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Bookmark these  

web sites as your �favorites� for  

finding out the latest school information.  

The main site is: 
 

www.edina.k12.mn.us 
 

Highlands School site is: 
 

http://edina.k12.mn.us/highlands 

 

Highlands PTA site is: 

http://parents.edina.k12.mn.us/

highlands_pta 
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HIGHLANDS ELEMENTARY 

SCHOOL

HANDBOOK  

Highlands Mission Statement 

The mission of the Highlands Elementary School Community is to 
educate and nurture each child in a safe, cooperative and innovative 
environment. 

About Highlands

Highlands School offers a Discovery Program and a Continuous 
Progress Program. Students in the Continuous Progress Program are 
placed in multi-age (grades 1-5) classrooms. Students stay with their 
school families for all five years at Highlands. In the Discovery 
Program, children are in a self-contained classroom with one base 
teacher. In addition, grade level team teaching is emphasized. Our 
Discovery Program makes up about 50% of our student body and the 
other 50% is Continuous Progress. Both programs use literature-based 
reading and a theme-based teaching approach. 

Highlands Elementary School 

Peter Hodne, Principal 

5505 Doncaster Way 

Edina, Minnesota  55436 

(952) 848-4500 

Mr. Hodne’s e-mail:  pethodne@edina.k12.mn.us 
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Highlands Office  .  .  .  .  .  .  .  .  .  .  .   848-4500  

    The school office is open from 7:30 a.m. to 4:00 p.m. 

Highlands Fax Line .  .  .  .  .  .  .  .  .  .  848-4501 

Highlands Absence Line  .  .  .  .  .  .  .  848-4502 

   Absence line is available 24 hours.

Highlands Voice Mail System  .  .  .  .   848-3912 

(enter the teacher’s 4-digit extension + #2 in a steady flow)  

Highlands Kids Club  .  .  .  .  .  .  .  .  .   848-4568 

Edina Schools Food Service   .  .  .  .   848-3810 

Peter Hodne, Principal .  .  .  .  .  .  .  .   848-4500 

Commonly Called School Numbers 

EDINA SCHOOL DISTRICT PHONE NUMBERS 
 
Edina Public Schools Main Office.  .  .  .  .  .  .  .  .   848-3900 
Edina Schools Transportation Dept.  .  .  .  .  .  .  .   848-4979 
 (bus garage) 
Edina Schools Food Service  .  .  .  .  .  .  .  .  .  .  .  . 848-3810

Visitor Procedure  

For student and staff safety, all visitors to Highlands should be 
identified with a visitor tag. Visitors should come to the office, sign in 
the visitor notebook, and get a visitor tag. When you leave the school, 
please sign out in the visitor notebook.  If you see visitors who aren't 
identified, please direct them to the office. 

HelloHello
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Reporting pupil progress will be done on a 
trimester basis:   

 ! Period I ends mid-November;. 

 ! Period II ends at the end of February.

School Day - Kindergarten 
  Early Start Late Start
All Day:     8:35 a.m. -  3:05 p.m. 9:20 a.m.— 3:50 p.m. 
Morning:    8:35 a.m. - 11:05 a.m. 9:20 a.m.— 11:50 a.m. 
Afternoon:  12:35 p.m. -  3:05 p.m. 1:20 p.m.—3:50 p.m. 

School Day - Grades 1-5 
  Early Start  Late Start 
Classes begin  8:35 a.m. 9:20 a.m.  

First lunch  11:45-12:35 11:45-12:35 
Second lunch  12:05-12:55 12:05-12:55  
Third lunch  12:25-1:15 12:25-1:15 
Fourth lunch  12:45-1:35 12:45-1:35 
Classes dismissed 3:05 p.m. 3:50 p.m. 

Students may enter the building when the first bus arrives (10 minutes 
before school start).  No students may be admitted to the building earlier 
than 10 minutes before the start of school due to lack of supervision (with 
the exception of KIDS Club students).   Parents driving students to school 
in the morning or picking them up in the afternoon are asked to use the 
pick up/drop off area at the SOUTH  (playground) end of the building 
(see ‘Traffic Safety’). The school office is open from 7:30 a.m. to    

4:00 p.m. 

MAP (Measure of Academic Progress) . . . . . . . .Grades 2-5 
Cognitive Abilities Test  . . . . . . . .  . . . . . . . . . . .Grades 2 & 4  
MN Comprehensive Assessment– Math . . . . . . . Grades 3, 4, & 5  
MN Comprehensive Assessment– Reading . . . .  Grades 3, 4, & 5 

Standardized Testing Schedule 

School Schedule 

Report Card Schedule 
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Getting to School 

Students come to Highlands on foot, by bus, car or other form of transportation 
such as rollerblades, scooters, etc.   Each student is expected to follow the 
safety rules for his/her transportation system; there are specific rules listed 
below for each mode of transportation.   

Bus Transportation
The Edina Bus Safety Committee has established the bus rules and the 
transportation distances are established by the state legislature.  Riding 

the bus is considered a privilege and with this 
privilege comes the responsibility to comply with 
the bus rules and respect the rights of others.  All 
students who ride the bus to school are subject to 
these regulations and violation of the rules can 
lead to suspension of the right to ride the bus.  Bus 
drivers do adhere closely to the printed time for 
stops, but weather and traffic create some 

variability.  Students are urged to arrive at the bus stop no more than five 
minutes before the scheduled time.  Complete regulations are sent home 
with the bus schedule from the transportation division.  If you have any 
questions regarding buses call the Transportation Department at 848-
4979. 

Rules for Bus Riders 
 ! Obey the Driver. 
 ! Use an inside voice.  
 ! Remain seated while the bus is moving. 
 ! Use/possession of alcohol, tobacco, drugs or weapons is not        
 allowed. 
 ! Throwing objects inside or outside the bus is not allowed. 
 ! .Unauthorized entering or leaving bus through emergency door 
 or tampering with bus equipment will not be tolerated. 
 ! No eating or drinking on the bus. 
 ! No hanging out of the bus window. 
 ! No teasing or harassing others. 
 ! No spitting, hitting or swearing. 
 ! Use/possession of laser pens is not allowed. 
 ! Vandalizing the bus is not allowed.
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Disciplinary Action for Violation of the General 
Expectations/Bus Safety/Bus Rules 

 ! First Offense:  The driver has given your student a verbal warning, 
and a bus incident report sent to parents.  Your student has been 
assigned an alternate seat. 

 ! Second Offense:  One-day bus suspension. 

 ! Third Offense: Three-day bus suspension. 

 ! Fourth Offense:  Five-day bus suspension. 

 ! Fifth Offense:  Loss of bus riding privileges for the remainder of 
the school year. 

Note:  Students endangering persons and/or property may lose 

bus riding privileges immediately and for an indefinite period of 

time.  In addition, students may be administered consequences 

consistent with school discipline procedures. 

Bicycle - Rollerblade - Skateboard - Scooter Safety 

 ! Highlands school policy is that all students who bike, rollerblade,  
skateboard, or scooter to school should wear bike helmets.  Because 
of the shortage of bike parking, only students 
in grades 3-5 are permitted to ride their bikes 
to school, and all bikes must be securely 
locked while in the school bike racks. 

 ! Bicycles, rollerblades, scooters and 
skateboards should not be used in the building 
or during recess. 

 ! Shoes with wheels may not be used at school.  
If they are, the wheels will be removed and a parent will have to pick 
them up. 

 ! Students that provide their own transportation to and from school 

should arrive at school no earlier than ten minutes before school 

starts and go home immediately after school.  

 ! The South Parking Lot is NOT a playground  during the morning 
drop-off and the afternoon pick-up times.  All students should be off 
the south parking lot ten minutes before school ends.  
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Traffic Safety & Student Pick Up/Drop Off 

In order to keep all children safe it is important that cars are not 

driving past buses when they are loading and unloading. To avoid 

this unsafe situation, we have designated the SOUTH lot for student drop off in 

the morning and pick up in the afternoon.  (see map on next page) 

 In order to keep the south lot safe, we have established the following rules: 

 ! Cars should only move forward and travel only in a counter-clockwise 

direction through the parking lot. 

 ! Children should not walk across the parking lot by themselves. 

 ! No cell phone use in the parking lot. 

 ! If you are dropping off or picking up your child before or after school, 
then please use the drop-off/pick-up loop which follows the perimeter 

of the south lot in a counter-clock wise direction. 

 ! If you need to go into the school at drop-off or pick-up time, then 
please park in a designated area in the south parking lot and 

accompany your child.         

 ! The south lot is the playground area during the school day and after 
school for Kid’s Club.  This lot is to be used only for school drop-off 

and pick up. 

 ! The ramp area in the west lot is designated for school buses to load and  

unload.  The west lot is the main parking lot. 

 ! The west lot and the north lot (which is the lot by the loading dock) 
should not be used for student drop off or pick up.  Use of these lots for 

student drop off and pickup create an unsafe situation.

  Children who are driven to KIDS Club (see pg. 14) in the 
morning or who are picked up by their parents after school 
may use the west lot for student drop off and pick up because 
buses are not present at these times.   Students not attending 
KIDS Club should not be dropped off prior to 10 minutes 

before the start of school.   

Drivers should always obey the 10 MPH speed limit in 
Highlands parking lots. Speeding endangers our 
children’s safety. This speed limit applies at ALL 

   TIMES!

10 

MPH 
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School Policies and Procedures 

Absence/Tardiness Reporting 

   Parents need to call the “Absence Line” to

 report a child's tardiness or absence.  

Calls must be received within  half an

 hour after school starts.

 848-4502

Recorded messages are taken each day and compared to the absentee list 
that comes from each classroom.  If there is no call on the message center 
for an absent student, we call a parent to find out the child’s attendance 
status.  It is vital that parents use this phone line so that if a child has not 
reported to school, a parent can be notified immediately. This phone line 

is open 24 hours a day for your convenience.  If your child is absent for 
more than a day, a parent should contact the teacher and make 
arrangements to pick up the homework.  Any student returning to school 
after being absent must bring the homeroom teacher a written excuse, 
signed by a parent or guardian, explaining the reason for the absence.

Attendance/Absence
Minnesota law requires attendance for all children between ages 7 and 16 
and, certainly, regular attendance and class participation enhance learning.  
Family vacation trips during days when school is in session are a growing 
problem and it is important to emphasize that such trips are NOT regarded 
as excused absences.  We urge families to plan trips during school 
vacation times. 
The school policy is to honor dental or medical appointments and other 
early dismissals as requested by parents.  A parent should send a note 
telling the teacher of the approximate time he/she will be picking the child 
up in the office. For the safety of everyone concerned, a parent must 

come into the office to sign out and pick up the child.

Student absences will be excused due to: 

 ! illness of the student 

 ! illness or death of the student's immediate family 

 ! religious instruction and/or church attendance 

 !medical and dental appointments that cannot be arranged outside of  
school hours. 
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Absences for reasons other than the above may be excused at the 
discretion of the principal or his designee.  Extended or overnight field 
trips sponsored by the school will not be considered an absence and full 
credit will be allowed for work made up. 

Following an excused absence:

 !Full credit will be allowed for all work made up. 

 !Alternative assignments and/or extra credit assignments may be 
provided for missed class work which required the student's direct 
participation.

 !Teachers will provide any individual assistance reasonably required 
by the student. 

Following an unexcused absence:

 !Full credit will be allowed for work made up, i.e.  tests, written 
assignments. 

 !Alternative assignments for missed class work which required the 
student's direct participation will generally not be given, though extra 
credit assignments may be given. 

 !Parents and students are responsible for obtaining assignments and 
providing any assistance needed to complete them. 

Classroom Parties 
An official classroom party is a celebration sponsored by the PTA and 
hosted or assisted by room parents.  Official classroom parties are funded 
through PTA Room Dues that are collected annually in the fall.  

Official classroom parties are: 
 Fall Celebration   October 
 School-wide Service Project December 
 Valentine's Day   February 
 End of the Year   June 

As a special reward or for other notable events, the 
teacher and students  plan their own celebrations.  Food 
treats/snacks must be store bought for officially 

designated parties & special event celebrations.  This is a Minnesota 
Department of Health policy. 



13

Scheduling of School Events 
Every effort will be made to avoid scheduling school 
activities and events after 6 p.m. on Wednesday evenings 
so that community activities that may be held on those 
nights will not compete with school-sponsored events.

Communication  

The Highlands Weekly is a newsletter that is sent home via the 

backpack on Fridays.  The Weekly, like other mass mailings will be sent 
home ONLY with the youngest child in a family.  The Highlands Weekly 

is intended for communication about school and community events and 
related information. The principal must approve any other type of article.  

The deadline for submission of articles is Tuesday at noon.  
Articles can be placed in the Highlands Weekly  ‘IN’ box 
that is in the office.  Parents can also subscribe to List 

Serv to have the newsletter e-mailed to you each Friday.  

See the Highlands website to subscribe.   We encourage 
parents to visit the Highlands website teacher’s pages for 
weekly class letters. 

Separate Mailings: 

If a student is a member of two households, we encourage one parent to 
provide the child's teacher with a supply of self-addressed, stamped 
envelopes so that a second set of school communications may be mailed 
weekly. 

Conferences
Partnership Planning Conferences are held during the month of 
September.  This is an opportunity for teachers to meet parents and for 
parents to share information about their child and their 
expectations for the child's year.  Later conferences are 
scheduled for November and March.  These are times for 
teachers to share information about student progress and 
again discuss expectations.  Should a parent miss a scheduled 
time or feel a need to talk with a teacher, this may be 
arranged directly with the teacher at any time during the year. 

Dress
Edina Schools do not have a formal dress code; however, students are 
expected to dress appropriately for the season and wear clothing that will 
allow them to be outside during recess. 
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Edina KIDS Club & Wise Guys 
KIDS Club provides loving adult guidance and a stimulating 
array of challenging, age appropriate activities for Edina 
students in kindergarten through grade eight before and after 
school and on school vacation days.  We are open from 6:45 
a.m. to 6 p.m.  The program is conveniently located in every 
elementary school.  Students in grades four through eight are bused to the 
Community Center after school for the fabulous WISE GUYS program.   

If you have any questions about KIDS Club at Highlands, feel free to call 
the Highlands KIDS CLUB Program Manager at 848-4568.   If you would 
like to talk to someone about the program for fourth though eighth grade, 
you can call the WISE GUYS Program Manager at 848-4044. 

 Student Visitors 
 Students interested in attending Highlands are welcome to 
visit   classes. Visits should be arranged through the office 
and follow  the visitor procedures outlined in this 
handbook. 

Internet Policy 
The Internet is a valuable educational tool.  There is a great deal of 
information on the Internet that is useful for students.  There is also some 
information that is not appropriate for students.  At Highlands, appropriate 
use of the Internet means that use of the Internet should be purposeful, 
guided and supervised. 

 !Purposeful means that the students have a goal in 

mind when using the Internet.  This goal should be 
related to the curriculum being studied by the class. 

 !Guided means that the student use of the Internet will 

be guided by the teacher.  In most cases, students will 
work in sites which have been previewed, screened 
and book marked by their teacher.

 !Supervised  means that an adult will be present when students are 

using the Internet.  This will usually be their classroom teacher or 
computer lab teacher.  Unsupervised “surfing” is not considered 
appropriate use of the Internet at Highlands.

Student who do not follow these guidelines may lose their right to use the              
Internet at Highlands. 
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Lost and Found 
A lost and found center is located outside the 
cafeteria.  Please check there or have your child do so 
if an item has been misplaced or lost.  It is a good idea 
for parents to check there periodically to see if there 
are any items that have been left at school that have not been missed.  
The lost and found quickly fills up in the fall and again in the spring 
when students are wearing extra layers but take them off on the 
playground when the weather changes.  About twice a year, items not 
claimed will be donated to charity.   Watch the  Highlands Weekly for 
notices.  Parents are encouraged to put their child's name on all personal 
belongings.   

For items left on the bus, contact the bus garage at 848-4979. 

Religious Holidays and Celebrations 
As a school community, we would like to establish reasonable 
parameters about celebrations and help children become aware that 
different religious groups observe different holidays and events and that 
all are a part of our culture. 

At school, we will use common sense and good judgment in deciding 
when religious symbols or music are included in the school environment.  
Generally, we believe that the sharing of art, music, and  understanding 
of a celebration, not as a worship experience, will enhance our apprecia- 
tion of one another and aid in the spiritual development of each child.

Student Placement Procedures 
Planning for fall classroom groups is done in the spring by the school 
staff.  Using a team approach, placement of students focuses on the 
needs of those students.  The criteria are: 

 !heterogeneous groupings (a mixture of instructional needs, academic 
abilities and talents, gender balance, equitable class sizes) 

 ! special needs of students (learning disabilities, physical handicaps, 
emotional and behavioral dynamics) 

 !other special considerations identified by parents 

 !organizational options 
Parents may inform the school in writing of special needs or 
considerations regarding their child.  A district-wide deadline for student 
placement information is announced each year. 
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Lunch Program

Edina School District participates in the National School 
Lunch Program offering "Combo Meals". Combo Meals 
are required to meet specific nutritional guidelines 
established by the Federal Government. Several different 
entrees are offered each day. One entrée selection changes 
on a daily basis as reflected by the menu. The menu also 
indicates side items offered each day.  A combo meal is defined as: 
Entrée  (must take one) - Fruits and Vegetables (may choose two) - 
Bread/Dessert (if menued) (may choose one) - Milk (may choose one). 

To qualify as a “Combo Meal” a meal must include one entrée, plus 
a minimum of two different side items from the above list. However, up 
to four side items may be chosen, in addition to the entrée. If this 
combination of food is not selected by the student, we can not charge it 
as a Combo Meal by Federal Government regulations, and therefore each 
item will be charged separately, at ala carte prices. While we can 
encourage students to take Combo Meals, we can not require them to do 
so under the Federal “Offer vs. Serve” Program. The exception to this is 

where a parent has restricted an account to a “Combo 
Meal Only.” Restricting Lunch Accounts: Parents 
may limit lunch account spending to a dollar amount 
per day (the child may purchase what they want up to 
that dollar amount) or to Combo Meals only (no ala 
carte purchasing is allowed on the account). Menus 
change on a monthly basis.  

Price list for combo meals and ala carte 
items are on the district web site (http://

www.edina.k12.mn.us/district/foodservices/

foodprices.htm).   All schools can accommodate cash to purchase meals 
and ala carte items at any time. However, the Food Service does not 
recommend sending large amounts of cash with students to school. We 
specifically ask that small bills or exact change be used at the Elementary 
level.

Lunch Accounts
The District uses an Individual Lunch Accounting System where each 
student has their own individual Account. Lunch Accounts are debit 
accounts, therefore there must be money in the account in order for the 
student to use it. The District allows the balance to go no lower than a 
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minus ten dollars (-$10.00). The cushion balance between zero and 
minus ten dollars is intended to allow students to continue to use the 
account while money is being deposited into the account. The Food 
Service recommends keeping a positive account balance that 
accommodates your children’s particular spending habits. The amount 
you choose to maintain in your account is a personal choice based on 
how much monitoring of the account you choose to do, how often you 
want to be writing checks, and your child’s spending habits. 

Deposits
Checks written for a single account may be deposited several ways: 1) 
A student may bring a check through the lunch line and give it to the 
cashier; 2) It may be dropped off at the school office in the basket 
specifically designated for lunch money; 3) It may be handed directly to 
the Kitchen Manager at the School; or 4) it may be mailed to the 
District Food Service Office at the address below. Checks written to be 
split among several accounts must be sent to the District Food Service 
Office at the address below. Make all checks payable to: ISD 273 

Food Service. LOW BALANCES: If an Account is below the debit 
floor (-$10.00) students are offered a bag lunch in 
place of purchasing a lunch on the account, or they 
are welcome to use cash. Once the balance is 
corrected, the child will be able to resume 
purchasing items on the account. LOW BALANCE 
NOTIFICATION: Low Balance Statements are 
printed weekly for Elementary children whose 

balance is at $8.00 and below.  

Free and Reduced Meals Program  
Only a Combo Meal qualifies as a Free or Reduced purchase under the 
Federal Guidelines. You may contact the District Food Service Office 
at any time during the school year for an application. A new application 
must be completed each school year.  
Confidentiality: The computer terminals on the serving lines are 
connected to a computer that knows which students receive free or 
reduced meals, and thus charges the student the appropriate amount. 
This provides the best confidentiality.  

Contacts

Feel free to call with questions: 952-848-3811.   Mail checks to: 
Edina High School , Attn: Food Service, 6754 Valley View Road, 
Edina, MN 55439
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The Health Office is staffed by a first aid/CPR trained Health Service 

Associate. The Health Associate provides first aid, administers medication 
under the direction of the Licensed School Nurse, assists with vision and 
hearing screening programs, and processes immunization forms. 

A Licensed School Nurse is a RN with a Bachelor's Degree who is also a 
Public Health Nurse and is available to consult with parents upon request. 
The School Nurse will assess individual student health needs, plan for 
students with disabilities and chronic health conditions, provide nursing 
treatments, and participate in health education programs. 

First Aid & Illness
 !If a student requires more than basic first aid, 911 

will be called. 

 !If a student has a ‘Do Not Resuscitate Order’ the 

parent should be aware of the school's written 
procedure.

 !If your child is absent due to illness, please call  the "Absence Line" 

number at 848-4502 within a half an hour after school starts (the line is 
open 24 hours/day).  

 !All communicable conditions should be reported to the school and 

notices of the symptoms will be sent to all students in that classroom 
(e.g., chicken pox, strep throat). 

 !Students infected with communicable diseases including HIV/AIDS 

will be planned for on an individual basis following recommended 
guidelines of the Department of Health.   

 !If your child is ill at school, the Health Service staff will attempt to 

call the parent first and then, the name on the Emergency Card. If 
neither can be reached, an adult named by the student will be called. A 
student will not be sent home without an adult. 

Medication
All medication must be kept in the Health Office unless special 
arrangements are made with the Licensed School Nurse. Students 
with inhalers may carry them if the parent indicates this request in 
writing. When a student requires any medication at school, the 
student must bring: 

Health Services 
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 ! Medication in the original container 
with directions 

 ! Written permission from the parent 
 ! A written order from the physician 

Immunizations 
For ease of access to data by health services, and to facilitate 
providing parents with information, the school district will share 
immunization data with ImmuLink, Hennepin County’s 
immunization registry.  The registry is available for health care 
providers, schools, and parents giving them access to their 
patient’s, student’s, and child’s immunization record.  The 
following information will be shared:  Name, date of birth, 
immunizations received/date, vaccine type, parent/guardian name.  
If you do not wish this information to be given 
out about your child, please notify Health 
Services staff in the building where your child 
attends school.

Health Screenings
Students will be screened in the following 
grades:

 ! Vision:     K, 1, 2, 3, 5 
 ! Hearing:  K, 1, 2, 3 
 ! Color Vision: boys in grade 2 

 ! Scoliosis: girls in grade 5 

Stay-in Requests for Recess
The school's position is that children well enough to 
attend school are well enough to take part in gym and 

outdoor recess. A stay-in request will be honored if made by the child's 
physician in writing and filed in the Health Office.


