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Dear Parents and Students, 

We are pleased to welcome our new and returning students and their families to Arrowsmith 

School.   

Our handbook contains an overview of the school and some of our procedures and academic 

policies that we hope will assist you during the school year.  Our staff can assist you with any 

questions you may have, and we appreciate receiving your comments and feedback throughout 

the year. 

Arrowsmith School is a community and our goal is that our students will: 

 master the skills fundamental to their education
 develop the desire to become life-long, self-motivated learners
 develop and maintain confidence and a sense of their self-worth
 have respect for themselves and for others, and
 assume responsibility for their actions

We support and encourage student and parent involvement in the academic and social life of 

Arrowsmith School and welcome the participation of parents in school activities. 

Congratulations to our students for embarking on the courageous journey that is their cognitive 

program.   

We are so looking forward to supporting students and their families throughout this school year, 

and thank everyone for their contribution and commitment to Arrowsmith School. 

Sincerely, 

Barbara Arrowsmith Young 

Director 
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PART 1 – DAILY SCHEDULE AND CONTACT INFORMATION 

ARROWSMITH SCHOOL PETERBOROUGH DAILY SCHEDULE 

Arrival  

Period 1 

Period 2 

8:15 to 8:35a.m. (Supervised in small yard)

8:45 to 9:25 a.m. 

9:25 to 10:00 a.m. 

Morning break   10:00 to 10:15 a.m. 

Period 3 10:15 to 10:55 a.m. 

Period 4 10:55 to 11:30 a.m. 

Lunch  11:30 a.m. to 12:30 p.m. 

Period 5 12:30 to 1:10 p.m. 

Period 6 1:10 to 1:45 p.m. 

Afternoon break 1:45 to 2:00 p.m. 

Period 7 2:00 to 2:40 p.m. 

Period 8 2:40 to 3:15 p.m. 

Pick-up 3:20 to 3:40 p.m. 

Extended Day Program 3:40 to 5:00 p.m. 

HOW TO CONTACT ARROWSMITH SCHOOL PETERBOROUGH 

Arrowsmith School Peterborough Telephone: 705 741-4800 

366 Parkhill Road East Facsimile:  705 741-1832 

Peterborough, Ontario 

K9L1C3 

Principal's email:   rgunning@arrowsmithprogram.ca  

To send an email informing the school of student absences, appointments 

or early departures, please use:    peterborough@arrowsmithschool.ca 

Please contact staff via email using the following format: 

[first initial] [last name] @ arrowsmithprogram.ca   (no space between names) 

For example: jsmith@arrowsmithprogram.ca 

mailto:jmarcinkowski@arrowsmithprogram.ca
mailto:rgunning@arrowsmithprogram.ca
mailto:jsmith@arrowsmithprogram.ca


Arrowsmith School Peterborough Parent and Student Handbook: Full Time Students        Page 4 of 31 

ARROWSMITH SCHOOL TORONTO 

PARENT AND PROFESSIONAL OPEN HOUSES 

Information Evening/Open Houses 

Every month we invite parents and individuals who are interested in learning about Arrowsmith to 

attend an Open House session at Arrowsmith School Toronto. Presentations begin at 7:00 p.m. and 

include an introduction to the cognitive program and information about assessment and enrolment.  

Dates are listed on the website. Registration is not necessary.   

Professional Information Sessions, Professional Webinars 

Information Sessions are held for educators, therapists and other professionals interested in 

learning about Arrowsmith School and Program. Webinars are offered regularly and in-school 

sessions are also available. Dates for the year are listed on the website. Registration for in 

school and online webinars is required and accessed through the school website.  

HOW TO CONTACT ARROWSMITH SCHOOL TORONTO 

Arrowsmith School Toronto 

245 St. Clair Avenue West 

Toronto, Ontario 

M4V 1R3 

Telephone: 416 963-4962 

Facsimile: 416 963-5017 

E-mail: reception@arrowsmithschool.org 

Web: www.arrowsmithprogram.org 

mailto:reception@arrowsmithschool.org
http://www.arrowsmithprogram.org/
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PART 2 - GENERAL SCHOOL INFORMATION AND ADMINISTRATION 

A BRIEF OVERVIEW OF ARROWSMITH SCHOOL AND 

ARROWSMITH SCHOOL PETERBOROUGH 

The cognitive exercises that are the foundation of the Arrowsmith Program were first offered to 

students with learning disabilities in 1978. Arrowsmith School was established in 1980 and has 

operated continuously in Toronto since that date.  

Arrowsmith School Peterborough was established in 2005 and is a wholly owned affiliate of the 

Toronto school and provides the same cognitive and academic programs as the Toronto school.  

Since 1997, the Arrowsmith Program has been offered remotely, and is currently offered in 

schools and organizations throughout Canada, the United States, Australia and New Zealand. 

The Arrowsmith website provides regular updates of new Arrowsmith sites around the world. 

All of the teachers at Arrowsmith School Peterborough are members of the Ontario College of 

Teachers and have been trained and certified at Arrowsmith School in Toronto as teachers in the 

Arrowsmith Program.    

ARRIVAL AT ARROWSMITH SCHOOL PETERBOROUGH 

Arrival time is between 8:15 – 8:35 a.m.  Parents are asked to enter the driveway on the west 
side of the building which will take you around to the back of the building. Please ensure that a 
full stop is made at the posted STOP sign. Students should be let out at the back entrance where 
they will place their belongings by the back door and proceed to the small play area where a staff 
member is assigned for supervision.  Parents will then proceed with the ‘parking circle’ by 
exiting via the east driveway.  Please note that these driveways are one way; one lane and 
there may be a slight delay in the line depending on the flow of student arrival.   If you need to 
enter the building to speak to a staff member please find a parking space in the back parking lot 
rather than staying in line and holding up traffic behind you.  

Please note that we do not provide supervision of students who are outside the school 

premises before 8:15 a.m. or after 3:40 p.m. 
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PUNCTUALITY AND REGULAR ATTENDANCE 

The goal of the Arrowsmith Program is to strengthen cognitive ability. To meet the benchmark 

goals required for this development, regular attendance is essential.  Therefore attendance is 

monitored carefully.    

Punctuality is important at Arrowsmith School and we expect all students to arrive on time.  All 

students are to be in their classrooms by 8:40 a.m. and ready to start Period 1 at 8:45 a.m. 

Afternoon classes begin promptly at 12:30 p.m. so students are to be in their classrooms by 12:25 

p.m.  Late arrivals cause disruptions to classroom dynamic and student focus.

NOTIFYING THE SCHOOL OF LATE ARRIVALS AND ABSENCES 

If your child will be arriving after 8:45 a.m. or will be absent from school for the day or any part 

of the day for any reason, please notify the school by telephone at 705 741-4800 or email at 

peterborough@arrowsmithprogram.ca prior to 8:30 a.m. on each day of the absence until the 

child returns to school. 

If a child has not arrived and there has not been a call from the parents, the parents will be 
contacted to find out if the student is expected at school that day. If the student was expected to 
arrive, the teachers will notify the Principal to determine how to handle the situation.    

UNSCHEDULED SCHOOL CLOSINGS DUE TO BAD WEATHER 

The Principal will decide by 6:30 a.m. whether or not to announce the closure of the school for 
that day. 

We will use our reasonable efforts to telephone parents at home to communicate information 
regarding changes in school hours or school closures due to inclement weather.   

We advise parents to call the school on days when the school may be closed due to inclement 
weather where a recorded message will be changed by 6:30 a.m. to inform callers if the school 
will be closed for the day.    

Notice of the school closure is also telephoned to 101.5FM CKWF ‘The Wolf’ and their sister 
station 980AM KRUZ to be announced on the radio.  



Arrowsmith School Peterborough Parent and Student Handbook: Full Time Students        Page 7 of 31 

LEAVING THE CLASSROOM AND LEAVING SCHOOL PROPERTY 

Students must obtain permission from their teacher to leave the classroom for any reason. 

Students may not leave the school property at any time during the school day unless a parent 

gives permission.   

For a student to be excused during the school day, parental permission must be provided. 

Please send a written note or an email indicating your permission to ensure that staff are made 

aware. If being excused for a short period or the rest of the day, parents of children 12 and under 

are required to come to the reception desk to sign out and collect their child from the school. 

Students 13 to 17 must provide a parent note of permission if departing the school before 

3:15 p.m. but may sign the sign-out form themselves at reception and leave independently. 

This enables our staff to adhere to our School Safety Policies. 
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LUNCH GUIDELINES AND CONDUCT 

Healthy snacks and lunches 

Good nutrition, daily physical activity, and a healthy environment are all important factors for 

optimum student learning and development.  Students are more able and more prepared to  

participate when they arrive to school after a good breakfast, and with nutritious snacks and a 

lunch to sustain their energy all day.   

We encourage the families of our students to send their child to school with a nutritious lunch 

and snacks in a reusable container and a water container that they can refill during the day. 

Litterless lunches 

Families have been supportive of our request to send students to school with healthy lunches 

packed in reusable containers that they can take home at night with the result that the amount of 

non-recyclable plastic and Styrofoam packaging coming into the school has been significantly 

reduced.  As well, we closely enforce the policy of packing up and taking home any uneaten 

food.  We feel that it is important that parents are fully informed of how much of your child’s 

lunch is actually being eaten and how much is being thrown away. 

We also encourage parents to provide their children with reusable water containers.  These 

containers should be coming home each night to be washed and filled for the next day as cups 

will not be provided. 

Students are welcome to refill their containers using the taps provided as our water meets the 

Ministry of the Environment’s Regulation 170 as well as Regulation 243 parameters. It should be 

noted that the Peterborough County-City Health Unit has issued an advisory be made as a result 

of water sample results with a high sodium level.  Students on sodium restricted diets should not 

drink the water until notification of a reduced sodium level.  For any students who fit into this 

category please ensure that they are sent to school with ample water from home. 
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Food allergies 

Prohibited Foods: nuts and peanuts 

Some of our students have allergies to nuts and peanuts and can go into potentially fatal 

anaphylactic shock if exposed. We are therefore a Nut-free school, and must prohibit all types of 

nuts and all food products containing nuts from the school premises. This includes chocolate bars 

with nuts and spreads or condiments with nuts. 

Please carefully check all lunches, snacks and food products that you send to school with your 

child to ensure nuts, peanuts or any type of food containing even a trace of nuts or peanuts are 

not brought onto the school property. Should a parent or student be aware that a nut or nut 

product has been brought into school inadvertently, please notify an Arrowsmith staff member 

immediately. 

If your child has any known serious food allergies it is imperative to communicate this to the 

school on the Student Medical Information form contained in the enrolment package. Please also 

see Part 4 dealing with anaphylaxis and allergies. 

Guidelines for student conduct at lunch 

Students eat their lunches in the assigned lunchroom and are responsible for cleaning up the area 

around their table and repacking uneaten food and wrappers to be taken home. 

A microwave is available for students to reheat their lunch items if they so choose.  We ask that 

the reheat time is kept to 30 – 60 seconds only to allow everyone a chance to use the microwave 

and students not be sent with frozen entrees that need to be cooked. 

On most days, weather permitting, students will participate in a supervised half hour recreation 

period either on property or at our neighboring park from 11:30 a.m. – 12:05 p.m. and return to 

eat their lunch from 12:05 – 12:30 p.m. Please refer to Play Area Conduct and Procedures later 

in this section of the Handbook. 

Guidelines for students with Unsupervised lunch privileges 

Students between 13 and 17 years of age may obtain parent and school permission to have their 

lunch hour unsupervised and off of school property. Written parental permission must first be 

granted, and students must also demonstrate to Arrowsmith Staff they are able to manage this 

privilege. This includes arriving back to school promptly at 12:25 p.m., behaving appropriately 

during the lunch hour, and consistently meeting their cognitive and academic goals during the 

school day.  Arrowsmith Staff reserve the right to withhold this lunchtime privilege at any time, 

for any length of time. If a student’s lunch privilege is suspended, the student will join the staff 

supervised recreation period and eat their lunch with the other students in the lunchroom. Should 

a student be required to stay in school over the lunch hour due to missed homework or school 

work, they are to come to school prepared with a packed lunch. We will contact a student’s 

family if this lunch privilege is withheld on a given day.   
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PLAY AREA   

CONDUCT AND PROCEDURES 

Before eating their lunches, staff lead students to our play area or neighboring park every day 

from approximately 11:30 a.m. - 12:05 p.m.  It is recommended that students always dress 

appropriately for outdoor activity. Good winter wear is particularly important in those months as 

students will spend at least a half hour in what can be often very cold temperatures. Sunscreen 

and hats are encouraged in summer months. For the safety and well-being of all students, safety 

rules must be followed while walking to, from and while at, the park. 

When walking to and from the park students are expected to: 

 assemble in the backyard prior to departure

 be respectful of other students’ space and pace

 walk on the far side of the shoulder away from the road

 provide room for other pedestrians to pass and stay off other properties

 obey the instructions of the teachers

We expect that students will: 

 play only in areas designated by the supervising teacher

 play safely with their peers

 not put another student in any danger or at risk of injury at any time

 not engage in tumbling, roughhousing or physical contact sports or activities

 use the play equipment safely and properly

 remain in view of the supervising teacher at all times

 stay away from wet and muddy areas

 not climb on trees

 not throw objects other than play equipment designed to be thrown and in winter, not

throw snowballs



Arrowsmith School Peterborough Parent and Student Handbook: Full Time Students        Page 11 of 31 

AFTER SCHOOL PICK-UP AND EXTENDED DAY PROGRAM 

The school day finishes at 3:20 p.m. and students should be picked up or leave the school 

property and be on their way home between 3:25 p.m. and 3:40 p.m.  Please use the same 

‘parking circle’ procedure when picking up your child as is used when dropping them off.  

During pick up please know that all students are lined up inside the back door and are sent out 

one at a time once their ride is at the front of the line.  A staff member will be posted at the stairs 

to enforce our no passing rule while helping the appropriate student reach their car safely. 

To ensure that our pick up system runs as safely and efficiently as possible please observe the 

following rules: 

 Please ensure to stop at the STOP sign

 Students will be ready for pick up at 3:25pm at the earliest

 Absolutely NO passing permitted

 Please stay in the middle of the lane rather than veering off to the side, thus sending the

signal that you would like the vehicle behind you to pass

 Please park in one of our parking spaces at the back if you need to enter the school so as

not to hold up the line behind you

We offer a supervised extended day program as a service to parents who are unable to pick their 

child up by 3:40 p.m.  The extended day program runs from 3:40 p.m. to 4:50 p.m. and  

is supervised by one of our staff.  Students will be able to use this time to complete their assigned 

Arrowsmith homework. 

We would appreciate being advised in advance if you wish to have your child in the extended 

day program for a particular day so that we can plan our schedule, however, if you discover 

during the day that you will not be able to pick your child up by 3:40 p.m., please telephone the 

school at 705 741-4800 to let us know.   

Families are billed on a per diem basis and only for the days that their child is in attendance.  We 

issue a receipt for payment and the fees for the extended day program may be claimed as a 

childcare expense on your income tax.  H.S.T. is not payable on these fees. 

The cost of the Extended Day Program is $10 per day from 3:40 p.m. up until any time before 

5:00 p.m. and will be billed at the end of each month.  Students who are not picked up by 3:40 

p.m. will be brought to the extended day classroom and the usual charge will apply.

Students who are not picked up from school by 3:40 will be placed in the Extended Day 

program room to be supervised and the Extended Day fee of $10 will be charged for that 

day and billed at the end of the month.  We request that all students be picked up by 5:00 

p.m. at the latest so that our staff will be able to leave at that time.  The late pick-up

surcharge is $10 for each 10 minutes or part thereof after 5:00 p.m.
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SCHOOL TRIPS AND VOLUNTEERS 

School trips are scheduled during the school year.  The trips are usually educational in nature but 

not always -- some are just for fun.  Please note that we do our best to keep these at a minimal 

cost.  

We will provide a parental consent form and information letter prior to each trip which we need 

to have signed and returned for each student one week prior to each trip.   

We invite parent volunteers to accompany us on these excursions and welcome their 

participation and assistance.  We are required to have a current police reference and vulnerable 

sector check for all volunteers.  If you are interested in volunteering, please speak to your child’s 

teacher who can provide you with the police reference check form to complete well in advance 

of an event.  Volunteers are covered under our general liability policy while engaged in assisting 

in school activities. 

PRIVACY AND CONFIDENTIAL INFORMATION 

We respect the privacy of our students and their families and staff.  Information is only obtained 

if you supply it to us and information provided to us is only used for our internal purposes 

including contacting you and answering any inquiries you may have.    

We do not disclose parent or student information or any confidential information provided to us 

to any third party under any circumstances except as provided by law or with written parental 

consent. Student assessment data and school work may be used for research purposes without 

disclosing the identity of the students involved. We maintain the security of this information and 

ensure that only authorized staff may access personal or confidential information. We will on 

request provide a copy of the information in our files for verification and correction as required 

by law. 

Our teachers do not communicate with students by email but certainly communicate with parents 

by email who wish to do so.  Our staff communicate using only their Arrowsmith School email 

address and not through any other email program.  All communications with Arrowsmith School 

are archived on our dedicated server.  
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PART 3 - COGNITIVE AND ACADEMIC PROGRAMS 

Training/Retraining at the Beginning of the Year 

At the heart of Arrowsmith School is the cognitive program, a unique and comprehensive series 

of exercises that target and strengthen learning ability. For students the program offers 

opportunities for cognitive development and an environment that fosters self awareness, 

confidence, and ultimately independence.  Critical to these changes taking place is the student’s 

own investment in their program.   

The first month of school is important for creating a foundation for student participation.  

Students are encouraged to:  understand their individual profiles and programs, learn the correct 

procedure for the cognitive exercises, understand whole school and classroom expectations and 

rules, and contribute to the creation of a positive and cohesive environment. 

The first two weeks of school is a period of cognitive training for new students and of retraining 

for returning students. Students begin on simpler levels of their exercises during this 

Training/Retraining period with the intention that by the end of September they will be working 

at their programmed levels. 

Essential Principles of Arrowsmith 

To help students understand their programs, the following points are constantly reinforced: 

 Each exercise is carefully designed to target and strengthen a specific cognitive area.

 Each cognitive area plays a specific and important role in learning skills and tasks.

 The exercises within each students’ programs have been selected so that they can target

weaker cognitive areas which until now have made learning more difficult,  frustrating

and time consuming

 Sustained and active engagement will promote cognitive change.

 Using other strengths to complete an exercise, taking lots of breaks, or making an

exercise easier, will lessen opportunities to strengthen cognitive ability.

The Arrowsmith Program works on the principle of “mastering” each level of material.  Program 

methodology as well as Arrowsmith staff determines when a student demonstrates readiness to 

master to the next level. This continued mastery and increasing challenge is an essential 

component of neuroplastic change.  
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BENCHMARK GOALS 

Arrowsmith has identified specific benchmark goals which can be applied to daily, weekly and 

monthly student participation. These goals are qualitative and quantitative measures that enable a 

student to perceive a concrete and achievable goal.   Benchmark goals also have the important 

purpose of indicating whether a student is actively engaged. If a student is consistently meeting 

the benchmark goals as prescribed by Arrowsmith methodology, it can be a reliable measure of 

their progress.   

Students are constantly reminded of and encouraged towards these benchmark goals. Parents are 

encouraged to be aware of these goals as well, and are welcomed to collaborate with teaching 

teams to devise motivational strategies that might promote a student’s efforts. While ultimately 

students can be motivated by their own progress and by the changes they begin to experience, 

most students initially need external mechanisms of motivation. Particularly for students who 

have struggled in previous school settings to achieve, support from teachers and parents can be 

crucial for students to work towards their best effort.  

Family support at home is therefore a key factor.  In addition to acknowledging and rewarding 

student effort and progress, families can promote success by ensuring a student eats well, has 

enough sleep, gets regular exercise and has a quiet environment for completing homework. 

Certain exercises also have prerequisite skills that can be practiced and reinforced at home.  

Parents should consult their child’s teacher(s) to learn more about how to support their child’s 

cognitive progress outside the Arrowsmith classroom. General guidelines regarding tutoring and 

therapy outside the classroom can be found in later sections of this Handbook.  
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ACADEMIC PROGRAMS IN  

MATHEMATICS AND ENGLISH  

Most of our elementary (grades 1-8) students participate in the academic program and spend one 

period each day in Mathematics and one period in English with the other six periods dedicated to 

their cognitive exercises.   

Our academic programs draw on the Ontario Curriculum learning objectives and are designed to 

meet the current learning needs of each student.  Using a student’s learning profile, the academic 

teachers prepare lessons and materials which promote fundamental learning skills at their 

developing ability.  Class sizes range from 5 to 10 students and are grouped by ability level.  The 

grade level at which a student is working will be indicated by the “Program Level” given on the 

twice yearly academic reports.     

The academic program works in conjunction with the cognitive program as there is ongoing 

dialogue between the student’s cognitive and academic teachers. Academic goals and 

expectations are frequently adjusted as the student’s abilities improve as a result of his or her 

work in the cognitive program. 

The success of students in the academic program can be enhanced through support from their 

families.  There is a multitude of resources on the internet; for example, from the Ministry of 

Education (Ontario) -  http://www.edu.gov.on.ca (English) - click on the link for ‘PARENTS’ at 

the top of the page and then scroll down to ‘abc123’. 

The academic program can also help students develop important organizational and study skills 

that will be particularly valuable when they leave Arrowsmith.  We are available to meet with 

families to help create a smooth transition from Arrowsmith to a new school environment, and 

can often make recommendations or suggest resources to best support with this process. 
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HOMEWORK 

Homework is an essential component of the cognitive exercise program and should be completed 

to the best of the student’s ability and handed in to the classroom teacher each morning.   

Homework should be of the same quality as work completed in the classroom and incomplete 

homework made up on the following night. 

A homework schedule, instructions and a communication book will be placed in the student’s 

homework binder at the beginning of the school year.  In addition to this, a calendar 

corresponding to each new month is placed at the front of the binder.  This calendar allows for 

students to plan their homework week as well as record their ‘homework how much’.  If the 

submitted homework meets the teacher’s approval the corresponding day on the calendar will be 

initialed by the teacher.  A student who has not completed his or her homework or has not 

brought it to school is expected to have a note written in the communication book explaining the 

circumstances.  The communication book is a highly useful communication tool for parents and 

teachers.  It is important to establish the habit of checking the communication book each night, 

regardless of whether there is anything to write, to aid in keeping the lines of communication 

open between teachers and parents.  Teachers check the communication book daily and write in 

it often.   

Regular academic homework is also assigned by the academic teacher.  The Academic teachers 

will set their homework schedule and communicate this to parents at the beginning of the school 

year.   
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SUPPORTING YOUR CHILD AT ARROWSMITH 

Healthy Minds 

Arrowsmith School strives to create an environment where students feel comfortable and 

confident.  Each exercise is set incrementally above one’s current ability level, and goals are 

concrete and achievable.  However, many students with learning difficulties still hold the 

memory of negative school experiences and are initially anxious or apprehensive about 

participating.  It is also common for students to have a fragile self-esteem or issues surrounding 

their mental health due to years of frustration, failure and misunderstanding. Many students 

therefore have benefitted from therapeutic support during and after their participation at 

Arrowsmith School; families are encouraged to consider whether their child exhibits tendencies 

of anxiety, depression or anti-social behaviour that need the support of outside community and 

private agencies.  Please consult your child’s teacher for further discussion and recommendations 

where possible. 

Mindfulness 

Mounting research on the neurobiology of learning indicates that mindfulness practice can 

enhance attentional and emotional self-regulation and promote flexibility.  At Arrowsmith 

School we are investigating how we can implement mindfulness into our daily practice.  It’s 

clear that the calmer we are, the more capable we are of ‘active engagement’ - this active 

engagement is a principle condition of neuroplastic change. 

We welcome parents to pursue opportunities of mindfulness, mediation and stress reduction at 

home or as part of their families’ or child’s healthy living activities.  Arrowsmith will continue to 

explore these methods and will share what is learned and developed throughout the school year. 

Cognitive Application/Tutoring 

Most students have missed curriculum and content before arriving at Arrowsmith because of 

their learning difficulties.  As cognitive abilities strengthen, opportunities to learn previously 

covered material as well as new skills must be found.  Some of this learning will take place in 

Academic classes, but many students will benefit from additional tutoring outside the school day.  

This will become particularly important as they near the end of their Arrowsmith journey.  

Similarly, certain cognitive changes will require at-home or “real life” teaching and learning, 

such as study skills, organization, and independence.  Parents will be made aware of when and 

how they can be involved in teaching a child new skills of independence based on their emerging 

cognitive strengths.  Academic tutoring and behaviour therapy can be valuable or even necessary 

resources as a student progress through their Arrowsmith program.  This transition will be 

unique for each student so consultation with your child’s teaching team will be helpful. 
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PART 4 - ALLERGIES, MEDICATION,  

INCIDENT REPORTS AND FIRE SAFETY 

ANAPHYLAXIS AND ALLERGIES  

ARROWSMITH’S ‘NO NUTS OR PEANUTS’ POLICY 

Anaphylaxis means a severe systemic allergic reaction which can be fatal, resulting in circulatory 

collapse or shock. It is a serious allergic reaction that can be life threatening; it requires 

avoidance strategies and immediate response in the event of an emergency. 

An Act to Protect Anaphylactic Pupils: Sabrina's Law came into force on January 1, 2006, and is 

the first legislation of its kind anywhere in the world. This law ensures all school boards have 

policies or procedures in place to address anaphylaxis in schools, which includes providing 

instruction to staff and guidance on the administration of medication. Although applicable to 

public schools, Arrowsmith School endorses and supports this legislation. 

Some of our students have allergies to nuts or bee stings, and can suffer severe and potentially 

life threatening anaphylactic reaction if exposed to nuts or stung. 

We do not permit nuts or food products containing nuts on the school premises and take all 

reasonable precautions to ensure that these foods are not present anywhere in the school and that 

those students with nut allergies are not exposed to such foods when on school trips. This 

includes cookies, peanut butter, chocolate bars, spreads such as Nutella or other confectionery 

products containing nuts and all foods containing nuts or nut oils. 

Please carefully check all food packaging and ensure that your child does not bring anything 

containing even a trace of nut products into the school. 

We require all parents to indicate on the enrolment form whether or not their child may have 

such a reaction. We will take reasonable steps to notify all of our staff and students about their 

condition and train our staff on how to respond to an emergency situation should one arise. 

However, all parents should be aware and understand that we cannot guarantee that a child with 

such a condition may not accidentally come into contact with these foods. 
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POLICY RESPECTING THE ADMINISTRATION OF MEDICATION TO STUDENTS 

The following procedures must be followed before medication can be administered by members 

of the school staff to students who are not old enough to take their own medication.  

1. Parents will need to complete and sign the Medical Consent Form to give us

permission to administer any prescription medication to a student.

2. All allergic reactions must also be noted on this form and if the allergic reaction is

potentially serious or life threatening, we may require additional information

including a letter from the child’s physician acknowledging the extent of the allergic

reaction and providing us with further instructions as to how to respond.

3. All medication (other than an EpiPen) must be given to the classroom teacher in its

original container with the child's name clearly marked on it and will be stored by the

teacher in a secure box that is not accessible to students.  Medication (other than an

EpiPen) may not remain in the possession of a student under any circumstances.

EpiPens should remain in the possession of the student at all times.

4. Medication must be taken in the presence of a classroom teacher who will maintain a

written record of all medication administered.

5. Arrowsmith School does not provide or administer any other medication for students

including non-prescription pain medication or headache pills for minor illness or

symptoms such as coughs or fever. Students should not come to school if they have

these symptoms.

6. The Principal or Vice Principal of Arrowsmith School in their reasonable discretion

may decline to permit medication to be administered to a student by school staff and

will advise the student’s family in writing before doing so in order that other

arrangements may be made.

Where a student sustains a serious injury or appears to be suffering from a serious illness, we 

shall make reasonable efforts to first contact the persons whose names have been provided to us.   

If we are unable to reach them, we may then take such actions as we consider reasonably 

necessary in the circumstances including calling for emergency medical assistance or taking the 

student to hospital.  

Please also refer to the Medical Consent Form contained within the enrolment package. 
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INCIDENT REPORTS AND NOTIFYING PARENTS 

A written incident report is prepared in the following circumstances involving injury or a 

significant medical situation involving a student: 

 there is any evidence of bruising or abrasion

 there is any loss of blood (including a nosebleed)

 the student complains of significant and continuing pain or discomfort

 there has been an allergic reaction

 there has been any loss of consciousness (including momentary fainting)

 any first aid is required

The incident report will be completed by the supervising teacher as soon as possible after the 

incident occurs or if the incident occurs off the school premises, as soon as reasonably possible 

after the supervising teacher returns to the school.    

Parents will be notified and asked to come to the school to take their child home in appropriate 

circumstances where a child becomes ill during the day.  Children who are ill are to be kept at 

home and not sent to school if they have a contagious illness. This includes cases of Pediculosis 

(Head Lice).  If a student is found to have head lice while at school they will be sent home with 

detailed information about treatment options and methods.  After such treatment, students are 

welcome to return to school.  

 FIRE SAFETY AND FIRE DRILLS 

Fire Safety and Fire Drills 

Our building complies with municipal regulations pertaining fire safety and building safety and 

our fire safety plan is reviewed with students as well as holding periodic fire drills during the 

year.  



Arrowsmith School Peterborough Parent and Student Handbook: Full Time Students        Page 21 of 31 

PART 5 - STAFF AND STUDENT CONDUCT 

  ARROWSMITH SCHOOL CONDUCT POLICY 

Arrowsmith School strives to provide a safe, positive and respectful environment for all of its 

students, staff and visitors.  The Ontario Ministry of Education has enacted a Provincial Code of 

Conduct for Ontario public schools that was revised in 2008 and which with some additions and 

modifications we subscribe to and have adopted as establishing the guiding principles governing 

the conduct of all members of the Arrowsmith School community.   

We have included the applicable provisions of the Provincial Code of Conduct as an appendix at 

the end of this section.   

We have elaborated below on certain areas dealing with student conduct at Arrowsmith School 

that we hope will provide further guidance for our students and their families.  The following 

polices and guidelines are intended to supplement the principles contained in the Provincial Code 

of Conduct: 

Guidelines for Cognitive and Academic Performance 

Arrowsmith School’s cognitive and academic programs are designed to strengthen and teach the 

capacities and skills necessary for student success. Each student has an individualized program 

which is monitored carefully by Arrowsmith teaching staff.  

Students are expected to: 

 follow the cognitive exercises’ correct procedures as learned during cognitive workshops

 be aware of the goal of each cognitive and academic period

 clarify with their teacher if they are not sure of their goals

 try their best to meet or exceed the goals or expectations during each period

 stay engaged for the full 30-40 minute period, and through the whole day

 report their “How Much” data to their teacher(s) at the end of each period

 complete their cognitive and academic homework as assigned

Guidelines for Responsible Behaviour 

Students are expected to: 

 Respect themselves

 Respect others including students, teachers, administrative staff, and visitors to the school

 Respect property belonging to the school, community and fellow students

 Avoid physical contact including tumbling, tackling or “play fighting”

 Enter and move about the school in a calm and orderly fashion

 Use appropriate language

 Accept responsibility for their actions
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Guidelines for Appropriate Clothing 

Students should dress in a sensible and respectable manner.  Students are to wear appropriate 

footwear and outerwear during the winter months which can be stored in bins or on hooks in the 

coatroom.  Students are also required to bring proper indoor shoes (not slippers in case of a fire 

drill or other emergency) that may be left at the school to wear on snowy or rainy days. 

Arrowsmith School welcomes students of all ages (from Grade 1 to Adulthood). As such, 

students are expected to avoid provocative clothing. For example, students should: 

 avoid low cut shirts or blouses

 avoid sheer or see-through materials or revealing clothing

 avoid clothing with inappropriate language or pictures

 avoid “short” shorts – eg. thighs are to be covered.

Should a student arrive to school with any of the above items, they will be required to borrow 

and wear an Arrowsmith School selected shirt for the remainder of the day. In these instances we 

will contact parents to remind them of the above school policy, and where appropriate ask for 

their support in helping their child select suitable clothing for the next school day.  

Technology and Internet Use Policy 

Arrowsmith School’s Acceptable Use Policy (AUP) governs the proper use of technology and 

electronic communication in our school. The purpose of the AUP is to provide students and their 

parents with a set of guidelines that outline the safe and appropriate use of technology within our 

school. Included in the AUP is a definition of electronic communication to include social media, 

website publishing, and the use of personal electronic devices (PEDs). Arrowsmith School 

recognizes the opportunities available through the use of computers and other technology, and 

we encourage its appropriate use. 

Students can bring Personal Electronic Device (PED) such as cell phones and laptops to school, 

but are not allowed to use them during class time unless allowed by the teacher. Students are 

responsible for securing their own devices and MUST turn them off and put them away during 

regular school hours. 

Students are not permitted to make or receive calls during the school day.  Because there are 

times when parents and students need to communicate, we welcome parents to call the School at 

705-741-4800.  Messages will be delivered to your child or child’s teacher.  Similarly, students

may ask permission to use the phone at reception to contact their parents during their break and

lunchtimes.

Please refer to the Technology and Internet Use Policy contained within the enrolment package. 
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BEHAVIOUR POLICIES: PROGRESSIVE DISCIPLINE 

Arrowsmith’s overriding goal is to teach students to be responsible members of the school and 

community. Our behaviour policies reflect our goal of ensuring Arrowsmith School is foremost 

conducive to student learning, and is respectful, safe and protective of the privacy of students 

and staff. There is not a no-fault behaviour policy and each situation is dealt with in a manner 

that is appropriate to the circumstances.  

The Progressive Discipline Model is to ensure that Arrowsmith is continually creating an 

inclusive environment that supports students by re directing them towards a positive path and 

enforcing students to make good reflective decisions throughout their time at Arrowsmith 

School.  

The essence of the Progressive Discipline Model to proactively respond to behaviour which is in 

conflict with Arrowsmith’s in the following ways:  

 verbal warnings

 reflection activities

 logical consequences

 behaviour logs

 parent meetings

 formal action plans
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Behaviour Log 

We recognize that Arrowsmith students may have difficulty in showing restraint and 

perseverance in challenging situations, as well as having differing perceptions of an incident.  

We also recognize though that irresponsible or inappropriate student behaviour can be extremely 

consuming of others’ time and energy, which is ultimately unfair to other members of our school 

community.  Therefore, when developing and implementing strategies to deal with inappropriate 

conduct the intent is that they will deter and more importantly, eliminate undesirable behaviour.  

The behaviour log is a tool for documenting poor behaviour and is multi-fold in its purpose.  It is 

a means of cooling down immediately after an incident has occurred so that the student(s) will 

not perseverate on the details of the incident and be able to return to class. By documenting the 

incident from the student’s perspective they will feel that their voice is being heard, and can 

provide valuable insight for teachers, parents and peers into the reasoning behind the behaviour.  

The student(s) will record the amount of time it takes to document the incident and is expected to 

make this time up on their next break.   

The teacher that observed the incident will also be documenting the behaviour in a teacher 

behaviour log for the student(s) involved and will also be recording the amount of time spent on 

the incident.  During the teacher/student(s) discussion the differing viewpoints of the incident 

will be shared in order to help the student(s) with varying perspective as well as offering an 

opportunity to re-evaluate the chosen behaviour and discuss how the incident could have been 

handled differently.  The length of this discussion will also be recorded. 

The behaviour log will be sent home and signed by parents to communicate the situation that 

occurred with the expectation that the log return the following day.  If the undesired behaviour 

continues to persist and an unreasonable amount of time has been spent on each incident (as 

evidenced by the documented time in the log) a parent meeting will be held, with the Vice 

Principal and Principal present, to discuss next steps. 
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Arrowsmith School Anti-Bullying Policy and Programs 

As a school community, we are committed to thoroughly investigating and resolving all cases of 

bullying in a firm, judicious and caring manner. All suspected cases of bullying will be looked 

into by the relevant teacher(s), Principal(s) and/or the Director.  Bystanders and onlookers will 

also be considered in terms of responsibility. The inquiry will be conducted in a sensitive and 

confidential manner in consultation with appropriate students, parents and staff. Ensuring the 

safety and well-being of students will be the first priority. Student and parent concerns regarding 

student safety will be taken very seriously, and action will be taken to resolve these concerns.  

Arrowsmith School’s Anti-Bullying Program includes preventative strategies, intervention 

guidelines and resources for teachers, parents and students. In addition, Arrowsmith Staff will 

make ongoing efforts to supporting students in practicing methods of communication, anger 

management, assertiveness, negotiation and mediation skills, and conflict resolution, as they 

strengthen their cognitive profiles.  

Students may have difficulties with appropriate behaviour and communication, making 

judgments, and problem solving. While the Arrowsmith Programs strengthen cognitive 

capacities underlying these issues, it is not uncommon for students to experience or exhibit social 

and communication problems at some point in their time at school.  However, we are committed 

to ensuring all students are protected from bullying.  

Arrowsmith School Anti-Bullying Policy states that all students are to be protected, and 

that all discipline is fair, constructive, and does not endanger their social, cognitive or 

educational development.   
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SUSPENSION AND EXPULSION POLICY AND PROCEDURE 

Suspension 

Arrowsmith School does not have an automatic or mandatory suspension or expulsion policy.  

Each case that may involve conduct that could lead to suspension or expulsion will be dealt with 

on a case by case basis by the student’s classroom teachers and the Principals and where 

necessary, the Director. 

We will in every case endeavour to give the student and their family reasonable warning that a 

suspension is being considered and an opportunity to consider and respond to our concerns. We 

reserve the right to suspend a student immediately for conduct involving criminal behaviour or 

other serious misconduct that in our opinion could create a situation of immediate risk and 

danger to the student or students and staff.  

Arrowsmith School teachers follow the procedures outlined below in the case of conduct 

involving a serious violation or repeated violations of the Arrowsmith School student conduct 

policies, which leads to a suspension or expulsion. 

1. A written report will be completed describing the incident requiring suspension and filed

in the student's file.

2. The teacher who filed the report will inform the Vice Principal and/or Principal of the

incident.

3. The decision is made to suspend by the teacher and the Vice Principal and/or Principal.

4. The Vice Principal or Principal will send a letter advising parents of the suspension.

5. The student's teacher will telephone the family to inform them of the incident and the

reason for and length of the suspension and that a letter notifying the parents of the

suspension is being sent home with the student.

6. The completed suspension letter will be given to the student to take home as well as

mailed and emailed to the parents.  The first suspension letter is not placed in the

student’s OSR but the letter for a second or subsequent suspension will be filed in the

OSR.  A copy will also be mailed to the parent and the original will be filed in the

student's Arrowsmith School file.

7. If considered necessary, a meeting will be arranged including the parent, student, Vice

Principal and/or Principal, cognitive teacher(s) and teacher reporting the incident.

8. If consideration is being given to expelling a student, the parents will first be notified and

given an opportunity to meet with the Vice Principal, Principal and the student’s teachers.
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Expulsion 

Expulsion will only be considered in the most serious cases or where there have been serious and 

repeated violations of Arrowsmith School student conduct policies and will only be undertaken 

after a meeting with the parents who will be given a reasonable opportunity to be heard and have 

their opinions considered and only after the situation has been considered and a final decision to 

expel is made by the Vice Principal or Principal and communicated in writing to the parents.  

A student will not be expelled until: 

 a written report of the conduct giving rise to the expulsion has been given to the parents

 the parents have been invited to meet with the classroom teachers and Vice Principal

and/or Principal to discuss the student’s conduct;

 the parents have been given a final written warning;

 the student has been given a final opportunity to modify his or her behaviour where doing

so will not place the student or other students at risk.

We reserve the right to suspend or expel a student immediately for conduct involving serious 

misconduct that in our opinion could create a situation of immediate risk and danger to the 

student or students and staff.  

Withdrawing due to Significant Behavioural Difficulties 

In rare cases a student withdraws from Arrowsmith School because of profound behavioural or 

emotional issues. These conditions make cognitive participation and progress unattainable.    

Should this be the case, Arrowsmith staff and the students’ family mutually agree that the student 

exits from the School to seek an environment or treatment which can more directly support their 

needs.   This is not considered a formal expulsion and as such is not included within the student’s 

OSR. 
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The Provincial Code of Conduct 

Introduction 

Purposes of the Code 

The Provincial Code of Conduct (as revised in 2008) was established under the Education Act to 

govern the behaviour of all persons in schools for the following purposes: 

 to ensure that all members of the school community, especially people in

positions of authority, are treated with respect and dignity.

 to promote responsible citizenship by encouraging appropriate participation in the

civic life of the school community.

 to maintain an environment where conflict and difference can be addressed in a

manner characterized by respect and civility.

 to encourage the use of non-violent means to resolve conflict.

 to promote the safety of people in the schools.

 to discourage the use of alcohol and illegal drugs.

A school should be a place that promotes responsibility, respect, civility, and academic 

excellence in a safe learning and teaching environment. A positive school climate exists when all 

members of the school community feel safe, comfortable, and accepted. 

All students, parents, teachers, and staff members have the right to be safe, and to feel safe, in 

their school community. With this right comes the responsibility to contribute to a positive 

school climate.  

The promotion of strategies and initiatives such as student success and character development, 

along with the employment of prevention and intervention strategies to address inappropriate 

behaviour, fosters a positive school climate that supports academic achievement for all students.  

Schools should therefore focus on prevention and early intervention as the key to maintaining a 

positive school environment in which students can learn and teachers can teach. 

The Provincial Code of Conduct applies to all schools in the public system and its statements of 

Standards of Behaviour and Roles and Responsibilities are subscribed to and adopted by 

Arrowsmith School as part of its policies and procedures.  
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Standards of Behaviour 

Respect, Civility, and Responsible Citizenship 

All members of the school community must: 

 respect and comply with all applicable federal, provincial, and municipal laws;

 demonstrate honesty and integrity;

 respect differences in people, their ideas, and their opinions;

 treat one another with dignity and respect at all times, and especially when there is

disagreement;

 respect and treat others fairly, regardless of, for example, race, ancestry, place of origin,

colour, ethnic origin, citizenship, religion, gender, sexual orientation, age, or disability;

 respect the rights of others;

 show proper care and regard for school property and the property of others;

 take appropriate measures to help those in need;

 seek assistance from a member of the school staff, if necessary, to resolve conflict

peacefully;

 respect all members of the school community, especially persons in positions of

authority;

 respect the need of others to work in an environment that is conducive to learning and

teaching;

 not swear at a teacher or at another person in a position of authority.

Safety 

All members of the school community must not: 

 engage in bullying behaviours;

 commit sexual assault;

 traffic weapons or illegal drugs;

 give alcohol to a minor;

 commit robbery;

 be in possession of any weapon, including firearms;

 use any object to threaten or intimidate another person;

 cause injury to any person with an object;

 be in possession of, or be under the influence of, or provide others with alcohol or illegal

drugs;

 inflict or encourage others to inflict bodily harm on another person;

 engage in hate propaganda and other forms of behaviour motivated by hate or bias;

 commit an act of vandalism that causes extensive damage to school property or to

property located on the premises of the school.
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Roles and Responsibilities 

Principals 

Principals take a leadership role in the daily operation of a school. They provide this leadership 

by: 

 demonstrating care for the school community and a commitment to academic excellence

in a safe teaching and learning environment;

 holding everyone under their authority accountable for his or her behaviour and actions;

 empowering students to be positive leaders in their school and community;

 communicating regularly and meaningfully with all members of their school community.

Teachers and Other School Staff Members 

Under the leadership of their directors, teachers and other school staff members maintain order in 

the school and are expected to hold everyone to the highest standard of respectful and 

responsible behaviour. As role models, teachers and school staff uphold these high standards 

when they: 

 help students work to their full potential and develop their sense of self-worth;

 empower students to be positive leaders in their classroom, school, and community;

 communicate regularly and meaningfully with parents;

 maintain consistent standards of behaviour for all students;

 demonstrate respect for all students, staff, parents, volunteers, and the members of the

school community;

 prepare students for the full responsibilities of citizenship.

Students 

Students are to be treated with respect and dignity. In return, they must demonstrate respect for 

themselves, for others, and for the responsibilities of citizenship through acceptable behaviour. 

Respect and responsibility are demonstrated when a student: 

 comes to school prepared, on time, and ready to learn;

 shows respect for himself or herself, for others, and for those in authority;

 refrains from bringing anything to school that may compromise the safety of others;

 follows the established rules and takes responsibility for his or her own actions.
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Parents 

Parents play an important role in the education of their children, and can support the efforts of 

school staff in maintaining a safe and respectful learning environment for all students. Parents 

fulfil their role when they: 

 show an active interest in their child's school work and progress;

 communicate regularly with the school;

 help their child be neat, appropriately dressed, and prepared for school;

 ensure that their child attends school regularly and on time;

 promptly report to the school their child's absence or late arrival;

 show that they are familiar with the provincial Code of Conduct, the board's code of

conduct, and school rules;

 encourage and assist their child in following the rules of behaviour;

 assist school staff in dealing with disciplinary issues involving their child.




