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Welcome to Leesburg Elementary 

Leesburg Elementary School was built in 1980 and serves slightly fewer than 600 students. The school 
benefits from a highly qualified teaching staff who are committed to working closely with parents and 
members of the community. This close relationship between the school and community has developed 
over many years. 

Leesburg Elementary School has always been a school where parents have been actively involved. Over 
the years, the school has been supported by thousands of parent volunteer hours. The school benefits 
from an active Parent Teacher Organization, which sponsors activities for students throughout the school 
year. 

Leesburg Elementary School has earned many awards and recognitions: 

 2005: The U.S. Department of Education named Leesburg Elementary a No Child Left Behind 
Blue Ribbon School. This honor was awarded to fewer than 300 schools in the nation during that 
year. The Blue Ribbon Schools Program was established in 1982 to spotlight America’s most 
successful schools.  

 2007: Leesburg Elementary was honored by the Virginia Board of Education as a Title I 
Distinguished School for maintaining full state accreditation under the Commonwealth’s 
Standards of Learning program for two consecutive years, meeting federal benchmarks in 
reading and mathematics, and having average test scores in both subjects at the 60th percentile or 
higher.  

 2007: The cafeteria staff at our school earned a Five Star Performance Rating. The rating is 
based on a wide range of criteria: Food Safety, Food Quality / Quantity, Marketing and 
Merchandising, Cleanliness, Record Keeping, and Fiscal Performance. 

 2008, 2009, 2010, 2011: Leesburg Elementary earned the Energy Star award from the U.S. 
Environmental Protection Agency (EPA) for an unprecedented four consecutive years. Energy 
Star awards are given to recognize organizations and corporations that save money and protect 
the environment by using energy efficient products and practices. 

 2011: Leesburg Elementary earned the Governor’s Award for Educational Excellence. To qualify 
for this award, Leesburg Elementary had to meet all state and federal achievement benchmarks 
for at least two consecutive years and achieve excellence goals in elementary reading. Only 110 
schools (elementary, middle, and high schools combined) qualified for this award in 2011. 

 2012: Leesburg Elementary was one of only 100 high-performing schools in Virginia to be offered 
a three-year waiver from annual accreditation. The school qualified for the flexibility by achieving 
pass rates of 95 percent or higher in all four tested Standards of Learning (SOL) content areas for 
two consecutive years. Through this waiver, Leesburg Elementary will remain fully accredited 
through 2014-2015. 

 2012: Leesburg Elementary was named by Northern Virginia Magazine as one of the “Best 
Elementary Schools” in the region. 

The staff at Leesburg Elementary is proud of our school and its accomplishments. We are committed to 
creating an environment in which students feel welcome, are appreciated as individuals, and are 
challenged to do their best each day. We are grateful for the support of parents and our community, and 
will continue to make our children’s success and happiness our highest priorities. 
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ARRIVAL PROCEDURES AND SCHOOL HOURS 

School hours are as follows: 

 School begins at 8:15 a.m. and dismisses at 3:00 p.m.  

o Morning kindergarten hours are from 8:15 a.m. to 11:15 a.m.  

o Afternoon kindergarten hours are from 12:00 p.m. to 3:00 p.m. 

 Children are NOT to arrive at school before 7:55 a.m.  

School begins at 8:15 a.m. Students are expected to be in their classroom at that time. Any student who 
arrives after 8:15 a.m. is considered tardy (late) and must report to the office.  

When a student arrives late, parents are expected to escort their child to the office and assist him or her in 
obtaining a tardy pass to class. This procedure is in place to ensure the safety and well-being of the 
student. In addition, the school may require the parent or guardian to provide justification to determine 
the reason for the student’s tardiness.  

Repeated or habitual tardiness disrupts the instructional process. Please ensure that your child arrives to 
school on time. The school administration periodically receives attendance reports; letters are sent to 
parents if students have excessive tardiness. If a student is late more than 10 times (cumulatively), or for 
more than 10% of the total days of membership, a letter will be sent to the parent as notification of the 
school’s concern for the student’s non-attendance, and a physician’s note may be required for future late 
arrivals. If the pattern of tardiness does not improve, then a referral will be made to the Attendance 
Officer. 

Bus and daycare van traffic will be directed to the bus lane, located on the east side of the building. No 
private vehicles are permitted in this area; the parking spaces on the east side of the building are 
designated for staff use only. All visitors will use the parking available in the visitor and staff lot, located at 
the front of the building. 

Private vehicles transporting children (“Kiss and Go”) will use the lane directly in the front of the building 
for drop-off and pick-up. Note that the Kiss and Go lane is a single-file lane only. Parents are strongly 
encouraged to employ the Kiss and Go lane when dropping off their children; however, if it is necessary to 
park, parents must escort their children when walking across the Kiss and Go lane. For children’s safety, 
under no circumstances will students be dropped off in the parking lot. 

Students who live 0.8 miles or less from school are considered to be in the walking zone. Ensuring that 
students arrive at and leave school safely is the joint responsibility of parents and the school staff. Any 
parent who is unsure of the path their child should use to walk to school should consult office personnel. 

Adult crossing guards are on duty during arrival and dismissal. Parents should encourage children to 
cross with the guard. Adult crossing guards are hired, trained, and supervised by the Loudoun County 
Sheriff's Department. 

A crossing guard is in place where the school driveway and Cattail Lane intersect Plaza Street.  

ATTENDANCE AND WRITTEN EXCUSES 

Absentee Call-In Phone Number: 571-252-2861 

Or email: LEE-Absentee@lcps.org 

Regular attendance will help your child succeed in school. Whenever a student is absent from school, 
documentation is required to verify the reason for the absence. Parents are required to notify the school as 
to the reason for the absence. When a child is absent from school, he or she must bring a written excuse 
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upon returning to school. The excuse should be given to the classroom teacher, who will forward it to the 
office. According to Loudoun County Public Schools policy, the written excuse for absence must include 
the following information:  

 date or dates of absence,  

 reason for absence, and  

 parent or guardian signature.   
 

Parents either may call the school to confirm their child’s absence by calling the absentee line at 571-252-
2861, or may send an e-mail to: LEE-Absentee@lcps.org  

Phoning in or e-mailing the absence of a student can be done at any time, but should be done as soon as 
possible, preferably the morning of the absence. Any absence not confirmed by a parent is considered 
unexcused. 

If your family is planning to take a vacation or other trip while school is in session, you must submit a 
letter to the principal stating the dates and reason for the upcoming absence at least one week prior to the 
departure date. The request will be reviewed by the principal or assistant principal, and parents will be 
notified of the decision for approval or disapproval. Please note that if the trip is not approved in advance 
by the principal, the absence is considered unexcused.  

The school administration periodically receives attendance reports, and letters are sent to parents if 
students have excessive absences (whether excused or unexcused), excessive late arrivals, or both. If a 
student is absent or tardy for more than 10 days (cumulatively), or for more than 10% of the total number 
of days of membership, a letter will be sent to the parents requiring a physician’s note for all further 
absences. Any subsequent absence without a doctor’s note is considered unexcused.  

BICYCLES 

If students are accompanied by an adult, they may ride a bicycle to school. The Town of Leesburg Code 
§32-273 states: 

No person shall ride a bicycle or similar machine on or over the sidewalks. Excepted from this pro-

vision are minors who are on a cycle who are accompanied by an adult. 

Due to traffic congestion in the morning when students come to school and in the afternoon during 
dismissal, it is inappropriate for students to ride bicycles to school unattended by an adult. Bike racks are 
available on school grounds so that bicycles can be stored properly during the school day. Bikes should be 
secured with a lock and chain. Students riding bicycles will be expected to wear helmets and obey basic 
safety rules as they travel between school and home. 

BOOKS 

All library books and textbooks are the property of Loudoun County Public Schools. The county operates a 
free textbook plan for all students. The success of the free textbook program depends upon the full 
cooperation of students and parents. A charge will be assessed for books that are lost or that have been 
damaged. 

BUS TRANSPORTATION 

Transportation is provided for kindergarten through fifth grade students who live more than 0.8 miles 
from school. All kindergarten children are provided transportation at mid-day within the school’s 
attendance zone. 
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Ensuring that students arrive at and leave school safely is the joint responsibility of parents and the school 
staff. We ask your cooperation with the following: 

 Please review bus safety with your child, including safety at the bus stop. 
 

 Students visiting the home of a friend or relative must provide a written request signed by a 
parent/guardian that includes the friend’s name, bus number, and the date. If no written 
request is received, the student will be sent home in their usual manner. 

CALLING DURING SCHOOL HOURS 

We allow students to call home in cases of emergency. Students who chronically forget their homework, 
lunch, a note to ride a different bus, etc., need to develop planning skills so they avoid having to call home 
during the instructional day. A student who is traveling home by a different way than usual ought to have 
made the appropriate arrangements before the school day starts, and must bring a note (signed by a 
parent or guardian) with them to school. 

Messages for students or teachers will be taken and delivered by the office staff in order to minimize 
classroom interruptions. Neither students nor teachers may be called to the telephone during class time 
except in cases of emergency. 

CHANGE OF ADDRESS OR TELEPHONE NUMBER 

Keeping your contact information current with the school office is extremely important. Please notify the 
office if your address changes, or if you get a new or additional telephone number during the year. For 
changes of address, you will need to complete a Change of Address Form (available in the office) and 
provide the office with a new Proof of Residency. State law requires that a parent or guardian present 
proof of a child’s residency in the school’s attendance zone. Loudoun County Public Schools will accept 
any of the following documents as proof of residency:  

 a signed lease,  

 a signed deed of real property,  

 settlement papers,  

 a recent mortgage statement, or  

 a deed of trust.   
 

If you are a working parent, please be sure that we have a current work number, should we need to 
contact you in an emergency. 

CLARITY PARENT PORTAL 

CLARITY is a web-hosted application from GlobalScholar called Pinnacle Internet Viewer. The CLARITY 
system is designed to provide parents/guardians with secure access to grades, assignments, and 
attendance information.  Access to this information is limited under federal and local policy.  Further 
information is found on the school website: http://www.lcps.org/leesburg; click on “CLARITY” in 
the top menu bar. 

CLINIC 

Our school clinic is located in the school office and is attended by a school health clinic specialist. No 
registered nurse is on duty. If a child is sent to the office because of illness, the child will be allowed to 
rest for a short time. If, at this point, the child still is ill, a parent or other authorized adult (listed on the 
Emergency Information Sheet) will be called to pick up the child.  

http://www.lcps.org/leesburg
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If a child is on antibiotics for a contagious disease such as strep throat or pink eye, the recommended 
guideline is that the child be on the antibiotics for 24 hours prior to returning to school. The 
recommended guideline is that a child be fever-free for 24 hours before the child returns to school; the 
same recommendation holds true for vomiting.  

When a child is not feeling well, the child should not be medicated to mask the symptoms so the child can 
come to school. Many times the medication will wear off and the symptoms will return, requiring the 
parent to come and pick up the child from school. Children who are not feeling well will not perform their 
best in school. Additionally, keeping children home when they have bacterial or viral infections helps to 
control the spread of these diseases. 

It is very important that the information on the Emergency Information Sheet be current. Please notify 
the school immediately if there is a change in this information.  

CLOSING OF SCHOOL 

Schools may be closed due to inclement weather. School closings are announced on radio and television. 
(For a list of stations that announce school closings, please see the Guide to Loudoun County Public 
Schools.) If you have provided an accurate home telephone number, you may also receive an automated 
message announcing a school closing. Additionally, school closings are posted on the Loudoun County 
website, http://www.lcps.org/ 

Loudoun County also offers the Loudoun Alert system, which sends an e-mail, a text message, or both, 
when schools are closed. To sign up for Loudoun Alert, visit: http://alert.loudoun.gov/ 

CURRICULUM 

Classroom teachers, working under school and county guidelines, are responsible for selecting and 
defining instructional objectives and for deciding the best means of achieving them.   

In the Loudoun County Public School system, locally developed curriculum guides direct what will be 
taught in all subject areas. The guides are based on the Virginia Standards of Learning (SOL). The 
Standards describe the basic knowledge and skills that students in Virginia public schools learn in 
kindergarten through grade twelve. Curriculum guides in Loudoun County are continually updated. Each 
summer, committees focus attention on portions of the county’s curriculum and recommend revisions. 
The curriculum at Leesburg Elementary School is based upon the LCPS curriculum and reflects 
countywide standards and expectations. 

As part of the regular curriculum, students in grades one through five receive physical education 
instruction three times a week from a physical education specialist. Students also receive music 
instruction two times a week from a music education specialist. Each class in grades one through five 
receives art instruction from an art specialist for 50 minutes each week. Foreign Language in Elementary 
School (FLES) provides students in grades 4 and 5 with instruction in Spanish one day each week.  

DAYCARE 

A daycare form, included in the first day student packets, must be completed if your child will be going 
somewhere other than home, such as a private daycare center, an after-school care center, an in-home 
daycare, or any other location other than home following the close of the school day. 

It is crucial that this form be completed in its entirety at the beginning of the school year. It is equally 
important that you notify the office immediately if any additions or changes in information occur during 
the school year. This information is vital in ensuring that your child gets to their correct after school 
destination. 

http://www.lcps.org/
http://alert.loudoun.gov/
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DISMISSAL / EARLY DISMISSALS 

Dismissal time is 3:00 p.m. Children will need written permission from a parent or guardian to go home a 
different way than usual. If parents must call, please do so as early in the day as possible, but no later than 
2:45 p.m. It is extremely difficult for office staff to change a child’s way home after that time. 

If a student needs to be dismissed early, the parent or guardian needs to send a written note to the teacher 
stating the date, reason, and time. Parents picking up their children for an early dismissal must come to 
the school office and sign out their child. To maximize learning time, students who are leaving school 
early will not be called out of class until the parent or guardian has arrived in the office to pick the student 
up.   

Students will be dismissed in the afternoon according to the following procedures: 

 First bell –walkers, students meeting parents in the cafeteria, students being picked up in the car 
lane, and any other students, except for those students who ride school buses or daycare provider 
vehicles.  (N.B. This bell may be delayed in cases of severe weather.) 

 Second bell –all remaining students, including those students who ride school buses or daycare 
provider vehicles.  

Parents who choose to pick up their children at the end of the school day are strongly encouraged to use 
the Kiss and Go lane, and wait inside their vehicles until students are dismissed. If it necessary to park, 
parents are to first sign-in at the office as a visitor, then proceed directly to the school cafeteria to meet 
their children at dismissal time. 

DRESS AND GROOMING 

Leesburg Elementary follows the dress code of the Loudoun County Public Schools, which states: 

The primary responsibility for the proper dress and grooming of students rests with the parent or 

guardian of each student. The school has the responsibility, however, to see that the cleanliness, 

dress, and grooming of students do not present a danger to the health or safety of themselves or 

their fellow students, do not prevent them from performing regular required school activities, do 

not cause a disruption of the orderly functioning of the school, or do not cause excessive wear or 

damage to school property. In addition, the wearing of any article of clothing that has a picture of 

or printed matter that advertises marijuana or other drugs, or any alcohol product is prohibited. 

The principal of each school is authorized to develop and implement such regulations as are neces-

sary to meet the responsibilities of the school as stated herein. 

EMERGENCY DISMISSALS 

Early or emergency dismissals during the school days may occur due to inclement weather, failure of the 
heating or water system, or natural disaster. Parents must complete a form, included in the first day 
packet, which informs the office of the plan that their children will follow in the event of an early 
emergency dismissal. Children are to be instructed by their parents/guardians as to the procedure to 
follow if no one is home during the school day. Should the plan change during the school year, the office 
must be advised in writing of any alternative plan. 

EMERGENCY INFORMATION FORM 

The main purpose of the LCPS Emergency Information form, which is included in the first day packet, is 
to help school staff locate a parent in the event of illness or emergency involving their child. It is very 
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important that we be able to locate you at any time. Please list at least one contact person and 
their phone number on the Emergency Information Form. The office must have the name and 
phone number of someone whom we can call, in case an emergency arises and you are not available. 

Additionally, if there is a change in your emergency contact during the school year, it is extremely 
important that you notify the office immediately. In special cases, you may wish to call and give the school 
secretary a number where you can be reached for the day.  

Please list on the form any allergies or serious medical problems of which the school should be aware. 
Please note the importance of correcting any errors you may find, and returning the form to the school as 
soon as possible. 

EMERGENCY MANAGEMENT PLAN 

Emergency Information Line: 571-252-1000 
Parent Emergency Handbook: http://loudoun.rsi-emp.com 

 
The following is from the LCPS Emergency Information Guide for Parents:  

BE PREPARED FOR A SCHOOL EMERGENCY 

• Ensure that your child’s emergency contact information is accurate, current, and updated as 
needed. To update this information, please contact your child’s school directly. 

• Remove the attached Emergency Procedure Card and carry it with you at all times. 

• Become familiar with LCPS’s emergency communication procedures. The district is committed 
to providing accurate and timely information in the event of an emergency. 

IN CASE OF A SCHOOL EMERGENCY 

Although your first reaction would be to call or rush to your child’s school, please follow the tips 
listed below: 

• DO NOT call or rush to your child’s school. Phone lines and staff are needed for emergency 
response efforts. 

• DO NOT phone/text your child. Staff and students are discouraged from using cell phone 
communication. 

• Check for and listen to the message you will receive via ConnectEd, the district’s emergency 
notification system (note: this is the primary method the district will use to contact 
you). 

• Check www.lcps.org for updates. 

• Tune to local TV and radio stations for official school alerts: WRC-TV4, WTTG-TV5, WJLA-TV 
7, WUSA-TV 9, Newschannel8; WAGE 1200AM, WTOP 103.5FM/103.9FM/1500AM, WINC 
92.5FM, WMAL 630AM 

• Rely only on official communication from school officials and/or public safety officials. 

file://leesburg/Home/rmainhar/LEE%202011-2012/Handbooks/www.lcps.org%20
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ENTRANCE REQUIREMENTS 

State law requires that a pupil entering a public kindergarten or a public school in a Virginia school 
division furnish a physical examination report and the certificate of immunization. Please note new 
requirements: physical examinations must include a vision and hearing screening, a hematocrit, a lead 
screening, and a urinalysis. The dates of immunization must be recorded on the immunization certificate. 
Pursuant to the Code of Virginia at §22.1.207, students shall not be permitted to attend school without 
documentation of a comprehensive physical exam performed within the 12 months prior to the date the 
student enters public kindergarten or elementary school. The Code does not extend a grace period for 
complying with this regulation. 

Detailed information regarding immunization requirements can be found here: 
http://www.vdh.virginia.gov/epidemiology/immunization/requirements.htm 

The child’s original birth certificate must be physically presented to an office member, and a social 
security number (if available) needs to be presented at registration time. State law requires registrants to 
establish proof of a child’s residency in the school’s attendance zone. Loudoun County Public Schools will 
accept any of the following documents as proof of residency:  

 a signed lease,  

 a signed deed of real property,  

 settlement papers,  

 a recent mortgage statement, or  

 a deed of trust.   

FIELD TRIPS 

Parents are responsible for completing a permission form with all pertinent information prior to a child 
going on a field trip. Students must arrive promptly at school at the required time for trips; buses cannot 
wait for late students. Field trips that return after school hours, as indicated on permission slips, require 
student pick-up arrangements to be made prior to the field trip. For safety reasons, students may not walk 
home from extended day field trips after hours. 

Chaperones are expected to assist in the direct supervision of students; as such, chaperones are required 
to ride the school bus and may not follow behind the buses in their own vehicles. Further, all students 
must ride the school bus to and from the field trip; they are not permitted to ride in a parent’s vehicle. 
Parents are not permitted to “sign out” their students while on a field trip. All students must return to the 
school on the school bus. 

FIRE DRILLS 

Schools are required by law to hold fire drills throughout the year. During the drills, students practice 
evacuating the building quickly and safely. Drills are conducted weekly during the first month of school, 
and monthly thereafter. 

GUIDANCE COUNSELING 

Guidance counselors at Leesburg Elementary employ specific counseling techniques in a confidential 
setting to assist students in: 

 developing positive attitudes and behaviors 

 dealing with the development of interpersonal relationships and developmental concerns 

 developing skills related to communication, decision making, and problem solving 

 crisis prevention and intervention 
 

http://www.vdh.virginia.gov/epidemiology/immunization/requirements.htm
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The counseling program is conducted with students individually, in small groups, and, together with the 
classroom teacher, with entire classes. The program focuses on areas such as self-understanding, 
interpersonal skills, and career awareness. Students also learn problem solving and decision-making 
techniques, and the behaviors and attitudes necessary for success in education and future careers.  

HEALTH SCREENING 

In conjunction with the Loudoun County Health Department, vision, hearing, and dental screenings are 
conducted at school. All students new to LCPS, all Kindergarten students, and all Grade Three students 
receive a vision screening and a hearing (audiometer) screening. Additionally, a dental exam is conducted 
by a member of the Loudoun County Dental Society. 

HOMEWORK 

Homework is an important aspect of the educational process and is a natural extension of the school day. 
Homework should be assigned each day in accordance with the guidelines outlined below. In all cases 
work assigned for home study should supplement and reinforce work done in school.  

In addition to work assigned by the teacher, homework also includes activities that children pursue 
because of their interests in the classroom program. Individual differences and needs of pupils should 
determine the kind and amount of homework that is assigned; therefore, teachers will be encouraged to 
make differentiated assignments. Under no circumstances should teachers assign homework requiring 
pupils to work with skills or concepts that have not been developed in the classroom. Moreover, 
homework should never be given as punishment.  

Textbook assignments should be those that pupils can do independently. Parental involvement is 
encouraged through drilling on math facts and spelling words, reading for pleasure, collecting specimens 
for science, making observations in the home or neighborhood, discussing various school-related topics, 
and playing games that reinforce skills.  

The amount of homework that a teacher assigns will vary from day to day. As a general rule students in 
grades 1-3 should spend no more than thirty (30) minutes daily doing homework; children in grades 4 
and 5 should spend no more than one (1) hour. A child who fails to complete his homework assignment 
because of reasonable circumstances may be excused from that assignment.  

Teachers should always assign homework with specific directions. All written homework should be 
reviewed; other homework may be discussed informally. All homework that is assigned should be based 
on one or more of these purposes:  

 to practice skills that have been introduced and developed in class  

 to relate understandings and skills developed at school to everyday life  

 to enrich the school program by pursuing activities that can be shared with classmates the 
following day  

ILLNESS AND INJURY 

When a child becomes ill at school, the parents, guardians, or designated relative or neighbor will be 
notified and requested to arrange for the child to go home. A child who shows symptoms of illness, 
communicable disease, etc., should not be sent to school until the condition has improved. Children who 
have a fever or vomiting must be kept at home for at least 24 hours after the illness subsides. If a child is 
on antibiotics for a contagious disease such as strep throat or pink eye, the recommended guideline is that 
the child be on the antibiotics for 24 hours prior to returning to school.  

 When a child is not feeling well, the child should not be medicated to mask the symptoms so the child can 
come to school. Many times the medication will wear off and the symptoms will return, requiring the 
parent to come and pick up the child from school. Children who are not feeling well will not perform their 
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best in school. Additionally, keeping children home when they have bacterial or viral infections helps to 
control the spread of these diseases. 

Any serious injury shall be reported to a parent, guardian, or designated relative or neighbor. The 
Emergency Information Form, which is included in the first day packet, is extremely important for us to 
use in times of emergency. Be sure you have reviewed, corrected, completed, and returned this form for 
your child. Please review the Emergency Information Form section in this handbook. 

Any exemptions from physical education (P.E.) must be made in writing by the parent or guardian. If your 
child is unable to participate in P.E. or recess for an extended period, a doctor’s note is necessary. Please 
be aware that for safety reasons, a written excuse for P.E. also exempts your child from recess.  

IMMUNIZATIONS 

See also: Entrance Requirements. 

Detailed information regarding immunization requirements is available from the school health clinic 
specialist, and may also be found here: 
http://www.vdh.virginia.gov/epidemiology/immunization/requirements.htm 

ITEMS LEFT AT HOME 

To prevent disruption to instructional time in the classroom, parents should drop off forgotten items such 
as homework, library books, forms, money, etc., to the school office; the office staff will see that your child 
receives the forgotten items.  

KINDERGARTEN 

The hours of the morning session are 8:15 a.m. – 11:15 a.m. The hours of the afternoon session are 12:00 
p.m. – 3:00 p.m. The morning and afternoon sessions of kindergarten will have a snack break. Students 
may bring their own snack to school; alternatively, a healthy snack, prepared by the cafeteria each day, is 
available for a modest fee. Details and pricing are found on the LCPS website: 
http://www.lcps.org/Page/1863  

KISS AND GO 

Private vehicles transporting children (“Kiss and Go”) will use the lane directly in the front of the building 
for drop-off and pick-up. Note that the Kiss and Go lane is a single-file lane only. Parents are strongly 
encouraged to employ the Kiss and Go lane when dropping off their children; however, if it is necessary to 
park, parents must escort their children when walking across the Kiss and Go lane. Under no 
circumstances will children be dropped off in the parking lot. 

Parents who choose to pick up their children at the end of the school day should use the Kiss and Go lane, 
and wait inside their vehicles until students are dismissed. If it necessary to park, parents are to first sign-
in at the office as a visitor, then proceed directly to the school cafeteria to meet their children at dismissal 
time. 

LOST AND FOUND 

Parents are requested to label all items—such as coats, boots, hats, and other items—your child might lose 
or misplace. Please encourage your child to inquire about lost items. Lost and Found items will be kept in 
the cafeteria. Parents are also encouraged to check the Lost and Found. Items remaining in Lost and 
Found for an extended period will be donated to a local charity. 

http://www.vdh.virginia.gov/epidemiology/immunization/requirements.htm
http://www.lcps.org/Page/1863
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LUNCH PROGRAM 

Hot lunches are provided by the school cafeteria staff. Children may buy lunches, milk, or bring lunch 
from home. Free and Reduced Lunch application forms are sent home at the beginning of each school 
year, and are available from the office throughout the school year. These forms must be completed and 
returned to the school before the county can authorize free or reduced-price lunches.  

Lunch money may be deposited into a child’s account at any time. You can also deposit money into your 
child’s lunch account online at http://www.pay4lunch.com. Please note that it takes approximately 
three days to process online payments into your child’s lunch account. Ice cream is offered for sale; 
however, only those students who have eaten lunch will be permitted to purchase ice cream.  

If a child has to charge lunch because they do not have sufficient money in their account, parents will be 
notified accordingly. 

MEDICATION 

The clinic is open from 7:55 a.m. to 3:05 p.m. each school day. A parent or guardian must deliver any 
medicine (prescription or non-prescription) to the clinic. Students must not transport any medicine to or 
from school. Parents are responsible for picking up any unused medicine. All prescription medicine must 
be in the original pharmacy bottle with the proper label containing the student’s name, medication, 
dosage, and instructions for administration. 

The health clinic specialist must have written instructions from the physician in order to administer 
prescription medications. Proper instructions include: 

 Student’s name 

 Name and purpose of medicine 

 Dosage and time of administration 

 Possible side effects, and measures to take if these occur 

 End date for administering the medicine 

 Parent signature giving permission to administer medicine and to contact physician 

 Physician’s signature 
 

A Medication Form H6, available from the health clinic specialist or the school office, should be used to 
communicate this information. 

If the health clinic specialist needs to give non-prescription medicine: 

 The medicine must be in the original package with the name of the medicine and instructions 

 The medicine must have a signed and dated note or Form H6 from the parent regarding when 
and how much medicine to administer 

 The medicine will be administered according to the amount listed on the package for your 
child’s age and weight, unless the doctor’s orders on a medication form indicate differently. 

PARENT CONFERENCES 

Parent-teacher conferences are a very important part of your child's educational process. The report card 
should not be the only source of information for evaluating your child's progress. To schedule a 
conference, please call the school at 571-252-2860, and leave a message with the school secretary. The 
teacher will return your call to schedule a mutually agreeable time. Teachers may also be contacted by 
email through the Leesburg Elementary website: http://www.lcps.org/leesburg.  

http://www.pay4lunch.com/
http://www.lcps.org/leesburg
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PARENT INFORMATION MANAGEMENT SYSTEM (PIMS) 

The PIMS is an online tool that provides a convenient way for the primary parent/guardian of a student to 
manage changes to their phone and/or email contact information. Parents can access the PIMS link from 
the LCPS Public Internet site, http://www.lcps.org/ 

From the LCPS home page, click the Parent Information Management (PIM) System link located under 
“Quick Links”. You will be guided through a series of screens where you will be prompted to enter some 
identifying information, assert your relationship to the student, and enter updated contact information. 
Once the request has been submitted, your child’s school will review the request. 

At this time, only the parent/guardian listed as their child’s First Contact will be able to request updates 
through PIMS. The PIMS is offered as a convenience for parents who desire the ability to request changes 
online.   

PARENT LIAISON 

Norma Mendoza, LES Parent Liaison: 703-504-8896 
Habla español 

A Parent Liaison is a person who works to bridge the communication between school and home by 
helping parents get the information, help and support they need to ensure their child's academic and 
social success in school.  

The Parent Liaison can: 

 Explain the programs and resources available to you and your child. 

 Discuss some of the ways you can get more involved with the school. 

 Answer questions you may have about school rules and regulations. 

 Help arrange meetings between you and your child’s teachers or the school administration so 
that important information about your child is shared and understood. 

 At your request, accompany you to a parent conference or other important meetings at the 
school to help clarify information about your child or home situation. 

 Help you arrange for an interpreter if you need to communicate in your own language. 

 Find out whom you need to call, or where you need to go to get special help or services for 
your child or your family. 

PARTIES 

Each classroom will be permitted to have three parties during the school year, the dates of which are 
determined by the teacher. 

No invitations for birthday parties may be distributed at school.  

PERSONAL BELONGINGS 

Parents and students should use discretion in sending money to school. It is not recommended that 
children have large sums of cash or valuables with them. It is recommended that students not bring 
expensive toys, games, or electronic devices to school. 

http://www.lcps.org/
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PHOTOGRAPHS AND YEARBOOKS 

Individual photographs of children are taken in the fall and spring of each school year, and class pictures 
are taken in the spring. Parents may purchase these as they wish. School yearbooks are sold and 
distributed in the spring of each year. Please look for information regarding pictures and yearbooks. 

Parents may choose to not grant permission for their child to be photographed or featured in any 
videotape, television, audio recording, or broadcast that will be produced by and available to the public by 
LCPS, or (to the extent that access is within LCPS’s control during school hours) to the media. Parents 
may also choose to not grant permission for their child to be photographed for the school yearbook or in a 
classroom photograph. 

POSITIVE BEHAVIORAL INTERVENTIONS AND SUPPORTS (PBIS) 

Leesburg Elementary School employs the PBIS framework, which is a research-based approach for 
effective discipline in all school settings, including within the classroom, on the playground, in the library, 
and on the bus. School staff clearly define and teach expectations for proper behavior, and implement a 
continuum of procedures for supporting positive and addressing negative behavior. 

 
At Leesburg Elementary, students and staff “Soar with Four” core behaviors—Leesburg Eagles are: 

 Respectful 

 Responsible 

 Safe, and 

 Kind 

SAFETY PATROLS 

Safety patrols, who are responsible students, are assigned posts to assist walkers in getting to and from 
school. The patrols are easily recognized by their yellow belts and their badges. The patrols must be 
respected and obeyed by students. 

TESTING 

Children at selected grade levels are administered achievement tests, aptitude tests, or both, during the 
school year. Leesburg Elementary students participate in the testing program developed for all Loudoun 
County Public Schools’ students. These tests measure achievement in various areas including reading, 
math, language, science, and social studies. Students in grades three through five participate in the state-
mandated Standards of Learning (SOL) testing program. 

TRANSFER PROCEDURES 

When a child is to be transferred to another school due to change of residence or other reason, the office 
should be notified of the following: 

1. Child's name and grade 
2. Expected last day of attendance 
3. New address 
4. New school (if known) 

 
If a child is transferring to another school in Loudoun County, records will be sent immediately to that 
school. A written request for records must be received from the new school when a child transfers outside 
the Loudoun County system.  
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VISITORS 

All visitors to any Loudoun County Public School are required to report to the office upon entering the 
building and must sign-in and wear a visitor’s badge. 

All visitors are required to show a picture ID at the front door prior to entering the school, and must 
report directly to the office upon entering the building. 

All visitors will sign-in and sign-out on the electronic sign-in system located in the office. Using the 
computer provided, visitors will enter their name and the location and purpose of their visit, and the 
system will print a single-use label. Visitors must affix the label to their clothing in a visible location. 
When leaving the building, visitors must sign-out electronically and remove the label from their clothing. 

VOLUNTEER PROGRAM 

Our Parent Volunteer Program is an invaluable part of our school. This program involves parents, senior 
citizens, and community members. Please contact the office if you do not receive information and would 
like to become a volunteer. Volunteers help in a variety of ways, and their assistance is always 
appreciated. 

WATCH D.O.G.S.® 

WATCH D.O.G.S.® (Dads Of Great Students) invites fathers, grandfathers, uncles, or other father figures 
to volunteer at least one day all day at their child’s school during the school year. Individuals sign up at a 
kick-off event or in the office at any time throughout the school year. The program is overseen by a “Top 
Dog” volunteer who collaborates with school administrators to coordinate scheduling and identify 
opportunities for WatchDOGS to provide assistance at the school. WatchDOG volunteers perform a 
variety of tasks during their volunteer day including monitoring the school entrance, assisting with 
unloading and loading of buses and cars, or helping in the classroom with a teacher's guidance by working 
with small groups of students on homework or other learning activities. 

 

 


