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Student/Parent Handbook

Dixon Road Elementary
835 Dixon Road

Willow Spring, NC 27529
Telephone:  919-894-7771

Fax:  919-894-3642
Cafeteria:  919-894-4150

Office Hours 7:30 AM – 4:30 PM
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Johnston County Schools Vision Statement

Compassionate and competent school innovators will engage each student in relevant and
personalized learning experiences in preparation for careers, college and life.

ADMINISTRATION & OFFICE SUPPORT

Amy S. Creed - Principal
- Assistant Principal

Jill Kreacic - School Counselor
Tina Robinson - Bookkeeper

Vivian Johnson - Student Information /NC Wise Manager
Kathy Wood - Receptionist

Dixon Road Elementary Vision Statement

Empowering Students to …
■ D - Dream Big
■ R - Reach Goals
■ E - Explore Opportunities
■ S - Succeed in a Global Society
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I.  DAILY PROCEDURES

A. Morning Procedures
6:30 – 8:30 AM…Early Morning Care Program (contact the office for registration info.)
8:25 - 8:50 AM.....Arrival Time for Students
8:55 AM…………Final Tardy Bell

Your child should not come to school before arrival time unless he/she is in the Early Morning Care
Program.  Students who are dropped off before the stated times will be sent to the Morning Care
Program with a $10.00 per day charge. Car riders need to arrive in time to eat breakfast and be in
their classroom by 8:45 AM. The breakfast line closes at 8:45 AM except for late buses.

B. Breakfast and Lunch
Our school food service provides nutritious meals. We encourage you to pay in advance, either
weekly or monthly.  You may also pay on-line.  Applications for free and reduced meals are available
in the office.  Meal prices:  Breakfast K-8: $1.40, Lunch $2.30 Adults - $3.60

Cafeteria Procedures:
● We encourage parents to purchase lunches by a weekly or monthly check or on-line.  Include

the student’s first and last name, lunch number, and the teacher’s name on the check.
● Driver’s License number and a phone number are required on all checks.
● If you send a weekly check, please look at the school calendar and make sure the check

amount matches the number of days students are in school for that week.
● Please send a note to your child’s teacher if you do NOT wish for them to use account money

to purchase extra food products from the cafeteria during lunchtime.
● Students are not to have carbonated drinks for lunch or snack.  Carbonated drinks may be

used for field trips or if the teacher plans a special event.
● Parents may not bring fast foods for their children to eat in the cafeteria.
● Each student is assigned a number for the cash register. Students use the same number

throughout the year.  This number tracks the use of their money.
● Weekly printouts are available at parent request. Please realize that the balance reported may

be printed before a student has eaten lunch that day.
● Students that do not have lunch money will be given a vegetable tray.
● If a student receives a lunch that does not have funds, a L96 charge will be sent to

parents for reimbursement.
● There will be a charge for all extras (seconds on food, condiments, cookies, etc.).

School Snacks: If the classroom teacher would like for your child to bring a snack to eat during the
school day, we encourage you to send a healthy snack. GLASS BOTTLES or JARS should not be
sent to school for safety purposes.
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C.  Afternoon Procedures
3:50 PM………………..……….Dismissal Begins for Bus Riders, Car Riders, and Van Riders
3:55 PM………………………...Bus Dismissal
3:55 PM – 6:00 PM…………….After School Care Program (contact the office for registration info.)
IF YOU WANT YOUR CHILD TO CHANGE THE WAY HE/SHE USUALLY GOES HOME,
YOU MUST SEND A NOTE.  If you want your child to get off at a different bus stop with another
student, both students must regularly ride the same bus and bring parent notes.  If you have an
emergency during the day and need to make a change, please call the office before 3:00  PM so we
can get a message to your child’s teacher before dismissal. Students are not allowed to ride buses
they are not assigned to per Board Policy.

The note must include:
● Student’s Name
● Parent’s Signature
● Date of Bus Assignment Change
● All Specific info. Regarding the Change Request

Carpool Procedures:
Parents are welcome to walk their children to class during the first 2 weeks of school.  After that, all
students should be dropped off and walk to class by themselves.  All students should be dropped off
at the front door where supervision is present, not in the parking area and no earlier than 8:25 am.

Parents should stay in the carpool line and should not enter the building after 3:30 to get their child
as approximately 100 students may be sitting in the front foyer for the carpool.  After School Care
students will be dismissed from the cafeteria.  You may drive around to the back of the school to pick
up students from the cafeteria between 4:30 and 6:00. Private cars are not allowed in the bus area
during bus loading and unloading.  We hope these guidelines will help transitions to and from school
to be safe and pleasant.

For afternoon carpool, you will need to use the inside lane that leads to the front of the school.
Please be mindful that everyone has the same purpose in mind, to load and unload students safely.
With everyone's cooperation,  this process can go smoothly.  At the entryway,  a staff member will be
posted to call the names of students so that they can be ready to load when you stop at the
front-loading area.  Each family will be given a number card (maximum of two free copies per
family) to go in the front window of your car.   If someone else is picking up your student in carpool
they will need to be given this card.  This gives us a way to make sure that the appropriate persons
pick up the appropriate children.  When students are unloading and loading they will exit and enter
the car from the right-hand (passenger) side.  We also ask that the driver of the car stay inside and
place the car in park when you come to a stop.  Following these helpful hints will make the carpool
go quickly and safely.
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D. Student Check-In/Check-Out: Parents and legal guardians must come to the office in order to
check students in or out.  No student shall be released to any adult until the proper checkout
procedures have been followed.  Parents and legal guardians must authorize in writing any
individuals that may pick up their child(ren). The office staff is directed to ask for the identification
of any adult who is requesting to check out a student. In an effort to maximize instruction, as well as
effective and efficient dismissal, students will not be called from class after 3:00 PM unless an
appointment card is presented. If you have an emergency or make an appointment on the day your
child needs to leave early, please call the office in advance so we can get the information to the
teachers before 3:00.  Students who miss more than 20 minutes of a subject class are counted absent
from that subject.  This is important since according to NC Law and Johnston County Board Policy
students aren’t allowed to accumulate more than 16 absences in a year and still receive a passing
grade for that subject.  This will also affect students' perfect attendance if a child is checked out early
more than twice.

II. ATTENDANCE

A. Absences
Policy Code:  4110 Attendance Regular attendance is required by the board of education.  All
students must be present for a minimum of 91% of all class meetings to receive credit for a
course during any grading period.  That is, if absences from class exceed four per nine weeks,
eight per semester or 16 per year, the maximum grade a student may receive for the grading
period is F or 69, regardless of the reasons for the absences.

This policy applies to all Johnston County Schools, including elementary schools.  If a student misses
entire days at the prescribed levels he/she may be given failing marks for all of his/her subjects and
may possibly be retained.  If a student consistently comes in late or consistently leaves school early
and as a result misses one or more subjects in school at the prescribed levels he/she may be given
failing marks in those subjects which may be one consideration in a promotion / retention decision.

All absences require a written note signed by the parent.  The note must state the date and reason for
the absence.  A request for an Excused Educational Absence must be submitted at least 5 days in
advance and will only be granted for legitimate educational trips.  If an absence was unplanned, the
teacher must receive the note within two days after the student returns to school to receive
consideration for excused.  The cut-off time to decide whether a student is counted present but tardy,
or absent is 12:30 pm.  In the event of an excused absence, a teacher will arrange make-up work for
the student.

Perfect attendance will be awarded to students who are not tardy and/or do not check out early
more than 2 times per quarter.
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B. Tardiness
Students must be in their classrooms by 8:55 AM to be counted present and on time.  Students riding
the bus are not counted tardy if the bus arrives late. Carpool supervision ends at 8:55 AM, since it
takes students a few minutes to walk to their classrooms. If you do not see a carpool staff person,
then you must park and come inside to sign your child into school. Tardies will be excused if parents
submit an appointment note or card.  If an adult does not accompany the student to the office, a
parent will be contacted.  This is a safety rule and must be followed by all parents.  Please remember
that 2 tardies to a subject class count as an absence and this could affect your child’s attendance and
therefore his/her grade for that subject.  If a student is continually late, further action will be taken.
Coming to school on time and staying for the entire day is important for learning and developing a
sense of routine and responsibility.

III. SCHOOL RULES
The school will follow the Johnston County Board of Education Code of Student Conduct*.  At the
beginning of the school year, the policy will be explained to students and you will sign and receive a
copy of the Code of Student Conduct*.
To help our students follow the Code of Student Conduct*, we have a Dixon Road Elementary
Positive Behavior Intervention Support (PBIS) Behavior Expectations Matrix (see the back of your
child’s school agenda).

Purpose: The plan is a cooperative effort between school and home that will strive to help students
become self-disciplined by enabling them to make contributions, take responsibility for their own
actions, and learn to make good choices.

Belief: We believe that students should be taught to make good choices through the cooperative
effort of home and school.  This goal can be achieved by providing an environment that reinforces
positive behavior and manages inappropriate behavior in a consistent fashion.  Positive discipline
occurs when meaningful instruction is paired with high expectations.

Established Responsibilities

Johnston County Code of Conduct*
Our staff will enforce the Johnston County Code of Conduct*.  Level One violations will be handled
with our behavior management plan, time-out, and administrative conferences with students,
teachers, and parents.  Excessive or repeated violations of Level One offenses may result in in-school
and/or out-of-school suspension.  Level Two and Three violations will need to be reported to the
administration immediately and may result in long term suspension or alternative placement.

6



*The Parent Gazette produced by Johnston County Schools is distributed at the beginning of
the school year and contains important parent and student information and the Johnston
County Parent Accountability Agreement.  All State, County, and School rules will be enforced.
The following will be posted on-line on the Johnston County Public Schools website and the
school’s website.

● Johnston County Schools Code of Student Conduct
● Johnston County Schools Dress Code - Please review the Dress Code* for information

related to student dress.  (Skirts must be no higher than 3 inches above the knee and no tight
pants are allowed.  No Helies (shoes with wheels), or umbrellas.  Students will need proper
footwear.)

These will also be available in print for parents who prefer a printed copy.

IV. SCHOOL BUS RULES

Riding a school bus is a privilege.  Students must follow the directives of the school bus driver and
the rules and regulations of school bus safety as well as the rules in the Johnston County Code of
Student Conduct* while at a school bus stop, in the school bus parking lot, or while riding on a bus
or other school vehicle.  Violation of these rules may result in temporary or permanent suspension
from the privilege of school transportation services as well as suspension from school.

1st offense: Counsel with student; parent notification and maximum 3 days off the bus.
2nd offense: Maximum of 5 days off the bus.
3rd offense: Maximum of 10 days off the bus.
4th offense: Minimum of 10 days off the bus and student may be suspended from the bus

for the remainder of the school year.

When students are suspended from riding the bus, parents must provide transportation to and from
school or the student will have unexcused absences. North Carolina laws prohibit an adult from
boarding the bus without permission of the driver and prohibit an adult from stopping a moving bus.

V. STUDENT SUPPLIES/ MATERIALS

A. School Supplies
Parents need to provide students with paper and pencils for school.  A teacher may send home a list
of additional materials that are needed in the classroom. Any supply donations will be greatly
appreciated. Depending on the grade level, your child may be issued textbooks.  All students have the
opportunity to check out books from the media center. Your child will be held fiscally responsible if
books are lost or damaged.
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B. Valuables at School
School personnel try to prevent losses, but they are not responsible for personal property of students.
Please label book bags and jackets or coats. Your child should bring to school only those items
needed for the school day.  Your child’s teacher will let you know about “show and tell” days and
appropriate items.  Unless directed by the teacher, toys (especially real or toy weapons), and
personal items should not come to school.

C. Book Bags
All book bags must be able to fit into the cubby storage area along with coats and other items needed
by the student.  No rolling book-bags.

VI. COMMUNICATION

A. Communication from School to Home
Parents need to look for weekly communications.  Each teacher will inform parents about the type of
letters, reports, and student work that will be sent home.  Information may come home from sources
other than the teacher.  The principal, PTO, Student Services and Central Services provide
information throughout the year to be distributed to our parents.  In addition, you may receive
information via the ConnectEd (telephone) recording system.  Please make sure correct phone
numbers have been provided to the school in order to receive these important calls.  Other
information may be accessed on the school and teacher websites.

B. Report Cards
First through fifth grade students will receive report cards four times a year.  Kindergarten students
will receive a report at the end of the second and fourth grading periods.  Parents are to sign and
return the report card envelope the following day. Progress reports will be sent home midway
between each grading period for students in the first through fifth grades.  This report will alert
parents to any difficulties that need to be corrected before the final report.  Parents also need to
carefully review, and sign (if required by the teacher) weekly folders for other progress information.

C. Homework
1. Homework may be assigned on a regular basis.
2. All homework should be meaningful and should provide reinforcement activities

as well as enrichment activities.  The teacher will make every effort to make sure
homework assignments are clear and the due date is understood.

3. Students are expected to turn in homework assignments on the due date.
4. Each teacher will determine the legitimacy of excuses.
5. Students will not be permitted to call home for homework, if they forget to

bring it to school.
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D. Parent Conferences
The teacher will schedule at least two parent conferences a year.  One will be in the fall around the
first report period time.  Other conferences will be scheduled as needed.  Parents are encouraged to
contact the school if there are concerns or questions. This can be done by sending a note to the
teacher or calling the school office to leave the teacher a message.  Parent contacts must be scheduled
in advance, as teachers need to be with their students during the instructional day.

E. Telephone
The school office phone is a business phone and is to be used only for that purpose.  Use of the
classroom phone is at the discretion of the teacher. A student cannot be called out of class to talk on
the phone. Teachers will not be able to accept phone calls during the instructional day. Parents
may call at any time to leave a message for teachers. The office will take messages to place in
teachers’ school mailboxes.  Teachers will return your call as soon as possible.  Parents may also
email teachers.

VII. VISITING THE SCHOOL

A. Visiting during the School Day
You are welcome to visit the school by making an appointment. Please make prior arrangements
with the teacher and the administration. You need to come by the office and sign-in during the school
day and receive a visitor’s pass.   If you are visiting your child’s classroom, the teacher and assistant
are to continue instruction.  Even short conferences need to be planned for times when students are
not in the room. After the first three weeks of school, all students are encouraged to walk to class
without a parent.
Parents interested in volunteering in the classroom must have an approved Johnston County Schools
Volunteer Form completed and be approved prior to volunteering in a classroom. There is a separate
sign-in sheet for volunteers.  Volunteers will also need a pass.

B. Parent/Guest Parking
Please park in the parking lot in front of the school when checking your child out during the school
day.  If you need to go in any other part of the building, you must use a parking space.  The bus
parking lot is for buses and bus drivers only.  It is off limits for parents and visitors during the school
day.
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VIII. EMERGENCIES/MEDICATION

Make sure our school has an emergency number so we can reach you. If your phone number
changes during the year, notify the office and your child’s teacher of this change. Do not block the
school’s telephone number. Teachers have to use the long distance line in the office for blocked
phones and this can prevent a delay in contacting you.

A. Late Buses
There can be many reasons for a late bus; such as a driver illness, driver emergencies or bus
malfunctions.  If you have concerns about a late bus, please phone the school office so we can
provide you with accurate information.  It is impossible to call all parents in the event of a late bus.
All parents of bus riders are encouraged to sign-up for the REMIND app to get the most current bus
status.

B. Early Dismissal
There are three scheduled Early Dismissals during the 20-21 school year.  In the event of an
emergency early dismissal, please watch the news and/or speak with your child about what to do in
the case of an unexpected early dismissal of school. Make sure your child knows what to do if you
are not at home.

C. Inclement Weather
The superintendent will make the decision as to any adjustment in the schedule or the closing of
school.  This type of public announcement can be heard on local radio stations (WMPM in
Smithfield, WPYB in Benson and WPTF in Raleigh) and on Channel 5 TV.  An announcement will
also be posted at www.johnston.k12.nc.us. If the decision is made during the school day,
announcements will be made in all schools, to parents via ConnectEd, in addition to the public
announcements.  Parents are urged not to call the school, but to listen to the radio or the TV in regard
to school closing announcements.  School phone lines need to be kept open for emergencies.

D. Sickness, Injury, and Treatment at School
A staff member will call the parents if a student is ill or needs immediate treatment for an injury.
Policy requires that parents pick up students who have a fever or are vomiting. A student must be
fever free for 24 hours before they can return to school.   Do not send students to school with fevers
on medication.   Every effort will be made to notify parents of any known injury that requires adult
attention. At school, injuries can be treated with water, ice and band-aids only.

E. Head Lice: If school staff discovers a case of head lice during the school day, the parents will be
called to pick up the affected student.  Letters will be sent home to notify all parents that a case of
head lice was in the classroom.  We will make every effort to get the letters out on the day of the
discovery.  Please make sure you check your child when shampooing and notify our office if you find
that treatment is needed.  Before the student can return to the classroom, all lice nits must be
removed. A parent will be required to accompany the student back to school  and have the office
staff recheck the student’s hair.
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F. Medication
School personnel will not administer any medication to students unless they have received a
medication form completed and signed by the doctor, and the medication is in an appropriately
labeled container.  Over the counter medications may not be brought to school without a doctor’s
note.  All medication must be brought to the office by a parent. Students are not to bring
medication with them to school. All medicines left at the end of the school year will be discarded.
These procedures protect the safety of your child.

G. Student Insurance
Student insurance will be available to all students at the beginning of each school year.

IX. SPECIAL EVENTS

A. Field Trips
Field trips are an extension of the classroom and all school rules are to be followed.  Field trips are
provided through funding from parents.  Field trips are for educational purposes and are planned for
the ages of the students attending.  On some of our field trips, parent helpers are needed.  Chaperones
and any other adult volunteers who attend the field trip must be Level 2 volunteers.  Volunteer
paperwork must be completed on-line at jcsvolunteers.com. Other students or siblings are not to be
included. Parents will have to provide their own transportation and admission fees.  All students are
expected to pay the full price of the trip, even if the child has received written permission from the
administrative staff, prior to the field trip, to ride home with a parent. No refunds are given for
parents or students who are unable to attend. Parents may not transport their child to the field trip
destination.

B. No Smoking
North Carolina State law and Johnston County School Policy restrict smoking (includes e-cigarettes)
on the school campus, while attending after school functions, and field trips for parents, staff and
guests during the school day.  Anyone who smokes on campus or at school functions (including the
parking lot), after being reminded, may be asked to leave or escorted off campus, and possibly be
banned from campus and school activities.
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C. Holiday Celebrations
Each grade level may schedule two celebrations throughout the school year.  The grade level team
will make decisions on when these celebrations will occur at school and will send home that
information to parents before the events are to occur. Parents may plan to celebrate their child’s
birthday by bringing goodies for the class to enjoy during their lunch. All outside food brought in
must be store bought and commercially packaged.

D. Flowers or Gifts Sent to School
We encourage all special deliveries to be sent to the home.  If students receive flowers or gifts sent to
school, the students will be notified during the school day that they have received a delivery.  During
a non-instructional time, the teacher will allow the student to come to the office to see the delivery.
At the end of the school day, the parent can come by the office and pick up the item.  No delivery
items will be sent to the classroom or go home on the bus.
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