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Welcome to JIQ! 

 
 
 
 
 
Dear Parents and Students, 
 
Please take the time to read this handbook together.  The handbook will help 
to answer many questions that may arise during the school year. It will get 
you better acquainted with the policies and procedures that are part of our 
mission. If you have any questions or concerns and need additional 
information, please call the office. 
 
Please Note: On the last page is the school contract that needs to be signed 
and returned. You are encouraged to take the time to read the handbook 
together with your child. When finished you and your child will sign the last 
page, which will tell us that you have read the entire book and understand 
that the rules of our school are important and you will cooperate in following 
them. 
 
We are excited about the new school year and look forward to being partners 
with you in the education of your child. 
 
 
 
Sincerely, 
 
 

Mrs.	
  F.	
  Rottenberg                    Mrs.	
  J.	
  
Seideman 
Mrs. F. Rottenberg                                                  Mrs. J. Seideman 
Judaic Studies Principal                                          Secular Studies Principal 
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Executive Director 
Rabbi Zalman Zvulonov  

 

Financial Director 
Rabbi Yitzchok Wolovick 

 

Principals 
JUDAIC STUDIES PRINCIPAL, Elementary, Mrs. Faye Rottenberg 

GENERAL STUDIES PRINCIPAL Elementary, Mrs. Jennifer Seideman 
 
 

Support Staff 
Moishe Malek-Educational Assistant Administrator 

Ms. Delilah Davidson-After School Director 
Mrs. Stella Mallayeva- Secretary 
Mrs. Elana Ibragimova- Secretary 

Mrs. Lana Pinkhas- Recruitment Manager and Parent Liaison 
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Policies and Procedures 
 
Our Mission 
The Jewish Institute of Queens’ mission is to provide students with an outstanding Judaic and 
Secular studies education. We are honored to be partners in the upbringing of your children and 
to be able to help them build the religious, academic, and personal foundation that will enable 
them to possess a loving commitment to Torah and Mitzvot, to their parents, and to their 
community. This loving commitment and sense of being part of a community will extend to the 
people and the state of Israel. 
 

Arrival and Dismissal Times 
Arrival for students in Nursery through Grade 6 will be between 8:30a.m.  Students are expected 
to report to school no later than 8:45 a.m. Please note: Students may not arrive to school prior to 
8:00 a.m 
 
Dismissal for Nursery-Pre-Kindergarten will be at 4:00 pm Monday-Thursday and for grades K-6 
at 4:30pm. On Fridays, dismissal for all students will be at 1:00pm.  
 
Communication with Your Child during School Hours 
If you need to communicate with your child during school hours, please call the office and the 
message will be brought to your child.  If there is something urgent, the child may be called to the 
office.  Please DO NOT UNDER ANY CIRCUMSTANCES CALL YOUR CHILD ON HIS/HER 
CELLULAR PHONE.  STUDENTS WHO USE PUBLIC TRANSPORTATION TO COME AND 
GO TO SCHOOL ARE PERMITTED TO HAVE PHONES FOR SECURITY, BUT THEY MAY 
NOT BE USED IN SCHOOL.  If your child calls you during the school day from a cellular phone, 
it is important that you instruct him or her to hang up and go to the office to call you back.  Calling 
from a cell phone is against the school rules.  If a phone is seen by any teacher or administrator 
during the school day it will be confiscated and may be returned only to a parent who comes to 
school for a meeting. 
 
Tardiness 
Students who arrive to school after 8:45 a.m. must get a late note from Elana in the office, Room 
130 ( 1st Floor) before going to class.  Teachers may not allow the children to enter the 
classroom without the late note from the office.   When children are late, they miss important 
activities and learning in class.  Parents should establish a morning routine that helps children 
start the day right with breakfast and getting to the bus stop on time.  If your child misses the bus, 
please bring him right away, so he/she won’t be late.  (If a bus is late children will not be marked 
late.) 
PLEASE NOTE: 

¥ 3 tardies to class count as one absence 
¥ Students are permitted 5 absences from class per year 
¥ When a student exceeds more than five absences, the student may be in jeopardy of 

being held over 
 
Leaving School Early/Parent Pick-Up  
Students should not leave school early except when absolutely necessary.  Try to schedule 
doctor’s appointments and other such things after school hours.   If it is unavoidable, be sure to 
send a note with your child on the morning of the early pick-up, with the date, time and 
reason clearly stated.  The note should be given to the morning teacher.   Parents must come 
into the building and go to the security desk and they will call the office.  Your child will be brought 
down from class and may leave with you after you sign your child out in the official book at the 
security desk.   
 
If you are picking up your child at the regular dismissal time, you still must park (NOT IN THE 
BUS AREA, PLEASE!)  and come in to sign your child out.  Students in grades Nursery-
PreKindergarten will be picked up in their assigned classrooms. Students in grades K-6 will be 
waiting in the lobby.  Please do not call your child and ask him to come out. 
 
Absences 
Students should not be absent from school unless they are sick or there is a family emergency.  
Parents should call the school by 9:30 a.m. to say that their child is absent and why.    
 
 
 



 
 
 
 
Make-Up Work 
Make-up work is required when you are absent from school. Teachers will send home the 
missed work and books with the child’s HOMEWORK BUDDY.  Parents should check the 
school website to get more information.   It is the student’s responsibility to check with their 
teacher about make-up work. The number of days allowed to complete make-up work will be 
determined by the teacher, but will not typically exceed the number of days you were absent. A 
grade of zero (0) will be given for work missed and not made up. 
 
 

Homework                                                                                                                                                          
As you know, homework is meant to reinforce the day’s work. Each year the biggest 
complaints we hear from teachers, parents, and students are the following; students are not 
completing or doing their homework, students do not have enough time, and that the parents 
are not home or able to help their children. We have decided to have a block of time at the 
end of the day for the teachers to work with their students on the reinforcement worksheets. 
Teachers will still assign nightly reading, book reports, and projects that the students will 
have to do at home. Homework that is not completed in school or during the After School 
Program will be sent home. We hope that this will enable our students to complete 
Judaic and Secular homework in a timely fashion on a daily basis. 

Birthdays 
Grades N-1:  Parents, please check with your child’s teacher in advance when planning a 
birthday party in school. Please make sure all products are certified Kosher-contact the school for 
Kashrut information before you plan your party. 

Grades 2-6:  The faculty and staff of your school are happy to recognize student birthdays. 
However, because your learning time at school is very important, no birthday parties may be held 
during the school day.   

Bus Information 
According to the New York City Department of Transportation, students should be at 
their assigned bus stop 10 minutes prior to the arrival time of the bus.  

1. A Student who needs to go home on another bus or get off the regular bus at a different 
stop must bring in a note from their parents and give it to the morning teacher.  The note 
will be sent to the office for approval and the afternoon teacher will be notified.  The child 
will receive a “bus pass” to show the driver. 

2.  Students may not eat or drink on the bus. 

3. Students are expected to behave in a safe and courteous manner on the bus:  
*Stay seated with your seat belt buckled. 
*Talk in a quiet voice so the driver can hear any siren or other street noise.  Use appropriate language 
(no cursing). 
*Nothing may be hung from or thrown out a window. 
*To help maintain order on the bus, bus drivers have the authority to assign a special seat on the bus to 
any student. 
*The emergency doors on the bus may be opened ONLY by the driver. 
*Students may not make any transportation or dismissal changes unless they bring in a note signed by 
their parent. 

4. Riding the bus is a privilege, not a right.    All children deserve to feel safe and 
protected on the bus.  Students who do not behave appropriately on the bus will be 
written up by the driver and parents will receive a phone call.  If there is a second incident 
the student may not be permitted on the bus until parents come in for a meeting and 
there is a commitment from the student to behave appropriately on the bus.  
Unacceptable behavior a third time may result in permanent removal from the bus.    
Contact the school for information about bus pick -up an d drop -off times and 
locations if you are having any difficulties.                                                                                   
Private Transportation/After-School Transportation                                                                                                         
Private transportation for students who are not enrolled in the After School program will be offered 
for a fee. Parents who are in need of this service should contact Mr. Malek to arrange for 
transportation.                                  

 



 

 

Gum Chewing 
The school system has a three-part policy about the use of gum during school hours: 1) NO GUM 
in any class, 2) NO GUM in the halls or cafeteria, and 3) NO GUM outdoors at recess or in the 
gym! You are expected to follow all parts of this policy!  We ask parents’ help in observing this 
policy so our school can be maintained properly.   

Hygiene and Cleanliness 
Personal hygiene is important for all students. Being clean and neat helps you stay healthy, feel 
better, and work better at school.  Uniforms must be clean also, with all buttons, zippers and 
hems in proper order.  Hair should be brushed and neat so it doesn’t interfere with school 
activities. 

Head Lice                                                                                                                                                                
Parents should check regularly at home for head lice because they are so easily spread from one 
student to another.  If you discover head lice or nits in the hair, be sure to use the proper 
shampoo that you can buy at any pharmacy and comb through your child’s hair carefully to 
check.  All bed linens and clothing of the child should be washed in hot water and dried.  Anything 
that cannot be washed should be put into a plastic bag and sealed for two weeks.  This kills any 
lice. 

Parents will be rquired to send in $4.00 when we do the beginning of the year head lice check. If 
a student is discovered to have head lice in school she/he will be sent home and may not return 
to school until the student’s parent can show proof of effective treatment as described above. 

Illness, Allergy and Medication 
Please call the office to notify the school if your child is staying home sick.  This communication is 
very important and allows us to serve the needs of the child in a better way.  Students should not 
be sent to school (even if they want to come) if they had diarrhea, fever or threw up within the last 
24 hours, for example, the night before.   

If a student doesn’t feel well in the early morning, but later is deemed well enough to go to school, 
please send a note with the child to explain why she was late and why she could come to school. 

If a student becomes sick in school and should not remain in class, the parents will be contacted 
to pick him up.  It is important for parents to come or send someone else to take the sick child 
home.  It is unfair to the child and others in the building for the sick child to remain in school. 
Parents will come in to the security desk to sign the child out.  Students who are sent home will 
have to spend the following day at home and must return with a doctor’s note two days later. 

Parents should notify the principal and teachers in writing if the child has any allergy or a chronic 
illness that could require special or emergency treatment.  If your child uses a nebulizer, one 
must be kept at school.  In severe allergy cases Epi-pens should be sent to be kept by the nurse 
and in the office.   For food allergies, send a note on the first day of school to your childÕs 
teachers also, even though the office does notify them. 

Medication must be kept in the school nurse’s office and dispensed by the nurse.  The medicine 
must be in the prescription bottle with the child’s name, the doctor’s name, the name of the 
medication, and the dosage.  There must also be a note from the parent, explaining the 
medication. 

Dress Code 
Students are expected to be neat and clean when they come to school.  Frequent bathing and 
shampooing are important, especially for adolescents.   Hair and finger nails should be neat and 
well groomed. It is important that each student wear our school uniform every day. Girls in 
grades1-6 are to wear powder blue button down shirts with long sleeves, navy blue skirts or 
jumpers (below the knee), stockings or socks, navy blue or grey sweaters, and shoes or 
sneakers. Boys must wear powder blue button down shirts, navy blue pants, tie, tzitzit, kippa, 
navy blue or grey sweaters, and shoes or sneakers. 

 
 
 
 
 



 
 
Dress Code 
It will be the Judaic Studies teachers’ responsibility to notify those parents whose child/children 
are not wearing the proper uniform.  
PROCEDURE: 

¥ The teacher will send a warning notice home to the parent when the student is not in the 
appropriate uniform.  

¥ If it happens again, the teacher will make a phone call home.  
¥ If it happens a third time the student will be suspended for one day. 

Lost and Found 
The "Lost and Found" area will be located in Svetlana’s office. Students who have lost items in 
school should check in the classrooms first and then in the lost and found box.  

Selling or Trading Things at School 
Students’ time in school should be focused on learning and on relationships and not on money.  
Students are not allowed to sell anything at school.. You are also not allowed to trade or give 
away things at school. There may be consequences for ignoring this rule. 

Cell Phones/Ipods]/CD Players/Electronic Games/Beepers/Cards/Lazers/Ipods 
If parents feel that students who travel on public transportation or walk to and from school need a 
cell phone for safety, the student may have one in his/her book bag but it may not be removed in 
school.   However, students are not permitted to use or display these items in school. These 
items will be confiscated and returned only to parents who come in for a meeting. The school 
will NOT be responsible for any lost or stolen items.  

Telephone 
Office telephones are needed for school business. If you need to contact your child with 
something very urgent we will be happy to give the child a message.  If there is anything urgent in 
school we will contact you directly.  Students are permitted to call home if there is a need, such 
as illness or other pressing matter.  If your child calls you on a cellular phone, she or he is 
breaking an important school rule.  It is important that you instruct your child to hang up 
and go the office to call. 

Textbooks 
Textbooks are the property of the school and are loaned to you to use during the school year. 
You are expected to handle books carefully and to keep them in good condition. Each student will 
have a book number on a label with his/her name in every textbook that is loaned.  Students are 
responsible for their books and should know where they are at all times.  If a book is lost the 
student must pay for a replacement, which belongs to the school.  The cost is $60.00 for a hard 
cover and $20.00 for a soft cover.   

Lockers                                                                                                                                              
Students in grade 6 will be assigned lockers to keep their personal belongings in.  It is important 
for the lockers to remain neat and clean.  No food (except a packaged snack, kosher of course) 
may be kept in the lockers.  There will be periodic locker checks to help the students maintain this 
standard of cleanliness and neatness. Students will be charged $5.00 if they lose their locks.   

The teachers and administration reserve the right to check students’ lockers for reasons of health, 
safety or violations of school or civil laws. The school urges students not to leave money or 
valuable items of personal property in their lockers. 

Cafeteria, Lunch, and food in school 
Student behavior in the lunchroom should be based on courtesy and cleanliness.  This means 
leaving the area in a condition that is clean and livable.  Students come to the cafeteria with their 
teachers and remain there during their scheduled time.  All students must be seated at the table 
and request permission from the teacher to leave the area. Students may leave the cafeteria 
ONLY with a pass from the teacher.   

Students are not permitted to bring lunch food from home. Parents should contact the principals 
for special permission in the case of allergy or other medical necessity.   

Students may drink water from a sport top bottle during the day with the teacher’s permission as 
long as the privilege is not abused.  No other drinks should be brought from home, for lunch or 
any other time.   
 



 
 
School Store/Vending Machine 
Every Friday teachers will have a scheduled time to take their students to the JIQ	
  !"#$$%&!'$() 
for them to purchase any supplies they may be missing-schedule will follow.  
 
The vending machines will be open on a daily basis. Teachers will be given a time to bring their 
students to the vending machines to purchase a snack or drink. 

Computer Manners and Safety                                                                                                     
The students will all have time in the computer lab on a regular basis—grades Kindergarten to 5th 
in the Gruss Success-Maker labs and grade 5- 6 in the first floor computer lab.  Students are 
expected to respect the machines in all ways and use them appropriately.  Students are also 
expected to show self-respect and respect for others by writing only appropriate language and by 
only visiting sites in the internet that are approved.  Students who do not observe these basic 
guidelines of dignity may not be permitted to enter the computer room temporarily or 
permanently. 

Student Support Services                                                                                                              
We are fortunate to have social service support professionals in our school from various agencies 
in the community:  

If students are having challenges at home or in school, whether academic, social or emotional, 
talking with one of these effective professionals would help them greatly.  We will contact parents 
if we feel that students would benefit from this support.  If parents would like their children to see 
one of our social service providers, please call the school to discuss this with one of the 
principals, or send a note with your child in a sealed envelope to the office. 

Board of Education services are also available for our students.  If we have learning or behavior 
concerns about a child, the evaluation system of the Board of Education can help us greatly in 
meeting the needs of the child in our school and getting extra services for the child as needed. 

Trips                                                                                                                                                
All students will have the opportunity to participate in several class trips or enjoy a special 
program brought into the school.  There will be a charge of $10 for each trip taken. All parents 
should have signed the Universal Permission Slip with your child’s application/registration.  If you 
did not do so, please call the office to request one so your child can participate in our field trip 
program.  You will receive notification regarding all trips in advance. 

 
After School Program 
JIQ provides an afer school program that runs Monday-Thursday for all students in Nursery-6th 
grade. Students will be able to work on their homework, have a snack, and go to an enrichment 
class such as, computers, sports, sewing, dance, yoga, karate, to name a few. If you are 
interested please contact the office for more information. 

Student Code of Conduct                                                                                                                  
Students are expected to behave with self-respect and respect for all others in school, on the bus 
and at all school-sponsored activities.  This includes respect for the person, the feelings and 
property of the school faculty, staff and the students, and respect for the property of the school as 
well.  Students must realize that parents and school staff are partners in helping them develop 
behaviors that are appropriate through modeling, discussion and the application of logical 
consequences.   

While we hope that students will always maintain a positive standard of behavior, we must note 
that if there are issues parents will receive a phone call and/or a note from the teacher to discuss 
positive ways in which to help the student regain the standard of proper behavior.  If a student 
fails to do so even through the efforts of the teacher(s) there may be serious consequences, such 
as detention, suspension or even expulsion. Such consequences are always applied after 
discussion with the division principals. 

Any behavior that threatens any person in the school or on the bus, verbally or physically, or puts 
anyone in danger in any manner, is grounds for immediate suspension.  Parents will be called in 
to school to pick up the student, who would not be permitted to ride the bus.  We hope to never to 
have such behavior nor to have to fulfill this consequence, but we will if it is needed.  
 


