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VALENCIA ELEMENTARY SCHOOL
  

Mission:
Valencia students will come to school prepared and committed to 

learning, enabling them to become productive citizens.
  

Vision:
Valencia Elementary School will provide diverse, quality educational 

opportunities, in a positive learning environment, to ensure student 
success.

Important Contact Names and NumbersName Home Phone Number Cell Phone Number

 

The school must be informed of any phone number or address changes.  This is to ensure that you 
can be contacted in the event of an emergency or other situation that requires your assistance. 
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UPDATED SCHOOL INFORMATION
Please check the Portales Municipal Website at 
http://www.portalesschools.com/ for the most up to 
date information, school calendars, and staff e-mail 
addresses.

SCHOOL CLOSING
When the school is confronted with an incident which 
necessitates the closing of school, notifications will be 
given to the following radio stations:  MIX 107.5, KSEL 
1450, KWKA 760, and KTQM 99.9.  Please listen to the 
radio stations, and do not call them.  They will 
announce cancellations or time delays as soon as they 
know.  Portales Municipal Schools will use the School 
Messenger phone system to notify families of school 
delays or early release.  It is vital that you keep phone 
numbers current to receive these calls. 

PARENT INVOLVEMENT
Children are most successful when their parents are 
involved with the learning process.

How do you get more involved?
1. Visit the school.   You are welcomed to join your 

child for lunch in the school cafeteria.
2. Become acquainted with school personnel.
3. Attend Parent Workshops and Meetings.
4. Volunteer if possible.

Children are sensitive about how their parents view our 
school, teachers, and education.  If you have a concern 
that pertains to school, it is best to discuss these matters 
directly with the people involved. Negative comments in 
front of children usually results in negative behaviors at 
school.  Please help us build a mutual respect between 
home and school.

POWERSCHOOL
PowerSchool is a Home to School Communication tool 
that can be accessed through the Portales Municipal 
Schools Website.  You can obtain a parent password from 
the school office to see your child’s information.  
PowerSchool allows parents to keep up with student 
grades and lunch balances.

HOMEWORK
Homework is assigned to teach a child responsibility and 
strong work habits.  This is your opportunity to reinforce 
these habits and show your support.  In addition, you can 
see for yourself how well your child grasps the concepts 
being taught.  Kept in proper perspective, homework is an 
excellent way of communicating with parents. If a student 
is going to be out for several days, please call the school 
and we will have the work ready by 3:00 p.m.  Students 
have the same amount of days missed to make-up their 
missed work.
Homework is determined by each individual teacher.  
If you have concerns, please contact your child’s 
teacher. 

STUDENT BEHAVIOR/DISCIPLINE
Cooperation between the school and home is the key to a 
child's success.  We appreciate your support in helping us 
to create an atmosphere conducive to learning.

Seven Habits of Happy Kids
Our students are taught The 7 Habits of Happy Kids.  
These habits are designed to help students succeed in life.  
The habits are: Be Proactive, Start with the End in 
Mind, Place First Things First, Think Win Win, Seek 
First to Understand, Then to Be Understood, 
Synergize, and Sharpen the Saw.  As students integrate 
these habits, into their daily lives, they build leadership 
skills that allow them to become empowered, responsible 
citizens.

RULES OF BEHAVIOR
General Rules in all areas of the elementary school:

1. Respect the teaching and learning of others.
2. Respect personal space, rights, and property 

of others; keeping  your hands and feet to 
yourself.

3. Follow directions of your teachers.
4. Come to class prepared and with all supplies 

and homework completed. 

BULLYING 
Bullying by another student is unacceptable.  Please 
understand the definition of bullying is: unwanted, 
repetitive, aggressive behavior that involves an imbalance 
of power.  Bulling is not student disagreements, single 
acts of aggression, not liking someone, being excluded, or 
accidental physical contact.   
If you feel you have been a victim of Bullying you have 
thirty (30) calendar days to notify the school administrator 
or designee.  The sooner the administrator is notified, the 
sooner it can be corrected.  If you need more information 
or guidance, please contact the principal as soon as 
possible.
Please teach your student to use the I 
ACT steps when dealing with bullying.
I – Ask them to STOP!
I – C- Ya Later! (Leave)
I – Tell an adult if they do not stop!  
Your student should be able to actively integrate this 
technique. 

DISCIPLINARY ACTION GUIDE
Specific behaviors for the elementary level are not 
outlined in board policy; however, a progressive type of 
punishment shall be utilized and documented.  
Disciplinary measures at the elementary levels may 
include:  
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1. Contacting parents or guardian for office 
referrals:

2. In School Detention
3. In School Suspension (ISS) 
4. Out of School Suspension from School 
5. Suspension from Bus Service
6. Loss of Extra Curricular Activities or Events

CAFETERIA 
The Portales Municipal School District has a breakfast 
and hot lunch program that complies with all State and 
Federal requirements.  All children may participate in 
these programs.  If special diets (due to health issues) are 
necessary for certain students, contact the Director of 
Food Services to see if your child qualifies for special 
arrangements.  Children may bring a sack lunch.  If eating 
a school meal, please do not send extra snacks. Children 
should pay in advance by the day, week, or month.  
Tickets must be purchased in the office or on-line 
before the 8:15 bell.  When money is sent to school 
with your child, please put it in an envelope with your 
child's name on it.  Checks may be made payable to 
Valencia Elementary.  Negative balances are no longer 
permitted.

TRANSPORTATION 
Student transportation is provided by the school district.  
Riding the bus is not to be considered a "Right" but a 
"Privilege.”  Bus drivers will report, to the principal, any 
child not following the rules on the bus. The first report 
will usually (depending on the seriousness of the 
violation) result in a conference with the child. Future 
violations will result in the child being taken off the bus 
for a period of time. If behavior is such that it endangers 
the child or other children on the bus, the child will be 
suspended from riding. In case of suspension, it will 
become the parent's responsibility to provide 
transportation for the child.  Parents will be responsible to 
pay any costs incurred from vandalism incidents on the 
bus. Bus violation reports will be sent home to the 
parents. Children are expected to ride the bus home each 
day unless the school has been notified that the parent(s) 
has given permission for the child to walk or ride to a 
different location.  Please reiterate these safety measures 
with your child.
A child MUST have permission from his/her parent 
when changes occur in the regular bus delivery. 
Parents may send a note or call the office to notify us of 
permission to go to a different location. Children without 
permission will be taken to the normal delivery location. 
Parents who want to pick up their child in a bus line 
must check in at the office first.  The office will issue a 
pass to pick up your child.  Children cannot be 
released from the line without the pass.  

PLAYGROUND RULES
The following rules will be enforced on the playgrounds 
for the safety and well-being of the children:

1. Fighting is not allowed, not even "play fighting." 
No tackling, wrestling motions, or gestures will 
be permitted. 

2. No tackle football, or dodge ball.  
3. Keep your hands and feet to yourself.
4. Wall ball or throwing any balls at or on the 

building is not allowed.
5. Do not throw objects such as rocks, sand, 

marbles, etc. No hard balls or bats allowed on the 
playground. 

6. Stay away from the windows and building while 
school is in session.

7. If you need to go outside the playground to 
retrieve a ball, you must have permission from 
the duty teacher.

8. When recess is over, quietly line up immediately.
9. No cartwheels or stunts are allowed.  Our 

playground isn’t designed for such activity.
10. Students should not run on the blacktop unless 

playing organized activities.
11.  Basketball games must adhere to school rules.
12. Students may not exclude other students from 

participating in a school organized play activity.
13. Students are not to bring their own playground 

equipment.  Valencia will provide all permitted 
equipment.  

CONSEQUENCES FOR BREAKING RULES ON 
THE PLAYGROUND MAY INCLUDE:

 Conference with duty teacher to discuss issue.
 Loss of recess time.
 Sent to the principal.
 No child will be allowed to threaten or hurt other 

children. The teachers and principal will deal 
with students on an individual basis.

Parents, you can assist by encouraging your child to 
obey these rules and by supporting the school when 
these rules are enforced.  Your cooperation is 
appreciated in making our playgrounds a safe place for 
all children. 

BICYCLES AT SCHOOL 
Bicycles may be brought to school and parked in the 
designated rack.  Students who ride must walk their 
bicycle to and over the crosswalk before mounting the 
bicycle. Bicycling around school property is permitted 
only when cars and/or activities are not present.  Bicycles 
may be ridden on the school parking lot only after school 
working hours.

WALKERS/BICYCLES
Walkers may never walk through the parking lot.

CROSS WALK 
Valencia Elementary provides staff to cover crosswalk 
duty for the safety of our students. Please abide by these 
rules and do not try to wave your child across without a 
duty teacher present.
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DRESS CODE AND GROOMING 
Girls are not allowed to bring makeup to school except on 
"special occasions," such as music programs. It is our 
belief that parents are responsible for their students’ dress 
and general appearance.  We further believe that a 
student’s behavior is influenced by his or her attire and 
grooming.

1. Good Hygiene and Cleanliness should always 
be practiced.

2. Muscle shirts, tank tops, halter-tops, and 
bicycle shorts are not permitted.

3. Shirts and blouses must be tucked into the 
pants if they hang past the fingertips.

4. Jerseys may be worn if T-shirts are worn 
underneath.

5. Extremely short shorts or skirts are not 
allowed.  Length guide: Mid Thigh

6. Sagging pants that expose underwear, require 
constant adjustment, or interfere with 
walking, are not allowed.  Pants should fit 
around the waistband and remain above the 
hipbones.

7. Chains in any diameter or length are not 
appropriate.

8. Clothing with suggestive or vulgar words or 
pictures is not permitted.  It may not make 
any reference nor bear any slogan that relates 
to alcohol, tobacco, or drugs.

9. Clothing may not promote or signify gang 
membership.  This includes, but is not limited 
to bandannas, clothing lettered in Old English 
or bearing gang or weapon pictures.  Pictures 
of eight balls, jesters or anything else 
identified, as Gang symbols are not allowed; 
prison-style khaki and denim suits are not 
appropriate.

10. Bib overalls, skirts, and shorts may be worn, 
but must be buttoned or snapped over both 
shoulders.

11. Caps, visors, or hats are not to be worn in the 
buildings.  When worn on school grounds, the 
bill should shade the eyes.

12. Hair shall be cleaned, well groomed, and of 
natural color.  Hairstyles shall not 
demonstrate an exhibitionist attitude or be 
allowed to interfere with the learning process.  

13. No student shall wear nose studs or any body 
piercing instruments.     

ABSENCES 
It is the responsibility of the parent to notify the school 
when and why a child is absent.  Students may not be 
absent more than 10 per school year.  There are three 
types of absences:  

Excused--Proper written documentation or telephone 
contact must be provided. The following may count as 
excused:

 Medical  - ONLY with doctor’s note returned 
 Family Emergency – immediate family only and 

approved by the principal
 Court    
 Religious Obligations

Verified – Absence has been verified by the parent or 
guardian.

Unverified—If the office receives no contact, the absence 
is considered to be unverified and the student is truant. 

Tardy – 8:15am to 9:00am is considered tardy.  Anytime 
after 9:00am is considered an absence.

Early Checkout – due to the volume of daily calls to our 
school, please notify your child of any changes from their 
regular after school schedule.  Calls placed later than 
2:30 are not guaranteed to reach child before school 
being dismissed for that day.  Any checkout before two 
is considered an absence.

Missing 5 days
After five unexcused absences, the parent will be notified 
and a conference may be requested to address the child’s 
attendance problem.

Missing 10 days
After ten absences the parents may be required to 
attend an attendance meeting with the Principal and a 
letter will be mailed to the District Attorney, CYFD, 
Juvenile Probation Office, and Social Services.

Parents will be notified through our Valencia’s phone 
messenger of any unverified absences.  Absences must 
be verified before 9:00 a.m.  Our system will 
continuously track all absences.

STUDENT DISMISSAL 
Children MUST be signed out in the office by a parent or 
guardian before they will be released early from school.  
If a child returns to school on the same day, the child 
should report to the office so that the time of arrival can 
be noted.  Children are not permitted to leave the school 
grounds by themselves any time during the day without 
special permission from the office.

Parents requesting their child NOT be permitted to 
leave with specific persons should contact the 
principal and put this request in writing each year. A 
copy of a court order or custody agreement will be 
requested and a copy will be placed in the child's record.
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AFTER SCHOOL ADDRESSES 
If a child does not have permission, from their parent, 
to go to a different location, they will be sent to their 
regular after-school address.  Calling the school or 
sending a note, with the child, is permissible. It is not 
permitted to simply tell your child to go to a different 
location. Communication with the school is necessary for 
the child's safety. In this way, the school knows the parent 
is aware of the change. We will not just take the child's 
word.  Students are not allowed to use the phone to seek 
permission to go to a friend's home. Please make 
arrangements before school.

PERSONAL PROPERTY 
All personal property such as MP3 players, games, toys, 
trading cards, etc.  ARE NOT ALLOWED at school 
unless requested by the teacher.  The school cannot be 
responsible for personal property. Such items are subject 
to removal by school personnel.

CELL PHONES
The school has phones available for student use, with 
permission, during the school day.  Cell phones are being 
used more for student safety after school.  We will allow 
students to bring cell phones to school and may only use 
them after reaching their destination after school.  Cell 
phones must be kept in the backpacks and turned off 
during the school hours.  Students may not play games, or 
make or receive calls during the school day.  If a student 
is found to be using their cell phone during the day, it will 
be taken to the office and a parent must pick up the cell 
phone from the principal.  Repeated breaking of the rule 
may result in confiscation of the phone until the end of 
the school year or loss of the privilege to bring a cell 
phone to school.  The school is not responsible for lost 
phones and the family assumes the risk of phones being 
lost or shared.

LOST AND FOUND 
Many items are lost and turned into the office during the 
school year.  Coats, hats, gloves, and other items are 
placed in a box near the cafeteria if they do not have a 
name on them.  PLEASE WRITE YOUR CHILD'S 
NAME INSIDE ALL PROPERTY. Such markings will 
increase the chances of lost items being returned to their 
rightful owners.

TEXTBOOKS 
All textbooks are provided for the children.  Each child is 
responsible for the care and return of each book. If a book 
is lost, marked in or torn up, the value will be determined 
by considering the original cost, present condition, and 
age of the book. Parents will be notified of the cost. 
Report cards will not be issued to any child with a lost 
book or owing money to the school. Library books must 
also be paid for when lost. Please search for lost books. 
We prefer to have the books returned.
Replacement cost is a minimum $50-$100 dollars for a 
text book.

Notice:  Most years the Portales Municipal Schools will 
adopt new textbooks for different content areas.  If 
parents or community members are interested in 
participating in this process or providing feedback about 
the adoption options, please contact the director of 
instruction at central office (356-7000).  Information 
about the current adoption will also be placed annually in 
the Portales News Tribune. 

ROOM PARTIES
The scheduled classroom parties are Christmas, 
Valentine’s, and End of School Party.
Children who choose not to participate in the parties may 
go to a designated classroom during the parties if their 
parents do not pick them up. Parents are discouraged from 
keeping the children home for the full day on the day of a 
party. Learning takes place at school, even on the day of a 
party. Parents may send a treat for the class on their 
child's birthday. Please make prior arrangements with 
your child’s teacher.

HEALTH SERVICES HEALTH SERVICES
IMMUNIZATIONS
According to New Mexico State Law, it is unlawful for 
any child to attend school unless he/she has been 
immunized, as required under the rules and regulations of 
the Division of Health, and can provide satisfactory 
evidence of such immunizations.  The child will be 
excluded from school until fully immunized.  It is the 
parent's responsibility to provide the school with evidence 
their child has been adequately immunized in order to be 
in compliance with the law. This includes the dates of the 
initial series of shots, as well as the dates when boosters 
were administered. As shots are given, parents must bring 
or send the records to school to be recorded on their 
child's health file in order for the records to be kept up-to-
date and accurate in compliance with the law. 

SUICIDE PREVENTION 
Please notify school counselors if you have a concern.  
For crisis intervention please call the Suicide Prevention 
Hotline Number is:  359-1221.

COUNSELING REFERRALS 
A certified counselor is available at Valencia.  Please feel 
free to contact your child’s teacher for more information. 
 Mental Health Resources (Portales) – 359-1221

CYFD REFERRALS
All school employees are required by law to report any 
suspected abuse or neglect by parents or anyone that is in 
contact with the student.  School employees will report 
the suspected incident on the CYFD Hotline 1-800-797-
3260.
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SICK CHILDREN
Your child will be sent home if they are vomiting or 
running a temperature.  If a child has had fever, diarrhea, 
or vomiting within the last 24 hours, they should stay at 
home.

The school must have emergency phone numbers to use 
to contact parents. If we are unable to contact anyone, we 
will use the police/law enforcement to contact the parents.

Children who become ill at school are sent to the 
nurse. If they are too sick to remain at school, parents 
are called to immediately pick-up the student. If the 
parent cannot be reached, we call the emergency 
number(s) listed on the pupil's enrollment form. 
Please be sure that this information is kept current 
with someone who can act in your place. If contact 
cannot be made with a family member, a physician or 
law enforcement will be called for temporary 
treatment and assistance until family arrives.  Parents 
will be responsible for any expenses incurred.

MEDICATION
In compliance with State and Federal Law, Valencia will 
adhere to the following policies listed below:

1. Non-prescription medicine will NOT be 
dispensed at any time to any persons by the 
school nurse, teachers, principals, or by any 
other school personnel. This may include, but 
not limited to aspirin, Advil, Tylenol, vitamins, 
Alka-Seltzer, cough syrups, cold medicines, and 
all other non-prescription drugs.

2. Students are not allowed to bring any medication 
to school.  Parents may come and administer 
during the school day as needed.   

3. The school nurse or designee may administer 
medications to students who are required by a 
physician's orders to have medications 
administered during school hours.  A physician’s 
note must be on file and all medication will be 
stored under lock and key. 

TEACHER PLACEMENTS FOR THE 
FOLLOWING YEAR
All PMSD teachers are highly qualified and capable of 
meeting the needs of all children.  Due to changes 
implemented by the state, our district will no longer 
sanction teacher request.

NOTICE TO PARENTS
All teachers and para-professionals at Valencia 
Elementary are Highly Qualified.

TITLE IX, EDUCATION AMENDMENTS OF 1972
Title IX of the federal education amendments of 1972 
provides that schools must provide an educational 
program that offers equal educational benefits for boys 
and girls.  It is the expressed policy of the Board to 
encourage students who feel they have been sexually 

harassed by a school employee or by another student or 
students to report such claims to the principal and/ or 
counselor.  A copy of the Portales Municipal School 
District Policy on Sexual Harassment of Student is 
available for your review in the school principal’s office 
or Portales Schools Central Office located at 501 S 
Abilene.  The Title IX coordinator for the district is Mike 
Terry.  

SECTION  504/ADA SCHOOL POLICY
Portales Municipal Schools ensures that individuals with 
disabilities associated with the district either as students, 
school staff, or parents of students, are not discriminated 
against as a result of a disability.  The district abides by 
the requirements of Section 504 of the Rehabilitation Act 
of 1973 and the Americans with Disabilities Act (ADA).

Section 504:
No otherwise qualified individual with a disability…shall 
solely by reason of her or his disability, be excluded from 
the participation in, be denied the benefits of, or be 
subjected to discrimination under any program or activity 
receiving Federal financial assistance. The child may 
receive accommodations and modifications.
ADA:  
Title II of the ADA also prohibits discrimination against 
individuals because of a disability.  The 504 Coordinator 
for the Portales Municipal School District is Ms. 
Jacqueline Burns.  She may be reached by phone at 356-
3707.

McKinney-Vento Homeless Education Program
The purpose of the Education for Homeless children and 
Youth program is to ensure that all homeless children and 
youth have equal access to the same free and appropriate 
public education, including public preschool education, 
provided to other children and youth.  Section 103 of the 
Act defines the term “homeless” or “homeless individual” 
as an individual who lacks a fixed, regular, and adequate 
nighttime residence and who has primary nighttime 
residence that is.  A supervised publicly or privately 
operated shelter designed to provide temporary living 
accommodations (including welfare hotels, congregate 
shelters, and transitional housing for the mentally ill. An 
institution that provides a temporary residence for 
individuals intended to be institutionalized; or public or 
private place not designed for, or ordinarily used as, a 
regular sleeping accommodation for human beings.

Please contact the school counselor, principal or the 
District Contact for Homeless Education @ 359-3706 
if assistance is required.
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NOTIFICATION OF RIGHTS UNDER FERPA

The Family Educational Rights and Privacy Act (FERPA) 
afford parents and students over 18 years of age (“eligible 
students”) certain rights with respect to the student’s 
education records:

The Portales Municipal School is providing notice of 
these rights, as outlined below:

The right to inspect and review the student’s education 
records within 45 days of the day the District receives a 
request for access.  Parents or eligible students should 
submit to the school principal a written request that 
identifies the record(s) they wish to inspect.  The principal 
will make arrangements for access and notify the parent 
or eligible student of the time and place where the records 
may be inspected.

The right to request the amendment of the student’s 
education records that the parent or eligible student 
believes are inaccurate or misleading.  Parents or eligible 
student may ask the District to amend a record that they 
believe is inaccurate or misleading.  They should write the 
school principal, clearly identify the part of the record 
they want changed, and specify why it is inaccurate or 
misleading.  If the District decides not to amend the 
record as requested by the parent or eligible student, the 
District will notify the parent or eligible student of the 
decision and advise them of their right to a hearing 
regarding the request for amendment.  Additional 
information regarding the hearing procedures will be 
provided to the parent or eligible student when notified of 
the right to a hearing.

The right to consent to disclosures of personally 
identifiable information contained in the student’s 
education records, except to the extent that FERPA 
authorizes disclosure without consent.  One exception 
which permits disclosure without consent is disclosure to 
school officials with legitimate educational interests.  A 
school official is a person employed by the District as an 
administrator, supervisor, instructor, or support staff 
member ( including health or medical staff and law 
enforcement unit personnel); a person serving on the 
School Board; a person or company with whom the 
District has contracted to perform a special task (such as 
an attorney, auditor, medical consultant, or therapist); or a 
parent or student serving on an official committee, such as 
a disciplinary or grievance committee, or assisting another 
school official in performing his or her tasks.  A school 
official has a legitimate educational interest if the official 
needs to review an education record in order to fulfill his 
or her professional responsibility.

The District classifies the following as Directory 
Information; student’s name, parent’s name, address, 
telephone listing, electronic mail address, date and place 
of birth, participation in officially recognized activities 

and sports, weight and height of members of athletic 
teams, dates of attendance, diplomas and awards received, 
student’s photograph, and most recent previous school 
attended by the student.  School officials may release this 
information to any person without the consent of the 
parents or the student.  Any parent or eligible student who 
objects to the release of any or all of this information 
without his consent must notify, in writing, the principal 
of the school where the records within 10 days of 
enrollment.  The objection must state what information 
the parent or student does not want to be classified as 
directory information.  If no objection is received within 
10 days of enrollment, information designated above will 
be classified as Directory Information until the beginning 
of the next school year.

Copies of the complete FERPA Policy adopted by the 
District may be obtained from the Superintendent’s Office 
or the Principal’s Office of each school within the 
District.

The right to file a complaint with the U.S. Department of 
Education concerning alleged failures by Portales 
Municipal Schools to comply with the requirements of 
FERPA.  The name and address of the office that 
administers the FERPA are:

Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW
Washington, D.C. 20202-4605


