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Dear Parents: 
 
 
This handbook is intended to facilitate communica-
tion within our community.  Here, we have endeav-
oured to answer your questions, and to provide you 
with a sense of the code of conduct and  practicali-
ties at Linden. 
 
Our faculty need to know that parents are suppor-
tive of the schoolôs mission, policies and proce-
dures, and can be relied upon for assistance if nec-
essary. 
 
Please take a little time to sit down with your daugh-
ter and read this handbook together.   
 
We look forward to a successful year together! 
 
 
 

     Dawn            Suzanne  

      Dawn Chan   Suzanne Tompkins 
        Principal   Associate Principal 
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The Mission Statement 

The Linden School is an academic  
girl-centred school which reflects, responds to, 

and promotes the experience, voice, and  
development of young women in its policies, 

structure, programme, and curriculum, utilizing 
the most current and credible resources, and 
which empowers its graduates to become full 
participants in, and to take leadership roles in 

local, national or international arenas.   
 

This mission incorporates the principles of:   
excellence, equality, equity, justice, service, 

and learning as a lifelong process in a  
community of learners. 

The Linden School mission informs our policies and practices. 
 

All of our decisions, from what kind of field trip to go on, to which 
speaker to invite, to how we deal with any situation that arises, we 
first ask ourselves ñhow does our mission direct us in this case?ò 

 
We always consider the following questions: 

¶Does this incorporate equity?  

¶Does it promote learning, listening 

for as many voices as possible, and 
exposing the girls to as much variety 
as we can?   

¶Is it as accessible as possible? 

 
We have said that there is only one real rule at Linden: that learning 

has to take place. 
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The Linden School provides an academic education within a 
broad programme, both curricular and co-curricular, which offers 
a variety of artistic, athletic, leadership and social opportunities.  
 
Faculty are required to: be attentive to the girlsô needs; offer 
scheduled extra-help sessions; facilitate co-curricular activities; 
and communicate regularly with parents. 
 
Parents are asked to support their daughter by: attending com-
munity events; volunteering; and communicating with faculty in 
instances when it may be helpful.  
 
Class phone lists will be circulated early in the year, and grade 
parents will help families meet other families in their daughterôs 
class. 
 
Students are strongly encouraged to work hard and to become 
actively involved in the co-curricular life of Linden. We teach the 
girls not only to derive strength from the community, but also to 
give back generously.  
 
Community service is integral to the values of Linden. We are a 
diverse community which celebrates our differences and which 
strives to work together collaboratively to grow and to learn.  
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Lindenôs Philosophy in Action 

 



¶ The operations of The Linden School are dependent upon the tuition 

fees paid by the parents. At registration, a studentôs place is re-
served for the entire academic year.  

¶ Fees are payable on due dates.  If you are unable to meet your due 

date, please speak with Dawn Chan or Nancy Hurst.  

¶ We require that you file post-dated cheques with the school by June 1st of each year.  

¶ We do not invoice by installment. We appreciate your cooperation in this policy.  

¶ All fees due to The Linden School must be paid by the commencement of each term 

in order for a student to attend classes. 

¶ NSF cheques will incur a charge of $25.00. 

¶ Students with outstanding tuition fees will, as of Monday, November 22, 2010 and 

Monday, May 30th, 2011, not be permitted to write examinations and will not be re-
admitted in the next term 

¶ Legal action will be taken to collect outstanding tuition.  

¶ If you have questions about your account, please call the school at 416-966-4406 and ask 

to speak to Nancy. 
 

Tuition Fee Details 

Student Withdrawal: If a student is withdrawn after acceptance of an appli-

cation, or after re-registration, fees due depend upon the date of withdrawal as 
follows; these amounts apply to families who are paying on the schedule above. 
Notice is required in writing to the Principals. 
  Notice before June 1, 2010:    $ 1,000.00 due          
  Notice between June 1 - August 31, 2010:  $ 7,200.00 due 
  Notice between September 1 ï September 30, 2010: $ 10,000.00 due 
  Notice after October 1, 2010:    100% of fees due 

TUITION FEE SCHEDULE FOR 2009-2010 
 

Registration Fee due in March or upon enrollment $1,000.00 
 

1st Installment due June 1, 2010   $6,600.00 
 

2nd Installment due September 1, 2010          $5,750.00 
 

3rd Installment due January 1, 2011   $1,500.00 
      _________ 
TOTAL TUITION:     $14,850.00
   

*Post-dated cheques for the second and third payments  MUST BE       
SUBMITTED with the first payment on June 1, 2010. 
 
*Interest will be charged at the rate of 1% per month (12% per annum) on 
all items remaining unpaid 30 days past the statement date. 
 

Additional Charges:  
Text books                 Field trips  Performances  
Art supplies                 Photocopying           Homework Agenda 
In-school presentations           ESL ($950/term)       Workbooks 
After School Care (1-6; $1350/year with three options) 
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The Linden School assists students with uni-
versity applications and sends student data 
directly to the Ontario University Application 
Centre, as well as to out-of-province universi-
ties. 
 
Ontario Student Transcripts (available after a 

student has earned credits in grade 9) will be issued for all uni-
versity and scholarship applications.  
 
All other applications requiring references, transcripts, letters, 
copies of report cards and other documentation will incur a 
charge of $20.00 with payment to be included with the written 
request.  
 
Please allow 5 business days for the fulfillment of such         
requests. 
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Transcripts & Applications Processing & Fees 

 

 
Receipts will be issued for: 

 
ü Child Care / Tuition 

Credit  
ü Donations 

 
For copies of lost receipts, please send a written request.  
 
There will be a $20.00 fee for replacement documents; payment 
should be included with the request.  
 
Please allow 5 business days for fulfillment of such requests. 
 
 
 

Receipts 
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Student Code of Behaviour 
It is incumbent upon each member of the community to behave in such a way that 
learning can take place.  Respect for person and respect for property is essential 
to an atmosphere of learning.  The Linden School does not discriminate on the 
basis of race, sexual orientation, creed, colour, or national origin in its admission 
procedures or educational policies. 

Student Handbook 
Each girl receives her own copy of the Student Handbook, which outlines expecta-
tions, codes of behaviour and misconduct, co-curricular activities and the general 
information which will assist her in being an active member of our community. 

ALL STUDENTS MUST...   

In the School: 
 

 

 

 
ü Show attentive participation.         
ü Not interrupt. 
ü Not eat/drink. 
ü Complete homework on time.                
ü Be punctual. 
ü Have all materials ready for class. 
ü Show that they are listening by eye contact and pos-

ture, and questions for clarification. 
 
In the Lunch Area: 
 
ü Follow sit-down restaurant behaviour. 
ü Use moderate ñinside voiceò. 
ü Clean up any mess they make or find. 
ü Respect othersô need for space. 

ü Be courteous.  
ü Be inclusive. 
ü Be welcoming.  
ü Obey all federal, provincial & munici-

pal laws. 
ü Demonstrate honesty & integrity. 
ü Respect the rights of others. 
 

ü Show proper care & regard for 
the property of the school & 
other students. 

ü Use personal music devices, 
or cell phones at the appropri-
ate, designated times. 

ü Not chew gum. 
ü Follow dress code. 

 

At School Events: 
We support all the performers and contributors to school events such as drama nights, 

the Festival of Lights, Celebration to Greet the Summer, etc. Therefore, please: 

¶ Be punctual.  

¶ Turn off your cell phone.  

¶ Do not walk in and out of the auditorium during the performance (if you must go 
to the bathroom, do so during an appropriate break in the programme). 

¶ Be an attentive audience member.  

¶ Help clean up after the event (e.g. stack chairs or pack up props, etc.) AND ask 
others to help too.  

In the Classroom: 



In the halls and at lockers: 
 

ü Respect privacy and property of others. 
ü Keep lockers tidy and shut. 

ü Not open other studentsô lockers. 
ü Use appropriate voice and action. 
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Student Responsibility 
 

ü Punctuality and regular attendance. 
ü Preparation for and consistent effort in class and homework, to the best of her 

ability, in all subjects. 
ü Respect for herself and for the rights and property of others. 
ü Participation, to the best of her ability, in all school events and in co-curricular 

activities.  Each student in grades 5-12 must participate for at least one hour 
per week in a co-curricular activity. Please note that a record of each studentôs 
co-curricular commitments and community service becomes part of the year-
end report. Students in grades 7-12 must participate in community service.  

Linden Dress Code:   
¶ We ask students to make choices within a framework of appropriate 

clothing for going to school/work.    

¶ Students may wear any coloured clothing including blue jeans. 

¶ No clothes may have holes, and pants/shorts should not be cut-off.  

Beachwear (e.g. belly tops, cut-off or short shorts) is not allowed.  

¶ Students may NOT wear clothing with logos (e.g. advertising). Words are acceptable 

provided they convey a positive, non-trademarked message. 

¶ After two warnings from a principal for dressing out of the school dress code, students 

will be a) instructed to change into available clothing from the lost and found or  
     b) sent home to change  

¶ The Physical Education uniform consists of: athletic shorts (minimum mid-thigh 

length) or athletic pants, a t-shirt (with no writing; no tank tops), a sports bra (if 
appropriate), proper running shoes (not fashion sports shoes like Puma® or    
Converse®), sport socks, a water bottle (labeled with studentôs name), long hair 
tied back, removal of jewelry, deodorant (kept in locker) and a small towel (to use 
at the end of class). When classes are held at the park in the spring, fall and winter 
months, these things will also be required: sunscreen and/or a hat, long sleeved t-
shirt or sweatshirt, gloves, lightweight athletic jacket. 

Homework Guidelines 
 

Grade  Hours of Homework  
 Per Night* 
 
1-4 up to 45 minutes 
5 & 6 1 hour 
7 & 8  1 hour 30 minutes 
9            2 hours 
10              2 hours and 30 minutes 
11-12 2 ï3 hours 
 * excluding reading for enrichment 

Re: typed assignments  
 

Typed assignments must be 
printed in advance of the dead-
line. Students cannot count on 
computer availability for last-
minute print jobs.  
Please do not 
email the office 
staff your  
assignments as 
they are not able to 
print student work. 
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Cheating, Plagiarism and Academic Misconduct 
 

The Linden School teaches integrity and honesty. This means that each student is 
expected to be responsible for her own work, and is expected to acknowledge the 
work of her colleagues and others. Students are taught the meaning of plagiarism, 
and by the high school level, any form of plagiarism is unacceptable. 

 

Language / Actions:   
 

ü Swearing and the use of inappropriate words in speech or songs 
is not acceptable at Linden.  Insults, disrespect, other harmful 
words and actions and any forms of harassment disrupt learning 
and teaching in a school community, and are therefore not accept-
able. 
ü Such behaviour may result in suspension.  

 

Violence:   
 

ü Violence, or threat of violence against another person, is unacceptable.  Failure 
to comply with this policy will result in suspension. 

 

Illegal Substances:   
 

ü Students found in possession of illegal substances or in the company of stu-
dents who are in possession of illegal substances will be suspended.  Parents 
will be informed immediately.  

 
Bullying & Harassment 

 

ü We define bullying as the power acquired by status or 
strength, over time to harm or exclude and cause a vic-
tim distress.  Our definition includes cyberbullying. 

ü For girls, relationships are the number one issue: how to 
preserve them and how to manipulate them. A funda-
mental rule of adolescence is ñDO NOT TATTLEò.  We 
are aware of the potential for bullying, for exclusion, for 
manipulation and for secrecy.   
This runs counter to all of our values.  We train our teachers to understand 
and to be vigilant in observing the girlsô behaviour.  We educate our students 
to recognize and to respond to the behaviour of a bully. 

ü We encourage the girls to talk with trusted adults. 
ü We teach the girls assertive and clear expression. 
ü We teach that each of us needs support. 
ü We teach the girls that all have a responsibility for stopping bullying. 
ü We ask parents to communicate openly with the school. 
ü Tell us if you have concerns about bullying/harassment. 

 
With this in mind: 

 

ü When it comes time for the sleep-over, the Bat Mitzvah or the birthday party, 
we request that you either invite your daughterôs entire class or limit the   
invitations to just a few students.   

ü Please do not exclude one or two people. 
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Discipline is the act of teaching a student how to be-
come responsible for her own actions in a way which 
is healthy and helpful to both herself and others.  The 
Linden School seeks to find a learning opportunity in 
every situation which will enable each girl to become 
a more fully responsible and able member of her com-
munity.   
 
Therefore, when a student misbehaves at Linden, damaging herself, her 
colleagues or her learning environment, we seek resolutions through the 
involvement of the victims, her friends, her peers, her parents and her 
teachers, which might enable her to learn from her mistakes and to offer 
reparation to anyone she has harmed. 
 
Classroom teachers incorporate both individual and class teaching about 
the need for maintaining courtesy standards and responsibility into their 
daily practice.  Both guidance and administration regularly counsel 
girls about daily exchanges, behaviour and misconduct at Linden.  Par-
ents are routinely contacted when a faculty member deems that a student 
needs her familyôs support.  The school, however, will always support a 
young person in her first steps toward correcting errors of action or omis-
sion on her own, and we ask that parents trust that their daughters are 
able to solve initial problems with school support.  
 
When a student behaves in a fashion which brings into question her own 
or othersô safety; when she, by her language or actions, threatens the 
learning environment of anyone in the Linden community or beyond; 
when she disobeys the law, sells, possesses, or consumes alcohol or 
drugs; then parents are informed immediately.  In extreme cases, these 
instances are brought to the attention of the administration, and commu-
nication will continue between the family and the administration.  In such 
cases the discretion as to the appropriate consequence rests with the 
administration, in consultation with faculty, parents and the student.  The 
student may be suspended or expelled.   
 
Notice of suspension or expulsion will be placed in the studentôs Ontario 
Student Record. (In some cases the police may have to be informed.)  In 
such extreme cases, the school will work closely with parents and the 
student in order to ensure that facts are collected and reviewed, and that 
parents have the opportunity to have input into the decision-making proc-
ess with the understanding that The Linden Schoolôs best interest and the 
learning environment at Linden are always paramount. 
 

 

Student misconduct and discipline 
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Re-Registration 
The Linden School reserves the right to refuse re-registration as a result of a stu-
dentôs failure to achieve academic success or her failure to abide by school expec-
tations. 

Attendance 
 

ü 8:30 AM Attendance is taken in the homeroom 
ü 8:40 AM First class begins 
 

ü Girls not present at attendance at 8:30 AM must sign in at the 
Office.  Parents of students who have not reached school by 
9:00 AM will be called as soon as the attendance process is completed.  

 
Absences/Lates: Call 416-966-4406 ext. 10 

 

ü Please leave a message at extension 10 if your daughter will be late/absent. 
ü Students who have to leave the school for a doctorôs appointment must provide the school 

office with a signed letter of permission from their parent/guardian. 
ü Students must sign out when they leave for an appointment and sign in again when they 

return. 
ü Parental support is requested to encourage students to leave home in sufficient time to 

reach school before 8:30 AM.  
ü Students coming in late to school more than twice in a single month will meet with one of 

the principals to discuss reasons for lateness and to set goals for punctuality. Following the 
meeting a note will be emailed to the parent/guardian. Late arrivals disrupt class focus. 
When arriving late please encourage your daughter to enter the classroom quietly. Consis-
tently arriving to class on time is a great way to demonstrate your respect for students and 
teachers.  

Student Compulsory Attendance at School Events 
 

ü Attendance during final examinations and end of term activities is mandatory.  
Students missing an examination due to illness will be allowed to schedule a make-
up examination after the examination period is over. A physicianôs note must be 
provided. Students are not allowed to write examinations before the examination 
period has begun. 

ü Attendance is required at the following compulsory school events: Science and 
Technology Fair, Art Show, class drama/music evenings as scheduled, Festival of 
Lights, and Celebration to Greet the Summer.  Please ensure that you note the dates 
on your calendar and make the necessary arrangements for your daughter to be 
present.  We encourage parents to support their daughters by attending these events 
as well.  

 

Extended Absence 
 

ü If your daughter will not be in the school for an extended period, i.e. in excess 
of 3 days, please advise your daughter to contact Guidance at ext. 21 to cre-
ate a plan whereby she can independently cover the basics of the work covered 
during her absence. 

ü Please note, however, that in our collaborative pedagogy it is not possible to 
replicate the classroom experience. Each elementary student is assigned a 
homework buddy who will endeavour to keep her aware of class progress.  
Senior students are responsible for consulting their classmates about missed 
work. 

Communications at Linden 



 

Student Telephone Use: 

¶ Students may not leave class to use the telephone.   

¶ Students may request to use the office phone in an emergency only.  All after 

school arrangements should be made the night before as much as possible. 

¶ If a student takes ill during the day, she must notify the school office/her teacher. Staff will 

phone parents if their daughter needs to go home. This call must be placed in the school 
office.  

¶ Students are asked not to contact you directly via cell phone regarding illness. 

¶ If your daughter calls you from her cell phone about an illness, please direct her to inform 

Gloria or Judy at the front desk. 
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Illness at School: 
 
If your daughter takes ill during school hours, she is required to 
inform her teacher and a member of the front desk staff.  A front 
desk staff member will call you to ask you to make arrangements 
for her to go home.  If your daughter calls you directly, please ad-
vise her that she must go to the front desk and have an adult speak 
with you.  

Medication at School: 

¶ By law, only doctor-prescribed drugs can be administered by our 

staff.  If you feel the need to send other medication (Advil, Aspirin, 
antihistamines etc.), please ask the front desk for a ñStaff Administra-
tion of Medicationò form. Please complete the form and return it to the 

front desk.   

¶ We require that all such medications be retained in the school office.   

¶ We also require that permission to dispense pain medication to a student for head-

aches be given on the schoolôs Medical Form. 

¶ If your child requires more than basic care such as a band-aid or pain medication, 

you will be contacted; if you are unavailable a physician will be consulted. 

Emergency Phone Messages & the Notice Board: 
 

¶ The Message Board in the Front Office (next to the front door) is 

where phone messages from parents, news updates on club meet-
ings and class schedule changes are posted.   

¶ Students must read the message board in the morning and at the end 

of the day.  We are not responsible if a student does not pick up her messages. Stu-
dents in grades 1-6 have messages delivered to them.  Please use this system for 
emergency or urgent messages only.  All after school arrangements should be made 
the night before as much as possible. 

Lice: 
If there is an outbreak of lice, the administration may determine it is necessary to 
contact outside professionals (i.e. The Lice Squad) for assistance. If this is the case, 
every student must get checked and any student found with lice or nits will be sent 
home as discreetly and as soon as possible. To return to school, a student must 
present a note from either a doctor or lice-elimination professional stating that she is 
lice- and nit-free. The studentôs head may also be inspected by an administrator or 
designated staff member. 
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Cell Phones: 
 

ü Cell phones are not permitted for any reason in class-
rooms, hallways or during school events, including field 
trips. Students must leave the school building during an 
appropriate time to use cell phones. Appropriate times in-
clude the  lunch period or the end of the school day. 

 

ü Cell phones must be kept locked in the studentsô lockers during the school 
day. 

 
 

ü Misuse of cell phones will result in the phone being confiscated and re-

turned at the end of the day. In cases of excessive misuse, phones may be 
held for a week. 

Notices regarding: 
 
ü Event invitations 
ü Updates 
ü Schedule changes 
ü Field trip permission forms  
 

will be emailed to you or sent home with your daughter. We encourage 
you to remind your daughter to give you all notices sent home! 
 

Email 
 

Please ensure that you keep your email address current at the 
school.  Email has become an essential form of communication 
between the school and the families. 

Calendar, Updates, Notices and Permission forms are       

available for viewing / downloading at our website:  

http://www.lindenschool.ca 

Please check this site frequently for updates. 
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Faculty/Family Conferences 
 
Conferences are scheduled twice during the academic 
year (see the Linden calendar).  We strongly encourage 
students to attend these meetings with their parents. These 
meetings are an important part of your daughterôs learning; 
therefore, please hold these dates free in your calendar.  
The conferences may provide the only opportunity for you 
to meet with all of your daughterôs teachers.  

Parent/Faculty Communication  
 

It is school policy that if a parent or student has a concern in a specific subject 
area, that person should contact the subject teacher first.  The school has 
assigned each subject teacher  (except for a few part-time teachers)  her or his 
own voice mailbox at specific extensions (listed on the last page).  We remind 
you that the faculty are in classrooms, study hall, supervision and co-curricular 
activities for most of the day; therefore they will return your call within 48hrs.   
 
Alternatively, you may email us at linden@lindenschool.ca and your message 
will be promptly delivered to the faculty.   

Your Daughter Forgot Something at Home 
 

We teach our girls to problem-solve, so we discourage you from automatically 
bringing forgotten items and lunch. Forgotten assignments will earn a late pen-
alty when applicableðand will be remembered next time. In this way, girls learn 
to assume responsibility for their own learning and work towards becoming 
confident and capable young women.  
 
However, when delivering essential forgotten items, please leave them at 
the Reception Desk clearly labeled, where they can be picked up.         

Emergency Closing 

If it becomes necessary to close the school due to extreme 
weather or other conditions, or if the authorities request an 
evacuation of the school: 

¶ A message will be put on the schoolôs voice mail. 

¶ A message will be given to CBC radio for early morning 

broadcasting if the school will be closed for a day. 

¶ Parents will be contacted at the numbers given to the 

school on the Emergency Form in the event of an early 
closing. 


