
 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

Principal’s Message 

Welcome to South Branch Elementary School!  This year’s Handbook has 

been significantly reduced in size as we have moved a number of the items 

to the front of your child’s agenda.  Please take some time to read both this 

book and the agenda so that you are aware of South Branch and all it has to 

offer. 

To help develop our children in all aspects of their lives, we offer a wide 

variety of co-curricular activities and encourage students to become 

involved in every way possible.  Whether your interests are in the arts, 

technology, sports, or community volunteerism you belong at South 

Branch! 

We encourage our parents to become involved in school life at South 

Branch.  School Council elections are held every fall with meetings on a 

monthly basis.  The research is clear-when parents, students, teachers and 

administrators work together collectively, we create the best opportunities 

for our students to learn and grow.  We invite you to join our amazing team 

in whatever way you can.  

Best wishes for a great year at South Branch-- BELIEVE ACHIEVE SUCCEED 

and be proud to be a part of the Tiger family. 

Ms. Jill Pensa  

Principal    

  



 

School Council 
South Branch School Council is formed by a group of parent volunteers.   
School Council fundraises to cover the cost of items such as busing for 
school trips, rejuvenation of sports equipment and investing in technology 
at South Branch.  Parents can also get involved with a variety of programs at 
the school (hot lunch, book swap, etc) and also as a classroom volunteer.  
Information concerning how to get involved as a parent volunteer will be 
sent home on the first week of school. Council meetings are the 2nd 
Tuesday of the month; the first meeting will be on Sept. 12th at 6:30 PM.  All 
parents are welcome to join us and learn all about the cool school their 
children attend. 

MISSION  
Embracing our journeys by inspiring ALL learners.  

CREDO 
We BELIEVE in good character, good citizenship and a safe, inclusive 
learning environment in which all students can ACHIEVE and interact 
positively with each other.  Meaningful learning opportunities will be 
provided for all so that everyone can SUCCEED. 

 

Upper Canada District School Board 

MISSION 

We prepare all students for a successful life 

VISION 

Creating Futures, Leading and Learning for All 

VALUES 

Caring, Fairness, Empathy, Honesty, Perseverance, Resilience, 
Responsibility, Respect, Courage and Generosity 



 

 



 

South Branch Staff List (as of August 7, 2017) 

Adamson 

Berry 

Bowman 

Pam 

Tara  

Beverly 

Grade 2/3 

Core French  

Educational Assistant 

Bryan Carrie Kindergarten 
   

Demik Patricia Educational Assistant 

Elliott 

Gaw 

Cathy  

Deb 

Lead Custodian 

Financial Assistant 

Gaw  Jane  Grade 2 

Harrington 

Hodgson 

 Roxanne 

Judith 

Registered Early Childhood Educator 

Grade 4 

Kay  Kristina  Grade 6  

Kennedy 

LaBrash 

Lassen 

Joanne 

Christie 

Sharren 

Educational Assistant 

Vice Principal 

Educational Assistant 

Lynch  Pat Grade 4/5 

Malette Janice Educational Assistant 

Matheson  Chantal  LRC 

McCool Sheri Grade 1 

McCracken Melissa Grade 3 

McKim 

Mellaney 

Millen 

O’Connor 

Sheryl 

Tamara 

 Helen 

Joanne 

Educational Assistant(on leave) 

Grade 3 

Office Assistant 

Music 

Paterson 

Pensa 

Judi 

Jill 

Educational Assistant 

Principal 

Peters  Lisa  Core French and Grade 5 



 

Price  Ali Grade 1/2 

Ross 

Rothwell 

Scott 

 Angie 

Tammy 

Cory 

Kindergarten 

Registered Early Childhood Educator 

Kindergarten 

Shaw-Byrd  Katherine Learning Resource Coach 

Smith 

Spronck 

Stone 

Taylor-Morrow 

Tetreault 

Trayner 

 Tiffany 

Jennifer  

David 

Jodi 

Darlene 

Wendy 

French 

Grade 5(.4) 

Grade 6 

Grade 1 

Educational Assistant 

Registered Early Childhood Educator 

Somerville Pamela Office Administrator 

Wormald  Tom Grade 5 

 

 

  

. 



 

GENERAL INFORMATION 

DAILY SCHEDULE 

 Arrival       9:00 am - 9:10 am 

 Morning Entry Bell    9:00 am 

Periods 1, 2, 3 & 4    First Instructional Block    9:10 am - 11:30 am 

 Outside recess                               11:30 am - 11:50 am 

 Nutrition Break                                11:50 am - 12:10 pm 

 Second Instructional Block 12:10 pm -   1:30 pm  

 Outside recess   1:30 pm -   2:10 pm 

 Third Instructional Block  2:10 pm -3:30 pm 

 Dismissal   3:30 pm 

 Bus Departure   3:40 pm 

 NOTE: Students who walk or are driven to school are requested to 
arrive at school no earlier than 9:00 AM and no later than 9:10 AM.  This will 
ensure that staff is in the school to supervise your children 

 

 

 

 

 

 

 



 

OUR SCHOOL IMPROVEMENT PLAN FOR STUDENT 

ACHIEVEMENT(SIPSA) 

Our SIPSA plan is focussed on primary literacy and junior math.  As 

we move forward with our plan to improve teaching and learning 

in our building, we will keep you informed periodically through our 

monthly newsletter. 

APPLICATION OF CODE OF CONDUCT 

The Code of Conduct sets clear standards of behaviour. These standards 
apply not only to students, but also to all individuals involved in the school 
system – parents, volunteers, teachers and other staff members – whether 
they are on school property, on school buses, at school-related events or 
activities, or other circumstances that could have an impact on the school 
climate.  The full Code of Conduct is in the Agenda Book.  Please take the time 
to review this with your child(ren). 

Further information on UCDSB Safe Schools Policies and Procedures can be 
found on the board website: http://www.ucdsb.on.ca/default.htm 

Absences and Lates (Safe Arrival) 
It is very important that when possible, your child be in attendance at 

school and that they arrive to school on time.  Attending school is one of 

the most important factors in your child experiencing success in learning. 

Please call the school (613-258-1919) prior to the start of the school day 

when your child is going to be absent in order for us to maintain accurate 

records. Please leave us a detailed message on our answering machine, 

providing your name, your child’s name and the reason for the absence. 

Please note that we have safe arrival procedures for students, which 

requires all unaccounted student absences to be followed up with a phone 

call to a parent. We must continue to call until we get verbal confirmation 

regarding your child’s absence. These calls will include calls to your 

identified home number, work number and emergency contact(s) and if no 

successful contact is made a call to police may occur.  As part of the Safe 

Arrivals procedures, when inclement weather has cancelled buses, we 

require parents of students who walk to school to contact the school in the 

http://www.ucdsb.on.ca/default.htm


 

usual manner to explain the absence.  Thank you for your cooperation in 

this important aspect of our school operations. 

Each absence, late, and early pick-up interferes with the child's learning 
program.  Students are expected to be prompt in arriving at school and 
absences and early pick-ups must be for legitimate reasons. 

If a student is absent from school on a frequent, unexplained basis, the 
Board's attendance counsellor/family support worker may be contacted so 
that appropriate action may be taken. 

Accident or Illness 
Any accident that occurs on school property should be reported 
immediately to the main office.  In the case of a serious accident, parents 
will be contacted and emergency services provided.  

 A healthy child is a child who comes to school ready and able to meet the 
challenges of a day in the classroom.  A student who is ill cannot perform 
efficiently. 

The school is not equipped to deal with sick children.  In this area we need 
your support.  If your child appears to be ill prior to school, please make 
arrangements to keep him/her at home for the day.  It will be better for the 
child's health and disposition as well as the health of the students in the 
classroom. 

Please contact the office (613 258-1919) if there are changes in the 
telephone numbers of parents, guardians, babysitter or emergency contact. 
This is important so that, if the need arises, we are able to quickly make 
contact with the appropriate person.  Students will only be released to 
persons that are indicated in the student’s contact list. From time to time, a 
child becomes ill/injured at school.  In this case, the school will endeavour 
to contact the parent at home or work in order to arrange for the child to be 
sent home for appropriate assistance.  It is most important that the 
parent(s) provide the school with both home and work phone numbers 
(cell numbers can also be provided if desired) as well as the name of an 
alternate person/babysitter who has your permission to act on your 
behalf if we are unable to contact you.  Please be sure to update this 
information with the school when changes take place. 

Bus Transportation 
UCDSB’s transportation is operated by Student Transportation of Eastern 
Ontario (STEO).  STEO is a transportation consortium of the Catholic District 



 

School Board of Eastern Ontario (CDSBEO), and the Upper Canada District 
School Board (UCDSB).  You can visit their website, www.steo.ca  for bus 
cancellation and busing guidelines information.  There hours of operation 
and other contact information is listed below: 

STEO Office hours are 8:30 a.m. to 4:30 p.m. Monday to Friday. 
Telephone: (613) 925-0022 or 1-855-925-0022 
Fax: (613) 925-0024 
Email: transportation@steo.ca 

Clubs and Activities 
Our staff is extremely committed to our 
students’ well-being and offers a number of 
clubs during recesses.  Some of these clubs are: Choir, Student Council, Craft 
Club, Art Club, Environment club, Skipping club, Knitting Club, Library Club, 
Dance Club, French Club, Cup Stacking, African Drumming and Snow 
Shoeing. 

 
Core French 
Our Core French Program consists of 200 minutes per week of French 
instruction for students in JK- Grade 6.  The Core French Program develops 
our students’ oral comprehension and communication skills.  During the 
primary years there is an emphasis on developing students’ oral 
communication so that students can interact with others in French.  The 
Upper Canada District School Board has adopted the AIM (Accelerated 
Integrated Method) Program/Histoires en Action.   It is a revolutionary new 
approach to second language instruction, centered on the use of gestures, 
stories and music as context for language learning. 

Emergency Response Program - Know the Code 
All members of the school community should be aware of the Emergency 
Response Program. Teachers will review the emergency codes with students 
at the beginning of each semester.  Students can expect to have several 
practice codes called throughout the year to ensure all members of the 
school community understand the appropriate steps to be taken during a 
variety of emergency situations.  The various codes are; 

Fire Drill, Hold & Secure, Shelter in Place and Lockdown 

**If parents have signed into the school or are visiting the front office in the 
event of an emergency they are to do the following: 

http://www.steo.ca/


 

Fire:  report to the swing set on the playground on the east side of the 
school.   

All other codes: Follow instructions of office staff. 

EQAO 
Students in Grade 3 and 6 are required to write the EQAO assessment of 
reading, writing and mathematics.  This year, the test will take place during 
the timeframe of May 23rd- June 5th, watch the April Newsletter to confirm 
the exact dates.  We ask that parents of students in these grades avoid 
making any appointments for students at any time during the school day in 
this time period and to ensure that students come to school well rested so 
that they can do their best work. 

Field Trips 
Every year our students have the opportunity to go on field trips that relate 
to their curriculum.  In the past some field trips have included: Baxters 
Outdoor Center, swimming, Skating, Ottawa-Carleton Sports Camp, Rideau 
Canal, Upper Canada Village, Museum of Science and Technology, War 
Museum, Kemptville Municipal Centre, Museum of Nature, Saunders Farm, 
Pumpkin Patch, Sugar Bush, Apple Orchard, Farm Comes to Town and Local 
Farms.  Thanks to help from our generous School Council as well as funding 
applied for from the Board, all of our trips are low cost or free. 

Head Lice 

Head lice are easily passed from one person to another. Children are 
especially prone to these pests. Please impress upon your children not to 
share hats, hair brushes, etc. and examine your child’s hair for head lice and 
their eggs (nits) on a weekly basis.  If you find head lice or eggs in your 
child's hair, please notify the school promptly. Treat your child’s hair and 
check other family members according to the information sheet available 
from the Health Unit and the school. If live lice or nits are found, you will be 
contacted so that you can treat your child. A non-identifying letter to 
parents in the class where lice are found will also be sent home. If you have 
any questions, please contact the school or the Health Unit. 

 
 
 
 



 

Intramurals/Sports Teams 
South Branch encourages all students to participate in 
physical activity.   Various intramurals/sport teams are 
offered to the students.  They include: soccer, walleyball, 
basketball, speed stacking, badminton, cross country 
running and track and field. 

 
Lost and Found 
The school and UCDSB cannot take responsibility for personal property that 
is lost or stolen. Students are encouraged to label their personal property so 
lost items can be returned to their proper owners. Valuables such as money, 
electronic devices, jewelry and expensive clothing are best not brought to 
school. Students should not leave valuables in classrooms, the gymnasium 
or the change rooms. All missing property should be reported to the main 
office as soon as possible to promote the successful tracking and return of 
the missing item(s). 

Students who find things that do not belong to them should take found 
items to the main office. Glasses, jewelry, wallets, cell phones, IPOD’s  and 
other electronic devices will be kept locked in the office area until they are 
claimed. All other items will be taken to the lost and found box located in 
the main foyer. 

At the end of each term, the lost and found box is emptied and sent to a 
local charitable organization. 

Participation in Activities 
At South Branch Elementary School, we encourage 
students to take advantage of the many 
extracurricular activities which are organized to 
provide students with a well-rounded educational 
experience. Participation by students in co-
curricular activities is a privilege and it is the 
expectation that students are in good standing (attendance, behavior, 
academics) in order to be involved in extra-curricular activities.   

Personal/Medical Information 
Medical information is kept on file in the office.  Information about allergies, 
medical conditions and medication being taken should be given to the office 
so that the appropriate response may be followed in the event of an 
emergency. 



 

In the event that medication needs to be administered during school, 
parents are asked to contact the Principal or Vice-Principal to ensure the 
proper documentation is completed by themselves and by their physician. 

Any medication sent to the school must be housed in the office in our 
locked cupboard.   

Playground 

 The school yard at South Branch is divided by 3 divisions: the 
Kindergarten yards, Junior yard and the Primary yard.  Each area is 
supervised by staff members for the duration of the recess; 

 Safe play on the yard at South Branch is further supported through 
the PALs Program.  Junior elementary students trained in providing 
games that engage all students in play.  This promotes inclusion and 
allows all children to participate in positive activity during recess.  If 
there is a dispute during a game, students are encouraged to 
approach a PAL for assistance.  PALs help students find solutions 
and prevent disagreements from escalating; 

 Respectful behaviour on the yard and in the school is supported by 
the WITS program.  As parents, it is helpful if you familiarize 
yourselves with this program and use the same language at home 
when discussing incidents as we are using through this program.  
More information will be sent home in the monthly newsletters. 

 Students at South Branch are expected to play safely, keeping their 
hands to themselves and their feet on the ground.  Consequences 
for unsafe play will be dealt with as per the progressive discipline 
approach; 

 Students on school property outside of school hours must be 
supervised by an adult. 

Procedure for Releasing Children During School Hours  

 If you wish to have your child leave school during the day, please 
send a dated note to the home room teacher indicating the reason 
and time.  We do not allow students to leave the property on their 
own without being accompanied by a parent or guardian.  This would 
include lunch arrangements.  If you wish to take your child out of 
school for lunch, please let us know.  The notes will be forwarded to 
the Office. 



 

 Parents are asked to pick their children up at the Office.  Please 
notify your child’s teacher or the office staff prior to picking up your 
child.  After-school pickups must be called in no later than 2:30  
p.m.  Messages left after this time are not guaranteed to be 
received. Parents are asked not to pick their children up from school 
between 3:00 and 3:30 in order for staff to be able to ensure the 
safe dismissal of all children to the appropriate adult.  Early pick-ups 
have a negative impact on student learning.  Please try to avoid 
these if at all possible. 

 When it is necessary for a child to go home during the day because of 
illness or for any other reason, the parents will be contacted prior to 
your child leaving the school. 

 If an unidentified call is received requesting the release of a student, 
the office will call the home, and if necessary the parents' work 
numbers, to verify the authenticity of the request. 

 A child will only be released to a person listed as a contact in our 
student information system. There are no exceptions to this. 

  Please submit requests for bus arrangements in writing so they can 
be handled through the office as well.  Bus contractors’ insurance 
does not allow for buses to be used for non-educational transport of 
students.   We cannot take requests over the telephone unless it is an 
emergency. 

   
All of our students receive a minimum of thirty minutes of Quality Daily 
Physical Education either in the classroom, the gymnasium, or outdoors. 

School Sanctioned Events 
Students involved in any school sanctioned event that is off school property 
must follow the policies and procedures with respect to Field Trips as 
outline by UCDSB and South Branch Elementary School. 

Social Media Presence 
In the ever changing world of information transmission, and being cognizant 
of our carbon footprint, South Branch will begin to utilize a variety of 
formats to communicate with parents.  Parents/students can find us on the 

web at http://www.ucdsb.on.ca/school/sbr/Pages/default.aspx  and on 
Facebook https://www.facebook.com/SouthBranchES?ref=br_tf . Our 

http://www.ucdsb.on.ca/school/sbr/Pages/default.aspx
https://www.facebook.com/SouthBranchES?ref=br_tf


 

Facebook page allows us to provide quick and recent information.  
Communication regarding our FB page will be in a letter sent in the first 
days of school. A student’s name will not be posted on our Facebook page. 

Classroom teachers are also using a variety of web-based applications to 
help keep parents informed and involved in the daily activities of our 
children.  Please inquire with your child’s teacher. 

Student Insurance 

Students are given the opportunity to purchase student accident insurance 
in September.  The purchase of this insurance is optional, but students 
engaged in physical education and sports are advised to purchase this or 
similar insurance. 

Use of Technologies 
At the beginning of each school year, students will be asked to read and 
agree to the Acceptable Use Agreement. Should a student not comply as 
per the agreement, parents will be notified and his or her computer 
privileges may be suspended. 

Visitors 
We welcome visitors to South Branch Elementary School, however, for the 
safety and security of all our students, we request that all parents and 
visitors, upon entering the school, come to the office and sign the Guest 
Book. For the safety of our children we ask that all parents remain in the 
foyer area and not in the halls of the school. The doors of the building are 
locked after the commencement of the day.  Visitors are asked to follow the 
instructions at the door with regards to “buzzing in”. 

ASSESSMENT, EVALUATION AND REPORTING 

Since September 2010, assessment, evaluation, and reporting in Ontario 
schools have been based on the policies and practices described in Growing 
Success: Assessment, Evaluation and Reporting in Ontario's Schools, First 
Edition Covering Grades 1 to 12.  A copy can be downloaded at 
http://www.edu.gov.on.ca/eng/policyfunding/success.html  or a parent 
guide can be picked up or sent home upon your request to the office. 

Communication with parents and students about student achievement 
should be continuous throughout the course, by means such as parent-
teacher or parent-student-teacher conferences, portfolios of student work, 
student-led conferences, interviews, phone calls, checklists, and informal 

http://www.edu.gov.on.ca/eng/policyfunding/success.html


 

reports. Communication about student achievement should be designed to 
provide detailed information that will encourage students to set goals for 
learning, help teachers to establish plans for teaching, and assist parents in 
supporting learning at home.(Growing Success 2010, p. 54) 

The report card grade represents a student’s achievement of overall 
curriculum expectations, as demonstrated up to the reporting time.  
Student achievement of the overall curriculum expectations will be 
evaluated in accordance with the achievement charts in the provincial 
curriculum.  The report card grade will involve teachers’ professional 
judgment and interpretation of evidence and should reflect the student’s 
most consistent level of achievement with special consideration given to 
more recent evidence. 

Learning Skills (Grades 1-12) 

The separate evaluation of the achievement of the curriculum expectations 
and the development of the learning skills and work habits provides 
students and parents with information specific to each type of achievement 
and clearly and accurately identifies a student’s strengths and the areas of 
which improvements are needed.  The six Learning Skills and Work Habits 
are Responsibility, Organization, Independent Work, Collaboration, Initiative 
and Self-Regulation. 

  



 

Reporting Schedule  

GRADES 1-6  REPORT CARD  
SENT HOME 

COMMUNICATION 

ELEMENTARY 
PROGRESS 
REPORT 

  
Wednesday, 
November 8 

Ongoing communication between 
parents and teachers  

TERM 1 
PROVINCIAL 
REPORT 

Tuesday, 
February 20 

Ongoing communication between 
parents and teachers 

TERM 2 
PROVINCIAL 
REPORT 

Wednesday, 
June 27 

Ongoing communication between 
parents and teachers 

 

JK/SK 

 

REPORT 
SENT HOME 

COMMUNICATION 

PROGRESS 
REPORT  

Not applicable 

 

Ongoing communication 
throughout the school year. 
Parents are encouraged to call 
the school or email their 
son/daughter’s teacher to 
maintain ongoing 
communication. 

TERM 1 
REPORT 

Sent home Feb. 
20, 2017 

Ongoing communication 
between parents and teachers 

TERM 2 
REPORT 

Sent home  

June 27th, 2017 

Ongoing communication 
between parents and teachers 

 

  



 

 

 

 

 

 


