Westfield Washington Schools
Handbook Guidance

CONTENT

SUMMARY OF PRIMARY CONTENT CHANGES

Add

Code of Conduct:

e  Added the definition of “wireless
communication device” from
Board Policy A301 to this section
in all handbooks and included
Meta glasses to the list of
provided examples in board
policy
o  Thisis a growing area of

concern for teachers as the
use of different tools
becomes readily available for
students

Changes Made in All Handbooks
Edit

School Hours:

e Updated Emergency School
Delay/Cancellation/Dismissal to
reflect current practice across
the district

Academics, Curriculum & Learning:

e Updated elLearning section to
reflect current practice across
the district

Attendance Policies and Procedures:

e Edited language for clarity

e Clarified the two ways a parent
can report an excused absence
(phone call or via PowerSchool)

Food Services:

e Edited language about low
LunchTime balance to be more
clear and consistent across
handbooks.

Transportation:

e Updates language about grace
period for bus arriving at
scheduled stops

o Clarified that a bus driver has the
ability to address disruptive
language/behavior

e Clarified language about bus
ridership

e Clarified language about Bus
Stop change requests

District Directory:

e Updated contacts, building

names, etc.

Remove

Food Services:

e Removed wording about food
service avoiding serving products
that specifies “Contains nuts” or
“May contain nuts”

o  This puts our handbook and
food service expectations
more closely aligned to
handbooks of districts in our
area and conference. We
reviewed handbooks for
Carmel, Noblesville, HSE,
Zionsville, and Brownsburg as
asample. All of these schools
serve peanut/nut products at
all levels (ie: Uncrustable
peanut butter and jelly
sandwiches).

WIS Handbook:
e WIS Handbook has been
dissolved.

o Elementary and WMS
handbooks were
reviewed with
considerations for 5th
and 6th grade students
at their respective levels
moving forward.




Add

Academics, Curriculum & Learning:

e added language about third
grade students who do not pass
IREAD in Promotion, Retention
and Placement of Students

Transportation:

e Included wording from School
Hours about notifying the office
for change in dismissal
arrangements

Elementary School
Edit

e  Minor wording edits throughout

Remove

Intermediate School

Handbook Dissolved- Elementary and Middle School Handbooks include 5th and 6th grades

Add

Cover Page:

e Added Cool Creek Elementary
School address and specified
which is the primary campus for
which grade level

Welcome Message:

e Added brief statement about 6th
grade being part of the middle
school and being located at Cool
Creek Elementary for the
2026-27 academic year

School Hours:

e  Specified that 6th grade will
follow Cool Creek building
procedures for start/end of day

Middle School
Edit

Code of Conduct:

e Changed “Thursday School” to
be “After School Detention”

o  After School Detention is
consistent with the language
used at WHS. It better
clarifies the consequence
and allows for flexibility of
which day it will be offered
from year-to-year and
building-to-building (will be
important when we have two
middle schools)

e Updated language for Academic
Dishonesty: Plagiarism &
Cheating to include Al use
without teacher’s permission and
the use of Meta glasses as a tool
that is considered a form of
cheating

e Updated the Dress Code
language to be more consistent
with WHS and better lay out
expectations while being aware
of possible gender discrimination

Student Support Services:

e Updated language in School

Counseling Services section

Remove

Academics, Curriculum & Learning:
e Removed Honor Roll section

o  About 80% of students at
WMS qualify for honor roll,
so they do not formally
celebrate it as a school due
to it being exclusionary of
the 20% who do not meet
the qualification

Code of Conduct
e Removed the Explosive Devices
section

o  This section was
redundant since Board
Policy A200 in the
handbook is inclusive of
this.

e Removed the Knife/Firearms
section

o  This section was
redundant since Board
Policy A200 in the
handbook is inclusive of
this.

Upcoming Changes:

e  Working on middle school bell schedule, which will need to added to handbook once finalized




High School
Add Edit Remove

Academics, Curriculum & Learning
e Update to Diploma Information
to reflect applicable graduating
cohorts
e Updated dual credit partnership
from BSU to IU-Kokomo
e Updated CORE Rules &
Guidelines
o Clarify and simplify
wording
Code of Conduct
e Updated language for Academic
Dishonesty: Plagiarism &
Cheating to include Al use
without teacher’s permission and
the use of Meta glasses as a tool
that is considered a form of
cheating

REVIEW PROCESS

Sections for Review
District Sections School-level Sections
e Attendance - Denver Wade and attendance committee e Welcome message
e  Counseling - Kyle Miller e School hours, bell schedules, and pick up/drop off
e Food Service - Paul Sherrer e  Academics, curriculum, and learning
e Health Services - Teresa Layton e Code of Conduct
e Safety and Transportation - Mike Hall e  Enrollment/Withdrawal
e  Special Education - Lindsay Tomamichel e  Extracurricular
e EL & High Ability - Krystal Thompson e Cafeteria Guidelines
e Technology & Communication - Dan Brita e  General Information
e  School Visitors
Process
People Involved Timeline
Dr. Atha e January & February - Principals review and update and
Handbook committee (administrator from each district sections reviewed
building) e March - WCTA feedback
WCTA e  April - formatting and presenting to board for review
Leaders who oversee district sections e  May - final revisions based on board feedback

PLAN FOR 2027-2028



Next Steps & Areas of Focus

® Preparing handbooks for having two middle schools and making sure language is universal for multiple buildings
Review policies about Al
o plagiarism (appropriate vs. inappropriate use of Al)
o  Potential for as a bullying tool
e  Separation of Wireless Communication Device and Electronic Devices that may not meet definition of wireless
communication device
e Further examine where redundancy and repetition can be reduced

LANGUAGE GUIDELINES

PHILOSOPHY

Parent/Student Handbooks at all levels serve the purpose of informing current and prospective students and families
about the WWS board policies and key aspects of student’s experience while enrolled in an academic school year as they
pertain to each level of education. Because handbooks represent the legal and formal policies that guide Westfield
Washington Schools, handbooks are to be written and reviewed for language that is professional, yet clear to stakeholders.
For areas where a more general overview is deemed necessary, a philosophy statement may be included to better
communicate how the information is approached at a school level and/or its importance in creating a culture of engaged

learning.

3rd Person Pronouns

Objective Language

Limit Scenario Examples

except:

o  When thereis a direct
address to parents or
guardians that seems
necessary

o Inthe welcome message
that requires a less formal
tone

e Impartial, neutral, and based Whenever possible prioritize, e Doesnot need to be an
on facts use third person pronouns: exhaustive list

e Free from opinions, judgment he, she, it, they, their, etc. e Outside of items listed in the
and emotion Limit use of 2nd person Board policy, only the best

e Considered fair and accurate pronouns (you, your, etc.) examples should be used

FORMAT

PHILOSOPHY
In keeping with the professional nature of WWS Handbooks, they will be created and reviewed with considerations for a

reader’s ease of use. The visual appeal of handbooks includes organization of information, heading structure, and font

selections that should be consistent and cohesive across the handbook levels and throughout each document.

Organization of Information

Heading Structure/Hierarchy

Overall Font Styles and Layout

o Alphabetizing will be used to Title o Red Hat (Normal)
organize primary and sub o RedHat (Normal) e Sizel0
sections o Size 31 e 115 spacing
e Bell Schedules and WWS o Centered o Leftjustified unless a primary




Mission/Vision are exceptions
to alphabetizing

o

Title Case

Primary Section Heading

o O O O

o O

Level 1 Heading style
Size 20

All Caps

No bold, italics, or
underline

Left Justified

Use Shamrock Green
HEX #215732

Secondary Heading

Red Hat (Bold)
Normal text
Size 10

All Caps

Left justified

Tertiary Heading

O

O

(¢]

Red Hat (Normal)
Title Case

No bold, italics, or
underline

Left justified

title
Black font HEX #000000
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