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Updated August 2025 
Dear Parents/Guardians:  
Please read this handbook so you are aware of the school expectations and policies.   
 

Mission Statement 
 
The mission statement at Norton Elementary School is to provide a safe, healthy 

learning environment to equip students with the skills to become responsible 
community members. 

 
School Staff 
 
L. Myers    Principal  
L. Kinnear-Frazee  Administrative Assistant 
S. Teakles  Kindergarten 
A. Rodgerson  Grade 1 
C. Bernier  Grade 1/2 and Music 
S. Sampson   Grade 1/2 and Physical Education 
A. Willett   Grade 3/4 
N. McCullum    Grade 4/5 and Resource 
J. Mitton    Grade 4/5 
D. Materniak    Guidance 
TBD   EA 
D. Estabrooks    EA 
TBD     EA 
 

School Hours 
 
Students should not arrive before 7:45 a.m. as there is no supervision before this time.  Staff are on 
duty between 7:45 and 8:00 a.m.  The doors are locked at 8:00 a.m. so anyone arriving after this time 
will need to ring the buzzer for entry.  Please ensure your child has safely entered the building before 
leaving the yard.  

 
7:45 a.m. - 8:00 a.m.   Buses arrive  
7:45 a.m.    Doors open for student entry 
8:00 a.m.   Doors locked – ring buzzer for entry 
8:00 a.m. - 9:45 a.m.  Classes 
9:45 a.m. - 10:00 a.m.  Recess 
10:00 a.m. - 11:45 a.m.  Classes 
11:45 a.m. - 12:20 p.m.   Lunch & Noon Recess 
12:20 p.m. - 1:55 p.m.   Classes 
1:55 p.m. -2:00 p.m.  Dismissal/buses 
 
Students arriving after 8:00 a.m. are recorded as tardy.  The most crucial learning hours of a school day 
are in the morning; the time when students are most attentive.  Students who are tardy miss the 
beginning of their morning classes and important announcements for the day.  Late arrivals also cause a 
distraction to the teacher and students as instruction has already begun. 
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Morning Drop Off/Parking 
 
Visitors should park on the side of the school by the playground equipment.   Please refer to the map 
included at the back of this handout.  Staff parking is on the side of the school facing Route 121.   
 
When entering the school yard in the morning enter through the right-side driveway and follow the 
arrows to the drop off area.  (refer to map) 
Buses leave the school yard around 7:50a.m. If you arrive around this time the area is less congested.  
 
Children are not permitted to ride their bicycles in the school yard in the morning and at dismissal time.  
These are very busy times with vehicles and buses coming and going. Students must walk their bicycles 
when in the parking lot. 
 
***PLEASE USE EXTREME CAUTION WHEN IN THE SCHOOL YARD AND ALWAYS BE WATCHING FOR 
STUDENTS WALKING NEAR THE PARKING AREA.*** 
 

Afternoon Dismissal 
 
Students walking or being picked up wait in the 
entry way at the side entrance with a staff 
member supervising.  They will be released to 
an adult outside this entrance after the buses 
leave.  Please inform anyone picking up your 
child of these procedures. 
 

Transportation Bus Information    
 
Once you have registered on BusPlanner you 
will have access to your child’s bussing 
information.  You can also opt in to receive 
notifications about bus delays, cancellations, 
and route changes.  This video explains the 
process and can be found on the ASD-S 
website as well.            
https://youtu.be/vim3hnGvLWE 
 
Please do not send notes with your child 
regarding bus changes.  Students are not permitted to travel on a bus to an alternate location, unless 
approved by transportation.  To request an additional address, go to the ASD-S website and click on the 
Transportation tab.  You can also access your child’s bussing information when you register on 
BusPlanner.  You will need an email address and your child’s NBEN number to access the portal. The 
number can be found at the top of the report card, or you can contact the school for the number. 
 
For students in grades K – 2 a parent or caregiver must be visible at the afternoon bus drop-off location.  
Students may be returned to the school at the discretion of the bus driver if there is no one visible at the 
bus stop or residence.  More details on this transportation policy can be found in the attached “Pupil 
Transportation: What You Should Know” Pamphlet.  
 
On occasion, your child’s bus may be a few minutes late arriving home.  It may be due to unforeseen 
circumstances such as road construction or a bus arriving later than expected at the school.  If the bus is 
more than 10 minutes late, please call the school and we will investigate the matter. 

https://youtu.be/vim3hnGvLWE
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Pupil Transportation: Bus Safety   
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Storm Closures 
 

When inclement weather closes schools, the announcement is made beginning at 6:30 a.m. on 
local radio stations as well as Twitter and the ASDS website.  If you sign up for BusPlanner you will 
receive notifications on bus delays, etc.  The weather information phone line is:  1-855-535-7669 
[SNOW].  
 
Occasionally, there will be a storm delay (buses delayed for however long).  School will start at the regular 
time for those who walk or are driven.  It is the parent’s decision to send their child on stormy days.  
Absences on these days will not be a factor in a student’s attendance record. Schools may close early on 
days when the weather conditions are anticipated to deteriorate significantly during the day.  Every effort 
is made to notify parents by telephone for students in kindergarten to grade 5.  We also use media, voice 
mail, and email. Families are reminded of the importance of ensuring that alternate arrangements are in 
place for their child(ren) in the event they or another adult will not be available to be home.   
 

Attendance Matters  
 

There is a clear link between attendance and achievement; the more time students spend in school  
the more opportunities they have to reach their full potential. 

 
Attending school and being on time for class has a positive impact on learning.  It is difficult to “catch up” 
when time is missed.  Starting the day late can negatively impact a child’s entire day.  Good attendance 
helps to build habits that will transfer to life beyond school.   
 
Schools track student attendance through School Messenger and are committed to contacting you if we 
see irregular attendance.  If you require support or advice about attendance, our staff want to help you.  
We care about each child and want students to do their best and feel they belong at school.  It is 
important for school and home to work together for the success of your child.   
 

SafeArrival – Attendance  

 
Your can report your child’s attendance in advance on the School Messenger Program.  Once you have 
registered on the web site (posted on the NES webpage) or downloaded the app, you can report your 
child’s attendance in advance.  If your child is absent without prior notice, the system will automatically 
contact you at the phone numbers or email addresses on file.  If you report your child’s absence in 
advance using the toll-free number (1 833 219-9065), website or app, you should not receive a 
notification.  Please note, that you can only report your child’s absence using the phone number and/or 
email address that you enter when you set up your account. 
 
If, for any reason, you are not able to use the system you may still call the school office at 506-839-3000 
to report your child’s absence. 
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Positive Learning Environment 
 
Our positive learning environment strategies assist us in enhancing our school atmosphere.  Students are 
expected to obey school rules, do homework as assigned, and cooperate with staff.  Staff are committed 
to not only teaching the academic curriculum but also assisting children with skills necessary to 
contributing to a positive learning environment.  On occasion, student behavior may pose a pervasive 
disruption to the school’s positive learning environment as outlined in the Provincial Policy 703.  If this 
type of behavior persists, parents and/or guardians will be notified, and a formal plan of intervention may 
be necessary.  It is important for school and home to work together for the success of your child. 
 
Please see the Policy 703 Student Code of Conduct, and the NES expected behaviors at school included 
in this document. 
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Routine/Setting 

 Bathrooms Hallway and 
Stairs 

Arrival & 
Dismissal 

Classroom Playground Gym Assemblies 
 

 
 
 
Safe 
 
 

 
always wash 
your hands 

 
turn off the 
water after 

stay to the 
right 

 
one hand only 

on the 
banister 

 
walk on each 

step 

stay in line 
 

stay inside the 
school for adult 

dismissal 
 

always walk 

 
walk 

 
push in your 

chair 

 
stay in 

playground area 
 

play safely 

 
use stairs when 

exiting stage 
 

only use gym with 
supervision 

 
keep aisles clear 

 
 
 
 
Respectful 
 
 
 
 

 
quiet voices 

 
allow privacy 

 
always flush 

 
quiet feet 

 
voices off 

during class 
time 

 
quiet voices 

 
 

ball caps off 

 
wait your turn 

to speak 
 

hands and feet 
to yourself 

 
follow class 

rules 

 
use equipment 

properly 
 

take turns 

 
move as directed 

 
listen to presenter 

quietly 
 

keep your hands 
and feet to yourself 

 
 
 
 
 
Responsible 
 

use the 
bathroom 

quickly and 
quietly 

 
use 

appropriate 
amounts of 

soap and 
towel 

 
put paper 
towel in 

garbage can 

 
 

go directly to 
your 

destination 

 
 

remember your 
belongings 

 
 

arrive on time 

 
 

do your best 
 
 

take care of 
your belongings 

 
 

ask and accept 
help 

 
 

return equipment 

 
 

go to directed area 
for instruction 

 
 

use equipment as 
directed 

 
 
 
 
 

sit on your bottom 
 
 

 
 

 

 



9 

 

Homework 
 
Students are expected to complete homework assignments to the very best of their 
ability.  If homework is not completed, a brief note should be written to the teacher to 
explain the circumstances.  Depending on the nature of the homework assignment, it 
may be necessary for the student to complete the assignment during recess or noon. 
 
As your child becomes older, homework should play a regular part in after school routines. Make sure 
your child has a quiet place to work with all the materials needed close by.  
Children often need help organizing their time to complete projects requiring work over a given time.  
Resist the temptation, though, to involve yourself too heavily in the completion of the work.  This will 
help your child to develop independent life-long learning skills. 
 

School Literacy Initiatives 
 

Reading is a skill that must be continually practiced - the more a child reads, the better a 
child reads.  Many of our activities promote reading and encourage students to participate 
in programs that help them to learn to love reading.  Parents are encouraged to read to 
and with their child every day.  You are your child’s first teacher.  When your child sees 
you with a book, newspaper, or magazine, he or she has just had a first, essential lesson: 
that reading is important and enjoyable. 

 

Dress Code 
 
Students are encouraged to adopt a style of dress that is appropriate for a school learning environment.  
Belly shirts, halter tops and shirts with spaghetti straps are considered inappropriate for school. 
Everyone is asked to remove hats when entering the building.  To avoid playground accidents, shoes 
that cover the toes are recommended over open-toed sandals and flip-flops. 
 

No Pets at School Please 
 
While pets enrich many people’s lives, not everyone has the same level of comfort around them.  Some 
children and adults suffer from allergies and may fear dogs, cats, birds, etc.  To this end, we are asking 
you to refrain from bringing pets on the school grounds. 
 

Toys & Valuable Items  
 
It can be very upsetting for children if a favourite toy is lost or damaged.   It is strongly recommended 
that toys are not brought to school, unless specifically requested by the classroom teacher for special 
events.  If your child brings any of these items to school, staff cannot be held responsible for lost, broken 
or traded items as well as any disputes that arise as a result.   
 

***PLEASE NOTE:  ELECTRONIC DEVICES ARE NOT ALLOWED AT SCHOOL. THIS INCLUDES ALL 
CELL PHONES, IPODS, IPADS, NINTENDOS, ETC. *** 
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ASDS Schools are Scent & Nut Free  
 
Smoking is not permitted on school property and strong scented products should not be worn in the 
building.  All schools in ASDS are nut free facilities. We are committed to providing a safe environment 
for our students, employees and visitors and thank you for assisting us in keeping everyone safe and 
healthy.  
 
***THIS YEAR WE HAVE A NEW STAFF MEMBER WITH A SEVERE ALLERGY TO ORANGES. WE ASK THAT 
YOU PLEASE REFRAIN FROM SENDING ORANGES IN SCHOOL LUNCHES FOR THIS REASON. *** 
 

Medication 

 
Teachers cannot administer medication to a student without written consent from a 
parent or guardian.  This includes over the counter as well as prescription medication.  
Please contact the office for the proper medication permission form.  Medication should 
be given directly to the office or teacher and not sent with your child.   
 

Students with severe allergies requiring an Epi-pen are required to have an up-to-date Epi-pen at school.  
Parents are requested to meet with all school personnel including custodians and bus drivers to ensure 
everyone has the necessary information. 
 
During recess and noon, your child’s teacher may be supervising outside or be involved in meetings, etc.  
For this reason, we ask that children remain at home when they are not feeling well enough to go 
outside. 
 

Head Lice 
 

Anytime children come together at school, daycare, community clubs, etc. head lice cases commonly 
increase.  Be sure to check your child’s head weekly for any signs of lice or nits.  Although they are 
good crawlers, lice do not fly, jump, or swim.  Direct physical head-to-head contact is the usual method 
of transmission.  Mature lice which are no bigger than a sesame seed avoid light are hard to see.  Lice 
eggs (nits) are usually found close to the scalp.  They are tiny whitish ovals that are glued to the shaft.  
They cannot easily be flicked away as dandruff can.  Head lice do not transmit disease and are not a 
serious medical problem.  If you find head lice on your child, please notify the school, and treat your 
child before he or she returns to school.   
 
Some best practices for preventing the transmission of head lice include: 

-- Teaching your child not to share combs, brushes, hats, scarves, headsets, etc.  
-- Teaching your child to place hats and scarves inside his or her coat sleeves. 
-- Doing regular head checks of your child. 

 

Student Information Forms 

 
At the beginning of the year two forms are sent home with your child.  Any 
information that needs to be changed on the yellow data collection form should be 
done in ink before returning it to the school. The pink student information form is 
kept in the classroom for quick reference by the teacher. It is important to indicate on 
the form where your child goes after school, even if after school arrangements have 
not changed from the previous year.  If there are any changes in telephone numbers, 
emergency contacts, etc. please contact the school office promptly. 
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School Messenger - Telephone and Email Message System 
 

School Messenger is used to send voice mail and email messages to parents.  Messages may 
be sent from the school or district using the contact information on file. 

Whenever contact numbers or e-mail addresses change, please let the school know so we 
can update them in the system.  It is very important that we have up-to-date contact 
information.  The default contacts are set by the system, but you may set your preferences 

on the school messenger app as to which numbers and/or emails you wish the system to call or not.   
You also may be able to set your preferences settings on your phone. 

 

Home and School Connection 

 
Ongoing communication between home and school is crucial in making school a positive experience for 
both you and your child.  Parent-Teacher Conferences are held in the fall and spring, but parents do not 
need to wait until reporting times to discuss their child’s progress. Don’t hesitate to call your child’s 
teacher anytime you have questions, concerns or just want to touch base to see how your child is doing.   
The best time to call is after 2:15 p.m. 
 
Newsletters are posted each month on the school website.  Under the “Messages Home” tab you will 
also find information that has been sent home via school messenger.  The link to our school website is:  
http://web1.nbed.nb.ca/sites/ASD-S/1811 .   
 
The Norton Elementary School Parents’ Association (NESPA) co ordinates the Hot Lunch & Milk Program. 
They are able provide many resources and activities for the school through various fundraisers 
throughout the year.  Parents are encouraged to become a member of the “Norton Elementary School 
Parents” Facebook group as information is also posted on the group page. 
 

Your child’s homework book is a highly effective communication tool as well.  Notices or 
forms are placed in the vinyl pouch in the front of the homework book.  Check your 
child’s book bag each day.  If possible, fill out and return forms the next school day.  
Written notes, money, etc. should be placed in the pouch so they do not get lost in the 
bottom of the book bag. 

 

Notes From Home 
 
Students can only be released to a person who has been designated on the Student Information Form.  
If you wish to add someone to your list, please contact the school.  For changes in bus arrangements, 
please refer to the transportation section of this handbook.  If a teacher does not have a note saying 
otherwise, students are dismissed to their usual after school location.  When a child does not have a 
note, but indicates a different location, every effort is made to contact someone before the end of the 
school day.  If we are unable to do so, the student is sent to the usual after school destination. 
 

http://web1.nbed.nb.ca/sites/ASD-S/1811
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Although it is important for your child to have a consistent routine after school, we realize that 
emergencies do arise occasionally.  Below are a few suggestions to assist us in safeguarding your 
child(ren): 
 

 We ask that you speak with your child(ren) if there is a change in the usual after school routine.  
Younger children may become upset when after school arrangements are unclear to them.   

 
 If there is a change in plans for more than one day, it is best to send a separate note for each 

date.  The notes are placed beside the classroom door, so they are easily accessible at dismissal 
time.  This is an extra measure to avoid any miscommunication, should we have supply staff on 
that day. 

 
 Be as specific as possible when writing a note: “Jane Doe will be picking up Sally at school” 

instead of “Sally’s grandmother” – we may not know who her grandmother is. Also be sure to 
put the date on the note.  The more information you give us, the better. 

 
 Again, please discuss with your child the arrangements that you have made for after school and 

the importance of giving the note to the teacher.  Insert the note in the vinyl pouch of the 
homework book to ensure it does not get lost between home and school.  
 

 Should a change be required during the school day, please contact the office before 1:30 p.m.  
The school office is very busy at the end of the school day and messages received after this time 
may not be delivered to the classroom before dismissal time. 

 

 

 

 

 

 
Thank you for reading this valuable information.  Please sign below. 

 
I have read the above information. 
 
________________________________________  ____________ 
Parent/Guardian Signature                        Date 
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NORTON ELEMENTARY SCHOOL SITE PLAN 

 
 

Staff Parking 
Entrance-Exit  
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Staff Parking 2-way Traffic 
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Green Play Area 

Basketball Pad 

Side Entrance 

Emergency 
Access 

Only 

NO 
ENTRY 

Emergency 
Access 

Only 

NO 
ENTRY 

BUS ENTRANCE 

Front Entrance 

Outdoor Classroom Area 

Short Term 
Parking 

BUS ZONE 
NO VEHICLES 

BUS ZONE 
NO VEHICLES 

Student Drop-off 
Entrance & Exit 

1-way 
Traffic 

1-way 
Traffic 

Student  
Drop 
Off 

Playground Structure 

BUS ZONE – NO VEHICLES PERMITTED 

 


