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Arrival/Departure & Parking Lot Procedures
Arrival of Students (Preschool - 5th grade)

As we begin a new school year, we would like to assure you that we are committed to providing a safe, secure,

nurturing environment for your child. To offer the level of safety that your child deserves, students will be

permitted to enter the building at 7:15am when adult supervision is provided. At 7:50am, the doors will once

again be locked and students must be signed in at the front office. If your child is not in their classroom when the

tardy bell rings, they will be sent to the front office for a tardy slip. After 7:50am, we ask parents to come in the

front office to sign in tardy students.

We expect traffic flow to be smooth and swift. When dropping off and picking up students please put your vehicle

in park to avoid rolling. Car riders should be dropped off in the car loop. All car riders should exit on the right-side

(sidewalk side) of the vehicle ONLY. Only preschool students (and their siblings) may be dropped off in front

of the school due to buses and foot traffic in this area.

Departure of Students
K - 5th grades:

Student dismissal will begin at 2:40pm. If your child is a car rider, we ask that you please remain in the carpool line

during dismissal. To pick up students in the car rider line, you MUST have a NEW 2023-2024 Harbison West

Elementary issued car rider number tag displayed in the front window. If you do not have a tag, you will be directed

out of the line to the front office to obtain one. Please contact the office if you need additional car rider tags.

This allows a smooth and safe car rider line each afternoon. Teachers and front office staff will not be allowed

to dismiss children from the classroom or hallways during dismissal time.

To provide optimum safety for our students, please follow the car rider line traffic procedures outlined below:

● No child will be signed out for early dismissal after 2:10pm.

● All students must be picked up in the car rider line.

● All cars are to pull as far up as possible before loading or unloading.

● Children should be READY to load or unload when the car stops.

● Children MUST ONLY be dropped off and picked up in the car rider line. NEVER in the faculty and staff or

visitor parking lots.

● Children should only enter and exit vehicles on the right side (sidewalk side) to ensure the safety of all

students.

● Cars are NEVER to pull around parked buses unless directed to do so by school staff.

● Drivers must never make U-turns in any school driveways.

● All vehicles MUST turn right upon exiting the car rider line onto Crossbow Drive.

● Children learn responsibility, self-pride, and confidence by coming in and out of school by themselves. Older

children are not to pick up younger siblings in their classrooms. Parents are encouraged NOT to come into the

school to pick up their children once a routine is established.

● Vehicles are NEVER to be left unattended at a curb.

Preschool Students (3K & 4K)

Preschool student dismissal will begin at 2:30pm. If you only have a preschool student at HWES, you will utilize the

preschool car line in the front of the school which does not require a car line number. If your preschool student

has an older sibling (K-5th), you may request a car line number and use the regular car rider line.

Changes from Regular Dismissal
If an occasional transportation conflict should arise and you need to change transportation for your child, we are

asking that you do one of the following:

● Changes in transportation (other than bus changes) should be sent to the teacher that morning. If you

need to make a change during the day, call the front office before 2:00pm and we will notify the teacher.

Teacher access to email or phone messages during the instructional day cannot be guaranteed.

Please include the child’s name, teacher and grade level on the all transportation notes. We cannot change the mode

of transportation by word of the student. However, we ask that you try to avoid changing dismissal procedures for

your child too frequently. This can be very confusing during dismissal time and may result in a referral to the

administration. The school MUST be notified before 2:00pm of any changes in transportation. Students WILL

NOT be dismissed between 2:10pm and 2:40pm for any reason. Please plan accordingly.

For the safety of our children, we are asking that you do not call the school during the school day to make changes

in how your child will go home after school. If your child will not be going to his/her daycare in the afternoon,

please notify them in advance so they won’t wait for your child.



Early Dismissals
Any student leaving for any early dismissal will be called to the front office by school personnel when the

parent/guardian arrives to pick them up. No students will be dismissed after 2:10pm. Students will only be

released to those listed under the child’s contacts in Powerschool. When picking up a child, photo identification will

be required of the adult who is picking up the child. Parents may send a note to the teacher to advise them of any

early dismissals. This will allow the teacher time to prepare the child for early dismissal. However, your child WILL

NOT be sent or called to the office in advance to wait for your arrival. Students are not allowed to leave school

grounds during the school day unless they are signed out in the office by a parent or guardian.

Excessive early dismissal requests, causing interruptions to classroom instruction, will result in an attendance plan.

Daily Schedule

Time Activity

7:15am Building opens for students

7:35am – 7:50am Breakfast in classrooms

7:50am Tardy Bell Rings

2:40pm Dismissal begins

Bus Transportation
Bus transportation is provided for students that live 1.5 miles or more from the school or have hazardous routes,

according to S.C. Department of Education guidelines. An assertive discipline plan sets forth consequences when

students fail to follow bus rules. The bus safety rules and general information can be found on the district’s

website (www.lexrich5.org) click on the “Departments” tab and then “Transportation.” In order to ride the bus,

parents must register their child(ren) with District 5 Transportation during the registration/update process. If

your child needs bus transportation after the school year begins, please contact the District Transportation office

to receive approval.

Any student needing bus transportation other than their regular transportation (i.e. riding home with a friend)

must have approval through the Irmo Transportation office several days prior to the change.

Crossing Guard
The Lexington County Sheriff’s Department employs one crossing guard for Harbison West Elementary School.

The crossing guard is located near the car rider entrance. Students are expected to cross Crossbow Drive ONLY

at this location. The crossing guard is not allowed to direct traffic.

Emergency School Closings
District-Wide Early Morning School Cancellation: The transportation office will make a recommendation to the

superintendent by 6 a.m. as to whether roads are suitable for school bus traffic. If the superintendent determines

that school should be canceled, emergency preparedness, local television and radio stations will be notified.

Families will receive a call from the district’s phone notification system and information will also be available on the

district website and Facebook pages.

District-Wide Mid-Day Closing: In the event that bad weather forces a mid-day closing, local media and

emergency preparedness departments will be notified. Families will also receive a phone call from the district’s

phone notification system.

When you complete your online registration and/or update each year, you will be asked what you want your child to

do in case school closes early. Please make your child aware of this information. Notify the teacher immediately if

any changes are made. Please do not plan for your child to use the telephone under these conditions for it is

impossible for large numbers of students to make calls. Your child may telephone you after he or she gets home on

the school bus. School personnel will make every effort to notify parents if there is an emergency closing of school.

Elementary Single School Early Dismissal: In the event of an emergency, such as the loss of power or water for

an extended period of time, elementary schools will use the Emergency Dismissal selections that were selected by

parents/guardians during the registration and/or update process. The local media and other forms of mass

communication (i.e. Facebook, District website, etc.) will be used to notify parents, guardians and other emergency

contacts. Please be advised that during mid-day closings and single school early dismissals our afterschool program

WILL NOT operate.
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Delayed Opening Schedule
If school opens on a delayed schedule due to inclement weather or other difficulties, buses will run their normal

routes two hours later than the normal starting time. Check the district’s website, social media and local news

channels for the latest information.

Parking for School Functions & Field Trips
Please be advised that we do not have a large number of available parking spaces in our school lot. During large

school functions, we respectfully ask parents to avoid parking in the driveways and behind vehicles in a parking

space. It is unlawful to park in a firelane. You are welcome to park in our car loop and around back being mindful not

to block any other vehicles from getting in or out.

If your vehicle is blocking a fire lane or driveway, it may result in the vehicle being towed at your expense.

Attendance Policy and Registration Information
Attendance Areas
Only students whose parents reside in School District Five may attend classes. An exception is made for children

of district employees, with authorization. Specific geographic locations are outlined as the attendance area for

each elementary school unless the student has been selected to attend the Escolares Academy Academic Magnet

at Harbison West Elementary. Special Education students are allowed to attend curriculum-specific programs

outside their attendance zone.

When students move within the district but out of the school attendance area during the school year, permission

to attend classes for the remainder of the semester must be received from the District Office Chief Planning and

Administrative Officer. The parent/guardian is responsible for transportation to and from school during this

period.

Attendance
A new definition of “absent” is being used to identify students who are chronically absent. As part of the

implementation of Every Student Succeeds Act, districts and schools are required to report to the South Carolina

Department of Education the number of students who are chronically absent each year. According to the United

States Department of Education’s Office of Civil Rights (OCR), an absent student is one who misses 50 percent of

the instructional day for any reason and regardless of whether the absence is excused or unexcused. In other

words, students must attend class for at least half of the instructional day to be considered present for that day.

Using this new definition, the OCR requires states to report the number of students in each district and school

who are absent at least 10% of the time during which they are enrolled in a particular school or district. More

specifically, students who are enrolled in the same school for an entire academic year and miss 18 or more days (10

percent) will be considered chronically absent. The total number of chronically absent students will be included on

district and school report cards. Chronic absenteeism is not the same as truancy.

Absences
State law and district policy set specific rules for lawful and unlawful absences. A written note, medical excuse,

or electronic excuse form (available on the Harbison West homepage at www.lexrich5.org/hwes) must be

submitted for each absence whether lawful or unlawful and should be sent to school no later than the student’s

third day back. Excuses may also be faxed to our school registrar at 803-476-3820. If a student fails to

bring or submit a valid excuse to school, he/she will receive an unexcused absence. Lawful absences include: illness,

medical/dental appointments, serious illness or death of a student’s family member, absences approved by school

administration, recognized religious holidays, legal matters/court dates and school-related activities that have

received prior approval by the principal. Students will be allowed no more than 10 absences during the 180-day

school year. At ten absences (lawful or unlawful) subsequent absences require a medical excuse or written

pre-approval from the principal. After 5 unexcused absences, parents will be required to attend an attendance

improvement conference. As required by school board policy, a letter is sent to parents regarding excessive

absences. If a student is persistently tardy or exceeds 5 unexcused absences, the parent may be referred

to Family Court.

When a serious illness or injury occurs where absences will total a week or more, a student may be eligible for

instruction at home by a certified teacher. The front office can provide more information.

Whenever possible, medical, dental and other appointments should be made for non-school hours.



Elementary Attendance Guidelines
Please carefully read the following information about South Carolina School Attendance Laws and District 5 of
Lexington and Richland Counties Guidelines for student attendance. Attendance is a vital factor in student
achievement, and any absences from school represents a potential educational loss to the student. However,
there are some absences that cannot be avoided so District 5 has established attendance guidelines to assist
with these types of absences.

Students are expected to attend school each day in accordance with the approved school calendar. Any student who
misses school must present a written excuse within 3 days (Board Policy JH), signed by a parent/guardian, or the medical
professional who treated the child. If the student fails to submit a valid excuse to school, he/she will automatically receive
an unexcused absence.The building principal must approve or disapprove individual absences in excess of ten days
regardless if those absences are lawful, unlawful, or a combination of the two.

Absences:
In accordance with State Board Regulation 43-274:

Students are considered lawfully absent when:

1. They are ill and their attendance in school would endanger his or her

health or the health of others

2. There is a death or a serious illness in their immediate family - with

proper documentation (i.e. bulletin, death notice, obituary, etc)

3. There is a recognized religious holiday of their faith

4. The student is suspended from school

5. There is an absence due to an activity that is pre-approved by the

school building principal

Please keep in mind that parent notes are considered excused within the first

10 absences only if the reason for the absence is lawful

Students will be considered unlawfully

absent when:

1. There is an absence without

the knowledge of the

parent/guardian

2. There is an absence with the

knowledge of the

parent/guardian but is not

considered a lawful absence

Parents will be notified daily when their child is absent from school via the school messaging system (Blackboard). If a
student misses 3 full-day consecutive unlawful/unexcused days and/or misses a total of 5 or more full-day unexcused
absences, then the student is considered truant (South Carolina State Board Regulation 43-274). Once a student is
determined to be truant, parents/guardians will receive a letter requesting a conference so that an Attendance
Intervention Plan (AIP) can be put into place. It is imperative that the school and family collaborate in order to ensure
the student’s attendance improves. In the event of continued unlawful absences after the AIP has been held, the
child/family may be referred to Family Court.

Chronic Absenteeism:
In accordance with the Office of Civil Rights (OCR), schools are now required to capture the exact amount of instructional
time that a student is missing throughout the day. The OCR deems a student to be defined as “chronically absent” when
meeting the following:

Students are considered chronically absent if/when:

1. Any student in grades K-12 who misses 50 percent or more of the instructional day for any reason for 10%

or more of the enrollment period

2. ANY and ALL absences contribute to chronic absenteeism (lawful, unlawful, or suspensions)

As a result, all elementary schools will track the exact minutes students are on campus. Therefore, it is imperative that
students are on time to school and remain at school, when possible, for the entire instructional period.



Tardies
Being tardy causes students to miss important instructional time. It is imperative that children are brought to

school on time. Students are tardy if they are not in their classroom when the tardy bell rings at 7:50am.

Students will be directed to the front office for a tardy slip before reporting to class. After 10 unexcused

tardies, parents will be required to attend an attendance improvement conference. If a student is persistently

tardy, the parent may be referred to Family Court.

Registration & Updates
Registration is online for our students.

Returning Students:

If you have a returning student, you are required to complete a yearly update online prior to the first day of school

each year. On May 1, 2023 all current families received an email from Lexington-Richland School District 5 with

instructions on how to complete the update for your student. During the update process, parents/guardians can

change phone numbers, email addresses, emergency contacts, select transportation options, e-sign the media

consent and acceptable use agreements (internet use) and upload proof of residence documents. If you do not have

access to a computer to complete your update, you may visit the school for assistance.

New Students to District Five:

For NEW students to Lexington/Richland District Five, you will visit our website at www.lexrich5.org/hwes and

click on the Registration tab on the homepage. Once you have completed the online registration, please contact the

school registrar at 476-3800 to schedule an appointment and bring the following information:

● Legal Birth certificate

● SC Certification of Immunization

● Three proofs of residence

● Custody papers (if applicable)

● Medicaid Card (if applicable)

● Transfer/Withdraw paperwork from previous school (if applicable)

Proof of Residence
Parents of all students in the district are required to provide validation of residency EACH school year. Parents

should upload the following in Final Forms when completing registration updates:

● Lease agreement, Property Tax bill or Real Estate Closing Documents

● TWO different bills mailed to your permanent residence. These can include: electric, water, sewer, cable,

satellite, telephone, cell phone, vehicle tax or voter registration card.

Parents’ Address, Telephone Number & Email Addresses
The school office must have a telephone number at which parents/guardians can be reached during the school day,

even if that number is unlisted. This is particularly important when emergencies occur, such as weather-related

mid-day school closings.

Please notify the front office of any changes to address, telephone number, email address and/or place of

employment that occur during the school year.

Withdrawing a Student
When withdrawing a student from school, please notify the school office several days in advance. This will enable

teachers to complete all records prior to the student’s last day in school. The school will provide parents with a

“transfer form” sheet listing materials your child is currently using. This form can be hand-carried to your child’s

new school so proper placement may be made. Your new school will then request the child’s records. When

transferring to a school in Lexington /Richland District Five, Harbison West Elementary will forward the student's

records internally.

Notes Required
The school requires notes/emails from parents and/or medical offices for the following reasons:

● Absences

● Requests for Early Dismissal

● Requests to miss recess or Physical Education

● Permission to go home with another student (afterschool – excluding bus riders)

● Prolonged absences from school such as trips and hospitalization (advanced notification requested)

● Changes in usual method of transportation (see above under changes in dismissal)

● Specific medical treatment or special need



Rules, Procedures & Miscellaneous Information
Student Dress Code
Students are expected to dress in a manner that will not be disruptive to learning. Shoes with cleats or wheels are

not permitted. Shirts must not show the midriff or have inappropriate symbols or words. Tank top straps must be 2

inches wide; no spaghetti straps or halter tops. Shorts and skirts must be fingertip length. Pants must be worn at

the natural waistline and undergarments are not to be visible. No attire/accessories may advertise alcohol, tobacco

or other drugs. Students are not permitted to wear bandanas, hats, kerchiefs, hoods or sweatbands in the building

unless they are part of a project or the student has a documented health problem. However, the principal may give

approval for a “hat day” for students and staff as a special school activity. If a child comes to school

inappropriately dressed, parents will be contacted and proper attire must be brought to school.

Visitors and Classroom Visits
All visitors to Harbison West Elementary will be required to use our security buzzer system. The front entry doors

will be locked at all times.

A few things to remember about this security feature:

● Only one person (or family group) may enter at one time

● If your student is tardy AFTER 8am, a parent/guardian will need to accompany the student and use the

buzzer for entry

● You will be asked about the purpose of your visit

● All visitors will be required to go through a metal detector upon being buzzed in.

● You may be asked to show your picture ID once inside the building

Harbison West Elementary School fosters an open door policy. For the safety, security and minimal disruption of

instruction of students and staff, be advised of the following district-wide and school-specific visitor procedures:

Visit Limitations:
There may be occasions when a school visit is not appropriate. When requesting to visit a student ALL visitors must

state:

● The specific student being visited

● The intent of their visit

● The location of their visit

● The time period of their visit

● All visitors are required to present an official photo ID (Acceptable IDs: driver’s license/permit, Military ID or

Passport) for entry into the building

Visitors must comply with their stated reason for their visit. Visitors cannot roam the school or visit other

students for whom they do not have permission. If visiting during instructional time, the teacher will be notified

and the visitor may be asked to come back at a different time. Please understand that teachers are not available to

talk/conference with parents during this visitation time. Appointments should be made for conferences. Visitors

should also be respectful of the other students in the class and their learning/development.

School District Five of Lexington & Richland Counties is committed to the safety of its students and school staff.

Upon arrival, visitors will sign in at the Ident-a-Kid kiosk with their driver’s license or Military ID, have their photo

taken and be issued a printed badge/sticker. All visitors are required to wear the badge while in the building and

MUST return to the front office to sign out using their printed badge at the conclusion of their visit.

Crisis Management Plan
Harbison West Elementary School has a Crisis Management Plan which includes monthly drills. As part of this plan,

entrance doors are unlocked during arrival time each morning. During the school day all doors, except the front

doors, are kept locked. Tardy students must enter the front door and come to the office to sign in. All parents,

volunteers and visitors will be signed in through LobbyGuard (requires driver’s license or Military ID) and receive a

visitor’s badge. In the event of any kind of crisis, please listen to your radio for instructions and information. In

the event of a major crisis, district, state and county officials will be on hand to assist; please do not call the

school or enter the building. Your patience and understanding will be appreciated in this event.



Animals at School
For the safety and protection of the children, we urgently request that family pets such as dogs and cats not be

free to follow children to school. Approval from the principal MUST be obtained before an animal is allowed in the

building.

Discipline Policy
District Five adheres to the philosophy that disciplinary problems should be handled in a calm, reasonable manner

between teacher, student and parent whenever possible. The philosophy also assumes that effective discipline will

lead to increased maturity and desirable behavior on the part of the student. However, when the learning

opportunities of other students are affected, the teacher and/or principal must take appropriate action.

To be consistent in all schools, the district has developed a discipline policy. To access the Student Code of

Conduct, visit the district’s homepage (www.lexrich5.org), click on the Student Services & Planning under

Departments, click on Important Documents and click on Student Code of Conduct for the current school year.

Personal Possessions at School
Toys, radios, video game devices, headsets and other electronic devices are not allowed at school. Students are

discouraged from bringing items not related to the educational program at school. If students bring these things

to school, they will be taken by the teacher and/or administrator and held until the last day of school or released

later to the parent/guardian. The school assumes no responsibility for theft, loss, damages, or vandalism to items

brought onto its property.

Wireless Communication Device and Cell Phone Guidelines
(Excerpts from Code JICJ in School District Five Board Policy manual. Please see the complete policy on the
district website)

A ‘wireless communication device’ is a device that emits an audible signal, vibrates, displays a message, or otherwise

summons or delivers a communication to the possessor. The following devices are examples of WCDs: cellular and

wireless telephones, pagers/beepers, personal digital assistants (PDAs) BlackBerries/Smartphones, WiFi-enabled

or broadband access devices, two-way radios or video broadcasting devices, and other devices that allow a person

to record and/or transmit, on either a real time or delayed basis, sound, video or still images, text, or other

information. Students may not use WCDs on school property or at a school-sponsored activity to access and/or

view Internet web sites that are otherwise blocked to students at school. Distracting behavior that creates an

unsafe environment will not be tolerated.

Students are prohibited from using WCDs to capture, record, or transmit the words (i.e. audio) and/or images (i.e.

pictures, videos) of any student, staff member, or other person in the school or while attending a school-related

activity without express prior notice and explicit consent for the capture, recording, or transmission of such words

or images. Using a WCD to take or transmit audio and/or pictures/video of an individual without his/her consent is

considered an invasion of privacy and is not permitted unless authorized by the building principal.

Students are personally and solely responsible for the care and security of their WCDs. The board/school assumes

no responsibility for theft, loss, damages, or vandalism to WCDs brought on to its property or the unauthorized use

of such devices.

In accordance with Board Policy JICJ, students may possess wireless communication devices in an elementary

school, on school property, during after-school activities (e.g. extracurricular activities) and at school-related

functions. However, students may not use wireless devices such as cellular phones, electronic pagers or

any other communications devices while on school property during school hours. (The start and end of

school will be denoted by the start and end bell.)

Consequences:

1
st
offense: warning/return to parent/legal guardian

2
nd
offense: school consequence/return to parent/legal guardian

3
rd
offense: school consequence/return to parent/legal guardian

4
th
offense: confiscate through end of the semester

Field Trips
Educational field trips are planned to provide experiences correlated with subjects studied in the classroom.

Parents or guardians are required to sign the field trip permission form prior to students going on field trips. All
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trips are chaperoned by school personnel who may be assisted by parent volunteers. Only district approved

transportation will be used. If a parent is unable to pay for the field trip, please notify the teacher to determine

PTO scholarship eligibility. Field trip fees are non-refundable unless a refund is issued to HWES by the

establishment visited during the field trip. Transportation costs will not be refunded. All parents wishing to

volunteer as a chaperone must complete the district Volunteer form and be approved by the district office in

order to chaperone for field trips. Forms must be completed entirely. A copy of a valid driver’s license and a

complete & signed Confidentiality agreement will be needed as well. Please turn in at least 2 weeks in advance to

allow enough time for processing.

All field trip chaperones MUST park in the lower parking lot (bottom row) of the school. It is often necessary

to limit the number of chaperones. Methods for choosing chaperones are determined by grade level teachers

based on the needs for the trip. Field trip chaperones are present to help students have a safe, educational

experience. Chaperones should adhere to the procedures established by the teacher.

All students are requested to ride with the group to the field trip location and to return with the group. If there is

an extenuating circumstance where a student is not able to do so, a written letter should be sent to the principal

requesting an exception to this procedure.

Money/Payments
Parents should set up an account for their child(ren) in the district’s Student Quick Pay (Rycor) if

you have not already done so. This is an easy, secure way to see and pay for your child’s fees,

yearbooks, t-shirts, overdue library books, field trips, etc. This account will follow your child through

12th grade or as long as they are a D5 student. Children should not bring money to school except for

specific purposes. Neither the teacher or school will be responsible for lost or misplaced money. To

set up an account visit https://www.studentquickpay.com/lexrich5/ or scan the QR code to the right.

School Fees
All K-5 students in District 5 will be assessed a $35.00 Technology fee for the 2023-2024 school year. This can

be paid through Rycor/Student Quick Pay, the district online payment site. See above paragraph for link.

Birthday Parties & Celebrations
No birthday parties are allowed at school. A birthday snack to share with the class is permissible, but must

meet the nutritional guidelines in our district wellness policy. Invitations for parties outside of school may not be

distributed at school.

When celebrating your child’s birthday or other special classroom celebration/event at school please remember the

following:

● Mini-size store-bought, pre-packaged cupcakes comply with our district’s wellness policy. Please check with your

child’s teacher for a preferred time to “celebrate.” Treats, such as candy, cannot be provided to our students.

Therefore, if you decide to send in “goody” bags, please send in items such as fruit, stickers, pencils, etc.

District Wellness Policy
Foods brought to school with the intent of sharing (i.e. birthdays, holidays, etc.) must be store bought,

pre-packaged and meet the nutritional guidelines listed below.

Foods must be in compliance with the Institute of Medicine (IOM) recommended Nutrition Standards for Foods in

Schools:

< 200 calories

< 35% of total calories from fat;

< 10% of calories from saturated fats;

Zero trans-fat (<0.5g per serving)

< 35% of calories from total sugars; and

< 200 mg sodium

Nuts and seeds are the exception and are permissible in accordance with portion guidelines. Chewing gum, flavored

ice bars, and candy will not be served or sold during the school day and may not be used as a learning incentive or

reward.

Delivery of Items to Students
Flowers, balloons and other similar items WILL NOT be permitted at school for delivery to students.

In an effort to minimize disruptions to instructional time, all deliveries to students (bookbags, lunch boxes,

instruments, etc.) will be made by the front office staff.

https://www.studentquickpay.com/lexrich5/


Lost and Found
Please label all coats and lunchboxes with first and last names. Lost and Found items are placed in the back hallway

near Performer's Paradise (theater). Students and parents are asked to check this area regularly. Unclaimed

articles will be donated to charity at the end of each semester. Small lost and found items can be retrieved from

the front office.

Suspected Abuse
Any member of the professional staff who has reason to believe a child has been subjected to or adversely

affected by physical, mental or emotional abuse or neglect must report this to the County Department of Social

Services or appropriate law enforcement agency in accordance with the S.C. Child Protection Act of 1977.

Student Support Services
School Counselor: The counseling program offers individual counseling, small group counseling, and classroom

lessons. Students may need to see a school counselor in elementary school to deal with grief, divorce, friendship

conflicts, anger, anxiety, depression, academic issues, conflict resolution, and anything else that may be interfering

with their learning.

Our school counselor adheres to the American Counselor Association’s Code of Ethics and the South Carolina State

Department of Education’s guidelines in protecting the confidentiality of students.

The school counselor is available to discuss concerns that parents have about their child, their child’s school

experience, or the district's counseling program. Please contact the counselor at 476-3832 if you would like to

discuss any of these areas.

Social Worker: Our school social worker supports and aids students and families in need of assistance. The social

worker also works with administrators, teachers, school counselors, psychologists, nurses, and other staff to help

identify factors that can maximize the learning process.

PTO & SIC
The PTO (Parent-Teacher-Organization) is a service organization that is composed of parents, teachers and

administration who work together to support the school and the students. PTO is a great opportunity to get

involved and volunteer. The SIC (School Improvement Council) is a team of parents, teachers, administrators, and

appointed community representatives. The SIC is responsible for planning, monitoring, and evaluating improvement

at the school level.

Grades & Curriculum
Grading Scales, Report Cards & Interims
The evaluation of student achievement is one of the important functions of the teacher. Our students receive

report cards quarterly (every nine weeks). Interims (3
rd
-5

th
grades only) are posted via Parent Portal approximately

five weeks into each quarter. Paper copies of interims may be requested through the front office.

Process for Posting Grades
After collecting an assignment, teachers will have 5 school days* to grade and enter minor assignments and 10

school days* for major or extended assignments.

● Minor assignments include but are not limited to classwork and quizzes.

● Major assignments include but are not limited to projects, tests, and extended writing assignments.

* Please note: Principals reserve the right to extend the number of days within the Process for Posting Grades due
to circumstances that may arise. Parents will be notified in a timely manner of any changes that may occur.

The school will follow the state-wide uniform grading scale as approved by the state board of education. All report

cards and transcripts will use numerical grades.

Grades K-2 Grading Scale:

Student progress in grades kindergarten through 2
nd
is reported for Language Arts, Mathematics, Science, Social

Studies, Art, Music, Physical Education and World Language through a standards-based progress report using the

following key:



M = Meets the grade level expectations at this time (independent achievement consistently meets grade level

expectations [standards] at this time).

P = Progressing satisfactorily towards grade level expectations at this time (independent achievement shows

inconsistent application of skills but is making progress at this time).

U = Unable to meet grade level expectations at this time (little or no evidence of meeting grade level expectations

[standards] at this time).

* = Not assessed at this time

Grades 3-12 Grading Scale:

Student progress in grades three through twelve is reported for all subjects as follows:

Letter Grade Numerical Average

A 90-100

B 80-89

C 70-79

D 60-69

F Below 60

No grade lower than a 50 can be given on a report card.

Homework
Homework will be used to reinforce skills, provide practice, and contribute to the development of study skills.

Textbooks
Textbooks are provided for the student by the state at no charge. However, students must pay for any lost or

damaged books. Report cards will be withheld at the end of the year until fees have been paid for damaged, lost

books or outstanding fees. These can be paid through Student Quick Pay/Rycor, the district’s online payment site.

Parent Portal
Lexington District Five’s online student information system, Parent Portal, will provide parents with real-time

information access to student attendance, grades and test scores. You can view your child’s attendance record for

grades K-2. For grades 3-5 you can view both grades and attendance records.

Before you can log into Parent Portal, you will need a username and password. Parents may receive this information

from our school’s Registrar by showing a valid picture ID. If you have previously received a username and password

it will work through your child’s twelfth grade provided they remain in our district.

Curriculum & Instruction
The instructional program in District Five elementary schools focuses on language arts, math, social studies, and

science. Students also attend classes in music, art, Spanish, technology and physical education.

Content Standards: Content Standards are incorporated into the curriculum of all District Five schools. Content

Standards define what a student should know and be able to do at a particular grade level. Instruction in all

content areas is based on the SC Curriculum Standards.

Special Services
District Five provides educational opportunities for all students, including those with physical, mental and emotional

impairments. Each elementary school offers a resource program taught by teachers certified in learning

disabilities. These programs also serve children with other disabilities as identified under IDEA or Individuals with

Disabilities Education Act. These students spend most of their school day in their regular classrooms.

Students needing more than three hours a day of special instruction or those needing programs for specific

impairments are served in district programs located at certain schools. Transportation is provided by the district

when students must participate in classes outside their regular attendance areas.



Reading Intervention
Students requiring additional support in reading are provided intervention support through our RtI (Response to

Intervention) program. Using various strategies and curriculum, teachers and interventionists provide targeted

instruction and monitor progress of students.

Speech, Hearing and Vision Testing
Tests for speech, hearing and vision are conducted by district personnel according to SC Department of Education

guidelines. Requests for specific tests may be made by parents, or teachers to the school nurse or speech

therapist.

Americans with Disabilities Act (ADA)
School District Five of Lexington and Richland Counties does not discriminate on the basis of race, color, national

origin, creed, religion, sex, age, disability, or handicap in admission to, or access to or treatment or employment in

its programs or activities. Inquiries should be directed to the Chief Human Resources Officer, Title IX, and

Americans with Disabilities Act (ADA) Coordinator at 476-8198 and Director of Special Services and 504

Coordinator at 476-8222, and at 1020 Dutch Fork Road, Irmo, SC 29063.

ERIN’S LAW: Elementary Level
The South Carolina Code of Law, Section 59-32-30 (G) has been amended so as to provide that “beginning with the

2015-2016 school year, districts annually shall provide age appropriate instruction in sexual abuse and assault

awareness and prevention to all students in four-year-old kindergarten, where offered, through twelfth grade.

This instruction must be based on the units developed by the board (South Carolina Board of Education), through

the department (South Carolina Department of Education), pursuant to Section 59-32-20(B).

At the elementary level, instruction includes topics such as being unique, understanding feelings, being a friend,

bathing suits cover private parts, good touch/bad touch, stranger danger, getting adult help, general safety rules

for home and school, technology safety, understanding peer pressure and media influences. These topics are

aligned with the South Carolina Health and Safety Education Standards and the Erin’s Law Resource Guide provided

by the South Carolina Department of Education. These topics will be covered in many parts of the curriculum,

including the developmental school counseling program, academic classes, Physical Education classes, and

school-wide programs.

Communication
Parent Conferences
Our goal is to meet with parents of all our students at least once during the school year to review progress and

address concerns. At times, a parent may be asked to attend a special meeting to discuss specific needs of the

child. The school will contact you prior to these meetings being scheduled. When a concern arises, parents are

asked to contact the teacher first to clarify the issues and reach resolution. If needed, the principal, assistant

principal or school counselor may be asked to be a part of the conference. If a concern still exists after the

parent/teacher conference, the parent may request a conference with the principal or assistant principal.

Curriculum Nights
Specific information regarding the curriculum and instruction within a particular grade level is presented at our

Curriculum Night. The information shared provides a good foundation for the year. This is one of the most

important meetings held each year. All parents are strongly encouraged to attend. Date and times are found on

the website calendar, will be published in the newsletter, and posted to social media.

Communication Chain of Command

Communication between students, parents and school staff is very important and welcomed. To best address

individual concerns, please begin the process with the person closest to the problem so that specific information

can be gathered. This often leads to the solution. For example, for a classroom concern, work first with the

teacher before contacting the principal, superintendent or board of education.

Phone and Email Messages
Students, teachers and other staff members cannot receive telephone calls except for emergencies. Teachers

cannot conduct telephone conferences with parents during class time. Voicemail is available for teachers; however,

do not leave messages for changes in transportation. Teachers may not have an opportunity to check messages



before dismissal time. Students may use the school telephone for emergencies only. Forgotten items such as

homework, books and lunches are not considered emergencies. Arrangements for after-school activities should be

made prior to leaving home. Please do not call the school to talk to your child or leave a message. In the case of an

emergency, notify the front office staff and they will have your child return your call. Please allow 48 hours for a

response to voicemail and/or emails sent to the teachers.

Additionally, all calls made from the school display the school’s main number. If the person calling you did

not leave a message, the front office will be unable to determine who called you.

Calendars
A district school day and early release calendar for each year can be viewed on the district’s website at

www.lexrich5.org under the Calendar tab at the top. Each January/February, the next school year’s calendar is

posted. A monthly calendar of events is posted in the front office. Please note events are subject to change date

and time. Our website, newsletter and social media are the most reliable sources for times and dates of upcoming

events.

School Newsletter
Parents are strongly encouraged to read our weekly (Thursdays) Harbison Herald school newsletter. The

newsletter contains important information about upcoming events, activities, PTO/SIC updates/volunteer

opportunities, and student/staff celebrations. Each edition of the Harbison Herald is posted online

(https://www.lexrich5.org/domain/503), sent to the parent's registered email address, and posted to our school’s

social media pages. Teachers may also send home class newsletters every week with a focus on what is happening in

the classroom.

Peachjar Electronic Flyers
In an effort to conserve resources, District Five uses an electronic communication tool called “Peachjar” to provide

parents with school-approved eflyers. Parents will receive approved flyers through their registered email address.

Flyers will also be posted to the Peachjar page on our school’s website (https://www.lexrich5.org/domain/500) for

viewing anytime.

If you are new to Harbison West, you should receive a welcome email from Peachjar that includes a username and

password. This information is provided to give you the opportunity to manage your delivery preferences. You do not

need to login to receive or view flyers.

This system is used solely for the distribution of school-approved flyers. Your email will not be shared for any

other purpose.

Social Media & Website
Stay connected with Harbison West Elementary through the following social media and website avenues. We post

important reminders, links to newsletters and upcoming events to help you stay informed.

● Facebook – Harbison West Elementary School (@HarbisonWestElem)

● Twitter - @HarbisonWestEl

● Website – www.lexrich5.org/hwes

FERPA
Student records will be handled in a manner consistent with the Family Education Rights and Privacy Act (FERPA),

as amended.

If a student transfers and enrolls in a school other than Harbison West Elementary School, his/her educational

records will be transferred to that school or school system upon request by the school/school system. The

parent/eligible student has the right to request a copy of the record that was disclosed. Parents/eligible student

also have a right to request an amendment of educational records if they believe the record contains information

that is inaccurate or misleading.

Release of Student Information
All student information will be handled in a manner consistent with the Family Educational Rights and Privacy Act

(FERPA), as amended.

No student information or pictures will be released without a signed Media Consent form for your child. This

consent form is valid from August 15, 2023 until August 15, 2024. The Media Consent form is completed online

during the registration or returning student update process.

https://www.lexrich5.org/domain/503
https://www.lexrich5.org/domain/500


Student information MAY include the student's name, address, telephone number, photograph or video clip, grade

level, school to which he/she is assigned, years of attendance at that school, awards received, participation in

officially recognized activities, sports and student artwork. This information will be released to any person or

media representative requesting it unless a parent refuses in writing to allow the information to be used. Parents

wishing to make this request should submit written parental consent no later than 30 days after the first day of

school.

Cafeteria

Breakfast
A healthy breakfast is served daily beginning the first day of school each year. A FREE BREAKFAST will be

available to ALL students at Harbison West Elementary and will be served each morning from 7:35am – 7:50am in

the classrooms. A student who desires to eat breakfast must be in the classroom before 7:50am so that he/she

may finish breakfast and be ready to begin class activities.

Lunch
A healthy lunch is served daily beginning the first day of school each year. A FREE LUNCH will be available to ALL

students at Harbison West Elementary. Every meal provided meets the USDA reimbursable meal requirements. A

free/reduced application is NOT required for students at Harbison West Elementary. However, if a family has a

sibling that attends another Lexington/Richland 5 school, an application will still need to be filled out for them

before each new school year. If a student requires a restricted meal for medical reasons, a doctor’s note must be

on file with the school nurse in order to accommodate. If you have any questions or concerns, please contact the

Student Nutrition Manager at 803-476-3808. This institution is an equal opportunity provider.

The meal prices for adults are $3.15 (breakfast) and $4.90 (lunch).

Peanut Butter Guideline for Elementary Schools
School District Five strives to address the needs of students with food allergies by

working cooperatively with students, parents, and staff to minimize the risks of

accidental exposure to food allergens while at school. Beginning with the 2019-2020

school year, the district will no longer serve peanut butter in elementary school

cafeterias:

1. Elementary schools in School District Five will now serve WOWBUTTER, a

soy-based nut-free alternative. To read more about WOWBUTTER ingredients and

nutritional facts, visit the company’s website at www.wowbutter.com.

2. While the district will no longer serve peanut butter in elementary schools,

students can still bring peanut butter and other nut products to school for their own consumption. Schools

have procedures in place to avoid contact between students with allergies to peanut butter and those

opting to bring peanut butter to school for their own consumption.

3. Parents/guardians are responsible for student health and medical care during activities, events or functions

outside of the school day or normal school operations.

4. Parents will notify schools detailing the presence of a food allergy in their student(s) and will provide the

necessary medication, working with school nurses on administration of medicines.

5. Students should not consume food or drink given to them by other students. In the case of a reaction,

students should immediately communicate with teachers, administrators or other appropriate adults at

school.

6. The district makes every attempt to notify PTO, PTA and other groups about its peanut butter guidelines.

7. For more information on food allergies, including how to read food labels, how to educate your students and

others on food allergies, and nut-free options for school snacks, visit: FARE (Food Allergy Research &

Education): www.foodallergy.org.

http://www.wowbutter.com
http://www.foodallergy.org


Health Room

The Health Room is operated daily under the supervision of a registered nurse. The school nurse is responsible for

maintaining a health record on all students. The Health Room is designed to be an emergency station to care for

minor illnesses or injuries that occur at school. Injuries or health concerns that occur outside of school should be

treated at home or by your healthcare provider. The school nurse cannot diagnose or prescribe treatment. This is

the responsibility of your family physician or health care provider.

There are times when a student should remain at home for his/her own welfare and for the protection of others.

Students may not attend school if they have any of the following symptoms:

❖ Fever, temperature of 101°F or higher within the past 24 hours, with or without other symptoms. Students

may return to school when their temperature has remained below 100°F for 24 hours WITHOUT

fever-reducing medication.

❖ A cold in the contagious stage: severe nasal discharge that is not clear in color.

❖ An uncontrollable cough that is disruptive to the student or class.

❖ Any communicable disease (chicken pox, measles, strep throat, etc.)

❖ Any undiagnosed rash covering the trunk and two more extremities.

❖ Vomiting and/or diarrhea within the past 12 hours. If vomiting or diarrhea has occurred during the night or in

the morning, the student must remain home. Students should also have tolerated a meal before returning to

school.

❖ Untreated head lice or scabies.

For other conditions that would require your student to remain at home please see DHEC’s “School Exclusion List”

for students who are in 1
st
through 12

th
grade and DHEC’s “Childcare Exclusion List” for students who are in K3, K4,

K5, or who are medically fragile. These exclusion lists are located on the district’s website at www.lexrich5.org.

Click on “Student Health Services” under the Departments tab, and click on “When should my student remain at

home?”

If a student develops a communicable disease, the parent should notify the school nurse. This will allow the nurse

to alert the teachers to observe other students for symptoms or to notify appropriate persons if needed. Parents

should also notify the school nurse of any special health needs.

In the event that a student becomes ill or injured and needs to go home, the persons listed on the health card will

be contacted and expected to come for the child promptly. For this reason, the school should be kept up-to-date

on any changes in phone numbers or those persons to be contacted in an emergency.

The document “Notification of Parents” details when the nurse will verbally notify a parent of a health room visit.

To view this document, visit our district website at www.lexrich5.org select “School Health Services” under the

Departments tab, click on “School Health Room Operations” and then “Notification of Parents.”

Medications

Medications to be taken during school hours must be brought to the Health Room by an adult in the ORIGINAL

labeled container. Over the counter medications should only be sent to school for a specific condition your child is

known to experience. Whenever possible, medications should be given before or after school. Prescription

medications MUST be accompanied by parental permission and written authorization from the prescribing physician

or health care provider. Over the counter medications must be accompanied only by parental permission and given

according to the instructions on the bottle. Herbals, food supplements, alternative medicinal products, and other

items that do not have FDA approval also require a written order from a prescribing health care provider.

The permission for school administration of medication form is available at your child’s school and through the

district’s website. All other medications will be kept at school and must be picked up by a responsible adult when

the medication is discontinued, expired, or at the end of the school year. Medications are not sent home with

students. At the time the prescription is filled, ask your pharmacists to prepare a separate bottle labeled for

school use.

If medications are needed for a field trip, the parent/guardian is encouraged to provide the medication in the

original pharmacy-labeled bottle with only the dosage(s) needed for the trip along with the consent form signed by

the health care provider. The nurse cannot repackage any medications and will need to send the student’s

medication bottle containing all of their medication on the field trip if a bottle containing only the required dose is

not provided. If over the counter medications are necessary, please purchase and send the smallest size available

for this medication along with the consent form signed by the parent/guardian. If your student will require

medication on the field trip that is not currently being given at school you will need to turn the medication, along

with the required consent forms into the school nurse one week prior to the field trip. This allows time for the

nurse to verify that there are not any problems with the medication and/or consent forms and to train the teacher

http://www.lexrich5.org


to properly assist your student with their medications. Please visit the “Health Services” section under the

Resources tab of our school’s website (www.lexrich5.org/hwes) for additional information and forms.

It is imperative that parents/guardians review this handbook as some policies have

changed from previous years. Please read it carefully and save it in a safe location for

future reference. For the safety and well-being of all students these policies will be

enforced and implemented beginning Tuesday, August 15, 2023.

In addition to the paper copy every parent receives, the 2032-2024 Parent/Student

Handbook can be accessed online at www.lexrich5.org/hwes under the “Resources” tab at

the top of the page.

If you have any questions, please contact the school for clarification.

Please complete this https://forms.gle/5dyARM2EoHoR1rSj6

by FRIDAY, SEPTEMBER 8,2023. Thank you for your cooperation.

http://www.lexrich5.org/hwes
https://forms.gle/5dyARM2EoHoR1rSj6



