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Mrs. Goff’s Classroom Handbook 
 

This handbook is to give you a quick overview of first grade. This will 
hopefully answer some questions you might have. Remember that I am always 
available to answer any questions that pop up during the year (either by 
phone or through an email). 
 
 

All About Me 
 Let me tell you a little bit about myself.  I am very excited to be at 
Culbert for another great year teaching first grade!  This will be my twenty-
seventh year teaching and will mark my fourteenth year teaching in Loudoun 
County; I taught first grade at Seldens Landing for three years before 
coming to Culbert Elementary.  I previously taught in Jefferson County, 
West Virginia where I taught Pre-Kindergarten, second grade, third grade, 
and sixth grade.  I received my Bachelor of Arts degree in Elementary 
Education (K-8) from Shepherd College (now known as Shepherd University).  
I later received my Master of Arts degree in Educational Leadership from 
West Virginia University.  I absolutely LOVE working with children and could 
think of no more rewarding profession than teaching.  
 
 
 

Communication  
BEE Folders (Bring Everything Everyday): These {GREEN BEE FOLDERS} 
folders will go home every night and come back to school every day.  This is 
our main communication line between the classroom and home daily.  Letters, 
notes, schoolwork, and homework will be sent home in this folder.  The 
students will be checking this folder every day to make sure I receive any 
notes/responses from home.   
     I am asking that a parent check the BEE Folder each night and clean out 
the Keep at Home side of the folder.  Any papers, which need your 
immediate attention, will be sent home in the Please Return to School 
pocket (also our Communication pocket).  Please look over these papers and 
return any necessary paperwork to school in the PLEASE RETURN TO 
SCHOOL pocket.  You will also use this pocket for your communications to 
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me.  Communications may include lunch money (in an envelope labeled LUNCH 
MONEY with your child’s name and Student ID on the outside), Book Orders 
(also in an envelope with your child’s name and BOOK ORDER on the outside 
of the envelope), dismissal changes, etc.   
 
 
 
Important Information 
 Please use the RETURN TO SCHOOL pocket to send in payment for 

lunch, book orders, etc.  When sending in lunch money, please place 
in an envelope and write your child’s name and Student ID number 
on the outside.  This makes it much easier in the morning.   
 

 If you are sending in a book order, please be sure to write your child’s 
name on the order form, tally up the form, send in either a check 
made out to Scholastic Book Clubs or the correct amount of cash 
{Please be sure to place the order form and payment in an 
envelope labeled with your child’s name and Book Order on the 
outside}.  You may also order online; that information will be sent 
home with the first book order.    
 

 
     These BEE folders are meant to last all year:  PLEASE take care of 
your BEE folder.  You should not draw, cut, or write on your folder, and 
please keep it away from any food or drink.   
The BEE Folders are costly; therefore if your BEE folder is lost or 
destroyed, you will be given a generic “BEE” folder to replace it.  
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Other Communication: The first grade team will be posting each nine-week 
plan on the first grade website; this will let you know what we will be 
covering throughout each quarter.  I will also post important information on 
my webpage on the KWC website.  If there is ever a time where you need to 
get in contact with me, please feel free to call the school, 540-751-2540 or 
e-mail me at traci.propst-goff@lcps.org.  Please be aware that we are 
not allowed to send any personal information about your child 
through e-mail. This includes grades, behavior, or personal 
matters.  If you need to talk about any of those things, please call the 
school, and I will return your call as soon as possible.  
 
Transportation from school:  If you need to change 
the way in which your child goes home on any day, 
PLEASE contact the Office by calling and letting them know what is 
changing; someone from the office will then contact me and let me know.  
We are asking that you do not send that information through email, as we 
may not have time to check email before Dismissal, and we want to make 
sure everyone gets home safe and sound.     
 
 
 
 

Class Directory   
 
     A Student Information Sheet was given out at the Open House.  Even if 
you do not want to be included in the Class Directory, please fill out the 
form and return it to school as I use this form to get in contact with you.  
Many children enjoy getting together outside of the school, and the 
directory is a great way for them to get in contact with each other.  The 
Class Directory will be typed and handed out soon. 
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Classroom Rules   
 This is not only my classroom, but I share this space with 18 first 
graders that are just as important as I am.  During the first week of school, 
we (as a class) will come up with a set of class rules we would like everyone 
to follow; rules that we all can follow.  We discussed what these rules meant 
to make sure we all understood.  I truly believe in logical consequences as 
part of our behavior system.  If a child were to write on his/her desk, 
he/she would have to clean his/her desk; if a child runs in the hall, he/she 
will have to practice walking in the hall, etc.   
      If your child has a Think Sheet in his/her BEE Folder, your child and I 
discussed the choices he/she made that day, and we filled out the Think 
Sheet.  I am asking that a parent discuss the Think Sheet with his/her child 
and sign and return the Think Sheet the next day.  I will be looking in the 
BEE Folder (Please Return to School side) for this sheet.  If you have any 
questions regarding the Think Sheet, you may write them on the Think 
Sheet, and I will get in touch with you.   
 
 

Ways to Be Recognized for an Outstanding Job!!! 
     
       If our classroom does a superb job on a task, receives a compliment 
from another staff member, or receives a Class Croc ticket, we can earn 
marbles in our marble jar or filling our bucket.  When our jar becomes full, 
our class will earn a class reward.  Rewards may include:  eating lunch in the 
classroom, receiving CROC cash, stickers, extra recess, 10 free minutes in 
class, hat day, etc.  Our class will vote on a reward we would like to receive.  
    
Individual Croc Cash (a component of our schoolwide PBIS program-our 
class matrix is hanging in our classroom) will be given out to individual 
students when they are “caught” following a classroom or school rule.  We 
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each have a CROC wallet to store our CROC cash.  Rewards are earned for 
receiving 25, 50, 75, and 100 CROC cash tickets.   
 

 
 MYSTERY HERO STUDENT (This is something we will do throughout 

the year).  Here is how it will work: 
✓ I will choose a student, and the student’s name will be kept a secret 

{we will create self-portraits for this}. 
✓ The student’s self-portrait will be placed in the Mystery Hero 

Student envelope. 
✓   I will tell the class that throughout the day (or some period of time 

during the day) I will be watching the student to see if they meet 
certain criteria (or rule I am expecting to see from everyone; we will 
review what the rule is and what is expected from everyone).   

✓ If the Mystery Hero Student meets the criteria, the name of the 
student will be revealed, and the Mystery Student Hero will receive 
CROC cash. 

✓  Then the whole class will receive 5 marbles in the jar; if the 
criterion is not met, then no one finds out the name and another name 
is placed in the folder for the next day or the next period of time. 

 
 
 

Here are our classroom rules: 

                 
 

I CAN: 
1. Listen when the teacher and others are speaking 

2. Raise my hand and wait to be called  
3. Keep my hands, feet, and objects to myself 

4. Use kind words 
5. Walk in the classroom and in the hall 

6. Follow directions the first time 
7. ALWAYS DO MY BEST! 
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Homework   
 In first grade, homework is a review of concepts/skills we have 
learned in the classroom.  It is a great way for the parents to keep up with 
what his/her child is learning in school.  Check your child’s BEE Folder 
(Return to School pocket) for any homework that may come home.  Each 
student should be reading EVERY night as part of his/her homework.  
Readers who practice only become better readers.  We will also discuss 
Homework during our Conference. 
 
  

 

Birthdays   
 We will celebrate our birthdays in the classroom. If you choose to 
celebrate your child’s birthday, you may bring in a treat for each student. 
These treats may NOT be edible treats. This follows a school wide 
policy. If you bring in an edible treat, it will not be able to be handed out to 
ANY student; I want to make sure everyone is safe.  
 If you would like to donate something to our class, you may want to do 
this for your child’s birthday.  You may wrap up a game or item for recess 
(age appropriate for second graders).  Your child may then “open” the gift in 
front of the class.  Our class would truly appreciate any activity you would 
like to donate.   

 Please be aware that birthday party invitations can bring hurt 
feelings.  I will gladly pass out birthday invitations to the class as 
long as each student in the class is given an invitation.  If you are 
going to invite certain students, please use the Class Directory to 
invite the children.   
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Snack    
 We will eat a snack at some point in the morning. Please send with your 
child ONE small HEALTHY snack to eat if you feel it is necessary; please 
make sure he/she knows what his/her snack is for that day, especially if 
he/she is a packer.  Snack time is a short break time in the middle of our 
morning.  PLEASE do not send juice/Capri suns/milk, etc. (those spills can 
be quite a sticky mess).  You may send in a water bottle for snack time, or 
your child may get a drink from the water fountain.  When sending in a water 
bottle, please make sure it is closed tightly-we want to avoid leaking water 
bottles.  Thank you in advance for your cooperation!!  

 
 
 
 

Lunch   
 Lunch is in the cafeteria.  You are welcome to come and eat with your 
child at any time.  If you plan to eat a school lunch with your child, please 
contact the cafeteria to let them know ahead of time.  They will need to 
make sure enough meals are prepared for the day.  I recommend that you 
put money on your child’s lunch account so that he/she does not have to keep 
track of any money.  The cafeteria manager will credit your child’s account 
each time you make a deposit.  You may pre-purchase meals by coming to the 
school, going on-line, or sending in a check with your child made out to 
County of Loudoun for the amount that you wish to purchase.  Please make 
sure that you put your child’s student ID number on the check and place any 
check or cash in an envelope labeled with your child’s name and Student ID 
number labeled with LUNCH MONEY.  You can also pre-pay for milk. 

 Students have the opportunity to purchase a variety of items (this is 
served every day), a cookie (served throughout the week), bottled 
water, cheese sticks, etc.  Please make sure you have a conversation 
with your child about what is acceptable for them to purchase when 
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going through the lunch line.  I am not in the cafeteria with him/her 
and cannot see who is getting what.  I think that he/she believes that 
if it is there, he/she is allowed to get it. 

 Another way to keep the stress level down in the cafeteria is to 
practice your child’s 6-digit student ID number. This number will 
stick with him/her as long as he/she stays in the county.  It will also 
be his/her number to log on the computer.  The faster he/she 
memorizes this number, the easier lunch and computer lab will be.  
Just a reminder:  for lunch, he/she only needs to memorize the 6-
digit number; for computer lab, he/she will need to know the 6-digit 
number and the birth date password.  Each student does have a 
nametag with each of these numbers printed on the back, but please 
review these numbers with your child.  

 

Our lunch is from 11:10-11:40 
 

Book Orders  
 Book orders are sent home throughout the year (usually once a 
month). These books are much cheaper than what you will find in stores.  I 
do not preview each of the books, so please read the description for each of 
the books you are considering.  All orders earn our class bonus points. These 
bonus points are used for buying books and materials for the classroom.  
Please do not feel pressured into purchasing anything from the catalogs; 
they are just a resource.  If you would like to purchase any of the books in 
the flyer, please write your child’s name on the order form, mark the items 
you wish to purchase on the order form, and write the amount of the total 
purchase in the box.  You may send in cash, but if possible, please write a 
check for the total amount payable to: Scholastic Book Clubs.  Please place 
the payment and order form in an envelope, and write your child’s name on 
the outside of the envelope and label it Book Order.  Thanks in advance for 
your cooperation!     
 
 
 
 
 



 
 

Open House/Back to School Night 2019-2020
   

9 

 
 
 
 
 
 

     Medicine   
 No medicine is to be kept in the classroom, including inside a backpack.  
Proper paperwork needs to be completed and given to Mrs. Lanham, our 
school nurse.  Cough drops are included in the medicine category and are not 
allowed in the classroom.  
 

 
Volunteers 

 I love working with volunteers and will do my best to use you in the 
classroom if you can give your time, and I will use Sign-up Genius to schedule 
many of our volunteer opportunities.  I know that many of you are busy but 
would still like to help in the classroom without having a “set schedule” and 
Sign-up Genius has been a great way to organize volunteers.    I truly 
appreciate any extra time you can put into our classroom.  To volunteer in 
our county/school/classroom, a Volunteer/Mentor Application needs to be 
completed and returned to school.  I will use Sign-up Genius to organize 
volunteering.     

 
 

Supplies  
 Many of you have purchased the school supplies needed now. Many 
parents have asked in the past if there is anything else we need for the 
classroom.  If you wish to donate items to our class, here are a few 
suggestions:  construction paper, color copy paper, stickers, and crayons.  
There are different projects we will do during the year in which we will need 
extra supplies, and I will contact you by email, letter, or Sign-up Genius.  
Throughout the year, a letter may be sent home in the BEE Folder asking for 
donations we might need to replenish (glue sticks, crayons, etc.)/or a Sign-up 
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Genius will be emailed.  I thank you in advance for your assistance in our 
learning.  
 
 
 

 
 

That’s All Folks 
 I hope some of your questions for the upcoming year have been 
answered.  I know we will have a great year together, and I am excited to 
meet with you and work with you and your child.  I welcome your questions, 
comments, or concerns at any time.  I will try to get back to you the same 
day I hear from you, but please remember that things can get crazy in this 
small classroom. A strong team of parents, students, and teachers can only 
build a stronger learning community.   
 
 
 
     Here is my contact information: 
 
E-mail:  traci.propst-goff@lcps.org and the Culbert phone number is 540-
751-2540.   


