
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 Prairie 554-2350 when your child is to be absent. The law is very specific in that
parents have the obligation to see that their children are in regular attendance. Irregular attendance is
often followed by failing grades or poor grades.
In addition, if phone contact has not been made on the day of the absence, please call before your child
returns to school. If a telephone is not available, a note from the parents will be accepted.
Attending school every day will help children as they progress through their academic 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:
● Personal illness;
● Health-related treatment, examination, or recuperation;
● Serious illness or death of a member of the family;
● Obligatory religious observances;
● Participation in a district-approved or school-sponsored activity or course;
● Absences pre-arranged by parents and approved by the principal; and
● 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)
unexcused absences

Per state law, after three consecutive (in a row) unexcused absences, a truancy report
will be made to DCF.

5 unexcused absences per
semester

Per state law, after five unexcused absences in a semester, another truancy report
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

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



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 sign a visitor log 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

Personally owned Internet devices such as, smart phones, laptops, and tablets may be used by staff and
students during the school day as approved by administration and in accordance with the Haysville USD
261 Board of Education Internet and Computer Use policies.

Students who do not have access to a personal device to use as part of an instructional program or
lesson will not be penalized and alternate modes of participation will be available.

Page 16 Ringworm change to exclusion of students
(1) Ringworm : Excluded until child has been under active

treatment by a physician for the period of time deemed necessary. Students may
attend school if receiving treatment but should not participate in athletic activities involving
skin-to-skin contact until skin lesions are completely healed.

Page 16 Change to Pink Eye and Scabies exclusions

E. Pinkeye: Excluded until there is no discharge from the 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: Excluded until adequately treated with scabicide. Students shall be excluded from
attending school until 24 hrs. following initiation of appropriate antiparasitic therapy.

Page 17 Identify which medications for self-carry
● 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

I. Students who are absent for more than three days because of illness or accident must report
to the healthroom.

Page 19 Immunization Requirements change to reflect includes all early childhood students and
change dose for Hepatitis from 5th grade to include up to 7th 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 (School Reach 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 School Reach
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.











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:
● Personal illness;
● Health-related treatment, examination, or recuperation;
● Serious illness or death of a member of the family;
● Obligatory religious observances;
● Participation in a district-approved or school-sponsored activity or course;
● Absences pre-arranged by parents and approved by the principal; and
● 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)
unexcused absences

Per state law, after three consecutive (in a row) unexcused absences, a truancy report
will be made to DCF.

5 unexcused absences per
semester

Per state law, after five unexcused absences in a semester, another truancy report
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

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

A child is considered in violation of the law where he/she is inexcusably absent on three (3) consecutive
school days, five (5) or more school days in any semester, or seven (7) or more school days in a given
school year.

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 $30.00 ($7.00 for breakfast, $8.50 for lunch and $14.50 for
dinner) $50. The daily out-of-state allowance for meals during out-of-state conferences shall
be $40.00 ($8.00 for breakfast, $12.00 for lunch, and $20.00 for dinner) $60. In addition, tips
up to 15 $25 percent of the meal cost are allowable for satisfactory 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







Added Standard Response Protocol Appendix S


