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Welcome to Mannford Early Childhood Center (Please retain this handbook for future reference)



We look forward to our 2016 - 2017 school year! To a great extent, school success depends upon the degree of understanding and cooperation, which exists between the home and school. As times change so do the ways in which situations must be handled. This handbook has been prepared to help you better understand some of the practices and policies of the school. We encourage parents to read this handbook carefully as additions and deletions have been made to keep up with the changing times. If you have any questions, please contact your child’s teacher or our principal, Mrs. Brenda Dorsey. The Mannford Public School system is made up of three elementary schools. Our Early Childhood Center serves Pre-K and Kindergarten with an approximate enrollment of 200 students. The elementary consists of grades 1st through 3rd with an enrollment of approximately 322. The upper elementary houses grades four and five with an approximate enrollment of 220. There is one middle school serving approximately 325 students in sixth, seventh, and eighth grades, and one high school with an enrollment of approximately 515. We are proud of our school, our parents, and the community that supports us!



Brenda Dorsey, Principal ENROLLMENT REQUIREMENTS



1. Must be 4 years old on or before September 1st to attend Pre-K. 2. Must be 5 years old on or before September 1st to attend Kindergarten. 3. Original State Certified Birth Certificate verified by school personnel (No copies or hospital records) 4. Up-to-date immunization (shot) records. 5. Child’s social security card. 6. Proof of residence in Mannford School District. Must show physical address. Utility bills or tax statements are recommended. No P. O. boxes are accepted as the physical address. (Subject to home visits if residence is questionable) 7. Photo ID of parent/guardian. (If applicable-legal guardianship documents must be presented) 2
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Goals of the Pre-K and Kindergarten Programs The goal of Pre-Kindergarten is to provide developmentally appropriate early learning experiences for 4-5 year olds that will prepare them for success in future educational settings while instilling a lifelong love of learning. This goal will be accomplished through PLAY because “play” is a child’s “work” at this age. The curriculum is based on the whole child philosophy, incorporating activities that teach to multiple intelligences and address all learning styles. Mannford Pre-K strives to provide a safe, nurturing environment that will stimulate students to learn and develop responsibility during their introduction to formal education.



Kindergarten’s focus is on reading and math. The program provides learning centers or learning areas arranged in a safe and nurturing environment. Each center will provide a variety of activities for the children. This arrangement allows for a wide range of developmental interests and abilities within the classroom. The curriculum builds upon what children already know and are able to do to enable them to connect new concepts and skills. We strive to prepare our student’s for a new world of learning. School to Home Connection



Folders will be sent home on Friday or the last school day of the week. Backpacks will be needed. Your child’s teacher will indicate when the backpacks are to be sent. Often times, notes from the office are sent home during the week as the need arises. To be sure that a note from home gets to the teacher, put it in an envelope labeled with the child’s name and teacher’s name. Remind your child to hand it to the teacher. Home Connection Home Connection projects will be sent home for you and your child to share. Family participation in a child’s education is vital. You, as parents, are your child’s first and most influential teacher. Research shows that parental involvement is critical to a child’s school and academic success. Please take full advantage of Home Connection Projects. If this causes stress, please talk with us to find a solution. Separated/Divorced Parents Each parent is assumed to have parental rights unless we have a certified copy of legal documents from a judge stating otherwise. Each parent may pick up the child, obtain copies of school records, and attend school functions/meetings. 5



School Hours Office hours are from 7:30 a.m. to 4:00 p.m. Teachers may be contacted before school from 7:45 a.m. to 8:00 a.m., after school from 3:10 p.m. to 3:20 p.m., or during their individual planning periods. Teachers cannot be called out of class to accept phone calls. Student hours are from 8:00 a.m. to 3:05 p.m. Doors will not open until 7:40 for breakfast. There is no supervision before 7:40 a.m. and the school is NOT RESPONSIBLE for students arriving before that time. After the first week of school, please say good-bye to your child at the school entrance and allow your child to walk to the classroom. The dismissal bell rings at 3:05 p.m. Group A bus students and car riders are to go directly to their dismissal areas at that time. Students are not allowed on the playground after school. No playground supervision is available after school. Group B and Group C bus students will be dismissed shortly after 3:05 p.m. When picking up students, please respect others in the drive-through pick up lane by not parking in this lane. If you must enter the building to pick up your child, you must park in a designated area for parking. DO NOT LEAVE CARS UNATTENDED IN THE PICK UP LANE! Also, PLEASE DO NOT ALLOW YOUR CHILD TO RUN THROUGH OR ACROSS TRAFFIC. ABSENCE PROCEDURE Good school attendance is expected and required. A student’s academic growth and development depends on regular attendance. If a student is absent from school, the parent or guardian must call the attendance office at 865-5664 or 865-5663 after 7:30 a.m. and prior to 9:30 a.m. each day of the absence. Please give the following information: 1. Your Name 2. Student’s Name 3. Student’s Grade Level and Teacher Name 4. Reason for Absence If the school has not received any notification from you, you will receive an automated message reminding you of the need to report the absence to the school. This will secure the safety and accountability of all of our children. 6



ATTENDANCE AND TARDIES Please make school attendance a priority. Good attendance sets the stage for the remaining years of your child’s education. As the parent, you are responsible for your child’s attendance! They depend on you to get them to school on time. If a student arrives after 8:15 a.m., he/she must be signed in at the office. Please do not send them in alone. Tardies mount up quickly and are “lost” class time! (2 tardies = 1 absence) Pre-K is not mandatory. Kindergarten is mandatory. When a student reaches 5 absences or tardy absences, you will be notified by the MECC office. At 10 consecutive absences your child will be dropped from the class roll. Exceptions may be made if special circumstances exist such as prolonged illness or hospitalization. Any combination of 15 or more absences and/or tardy absences will result in the student being taken before the retention committee for possible retention. Section 229 of the School Laws of Oklahoma (shown below) explains the parent or guardian responsibility for compulsory education for a child in their care. Please read and feel free to call the Building Administrator if you have any questions. This law will be followed by Mannford Early Childhood Center. Section 229. Neglect or Refusal to Compel Child to Attend School - Exceptions. A. It shall be unlawful for a parent, guardian, or the person having custody of a child who is over the age of five (5) years, and under the age of eighteen (18) years, to neglect or refuse to cause or compel such child to attend and comply with the rules of some public, private or other school, unless other means of education are provided for the full term the schools of the district are in session or the child is excused as provided in this section. One-half (1/2) day of Kindergarten shall be required of all children five (5) years of age or older unless the child is excused from kindergarten until the next school year after child is six (6) years of age if a parent, guardian, or other person having custody of the child notifies the superintendent of the district where the child is a resident by certified mail prior to enrollment in kindergarten, or at any time during the first school year that the child is required to attend kindergarten pursuant to this section, of election to withhold the child from kindergarten until the next school year after the child is six (6) year of age. A kindergarten program shall be directed toward developmentally appropriate objectives for such children. The program shall require that any teacher employed on and after January 1, 1993, shall be required to obtain certification in early childhood education on or before the 1996-97 school year in order to continue to teach a kindergarten program. B. It shall be unlawful for any child who is over the age of twelve (12) years and under the age of eighteen (18) years, and who has not finished four (4) years of high school work, to neglect or refuse to attend and comply with the rules of some public, private or other school, or receive an education by other means for the full term the schools of the district are in session. Provided, that this section shall not apply: 1. If any such child is prevented from attending school by reason of mental or physical disability, to be determined by the board of education of the district upon a certificate of the school physician or public health physician, or, if no such physician is available, a duly licensed and practicing physician; 2. If any such child is excused from attendance at school, due to an emergency, by the principal or teacher of the school in which such child is enrolled, at the request of the parent, guardian, custodian or other person having control of such child; 3. If any such child who has attained his or her sixteenth birthday is excused from attending school by written, joint agreement between: 7



a. the school administrator of the school district where the child attends school, and b. the parent, guardian or custodian of the child. Provided, further, that no child shall be excused from attending school by such joint agreement between a school administrator and the parent, guardian or custodian of the child unless and until it has been determined that such action is for the best interest of the child and/ or the community, and that said child shall thereafter be under the supervision of the parent, guardian or custodian until the child has reached the age of eighteen (18) years; or 4. If any such child is excused pursuant to subsection C of this section. C. A school district shall excuse a student from attending school for the purpose of observing religious holy days if before the absence, the parent, guardian, or person having custody or control of the student submits a written request for the excused absence. The school district shall excuse a student pursuant to this subsection for the days on which the religious holy days are observed and for the days on which the student must travel to and from the site where the student will observe the holy days. D. It shall be the duty of the attendance officer to enforce the provisions of this section. Any parent, guardian, custodian, child or other person violating any of the provisions of this section, upon conviction, shall be guilty of a misdemeanor, and shall be punished by a fine of not less than Five Dollars ($5.00) nor more than Twenty-five Dollars ($25.00) for the first offense, not less than Ten Dollars ($10.00) nor more than Fifty Dollars ($50.00) for the second offense, and not less than Twenty-five Dollars ($25.00) nor more than One Hundred Dollars ($100.00) for each subsequent offense. Each day the child remains out of school after the oral and documented or written warning has been given to the parent, guardian, custodian, child or other person or the child has been ordered to school by the juvenile court may constitute a separate offense. At the trial of any person charged with violating the provisions of this section, the attendance records of the child or ward may be presented in court by any authorized employee of the school district.



LEAVING SCHOOL DURING THE DAY Please do not pick up children early unless absolutely necesary. The parent or person picking up the student from school during school hours MUST CHECK IN WITH THE SCHOOL OFFICE AND SIGN THE CHILD OUT. Please note that only authorized adults will be allowed to sign students out. The child will then be called from class and will meet the parent at the office. If any change in routine is made, please send a dated note to the teacher AND the office. In case of emergency changes - notify the office at least 30 minutes before school is out to insure the message or change can be made. SPECIAL INSTRUCTIONS FOR BUS RIDERS If your child will be riding a bus other than their regular bus, a note to the bus driver AND the office is required. The note should be signed by the parent and have the parent’s phone number. It should contain the child’s name, the bus they will be riding and the address of where the student is to get off (not just Grandma’s house!) 8



SCHOOL VISITS It is highly desirable that you visit your child’s classroom during the school year. Classroom visitation should be arranged in advance with your child’s teacher. All teacher conferences must have a scheduled appointment. UPON YOUR ARRIVAL AT THE FRONT ENTRANCE, PLEASE CHECK IN AT THE OFFICE AND OBTAIN YOUR VISITORS BADGE!



CONFERENCES Twice during the school year, parent/teacher conferences are held; once during the fall semester and once during the spring semester. Specific dates are indicated on the school district calendar. Every effort is made to arrange a convenient time for the parent to meet with his/her child’s teacher. Schedules are worked out to try to accommodate parents with more than one child in the Mannford School District. Please attend your child’s conference. It is important to keep lines of communication open between teachers and parents to ensure your child’s education is progressing as scheduled.



FULL TIME LOCK DOWN In order to better protect our children, all student, parent and visitor entry and exit must be made at the front entrance. Bus students and/or MPS staff children only will be admitted in at the “bus door” entrance. All other doors will remain locked from the outside at all times.



SCHOOL CAFETERIA Meals may be purchased on a daily, weekly, or monthly basis in the cafeteria. A menu will be sent home each month. NO LUNCHES FROM HOME WILL BE REHEATED AT SCHOOL. NO MICROWAVE IS AVAILABLE. Prices are as follows: Breakfast: All Grades $ 1.25 Adults 1.75



Lunch: Students Adults Extra Milk Adult Salad Bowl



$ 2.35 3.45 .50 1.50



NO CHARGES ARE PERMITTED. Students who owe a negative balance will be served a sandwich and a milk. All questions concerning the lunch program should be addressed to Karen Sequira, Cafeteria Manager at 865-4027. 9



BEHAVIOR SCHOOL BUS BEHAVIOR Riding the school bus is a PRIVILEGE and an extension of the classroom. (School law article IX, Section 9-1) Please observe the same conduct on a school bus as you would the classroom. To keep your bus riding privilege, follow these rules: 1. 2. 3. 4. 5. 6. 7. 8. 9.



Cooperate with the bus driver Be courteous; use no profane language or gestures Always remain seated properly, facing the front Do not be destructive or throw objects on/off the bus Keep all harmful items including drugs, tobacco,, alcohol, and weapons off the bus Help keep the bus clean. No eating or drinking on bus Keep hands and feet inside the bus and out of the aisle Observe all bus safety practices Only those items that can be safely held in your lap or stored under the seat will be permitted on bus



CAFETERIA RULES The following rules must be obeyed while having breakfast and lunch: 1. Practice good manners at all times 2. Stay in your seat 3. Keep your hands to yourself 4. Use a quiet voice 5. Do not trade or throw food 6. Clean up your area



HALL RULES 1. 2. 3. 4.



Always keep to the right when going down halls Running inside the building is never allowed Avoid crowding others in your line Keep your voice low and hands to yourself
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BEHAVIOR - (cont’d) CLASSROOM BEHAVIOR 1. 2. 3. 4. 5.



Follow directions Talk only with permission Respect others Be cooperative Complete assignments



PLAYGROUND BEHAVIOR 1. 2. 3. 4.



Use good manners and no profane language No running on sidewalks or steps Stay within the boundaries Get permission from the playground supervisor before leaving the area for any reason 5. Use teacher’s rules for playground games 6. School supplies, books, backpacks, etc., should not be taken to the playground 7. Use all equipment correctly 8. Do not jump out of, stand in, run under, or lie down in swings 9. Do not litter playground 10. Contact sports are not allowed on playground; no pushing, shoving, tripping, tackling, grabbing pinching, or fighting 11. Balls should not be kicked or thrown against the buildings 12. Take care of the natural resources. Look at and admire trees & shrubs, but do not hang or climb on them. Leave dirt and rocks on the ground.
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DISCIPLINE POLICY We believe that discipline is a learning experience. We also believe every student has the right to learn and that no one has the right to interfere through disruption. Our goal is for children to internalize rules of acceptable behavior, making them their own. Our most successful learners are those who respect themselves and others. You can help motivate your student by supporting and reinforcing good behavior at school and home. A detailed class rules/discipline plan will be sent home in your child’s first Friday folder.



DISCIPLINE REFERRALS Subject to the discretion of the building administrator, the following step system for each discipline referral will be used.



BUS REFERRALS 1st referral 2nd referral 3rd referral 4th referral 5th referral



-



warning assigned seat & conference conference & parental contact 2-day suspension from bus 3-day suspension from bus



If a parent decides to not send their child during a suspension, they will be turned into the District Attorney’s office. This refers to all children that have missed four full or partial days in a four week period as truant.



FIGHTING OR HARMING ANOTHER 1st referral 2nd referral 3rd referral 4th referral 5th referral



-



warning, parental contact & loss of recess conference, parental contact, loss of 2 recesses 1 day suspension 2 days suspension 3 days suspension



VANDALISM OR STEALING 1st incident 2nd incident



-



clean, pay for, or return item & conference Conference & parental contact
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DISCIPLINE REFERRALS (Cont’d) DISRESPECT OR INAPPROPRIATE WORDS OR ACTIONS TO OTHERS 1st referral 2nd referral 3rd referral 4th referral 5th referral



-



warning & parental contact conference, parental contact, loss of recess loss of 2 recesses 1 day suspension 2 days suspension



AUTOMATIC SUSPENSION The following behavior may be cause for a principal to suspend a student when the behavior occurs when the student is in attendance at school, in transit either by school district transportation or under school district supervision to or from the school or school function while in attendance at a school function or while on property subject to the control and authority of the school district: 1. Leaving school grounds or activities at unauthorized times without permission, refusing to identify or falsely identifying one’s self to school personnel and/or un authorized entrance into classrooms or other school premises 2. Violating the school district’s and school building rules, regulations, policies, and public law 3. Possession, threat or use of any weapon, object, or substance that might be dangerous and/or injurious to persons or property, including possessions or use of fireworks 4. Use or profanity, vulgar, or obscene language or expressions and/or obscene gestures, possessing obscene materials or using racial, ethnic or sexual epithets 5. Use of or possession of tobacco (or simulated tobacco) in any form while riding school vehicle, while on school grounds, or at or going to and from school events 6. Possession, use, distribution, sale, conspiracy to sell, or be in the chain of sale or distribution, or be under the influence of: alcoholic beverages, nonintoxicating beverages (as defined by Oklahoma Law, i.e., 3.2 beer) and/or controlled substances 7. Failure to comply with state immunization laws 8. Unacceptable attire 9. Bullying (including digital)/electronic) will not be tolerated and is subject to suspension 13



INFORMATION AND PROCEDURES PERSONAL ITEMS The school provides a wide variety of educational toys and games for Pre-K and Kindergarten students. Because there is a concern about toys from home being lost or broken at school, please do not allow your child to bring belongings or toys from home. 1. Bicycles, skateboards, scooters, and shoes with rollers are NOT permitted at school. 2. NO video / electronic devices (cell phones, games, etc.) are allowed at school. 3. The school is not responsible for items left at school, even in a locked compartment, locker, or room.



MESSAGES DURING SCHOOL Parents are to work out details as to what the child is to do after school and where the child is to go before he/she arrives at school. Delivering messages to each individual student interrupts an entire classroom. Only emergency messages will be delivered to a student during school hours.



EMERGENCY INFORMATION School authorities ble for your child reached MUST BE office of a change immediately.



need to be able to contact the parents or someone responsiat all times. A person to contact if the parent cannot be listed with a current phone number. Also, notify the school in your address, telephone number, or place of employment



REPORT CARDS Progress Reports will be sent home at the end of 9 week periods. Report cards are sent home at the end of each term (2 times per year) for Pre-K and Kindergarten. Report cards are provided to one household. Any additional copy requests, should be made through the office. Your child’s report card may be held by the school until any outstanding money due to the school is paid. 14



EARLY CHILDHOOD DRESS CODE Appropriate and comfortable clothing is a must for our busy, messy, fun-filled day. If your child can not run, jump & play in their shoes without losing or breaking them, then they should NOT be worn to school (ie. flip flops, dress shoes with heels, etc). It is important to dress your child in tennis shoes to accommodate playground activities Serious injury can result if a child trips and falls on the playground, so please encourage your child to wear closed toed shoes. For PE, your child is required to wear tennis shoes. If the weather permits, Pre-K and Kindergarten have outside time everyday. Please send jackets or coats so your child will be comfortable during outside playtime. Weather in Oklahoma is unpredictable so when in doubt--send an EXTRA layer! Parents are asked to label all clothing which might be taken off at school. A child’s name in a sweater or coat will enable it to be returned to it’s owner if misplaced. Please keep in mind that we expect the children to take care of their dressing needs after restroom breaks by themselves, so dress your child accordingly. If your child has an “accident” at school, you will be called to bring a change of clothes and to assist your child. Please make sure that the office and your child’s teacher have on file the name and number of who we are to contact, if you cannot be reached during these times.



The following is NOT considered appropriate for school: 1.



See-through tops-all blouses or shirts made of any transparent or mesh fabric.



2. Clothing which advertises tobacco, alcohol, illegal substances, or which has abusive or suggestive language printed on it.



3. Clothing not displaying good taste. 4. Shoes will be worn at all times. Flip flops & heels are NOT appropriate (as noted above). 5. Hats, caps, and sunglasses should NOT be worn. 6. Necklaces that have sharp or inappropriate objects on them. 7. Students should not wear or bring make-up to school. 15



COUNSELING SERVICES Mannford Early Childhood Center and the Elementary Schools have a full time, licensed/state certified counselor, Mrs. Aimee Winton, on staff. Referrals for her services may come from the student, teacher, administrator, or parent. This service is free to all students. Mrs. Winton may be reached at 865-6820.



LOCKERS The locker is school property, and students do not have privacy rights in their locker contents. No locks of any kind are permissible. School administrators may open and examine student lockers, desks, and other school property assigned to students for general and specific inspection at any time. NO STICKERS ARE ALLOWED ON LOCKERS! Backpacks are placed in lockers. PLEASE NOTE: Backpacks with wheels, DO NOT FIT in our small lockers!



EMERGENCY DRILLS Fire, storm, lockdown and IOC drills are taught early in the year and practiced throughout the school year. Students are made familiar with the alarms and the regulations for a safe and orderly “take cover” or exit procedures. Teachers and students will be advised as to what emergency alarm it is so that the proper procedures may be taken.



PARTIES Three (3) parties are held during the school year. These parties include Christmas, Valentine’s Day, and Easter. Parents are invited to attend the parties to share in the joy of the season with their child. Please indicate to the teacher that you plan to attend and/or help. All parties will start no earlier than 2:00 on the assigned date to be announced by the site Principal. Birthday treats may be shared with classmates at 2:30 with prior arrangements being made with the teacher. HOME BAKED items cannot be brought into the classroom due to food safety and food allergies. All food items served to the students must be prepared in facilities with current health inspections & permits. PLEASE NOTE: Personal invitations for the entire class may be given to the teacher to be distributed. No individually addressed envelopes, please. Flowers, balloons, etc. will be delivered to students at the end of the school day.



SALES OF GOODS Only school-sponsored sales will be allowed. Parents will be notified of any school sales and the purpose of the school sponsored sales prior to the actual selling period. 16



MATERIALS & BOOKS The District has a selection policy for purchasing new materials and a procedure for reviewing controversial books. Please contact the Media Specialist, located at Mannford Elementary if you have any questions, or call her at 865-5150.



RETENTION In early May of each year a retention committee will meet concerning promotion to the next grade level. This committee will consist of teachers for each grade level, the site Counselor, the reading teacher and the site Principal. Parents will be notified no later than the last Parent/Teacher Conference in April that their child’s name will go before the committee. Parents will be notified in writing by the site Principal if their child is being retained. Factors to be considered for retention are: academic achievement, social maturity, physical development, attendance record and work/study habits. PLEASE NOTE: As stated earlier in the attendance section, any combination of 15 or more absences and/or tardy absences will result in the student being taken before the retention committee for possible retention. After written notification by the site Principal, parents may appeal, IN WRITING, within 5 days to the site Principal. If an agreement is not reached at this level, parents may appeal IN WRITING within 5 days to the Superintendent. If an agreement is not reached with the Superintendent, it may be appealed in writing within 5 days to the Board of Education. All decisions at this level are final. No further appeals are available.



MANDATORY REPORTING OF CHILD ABUSE Oklahoma State Law (Section 7103 of Title 10 of the Oklahoma Statutes) requires that any suspected child abuse be reported to the the Child Abuse Hotline at 1-800-5223511. Please contact Principal Brenda Dorsey at 865-5663 or Aimee Winton, Counselor at 865-6820 if you have questions or concerns. Teachers are also required to report any suspicious behavior, bruises, scratches, or evidence of abuse.



WITHDRAWAL PROCEDURE If you plan to move outside the Mannford School District, please notify the school office in advance so that the proper forms can be completed All outstanding charges must be paid before withdrawal/transfer forms will be issued. 17



SCHOOL HEALTH SERVICES



Our school nurse, Jill McKinney, RN, is available to assist students in the area of health services and education. Ms. Jill’s office is located at the Elementary site. 1. SPECIAL HEALTH NEEDS - Please keep the school updated on your child’s medical information, including serious or life threatening allergies. If there are accommodations that need to be made during school, please arrange an appointment with Nurse Jill. 2. Children who are ill should be kept at home. Please do not send your child if he/she is experiencing a rash, vomiting, diarrhea, fever, pink eye or any other sign of illness. Your child should be fever free for 24 hours before returning to school. 3. If your child exhibits any of the above mentioned problems or a temp of 100.4 while at school, you will be contacted to come pick up your sick child. 4. Notify the school if your child has been diagnosed with a contagious disease. 5. Students will be screened throughout the year for head lice. If bugs or nits are found the child is sent home and is not allowed to return until he/she is cleared by the nurse. Please contact the office to locate the nurse at any particular time. 6. Health and Dental Insurance will be available to children under 18 years of age if your family meets the income guidelines set with Sooner Care. 7. Medicines (prescription and non) should be given at home before and after school hours unless explicity prescribed otherwise by a Dr. If prescribed by the Dr. during school hours, the parent or legal guardian must deliver medications and relevant equipment to school. a. Prescription medications must be in the original RX bottle which is labeled with the student’s name, names of medicine, strength, dosage, directions for administration, physician’s/dentist’s name, and pharmacy information. b. Non Prescription medications must be in the original container and labeled with the child’s name. 8. Recently passed House Bill 2239 relates to self-administration of inhaled asthma medications and anaphylaxis medications. In complying with this Bill, Mannford Public Schools is requiring the parent or legal guardian to authorize, in writing, permission for self-administration of prescribed medications along with an attending physician’s statement. Also required is a signed statement releasing Mannford Public Schools and its employees of any and all liability. 9. Screening programs will be held throughout the year. Students will be screened for visual and hearing problems. If you DO NOT want your child to participate please notify Nurse Jill with a WRITTEN and SIGNED NOTE. If a problem is found a follow-up visit to your physician is required by State Law. Proof of the visit must be returned to Nurse Jill for permanent records. 10. Meningococcal disease is a rare but sometimes fatal disease that causes either meningitis, severe swelling of the brain and spinal cord, or meningococcemia, a serious blood infection. A vaccine is available but is not required to attend school in grades K through 12 in Oklahoma. Information about causes, symptoms, and prevention of this disease and about the vaccine is available in the Nurse’s office. 18



INSURANCE The school system assumes no financial responsibility for medical cost of an accident occurring to a student while participating in a sport or other school activity. An accident insurance program is offered for your convenience. Neither the school nor any school official is compensated by the Insurance Company. We have selected an Insurance Company that provides students accident insurance through approximately 400 school districts in Oklahoma.



TEXTBOOKS AND WORKBOOKS Students are provided with the necessary books and workbooks. However, there may be times when a student is issued a book. These books are expected to be returned in good condition. In the event that a book or workbook should become damaged or lost, the student will pay for the lost book. Please contact the child’s teacher to determine the cost of the item.



FLYERS AND NOTICES Any handout of flyers, notices, sign-up forms for non school athletics, scouting organizations, Salvation Army, YMCA, etc., must be approved by the Principal. If approved, they must be in stacks of 25 and contain a contact person phone number.



BAD WEATHER CANCELLATIONS (?’s - Bus Barn 865-4361) If school must be dismissed during the day due to bad weather conditions, YOU WILL BE NOTIFIED BY AN AUTOMATED MESSAGE SYSTEM. Every precaution will be taken to have every child arrive home safely. Parents should work out, in advance, with their child what to do if school is dismissed early (i.e., go to neighbors, grandparents, go home, or call a parent, etc.) It is very important that your child and teacher know what he/she is to do in this situation. If bad weather occurs outside school hours, television Channels 2, 6, and Fox 23 News will give school closing information as soon as possible. YOU WILL ALSO BE NOTIFIED BY THE AUTOMATED MESSAGE SYSTEM. Phone #’s must be kept current. If “SNOW ROUTES” are being used, please refer to the following: Bus #1 No Terlton or Frog Rock Roads #2 No road behind Varnell’s Auction #4 No Silver City Road, Rocky Canyon Road or 61st St.-SPECK WRIGHT ONLY #7 All routes will run #8 All routes will run #9 NO City Lake or Tabler Road #10 All routes will run #11 No 333rd W Ave in West Basin #14 Bus will turn around at Three Finger Bay Road



#15 #16 #17 #19 #20 #22 #23 #24



All routes will run NO routes will run NO routes will run All routes will run NO 41st Street or Hound Dog Hollow All routes will run All routes will run Pick up/let off at Round Mountain entrance



Transportation Dept. 19



918-865-4361 918-865-4364



STUDENT PICK-UP PASS Parents/Guardians will be issued a pass to pick-up their student. Upon seeing this pass displayed, school personnel know that the person has parent/guardian permission to pick up the student.



Thank you for taking the time to read through our handbook. If you have any questions that have not been answered, let us know and we will be glad to answer them for you!



Thanks for sharing your children with us. We will take GREAT care of them!



SPECIAL INFORMATION Mannford Early Childhood Center adheres to certain regulations and guidelines. Please pay particular attention to the following:



SPECIAL SERVICES NOTE: With changing times in education, the Oklahoma State Department of Education would like to inform parents about child find opportunities. “All children with disabilities, residing in the State, whether attending public or private schools, should be identified, located, and evaluated.” In Oklahoma we require that child find apply to all children who are suspected of having a disability and in need of special education and related services. We want to make everyone aware of this service that is provided to children with disabilities free of charge throughout the State of Oklahoma. If you would like more information on child find, contact the Mannford Public Schools Special Services Department at 918-865-2792 or the Oklahoma State Department of Education, Special Education Services, at 405522-3248 for more information. Help to find our children the education they deserve. 20



EQUAL OPPORTUNITY The Mannford School System does not discriminate in employment practices or in the treatment of employees or students on the basis of race, color, national origin, religion, age, sex, or disability. Any questions concerning sex discrimination, including sexual harassment, in the employment of personnel or in dealing with student rights or discipline should be directed to the Superintendent’s office. Mannford works with a Title IX coordinator.



PROCEDURE TO INSPECT EDUCATION RECORDS Section 99.5 (a) (2) (i), 99.11, FERPA REGULATIONS Parents of students and eligible students may inspect and under circumstances, it may be mutually more convenient for the records may be maintained in several locations, the school principals will offer to collect copies of records or the records themselves from locations other than a student’s school, so they may be inspected at one site. However, if parents and eligible students wish to inspect records where they are maintained, school principals will make every effort to accommodate their wishes. Parents of eligible students should submit to the student’s school principal a written request which identifies as precisely as possible the record or records he or she wishes to expect. The principal (or other custodian) will contact the parent of the student or the eligible student to discuss how access will be best arranged. (Copies at the exact location, or records brought to a single site.) The principal (or other custodian) will make the needed arrangements as promptly as possible and notify the parent or eligible student of the time and place where the records may be inspected. This procedure must be completed in 45 days or less from the receipt of the request for access. If for any valid reason such as working hours, distance between record location site, or health, a parent or eligible student cannot personally inspect and review a student’s education record, this school district will arrange for the parent or eligible student to obtain copies of the record. When a record contains information about student’s other than a parent’s child or the eligible student, the parent os eligible student may not inspect or review the records of the other students.



FEES FOR COPIES OF RECORDS Sec. 99.5 (2) (iii)m 99, 8 FERPA REGULATIONS (Required. Fees are optional. Also, a school district may state that it provides copies at no cost and on request) The Mannford School District will not deny parents or eligible students any right to copies of records because of the following published fees. Where the fee represents an unusual hardship, it may be waived in part or entirely by the record custodian. However, the district reserves the right to make a charge for copies such as transcripts if forwarded to potential employers or to colleges and universities for employment or admissions purposes. The school district may deny copies or records (except for those required by the FERPA) in the following situations: 1. The student has an unpaid financial obligation to the school. 2. There is an unresolved disciplinary action against the students which warrants the denial of copies.
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The FERPA requires the school districts to provide copies of records; 1. When the refusal to provide copies effectively denies access to records by a parent or eligible student 2. At the request of parent or eligible student when the school district has provided the records to the third parties by the prior consent of the parent or eligible student 3. At the request of the parent of eligible student when the school district has forwarded the records to another school where the student seeks or intends to enroll The fee for copies provided under the FERPA may not include the costs for search and retrieval. This fee will be from no cost to $.10 cents per page. (Actual copying cost less hardship factor) The fee for all other copies such as copies of records forwarded to third parties with prior consent or those provided to parent as a convenience will be from $.10 cents to .35 cents per page (actual search, retrieval, and copying cost) plus postage if that is involved.



ASBESTOS POLICY (This letter complies with 763.93 (g) (4) and 763.93 (e) (10) of the AHERA standards) The Asbestos Hazard Emergency Response Act of 1986 requires that all buildings in our school be inspected for asbestos and a management plan be written to document compliance. A copy of the plan for your child’s school is available at the Principals’ office if you desire to see the plan. Any asbestos related activities will be announced through the Mannford Eagle and/or written notification to all required individuals.



BLOODBORNE PATHOGEN PROGRAM Mannford Public Schools has adopted a blood borne plan to comply with 29 CFR 1910.1030. This plan is to eliminate or minimize employee exposure to body fluids that are potentially contaminated with blood borne pathogens. This plan will be reviewed and updated annually an is available for public inspection from the Mannford Public School Safety Officer.



MODEL NOTIFICATION OF RIGHTS UNDER FERPA for ELEMENTARY and SECONDARY INSTITUTIONS The Family Educational Rights and Privacy Act 9 FERPA afford parents and students over 18 years of age (“eligible students”) certain rights with respect to the student’s education records. They are: 1. The rights to inspect and review the student’s education records within 45 days of the day the District receives a request for access.. Parents or eligible student should submit to the school principal(or appropriate school official) a written request that identifies the records they wish to inspect. The principal will make arrangement for access and notify the parent or eligible student of the time and place where the records may be inspected. 2. The right to request the amendment of the student’s education records that the parent or eligible student believes are inaccurate or misleading. Parent or eligible students may ask the District to amend a record that they believe is inaccurate or misleading. They should write the school principal, clearly identify the part of the record they want changed and specify why it is inaccurate or misleading. If the District decides not to amend the record as requested by the parent or eligible student, the District will notify the parent or eligible student of the decision and advise them of their right to a hearing regarding the request for amendment. Additional information regarding the hearing procedures will be provided to the parent or eligible student when notified of the right to a hearing.
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3. The right to consent to disclosures of personally identifiable information contained in the student’s education records, except to the extent that FERPA authorizes disclosure without consent. One exception which permits disclosure without consent is disclosure to school officials with legitimate education interest. A school official is a person employed by the District as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law enforcement unit personnel); a person servicing on the School Board; a person or company with whom, the District has contacted to perform special tasks such as an attorney, auditor, medical consultant, or therapist; or a parent or student serving on an official committee, such as disciplinary or grievance committee or assisting another school official in performing his/her task. A school official has a legitimate educational interest if the official needs to review an education record in order to fulfill his/her professional responsibility. (Optional) Upon request, the District disclosed education records without consent to official of another school district in which a student seeks or intends to enroll. (NOTE: FERPA requires a school district to make a reasonable attempt to notify the student of records request unless it states in its annual notification that it intends to forward records on request). 4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the District to comply with the requirements of FERPA. The name and address of the Office that administers FERPA is: Family Policy Compliance Office U. S. Department of Education 600 Independence Avenue S Washington DC 20202-4605 Note: In addition, a school may want to include its directory information public notice, as required by S99.37 of the regulations, with its annual notification of rights under FERPA.



RECORDS OF ATTENDANCE OF PUPIL-REPORT OF ABSENCE STATE LAW 10106 It shall be the duty of the principal or head teacher of each public, private or other school in the State of Oklahoma to keep a full and complete record of the attendance of all children at such school and to notify the attendance office of the district in which such school is located of the absence of such children from the school together with the causes thereof, if known; and it shall be the duty of any parent, guardian, or other person having charge of any child of compulsory attendance age to notify the child’s teacher concerning the cause of any absences of such child. It shall be the duty of the principal or head teacher to notify the parent, guardian, or responsible person of the absence of the child for any part of the school day, unless the parent, guardian or other responsible person notifies the principal or head teacher of such absence. Such attendance officer and teachers shall be required to report to the school health officer all absences on account of illness with such information respecting the same as may be available by report or investigation; and after investigating of all facts relating to the absence of any child or children from such school, the attendance officer shall, if justified by the circumstances, promptly give written warning to the parent, guardian, or custodian of any child who has not complied with the provisions of this article, that the attendance of such child is required at some public, private, or other school as herein provided. If within five (5) days after the warning has be received, the parent, guardian, or custodian of such child does not comply with the provisions of this article, then such attendance officer shall make complaint against the parent, guardian, or custodian of such child in a court of competent jurisdiction for such violation, which violation shall be a misdemeanor. If a child is absent without valid excuse four (4) or more days of parts of days within a four week period, the parent shall be notified. if the child is absent from school for fifteen (15) or more days or part of days within a four week period without a valid excuse, the attendance officer shall immediately report such absences to the district attorney in the county wherein the school is located for juvenile proceedings pursuant to Title 10 of the Oklahoma Statues. 23



Returned Check Policy For your convenience, if your check is dishonored or returned for any reason, your account will be debited electronically for the amount of the check plus a processing fee of $30.00 (or legal limit) plus any applicable sales tax. 1-800-811-7826 Thank you!



In order to provide a healthy environment and to set the proper example for our students, the use of all tobacco products (i.e., cigarettes, cigars, pipes, and spit tobacco) or that simulate tobacco products (ie., electronic cigarettes or vapor products) are prohibited on the grounds, the property, in the buildings and vehicles of the Mannford School District as of June 13, 2011. This policy applies to employees of the school district, students, and to visitors. This policy also applies to all public school functions (ballgames, concerts, etc.) and any outside agency using the district’s facilities. This policy is in effect 24 hours per day, every day. Adopted on June 13, 2011 by Mannford Public Schools Board of Education.



EXCEPTIONS & REGULATION APPROVAL The administration reserves the right to alter any policy(ies) stated in this handbook that they deem to be in the best interest of the school and/or students. Approved by the Mannford Board of Education July, 2016. 24
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Where Pirates Are Born!
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