2023-2024

Changes for the Elementary Parent and Student Handbook
and Elementary Staff Handbook

Changes: In addition to specific changes noted below, dates and page numbers will be updated pending
final BOE approval.

Elementary Parent and Student Handbook

The handbook is available online and only printed for parents who do not have internet access and those
requesting a paper copy.

Front Cover and throughout document
Change dates for 2023-2024
Add District Calendar for 2023-2024

Changes noted on the following pages:

Page 1-2 Update Names and Positions —Administrative Staff
Page 3 The attendance policy has been added to align with district policy
ATTENDANCE

When a student is absent, parents should telephone the proper school office before 9:00 a.m. to
report the absence. —Your fullest cooperation is solicited in notifying the school of your child’s
absence: Freeman 554-2265, Nelson 554-2273, Oatville 554-2290, Rex 554-2281, Ruth Clark

554-2333 and Pralrle 554 2350 when your chlld is to be absent %e—taw—is—vew—epeenﬁern—t-h&t

Attendlng school every day will help chlldren as they progress through the|r academ|c careers. Helping
your child get to school on time every day is an important way you can promote your child’s academic
success. KS Statute K.S.A. 72-3121 states that a child is required by law to attend school (see statute
below).

K.S.A. 72-3121 (c) (1): Whenever a child is required by law to attend school and is enrolled in school,
and the child is inexcusably absent therefrom on either three consecutive school days or five school days
in any semester or seven school days in any school year, whichever of the foregoing occurs first, the child
shall be considered to be not attending school as required by law. A child is inexcusably absent from
school if the child is absent therefrom all or a significant part of a school day without a valid excuse
acceptable to the school employee designated by the board of education to have responsibility for the
school attendance of such child.

Chronic Absenteeism: According to the Kansas State Department of Education (KSDE), “being
chronically absent means a student is missing 10 percent or more of school, for both excused and
unexcused reasons. This puts the student at a higher risk of not graduating high school and possibly
becoming a high school dropout.” Chronic absenteeism is not the same thing as truancy. Chronic
absenteeism considers excused, and unexcused absences, and truancy considers only unexcused
absences. Procedures for notifying parents on the day of a student’s absence shall be published in the
student handbook.



Excused/Unexcused Absences

The definition of “excused absence” includes the following:

e Personal iliness;

e Health-related treatment, examination, or recuperation;

e Serious illness or death of a member of the family;

e Obligatory religious observances;

e Participation in a district-approved or school-sponsored activity or course;

e Absences pre-arranged by parents and approved by the principal; and

e Students of active duty military personnel may have additional excused absences at the
discretion of the principal for visitations relative to leave or deployment.

All absences which do not fit into one of the above categories would be considered unexcused
absences. A student serving a period of suspension or expulsion from the district shall be considered
inexcusably absent.

Unexcused Absences from School: A student is unexcused when absent without a valid reason.
Leaving without permission will be counted as unexcused when school is in session. Students who skip
school or arrive late for unexcused reasons will be addressed in accordance with the building policy.

Excessive Absence: Parents may excuse students up to ten (10) absences per year without the need for
documentation of an appointment from a health care provider. Each absence after the ten (10) per year
will automatically become an unexcused absence unless a note from the health care provider is given and
accepted by the administration. Exceptions: Students who are hospitalized or suffering from along-term or
chronic illness while under the care of a licensed physician will be exempt from this provision. Long-term
illness is defined as an illness that keeps student out of school for at least four consecutive days.

K.S.A. 72-3121 (d) (1): Prior to making any report under this section that a child is not attending school
as required by law, the designated employee of the board of education shall serve written notice thereof,
by personal delivery or by first class mail, upon a parent or person acting as parent of the child. The
notice shall inform the parent or person acting as parent that continued failure of the child to attend school
without a valid excuse will result in a report being made to the secretary for children and families or to the
county or district attorney. Upon failure, on the school day next succeeding personal delivery of the notice
or within three school days after the notice was mailed, of attendance at school by the child or of an
acceptable response, as determined by the designated employee, to the notice by a parent or person
acting as parent of the child, the designated employee shall make a report thereof in accordance with the
provisions of subsection (a). The designated employee shall submit with the report a certificate verifying
the manner in which notice was provided to the parent or person acting as parent.

USD 261 Excessive Absence/Truancy Procedure

Time Frame Intervention
Daily An attempt will be made to contact parents for all unexcused absences.
3 consecutive (in a row) Per state law, after three consecutive (in a row) unexcused absences, a truancy report
unexcused absences will be made to DCF.
5 unexcused absences per Per state law, after five unexcused absences in a semester, another truancy report
semester will be made to DCF.
7 unexcused absences per year | Per state law, after seven unexcused absences per year, another truancy report will

be made to DCF.




10 excused or unexcused

absences may be required to excuse further absences.

Vacations: All vacations must be pre-arranged with the building administrator at least five days before the
student leaves. The vacation will be excused only if it falls within the district absence limit. Any days,
which exceed the limit, will be counted as unexcused. Students who miss classes for vacations need to
make arrangements in advance with their teachers for make-up work and may be required to complete
assignments before leaving.

Healthcare Provider Appointments: To be excused, all appointments made with a healthcare provider
after the district’'s absences limit must be verified by an appointment card. Every effort should be made to
ensure that the student does not continue to miss the same class period for these appointments. In most
cases, students will be excused for a maximum of one half-day for these appointments.

School-Sponsored Activities: All absences which result from students participating in school-sponsored
activities will be excused. These absences do not count toward the district absence limit or will be
counted towards chronic absenteeism. Students who miss class for school-sponsored activities need to
make arrangements in advance with their teachers for their make-up work.

Military Families in Attendance: Students of active duty personnel shall have additional excused
absences at the principal’s discretion for visitations relative to leave or deployment.

Significant Part of a School Day/Class: An absence of two or more hours in any school day shall be
considered a half-day absence at all elementary buildings (grades K-5). In secondary buildings (grades
6th-12th), students who miss more than 25% of a class period will be considered absent for that class
period.

Make-Up Work: It is the student’s responsibility to obtain make-up assignments from teachers following
an excused or unexcused absence. In general, two days are given to complete daily work missed due to
each day of absence. Exceptions to this rule can be made through special arrangements with the teacher
or administration. Tests, which have been scheduled in advance, and long-term assignments, must be
completed on arrival back to school.

Page 7 — Latchkey fees may be updated pending notification from HAC
Page 8 — change PreK to Early Childhood now that we have 3 year olds.
Page 9 — remove Freeman from being exception for bicycles since they now have access

STUDENT BICYCLES

Students are permitted to ride their bicycles to school. The exception to riding bicycles is at Freeman-and
Ruth Clark. Bicycle racks are provided for safekeeping. Students are asked to place their bicycles in the
rack at all times and to be sure they are locked.

SCHOOL HOURS

Pre—Kindergarten Early Childhood : 8:35 a.m. — 11:35 a.m. (Morning session)
1:00 p.m. - 4:00 p.m. (Afternoon session)

Grades Kindergarten — 5th: 8:35 a.m. - 4:00 p.m.

Page 11 Visiting Schools updated to reflect Raptor check-in system

A note from a health care provider may be required, or verification by the school nurse




Parents are welcome at school and are encouraged to visit often. All visitors to the building must report to
the main office. Visitors will be asked to-stghr—a—visiterteg provide a current state ID with photo to be
logged into our visitor system and will be given a name tag to be worn in full view for the duration of the
visit. In addition, buildings are maintaining a safe environment for students and staff by locking exterior
doors during the school day. Several doors are equipped with video cameras and electronic locking
devices which are monitored in the offices. Office personnel monitor doors and provide remote access.
Please use the remote access button to gain entry during the school day when the exterior doors are
locked. Thank you for your cooperation with these procedures. In addition, if parents desire a
conference, please call the school so that a mutually agreeable date and time can be arranged

Page 15 Student Computer Usage remove the following since we now have 1:1 access

Page 16 Ringworm change to exclusion of students
——Ringworm : E*el-uéed—w%t-rl—ehﬂd—has—beeﬂ-bmdeﬁaet-we

attend school if recewmg treatment but should not part|0|pate in athletlc actlvmes involving
skin-to-skin contact until skin lesions are completely healed.

Page 16 Change to Pink Eye and Scabies exclusions

E. Pinkeye: ExcludeduntitHthere—isno-discharge-fromthe—eye—Infected children are not required
to be excluded from school. Infected children should be allowed to remain in school once any
prescribed therapy is implemented, unless their behavior is such that close contact with
other students cannot be avoided.

F. Scabies: Exectuded—unti-adequatetytreated—with—seabieide. Students shall be excluded from
attending school until 24 hrs. following initiation of appropriate antiparasitic therapy.

Page 17 Identify which medications for self-earry
) Medication will be stored in a locked cabinet in the health room. If you would like your child to

self-carry
medication a separate form and physician order will be required. Medications that are permitted
for self-carry include epinephrine auto injectors, inhalers, and supplies/medication for diabetes.

Page 18 omit the line, it has not been required

Page 19 Immunization Requirements change to reflect includes all early childhood students and
change dose for Hepatitis from 5" grade to include up to 7'" grade.

For the 2023-2024 school year, the Kansas Department of Health and Environment requires all 5 Early
Childhood-18 year old students to provide proof of having received the following immunizations prior to
admission to, and attendance at school

4)  Two (2) Doses Hepatitis A — Effective August 2, 2023 Prek Early Childhood through Grade 5 7. Two
Doses required. First dose on or after first birthday, and a minimum interval of 6 months between
the first and second dose.



Page 21 School Psychologist words below in red were added per SpEd department suggestion

SCHOOL PSYCHOLOGIST

A school psychologist will work with students and staff providing psychological services including testing
and evaluating to determine eligibility for special education services; serve as chairperson of the
evaluation team consisting of the classroom teacher, principal, pupil service teacher, and others as
appropriate; and act as consultant with students and staff.

Page 23 School lunch and breakfast fees may change but do not know at this time will update if
needed

Page 30 Emergency closing of schools updated to reflect new notification system

In our effort to improve communication between parents and school, USD 261 implemented a telephone
broadcast system (Seheel-Reaeh-Regroup Notification System) that will enable school personnel to
notify all households and parents by phone within minutes of an emergency or unplanned event that
causes early dismissal, school cancellation or late start. The service may also be used from time to time
to communicate general announcement or reminders. This service is provided by SehoetReach
Regroup Notification System, a company specializing in school-to-parent communications. USD 261
will continue to report school closings due to snow or weather on local radio or television stations in
addition to this system as an overlay to the public announcements.



PSTANDARD  LOCKDOWN

“Locks, Lights, Out of Sight”

RESPONSE PROTOCOL Students are trained to:

e Move away from sight
INFORMATION FOR PARENTS AND e Maintain silence
GUARDIANS e Do not open the door
Our school has adopted The “I Love U Guys” Foundation’s  Adults and staff are trained to:
Standard Response Protocol (SRP). Students and staff will e Recover students from hallway if possible
be training, practicing, and drilling the protocol. Lock the classroom door
COMMON LANGUAGE Turn out the lights

°
®

The Standard Response Protocol (SRP) is based on anall- ~ ® Move away from sight
®
®
®

hazards approach as opposed to individual scenarios. Like Maintain silence
the Incident Command System (ICS), SRP utilizes clear Do not open the door
common language while allowing for flexibility in protocol. Prepare to evade or defend

The premise is simple - there are five specific actions that

can be performed during an incident. When communicating

these, the action is labeled with a “Term of Art” and is then EVAC UATE
followed by a “Directive.” Execution of the action is per- “To a Location”

formed by active participants, including students, staff, Students are trained to:

teachers and first responders. The SRP is based onthe fol- o eave stuff behind if required to

lowing actions: Hold, Secure, Lockdown, Evacuate, and 4 |f possible, bring their phone
Shelter.

HOLD

“In Your Classroom or Area”
Students are trained to:

@ Clear the hallways and remain in
their area or room until the “All
Clear” is announced

@ Do business as usual

Adults and staff are trained to:

@ Close and lock the door SH ELTER

© Account for students and adults “State Hazard and Safety Strategy”
@ Do business as usual Hazards might includs:

o Follow instructions
Adults and staff are trained to:

@ Bring roll sheet and Go Bag (unless instructed not to
bring anything with them, dependent on reason for
evacuation.)

e |ead students to Evacuation location

e Account for students and adults

® Report injuries or problems using Red Card/Green
Card method.

@ Tornado

SECURE ==
? : o Earthquake

“Get Inside. Lock outside doors” & Tstifan

Students are trained to:
@ Return to inside of building
@ Do business as usual
Adults and staff are trained to:

Safety Strategies might include:
e Evacuate to shelter area
o Seal the room
e Drop, cover and hold

@ Bring everyone indoors o Get to high ground

@ Lock the outside doors Students are trained in:

e Increase situational awareness o Appropriate Hazards and Safety Strategies
@ Account for students and adults Adults and staff are trained in:

@ Do business as usual o Appropriate Hazards and Safety Strategies

@ Accounting for students and adults
o Report injuries or problems using Red Card/Green
Card method.




> STANDARD
RESPONSE PROTOCOL

PARENT GUIDANCE
In the event of a live incident, parents may have questions
about their role.

SECURE

“Get Inside. Lock outside doors”

Secure is called when there is something
dangerous outside of the building. Students
and staff are brought into the building and
the outside doors will be locked. The school
might display the Building is Secured poster
on entry doors or nearby windows. Inside, it
will be business as usual.

SHOULD PARENTS COME TO THE SCHOOL
DURING A SECURE EVENT?
Probably not. Every effort is made
to conduct classes as normal dur-
ing a secure event. Additionally,
parents may be asked to stay out-
side during a Secure event.

WHAT IF PARENTS NEED
TO PICK UP THEIR
STUDENT?

Depending on the situation, it may
not be safe to release the student.
As the situation evolves, Secure
might change to a Monitored Entry
and/or Controlled Release.

WILL PARENTS BE NOTIFIED WHEN A
SCHOOL GOES INTO SECURE?

When a secure event is brief or the hazard is non-violent,
like a wild animal on the playground, there may not be a
need to notify parents while the Secure is in place.

With longer or more dangerous events, the school should
notify parents that the school has increased their security.

LOCKDOWN

“Locks, Lights, Out of Sight”
A Lockdown is called when there is some-
thing dangerous inside of the building. Stu-
dents and staff are trained to enter or remain
in a room that can be locked, and maintain
silence.

A Lockdown is only initiated when there is
an active threal inside or very close to the building.

SCHOOL IS SECURED

'MONITORED ENTRY AND CONTROLLED RELEASE

ESCUELA BAJO PROTECCION

'ENTRADA VIGILADA Y SALIDA CONTROLADA

© Copyright 2009-2020, All Rights Reserved. The “l Love U Guys” Foundation. Conifer, CO. The Standard Response Protocol and Logo are

Trademarks of The “| Love U Guys" Foundation and may be registered in certain jurisdictions. This material may be duplicated for distribution
per “SRP Terms of Use”. SRP-K12 2021 Parent Handout | V 3.0 | Revised: 04/21/2020 | http://iloveuguys.org

SHOULD PARENTS COME TO THE SCHOOL
DURING A LOCKDOWN?

The natural inclination for parents is to go to the school dur-
ing a Lockdown. Understandable, but perhaps problematic.
If there is a threat inside the building, law enforcement will
be responding. It is unlikely that parents will be granted ac-
cess to the building or even the campus. If parents are al-
ready in the school, they will be instructed to Lockdown as
well.

SHOULD PARENTS TEXT THEIR STUDENTS?
The school recognizes the importance of communication
between parents and students during a Lockdown event.
Parents should be aware though, during the initial period of
a Lockdown, it may not be safe for students to text their
parents. As the situation resolves, students may be asked
to update their parents on a regular basis.

In some cases, students may be evacuated and transported
off-site for a student-parent reunification.

WHAT ABOUT
UNANNOUNCED DRILLS? | DRILLIN PROGRESS
NO ONE IN OR OUT
The school may conduct unsched-
uled drills, however it is highly dis-
couraged to conduct one without
announcing that it as a drill. That's
called an unannounced drill and can
cause undue concern and stress.

Parents should recognize that the
school will always inform students

SIMULACRO EN CURSO
NO SE PERMITE LA ENTRADA
0 SALIDA DE NADIE
that it is a drill during the initial an- | s

O

nouncement.

It's important to differentiate between a drill and an exer-
cise. A drill is used to create the “Muscle Memory” associ-
ated with a practiced action. There is no simulation of an
event; this is simply performing the action. An exercise sim-
ulates an actual event to test the capacity of personnel and
equipment.

CAN PARENTS OBSERVE OR PARTICIPATE IN
THE DRILLS?

The school welcomes parents who wish to observe or par-
ticipate in drills.




> STANDARD
RESPONSE PROTOCOL

INFORMACION PARA PADRES/
MADRES DE FAMILIA Y TUTORES/AS
LEGALES

Nuestra escuela ha adoptado el Protocolo de Respuesta
Estandar (SRP por su sigla en inglés) desarrollado por ‘|
Love U Guys” Foundation. Los/las estudiantes y el per—
sonal seran capacitados, practicaran y harédn simulacros
sobre el protocolo.

LENGUAJE COMUN

El Protocolo de Respuesta Estandar (SRP por su sigla en
inglés) se basa en un método para todo tipo de riesgos en
vez de para situaciones particulares. Al igual que el Sistema
de Comando de Incidentes (ICS por su sigla en inglés), el
protocolo SRP utiliza un lenguaje comudn claro al mismo
tiempo que posibilita la flexibilidad en el protocolo.

La premisa es simple: durante un suceso se pueden activar
cinco acciones especificas. Cuando se comunique, la
accion usara un “término especifico” que ird seguido de una
“orden”. Los participantes activos, incluidos estudiantes,
empleados, docentes y personal de respuesta inmediata
llevan a cabo la accion. El protocolo SRP se basa en las
siguientes acciones: Hold (esperen), Secure (protejan),
Lockdown (acceso bloqueado), Evacuate (evacuen) y
Shelter (busquen resguardo).

HOLD! (iESPEREN!)
En su saldon o area. Despejen los
pasillos.
Se capacita a los/las estudiantes en lo
siguiente:
e Permanecer en el &rea hasta que se indique
que la situacion se ha resuelto
o Contintien con la actividad rutinaria
Se capacita a las personas adultas en lo siguiente:
e Cerrar la puerta y echen la llave
e Contar a los estudiantes y a los adultos
e Continuar con la actividad rutinaria

SECURE! (Lockout) (iPROTEJAN!)
Vayan adentro. Echen llave a las
puertas exteriores.
Se capacita a los/las estudiantes en lo
siguiente:
e Regresar adentro
e Continuar con la actividad rutinaria
Se capacita a las personas adultas en lo siguiente:
e | levar a todas las personas adentro
e Echar llave a las puertas exteriores
e Mantener la alerta sabre lo que ocurre en su entorno
e Contar a los estudiantes y a los adultos
e Continuar con la actividad rutinaria

LOCKDOWN! (iCIERRE DE
EMERGENCIA!)

Echen llave, apaguen las luces,
escondanse.
Se capacita a los/las estudiantes en lo
siguiente:

e Desplazarse a un lugar donde no se les vea

e Guardar silencio

e No abrir la puerta

Se capacita a las personas adultas en lo siguiente:

e | levar a las personas en los pasillos a dependencias

interiores si es posible hacetlo de forma segura

e Echar llave a las puertas interiores

e Apagar las luces

e Desplacense a un lugar donde no se les vea

e No abrir la puerta

e Guardar silencio

e Contar a los estudiantes y a los adultos

e Prepararse para evadirse o defenderse

EVACUATE! (iIEVACUEN})

(Es posible que se especifique un

lugar determinado)

Se capacita a los/las estudiantes en lo

siguiente:

e Evacuar a un lugar determinado

e | levarse sus teléfonos

e Cuando se proporcionaran instrucciones sobre si deben
llevarse o dejar sus pertenencias

Se capacita a las personas adultas en lo siguiente:

e Dirigir la evacuacion a un lugar determinado
e Contar a los estudiantes y a los adultos

© Reporte lesiones o problemas usando el método de
Tarjeta Roja / Tarjeta Verde

. SHELTER! (iBUSQUEN

+, RESGUARDO!)

| Riesgo y estrategia de seguridad.
Los riesgos pueden incluir:
eTornado

e Materiales peligrosos

e Terremoto

© Tsunami
Las estrategias de seguridad pueden incluir:

e Evacuar a un drea resguardada

e Sellar el salén

e Agacharse, cubrirse, agarrarse

e Dirigirse a terreno elevado

Se capacita a los/las estudiantes en lo siguiente:

e Estrategias adecuadas de seguridad y para situaciones
de riesgo

Se capacita a las personas adultas en lo siguiente:

e Estrategias adecuadas de seguridad y para situaciones
de riesgo

e Contar a los estudiantes y a los adultos

® Reporte de lesiones o problemas usando el método de
Tarjeta Roja / Tarjeta Verde




s STANDARD
RESPONSE PROTOCOL
INDICACIONES PARA LOS PADRES/
MADRES DE FAMILIA

En caso de que se produzca un suceso real, es posible que
los padres/madres de familia se pregunten qué papel
pueden tener.

SECURE (PROTEJAN)

“Vayan adentro. Echen llave a las puertas
exteriores”

La orden de proteger se acciona
cuando pasa algo peligroso fuera del
edificio. Los/las estudiantes y el
personal irdn adentro del edifico y se
echaréd la llave a las puertas
exteriores. Es posible que la escuela
muestre un cartel gue indique que el
edificio esta bajo proteccion (Building
is Secured) en las puertas de entrada
0 en las ventanas cercanas a la
misma. Dentro, se continuara con la
actividad rutinaria.

¢Deberian los padres/madres ir a la escuela cuando
ocurra una situacién de proteccién?

Probablemente no. Durante una situaciéon de proteccién se
hara todo lo posible para seguir con las clases de forma
normal. Ademas, es posible que se pida a los padres/
madres que se queden fuera durante una situacién de
proteccion.

¢Qué pasa si los padres/madres tienen que ir a
buscar a sus hijos/as?

Segln la situacion, es posible que dejar salr a los
estudiantes suponga un riesgo. Si las circunstancias
evolucionan, podria cambiarse la orden de situacién de
proteccién a entrada vigilada o salida controlada.

¢Se notificara a los padres/madres cuando se active
una situacién de proteccion?

Cuando la situacién de proteccién sea breve o el riesgo de
caracter no viclento, como por ejemplo un animal silvestre
en el patio de recreo, es posible que no sea necesario
notificar a los padres/madres mientras la situacion de
proteccién se mantenga activada.

En caso de situaciones de mayor duraciéon o peligro, es
posible que la escuela haga saber a los padres/madres de
familia gue se han incrementado las medidas de seguridad.

LOCKDOWN (CIERRE DE
EMERGENCIA)

“Echen llave, apaguen las luces,
escondanse”

La orden de poner en marcha un cierre de emergencia se
acciona cuando pasa algo peligroso dentro del edificio.

SCHOOL IS SECURED
VIOMITORED ENTRY AND CONTROLLED RELEASE

ESCUELA BAJO PROTECCION
ENTRAA VIGILADA Y SALIDA CONTROLADA

© Copyright 2009-2020, Reservados todos los derechos. The “I Love U Guys” Foundation. Conifer, CO. Standard Response Pretccol (traducido al espaficl como S |
Protocolo de Respuesta Estandar) y su logotipe son marcas de ‘I Love U Guys" Foundation y es posible que estén registradas en ciertas jurisdicciones. Fste material
puede duplicarse para su distribucién conforme a las “Condiciones de uso de SRP”. SRP-K12 2021 Parent Handout SP | V 4.0 | Revisado: 16/04/2020 | hitp://
lloveuguys.org

Los estudiantes y el personal han sido instruidos para gue
accedan o se queden en un salén al que se le pueda echar
la llave y permanezcan en silencio.

El cierre de emergencia solo se inicia cuando hay un peligro
activo dentro o muy cerca del edifico.

¢Deberian los padres/madres ir a la escuela cuando
ocurra un cierre de emergencia?

Durante un cierre de emergencia la inclinacién natural de los
padres/madres es dirigirse a la escuela. Aunque se
entiende perfectamente, puede ser un problema. Si existe
un peligro dentro del edificio, las autoridades policiales
responderan a la situacion. No es probable que se permita
a los padres/madres acceder al edificio o ni siquiera al
campus escolar. Si un padre o madre de familia ya se en—
cuentra en la escuela, se le pedira que participe en el cierre
de emergencia.

¢Deberian los padres/madres enviar mensajes de
texto a sus hijos/as?

La escuela reconoce lo importante que es la comunicacion
entre los padres/madres y sus hijos/as durante una
situacién de cierre de emergencia. No obstante, los padres/
madres de familia deben saber que durante el periodo
inicial de un cierre de emergencia es posible que enviar
textos a sus padres/madres sea demasiado arriesgado
para los/las estudiantes. Una vez que la situacion se
resuelva, se le pedira a los/las estudiantes que comuniquen
a sus padres/madres informacién actualizada de forma
regular.

En algunos casos, es posible que se evacue a los/las
estudiantes y se les lleve a un lugar fuera de la escuela para
que se retinan con los padres y madres.

¢Se haran simulacros no anunciados?

Es posible que la escuela realice simulacros no programa-—
dos, no obstante es sumamente desaconsejable realizar
simulacros sin aviso previo. Estos se conocen como
simulacros no anunciados y pueden causar preocupacion y
estrés innecesarios.

Los padres/madres de familia deben

DRILL IN PROGRESS ; .
NOONEINOROUT | Saber que la escuela informara
siempre de que se trata de un
simulacro durante el aviso inicial.
Es importante explicar la diferencia
entre un simulacro y un gjercicio. Un
simulacro se usa para crear “memoria
muscular” asociada con una accién
o ST PEAERO EN CUS n | practicada. No se hacen simulaciones
O SALIMA D RADE g | de situaciones, solo se realizan las
DXIE e - y ¥ P .
acciones. Un ejercicio simula una

situacién actual para probar la
capacidad del personal y el equipo.
¢Pueden los padres/madres observar o participar en
los simulacros?

La escuela no tiene ningun inconveniente en permitir a los
padres/madres que lo deseen observar o participar en los
simulacros.

Y STANDARD
RESPONSE PROTOCOL




Changes in Elementary Certified Staff Handbook

Changed dates to 2023-2024 — throughout the document, page numbers will be updated pending BOE
approval.

2023-2024 Calendar will be added

Updated pages 5 and 24 attendance to include reference of new attendance policy and added attendance
policy as Appendix Q also added compulsory attendance policy as Appendix R

Appendix Q

K.S.A. 72-3121 (c) (1): Whenever a child is required by law to attend school and is enrolled in school,
and the child is inexcusably absent therefrom on either three consecutive school days or five school days
in any semester or seven school days in any school year, whichever of the foregoing occurs first, the child
shall be considered to be not attending school as required by law. A child is inexcusably absent from
school if the child is absent therefrom all or a significant part of a school day without a valid excuse
acceptable to the school employee designated by the board of education to have responsibility for the
school attendance of such child.

Chronic Absenteeism: According to the Kansas State Department of Education (KSDE), “being
chronically absent means a student is missing 10 percent or more of school, for both excused and
unexcused reasons. This puts the student at a higher risk of not graduating high school and possibly
becoming a high school dropout.” Chronic absenteeism is not the same thing as truancy. Chronic
absenteeism considers excused, and unexcused absences, and truancy considers only unexcused
absences. Procedures for notifying parents on the day of a student’s absence shall be published in the
student handbook.

Excused/Unexcused Absences

The definition of “excused absence” includes the following:

e Personal iliness;

e Health-related treatment, examination, or recuperation;

e Serious illness or death of a member of the family;

e Obligatory religious observances;

e Participation in a district-approved or school-sponsored activity or course;

e Absences pre-arranged by parents and approved by the principal; and

e Students of active duty military personnel may have additional excused absences at the
discretion of the principal for visitations relative to leave or deployment.

All absences which do not fit into one of the above categories would be considered unexcused
absences. A student serving a period of suspension or expulsion from the district shall be considered
inexcusably absent.

Unexcused Absences from School: A student is unexcused when absent without a valid reason.
Leaving without permission will be counted as unexcused when school is in session. Students who skip
school or arrive late for unexcused reasons will be addressed in accordance with the building policy.

Excessive Absence: Parents may excuse students up to ten (10) absences per year without the need for
documentation of an appointment from a health care provider. Each absence after the ten (10) per year
will automatically become an unexcused absence unless a note from the health care provider is given and
accepted by the administration. Exceptions: Students who are hospitalized or suffering from along-term or
chronic illness while under the care of a licensed physician will be exempt from this provision. Long-term
illness is defined as an illness that keeps student out of school for at least four consecutive days.



K.S.A. 72-3121 (d) (1): Prior to making any report under this section that a child is not attending school
as required by law, the designated employee of the board of education shall serve written notice thereof,
by personal delivery or by first class mail, upon a parent or person acting as parent of the child. The
notice shall inform the parent or person acting as parent that continued failure of the child to attend school
without a valid excuse will result in a report being made to the secretary for children and families or to the
county or district attorney. Upon failure, on the school day next succeeding personal delivery of the notice
or within three school days after the notice was mailed, of attendance at school by the child or of an
acceptable response, as determined by the designated employee, to the notice by a parent or person
acting as parent of the child, the designated employee shall make a report thereof in accordance with the
provisions of subsection (a). The designated employee shall submit with the report a certificate verifying
the manner in which notice was provided to the parent or person acting as parent.

USD 261 Excessive Absence/Truancy Procedure

Time Frame Intervention
Daily An attempt will be made to contact parents for all unexcused absences.
3 consecutive (in a row) Per state law, after three consecutive (in a row) unexcused absences, a truancy report
unexcused absences will be made to DCF.
5 unexcused absences per Per state law, after five unexcused absences in a semester, another truancy report
semester will be made to DCF.

7 unexcused absences per year | Per state law, after seven unexcused absences per year, another truancy report will
be made to DCF.

10 excused or unexcused A note from a health care provider may be required, or verification by the school nurse
absences may be required to excuse further absences.

Vacations: All vacations must be pre-arranged with the building administrator at least five days before the
student leaves. The vacation will be excused only if it falls within the district absence limit. Any days,
which exceed the limit, will be counted as unexcused. Students who miss classes for vacations need to
make arrangements in advance with their teachers for make-up work and may be required to complete
assignments before leaving.

Healthcare Provider Appointments: To be excused, all appointments made with a healthcare provider
after the district’s absences limit must be verified by an appointment card. Every effort should be made to
ensure that the student does not continue to miss the same class period for these appointments. In most
cases, students will be excused for a maximum of one half-day for these appointments.

School-Sponsored Activities: All absences which result from students participating in school-sponsored
activities will be excused. These absences do not count toward the district absence limit or will be
counted towards chronic absenteeism. Students who miss class for school-sponsored activities need to
make arrangements in advance with their teachers for their make-up work.

Military Families in Attendance: Students of active duty personnel shall have additional excused
absences at the principal’s discretion for visitations relative to leave or deployment.




Significant Part of a School Day/Class: An absence of two or more hours in any school day shall be
considered a half-day absence at all elementary buildings (grades K-5). In secondary buildings (grades
6th-12th), students who miss more than 25% of a class period will be considered absent for that class
period.

Make-Up Work: It is the student’s responsibility to obtain make-up assignments from teachers following
an excused or unexcused absence. In general, two days are given to complete daily work missed due to
each day of absence. Exceptions to this rule can be made through special arrangements with the teacher
or administration. Tests, which have been scheduled in advance, and long-term assignments, must be
completed on arrival back to school.

Appendix R

COMPULSORY SCHOOL ATTENDANCE LAW, K.S.A. 72-3121

K.S.A. 72-3121 (printed below) mandates that “each board of education shall designate one or more
employees who shall report to the Secretary of Children and Families, or a designee thereof, or to the
appropriate county or district attorney pursuant to an agreement as provided in this section, all cases of
children who are less than 13 years of age and are not attending school as required by law, and to the
appropriate county or district attorney, or a designee thereof, all cases of children who are 13 or more
years of age but less than 18 years of age and are not attending school as required by law. School
principals and assistant principals have been designated in our district to report truancy.
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school vear.

The principals, as required by the law, shall serve written notice by person delivery or first class mail to
the parent or guardian of the truant child prior to any report to DCF or the District Court.

72-3121 Same; noncompliance; duties of boards of education, secretary for children and families, county
and district attorneys; agreements between secretary and county or district attorneys, duties; notification
of absence to parents.

(a) Each board of education shall designate one or more employees who shall report to the secretary
for children and families, or a designee thereof, or to the appropriate county or district attorney
pursuant to an agreement as provided in this section, all cases of children who are less than 13
years of age and are not attending school as required by law, and to the appropriate county or
district attorney, or the designee thereof, all cases of children who are 13 or more years but less
than 18 years of age and are not attending school as required by law. The designation shall be
made no later than September 1 of each school year and shall be certified no later than 10 days
thereafter by the board of education to the secretary for children and families, or the designee
thereof, to the county or district attorney, or the designee thereof, and to the commissioner of
education. The commissioner of education shall compile and maintain a list of designated
employees of each board of education. The local area office of the Kansas department for
children and families may enter into an agreement with the appropriate county or district attorney
to provide that the designated employees of such board of education shall make the report as
provided in this section for all cases of children who are less than 13 years of age and are not
attending school as provided by law to the county or district attorney in lieu of the secretary, or the
secretary’s designee. If such agreement is made, the county or district attorney shall carry out all
duties as otherwise provided by this subsection conferred on the secretary or the secretary’s
designee. A copy of such agreement shall be provided to the director of such area office of the
Kansas department for children and families and to the school districts affected by the
agreement.

(b) Whenever a child is required by law to attend school, and the child is not enrolled in a public or
nonpublic school, the child shall be considered to be not attending school as required by law and



a report thereof shall be made in accordance with the provisions of subsection (a) by a
designated employee of the board of education of the school district in which the child resides.
The provisions of this subsection are subject to the provisions of subsection (d).

(c) (1) Whenever a child is required by law to attend school and is enrolled in school, and the child
is inexcusably absent therefrom on either three consecutive school days or five school days in
any semester or seven school days in any school year, whichever of the foregoing occurs first,
the child shall be considered to be not attending school as required by law. A child is inexcusably
absent from school if the child is absent therefrom all or a significant part of a school day without
a valid excuse acceptable to the school employee designated by the board of education to have
responsibility for the school attendance of such child.

(2) Each board of education shall adopt rules for determination of valid excuse for absence from
school and for determination of what shall constitute a “significant part of a school day” for the
purpose of this section.

(3) Each board of education shall designate one or more employees, who shall each be
responsible for determining the acceptability and validity of offered excuses for absence from
school of specified children, so that a designee is responsible for making such determination for
each child enrolled in school.

(4) Whenever a determination is made in accordance with the provisions of this subsection that a
child is not attending school as required by law, the designated employee who is responsible for
such determination shall make a report thereof in accordance with the provisions of subsection
(a), provided that the report would not violate the terms of the memorandum of understanding
approved by the superintendent of the school district pursuant to K.S.A. 72-6143(i), and
amendments thereto.

(5) The provisions of this subsection are subject to the provisions of subsection (d).

(d) (1) Prior to making any report under this section that a child is not attending school as

required by law, the designated employee of the board of education shall serve written notice
thereof, by personal delivery or by first class mail, upon a parent or person acting as a parent of
the child. The notice shall inform the parent or person acting as parent that continued failure of
the child to attend school without a valid excuse will result in a report being made to the secretary
for children and families or to the county or district attorney. Upon failure, on the school day next
succeeding personal delivery of the notice or within three school days after the notice was mailed,
of attendance at school by the child or of an acceptable response, as determined by the
designated employee, to the notice by a parent or person acting as a parent of the child, the
designated employee shall make a report thereof in accordance with the provisions of subsection
(a). The designated employee shall submit with the report a certificate verifying the manner in
which notice was provided to the parent or person acting as parent.

(2) Whenever a law enforcement officer assumes temporary custody of a child who is

found away from home or school without a valid excuse during the hours school is actually in
session, and the law enforcement officer delivers the child to the school in which the child is
enrolled or to a location designated by the school in which the child is enrolled to address truancy
issues, the designated employee of the board of education shall serve notice thereof upon a parent
or person acting as parent of the child. The notice may be oral or written and shall inform the parent
or person acting as parent of the child that the child was absent from school without a valid excuse
and was delivered to school by a law enforcement officer.

(e) Whenever the secretary for children and families receives a report required under this section, the
secretary shall investigate the matter. If, during the investigation, the secretary determines that
the reported child is not attending school as required by law, the secretary shall institute
proceedings under the revised Kansas code for care of children. If, during the investigation, the



secretary determines that a criminal prosecution should be considered, the secretary shall make
a report of the case to the appropriate law enforcement agency.

(f) Whenever a county or district attorney receives a report required under this section, the county or
district attorney shall investigate the matter. If, during the investigation the county or district
attorney determines that the reported child is not attending school as required by law, the county
or district attorney shall prepare a file and file a petition alleging that the child is a child in need of
care. If, during the investigation, the county or district attorney determines that a criminal
prosecution is necessary, the county or district attorney shall commence such action.

(g) As used in this section, “board of education” means the board of education of a school district or
the governing authority of a nonpublic school. The provisions of this act shall apply to both public
and nonpublic schools.

Updated Staff travel to reflect reimbursement changes pg. 8 and Appendix K

: The daily in-state allowance is $
d-rnﬁeﬁ-$50 The dally out of-state aIIowance for meals durlng out of-state conferences shall
$60. In addition, tips
up to -1-5 $2-5-percent of the meaI cost are aIIowabIe for satlsfactory service. The district will
not reimburse any claims for alcoholic beverages.

Appendix B Changed out Accident Reporting Form to the current Accident Reporting Form used by the
district
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‘ EMPLOYEE ACCIDENT REPORT
Complered by Employee
HAYSWVILLE
SCHOOLS
Uuscs 28

Federal Employer's ldentification Number 48-0697340

Employer Name: Haysyille School Distnict, USD 261
Employer Mailing Address: 1745 W. Grand, Haysville, KS 67060
Employer Telephone: (316) 554-2206

Employee Mame:

Date of Hire: Building/Department:
Employee Home Address:

Employes Telephone Number:

Employee Birthdate: Age:

Emplayes Social Security Number:

Date of Accident: Time of Accident

In your own words, please describe what happened:

What physical problems do you relate to this injury? Please indicate the part of the body
invalved in the injury.




Did you report this injury to your supervisor? [ Yes 0 No
If not, why not?

Date Reported: Supervisor Name:

Were you working at your regular job at the time of the injury? 0 Yes O
No If not, please explain:

Were there any witnesses? O Yes O No
If yes, please list their names:

Witness Name: Telephone Number:
Witness Name: Telephone Number:
Witness Name: Telephone Number:
Witness Name: Telephone Number:

Any additional comments:

Employee Printed Name: Date:

Employee Signature:

Please attach any additional supporting documentation related to this accident.



Added Standard Response Protocol

- STANDARD
RESPONSE PROTOCOL

INFORMATION FOR PARENTS AND
GUARDIANS

Our school has adopted The “I Love U Guys” Foundation’s  Adults and staff are trained to:

Standard Response Protocol (SRP). Students and staff will
be training, practicing, and drilling the protocol.

COMMON LANGUAGE

The Standard Response Protocol (SRP) is based on an all-
hazards approach as opposed to individual scenarios. Like
the Incident Command System (ICS), SRP utilizes clear
common language while allowing for flexibility in protocol.

The premise is simple - there are five specific actions that
can be performed during an incident. When communicating
these, the action is labeled with a “Term of Art” and is then
followed by a “Directive.” Execution of the action is per-

teachers and first responders. The SRP is based on the fol-
lowing actions: Hold, Secure, Lockdown, Evacuate, and

Shelter.

HOLD

“In Your Classroom or Area”
Students are trained to:

@ Clear the hallways and remain in
their area or room until the “All
Clear” is announced

@ Do business as usual

Adults and staff are trained to:

@ Close and lock the door

e Account for students and adults

@ Do business as usual

SECURE

“Get Inside. Lock outside doors”
Students are trained to:

@ Return to inside of building

@ Do business as usual
Adults and staff are trained to:

@ Bring everyone indoors
Lock the outside doors
Increase situational awareness
Account for students and adults
Do business as usual

e @ & ®

LOCKDOWN

“Locks, Lights, Out of Sight”
Students are trained to:

®
®
®

®

®
®
®
®
®
®

EVACUATE

“To a Location”
formed by active participants, including students, staff, Students are trained to:

Appendix S

Move away from sight
Maintain silence
Do not open the door

Recover students from hallway if possible
Lock the classroom door

Turn out the lights

Move away from sight

Maintain silence

Do not open the door

Prepare to evade or defend

Leave stuff behind if required to
If possible, bring their phone
Follow instructions

%

Adults and staff are trained to:

SHELTER

“State Hazard and Safety Strategy”
Hazards might include:

@
®
®
®

@ Bring roll sheet and Go Bag (unless instructed not to
bring anything with them, dependent on reason for
evacuation.)

LLead students to Evacuation location

Account for students and adults

® Report injuries or problems using Red Card/Green
Card method.

Tornado
Hazmat
Earthquake
Tsunami

Safety Strategies might include:

®
®
®
®

Evacuate to shelter area
Seal the room

Drop, cover and hold
Get to high ground

Students are trained in:

(]

Appropriate Hazards and Safety Strategies

Adults and staff are trained in:

®
®
®

Appropriate Hazards and Safety Strategies
Accounting for students and adults

Report injuries or problems using Red Card/Green
Card method.




