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The Galloway School
Student/Parent Handbook Acknowledgement Form
PRINTED Legal Name of Student

Student’s Date of Birth

Grade

School

All Parents Must Sign and Return to the School by September 6, 2016. Please call the school
principal if you have any questions.
I have read and understand and consent to my parental responsibilities as outlined in the
school’s Student Code of Conduct and the school rules and standards as set forth in this
Student/Parent Handbook.

Signature of Student

Date

Signature of Parent/Guardian

Date

The following information is designated as directory information: student name; address;
telephone listing; electronic mail address; photograph; month/day of birth, honors, and awards
received; grade level. The Galloway School does not release directory information. Unless the
parent objects, directory information, as defined above, shall only be released to:
1. Parents may object to the release of directory information by checking the box below.
I object to the release of all directory information about my child.
2. The Galloway School uses a variety of resources to publicize events and school news
(Facebook, School Website, etc.). Should you object to a photograph or other electronic
image of your child on the school website, third party websites utilized for
Communications, newspaper, marketing brochures, publications, newsletters, or
promotional videos formally prepared for use both inside and outside the school, please
check the box below.
I object to the use of a photograph or other electronic image of my child as described in
the paragraph above.

Signature of Parent/Guardian
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FOREWORD

MISSION STATEMENT
The mission of The Galloway School, the premier private school in academic excellence and
character development in the Bay Area, is to maximize students’ intellectual abilities and
personal talents as they develop into passionate, dedicated global citizens through a nurturing
Christian environment, distinguished by a challenging curriculum and innovative resources
ignited by exceptional instruction and supportive families.
CORE STATEMENT
The Galloway School embraces continuous school improvement to provide a “World Class”
educational program where “Magnificent Minds Thrive!” As a school community, we are
committed to (4) universal core values:

FAITH – DIVERSITY – INTEGRITY – COMPASSION
ORGANIZATION
The school has been named for James H. Galloway, former First Vice-President in charge of
Production for Humble and Exxon Corporations, who was a champion of quality education. His
widow, Marie Galloway, is an Honorary Trustee and has been instrumental in the creation of the
school.
The Galloway School is a non-profit corporation whose operation shall be overseen by the Board
of Trustees, as outlined in the Articles of Incorporation and Bylaws. Responsibilities of the
Board of Trustees include:
•
•
•
•

Provide long term goals for the operation and growth of the school.
Review and approve school policies and rules.
Review and approve the school operating budget and capital expenditures.
Supervision of the school principal

Parents may request to appear before the Board of Trustees should a topic arise that you would
like to discuss. If the topic is related to school operations, you first work through the school
administration before going to the Board. Board meeting dates are generally published on the
school calendar. (See “Board Appearance Request Form” in appendix.)
STANDARDS OF BEHAVIOR and CHARACTER DEVELOPMENT
The objective of the Galloway School is to provide quality educational programs within a
Christian environment, Where Magnificent Minds Thrive. This objective may be achieved only
in partnership with our Galloway families. We promote an environment of cooperation, respect
and one that is free from disruptions that interfere with the educational process. Students are
expected to behave in an appropriate manner and to contribute in a positive way to the school
community. As parents, you are the most influential role models of any adult your child comes
in contact with during their young lives. Every person associated with The Galloway School is
expected to support and model our standards of behavior for character development.
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Character development is an essential part of our day at The Galloway School. The seven
developmental strands we embed within our day include – Self-Confidence Development;
Motivation to Achieve; Interpersonal Effectiveness; Decision-making, goal-setting, & problem
solving; Communication Skills; Cross-Cultural Effectiveness; and Responsible Behavior, as well
as, the six pillars of character – Respect, Citizenship, Caring, Responsibility, Trustworthiness,
and Fairness. The character pillars are intertwined to create a foundation of good character
choices. It is our goal to build future leaders who are guided by these core values and principles.
STATEMENT OF NONDISCRIMINATION
In its efforts to promote nondiscrimination, The Galloway School does not discriminate on the
basis of race, religion, color, national origin, gender, sex, or disability in providing education
services, activities, and programs, in accordance with Title VI of the Civil Rights Act of 1964, as
amended; Title IX of the Educational Amendments of 1972; and Section 504 of the
Rehabilitation Act of 1973, as amended.
ADMISSIONS POLICY
Students entering the Pre-K (3) class must be 3-years-old by September 1st. They must also be
able to communicate, are potty-trained, and must be able to feed themselves. Students in Pre-K
(4) are given a basic test covering letter names, shapes, colors, and numbers. Students entering
grades 1 and above are required to take the elementary form of the Stanford 10 Test.
SCHOOL HOURS
7:00 a.m. Before Care drop-off at the gym entrance
7:30 a.m. All students can be dropped off at the front door.
7:45 a.m. Both Lower and Upper School entrances open - ALL students go to class
8:00 a.m. Academic day begins
8:10 a.m. Doors close to parents walking their students to the classroom
8:10 a.m. Students are tardy (5 tardies = 1 absence)
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STANDARDS FOR CONDUCT
The entire staff of the school has the responsibility to enforce the standards and policies of the
School. Full cooperation of students and parents/guardians is expected. Students are expected to
conduct themselves at all times in an appropriate manner. Behavior that is detrimental to the
educational environment of the student or other students and/or staff members is not acceptable.
Please refer to the Student Code of Conduct.
•
•
•
•
•
•
•
•
•
•
•

Each student is expected to behave in a responsible manner by:
Demonstrating courtesy and respect for others.
Attending all classes, regularly and on time.
Preparing for each class; taking appropriate materials and assignments to class.
Being well-groomed and dressing appropriately as defined by School and/or campus
dress code.
Obeying all campus and classroom rules.
Respecting the rights and privileges of other students, School staff, and other adults on
campus or at school-related activities, on or off campus.
Respecting the property of others, including School property and facilities.
Cooperating with or assisting the school staff in maintaining safety, order, and discipline.
Paying required fees and fines
Adhering to the Student Code of Conduct.
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II. ARRIVAL and DISMISSAL
CHANGE OF DISMISSAL REQUEST
If a child is leaving with someone other than his/her parent or designated driver, the parent must
send written permission or call the office prior to 12:00 noon. If an unexpected emergency
arises, parents should call the school office to give permission as soon as possible for special
pick up procedures. However, that person’s name should be on the child’s emergency form. If it
is not, we will require proper identification before allowing the child to go with that individual.

CUSTODY SITUATIONS
If you are in the process of getting a divorce and there are questions about the custody of the
children and who is to pick up the children, please provide us with a copy of the divorce
decrees/court orders with custodial limitations/guidelines. We will follow the legal paperwork on
file.
DROP-OFF and PICK-UP
Please note: entryway doors will be closed and locked no later than 8:10 a.m. each morning and
classroom doors will be closed promptly at 8:10. We ask that parents and visitors leave no later
than 8:10. Teachers’ academic duties begin at 8:10 and all students begin working at 8:10 a.m. if
parents and visitors wish to visit, we ask that you do not engage the teacher in a lengthy
conversation in the morning. The teacher’s complete attention should be devoted to the children
at this time.
There are 2 drop-off/pick up areas for students. Students in grades preschool through 2nd grade
should be dropped off and picked up at the lower school entrance closest to the playground.
Students in grades 3rd - 5th should be dropped off and picked up at the entrance to the gym. If
you have a child in both upper and lower elementary, the younger sibling will be escorted to the
upper school area to join his/her sibling(s). The gym entrance is also for ALL student drop-offs
between 6:30 a.m. and 7:45 a.m. only. (following is a map of the expected pick-up traffic flow)
INCLEMENT WEATHER PICK-UP
In case of inclement weather, students will wait inside until you drive up and will then be
escorted to the cars by the teacher on duty. Grades 3 – 5 will be picked up at the gym entrance.
We ask that you do not park in a drop-off or pick-up area, or entry door area to walk your
child into the school. An unattended car prevents other parents from picking up their child in a
timely manner, causes traffic jams, and creates a safety issue for students.
PARKING
Parking at The Galloway School has several options for families when dropping off or picking
up and when special activities occur. We ask that when you are attending an activity at the
school you park in the designated areas in the parking lot. Parents should park in the parking lot
areas in front of the school. Parking is not permitted on the grassy areas near the soccer field
unless designated as a parking area during an event. Parents should not park in the front of the
school in the fire lanes. Handicapped parking is to be used for those with the appropriate
HANDICAP decal. No cars should be left unattended in the pick-up/drop-off areas in front of
the lower school and upper school.
9

TRAFFIC FLOW MAP

10

III. ATTENDANCE
ATTENDANCE, ABSENCE, AND TARDY POLICIES
Students at The Galloway School are expected to attend school regularly due to the high
academic standards and expectations. Regular attendance at school is the only way to benefit
from our programs. The classroom presentations and discussions a student misses are invaluable
to his/her academic success. Time away from class is a loss to the individual student and to the
class as a whole. Each child is expected to start school on the first day of the term and to remain
in regular attendance throughout the school year except in case of illness or other urgent reasons.
Note: Students observing religious holidays or representing The Galloway School in an offcampus event are not counted absent.
EXCUSED ABSENCES
Excused absences are legitimate absences recognized for the following reasons:
• Personal Illness
• Illness in the family
• Doctor or dental appointments
• Death in the family
• School-related activities
• Designated religious holidays
• Special situations or events approved by the Head-of-School or designee
ILLNESS
Parents must call or e-mail the office by 9:00 A.M. each day that a student is absent. Parents
may check the teachers’ on-line calendar for assignments (coming soon). It is the responsibility
of the student to make up any missed assignments during this time. Any student who is absent 3
or more days, MUST bring a doctor’s excuse for the absence to be excused. No student may
return to their class after any absence without a note of explanation.
LEAVING AND RETURNING TO SCHOOL FOR APPOINTMENTS
If a student must leave school for an appointment, parents must call, send a letter, send a note, or
send an e-mail to the office before or by 9:00 A.M. the day of the appointment. If notice is
received by 9:00 A.M., students will be sent to the front office to meet their parent. If notice is
NOT received by 9:00 A.M., students will wait in their classroom until the parent arrives and the
front office will call for the student. Parents may not go to the classroom to get their child.
Students must leave via the front of the school ONLY. The parent is to come to the school office
to sign the student out and to collect the student. If returning the same day, the parent is to bring
the student back to the office with an excuse note and sign in again.
PLANNED
Family vacations and business trips in which children can join a parent or parents have great
value to young people. Each student will receive five allowed excused absences for planned
events. However, missed instructional days do affect student learning. The Galloway School,
therefore, requests that parents not make plans that interfere with class time. These absences are
considered unexcused after five allowed excused planned absences have been used. Please note
that elective absences include but are not limited to family trips (vacations, business trips,
weddings) and/or excessive sport competitions. These absences are considered unexcused. The
Galloway School strongly believes that family vacations should not take place when school is in
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session. A planned absence form must be completed for all elective absences at least two weeks
prior to the absence. (See form in Appendix)
RELIGIOUS HOLIDAYS AND OBSERVANCES
The Galloway School is a Christian faith-based school, and the school calendar correlates with
Christian holidays. Students observing religious holidays outside the Christian faith are not
counted absent. Please submit the Absent Request Form
TARDY POLICY
Tardiness disrupts the student’s day and classroom routine. Students are considered tardy at 8:10
a.m. It is the parent’s responsibility to have the child to school on time. Teachers will not be
required to re-teach or review information missed if the child is tardy. A student who arrives at
school late must report to the office for a tardy slip. Five tardies constitute one absence. After 8
tardies, a request for the parent(s) to meet with the Principal will be made. Reasons for tardiness
will be discussed at that meeting. Failure to appear for this meeting will jeopardize your child
attending class until the meeting is held.
UNEXCUSED
An unexcused absence is any absence(s) not covered by the excused list, not approved by the
Principal or designee or not documented by a parent note. Excessive unexcused absences (five
days per semester) may prevent the student from successfully completing the semester’s work
with a passing grade. Ten unexcused absences a year may result in possible termination of a
child attending The Galloway School or not being promoted at the end of the year.
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IV. CLUBS
The Galloway School believes that extracurricular activities afford students opportunities to
develop leadership, interpersonal, and citizenship skills. A variety of extracurricular programs
exists in the form of clubs, teams, and performing groups. Participation in extracurricular
activities is a privilege, not a right. Because students represent their school in highly visible
positions in elected offices and/or appointed positions in which they perform, participate, or
compete, these students are viewed as role models. The demands and responsibilities require
participants to commit time and effort while maintaining high standards of conduct. This code
applies at all times and includes conduct on or off campus, while participating in an activity or
not during the school calendar year, holidays, summer and weekends.
CLUBS AND ORGANIZATIONS
A faculty member or parent must sponsor the club and the principal must approve the
organization. Non- school groups must receive permission from the principal to publicize nonschool club activities.
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V. COMMUNICATION
USE OF PHONES
Students may not use the school telephones except in case of an emergency or at the request of a
teacher or administrator. Students may NOT call home to ask parents to bring forgotten homework
assignments, or books unless instructed by a teacher or administrator. If a teacher sends a student
to use the phone, the student must bring a phone pass to the office for permission.
CELL PHONE USAGE
Cell phones are prohibited in all classes during the school day. If a student brings a cell phone to
school, he/she must leave it in their locker or with the teacher. Cell phones may be used during
after school hours only. Cell phones used during school hours will be confiscated, held in the
Head or Assistant Head-of-School’s office, and parents will be called and may either retrieve the
phone or send $10.00 for the phone to be released to the student. The school will NOT be held
responsible for the loss of any cell phones.
CHANGES OF ADDRESS, TELEPHONE NUMBERS, OR E-MAIL ADDRESS
Should you have a change in any of the above information throughout the school year, please be
sure to notify the office immediately of the change. It is important that we are able to contact
you should the need arise.
CONFERENCES and APPOINTMENTS
Due to the larger number of students and families, drop-in conferences or appointments are not
available. Parents who wish to have a conference with the Principal must set up an appointment
by calling the office.
Parents who would like to schedule a conference with a teacher may contact the teacher to
request an appointment. Appointments will be scheduled either during a teacher’s conference
period or right after school. Parents should e-mail the teacher at school using the Teacher Ease
system, regular email, or leave a message with the front office which will be delivered to the
teacher. Appointments may not be made past 5:00 p.m.
NOTE: The school does not provide teachers’ home or cell phone numbers or personal e-mail
addresses. Teachers should not be communicating with any parent via text or personal e-mail.
CONCERNS – STUDENT/PARENTAL (NON-DISCIPLINARY)
A student or parent who has a complaint/concern should first bring the matter to the appropriate
teacher. If the outcome is not satisfactory, a conference with the principal can be requested. If
the outcome of the conference with the principal is not satisfactory, a conference with the school
board can be requested in writing, and the parent will be contacted by the School Board
President or designee to discuss their concern. If the concern is not remedied within that
conversation, the School Board President or designee may recommend the parent appear before
the Board of Trustees.
FRIDAY COMMUNICATION FOLDERS (Blue-Poly Zipper Envelope)
The Galloway School has a school-wide process for sending home graded work and important
school papers to be reviewed over the weekend with a required signature from one or both
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parents on the signature card provided in the front pocket of the envelope. This lets the teacher
know that the parents have reviewed the contents.
Parents may also put notes for the school or teacher in the folder as well. Please do not place
homework in the blue folder. The students have a special black folder for homework.
Each Friday blue folder will contain graded work the student has completed during the week.
Parents are asked to review the work with the child, sign the folder, and return the folder to the
homeroom teacher the following day. If the student does not return the folder by Tuesday of the
following week, the student will receive a conduct mark and the parent will be contacted.
FORGOTTEN ITEMS
If a student forgets his/her lunch or any other items, parents may bring the item to the front
office. Homework may only be left at the front office if the student has called home at the
request of the teacher. The front office staff will notify the student that the item has been dropped
off. Parents may not bring items directly to the classrooms.
PERSONAL MESSAGES
In order to keep classroom interruptions to a minimum, the office personnel will not deliver
personal messages to students during class time except in case of an emergency. Parents are
encouraged to communicate any instructions to their children before they arrive at school.
TEACHER EASE
Another vital form of communication The Galloway School uses is the Teacher Ease online
grade book and parent portal. Teacher Ease allows parents the capability to view grades,
send/receive emails, retrieve documents or view Presentations using the digital lockers, and
review attendance. Each parent should provide the school with a working email address. If for
any reason your email address changes, please let us know immediately so we can update the
information in the Teacher Ease system. PLEASE MAKE IT A FAMILIAR STOP FOR
INFORMATION: www.teacherease.com
WEBSITE
Another form of communication The Galloway School uses is our school website. This website
is a major source of information from the school calendar to individual teacher web pages with
class assignments and activities posted. In addition, we make every effort to publicize daily
school events through Facebook. Please note: Our website is under construction and may not be
fully updated.
WEEKLY NEWSLETTERS
Each grade level sends home a newsletter on Friday in the Friday Blue Folder to keep parents
updated regarding events, announcements, assessments, spelling words, digital apps for devices
to download, birthdays, parties, field trips and other weekly information as needed. Newsletters
are Galloway’s primary communication tool for grade specific information.

15

VI. CURRICULUM, GRADING/REPORTING, AND
ASSESSMENT
CURRICULUM - https://www.thegallowayschool.net/academics
Please note that we are always seeking continuous improvement in our curriculum
implementation to promote student engagement, higher-order thinking through questioning
strategies. Where our core curriculum programs will remain the same, you will however see
updates to our curriculum content throughout the year. This will also be communicated to you by
your child’s teacher. If you have any questions about your child’s achievement level or see more
need for challenge, please schedule a conference with the teacher to review your child’s work
portfolio and to plan for improvements.

GRADING AND REPORTING PROCEDURES
Mastery shall be determined as follows: Course assignments and unit evaluation shall be given
to determine student grades in a subject. An average of 70 or higher shall be considered a passing
grade. Mastery of the skills necessary for success at the next level shall be validated by
assessments that may either be incorporated into unit, six-week, nine-week, and final exams, or
may be administered separately. Mastery of at least 70 percent of the objectives shall be
required.

HOMEWORK
Homework is a necessary and vital exercise. It teaches students to organize their time and
reinforces skills taught in the classroom. Development of good homework habits in formative
years is crucial. Homework should be meaningful and productive, no matter how big or small
the assignment may be. In grades 4 and above, some projects or reading assignments may be
necessary over the weekends. Each student is expected to read a set number of minutes as
assigned by their classroom teacher, as well as complete a reader’s response or writing reflection
along with Math/Science.
Independent homework assignments are given:
•
•
•
•
•

To instill responsibility and self-reliance
To encourage time management
To develop independent study skills
To refine skills learned in the classroom
To complete projects requiring creative effort

Please help your child by providing a regular quiet place and time for homework. Homework is
designed to be done independently; however, parents may participate by marking wrong answers
or encouraging the child in whatever way the parent deems appropriate, but not writing or doing
the work for the student.
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Grade Level

Maximum Number of Minutes
Allotted for Homework
20 minutes
30 minutes
30 minutes
45 minutes
60 minutes
60 minutes

Kindergarten
1st Grade
2nd Grade
3rd Grade
4th Grade
5th Grade

MAKE-UP WORK
Students and parents are responsible for missed work. For each day of absence due to illness, a
student will have one day to complete and submit his/her work.
EXTENDED ILLNESS
An individual plan will be designed for a student after an extended illness. These students must
meet with their teacher/s to schedule test make-ups and any academic help they may need in that
subject area. Students in grades 3 and above are responsible for determining what work has been
missed and to see that it is made-up in a timely manner. Each student should take the time to
communicate with his/her teachers to be sure they have all the assignments needed to be
completed.
LATE WORK POLICY
Daily work assignments, homework assignments, and major projects are due at the time
requested by the teacher. Homework assignments are due each day at 8:45 in his/her homeroom.
CONDUCT
All students receive a conduct grade in each class they attend. In order for everyone to work
together in a harmonious atmosphere certain standards must be met in how students conduct
themselves. The Galloway School’s goal is to produce students who are respectful of others and
will contribute to society in a positive manner.
Most disciplinary actions will be handled on an individual basis. Students who interrupt the
learning process for themselves or for others are in violation of The Galloway School’s conduct
policy and will be subject to disciplinary action.
Conduct grades are used according to the following scale:
E = Excellent
S+ = Very Good
S = Satisfactory
N = Needs Improvement
U =Unsatisfactory
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GRADING SCALE
The Galloway School’s grading scale is as follows:
A= 100-92
C= 84-75
F= 69 and below
B= 91-85
D= 74-70
GRADING SYSTEMS
The Galloway grading system varies by grade level. Below are the general guidelines for
grading daily work for grades Kindergarten through 5th.
Kindergarten
The grading system used is based on a 100% scale.
• Kindergarten teachers will start placing numerical grades on the Kindergarten reading, math
and spelling assignments at the beginning of the 1st nine weeks.
• No name on their paper will be a 2-point deduction
• Incorrect answers or procedure that led to an incorrect answer will be a 2-point deduction
(Reading and Math)
• Incorrect Spelling word will be given a 2-point deduction
GRADES 1st & 2nd
• No heading on paper = 5 points deducted
• Incomplete heading = 3 points deducted
• All misspelled words should coincide with the difficulty of the word:
 Common sight words-1 point deducted
 Words available to them in text, word banks, (i.e. worksheets, classroom walls, or on the
classroom board)-2 points deducted
• Incorrect capitalization-1 point deducted
• Incorrect punctuation-1 point deducted
• In the area of Math
 Careless errors usually lead to a wrong answer; however, if a student forgets to put a decimal
point or a dollar sign, for example, there is a deduction of 1 point for each error.
GRADES 3RD-5TH
• No heading will result in a 10-point deduction
• Incomplete heading will result in a 5-point deduction
• All misspelled words are circled and points deducted as follows:
 Common words will result in a 2-point deduction
 Words available to them in text or displayed in classroom will result in a 3-point deduction
• Punctuation
 Missing or incorrect end of sentences punctuation will result in a 3-point deduction
 Missing or incorrect middle of sentences punctuation will result in a 1-point deduction
• Math
 Careless errors will result in a 1-point deducted
(Grades 3 and above will result in a 2-point deduction
• All subjects:
 Illegible or messy letters and numbers will result in a 1-point deduction
(Grades 4 and above will result in a 2-point deduction)
 Careless work will result in a 1-point deduction
18

• Handwriting
 Cursive must be used in grades 4-5
Reporting a student’s progress to parents is a priority at THE GALLOWAY SCHOOL. We will
communicate in the following ways: progress reports (Kindergarten and above), evaluations (3year olds and Pre-K4), and report cards (Kindergarten and above), conferences, emails, as well
as weekly work folders.
PROGRESS REPORTS (Kindergarten – 5th)
Progress reports are sent home at the end of week 5 in each grading period. The signed progress
reports must be returned to the student’s homeroom teacher within 3 days of the receipt of the
progress report. After 3 days, parents will be contacted and reminded to send the signed progress
report to school.
EVALUATIONS (Pre-K-3/4)
At the end of each 9-week grading periods evaluations are completed. The parent is required to
meet with the teacher twice (once in the fall and once in the spring) to review the evaluation.
Teachers will have sign-up sheets available one week prior to the conference.
REPORT CARDS-(Kindergarten – 5th)
Report cards are issued after each nine week grading period. The parent is required to meet with
the teacher twice (once in the fall and once in the spring) to review the report card and student
work portfolio.
“ZERO” GRADING POLICY (1ST – 5th)
Each day a student does not hand in an assignment, 10 points is deducted from the assignment
and a “zero” note is given to the student to take home and have signed by a parent and returned
with the assignment the next day. However, if the student returns without the signed note and
without the assignment, then the teacher and student will call the parent to inform them of the
situation. Should the student fail to bring the assignment the next day or just the note signed, the
teacher will assume the parent has agreed the student should receive a zero on the assignment.
After the 3rd day it is late a zero is given on that assignment. The student is not allowed to make
up the assignment.
RETEACH AND RETEST/REASSESS FOR MASTERY
Required Reteach
A. If 25% or more of the students in a single preparation per teacher do not demonstrate
mastery of the TEKS (Texas Essential Knowledge and Skills) on a classroom test, the
teacher will provide the opportunity for reteach and retest during class time to the
students not demonstrating mastery using different methods of instruction. (9-Week
Benchmark Tests, Semester Exams, and Final Exams are excluded).
Required Retest/Reassess for Mastery
A. The 25% of the students who do not demonstrate mastery are re- evaluated after they are
retaught or after activities are provided. Re-evaluation may include, but is not limited to,
oral examination, special assignment sheets, special homework assignments, test
corrections or a formal test.
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B. A student must score at least 70% on the reevaluation to demonstrate mastery of the
Texas Essential Knowledge Skills. A grade of 70 is the maximum that can be earned on
the reevaluation and is recorded to designate that mastery. If a student fails to
demonstrate mastery on the re-evaluation of the TEKS, the higher of the two grades is
recorded.
OTHER OPPORTUNITIES FOR RETEACH AND RETEST/REASSESS
A. If less than 25% of all the students in a single preparation per teacher do not demonstrate
mastery, the teacher is not obligated to retest, however the skill deficits will be reviewed
within a small group setting during the class period. Tutorial time may be used for
reteach.
B. In the event of unusual circumstances, an individual student can ask for the opportunity
for reteach and retest. This request will be evaluated by a committee of the teacher,
department head, and curriculum principal. In case of disputes, the final decision rests
with the head principal. The request for a retest should be made within one (1) week
after the test has been returned.
STANDARDIZED TESTS
MAP (Measurement of Academic Success) Test is given three times per year. Students must be
present at these standardized testing times. Appointments and planned absences should not be
scheduled at these times. Students will be excused only for illnesses that prevent them from
coming to school. If a student misses a standardized test for any reason other than illness, a
testing fee will be assessed if the testing cannot successfully take place during the day. An
individual plan will be designed for the student to schedule the missed test(s).
REGULAR CLASS TESTS
Regular subject level tests are an important tool in assessing the students’ knowledge of the
lessons learned during class time and assigned work. It is important that students be present for
scheduled tests. Parents should consult the grade level weekly newsletter or test time
notes/review when scheduling appointments and planned absences. If teachers or the school
administrators observe that students are frequently absent for tests, a conference will be required.
If a student misses a major test for any reason other than illness, a testing fee will be assessed if
the testing cannot successfully take place during the day. A time and day will be arranged for
the student to make up the missed test. Make-up tests will not be scheduled around the students’
extracurricular activities.
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VII. DRESS GUIDELINES
The Galloway School believes that the personal appearance of the students is important in the
development of character, personality, responsibility, and self-image. It is necessary that student
dress reflects a clean, conservative, neat, and modest appearance. Students are expected to follow
the dress code and standards set forth by the school. The Administration will have the final
authority in matters concerning the appropriateness of the students’ dress, jewelry, make-up, and
hairstyles. Parent cooperation and students’ compliance is important to the smooth functioning of
the school. Guidelines are as follows:
HAIRSTYLES: Hair should be clean, neatly groomed, (boys) above the collar and cannot
extend past their ears in length and natural looking for both boys and girls. Large bows,
headpieces, and hair coverings may not be worn.
MAKE-UP: Make-up is not allowed for any student from PreK-3 through 5th Grade
TATTOOS: Tattoos, including temporary transfers, are not allowed.
WRITING ON BODY: Writing on body is unacceptable and must be removed immediately.
JEWELRY: Simple jewelry, defined as jewelry that is not distracting, can be worn. Boys may
not wear earrings and girls may not wear any dangling earrings. Students should not wear
expensive jewelry to any school-related activity. The Galloway School will not be held
responsible for the loss of any valuables.)
PURSES: Purses are not allowed.
PANTS: Please note that although there are several options for appropriate pants, we still expect
Galloway students to dress appropriately. Jeans will not have holes, cuts, slashes, tears, fringes,
etc. and they may not be too tight, low on the hips, rolled up, baggy, or bell-bottomed. Jeggings
are not allowed. Belts will be worn with any type of pants that have belt loops.
SHIRTS: Shirts styles vary for both boys and girls. Polo shirts must be tucked in at all times
until the student leaves the campus.
SHOES: See uniform code below for appropriate footwear that may be worn. General
Guidelines for unacceptable type of shoes are listed below:
•
•
•
•
•

All shoes must be neutral colors (all white, all black, brown, beige)
Shoes cannot have wheelies or blinking lights
Bright green, fuchsia, orange or other bright neon colors are not acceptable
Expensive, logo shoes should not be worn
Boots (including cowboy boots), sandals, or flip flops are not appropriate attire

OUTERWEAR: Large, bulky jackets or coats can be worn on very cold days; however, it is to
remain in the student’s locker or classroom until dismissal.
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HATS: Hats may NOT be worn inside the school building or on field trips without special
permission.
NAIL POLISH: Girls may wear non distracting, soft colors.
OTHER: Students may not wear any type of head covering or scarf, with exception of hats as
described above.
IMPORTANT: Please label all personal items, especially shoes, sweaters, Galloway shirts and
sweatshirts. We give away a lot of socks, belts, headbands, and shoes at the end of the year from
the lost and found. We know these items are expensive!
SPIRIT DAYS! The Galloway School will designate certain days to be “Spirit Days.” On these
days’ students may wear the Galloway Spirit shirts with jeans. “Spirit Days” are days in which
students and staff show their support for a sports team, an academic team, or any other worthy
cause that needs the loyalty and support for the students and staff of Galloway.
Where we will not compromise our Christian values, at the same time we are legally bound to accommodate

individual expressions of sincerely held beliefs (conscience, moral principles, or religious beliefs) of students and
families unless it might affect our school standards of conduct and dress code. This would fall under religious
accommodation by law and is viewed as discrimination no matter if we are public or private. We have allowed
Muslim female students to where tights in lieu of socks, which is an accommodation. I am willing to
compromise on the hijab as long as it is a solid color within our dress code colors (white, navy,
black). Although, we will allow the headpiece due to religious reasons, we will not compromise our chapel
schedule and the parent is fully aware of that non-negotiable.
I have already allowed one of our Jewish students to wear his kippah (male head piece) during chapel at the request
of the parent. In their religion it is a sign of respect during any form of worship.
Let me know if you have any questions or thoughts on the matter.
Have a blessed day!
Robin
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VIII. ELECTRONIC RESOURCES APPROPRIATE
USE GUIDELINES
For purposes of B.Y.O.D. (Bring Your Own Device), “Device” means a personal tablet or laptop
that a student brings from home to use at school on designated days.
GRADES PK3 to 1ST
DEVICE REQUIREMENTS – iPad (No exceptions)
• Recent enough model that the device is still supported by Apple
• Good working condition
• Fully charged at home prior to bringing them to school
• Protected in a sturdy case with student’s name clearly labeled on the case and device
• Brought to school on each day designated by the grade level teachers
• Points will be deducted from a student’s performance grade if devices are left home on
designated device days.
GRADES 2nd to 5th
REQUIRED DEVICE – Laptop or Tablet (2nd grade is a transitional year, so iPad will suffice,
but laptop or tablet is preferred). However, we will allow MacBook or iPad Pro as long as it
supports Microsoft Office.
DEVICE CAPABILITY REQUIREMENTS: Internet Connectivity, Word Processing
Capabilities (Microsoft Word), Presentation Tool Power Point or Keynote), Spreadsheet
(Microsoft Excel), Updated and Active Virus Protection!
The B.Y.O.D. requirement is NOT optional. This is a mandatory requirement for all students
attending The Galloway School. Therefore, all students must be prepared to bring their charged
“device” to school by September 5th. Each grade level will designate the specific days that
students will be required to bring their devices to school in grades (PreK-3 through 2nd grades).
Upper School students in grades 3-5 will be expected to bring their devices to school daily.
Lower school students (PK3-2nd) grades, will receive a list of apps that will be expected for
parents to purchase at a very reasonable cost to download on their child’s devices. An example of
this would be a program such as: Handwriting Without Tears. Most of these apps can be purchased
through the Apple (Apps) Store or through Google Apps. Teachers will send this information home
to parents and /or provide a list of apps at the beginning of school during our Parent Orientation
on Friday, August 19th.
INTERNET
Only the internet gateway provided by the school may be accessed while on campus. Personal
internet connective devices such as but not limited to cell phones / cell network adapters are not
permitted to be used to access outside internet sources at any time. While the school’s wireless
and internet connection contains security precautions, students are not allowed to circumvent these
restrictions by using cellular networks, setting up hotspots, or any other workarounds. While a
secure working environment has been created, workarounds could be found to circumvent it., even
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beyond cellular network access. Parents acknowledge that neither the teacher nor the school will
be responsible for students visiting and/or sharing unauthorized sites. Any student knowingly
doing so will be in violation of previously stated policies.
SECURITY AND DAMAGES
Responsibility to keep the device secure rests with the individual owner. The Galloway School,
nor its staff or employees, will not be held liable for any device stolen or damaged on campus. If
a device is stolen or damaged, it will be handled through the administrative office similar to other
personal artifacts that are impacted in similar situations. Any student who causes damages to
another student’s device will be liable for the replacement or repair of the student’s device. All
personal devices and chargers must be clearly and securely labeled with the student’s name and
housed inside of a durable protective cover.
THE GALLOWAY SCHOOL B.Y.O.D. STUDENT AGREEMENT
The use of technology to provide educational material is not a necessity but a privilege. When
abused, privileges will be taken away. When respected, they will benefit the learning environment
as a whole. Students and parents/guardians participating in B.Y.O.D. must adhere to the Student
Code of Conduct, as well as all Board policies, particularly Internet Acceptable Use and Internet
Safety. Additionally, technology:
•
•
•
•

Must be in silent mode while on school campus.
May not be used to cheat on assignments or tests.
Only use to access files or internet sites relevant to the classroom curriculum.
Games are not permitted unless teacher directed as part of a lesson.

STUDENTS ACKNOWLEDGE THAT:
• The school's network filters will be applied to one's connection to the internet and
attempts will not be made to bypass them.
• Bringing unauthorized personal devices on premises or intentionally infecting the
network with a Virus, Trojan, malware, or program designed to damage, alter, destroy,
or provide access to unauthorized data or information is in violation of Student
Acceptable Use Policy.
• Processing or accessing information on school property related to “hacking”, altering,
or bypassing network security policies is in violation of Student Acceptable Use Policy.
• The school has the right to collect and examine any device that is suspected of causing
problems or was the source of an attack or virus infection.
• Personal technology is charged prior to bringing it to school and runs off its own battery
while at school. Power outlets will be available on a limited basis and is at the discretion
of the classroom teacher.
The Galloway School makes a variety of communications and information technologies
available to students through computer/network/Internet access. These technologies, when
properly used, promote educational excellence in the school by facilitating resource sharing,
innovation, and communication. Illegal, unethical or inappropriate use of these technologies can
have dramatic consequences, harming the School, its students and its employees. These
Responsible Use Guidelines are intended to minimize the likelihood of such harm by educating
students and setting standards which will serve to protect the school and students.
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MANDATORY REVIEW
To educate students on proper computer/network/Internet use and conduct, students are required
to review these guidelines at the beginning of each school year. All School students shall be
required to acknowledge receipt and understanding of all guidelines governing use of the system
and shall agree in writing to allow monitoring of their use and to comply with such guidelines.
The parent or legal guardian of a student user is required to acknowledge receipt and
understanding of the School’s Student Responsible Use Guidelines for technology as part of their
review of the Student/Parent Handbook and the Student Code of Conduct. Employees
supervising students who use the School’s system must provide training emphasizing its
appropriate use.
DEFINITION OF SCHOOL TECHNOLOGY SYSTEM
The School’s computer systems include but is not limited to the following:
• Telephones, cellular telephones, and voicemail technologies;
• Email accounts;
• Servers;
• Computer hardware and peripherals;
• Software including operating system software and application software;
• Digitized information including stored text, data files, email, digital images, and video
and audio files;
• Internally or externally accessed databases, applications, or tools (Internet- or Schoolserver based);
• School-filtered Internet access;
• New technologies as they become available.
ACCEPTABLE USE
Computer/Network/Internet access will be used to enhance learning consistent with the School’s
educational goals. The School requires legal, ethical and appropriate computer/network/Internet
use.
Access to Computer/Network/Internet is a PRIVILEGE, not a right.
Access to the School’s electronic communications system, including the Internet, shall be made
available to students for learning purposes. Access to the Internet via the School’s network
utilizes filtering software that is designed to block access to visual depictions that are obscene,
pornographic, inappropriate for students, or harmful to minors, as defined by the federal
Children’s Internet Protection Act (CIPA). Filtered Internet access is provided to students as
defined by CIPA.
Student Access
Computer/Network/Internet access is provided to all students unless parents or guardians request
in writing to the campus principal that access be denied. Student Internet access will be under the
direction and guidance of a School staff member. Students may also be allowed to use the local
network and public Wi-Fi with campus permission.
Student Computer/Network/Internet Responsibilities
School students are bound by all portions of the Responsible Use Guidelines. A student who
knowingly violates any portion of the Responsible Use Guidelines will be subject to suspension
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of access and/or revocation of privileges on the School’s system and will be subject to
disciplinary action in accordance with the Student Code of Conduct.
Use of Social Networking/Digital Tools
Students may participate in School-approved social media learning environments related to
curricular projects or school activities and use digital tools, such as, but not limited to, mobile
devices, blogs, discussion forums, podcasts, wikis, and on-line meeting sessions. The use of
blogs, wikis, podcasts, and other digital tools are considered an extension of the classroom.
Verbal or written language that is considered inappropriate in the classroom is also inappropriate
in all uses of blogs, wikis, podcasts, and other School-approved digital tools.
Password Confidentiality
Students and staff are required to maintain password confidentiality by not sharing their
password with others. Use of another person’s system account is prohibited.
Reporting Security Problem
If knowledge of inappropriate material or a security problem on the computer/network/Internet is
identified, the student should immediately notify the supervising staff member. The security
problem should not be shared with others.
The following guidelines must be adhered to by students using a personally-owned technology
device at school:
•
•
•
•
•
•
•
•
•

Internet access via the School’s network is filtered by the School on personal technology
devices in the same manner as School-owned equipment.
These devices are the sole responsibility of the student owner. The campus or School
assumes no responsibility for personal technology devices if they are lost, loaned,
damaged
or stolen and only limited time or resources will be spent trying to locate stolen or lost
items.
Students are prohibited from trading or selling these items to other students on School
property, including school buses.
Each student is responsible for his/her own device: set-up, maintenance, charging, and
security. Staff members will not store student devices at any time, nor will any School
staff diagnose, repair, or work on a student’s personal technology device.
Campus administrators and staff members have the right to prohibit use of devices at
certain times, during designated activities (i.e. campus presentations, theatrical
performances, or guest speakers) or designated locations (restrooms and locker rooms)
while students are on campus.
An administrator may examine a student’s personal technology device and search its
contents, in accordance with disciplinary guidelines.
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INAPPROPRIATE USE
Inappropriate use includes, but is not limited to, those uses that violate the law, that are
specifically named as violations in this document, that violate the rules of network etiquette, or
that hamper the integrity or security of this computer/network/Internet system or any components
that are connected to it. The following actions are considered inappropriate uses, are prohibited,
and will result in revocation of the student’s access to the computer/network/Internet.
Violations of Law
Transmission of any material in violation of any federal or state law is prohibited. This includes,
but is not limited to: threatening, harassing, defamatory or obscene material; copyrighted
material; plagiarized material; material protected by trade secret; or Blog posts, Web posts, or
discussion forum/replies posted to the Internet which violate federal or state law. Tampering with
or theft of components from School systems may be regarded as criminal activity under
applicable state and federal laws.
Intellectual Property
Students must always respect copyrights and trademarks of third-parties and their ownership
claims in images, text, video and audio material, software, information and inventions. The copy,
use, or transfer of others’ materials without appropriate authorization is not allowed.
Copyright Violations
Downloading or using copyrighted information without following approved School procedures is
prohibited.
Plagiarism
Fraudulently altering or copying documents or files authored by another individual is prohibited.
Impersonation
Attempts to log on to the computer/network/Internet impersonating a system administrator or
School employee, student, or individual other than oneself, will result in revocation of the
student’s access to computer/network/Internet.
Illegally Accessing or Hacking Violations
Unauthorized or inappropriate access of any portion of the School’s computer systems, networks,
or private databases to view, obtain, manipulate, or transmit information, programs, or codes is
prohibited.
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IX. GENERAL INFORMATION
BIRTHDAY CELEBRATIONS
A child’s birthday is a very special day. Students may wish to share his/her birthday with their
classmates. Parents may bring cupcakes or cookies to help celebrate their special day. This
celebration will take place during lunch. Please do not bring cakes. Please do not bring desert
item with dark colored icing that will leave a stain (red/green/blue). Teachers and monitors do
not have enough time to cut and serve cake during the allotted lunch time. Parents also have the
option to send a small goody bag for each student in the class. Students are allowed to pass out
birthday invitations, IF every child in that room receives an invitation. Please do not ask
school personnel for a list of home addresses or emails. The 3-year old students may have a
small birthday celebration in their classroom pending approval from the Principal.
BIRTHDAY BOOKS
A lovely way for a child to share a birthday is through the gift of a birthday book given to the
school. Students who choose to participate in the birthday book program will have their name
announced on the Galloway New Broadcast. They will also get to choose their Owl Birthday
Book. A name plate will be installed in the chosen book acknowledging the gift and honoree.
Students will also be given the privilege of carry around a stuffed “birthday owl” for the day. A
$25.00 donation is required. This donation will honor your child and help build the Galloway
School library collection. Forms will come home in your child’s communication folder.
CHAPEL
Chapel is an integral part of The Galloway School. All students and teachers will attend chapel
once a week on Wednesdays for 30-45 minutes. A bible lesson will be presented, along with
singing, scripture and prayer.
LOCKERS
Lockers are assigned to individual students in grades 3rd to 5th and are the property of the school.
Hall lockers may have individual locks (we recommend locks with keys), but students must keep
in mind they have only a few minutes between classes. The school reserves the right to inspect all
lockers at any time, whether or not students are present. Items found in unassigned or someone
else’s locker will be placed in the “Lost and Found.”

LUNCH
Lunch is a pleasant, relaxing mid-day break for students and teachers. Good table manners are
encouraged and stressed. A blessing is said before each meal. Lunch boxes brought by students
should be labeled with the student’s name---first and last. Please do not send food that needs to
be heated for students, as the teachers do not have enough time during their lunch period to prepare
foods.
As you and/or your child prepare lunches, please keep good nutrition in mind. Remember that
protein, milk, fruit, and vegetables are nourishing; caffeine, sugar and artificial flavorings and
colorings have an adverse effect on behavior and concentration during the remainder of the day.
Adherence to the student code of conduct is mandatory and enforced. Parents are welcome to
visit and eat lunch with their child. We ask that you check in with the office personnel, and sit
with your child at the cafeteria table designated for parents. Due to space limitations, your
child’s friends may NOT be invited to join you for lunch. Please adhere to this expectation.
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WISE OWL HEALTHY LUNCH PROGRAM
Catered by Krysta’s Fresh Catering
CAFETERIA GUIDELINES
The Owl Café (Grades PK-3 through 2nd)
The following guidelines have been provided so students may receive the maximum benefit and
enjoyment from their lunch period and for safety purposes.
•
•
•
•
•
•
•

Students should always be courteous and polite to peers and adults.
Students causing problems (spills, horseplay, bumping, throwing food, yelling, running,
cutting in line, etc.) will lose cafeteria privileges.
Students are responsible for cleaning up their area, both on the table and under the table,
as well as the surrounding area.
Students may not leave the dining room for any reason.
Students are not to take anything from the cafeteria.
Students may not bring any electronic devices or books to the cafeteria.
When the lights are turned off, all students must get quiet.

FIELD TRIPS AND OVERNIGHT TRIPS
The Galloway School is very proud to offer some of the most unique day trips and overnight trips
to our students so they can see education happen “outside the classroom” and experience firsthand the information found in their textbooks. These trips make all academics come alive and the
students are engrossed in hands-on learning throughout each trip.
PK3 – 1st GRADES ENJOY LOCAL DAY
TRIPS
In grades PK3 - 1st students experience both inhouse and local field trips from strawberry farms,
pumpkin patches, dramatic plays and much, much
more.

2nd and 3rd GRADE CAMP ALLEN TRIP
Galloway 2nd and 3rd graders travel to Camp Allen, near
Navasota, Texas, with teachers and parents to spend 4
days and 3 nights in this beautiful outdoor science
education center. Students are engaged in of hands-on
learning science and environmental activities designed to
make students aware of their environment and how to
keep it green. From archaeological digs to survival skills,
children walk away from this experience with a whole
new way of looking at our earth and its flora and fauna.
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4th GRADE SAN ANTONIO TRIP
Students in 4th grade study Texas History, and their overnight trip consists of 4 days and 3 nights
in San Antonio, Texas, where they will see their studies come alive. The Alamo, Spanish
Missions, Cultural Center, and Natural Bridge Caverns are some of the awesome sights they get
to experience. Students come away with a sense of the sacrifices made to help Texas become the
great State it is today.

5th GRADE COLONIAL WILLIAMSBURG & Washington D.C.
In 5th grade students begin the study of American History from the discovery of the Americas to
the Civil War. To have a better understanding of this time in history, students fly to Virginia to
spend 6 days and 5 nights in Colonial Williamsburg, Yorktown, and Jamestown, traveling back in
time to experience the colonial trials and tribulations of creating an independent country. From the
House of Burgess to the reenactment of America’s freedom students are exposed to sights and
scenes they have only read about in textbooks. Students leave the New World with memories they
will have for a life time.
GIFTS AND DONATIONS
The Galloway School is a non-profit school, which operates solely on income from tuition and
gifts. Like many other private schools, without these financial tools the school would cease to
exist. Gifts may be made as a memorial or in celebration of a special event in your child’s life.
All gifts enrich the education climate for your child and for future students.
We welcome appropriate books for the library, educational materials and equipment for the
classrooms, gifts to any scholarship fund that we may want to set up, and other donations. All
gifts are tax-deductible, as the school has established IRS tax-exempt status. Contact the office
for assistance and any questions you may have.
P.T.O. (PARENT-TEACHER ORGANIZATION)
Parents are encouraged to become involved in The Galloway School Parent-Teacher Organization.
The Galloway School Parent-Teacher Organization is dedicated to creating and supporting a strong
community and to fostering an environment conducive to our children’s education and character
development. The objectives of the PTO are:
To provide support for the student body and staff.
To coordinate school wide activities.
To help develop a strong sense of community within the school “family”
To evaluate and implement PTO sponsored programs
The PTO is headed by an Executive Board, which consists of four elected officers from the parent
body. Meeting times and dates are published on the school calendar. Suggestions may be made
during regular meetings, or may be made in writing to the PTO officers. Each year the PTO puts
together a School Directory with parent and student
information. This directory is to be used strictly and
solely for school business. It is in no way to be used
for personal business or for advertisement of
business opportunities. Inappropriate use of the
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School Directory will result in action(s) by administration and/or the Board of Trustee.
ROOM MOTHERS/FATHERS
The purpose of the room mother/father is to assist the classroom teacher, to facilitate communication
among parents, and to coordinate extracurricular classroom events.
Room mothers/fathers would be asked to:
1. Coordinate room parties
2. Assist with field trips and secure chaperons
3. Assist with special events and secure volunteers
4. Call parents in case of a school-wide emergency
SCHOOL PARTIES
Birthday parties are not held at school. Parents of a child celebrating a birthday may provide a
nutritional snack or cupcakes for all students in the class. Based on growing concerns with food
allergies, please consider providing store bought items with the nutritional
information/ingredient label attached. Students may not distribute birthday party invitations in
class unless every child receives one.
Specific dates and times for classroom parties are established by the Principal
SCHOOL PARTIES
Food, beverage, and optional favors should be in keeping with the occasions and age of the
children. In cases where there is more than one class per grade level, classes should receive the
equal/same favors and refreshments. Emphasis should be placed on participatory activities that
provide fun and positive social interaction.
Party times are as follows:
• Christmas Party – December 15th
• Valentine’s Day – February 14th @ 1:30 – 2:30 p.m.
• Easter – April 13th @ 1:30 – 2:30 p.m. (PK3 to 1st Grade)
• Last School Day – June 1st (10 a.m.)
LOST /STOLEN/DAMAGED PROPERTY
The “Lost and Found” is located in the school office. Lost articles and books are to be turned in
to the office. Items left outside lockers, in the halls, on the window ledges, and in other places of
the school will be picked up and taken to the office. Please print your name in your personal
belongings. Unclaimed items may be disposed of at the end of the semester. Students are
responsible for their own personal belongings while on campus or at a school-related or schoolsponsored event.
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X. HEALTH
To ensure the safety and well-being of your child, the school must have complete up-to-date, and
accurate emergency and medical information on file in order to attend classes. It is required by
law, that each student must file a health form, signed by his/her physician prior to attending school.
A completed emergency release form authorizes the school to seek emergency medical treatment
in the event of a serious injury. In such an event, the parents will be notified immediately.
•
•
•
•

If a student is seen by the nurse consistently for persistent symptoms, the school may
require the student to see a physician.
All immunizations must be up-to-date and if any child receives any immunizations during
the year a copy should be given to the nurse.
Whenever you observe a cold or other illness developing, please keep your child at home
until you are sure he/she is no longer contagious.
The Galloway School requires that the child MUST be fever free for AT LEAST 24
HOURS before returning to school.

BACTERIAL MENINGITIS.
Education Code 38.0025 requires schools to provide all students and parents with information
annually relating to bacterial meningitis. The following information is to educate parents about
the symptoms of this disease and what to do in the event a student is diagnosed with bacterial
meningitis.
What is meningitis?
Meningitis is an inflammation of the covering of the brain and spinal cord. It can be caused by
viruses, parasites, fungi, and bacteria. Viral meningitis is most common and the least serious.
Bacterial meningitis is the most common form of serious bacterial infection with the potential for
serious, long-term complications. It is an uncommon disease, but requires
urgent treatment with antibiotics to prevent permanent damage or death.
What are the symptoms?
Someone with meningitis will become very ill. The illness may develop over one or two
days, but it can also rapidly progress in a matter of hours. Not everyone with meningitis will
have the same symptoms.
Children (over 1-year-old) and adults with meningitis may have a severe headache, high
temperature, vomiting, sensitivity to bright lights, neck stiffness or joint pains, and drowsiness or
confusion. In both children and adults, there may be a rash of tiny, red-purple spots. These can
occur anywhere on the body.
COMMUNICABLE DISEASES
The Galloway School follows the Texas Department of State Health Services Communicable
diseases guidelines for student exclusion from class. A student, faculty member, or staff member
must notify the school nurse if they have been diagnosed with a highly infectious disease and will
be excluded from all school activities.
The parent(s)/guardian(s) of a student with a communicable or contagious disease are asked to
telephone the school nurse/principal so that other students who have been exposed to the disease
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can be alerted. A student with certain diseases is not allowed to come to school while the disease
is contagious. These diseases include but are not limited to scabies, impetigo contagious,
ringworm of the scalp, infectious forms of conjunctivitis, and pediculosis (lice).
Communicable
Disease

Incubation
Period (days)

Chicken Pox

10 – 21

Common Cold
Pink Eye
Fever
Fifth Disease
German Measles

1–3
1–3
1
6 – 14
14 – 21

Head Lice

7 – 10

Impetigo Variable
Measles (Rubella)
Mumps
Ringworm of Scalp

3–7
7 – 14
1 – 26
10 – 21

Readmission Requirements
7 days from onset of rash or until all blisters
have crusted over
When symptoms subside (24-hours fever free)
Physician states that the person is non-infectious
Fever free
7 days from onset of rash
When treated and no signs of lice or nits is
present
When treatment has begun
5 days from onset of rash
10 days from onset of swelling
When treatment has begun

The Galloway School cooperates in conjunction with the state and local authorities regarding
public health concerns, such as different types of influenzas. Therefore, from time-to-time we may
discontinue, change, or adopt new policies if it is determined that certain circumstances warrant
the change.
FOOD ALLERGY MANAGEMENT PLAN
PLEASE COMLETE THE FOOD ALLERGY and ANAPHYLAXIS EMERGENCY CARE
PLAN form found in the appendix. In accordance with SB 27, effective August 1, 2012, the
School has adopted policy and procedure that allows for the development of a student food
allergy management plan that includes the following components:
•
•
•
•
•

Identification of students with food allergies who are at risk for anaphylaxis.
Development, implementation, communication, and monitoring of food allergy action
plans/emergency care plans, individualized health-care plans, as appropriate.
Reduction of the risk of exposure within the school setting to common food allergens.
Training for school staff regarding awareness of signs and symptoms of food allergies
and emergency response in the event of an anaphylactic reaction.
Review of care plans and procedures periodically and after an anaphylactic reaction at
school or at a school related activity.

Should your child have a food allergy that causes them to be at risk for anaphylaxis, contact the
principal. The Food Allergy Action Plan/ Emergency Care Plan form is attached. This form must
be completed by a licensed physician in the US before implementing the food allergy
management plan.
IMMUNIZATION
To attend school, students must be fully immunized against the following diseases: diphtheria,
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tetanus, polio, measles (rubella), mumps, rubella, haemophilus influenza, hepatitis B, and
varicella (chickenpox). In addition, children attending pre-kindergarten or other early childhood
programs must be immunized against invasive pneumococcal and hepatitis (A) diseases.
Immunizations are required for all children and students in Texas as defined in Title 25 Health
Services, Chapter 97.61-97.77 of the Texas Administrative Code.
Proof of immunizations may be personal records or previous school records that indicate the
month, day, and year of each immunization. Personal records must be validated by a licensed
physician or public health clinic. Immunization records must be in English. Your physician can
provide information on age-appropriate doses or acceptable physician validated history of illness
required by the Texas Department of Health.
Exclusions from immunization compliance are permitted for reasons of conscience, including a
religious belief. A signed affidavit must be presented by the student’s parent or guardian. The
affidavit form must be requested from the Texas Department of Health and is valid for two years.
Contact the principal for additional information to request the official affidavit form or go to
http://www.dshs.texas.gov/immunize/school/exemptions.aspx .
If a student should not be immunized for medical reasons, the student or parent must present a
certificate signed by a U.S. licensed physician stating that, in the doctor’s opinion, the
immunization required would be harmful to the health and well-being of the student or any
member of the student’s family or household. This certificate must be renewed yearly unless the
physician specifies a life-long condition.
Failure to provide appropriate immunization documentation will result in exclusion from school.
MEDICATIONS
The child may not, under any circumstances, bring medications to self-administer during the day.
When medications are given, procedures, as stated in the Texas Department of Human Resources
Code, must be strictly adhered to. Prescription medication (internal or topical) will be
administered only by the school and only when sent in the prescription container and
accompanied by written instructions from the parents at the beginning of the day.
If the facility policy includes administering medication to children a record must be made of
the following and kept for at least three months:
• Name of the child to whom the medicine was given
• Name of the medications
• Date, time and amount of medication given; and name (not initials) of staff administering
the medication.
• The medication must be administered to the child with written parental permission and as
stated on the label directions, or as amended by a physician.
•
•
•
•
•
•

Any medications brought by parents for their child must:
Be in the original container;
Be labeled with the child’s name;
Be labeled with the date (if prescription medicine);
Include directions to administer the medication; and
If prescribed, include the name of the physician prescribing the medication.
34

•

Must be received in the office at the beginning of the day.

Medication must:
• Be refrigerated (if required) and kept separate from food.
• Be kept out of reach of children or in locked storage.
• Be manufactured in the United States
VISION AND HEARING SCREENINGS
In compliance with state law, these tests will be administered by a licensed professional to students
in grades Kindergarten, 1st, 3rd, and 5th grades and to all new students when they enroll at the
school. If student fails screening, the parent must submit documentation from doctor clearing
student for school-related functions.
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XI. SAFETY PROCEDURES
The Galloway School places safety and security as the highest priority. In keeping with our
security policy, all exterior doors will remain locked during school hours, with the exception of
the main entrance into the lobby.
•

Parents and visitors must enter through the front of the school when coming to do
business or to retrieve a child.

•

All parents and visitors conducting business in the school must sign in at the front desk.

•

Faculty, staff and students are not allowed to open doors to anyone. If someone other
than a child’s parent is picking up the student, they will be asked to show their id. Please
do not be offended by this request.

•

Should you employ caretakers for your children, we request that you inform the student’s
teacher and the office personnel.

•

If the person picking up the student is not on file with the office or the office has not been
notified, the parents will be called to authorize them to take the child. If a staff member
is not able to contact the parent, the student will not be released to the individual.

•

If a student is going home with another student, the parent must inform the office
personnel by noon of that day either by phone, note, or e-mail. The student will not be
allowed to go home with anyone without parent permission.

•

Parent volunteers should sign in on the clipboard located at the window of the front office
area.

CHILD PROTECTIVE SERVICES
By law the Child Protective Services Division of the Texas Department of Family and Protective
Services has the authority under the Texas Family Code, Chapter 261, to do the following:
•
•
•
•

Interview children (on a school campus) suspected of being abused or neglected, without
prior notice to their parents.
School personnel are not typically present for these interviews.
Obtain a copy of the child's school records without parent's permission.
Remove a child in an emergency situation without first obtaining a court order in certain
narrowly defined emergency situations.

VISITORS
For the safety of our students and of those within the school, visitors must report to the main
office and officially register through the visitor check in system using a state issued driver’s
license or ID card to receive a badge prior to admittance to the school. Students may not go to
the parking lot or outside the building to meet a visitor or parent.
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Persons with official business are permitted on the school campus. Nonstudents, such as friends
from other schools, or siblings or relatives may not be on campus to visit during the school day
without permission from the principal, this includes pets or animals.
Visitors to individual classrooms during instructional time shall be permitted only with the
principal’s approval, and such visits should be limited to a duration of fifteen to twenty minutes.
Visits are not permitted if their duration or frequency interferes with the delivery of instruction
or disrupts the normal school environment. Unauthorized visitors may have charges of
trespassing filed against them. [See GALLOWAY SCHOOL Board Policy GKA (LEGAL)].
EMERGENCY WEATHER CONDITIONS or SCHOOL CLOSINGS
In the event of emergency weather conditions school closing announcements will be made on
local news channels and the 740 AM radio station. For inclement weather and school closings,
the Principal will send a message through and Teacher Ease. In the afternoon, school will remain
open until the regular school day has ended, unless severe weather warrants closing early. In that
event, parents will be called to pick up students. Please discuss inclement weather alternative
plans with your child in advance so they will be aware of what to do in this situation.
OTHER EMERGENCY SITUATIONS
The Galloway School has developed emergency procedures and security policies strictly for the
safety and welfare of all with special regard to children. The procedures are designed to allow
staff, students, and parents to respond appropriately in the event of a non-weather emergency
situation. These procedures have been developed with the assistance of local authorities and are
based upon guidelines from the Homeland Security Website.
Fire Drills and Other Disaster Procedures
• Fire drills are held periodically. Follow announced plans at school.
• Tornado (with warning) - Follow announced plans at each school.
• Tornado (without warning) - Drop to the floor in place. Protect head. Avoid windows.
Follow orders.
• Severe Weather - Follow instructions given by the principal.

SCHOOL CLOSING NOTIFICATIONS
The following radio and television stations will announce any official emergency closing of
school due to severe weather conditions:
KTRH
KIKK

740 AM Radio
95.7 FM Radio

KPRC
KHOU
KTRK
KNWS

Channel 2 TV
Channel 11 TV
Channel 13 TV
Channel 51 TV

School closings and other emergency messages will be displayed on the School website at
http://www.thegallowayschool.net.
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LOCKDOWN PROCEDURES
The following procedures are used when there is a threat in the surrounding area, directly outside the building, when
an intruder invades the premises or there is an imminent danger to the campus. There are three levels of lockdown:
Level 1 Lockdown
There is a potential threat in the surrounding area
• All students/staff outside must return to the class/inside
• All exterior doors are locked and secured
• No person may enter or exit the building until the “all Clear” is given by an administrator
• Students must remain supervised at all times
• A regular schedule may be maintained
• Students and staff wait for an “All Clear” prior to returning to normal operating procedures
Level 2 Lockdown
There is a potential threat outside the building
• All students/staff outside must return to class/inside
• All exterior doors are locked and secured
• No person may enter or exit the building or classrooms until the “All Clear” is given
• Students & staff must stay put
• Students and staff may not travel through the building for any reason
• Students and staff wait for an “all Clear “prior to returning to normal operating procedures
Level 3 Lockdown
There is an intruder or imminent danger inside the building and All students/staff outside must return to class/inside
• Staff ensures that students are moved to a closet/corner in the room away from doors and windows
• If there are no security problems in the classroom, stay put until your door is unlocked by an officer who
has the key
• No person may enter or exit the building or any classroom until the “All Clear” is given by administrator
• Parents will not be allowed to pick up children from school until the “All Clear” is given
• When “All Clear” is given, students and teachers will return to their regular activities or parents can pick up
child
• In some instances, it is possible that parent/student reunification process would be initiated

Teacher Duties
Ensuring student safety
Bring any students in hallway to classroom
Secure classrooms
Assist students as needed
Business Manager
Notify teachers on playground
Secure lower school exit doors
Sweep hallway for students
Post signs on lower school doors

Administrator Duties
Communicate w/staff & agency in charge
Sweep hallways for student/staff
Ensure building is secure

Admissions Director
Secure front & cafeteria doors
Sweep entry for students/parents
Post sign on front & cafeteria doors
Answer phones
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Programs Director
Notify coaches (soccer field)
Sweep upper school hall
Post sign on U.S. Doors
Answer phones

XII. STUDENT CODE OF CONDUCT
The Galloway School utilizes citizenship, self-discipline, and character as the foundation to
guide the development of students’ academic excellence and personal integrity in each student.
All students are expected to strive and to maintain the highest standard of behavior with both
their personal and academic integrity. We want students to be a credit to themselves, their
families, and their school.
Trustworthiness, Responsibility, Respect, Fairness, Caring, and Citizenship are the cornerstones
of living a successful life as a contributing citizen to society. Students are expected at all times to
treat fellow students, teachers, visitors, and special guest with respect and consideration.
Inclusion of all classmates in classroom and play activities, are expected of all students.
Social acceptance is important to everyone and makes a child happy. Happy children usually
love school, learning, and themselves. At The Galloway School we promote building one’s
character through self-esteem using our Character Education Program (Character Counts),
Manners in Minutes, and by attending weekly Chapel meetings.
The Student Code of Conduct is the School’s response to the requirements of Chapter 37 of the
Texas Education Code. The Code provides methods and options for managing students in the
classroom and on school grounds, disciplining students, and preventing and intervening in
student discipline problems.
Following you will find information about misconduct that may result in a range of specific
disciplinary consequences from re-direct and counseling with the student regarding their choices
all the way to the other extreme of potential removal from the classroom for disruption of the
learning environment.

GENERAL EXPECTATIONS OF STUDENTS
Each student is expected to behave in a responsible manner by:
• Consciously participating in class and being supportive of an effective learning and
teaching environment.
• Demonstrating courtesy and respect for others.
• Attending all classes regularly.
• Preparing for each class; taking appropriate materials and assignments to class.
• Being well groomed and dressing appropriately as defined by the school dress code.
• Obeying all campus and classroom rules.
• Respecting the rights and privileges of students, teachers, and other school staff and
volunteers.
• Respecting the property of others, including school property and facilities.
• Cooperating with and assisting the school staff in maintaining safety, order, and
discipline.
• Adhering to the requirements of the Student Code of Conduct and exhibiting the School’s
Core Values.
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GENERAL CONDUCT VIOLATIONS
The categories of conduct below are prohibited at school, and during all school-related activities.
The school may impose school or classroom rules in addition to those found in the Code. These
rules may be posted in classrooms or given to the student and may or may not constitute
violations of the Code.
1 - Academics
Academics are held with the highest regard along with the character program. With a strict focus
on academics and character building there should be little need to discipline outside normal dayto-day students learning boundaries as they grow into mature and productive individuals. With
that said, the following student code of conduct expectations will be adhered to at all time.
2 - Miscellaneous Offenses - Students shall not:
• Violate dress code and grooming standards as communicated in the student handbook.
• Cheat or copy the work of another.
• Engage in actions or demonstrations that substantially disrupt or materially interfere with
school activities.
• Repeatedly violate other communicated campus or classroom standards of conduct.
• Violate other communicated campus or classroom standards of behavior.
• Enter facilities designated for the opposite sex, or in facilities designed as Faculty Only,
Janitorial Only, or Custodial Only or other restricted areas.
3 - Disregard for Authority
Students shall not show a disregard:
• Fail to comply with directives given by school personnel (insubordination).
• Leave school grounds or school-sponsored events without permission of the appropriate
school official.
4 - Mistreatment of Others
Students shall not:
• Use profanity or make obscene gestures.
• Engage in physically aggressive behavior including but not limited to pushing, scuffling
or fighting.
• Threaten a student, employee, or volunteer, engage in bullying, or harassment
• Engage in inappropriate or indecent exposure of private body parts.
• Make written or verbal offensive or threatening remarks.
• Record the voice or image of another without the prior consent of the individuals being
recorded or in any way that disrupts the educational environment or invades the privacy
of others.
5 - Property Offenses
Students shall not:
• Damage or vandalize property owned by others.
• Deface or damage school property—including textbooks, technology and electronic
resources, lockers, furniture, and other equipment.
• Steal from students, staff, or the school.
6 - Students shall not possess or use prohibited items:
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•
•
•
•
•
•

Any object used in a way that threatens or inflicts bodily injury to another person.
A “look-alike” weapon.
An air gun or BB gun.
Pocketknife, or other small knife.
Matches or a lighter except as part of an instructional program.
A laser pointer for other than an approved use.

7 - Students shall not use an electronic device, including a cellular telephone or other
electronic device in violation of campus rules.
8 - Students shall not possess illegal, prescription, and over-the-counter drugs:
• Possess any prohibited substance in any form.
• Have or take prescription drugs or over-the-counter drugs at school other than as
provided by school policy.
9 - Students shall not misuse technology resources and the internet:
• Violate the school’s policies, and rules regarding technology use, or any agreements
signed by the student or the student’s parent regarding the use of specific technology
resources.
• Attempt to access or circumvent passwords or other security-related information of the
school, students, or employees or upload or create computer viruses, including off school
property if the conduct causes a substantial disruption to the educational environment.
• Attempt to alter, destroy, or disable school technology resources including but not limited
to computers and related equipment, school data, the data of others, or other networks
connected to the school’s system, including off school property if the conduct causes a
substantial disruption to the educational environment.
• Use the Internet or other electronic communications to threaten students, employees, or
volunteers, including off school property if the conduct causes a substantial disruption to
the educational environment.
• Send, post, or possess electronic messages that are abusive, obscene, threatening,
harassing, damaging to another’s reputation, or illegal, including cyberbullying
either on or off school property, if the conduct causes a substantial disruption to the
educational environment.
• Use e-mail or social media to engage in or encourage misbehavior including off school
property if the conduct causes a substantial disruption to the educational environment.
10 - Students shall not hinder the safety of the school or any individual within the school:
• Engage in verbal (oral or written) exchanges that threaten the safety of another student, a
school employee, or school property.
• Make false accusations or perpetrate hoaxes regarding school safety.
• Throw objects that can cause bodily injury or property damage.
• Discharge a fire extinguisher without valid cause.
DISCIPLINE MANAGEMENT
Discipline will be designed to improve conduct and to encourage students to adhere to their
responsibilities as members of the school community as well as their commitment to good
character. Disciplinary action will draw on the professional judgment of teachers and
administrators and on a range of discipline management techniques. Discipline will be
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correlated to the seriousness of the offense, the student’s age and grade level, the frequency of
misbehavior, the student’s attitude, and the effect of the misconduct on the school environment.
Because of these factors, discipline for a particular offense may bring into consideration varying
techniques and responses.
Techniques
The following discipline management techniques may be used—alone or in combination—for
behavior prohibited by the Student Code of Conduct or by school or classroom rules:
•
•
•
•
•
•
•
•
•
•
•
•

Verbal correction
Cooling-off time or “time-out”
Phone calls to parents
Seating changes within the classroom
Temporary confiscation of items that disrupt the educational process
Office or other assigned area referral
Counseling by teachers, or administrative personnel
Parent-teacher conferences
Parent-administrator conferences
Grade reductions for academic dishonesty
Community service with parental approval
Withdrawal of privileges, such as participation in extracurricular activities, eligibility for
seeking and holding honorary offices, or membership in school-sponsored clubs and
organizations

Routine Referral
A routine referral occurs when a teacher sends a student to the principal’s office as a discipline
management technique. The principal may then employ additional techniques.
Formal Removal
A teacher may initiate a formal removal from class if: (a) the student’s behavior has been
documented by the teacher as repeatedly interfering with the teacher’s ability to teach the class
or with the student’s classmates’ ability to learn, and/or (b) the behavior is so disruptive that the
teacher cannot teach, and the students in the classroom cannot learn.
Persistent Misbehaviors will result in In School Suspension, Suspension, Expulsion as
determined by the school principal.
BREACHES OF ACADEMIC INTEGRITY
Cheating
Cheating includes but is not limited to copying another student’s work and representing it as
your own; disregarding teacher instructions about collaboration (discussing a test, assignment or
project); using unauthorized notes during an exam; obtaining exam questions from another
student who has taken the exam; programming a calculator or other PDA and using it to access
answers; and/or helping other students cheat in any manner.
Plagiarism
Plagiarism is defined as representing work created by others as your own. This applies to words,
ideas, artwork, musical compositions or any graphic representations. It also applies to using
anything that was created by someone else without giving them proper credit.
42

The use of plagiarism is an unlawful act and can result in severe disciplinary action.
Collaboration
Collaboration is a violation of academic integrity if not conducted in a manner approved by the
teacher making the assignment. All student work is considered the product of individual effort,
research, creativity and reasoning. If collaboration between students or others is not approved, it
is considered cheating.
CONSEQUENCES FOR BREACHES OF INTEGRITY
The Principal, Teacher, and Parents will be notified.
Homework/Class work
Student will receive a zero on the assignments and his/her conduct grade will be lowered to an
“N” in the class the violation occurred and will receive a detention to be served immediately.
Tests/Quizzes/Major Grade Assignments
Student will receive a zero on the assignment, 2 detentions to be served concurrently and
immediately, and his/her conduct grade will be lowered to a “U” in the class in which the
violation occurred.
Forged Signatures
Student will be assigned 3 detentions to be served concurrently and immediately, or ISS.
Conduct grade will be lowered to a “U” in the class in which the violation occurred.
Plagiarism/Collaboration
Student will receive a zero on the assignment, parents will be notified, and if deemed necessary,
officials will be notified, and one week of ISS. Conduct grade will be lowered to a “U” in the
class in which the violation occurred.
PERSONAL INTEGRITY
The Galloway School not only supports academic integrity but also personal integrity among all
students. Bullying, harassment, intimidation, word-calling, name-calling, exclusion, and any
form of physical assault or mental manipulation will be considered an offense against an
individual.
BULLYING
Bullying is intentionally causing harm to others through verbal harassment, physical assault or
mental manipulation. Bullying also means any physical act or gesture or any verbally, written or
electronically communicated expression that could be considered:
•
•
•

Placing a student in reasonable fear of physical harm or damage to his/her property
Consistently or substantially disrupting the instructional program or the orderly
operations of the school
So severe, persistent, or pervasive that it creates an intimidating, hostile educational
environment for the student being bullied.

Bullying is unacceptable and will receive the most severe disciplinary actions.
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HARASSMENT
Harassment refers to the act of systematic and/or continued unwanted and annoying actions of
one person or a group of persons, including threats and demands. Harassment is behavior that
adversely affects another person physically or mentally.
Harassment is unacceptable and will receive the most severe disciplinary actions.
INTIMIDATION
Intimidation is the act of making someone fearful by intentional behavior which causes a person
to fear injury or harm. It may be inferred from the conduct, words or circumstances of the person
or persons using intimidation acts.
Intimidation is unacceptable and will receive the most severe disciplinary actions.
VANDALISM
The Galloway School is proud of our facility and strives to make sure it remains in good
condition for years to come. Willful or malicious destruction of any school or personal property
will be treated as a very serious violation. Parents will be called and the student will be subject
to disciplinary action or expulsion.
The student and his/her family will be held responsible for replacing or paying for any damages
or items that have been damaged due to vandalism. Other types of disciplinary actions are at the
discretion of the Principal.
DISCIPLINE PROCEDURES
We at The Galloway School are very lucky to have the wonderful students that we have and very
rarely does the Principal or staff have to deal with serious offenses. We try to provide a warm
and nurturing environment, which we feel, helps deter outward behaviors.
In order to ensure that the learning environment is safe and secure, students will be held
responsible for the consequences of their actions. Discipline shall be administered only when
necessary to maintain essential order and to protect students, adults, and property. All students
will be treated fairly and equitably. Students will be given the opportunity to discuss discipline
problems with the teacher(s) and/or administrator(s). Each case will be handled on an individual
basis. If a student causes a problem, however, he/she is expected to take responsibility for that
problem. Discipline shall be based on a careful assessment of the circumstances of each case.
Factors to consider shall include:
The seriousness of the offense, student’s age, frequency of misconduct, student’s attitude, and
other relevant factors including the specific situation or environment at the time of the incident.
The potential effect of the misconduct on the school environment, the requirements of The
Galloway School Parent-Student Handbook and cooperation of parents of the student.
In general, we often require students who have inappropriate conduct to go to “Time Out” to
allow the student time to calm down and think about his behavior. Additionally, apologizing to
any wronged person is an important part of the process and often offers the best solution of
conflict. Generally, disciplinary issues are handled first within the class environment and are
referred to the Principal only if serious or repeated.
DISCIPLINE MANAGEMENT PLAN
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(This plan is to be read by the Parents with the Student so both Parents and Students are aware of
this plan.) The purpose of the Discipline Management Plan is to insure a safe, orderly, and
constructive learning environment for all students at The Galloway School.
RESPONSIBILITIES OF STUDENTS
It is the student’s responsibility to:
• Attend school daily and on time except when ill or otherwise lawfully excused.
• Be prepared for each class with appropriate materials and assignments.
• Be properly attired and groomed in accordance with The Galloway School’s policies.
• Exhibit respect towards others.
• Conduct him/her in a responsible manner.
• Be aware of all school rules, including safety rules.
RESPONSIBILITIES OF PARENTS
It is the parent’s responsibility to:
• Encourage their children to obey all rules.
• Be sure their children attend school regularly and on time.
• Promptly report and explain absences and tardies to school.
• Participate and cooperate with the child’s teacher(s) to discuss their child’s progress and
behavior.
• Keep informed of school’s policies.
• Discuss progress reports, report cards, and school assignments with their children.
• Maintain up-to-date home, work, and emergency numbers and other pertinent information
to the school.
• Provide the school with appropriate legal documents when necessary.
JURISDICTION
The Galloway School has jurisdiction over its students during the regular school day. The
school’s jurisdiction includes any activity during the school day on school grounds, attendance at
any school-related activity regardless of time or location, and any school-related misconduct
regardless of time or location.
GENERAL RULES
Students at school or school-related activities are prohibited from:
• Throwing objects that can cause bodily injury or property damage.
• Damaging or defacing school property.
• Using profanity or inappropriate language.
• Failing to be cooperative with lawful directives from school personnel.
• Engaging in misconduct on bus.
• Engaging in name calling, ethnic or racial slurs, or derogatory statements either written or
spoken on school premises.
• Engaging in any kind of conduct that disrupts the school environment or educational
process.
• Physical aggression towards adults or students while on campus or on a school-related
activity.
• Non-physical aggression such as bullying or intimidation while on campus or on a school
related activity.
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• Excluding other students in class activities, recess, or other activities while on campus or
on a school related activity. Forming or otherwise participating in a secret society or gang
that seeks to perpetuate itself by taking in additional members on the basis of the decision
of its membership rather than on the free choice of a student in the school.
• Leaving the school grounds without the permission of school personnel.
ZERO TOLERANCE RULES
In addition to the above general rules, the zero-tolerance rules are designed to ensure the safety
and welfare of all students, parents, staff, and administration at the school. The zero-tolerance
rules are more serious offenses and may be treated as more serious versions of the General
Rules. Zero-tolerance rules apply to the following offenses:
• Use of profanity, abusive or other inappropriate language.
• Engaging in physical violence against students or adults while on campus or on school related
activity.
• Throwing objects with or without the intent to cause bodily injury or property damage.
• Possession of any device that is designed to be used as a weapon.
• Possession, selling, or using any unlawful drugs and/or alcohol while on campus or on a
school related activity. (See the Drug, Alcohol and Weapons Policy for more details.)
• Engaging in conduct that contains the elements of aggravated assault, sexual assault,
aggravated sexual assault, arson, murder, capital murder, or indecency with a child or other
student.
• Repeated violations of the General Rules outlined above.
• Engaging in bullying tactics such as name calling, ethnic or racial slurs, or derogatory
statements either written or spoken on school premises.
• Possession of fireworks, matches, or other incendiary devices.
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XIII.

STUDENT RECORDS

INSURANCE
The Galloway School carries student liability insurance in case a student is injured. This will cover
a portion of medical costs which is not covered by the student’s primary insurance policy. An
insurance claim form is available in the office and our business manager will assist you with the
information you will need to make the claim.
REGISTRATION – RE-ENROLLMENT – TUITION PAYMENTS
It is the responsibility of the parents to register and/or re-enroll their students for the coming
year. The Registration and Re-Enrollment “Tuition Schedules” are distributed in March of each
year. The re-enrollment and enrollment packets contain information concerning registration,
enrollment, re-enrollment, cancellations, and fee schedules as well as any associated fees. The
enrollment deposit is non-refundable and will be retained by the school withstanding notification
of withdrawal per the enrollment contract stipulations. Tuition deposit holds a “classroom place”
until the first tuition payment is due in July or August dependent on payment plan choice.
Specific details concerning the enrollment process can be located within the packets and on the
school website. Enrollment in FACTS automated tuition payments is mandatory.
Parents should read the enrollment contract in detail before signing. Enrollment contracts are a
binding agreement and parents will be held responsible for the full tuition for the year unless (a)
the student experiences an extended illness, (b) the School requests the student withdraw, or (c)
there is an employment required transfer outside of the Houston Bay Area.
TEXTBOOKS
Textbooks are a very costly item purchased with the student’s enrollment fee and are the property
of the school and the student. They must be cared for properly and is the student’s responsibility.
A reasonable amount of wear and tear is expected however excessive damage to a text book will

WITHDRAWALS
When a student is withdrawing from The Galloway School written notice must be given to the
Principal at least two weeks prior to the student’s withdrawal. All school accounts, including
tuition, library, cafeteria, classroom assessments, textbooks, etc., must be cleared before any
student records or report cards will be released. Any withdrawal notices not meeting the above
exceptions will need to be presented to and approved by the school board before release of
contract is allowed.
When a student is transferring to another school, the parent must sign a release form and be
cleared of any items to be returned before the office will release any records.
NOTE: All teacher recommendation forms or letters requested regarding a transferring student
will be mailed or faxed directly to the requesting school from the registrar’s office. No teacher
recommendation forms or letters will be given directly to the parents. Please allow at least one
week for delivery of recommendations and records.
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APPENDIX
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The Galloway School ‘Bring Your Own Device’ Agreement 2017-2018
Students and parents participating must adhere to the Student Code of Conduct, particularly
Internet Acceptable User Policy and Internet Safety Policy. Please read carefully and initial
each policy statement in the blank provided as well as sign at the bottom.
_____ Students take full responsibility for their devices. The school is not responsible for the
security of personal technology. Personal devices cannot be left at school.
_____ Devices cannot be used during assessments, unless otherwise directed by a teacher.
_____ Students must immediately comply with teachers’ requests to shut down devices or close
the screen. Devices must be in silent mode and put away when asked by teachers.
_____ Students are not permitted to transmit or post photographic images/videos of any person
on campus on public and/or social networking sites.
_____ Personal devices must be charged prior to bringing them to school and run off their own
batteries while at school. Charging will be available on a limited basis and is up to the teacher.
_____ To ensure appropriate network filters, students will only use the B.Y.O.D. wireless
connection in school and will not attempt to bypass the network restrictions by using a cellular
(3G, 4G, etc.) network.
_____ Students understand that bringing unauthorized devices on premises or intentionally
infecting the network with a Virus, Trojan, malware, or program designed to damage, alter,
destroy, or provide access to unauthorized data or information is in violation of the AUP policy
and will result in disciplinary actions.
_____ Students should not physically share their personal devices with other students, unless
they have written parent permission to do so. Any student who damages another student’s
device will be responsible for damages and the replacement costs or repair costs involved.
Please understand that the use of personal devices to support educational experience is not a
necessity but a privilege. With respect of the rules, this privilege will benefit the learning
environment as a whole. When rules are abused, privileges will be taken away.
I understand and will abide by the above policy and guidelines. I further understand that
any violation is unethical and may result in the loss of my technology privileges as well as
other disciplinary action.
_____________________________________________
Printed student name and Grade

Date

_____________________________________________
Signature of Student (Grades K-5 Only)

Date

Parent Signature (PreK-3 through 5th Grade)

Date

Parental Request to Restrict Internet Access
I have read the school’s Acceptable Use Policy. I DO NOT give permission for my child to use
Internet resources. I understand that alternative, equivalent resource opportunities will be
recommended for my child’s use. I certify that the information contained on this form is correct.
Date

Homeroom Teacher

Student Name

Print Parent Name

Home Address

Parent Signature
Phone

THE GALLOWAY SCHOOL
NEW PLANNED ABSENCE FORM
Complete and turn in this form to the Admissions Director two weeks in advance of the planned
absence. Each student has five allowable planned absences that can be excused. However, once
the five have been taken, the absence cannot be considered excused. Students will not be allowed
to make up missed assignments unless this form is completed, turned in, and approved by the
Principal. The Admissions Director will forward the form for signature to the Principal. The
classroom teacher(s) will give you a copy of the form. No work will be given ahead of time. All
work must be completed within the first week of your child’s return to school.

STUDENT:

GRADE:

REASON FOR ABSENCE:

PARTIAL DAY: (circle)

M

T

W

TH

F

Date/Time Out:

FULL DAY: (circle)

M

T

W

TH

F

Date:

First Day of Absence: (circle)

M

T

W

TH

F

Date:

Last Day of Absence: (circle)

M

T

W

TH

F

Date:

MORE THAN ONE DAY:

Student’s Signature:

Date:

Parent’s Signature:

Date:

Principal’s Signature:

Date:

BOARD APPEARANCE REQUEST FORM

Name: ________________________________________
Date: ________________________________________
Check one of the following:

□ Educational

□ Financial

I attended a conference on (dd/mm/yyyy)

□ Teacher

with:

□ Business Manager

□ Principal

Result of the conference:

Reason for meeting with the Board of Trustees: Result of the conference:

Parent Signature

Principal Signature

Board President Signature

Date

Date

Date

