Chadwick depends on the Annual Fund every year. Tax-deductible donations to the 
Annual Fund are put directly into the same year’s operating funds and used to help 
cover a broad range of essential items such as academic programs and supplies; new 
technology; financial aid; athletic, arts and library materials and equipment; student 
activities; faculty professional development, and facilities maintenance. 

 
At Chadwick, the Annual Fund runs from July 1 through June 30 every year. Solicitations for 
the Annual Fund are mailed to families in September at the start of the academic year, with 
follow-up calls and emails by parent volunteers in the fall. Parents are asked to respond 
promptly and respectfully when interacting with the Annual Fund volunteers. To learn more 
about supporting Chadwick, please read our Guide to Philanthropy. 
 
 
OTHER HELPFUL INFORMATION 
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Lost and Found 
Please clearly mark your child’s jackets, coats, sweaters, lunch boxes, etc.  Lost items are 
placed inside one of the large white plastic bins located on both Village campuses, outside 
Brogan-Christensen Hall, and in the gym area outside the girls' locker room.  Students are 
responsible for retrieving lost items.  We do not have room to keep lost items for a long time 
and so after 30 days, left items are donated to charitable institutions.  Small items, such as 
cell phones, jewelry, keys, or eyeglasses, are turned in to the Village School office.   
 
Classroom Visitations 
Parents wishing to observe their child in his/her classroom may come when explicitly invited 
by the teacher/s for particular events. We appreciate and understand the desire to witness 
your students’ educational experience in action; however, as students develop we want to 
foster independence. We will have ample opportunities for parents to see students 
throughout the year in a variety of activities.  
 
We ask that parents only visit classrooms and programs in which their child is enrolled and 
not to video or make sound recordings to respect the privacy of the individual students and 
faculty. The Director reserves the right to deny visitors that disrupt the educational process. 
In addition, the Director or designee may opt to accompany visitors to classrooms. The 
frequency of visitations may be limited by the Director. 

 
Telephone Calls 
Village students are not to use cell phones on campus.  Children who need to make brief 
telephone calls may do so in the Village office with the permission of the administrative staff.  
 
Setup and Food Requests for Village Events 
All setup and food requests must be submitted online through the Village School office.  
Please submit your requests to Barbara Bowers, bbowers@chadwickschool.org at least two 
weeks prior to the event. 
 
Calendar 
Please visit the Chadwick website calendars for the most up-to-date information about 
Village activities and events. The Village weekly newsletter also contains updated calendar 
information. 
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