
A note from Mrs. Layman: 
Welcome to the 2015-2016 school year. The staff at Tolbert is very 
excited about working with each of you this year to ensure the best 
possible educational experience for your child.  I would like to start the 
year with a few pointers that will help you to support your child as he or 
she progresses through the year. 

1) Meet your child’s teacher. If you were unable to attend Back to 
School Night or Open House, please contact your child’s teacher 
as soon as possible. It is vital that you and the teacher make 
contact early in the year and work together to ensure a successful 
school year. 

2) Understand how your child’s teacher will be communicating with 
you.  Each teacher has a monthly newsletter and webpage. In 
addition, papers are sent home weekly, and an agenda is used 
daily in grades 2-5 for homework and communication. If you have 
questions, do not hesitate to contact the teacher immediately.  

3) Update your contact information. Have you changed cell phone 
coverage or your home phone or email? Did you let the school 
know?  In your first day packet, there is a copy of your child’s 
Student Profile. Update your contact information. If your child is 
ill or hurt, we have to be able to contact you! 

4) Establish a schedule that includes a set time and place for 
homework and a set time for bed. Elementary-aged students 
need at least 10 hours of sleep a night. 

5) Begin the day with a healthy breakfast. Not sugar! 
6) Get your child to school on time and avoid early dismissal. School 

begins at 7:50 a.m., but students may arrive beginning at 7:30. 
The school day ends at 2:35 for afternoon kindergarten and 
grades 1-5. Teachers begin instructional activities when the 
students enter the room in the morning. Valuable instructional 
time is lost when students are tardy or leave early. 

 
Also included in this first newsletter is information about my Guiding 
Principles, Meal Prices, school committee news, attendance and 
transportation information, and this year’s theme. 

Have a wonderful school year!  

Elaine Layman, Principal 

 

Tornado Activities in 
August/September 

Tuesday, August 25 

Kindergarten Pump It Up Event 2-4 p.m. 

Thursday, August 27 

Back to School Night  6-7 p.m. K-2; 
7:30-8:30 p.m. 3-5 

Friday, August 28 

Open House 9:00 a.m. Kindergarten; 
1:30-2:30 p.m. Grades 1-5 

Monday, August 31 

First Day of School; 7:50 a.m. – 2:35 
p.m. 

Thursday, September 3 

After school program info. Goes home 
Tuesday, September 8 

PTA Board Meeting 2:45 p.m. library 

Wednesday, September 9 

PTA Spirit Night Manhattan Pizza 

Wednesday, September 16 

Odyssey of the Mind Information Night 

Friday, September 18 

Watch DOG Info. Night 

*If, due to a disability, you need 
assistance to enable you to participate 

meaningfully in these events, please 
contact the principal of the school at 
least five working days prior to the 

event. 
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Mrs. Layman’s Guiding Principles 

In order to be able to set goals and know if you have achieved your goals, it is essential that you 
know where you are headed and what sets that direction.  You must also understand your own 
beliefs and recognize that they are non-negotiable when making decisions. 

In order to help you better understand some of the decisions that will be made at Tolbert 
Elementary, it will help you to understand my beliefs: 

Children come first. 

All children can learn, no matter what their background, experience, ability, or disability. All 
children can learn and progress.   

In order to teach the whole child and to help each child grow to be as successful as possible, 
children must be instructed in heterogeneous and inclusive settings. These settings must be 
positive, free of judgment, and must promote self-worth.  

All children have the right to be educated in a safe environment. The foundation of effective 
discipline is teaching children to make the right choices and to understand the expectations. 

It is imperative that we engage our students in meaningful activities and hold them 
accountable for their learning.  

Positive, frequent parent communication is the key to a strong home/school relationship. 

Conflict is O.K.; without it, we cannot grow and change. Change is difficult because it upsets 
our established patterns of behavior. Change takes time. 

If I cannot face a parent and say that “it” would be O.K. for my child, then “it” is not O.K. for 
yours. 

Teaching is the hardest job there is. Our teachers are a gift to the students of this 
community. They do not hear how appreciated they are often enough! 

Elaine Layman, Principal 

  



 

Our theme – Pay it Forward – Our School, Our Community and Our World 

Loudoun County Schools are focused on our Superintendent’s strategic plan, Vision 20/20 which 
defines what an LCPS graduate should know and be able to do. The One to the World initiative 
is a means to develop instruction around standards focusing on real world problems and 
challenges for an audience outside the classroom. 

At Tolbert Elementary we are centering our work around a common theme. Throughout the year, 
grade levels will be focusing on this them as they design projects and experiences for their 
students.  This past summer, teams from each grade attended Project Based Learning training. 
PBL is a means to design “One to the World” experiences. We are very excited about the work 
of our teachers and the coming year. 

Mark your calendars for our Earth Day Event on April 22nd. 

 

Transportation 

In the morning, car riders are dropped off in the kiss and ride area where adults are there to 
greet them.  There is a good chance that the traffic will back up so please allow plenty of time so 
that your child is not tardy. 

There are three ways to pick up your child at the end of the day. 

1) He or she can ride the bus. 
2) If he or she is a car rider, cars will pull up in front of the building after the buses are 

dismissed, and students will walk to the car. 
3) If he or she is a walker or is being picked up on foot, the waiting zone is on the west end 

of the building outside the fifth grade hallway. Walkers will be released after the buses 
pull away. 

Meal Prices for 2015-2016  School year 

There has been a decrease in meal prices for all students. Students who qualify 
for free or reduced price lunches will not be charged this year.  

The meal prices for the 2015-2016 school year are as follows:  

Breakfast: K-5:   $2.10; Reduced: No Cost 

Adults:  A la Carte 



Lunch: K-5 $3.00; Reduced: No Cost 

Adults:  $4.10 

As a reminder, adults pay more for the same portions because federal law requires that 
we charge a meal based on all associated costs with producing that meal. 

A-la-carte pricing will be determined once our annual food bids have been 
awarded. 

Food Recovery Program 

Tolbert Elementary participates in the Food Recovery Program. This program 
saves uneaten, packaged foods like milk and yogurt to be donated to Interfaith 
Relief.    

Health Clinic Information 

Our school’s health clinic specialist is Kathryn Stephens. She works in the health office each day 
from 7:30 a.m. until 3:00 p.m.  A health clinic specialist (HCS) works under the direction and 
supervision of a registered nurse (resource nurse).  School staff can contact the school resource 
nurse at any time for advice or emergencies.  HCSs are trained in first aid, cardiopulmonary 
resuscitation (CPR), use of an external automatic defibrillator (AED), and medication 
administration.  The resource nurse visits the school regularly.  Our resource nurse is Kelly Thomas. 
Health office personnel (HCSs and nurses) are not allowed to make a medical diagnosis.  If you 
have an urgent medical concern, please take your child to their personal physician or a medical 
facility.   
 
• If your child has any significant medical needs, please notify the HCS/RN even if the school has 

been notified in previous school years.  If your child has asthma, diabetes, seizures, life-
threatening allergies, or other medical conditions, you and the physician will need to complete 
a form so the school can understand and address your child’s needs. These forms are available 
on the Loudoun County Public School (LCPS) website. These forms must be updated each 
school year.  

 
• School-Sponsored After-School Activities and Sports 

If your child has diabetes, an epinephrine auto-injector, an inhaler, or other emergency 
medication at school, please notify the teacher/sponsor that your child has the health concern.  
Also notify the health clinic specialist/nurse 2 weeks prior to the event.  The clinic is closed after 
dismissal and the HCS/RN is not in the building.  Arrangements need to be made to have 
medication available and to train staff.  It is strongly suggested that middle and high school 
students carry their own inhaler and/or epinephrine auto-injector for quick access to 
medication.  For students to carry an inhaler, the physician must complete and sign the “Asthma 
Action Plan” giving his/her permission for the student to carry the inhaler, and the parent and 
student must sign page 3, the “Parent/Student Agreement for Permission to Carry an Inhaler”. 
For students with an epinephrine auto-injector, the physician will need to sign the bottom of the 
“Allergy Action Plan” and the parent and student will need to sign page 2 under “Agreement for 
Permission to Self-Administer and/or Carry Epinephrine.”  For students with diabetes to carry 
any of their medical supplies, the diabetes form, Part 4: “Permission to Self-Carry and Self-
Administer Diabetes Care,” will need to be signed by the physician, parent, and student. 

 
• If your child is ill because of a contagious disease such as the flu, strep throat, 

chickenpox, etc., it would be helpful to note the reason for the absence when you call 



the absentee call-line.  This will help the school take measures to know the extent of the 
disease and reduce its spread. 

 
• Students who have fevers should be kept at home until free of fever for 24 hours.  Students 

who do not feel well should stay home.  When students come to school ill, they not only are 
unable to participate fully in class, but they may also infect other students with their illness. 

 
• A parent or guardian must deliver any medication (prescription or non-prescription) to the 

school office or health office.  Students may not transport any medication to or from 
school.  Parents are responsible for picking up any unused medication. Medication remaining 
in the health office at the end of the year will be destroyed according to state law and LCPS 
guidelines.  

 
• If your child takes a prescription medication and missing a dose would have serious health 

consequences (seizure medication, insulin, etc.), it is strongly suggested that a 24-hour supply 
of the medication be left in the school Health Office in case of a prolonged school day.  The 
medication must be in an original pharmacy-labeled bottle and have a physician’s order on file 
in the health office.  The order must give the times during the 24-hour period that the medication 
is to be administered. 

 
• The HCS/RN must have written instructions from the physician in order to administer 

prescription medications.  The instructions should include:  
 student’s name; 
 name and purpose of the medication; 
 dosage and time of administration; 
 possible side effects and measures to take if those occur; 
 end date for administering the medication; 
 parent/guardian signature giving permission to administer medication and to 

contact physician, and physician’s signature.  
 LCPS will not accept parent/guardian amendments to a physician’s order, 

including any restriction of the principal’s designee (HCS/RN) from contacting the 
physician to clarify the medical order.  

 The “Authorization for Medication Administration” form should be used for 
physician’s orders.  Copies of this form as well as other medical forms are available 
in the school office or at the LCPS website under Student Health Services. 

 
• All prescription medication must be in the original pharmacy bottle with the proper label 

containing the student’s name, medication, dosage, and instructions for administration.  Upon 
request, most pharmacies will provide an extra labeled bottle with the proper amount of 
medication for school.  Please do not send more than a 60-day supply of medication.   

 
• If the HCS/RN needs to administer non-prescription medication:  

 it must be provided by the parent/guardian in an original package with the name of 
the medication and instructions; 

 she must have a note from the parent regarding when and how much medication 
to administer; 

 she will only give the amount listed on the package for your child’s age and weight 
and for the recommended length of time the student should receive the medication 
unless she has doctor’s orders on the “Authorization for Medication Administration” 
form to dispense differently; and 

 she cannot administer medication that is not in its original container. 
 
• For the HCS/RN to give acetaminophen (generic Tylenol) to your child, you must have 

completed the section on the emergency card that gives permission and sign it.  
Parents/guardians of elementary students will be contacted before any acetaminophen is given 
in order to assure that it has not been given at home.  Because acetaminophen taken in large 
amounts over a period of time can cause liver damage, middle and high school students may 



only receive four doses of acetaminophen in a four-week period.  Before a fifth dose is given, 
the parent/guardian will be contacted. 

 
• Be sure to keep the “Emergency Information” updated so we can reach you if your child is ill or 

injured.  This can easily be done on-line through the Parent Information Management System 
(PIMS) on the LCPS website. 

 
• All 3rd, 7th, and 10th grade students and students new to LCPS will be screened for vision and 

hearing during the first 60 days of school.  Kindergarten students who did not have distance 
vision screening or hearing tests within two months of the beginning of school will also be 
screened.  

 
• The Commonwealth of Virginia requires that school divisions provide information on 

scoliosis to parents of students in grades 5-10.  The scoliosis flyer on the next  two pages 
is provided by the school at the  
beginning of each school year. 

 

 

The Responsive Committee manages the implementation of the RI framework. Tolbert Elementary 
uses the RI framework to analyze student progress and to design reading and math instruction. 
The RI framework has several critical elements: Solid core instruction, universal screening of all 
students, tiered, research based interventions, data collection and decision making, and record 
keeping.  All students will be screened the second week of school to determine who may be in 
need of additional reading and math support through reading and math interventions. Our 
designated intervention time is 8:00-8:30 a.m. and is called Power Up. Also, throughout the school 
year, during Power Up, all students in grades 1 through 5 will participate in Discovery groups with 
our Art, Music, Physical Education, Guidance, Technology, Library and Search teachers.   

Positive Behavior Interventions and Supports (PBIS) 

The PBIS Committee manages the implementation of the PBIS framework. The Use of the Positive 
Behavior and Intervention Support (PBIS) Framework means that we have common school-wide 
rules: Respect Self, Respect Others, Respect Property. We reward students as a group and 
individually for positive behavior choices. We collect and study data so that we can address areas 
of concern both on a school-wide and individual basis.  The PBIS framework provides a continuum 
of support for all students. During the first week of school, students will be engaged in lessons 
regarding the expected behaviors in different areas of the school. We teach the students what 
appropriate behavior looks like and reward them when they demonstrate it to us. 

Equity 
The Equity Team will plan and carry out activities to heighten staff awareness of the differing 
needs of our students and will help to develop our understanding of the cultures, ethnicities, and 
differences that makes each student unique. The Equity Team takes the lead on PEP (Parents as 
Education Partners) Program and the Cultural Fair. 



STEM/OTTW – Science, Technology, Engineering, and Mathematics/ One to the 
World 
Our STEM/OTTW committee works to set goals for incorporating Science, Technology, 
Engineering and Mathematics activities into instruction and to provide students with experiences 
that focus on critical competencies and standards while solving real-world problems. Last year, 
they were able to integrate STEM lessons into the curriculum at every grade level as well as host 
our STEMmania event which was attended by over 1,000 people. STEM activities build increased 
rigor and 21st century skills into our curriculum. This year we are adding an Earth Day Event in the 
spring to both celebrate our Pay It Forward themed projects and to provide resources and education 
for our community. 

Attendance 101 ~ We Need YOU! 
 

Tolbert families, we are so glad that we work in a community where parents place a high degree of 
importance on their children’s education and on regular school attendance. Out of 52 elementary 
schools in LCPS, Tolbert Elementary had the best attendance rates in the county. THANK YOU! 

Here is some important information about attendance:  

We are completely aware that some appointments need to occur during the school day. When this 
happens, please have your child attend school before or after the appointment. This will not count 
as a day absent, which helps to achieve our annual attendance goal of 95%.  

Whenever a student is absent from school, documentation is required to verify the reason for the 
absence. Parents/Guardians are required to notify the school as to the reason for the absence. 
This may be done through the school’s Absentee Phone-in line (571-252-2871). Any absence not 
confirmed by the parent/guardian will be considered unexcused. If the parent/guardian has not 
called the school to verify the absence, the school will make a reasonable effort to call the 
parent/guardian to verify the day’s absence. Upon the student’s return to school, a written 
explanation from a parent or guardian is required for each absence.  The note should include: 
date(s) of the absence, reason for the absence, and signature of the parent/guardian.  

Students are excused for personal illness, a death in the family, medical or dental appointments, 
court appearances, religious holidays, illness in the immediate family, or emergencies that require 
the student to be absent.  

If a student is absent, whether excused or unexcused, for more than 10% of the total number of 
days membership, we will send a letter to the parents/guardians requiring a physician’s note for all 
further absences. A copy of the attendance letter sent to the parents/guardians will be placed in 
the student’s cumulative folder.  

At the point at which a student accumulates 5 unexcused absences, a referral will be made to the 
Attendance Officer. 

Occasional tardiness for valid reasons is not a serious offense; however, repeated or habitual 
tardiness encourages the formation of undesirable personal habits and disrupts the orderly 
instructional process of the school. When a student arrives tardy, parents must escort their child to 
the office and assist him/her in obtaining a tardy pass to class. This is required to ensure the safety 
and well-being of the student.  In addition, the school may require the parent or guardian to provide 



justification to determine the reason for the student’s tardiness. If this does not occur and 
documentation is not provided by the parent, as to the reason for the tardy, the tardy may be 
considered unexcused. If a student is tardy more than 10 times, a letter will be sent to the parent 
as notification of the school’s concern for the student’s non-attendance, and a physician’s note may 
be required. If the pattern of tardiness does not improve, a referral will be made to the Attendance 
Officer. 

 

 

 

 

Do You Need a Paper Copy of the Newsletter? 

Please fill out the following information and return it to your child’s teacher. 

I would like a paper copy of the newsletter. 

Youngest student’s name (please print)  ___________________________ 

Name of Child’s Teacher ____________________________ 
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