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Emerson Elementary School Staff 
Position     Name              Phone #    
 
Principal     Sheryl O’Brien   538-8240 
Office Manager    Lori Coady    538-8240  
Kindergarten            Beth Branshaw   538-8389 
      Kathy Butler    538-8298 
      Karen Eichelsdoerfer   538-8393 
      Cynthia McMillan   538-8394 
      Alison Tangvald    538-8387 
First Grade               Jeanette Mitchell   538-8384 
      Molly Mozzone   538-8395 
      Danielle Parker   538-8388 
      Kathy Parker    538-8391 
      Cori Plato    538-8241 
      Tim Webb    538-0038 
Resource              Denise Hall    538-8396 
Title 1      Becky Root    538-8383 
P.E.                         Shon Schreiber    538-8423 
Nurse                       Melanie Robertson   538-8288 
Psychologist              Mary Burns    538-8293 
Speech      Sharon Stolen    538-8297 
Occupational Therapist   Carol Surbeck    538-8415  
Librarian                  Kathy Lytle    538-8247 
 
Para Educators:     

Jana Bickar    Debbie Bradley 
   Alice Ekman      Peggy Furth 

 Judy Halvorson   Charlotte Helland 
Carmen Riffe    Patty Schreck     
Linda McCaslin 

 
Bilingual Para Educator   Magdalena Cristo   538-8382 
Tech. Specialist    Christa Roberts   538-8246 
Head Custodian    Carol Keene    538-8249 
Custodian     Karen Lee    538-8229 
Head Cook     Cindy Carrigan   538-8248 
Cook      Jodi Gibbons    538-8248 
 

You can reach staff by email using their first initial with their last name: 
Example:  Sheryl O’Brien  sobrien@hoquiam.k12.wa.us   

 



 
 

Attendance 
Research shows that children who attend school regularly are more likely to be successful learners. 

 
The law requires students that are enrolled in a public school attend full time that school is in session.  It 

is the responsibility of the parent to ensure the child is in attendance when school is in session. 
 

You will be notified by phone or mail after your child has had one unexcused absence. 
 

After two unexcused absences, you will be required to have a conference to determine the 
causes/solutions to the attendance situation. 

 
If your child has seven unexcused absences in a month or ten unexcused absences in a school year, the 

school will file a petition to juvenile court. 
 

With these strict laws in mind, please call the school at 538-8240 before 9:00 a.m. each 
morning that your child will be absent. 

 
The following are valid excuses for student absences or tardies: 
• Participation in a school-approved activity 
• Illness, health condition, family emergency or religious purpose 
• Pre approved activity agreed upon by principal and parent 
• Short-term suspension 

 
The following are not valid excuses for student absences or tardies: 

• Failure to submit any type of excuse statement to the school 
• Any absence other than those indicated above 

 
 

♦ Request to Stay Inside During Recess or Lunch: 
If a student has been ill and parents are requesting that he or she not be allowed outside for recess or 
noon playtime, a dated note MUST be sent to your student's teacher each day. 
 

♦ Tardies: 
In the event students are late coming to school, they need to check in with the office.  It is important 
that each student makes every effort to be on time.  

 
♦ Arriving or Leaving Early: 

Students must bring a note or parents may call the school office if a student has a doctor or dentist 
appointment.  No student will be allowed to leave the school grounds without first checking with the 
office.  Parents need to report to the office to sign their student out.  Students will be called to the 
office to meet their parents. Your cooperation is appreciated. 

 
♦ Attendance Law: 

Please see RCW 28A.225 for more information regarding school attendance laws. 
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Emerson School Daily Schedule 

 
 
 
 

 
 
 
 

 
 

Meal Prices 
...Please note:  All students that receive reduced meals will be able to eat 

breakfast and lunch free of charge this year! 
 

Breakfast:    Milk:    Lunch: 
Paid:  $1.25   Paid: $.35   Paid: $2.00  
Reduced:  FREE       Reduced: FREE 

 
o You may send money each day with your child to purchase individual 

meals, however because of the age of our students, we highly 
recommend making a deposit of any amount into their individual, 
personal account. 

 
o Our computer system keeps track and deducts each meal from their 

account. 
 

o The state auditor tells us that school lunches must be paid for on the 
day the student eats lunch.  This presents us with a problem when a 
child forgets to bring his or her money or cold lunch, as we are not 
supposed to charge lunches.  Again, making a deposit avoids this 
problem. 

 
o If you have any questions, please feel free to call Emerson School,  

538 - 8240. 
 

Bi-Monthly Memo 
Twice a month, your child will receive a newsletter 
with updates and information regarding Emerson 
Happenings for the month.  Please look for this to come 

7:55-8:25 Breakfast is Served 

8:30 Day Begins 

8:35 Tardy  

11:05 - 11:43 Lunch 

2:45  Dismissal 
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home at the beginning of the first and third weeks of the month to 
keep you current. 
 

Student Drop-Off and Pick-Up 
Please refer to the Emerson Parking map, located at the back of the 
handbook, regarding specific zones used for parents picking up or 
dropping off their students. 
 
 

Walkers 
Supervision is provided at the stop light corner.  Adults will assist 
students crossing the street at the light.  Please encourage 
your child to cross with the adult at the light. 
 
 

Emerson Manners 
The students and staff at Emerson are all expected to be 
respectful. “Emerson Manners” are posted so all can use a common 
language of respect.  You can help reinforce manners at home by 
using the following language with your child. 
 

◊ You’re Welcome 
◊ May I? 
◊ Excuse Me      
◊ Thank You 
◊ Please 
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Discipline Policy at Emerson 

Administrative discretion shall guide the disciplinary process. 
 

Our belief is that all children will make mistakes, and there is no mistake so 
great it cannot be fixed.  We teach, re-teach and re-teach positive behaviors.  
Our goal is to help students fix their mistakes by:  

 

o Telling the truth and take responsibility for their actions 
o Helping them find a way to make amends for their actions. 
o Helping them make a plan so they do not repeat their mistake. 

 

In the classroom, teachers sometimes use time-outs in a “watching chair” to 
give students the opportunity to cool off and think about appropriate 
behaviors.  On the playground, students may be asked to sit down by the wall 
for brief periods of time to also cool off and think about appropriate 
behaviors.  In some instances, students that become violent, use extreme 
profanity or interfere with the learning environment of others will be put in 
the time-out room until we are able to ensure others’ safety and well-being.  
 
Discipline is progressive.  Once the teacher has exhausted their discipline 
procedures within the classroom, the student may be sent to the office.  When 
the student visits the office, they will work through these steps: 

o A warning 
o Loss of Recess time 
o In-House Suspension and a call to parents 
o Out of school suspension and a call to parents to set a meeting for the student to 

re-enter into school 
 
In rare cases, a suspension or expulsion may be considered and discipline 
procedures may be skipped due to the seriousness of the situation.  These are 
dealt with on an individual basis, with administrative discretion, according to 
district policy.   
 

Emerson’s goal is to assist students in all areas of their social and academic 
growth.  We believe all students can learn and take every opportunity to 
teach! Please see Policy 3241 for more information. 
 
 
 
 
 
 



 
 

Space Bubbles 
The goal for students at Emerson is for them to become aware that everyone 
has a space bubble around them.  Sometimes this bubble is big and 
sometimes it is small.  It changes all the time depending on how we are 
feeling.  Sometimes we like people close to us and sometimes we do not 
want others in our space bubbles. 
 

◊ You need to ask permission to get into someone else’s space bubble 
◊ You need to tell others when they get into our space bubble 

o Example, “Please stay out of my space bubble.” 
 

 
 

 
 

 
 

 
Emerson Elementary School Parent-Teacher Organization (PTO) 

The Parent Group at Emerson Elementary School is a busy, dedicated group 
of parents who genuinely care about the welfare of our school and our 
students.  This group sponsors many of the special activities, which occur 
throughout the year.  Please watch our newsletters for announcement of 
activities.  Everyone is welcome to attend our monthly meetings.  They are 
the first Thursday of each month at 6:30 pm.  Meetings are also announced in 
the school newsletters.  
 
 
 
 
 

Volunteers and Field Trips 
We welcome those that would like to assist in the education of the students at 
Emerson Elementary.  Any individual that volunteers in the classroom or on 
a field trip will need to have a background check prior to the event.  Please 
ask in the office for a form to fill out.  Please keep in mind this process could 
take up to a couple of weeks.  You must provide a copy of your social 
security card and driver’s license.  If you would like to volunteer in the 
classroom, please contact Becky Root at 538-8240. 
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English Language Learner Program 
Emerson Elementary provides students that qualify with an English Language Learner (ELL) Program.  
This program emphasizes language development through a variety of strategies.  Most importantly, 
they are taught to embrace the process of learning while retaining their pride in their cultural heritage.  
For more information regarding this program, please contact Magdalena Cristo at 538-8382. 
 
 

Visitors 
Visitors are encouraged to visit school whenever they can.  Please call the 
principal a day in advance to arrange a classroom visitation.  All visitors 
must check in at the office and pick up a visitor's button before entering the 
halls or a classroom.  All visitors must wear a visitor's button.  This identifies 
authorized visitors for our staff and students. 
 

 
Character Traits 

The Hoquiam School District identifies one character trait each month as a 
focus.  Please check out the School Newsletter for information regarding the 
trait of the month.  Information will be provided to assist you with ideas on 
how to reinforce the trait at home. 
 

Library 
All students will visit the library once a week.  First-grade students will be 
allowed to take home their library books only if they have filled out a form 
provided by Mrs. Lytle, the librarian.  Parents or guardians of students will 
be held responsible for any books lost, stolen or damaged. 
 

 

Appropriate Dress 
Emerson Elementary School encourages students to dress comfortably and 
appropriately for school. Below are the expectations of students attending 
Emerson School. 
 
All articles of clothing must be free of any references to tobacco, drugs, 
alcohol, sex, gangs, profanity or anything disruptive to the learning process, 
implied or explicit.   
 
Teachers will deal with matters of appropriate dress, consulting the principal 
if needed.  Please see Policy 3224 for more information. 
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Birthday Treats 

Parents are invited to bring birthday treats to school to share with the class.  
These treats must be purchased at a store and come to school in store 
packaging.   In addition, parents need to make arrangements with the 
classroom teacher one day prior to the delivery of the treats. 

 

Toys and Trading Cards 
Please keep all toys and trading cards, etc. at home. (e.g. Digimon, Pokemon, 
etc.)  These tend to interrupt the learning process and take instructional time 
away from our students. 
 

Inclement Weather 
In case of inclement weather, call the weather message number at 538-8300.  
You can also listen to the radio or watch T.V. for information regarding 
school closure. 
 

Communicable Diseases and Parasites 
Please notify the school if your child should contract a communicable 
disease, such as; head lice, measles or chicken pox.  If your child attends 
school with head lice or nits, he or she will be sent home.  A notice is sent 
home with the student explaining the situation and how the child may return 
to school.  Please see Policy 3414 for more information. 
 

 
School Mascot 

Our school mascot is a teddy bear. We encourage students to wear teddy 
bears on Fridays.   

 

Insurance 
Our school district offers an optional student insurance plan.  If you are 
interested in this information, please call the front office.  If you do not have 
insurance on your child, we urge you to review this plan.  A brochure will be 
provided during orientation. 
 

Lost and Found 
Please label all items belonging to your child with their first and last name.  



A lost and found area is provided for unlabeled, unclaimed clothing.  During 
conferences, items are placed on tables for easy identification by parents.  
Unclaimed items are given to the local clothing bank at the end of the year.  
Items that are labeled with the student's name are returned to the student 
without being placed in Lost and Found. 
 
 

 
 

Medicines 
The parent and physician must complete medication forms if your child is to 
take medication of any type during school hours.  All medication and 
completed forms must be turned into the office.  Medicine must always be in 
the original container.  It will be kept locked in the school office. School staff 
will supervise the administration of the medication.  Copies may be picked 
up in the office.  Please do not send your child to school with any medication 
(such as aspirin, cough syrup, etc.). Please see policy 3416 for more 
information. 
 

Bullying and Harassment 
Emerson is committed to a safe and civil educational environment for all 
students, employees, volunteers and patrons, free from harassment, 
intimidation or bullying. “Harassment, intimidation or bullying” means any 
intentional written, verbal, or physical act, including but not limited to one 
shown to be motivated by any characteristic in RCW .9A.36.080(3), (race, 
color, religion, ancestry, national origin, gender, sexual orientation or mental 
or physical disability), or other distinguishing characteristics, when the 
intentional written, verbal, or physical act: 
 

• Physically harms a student or damages the student’s property; or 
• Has the effect of substantially interfering with a student’s education; or 
• Is so severe, persistent, or pervasive that it creates an intimidating or threatening 

educational environment; or 
• Has the effect of substantially disrupting the orderly operation of the school. 
 

Nothing in this section requires the affected student to actually possess a 
characteristic that is a basis for the harassment, intimidation, or bullying. 
“Other distinguishing characteristics” can include but are not limited to: 
physical appearance, clothing or other apparel, socioeconomic status, gender 
identity, and marital status. Harassment, intimidation or bullying can take 
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many forms including: slurs, rumors, jokes, innuendos, demeaning 
comments, drawings, cartoons, pranks, gestures, physical attacks, threats, or 
other written, oral or physical actions. “Intentional acts” refers to the 
individual’s choice to engage in the act whether or not the impact or results 
were intended. 
 

Harassing another student by using e-mail or other on line methods is not 
acceptable and can be subject to school discipline.  Cyber-bulling is 
prohibited. 
 
Anyone may use informal procedures to report and resolve complaints of 
harassment, intimidation or bullying.   In addition, anyone may initiate a 
formal complaint of harassment, intimidation or bullying, even if the 
informal complaint process is being utilized.  Please see policy 3207 for 
more information. 
 
 

Sexual Harassment at Emerson School 
 
Sexual Harassment is an issue that concerns all members of a school 
environment.  Any remarks or behaviors that are unwelcome or uninvited can 
be considered sexual harassment. These can be in the form of verbal, non-
verbal, visual or physical in nature.  
  
All of the behaviors above will be dealt with seriously.  Students at Emerson 
School need to believe that they are in a safe environment and it is the 
responsibility of school staff to make that a reality for our students.  
 
The Hoquiam School District is committed to a positive and productive 
education and working environment free from discrimination, including 
sexual harassment. The district prohibits sexual harassment of students, 
employees and others involved in school district activities. 
 
See policy 6590 in the district policy manual, which is located in the 
Emerson School office for complete information regarding Sexual 
Harassment. 

 
Tobacco Free and Weapon Free Zone 

The state legislature has passed laws making state schools both smoke 
(tobacco) free and gun (weapon) free zones.  No individual, either student or 
adult is allowed to use tobacco products on school property.  It is against the 



law for any individual under the age of 18 years to smoke.  Furthermore, 
state law prohibits any individual (except designated law enforcement 
officials) from possessing or using guns, look-alike guns or other weapons 
(including dangerous items of clothing or jewelry) on any school campus.  
Students who violate the weapon law face possible expulsion from 
Washington State Schools.  Please see procedure 3241P for more 
information. 
 

Parent Involvement Plan 
Emerson School has developed a parent involvement policy with the parents 
of our students and staff members.  This plan is reviewed and revised 
annually through our Parent -Teacher Organization (PTO).  A Board-
approved district parent involvement policy is available at the District Office.  
Please see Title I Policy 2108 for more information. 
 
 

Student Conduct  
All students are expected to obey all rules at school, during the school day, as 
well as during any school activities conducted on or off campus.  Special 
rules are also applicable while riding on a school bus.  The following rules of 
conduct provide a guideline for students. 
 
Respect for the Law and the Rights of Others - While in the school, the student shall respect the rights 
of others. Students who involve themselves in criminal acts on school property, off school property at 
school-supervised events, or off school property are subject to disciplinary action by the school and 
prosecution under the law. 
 
Disruptive Conduct - A student shall not intentionally cause a substantial and material disruption of any 
school operations. Illustrative of the kinds of offenses, including, but not limited to are: 
 
Damage or Theft of Property - A student shall not intentionally or with gross carelessness damage 
school or private property. 
 
Extortion, Assault or Causing Physical Injury - A student shall not extort anything of value, threaten 
injury or attempt to cause physical injury or intentionally behave in such a way as could reasonably be 
expected to cause physical injury to any person. 
 
Leaving Campus During School Hours - A student shall not leave the school campus during the school 
day unless excused by the school office.  
 
Vulgar or Lewd Conduct - Any lewd, indecent or obscene act or expression is prohibited. 
 
Weapons and Dangerous Instruments - A student shall not possess or transmit any object that can 
reasonably be considered a firearm, air gun or a dangerous weapon.  
 
Minor conduct violations will result in any or all of the following:  



 
♦ Conference with the principal 
♦ Meeting with school officials and parents 
♦ Choices 
♦ Suspension 
♦ Expulsion 
 
Possession of firearms on school property will result in a one-year mandatory expulsion, subject to 
appeal with notification to parents and law enforcement. RCW 28A.600.420 
 

If you have any questions regarding this information, please contact the 
school. Please see policy 32440 for more information. 
 

 
Reporting 

At Emerson School we strive to address incidents and deal with them in an 
appropriate manner.  Imperative to this process is prompt reporting of 
incidents.  It is the student’s responsibility to ensure an adult is aware of any 
issues that occur that have not been observed.  If a student does not feel the 
incident has been dealt with to their satisfaction, they have the option of 
reporting to the principal where it will be investigated further and addressed 
with the student.  Likewise, if a parent hears of an incident from their child 
upon coming home from school and is not aware of any adult intervention, 
they are encouraged to call the school and find out if there was a resolution to 
the problem.   Please understand if the school is unaware of problems it is 
difficult to ensure all incidents are dealt with and that students feel safe at 
school.  It is important to us that issues are dealt with promptly and as they 
occur.  
  

Hat Rule 
Students at Emerson are asked to take their hat off when they enter the 
building.  They may store their hat in their backpack. 
 

Retention 
Retention is a team decision in which parents are 100% in agreement.  The 
team, teacher and parent, will evaluate data concerning their child’s school 
progress, as well as educational and psychological needs. 
 

Release of Student Information 
Student records are confidential and they shall not be released other than as 
provided by law.  Please see Procedure 3240 for more information. 
 

School Board Policy and Procedure Reference List 
The following additional subjects are addressed in the Hoquiam School 



Board Policy Manual.  A copy of the manual is available at Emerson for your 
reference.  It is also available on the district website. 
 

o Drug and Alcohol Policy:  Procedure 3241P 
o Nondiscrimination Compliance:  Policy 3210 
o Student Rights and Responsibilities: Policy 3200 
o Homeless: McKinney-Vento Act 
o No Child Left Behind (NCLB):  Notification of Teacher Quality 

 
Emergency Situations 

Fire Drills are held monthly according to state law.  Students and staff are to 
immediately evacuate the building and congregate, with their classroom 
teacher, in the field. 
 
Earthquake and Tsunami Drills are held twice a year.  Students are to drop 
and seek cover under their tables or the nearest sturdy furniture.  When 
tremors cease, students will congregate, with their classroom teacher, in the 
field and proceed up to Lion’s Park.   
 
Two Lockdown Drills will be held during the school year as well.  Students 
will be instructed on the procedure within their classroom. 
 
Students will be asked to bring a few essentials, in a gallon zipper baggie, to 
be placed in a rolling container, which will be taken to Lion’s Park if there 
should ever be an emergency. 

 
Cell Phone Use 

Cell phone use, by students at Emerson, is prohibited unless prior 
arrangements have been made with the principal. 
 

WeTip 
WeTip is a program designed to help keep our community safe by providing 
an opportunity to report any vandalism or crime anonymously.  Their number 
is: 1-800-782-7463 (1-800-78-CRIME).  There may be a reward if the people 
are apprehended. 
 

Response to Intervention - Parent Involvement 
The district shall inform parents regarding the use of scientific, research-
based interventions, including: the amount and nature of students’ 
performance data collected and the general education services provided; 
strategies used to increase the student’s rate of learning; and the parents’ 



right to request a special education evaluation.  
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Parent Form 

 
I have read and discussed the Emerson School Handbook with my child.  

Please sign at the bottom and return no later than Friday, September 18.  If 
you have more than one child at Emerson, you only need to sign one form. 

 
 

I have read and discussed the handbook with my child. 
 
Child’s Name:   _____________________ 
 
Child’s Name:   _____________________ 
 
Child’s Name:   _____________________ 
 
Parent Signature:  ___________________ 
 
Email:  _____________________________ 
 



Date:  ____________________________ 
 
 

Thank you for taking time to go over this with your child. 
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