
EGMS POLICIES AND PROCEDURES 

 

ADDRESS, PHONE NUMBER & E-MAIL CHANGES:  It is extremely important that our student 

database be kept up-to-date, especially in the event of an emergency!  Any changes to a 

student’s address, phone number or e-mail must be reported to the office as soon as possible.  

Please contact us at 604-517-5940. 

 

ATTENDANCE:  We ask that parent/guardians call the school to advise our secretaries of any 

absence.  These calls may be made 24 hours a day through our voice message system (604-517-

5935).  If we do not receive a call regarding a student’s absence, we will make every attempt to 

contact the parent/guardian so that we know the student is safe. 

Time taken away from school can have a significant negative impact on students’ learning.  

Students who miss class are deprived of valuable instruction; they also miss the opportunity to 

learn collaboratively with their peers.  Research has shown that people who talk about what 

they are learning learn more than those who study in isolation. 

Students miss school for a variety of reasons including illness, medical appointments, family 

crises/emergencies and participation in extra-curricular activities.  In keeping with School 

District #40 (New Westminster) Policy No. 505, the staff at Ecole Glenbrook Middle School 

believe that, during times of crisis, students may need to miss school and families need to be 

supported with compassion and flexibility.  At such times, every effort will be made to help 

students keep up and catch up so they do not fall behind in their studies.  For all other 

absences, students attending Ecole Glenbrook Middle School are responsible for speaking with 

each of their teachers, including Exploratory and CHEC, to collect missed assignments and work 

and to make arrangements for making up missed tests.  Teachers are not responsible for 

providing or making additional or alternative assignments or work for students who choose to 

go on vacation during school time.  Regardless of attendance, students are required to 

demonstrate that they can meet the Prescribed Learning Outcomes mandated by the British 

Columbia Ministry of Education to satisfactorily complete a course. 

 

BICYCLES:  We have several bicycle stands for students to lock-up their bikes.  Students should 

use a U-Lock at all times.  Cable and chain locks are easily cut and do not provide adequate 

security.  The school cannot accept responsibility for any loss or damage to bicycles. 

 



COMPUTER/INTERNET USE:  Computer and internet access is provided for students to conduct 

research and communicate with others at the direction and under the supervision of their 

teachers.  Access to network services is given to students who agree to act in a considerate and 

responsible manner.  General school expectations for behavior and communication apply.  The 

Student On-Line Agreement form must be signed by students and their parents before Internet 

access is granted. 

Students are not permitted to use electronic devices at EGMS except for teacher initiated 

educational purposes.  Students are permitted to use cell phones/iPads/iPods etc. before and 

after school, or under the direct supervision of a staff member.  At all other times electronic 

devices must be put away;  if not, they will be turned into the office until the end of the day.  

During school assemblies and presentations, students are to secure their electronics in lockers. 

As texts and calls to students’ cell phones/electronic devices are extremely disruptive to the 

learning environment, we ask that parents needing to contact their children during the school 

day do so by calling the office at (604) 517-5940.  Likewise, students needing to contact a 

parent may do so from the office using the office phone. 

 

DRESS CODE:  We expect all students and staff to dress in a way that supports and promotes a 

positive learning environment.  Clothing and accessories that contain rude, racist, sexual, sexist, 

illegal or negative symbols, words or pictures will not be allowed.  Hats and hoods are to be 

removed before attending assemblies and presentations, and at the discretion of individual 

teachers within their classrooms.  We ask that individuals respect the guidelines and learning 

environment when choosing attire for school. 

 

EARLY DISMISSAL:  Students requiring an early dismissal should provide a note to their teacher 

from their parent/guardian who will dismiss the student at the appointed time.  Students must 

then bring the note to the office and sign out at the office before they leave the school and 

then report back to the office upon their return. 

If parents are meeting the student at school, they should do so at the office , for security 

reasons. 

 

ELEVATORS:  Elevator use EGMS is reserved only for those individuals who cannot use the stairs 

due to an injury or disability, and for transporting large/heavy equipment and supplies.  If a 

student requires use of the elevator, he/she needs permission from office staff or an 

administrator.  In such cases, only those students with permission may be in the elevator. 

 



EMAIL:  We will be using email as a means to send you monthly newsletters, notices and to 

inform you of upcoming events or other important information.  Please report any changes to 

your email address to the office at 604-517-5940. 

 

EMERGENCY PREPAREDNESS:  Students are responsible for following the procedures for all 

emergency drills (fire drills, earthquake drills, shelter in place drills, lock-down drills). 

The procedures for Fire Drills are as follows: 

• Know where to find the emergency exits; 

• Stand at the sound of the fire alarm bell and, on the direction of the teacher, follow him 

or her to the nearest exit (quickly and quietly).  Once outside, students will stand 

quietly for attendance and further instructions; 

• If the alarm bell rings outside of class time, leave the building quietly and quickly by the 

nearest safe exit; 

• Know where the gathering point is for your class; 

• Return to the building only when instructed to by staff. 

 

The procedures for Earthquake Drills are as follows: 

• Know the “Duck, Cover, Hold and Count” response and other safety considerations; 

• Follow your teacher’s instructions if an evacuation is necessary (know that the 

evacuation route for earthquakes may differ from that of fire). 

 

The procedures for Lock Down Drills are as follows: 

• A P.A. announcement will be heard throughout the school; 

• After the announcement, full “Lock Down Procedure” is in effect; 

• All students, staff and personnel will move quickly and quietly to the nearest classroom; 

• Shutters/blinds will be closed (if safe to do so), and doors will be locked; 

• Everyone is to remain quiet and wait for further instructions. 

There will be regular emergency drills throughout the year. 

 

FIELD TRIPS:  Parent/guardian permission forms are to be signed and returned to the school 

prior to departure.  Students may miss out on these valuable events if written permission is not 

received.  Remember that the school Code of Conduct applies to all school activities both on 

and off campus!  For those students who do not attend the field trips, arrangements will be 

made for students at the school. 

 



FRUIT AND VEGGIE PROGRAM:  Ecole Glenbrook Middle School is part of the BC Fruit and 

Vegetable Nutritional Program.  As such, students at EGMS receive a fruit or vegetable snack, in 

their classroom, approximately every two weeks during the school year.  Students eat the snack 

during class time, not at recess or lunch as this is not meant to replace the foods students 

would normally eat at school.  Students can make their own decision on whether to taste the 

fruits and vegetables being offered. 

 

GO CARD:  Every Student at EGMS will be issued a student identification card near the 

beginning of the school year, after individual school photos have been taken.  This Go Card 

enables students to sign books out of the Library and can be used to obtain concession transit 

fares for public transit.  During the school year, if a student loses his/her identification card, 

he/she must notify the office.  A replacement card will be ordered for the student at the cost of 

$10.  Students cannot sign books out of the Library if they do not have their own Go Card. 

 

HOMEWORK:  Learning is more than just a classroom activity and independent learning is 

valued.  Homework, therefore, is an important component of every student’s educational 

program.  Homework is more than completing assigned tasks – it includes reviewing material, 

studying and reading routinely.  Homework is also an opportunity for students to develop and 

practice self-discipline and personal responsibility.  Keep in touch with the classroom teachers 

via phone, e-mail or websites.  It is also important to keep in mind that alongside school work, 

students should have a balance between outside activities, work and play. 

 

HONOUR ROLL:  Recognizing student achievement is important in demonstrating our 

commitment to success.  To make the Ecole Glenbrook Middle School Honour Roll the following 

requirements have to be met: 

• B Average 

• No mark lower than a C+ 

• All subjects are included 

Students are recognized each term for achieving a place on the Honour Roll. 

 

ILLNESS OR INJURY:  If a student feels ill, he/she should ask his/her teacher for permission to 

come to the office.  Office staff will assess the illness and admit the student to the health room 

and/or call the parent/guardian. 

Designated first aid personnel are available during school hours should a student be injured.  

Parents/guardians will be contacted and, in serious cases, the school will seek out emergency 

medical care. 



 

INCOMPLETE DAYS:  Near the end of each term, the school will offer an “Incomplete Day”, a 

day where all students can focus on finishing and submitting overdue work, redoing tests, 

receiving assistance for concepts not yet mastered or working independently on projects.  All 

students are encouraged to attend Incomplete Day. 

At least one week before each Incomplete Day, teachers will send home an Incomplete Report 

Form with each student who has not completed all the expected work for that term to an 

acceptable standard.  Check the calendar for these days and call the teacher if you have not 

received a form.  These forms are to be signed by parent/guardians and returned to home base 

teachers prior to Incomplete Day. 

New concepts will not be introduced during the Incomplete Days.  Staff will primarily be 

assisting students who need extra help in one or more of their subjects.  Students who are up-

to-date with their assignments and tests will be supervised and given assistance; however, they 

will be expected to be involved in self-directed studies or project-based work. 

 

LATENESS:  Punctuality is an important life skill; therefore, we expect students to arrive to 

school promptly at 8:36 a.m.  Students are expected to be in class when RAP begins at 8:40 and 

in subsequent blocks.  Students who arrive after RAP must check in at the office upon arrival to 

school, fill in a late slip, and then proceed to class.  We ask that students provide a reason for 

their lateness.  Students who are late may have to make up lost time.  To ensure optimal 

learning prompt attendance is necessary.  Therefore, when a consistent pattern of late 

behavior is observed parents/guardians will be contacted.  For security purposes, all doors 

except the front door (off Park Crescent) will be locked during the school day. 

 

LIBRARY:  Our school Library is a great place to read, do quiet study and find the perfect book!  

Our collection consists of over 10,000 fiction and non-fiction books in both French and English.  

The Library also has 15 computers for student use during class time, with teacher supervision. 

The Library is open to students at lunch time (12:18 pm – 12:41 pm) for studying or reading 

only.  Students must have their Go Card (student identification) to sign out a book.  Students 

can sign out up to four books for two weeks provided they have no outstanding or overdue 

materials. 

 

LOCKERS:  Lockers are the property of the school and are “on loan” to students for the school 

year.  The school, therefore, reserves the right to inspect lockers periodically throughout the 

year.  Students may only use the locker assigned to them and under no circumstances may they 



share a locker with another student (we have plenty of lockers for everyone!)  Students have 

the responsibility to take care of their lockers and to keep their combinations secure. 

A good quality combination lock should be purchased by every student.  It is important that 

students do not share their lock combination with anyone else except their home base teacher 

who will record it and keep it on file.  Key locks are not permitted.  Students are discouraged 

from keeping valuables in their locker as these items should not be brought to school to begin 

with.  Students may decorate the inside of their locker as long as what is used can be easily 

removed and is in good taste.  At EGMS we have locks for purchase for a $7 charge.  If you are 

purchasing a lock outside of the school, we recommend DUDLEY LOCKS. 

 

LOST AND FOUND:  The main floor of the school has a lost and found area, however any 

valuable items should be turned directly into the office.  Students should avoid bring valuables 

to school – this includes money, personal electronic devices, cell phones, etc.  Valuables that 

are brought to school need to be kept in the student’s locker during instructional hours.  The 

school cannot be responsible for any lost items.  We are asking that clothing is labeled so we 

have some means to return expensive lost items. 

During Physical Education classes, items such as wallets, watches, personal electronics 

(including cell phones) iPods and jewelry should not be left in the change room. 

 

LUNCH:  AT EGMS, we have adopted a reverse-lunch schedule.  Reverse lunch is intended to 

address students’ need to socialize and be active after three hours of classes in the morning 

and to recognize the importance of nutrition and hydration by encouraging improved eating 

habits. 

The first twenty minutes of lunch is for socializing and physical activity.  Students go outside as 

soon as they hear the 12:18 pm bell, or they may choose to participate in supervised lunch 

activities indoors (e.g. clubs, intramurals, quiet study and reading in the library, etc.)  In order 

for the school to provide adequate supervision, students are not permitted to loiter in the 

hallways or washrooms during lunch. 

When the bell rings at 12:41 pm, students need to go to their lockers, get their lunches, and 

return to their home base classrooms where they will eat their lunches.  Once in their home 

base classrooms, students need to wait until the 1:03 pm bell to go back to their lockers to put 

away their lunches and get their supplies for the afternoon.  During lunch eating time, students 

may go to the vending machine, get a drink from the water fountain, or wash their hands.  At 

any time during lunch students are welcome to use the washroom. 



We have noon hour supervisors monitoring the students during the lunch break.  When the bell 

rings students must head to a designated location promptly and not loiter in the hallways or 

washrooms.  While eating in the classrooms students are to socialize responsibility and exhibit 

respect towards others and the class/school environment.  We expect all students to clean up 

after themselves.  We need to focus on being good stewards and keep our classrooms, hallways 

and grounds clean and free of litter. 

Students normally bring a bag lunch to school and a microwave is available in some home base 

classrooms for students to quickly heat their food.  We do have a lunch program for those who 

occasionally wish to purchase a lunch.  A lunch order form may be filled out before school in 

the main foyer, between 8:30 am and 8:40 am.  Lunches are available for student pick-up at 

12:41 pm, in the foyer outside the office.  Lunch menus can be viewed on the school website:  

www.sd40.bc.ca/glenbrook. 

 

SECURE/CLOSED CAMPUS:  In the interest of safety and security, students may not go off 

campus during the school day unless they have a note from the parent/guardian giving them 

permission to go home for lunch.  Students must sign out at the office before departing and 

sign in again upon their return.  Permission will not be granted to go to a friend’s house, a 

restaurant or a store for lunch.  If students leave campus on their own to purchase food from 

on of the local establishments, their parents/guardians will be contacted. 

 

MEDICAL ALERTS:  Students who have medical conditions that may require school assistance 

must inform our school office and the Public Health Nurse.  It is imperative that this information 

is kept up-to-date. 

 

ANAPHYLAXIS:  Some individuals have life-threatening allergies to allergens such as nuts and 

bee stings.   For those with nut allergies, this poses particular risk since they may easily come 

into contact with traces of these foods.  Out of respect for these individuals, Ecole Glenbrooke 

Middle School is an allergy aware school that promotes sensitivity to these life-threatening 

allergies by encouraging individuals to not bring food items that contain these allergens (i.e. 

nuts) so that every individual may feel safe at EGMS. 

 

NUTRITION BREAK:  During his break, students may go outside, or spend time in the hallway by 

their lockers to socialize and enjoy their snacks.  They also need to use this time to gather 

materials for the next two blocks before lunch.  Students can also access the vending machines 

at this time. 



 

PHYSICAL EDUCATION:  Students are required to change into P.E. strip (t-shirt or sweatshirt, 

athletic shorts or sweatpants and running shoes). 

 

REPORTING:  There will be three formal report cards issued annually (December, March and 

June).  In addition, there will be two informal reports (late September and April).  Teachers 

may, however, informally report more frequently to parents/guardians depending upon 

individual student achievement.  Parents concerned about their child’s progress are 

encouraged to contact the teachers at any time during the school year.  Please check the school 

website at www.sd40.bc.ca/glenbrook for teachers’ email addresses.  These are located under 

the staff heading. 

 

SAFETY:  Safety is of paramount importance at EGMS.  Some important features of our safe 

school include: 

• SECURE/CLOSED CAMPUS – we care about our students and need to know where they 

are throughout the school day.  A secure campus means that only students who attend 

EGMS may be on the school grounds during the day.  It also means that once students 

arrive at school, they must remain at school for the remainder of the day.  This means 

that they cannot leave for lunch unless they have a note from their parent/guardian 

authorizing them to go HOME  for lunch.  This note must be filed at the office.  Those 

students who wish to go to a store at lunch may only do so if their parent/guardian 

accompanies them – in this case, students must check out and in at the office.  Those 

students who leave campus on their own will be referred to the office and parents will 

be informed. 

• VISITORS TO THE SCHOOL – All visitors during the school day, including parents, must 

check in at the office and wear a “Visitor ID Badge”.  All visitors must enter through the 

front door (off Park Crescent) since all other doors will be locked while school is in 

session. 

• TRAFFIC PATTERNS – Parents should use the “drop off zone” at the front of the school 

on Park Crescent or, on the south side of the school, on Jack Mahoney Place, for student 

pick-up and drop-off.  If parents are visiting the school, limited parking is available on 

Park Crescent and Jack Mahoney Place.  Please do not drop off students in the 

crosswalk. 

• BEST ROUTE TO SCHOOL – All parents are asked to review the best route to school with 

their child(ren).  This includes use of crosswalks, the overpass and other features to 



promote student safety to and from school.  Please insist your child practices awareness 

and safety at all time. 

 

SCHOOL CLOSURE:  In the event of school closure due to inclement weather or other hazards, 

announcements will be made on AM radio stations CKNW 980 and News 1130 early in the day 

so that arrangements may be made to have the students stay at home. 

Should the closure happen during school hours, parents/guardians will be phoned.  Students 

will be sent home only where contact has been made; those students where contact is not 

made will remain at school under adult supervision until such contact is made or the school day 

is over. 

 

SCENTS:  School District No. 40 has a “Scent Free” policy.  Due to allergies and sensitivities, 

spray deodorant and perfumes along with highly scented products and locker refereshers are 

not permitted.  If students are spraying or using scents inappropriately, they will be sent to the 

office. 

 

SCHOOL PHOTOGRAPHS:  Photographs will be taken early in the Fall to be used for the 

yearbook, office files and a combined student identification and library card.  If students wish to 

purchase a photo pack, they may do so at this time.  All students are expected to carry their 

school ID card (Go Card). 

 

SKATEBOARDS, ROLLERBLADES, SCOOTERS:  Students are welcome to bring their skateboards, 

rollerblades or scooters to school.  To qualify for this privilege, students and their parents must 

read and sign the EGMS skateboard/rollerblade agreement.  When approved, students store 

their property in the bin in the school foyer each day.  It is imperative that students exhibit road 

safety.  Please do not ride down the middle of the roads and they must stop at all intersections. 

 

SNOW:  When there is snow on the ground, there will be a designated area of the field (marked 

by pylons) for snowball throwing at specific objects.  This area will be supervised and snowball 

targets will be set up.  On every part of the school grounds, snow is not to be thrown at others, 

or at anything else.  Snow sculpture and construction is welcomed and encouraged. 

 



SPORTS EQUIPMENT:  Students are encouraged to bring their own sports equipment to use at 

school during Nutrition Break and Lunch.  These items need to be stored in students’ lockers 

during instructional time.  It is expected Students use their equipment in a responsible, safe 

way.  If students bring their lacrosse sticks to school they must have a soft foam ball to use. 

 

STARTING THE DAY:  The school doors open at 8:30 am.  Only those students who are 

attending practices and special activities will be permitted to enter the building before that 

time. 

A warning bell will sound at 8:36 am – this is a cue for students to get to their classroom for a 

prompt 8:40 am start.  It is important that students arrive to class on time.  Students are to 

make sure that all personal belongings such as backpacks are left in their lockers.  Backpacks 

should not be carried around the school throughout the day. 

In the interest of efficient class change, all class materials are to be gathered for the classes 

following each break (i.e. before school:  get items for RAP and periods one and two; nutrition 

break:  get items for periods two and three; lunch:  get items for periods four, five and six). 

 

STUDENT RECOGNITION:  At EGMS, we celebrate student accomplishments!  Students will be 

recognized in the following areas:  honour roll (“B” average or better in all subjects with  no 

mark lower than a C+), school service/citizenship awards, athletic awards, Gauss/Pythagoras 

recognition and the Griffin Award. 

 

TEXTBOOKS:  Students will be issued textbooks by their teachers for use for the duration of the 

course – any damage or loss of textbooks will be the responsibility of the students and, if 

necessary, they will be billed accordingly for lost or damaged books. 

 

UNIFORMS FOR ATHLETICS:  Students will be issued uniforms.  If necessary, students will be 

billed accordingly for lost or damaged uniforms.  Our athletic director will collect a deposit prior 

to handing out uniforms.  This deposit will be returned when the uniform is handed in cleaned 

and in good condition. 

 

VENDING MACHINES:  Students may access the vending machines during nutrition break, lunch 

eating time (12:41 pm – 1:03 pm) and after school only.  Access during classtime is prohibited.  

Proceeds from these machines are returned to the school to support student activities.  It is not 

recommended to use bills in the machines. 


