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BOARD OF TRUSTEES     Frank Barbaro 
        Don. D. Revelo 
        Marjory Luxenberg  
        Jay Price 
        Caroline Shea 
 
 
SUPERINTENDENT     Linda C. Luna  
 
 
 
 
SCHOOL    PRINCIPAL    PHONE NUMBER  
 
Green Hills     Kris ten Ugrin    588-6485 
 
Lomita Park     Lynne Ferrario    588-5852 
 
Meadows    Richard Mojarro    583-7590 
 
Spring Valley    Vahn Phayprasert   697-5681 
 
Taylor Middle School   David Erwin     697-4096 
 
 
 

 
For special accommodations under the ADA Act of 1990, please contact the principal of 

Green Hills at 588-6485 in the school office. 
 
 
 
 
The Millbrae School District, as an EQUAL OPPORTUNITY and AFFIRMATIVE ACTION 
employer, does not discriminate on the basis of ancestry, color, creed, ethnic background, 
handicaps, marital or parental status, national origin, race, religion, or sex in its dealings with 
adults and children.  
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GREEN HILLS ELEMENTARY SCHOOL          http://millbraeschooldistrict.org/greenhills/ 
401 Ludeman Lane   Millbrae, California   94030                      (phone)   650-588-6485                   (fax) 650-583-8934 
Kristen M.  Ugrin  
Principal                                          

 
September, 2010 

Dear Parents, 
 
Welcome to a new school year.  Green Hills School's staff, the PTA 
and School Site Council extends a warm welcome for a new and 
exciting school year. 

 
The following handbook pages provide information about your 
school.  The section on rules gives a simple overview of the school's 
expectations for student behavior. Other sections have procedures 
and events.  It is a reference you may consult and find helpful during 
the school year.   
 
Communi cations from the school include lunch menus, the Green 
Hills Gazette, school notices, classroom newsletters, Superintendent 
letters, Board newsletters, e-mail , and the website at:   
http:// millbraeschooldistrict.org/ greenhil ls.  This year we are 
strongly encouraging a "greener" Green Hills by using the website 
and emails for communication .  If you wish to subscribe to this list e -
mail address, send a message from your new e-mail address to List-
GreenHillsNews@mesd.k12.ca.us and type "subscribe" in the subject 
area. 
 
Parent volunteers give thousands of hours to Green Hills each year.  
They provide the school with wonderful gifts like the computer lab, 
books, classroom funds, and materials.  Your assistance makes your 
childÕs experience positive and successful.   
 
Best wishes for a wonderful  school year, 
 
 
Kristen Ugrin  and the Green Hills Staff 
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GREEN HILLS’ STAFF 
20010/ 2011 School Year 

 
Office 
 Kristen Ugrin, Principal      
 Kathi Woodall, Secretary 
 
Teachers         Grade         Room  
 Maureen Davis              K/1              K  
Alexis Baker                    K/1                          6 
Kathleen Oh                    K/1                          10 
Kathy Fanucchi              K/1                           9 
Shawn Kim                     Second                    15 
Trish Althaus                  Second                      4        
Cezanne Flowers            Second                    11  
Eddie Grassi                    Third                      12 
Judy Louie                       Third /Fourth          8  
Susan Sawczuk               Fourth                      5 
Trish Althaus                    Fifth                         4              
Thomas Gallagher          Fifth      7    
 
Support Personnel 
Laura Butterfoss            Learning Center            
Peggy Dumont                     Reading Teacher     
Beth Dinman                              Speech/Lang. 
Juliet Taylor                                  Psychologist 
Laurie Chandler                   Intern Counselor 
Janet Ortis                                                    ELD 
Art McGraw                                             Music 
Marissa Gutierrez                                          PE 
George Karwatt                                Custodian 
Jose Avila        Night Custodian  
Pam Long                                             Cafeteria 
Cathy Villeggiante                             Cafeteria 
 
 
Instructional Assistants   
                            Media Tech 
Alice Newman                                   RSP Aide 
Adrienne Kohl                    Instructional Aide   
Lisa Venezia                              Inclusion Aide  
Donna Grogan                          Inclusion Aide   
   
 
  
 
 
 

  
 
Class Schedules 
Supervision begins at 8:00 a.m. each 
morning.  Children should not be 
dropped off until 8: 00 a.m.  Adult 
supervision is not provided after 
school hours.  Students must go 
home immediately when excused 
after school by the most direct route. 
 
Kindergarten  
8:15 a.m. - 11:35 a.m. 
Recess at 9:50 a.m. 
 
Grades 1, 2, 3, 4 and 5 
Monday, Tuesday, Thursday and 
Friday  
8:15 a.m. - 2:30 a.m. 
 
Wednesday 8:15 a.m. - 1:30 p.m. 
 
Recess:  10:15 a.m. - 10:35 a.m. 
 
Lunch:  12:00 p.m. - 12:30 p.m. 
 
P.E 
Daily, times vary by classroom 
 
Music 
Kindergarten - Third Grade: 
Tuesdays in the MUR 
 
Fifth Grade: 
Thursday, times vary  
 
Library  
Monday, times vary  
 
Computer Lab 
Monday / Thursday, times vary 
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ATTENDANCE 
 
Prompt, regular attendance is necessary for success in school.   

• Independent Study Contracts are available whenever a student is absent 
due to vacation or ill ness for 5 days or more.  The contracts are available 
in the front office .  This practice is very helpful to the school because the 
State of California only funds the days that students are actually in school 
or the days covered by the Independent Study Contracts.   
 

• Please call the school office at 588-6485 before 9 a.m. whenever your child 
is absent and/or  send a note as to the reason for the absence.  
 

• In case of an emergency it is necessary for the school to have your latest 
telephone number.  Please notify the school of any change. 

 
• Before leaving school because of illness, dental appointment, etc., parents 

must sign their children out from the school office.  If you will be picking 
up your child early, please call or send a note with your child that 
morning.  

 
• Tardies are part of a student's permanent record file. Fourth and Fifth 

grade students who are consistently tardy or have an excessive number of 
tardies will be disqualified from being a member of the Service Club.  If 
your child is late due to an appointment, please call the school office so 
that they can be excused. 

 

BICYCLES  
 

• First through fifth graders may ride a bike to school . 
• Safety first; follow all traffic rules ; wear a helmet, as required by law. 
• Students are requested to lock bikes to ensure safekeeping. 
• Walk bik es onto and off of the school grounds. 
• No rolle r blades, skate boards or scooters can be ridden on the school 

grounds. 
• The school is not responsible for damage or loss of student belongings 

while at school 
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CONFERENCES   
 
Twice a year, teachers meet with parents to discuss their child's progress.  An 
exception to this will be the kindergarten classes where the teachers will arrange 
individual conferences that may differ from the schedule listed below.  
 

• FALL PARENT/TEACHER CONFERENCE: 
  November 15 - November 23, 2009 

 Students in grades 1 through 5 will be dismissed at 1:30 p.m. every 
day during conference week.   

• SPRING PARENT/TEACHER CONFERENCE: 
March 10 - March 18, 2010 

 Students in grades 1 through 5 will be dismissed at 1:30 p.m. every 
day during conference week. 

 
Progress reports for students will be sent home between report card periods if 
any child's Performance Indicators fall below the Standard Level of 3. Teachers 
will describe the g rade level expectations at Back-to-School-Night.  
 
A parent conference with the teacher will be wel comed any time during the year 
by making an appointment with the teacher prior to the meeting.  

CELL PHONESÐ ÒElectronic Signaling DevicesÓ  
 
Possession of Electronic Signaling Devices: Students may possess electronic 
signaling devices, provided such devices are stowed away, not visible and not  
used during the school day (8:15 a.m. Ð 2:30 p.m.). 
 
Use of Electronic Signaling Devices is prohibited during the official 
instructional day , including all instructional time, recess and lunch regardless of 
whether a student is on campus or at an off-campus curriculum -related school-
sponsored activity.  

• Electronic signaling devices must be in the ÒoffÓ position and stored 
securely in a studentÕs belongings at all times during the official 
instructional day. Silent or v ibrate mode is unacceptable.  

• Electronic signaling devices may be used off campus prior to the start of 
the instructional day and/or after the conclusion of the instructional day.  

• A student shall obtain the permission of an administrator or staff designee  
prior to using an electronic signaling device in the event of an emergency 
or justifiable circumstance.   

• A student who needs to possess and/or use an electronic signaling device 
for essential health purposes shall furnish to the administrator/staff 
designee a written determination by a licensed physician  that the 
possession and limited use of the device is essential to the health of the 
pupil.  
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Liability: 
• Electronic signaling devices brought to school by students will be done so 

at their own risk.  
• The school will not be responsible or liable for the loss of or damage to an 

electronic signaling device or for the unauthorized use of any such device 
regardless of whether the device is in the possession of a student or a 
school official upon confiscatio n. 

 
Enforcement Parameters: 

1. Electronic signaling devices that are used in violation of the school rules 
may be confiscated by school personnel and either returned at the end of 
the school day or held until school personnel have consulted with a 
parent/guar dian.  

2. After a second offense, the student may no longer be allowed to possess 
an electronic signaling device during the official instructional day for the 
remainder of the school year, except as required for health purposes 
pursuant to the section, ÒUse of Electronic Signaling Devices.Ó 
Appropriate disciplinary action as determined by the administrator/staff 
designee. 

HEALTH  
 

• If a child has a contagious illness or communicable condition 
INCLUDING HEAD LICE, the school should be notified immediately. 

 
• Vision screenings (eye tests) are conducted each year for  students in 

kindergarten, second, and fifth grades, as well as for new students and 
those referred by parents and teachers. 

 
• Hearing screenings are conducted each year for students in kindergarten , 

second and fifth grades, as well as for new students and those referred by 
parents and teachers. 

 
• All incoming Kindergartners and new first graders must have an Oral 

Health/Dental check -up. 

 
 

• Immunizations:  Each child must have the following immunization s: 
  Polio Series   DPT Series  Measles 
  Mumps    Rubella  Varicella 
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• Students entering kindergarten and new students enrolling in the 
Millbrae School District are required to have the PPD Mantoux T.B. skin 
test. 

 
• Children without medical records should get them from the family 

physician with dates of the immunizations.  Parents can also go to a 
public health clinic if they do not have a family physician.  

 
 
It is most important that parents understand the following policy about  student 
medication.  It is strictly observed at the school by teachers and staff. 
 
Student Medication:  The requirements for dispensing student medication, 
prescribed or over-the-counter in the Millbrae School District are as follows:  
 

 Medication must be brought to the school offic e by the 
Parent/ Guardian and registered with the Principal or  

  Secretary. 
 

 A Student Medication Form must be completed by the  
  Parent/Guardian  and the child's Physician.  This form is 
  available in the school office. 
 

 Non-prescription medication  of any kind (over -the- 
  counter drugs) will not be administered to students. 
  This includes aspirin, Tylenol, cold tablets, allergy pills,  
  eye drops, cough drops, cough medicine etc.  If a student  
  requires such medication, the family physician must   
  direct the pharmacy to place such medication in a 
  prescription container. 
 

 All medications, even non -prescription types, are to be 
  taken in the school office; medications must be administered 
  and recorded by school personnel. 
 
Green Hills is an Alcohol and Drug Free School Zone.  The distribution, use or 
possession of any substances in this category is illegal on school property. Any 
penalties may be doubled if the restriction is not observed.  
 

HOMEWORK  
• Homework may be assigned any day dependent upon the curriculum 

needs of the student.   
• Specifics are in Board policy as summarized in Standards of Student 

Expectations.   
• Guidelines for homework are as follow:  

 
10 minutes per grade level - second grade = 20 minutes and fifth grade = 50 
minutes. 
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INTERNET POLICY 

• Our PTA has been very supportive of our technology efforts.  
• Thanks to their fundraising efforts, along with other sources, each 

classroom has been equipped with a Hewlett Packard lap top or desk top 
computer.    

• This funding has also provided for  a new lap top Computer Lab 
classroom with a LCD panel, for group presentation s.  

• Two of our classrooms are equipped with "interactive white boards".   
• All students are scheduled into the Lab/Classroom with their teacher  and 

media tech, Dianna Thomas once a week.  
• Teachers and students do have access to the Internet. Each family whose 

student uses the schoolÕs computers is required to sign an Ethical and 
Acceptable Use Agreement which is included in the registration packet.  

 
KEEPING YOU INFORMED 
 

• Monthly lunch menu with a calendar of activities on the back  

• Green Hills Gazette published monthly by staff, PTA and 
administration  

• Televised Board Meetings can be seen on MCTV, Channel  27  
• Website, http://millbraeschooldistrict.org/greenhills/  
• Classroom newsletters 
• Weekly e-notices and announcements.  Please sign up by sending an 

email to List-GreenHillsNews@mesd.k12.ca.us and type "subscribe" in the subject area. 
 

 

LIBRARY  
 
Our library is t he hub of our school. Each class will be scheduled for a visit every 
other week.   Children have the opportunity to check out books for pleasure 
reading and/or research activities.  Parents are asked to help students be 
responsible for the books they borrow.  Replacement fees will be charged for lost 
or damaged books. 
 
 
LOST AND FOUND 
 

• Students should contact the school office when they 
have lost or found any item. A collection box is located inside the Multi 
Purpose room. 

 
• Please label all of your child's belongings, i.e., coat, sweater, lunch boxes, 

etc. for quick identification and return.  
 



 10 

LUNCH PROGRAM  
 

• Offered daily and cooked in  our cafeteria.   
• Monthly menu with up to five choices per day.  
• Hot lunch costs this year will be $2.75 daily; $13.75 for 5 days.   
• Children who bring l unch may purchase milk  or water for 50 cents.   
• Ice cream and snacks are sold at lunchtime for 50 cents. 
• Students can pay with cash or use their preloaded account 
• Visit www.mynutrikids.com  to load money onto your childÕs account. 

 
 
 
 
 

 
 
 
MUSIC PROGRAM 
 

• Kindergarten - third grade students have music once a week taught by 
Ms. Kim.  

• Fifth grade students are given the opportunity to receive instrumental 
music and orchestra instruction .  Students must furnish the instruments. 
These may be rented or purchased by the student. 
 

PARTIES 
 

• There are three classroom parties sponsored by the PTA - Halloween, 
Friday before the winter break, and Valentine's Day.   We encourage 
healthy snacks and treats! 

• Individual birthdays may be observed in the kindergarten onl y by serving 
treats in the class with the permission of the teacher.   

• Party invitations may not be distributed at school unless the entire class is 
being invited. Although the school may provide a class list of names, 
addresses and/or phone numbers cannot be provided. 

 

MANNERS 
Green Hills School is often complimented on the attitudes of its 
students. Children should show good manners by respecting 
their teachers, adults, other children and their phys ical 
environment.  The school will perpetuate these positive 
characteristics with the parent's help. There are school district 
policies that support parents and staff in the protection and 
respect of people and property at Green Hills School. 
 

 



 11 

 
REVIEW OF YOUR CHILD'S SCHOOL RECORDS 
If you should wish to look at your child's cumulative file, you must contact the 
school principal.  Within five (5) days of the request, the school principal shall:  
 
1. Notify the parent of the location  of all official  pupil records pertaining to 

your child.  
2. Provide access to your child's records during school business hours. 
3. Provide qualified certificated personnel to interpret  records during school    
            hours. 
 
 
 
SCHOOL DRESS 
 
There is a Millbrae School District dress code. The following are the regulations 
for K -8 student dress at all schools: 
 

• Children should wear attire that is neat, clean, and appropriate at all 
times.  Students may be sent home if dress is inappropriate and may not 
be readmitted until suitably dressed.  

• Clothing must not advertise, promote, or encourage the use of alcohol, 
drugs, tobacco, sex, or violence, nor have markings or language that is 
offensive, obscene, suggestive, or promote disruptive or illegal activity.  

• Clothing that is Ògang-likeÓ is never acceptable: beanies, marked baseball 
caps, sagging pants, chains, bandanas, hiked-up pant legs, or other gang-
related items. 

• Tank, halter, or crop tops, undershirts or garments that reveal underwear 
or stomachs are not appropriate. Flip -flops and slippers are highly 
discouraged due to emergency situations. 

• Make-up is not appropriate in grades K -5. 
• Athletic shoes and socks are required for participation in PE (K-8) and are 

necessary for play equipment safety (K-5). 
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1.  Be Safe 
2.  Respect others, including adults 
3.  Respect the school building and      
     classroom property 
4.  Follow directions  
5.  Work hard and do your best!  

 

SCHOOL OFFICE 
 

 
 
SCHOOL RULES,  
 
 
 
 
 
 
 
CULTURE & 
CLIMATE 
 
Green Hills is a positive, exciting place to learn.  At the beginning of each year, 
we review the rules, routines and expectations during our Behavior Assembly.  
We ask that all students follow these five rules:   
 
**Please be advised:  District suspension policies and district and school 
discipline policies including mandatory expulsion for toy guns, knives or 
weapons used in a threatening or injurious way, are available at school or the 
District Office.  Some sections require immediate police involvement according 
to California Ed. Code S. 48900. 
 
 
 
 
 

Feel free to leave a 
message for your child 
or child's teacher. 

School telephone 
number: 
(650)588-6485 

   Leave a voicemail or      
   email for your child's  
   teacher or report an    
   absence. 

Students may not 
be called from 
their classroom to 
receive a 
telephone call.  If 
it is an emergency, 
we will take a 
message and  
   have your child      
     return your      
       call. 

Students are 
allowed to use 
the office phone 
in case of 
emergency only 
(illness, pickup, 
lunch).  Students 
may not use cell 
phones during 
the school day. 
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SERVICE CLUB:  GREEN HILLS "HELPING HANDS SERVICE CLUB" 
 

• Children in grades 4 and 5 are invited to join the Service Club.   
• Eligibility for membership is a Performance Indicator of 2 or higher, good 

standing in attendance, arriving to school on time, good citizenship, and 
teacher approval.  

•  Duties include such jobs as rainy-day monitor, t eacher aide, etc.  
Approximately every 12 weeks students will either rotate jobs or be on the 
inactive list for a cycle.   

• Service Club members volunteer their time before school, during recess, 
lunchtime, or after school. They make a commitment to work hard on 
their assignments and report for the jobs at their scheduled time. 

SPORTS - AFTER SCHOOL PROGRAM  
 

• In addition to  classroom physical education, an after-school sports 
program is offered to interested students in grades 4 and 5 through the 
Millbrae Park & Recreation Department.   

• The activities include flag football, volleyball, and basketball, etc.  
• After school sports are not a child care program.  Parents using this 

program are reminded that there are breaks between each sport session 
and early dismissal days and students may not remain on the school 
grounds to wait for practice.  Students must go home on all early 
dismissal days (1:30 p.m.) and may return at practice time or when their 
coach arrives.  Parents are required to make arrangements for their child's 
supervision during the breaks and early dismissal days. 

 

 
 
VOLUNTEERS 
 
The school encourages parents to be involved and volunteer.  Volunteers are a 
necessary and important part of our school's success. 

• A Volunteer Form  and TB test are required  for volunteers working with 
students.  

• ALL VOLUNTEERS and guests must register in the office. They will be 
given a badge that identifies them as guest or volunteer. This procedure 
helps us document the number of hours and number of participants in 
school activities. 


