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A MESSAGE TO OUR PARENTS  
  
  
 

 

Dear Parents/Guardians:  

  

Welcome to a new school year at West Ward Elementary School.  The faculty and staff are proud 
to partner with you in the education of your children.   With the new protocols and safety 

measures we have adopted due to COVID 19, it is our goal to serve our students and their famil ies 

to the best of our ability. We will continue to adopt best practices as we move into this new 

normal. 

  

Educational success for all students cannot be complete without an effective partnership with all 

parents. You are the most essential part of your children’s education and it is important that we 

build a strong relationship in order to best serve your children’s educational needs. Therefore, 

we strongly encourage you to participate in our Parent-Teacher Conference Days, assemblies, and 

other school activities.    

  

You will find in the Parent/Student Handbook some very important information regarding the 

policies and procedures established for the safety of the children and the smooth operation of 

the school.  Please read this information carefully and keep it for future reference.  Should you 

have questions, feel free to contact school staff at (580) 296-2626.  

  

Our hope is that the partnership you develop with your children’s teachers and the school will 
promote a positive feeling about education and will be a pleasurable experience for everyone.  

  

Sincerely,  

 

 

  

Tammy Cannon, Principal 

West Ward Elementary 

Colbert ISD  
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West Ward Quic k Facts    
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  
  

School Mascot   

School Colors   

School Pledge   

Leopards 
  

Maroon & White   

School Motto   Helping Today’s Learners Become Tomorrow’s Leaders   

  
  

  
  

  
  
    

    

School Creed    

    
  

  
  

  
  
  

  
  

  
    

  
  

  
  
    

  
  

I am a West Ward student. 
I have great expectations for myself. 

I accept the challenge to become the best that I can be. 

Yesterday's failures are behind me. 
Today's successes are now before me. 

I will make today the very best day of all, For this day begins the rest of my life. 

I accept the responsibility for my behavior and its results. 
I do not have the right to interfere with the learning and well-being of others. 

With my family and teachers, 
I determine what I will become, 

For the education I receive today will make me a leader of tomorrow. 

 

I pledge to show my respect 
by listening carefully, 

helping those who are in need, 
caring about the feelings of others, 

and being responsible for what I say and do. 
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Mission Statement   
  

It is the mission of Colbert West Ward Elementary to work together to assure that every 

child feels important and has the opportunity to become a happy, successful and 

responsible human being.  
  

  

Vision Statement   
  
Our vision at West Ward Elementary is to establish a dynamic atmosphere where the 

teaching practices are both reflective of and responsive to the needs of the students; and 
where the learning environment promotes positive relationships, growth, and success.  

We are committed to providing a quality education in every classroom, to every student, 
at every opportunity. 

  

  
 Promoting high achievement and academic success through 

collaboration and shared decision making with stakeholders.   

Creating a nurturing, safe, and supportive atmosphere.    
Providing data driven instruction.   

Differentiating instruction to meet the needs of all students.   

Seeking and implementing innovative teaching techniques to 
promote academic excellence.   

  Implementing research-based best practices that support critical 
thinking and problem solving.   

 Utilizing current technology to enhance the quality of instruction.    

 

Beliefs 

  

We are committed to:   
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Expectations for Colbert West Ward Students 

In order to maintain a positive and productive learning environment, Colbert 

West Ward students are expected to: 

• Be on time to class 

• Bring all necessary materials and completed work to class daily 

• Stay in their seats when asked to do so and talk only with permission in 

order to learn and allow others to learn 

• Follow directions  

• Be courteous, helpful, and respectful to others 

• Follow hallway procedure and move quietly through the building 

• Respect school property and the property of others 

• Abide by all rules and regulations set forth in the parent/student 
handbook, as well as district policies and procedures 

This is not an all-inclusive list of expectations and can be amended whenever 
necessary to maintain order in our school and safety of all our students and 

personnel. 
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11  
    

  

  

 SCHOOL HOURS  
  

School hours are from 8:00 AM to 3:20 PM.   

  

Arrival: 7:45 AM – 8:00 AM   

 

PLEASE DO NOT DROP OFF YOUR CHILD TO SCHOOL BEFORE 7:45 AM.  There is no staff on duty to 

supervise students before this time and students will not be allowed to enter the building.  All 

students are required to go to the cafeteria between 7:45 AM and 8:00 AM. 
 

***Students in 1st, 2nd, and 3rd grades can be dropped off in front of the main school building. 
Backpacks need to be dropped at the classrooms before continuing to the cafeteria. 

 

***Pre-K and Kindergarten students can be dropped off at the south entrance.  
 

 
Dismissal:    Begins at 3:15 PM  

Student Pick-Up: The parent pick-up line for car riders is located at the west entrance. Please note 

the following:  
 Except for emergency situations, parents should not exit their vehicles to come to the office 

to pick up their children.  
 Parents of students who are picked up early will be required to complete the Partial Day 

Absence form for attendance tracking purposes.   
 Parents waiting in the pick-up line MUST NOT GET OUT OF THEIR VEHICLES. If this happens, 

your child must be signed out in the office. 

 Our parent pick-up area is a NO CELL PHONE ZONE. Parents who do not observe this law will 
be subject to a ticket and/or fine. 

 The building will be locked at 3:30. Parents must come to the office to pick up children 
between 3:30 and 4:00.  

 Any students who are not picked up from school before 4:00 p.m. will be placed in the care 

of the local authorities and/or DHS. 

  

Student Walkers: All walkers are dismissed through the east exit (bus loading area) at 3:17 PM.   
  

Please Note: When a child is left at school after dismissal time, we make every reasonable attempt 
to reach the parent/guardian.  Should all efforts fail, the Police or DHS may be contacted for 

assistance.    
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RELEASING OF STUDENTS   
  

Students will only be released to the parent/guardian listed on school forms.  Any other adult 

requesting to pick up a student MUST be an approved person on file and must have a written 
request from the parent.  In addition, the school follows all custody and court orders regarding 

placement and release of students. Students must be signed out in the office by the parent or 
designee, before leaving the school grounds. Identification will be required.  

 

PLEASE NOTE THAT OUR SCHOOL DAY IS FROM 8:00 AM UNTIL 3:20 PM. STUDENTS WHO ARE 
PICKED UP EARLY ARE MISSING INSTRUCTIONAL TIME AND THEIR GRADES MAY BE AFFECTED BY 

EXCESSIVE ABSENCES RESULTING FROM EARLY DEPARTURE. 

 

  

 

The school office is open Monday-Friday from 7:45 AM to 4:00 PM during the first 

semester. During the second semester, we are open Monday-Thursday from 7:45 AM 
to 4:00 PM. If you need to contact the school before or after these hours, you may 

leave a message with your child’s teacher on his or her parent communication portal. Someone will 

answer your message or return your call, during our normal school hours.  

 

ABSENTEEISM POLICY   
  

If your child is going to be absent, please notify the school at (580) 296-2626 by 9:00 a.m. on the day 

of the absence.  If this is not possible, please send a note with your child explaining the reason for 
the absence on the day he or she is readmitted. If your child has seen a doctor during an absence, 

please send the doctor’s note with your child upon return. After two days without a doctor’s note, 

excuse note, or call, the attendance status (excused or unexcused) will not be changed.  

 

Colbert students are required to attend school on a regular basis. Students are expected to be in 
class on time and attend school the entire day. Excessive or unexcused absences from school are 

detrimental to the educational process and will be reported to the Bryan County Office of the District 

Attorney. Wellness check calls will be made after the third absence.  Students having five or more 
absences in a semester will be not be eligible to participate in extracurricular activities or field 

trips.   
 

 

Please note: Students having five or more absences in a semester will be not be eligible to participate 

in extracurricular activities, field trips, or special events.   

SCHOOL OFFICE HOURS   
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Source: Attendance Works 

 

 

LATE ARRIVALS/TARDINESS  
  

Students arriving late (after 8:10 AM) to school must report to the office with their 
parent/guardian to be counted in attendance before going to class.  A note or 

explanation from the parent/guardian detailing the reason for late arrival is 
required. Parents of students who have five or more tardies in a semester will be 

required to meet with the principal to discuss the reasons for the tardies and to develop a plan 

for improvement. 
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ENROLLMENT POLICIES 
 

Students must be a resident of this school district or possess a legal transfer, must be living with 
parents or legal guardian, and must be willing to abide by the rules and guidelines set forth for our 
school. 
 
Colbert ISD for non-resident students: 
 
The Colbert School District provides publicly supported education to district residents. The district 
will enroll non-resident students only to the extent required by law.  

 
A child’s residence is the residence of his or her parents or legal guardian. A child or emancipated 

minor living with district residents who are not his or her parents will be enrolled a s a resident 
student only after presentation of an affidavit declaring the head of the household in which the child 

resides, accepts care, control, and custody of the child.  
 

In addition to a mailing address, students may be required to provide proof of residency.  
 
ACCEPTABLE proofs of residency include: water, electric or gas bills, or lease agreement.  

 
UNACCEPTABLE proofs include: cell phone bill, driver’s license, cable/dish bill, internet bill, home 

owner’s insurance, any eviction notices, or cut off notices. 
 

Exchange students residing in the school district are residents of the district. 
 

Upon presentation of satisfactory evidence that a family is moving in to the school district, children 
may be enrolled at the beginning of the semester in which they expect to become residents. No 
child will be registered until resident status is established.  

 
Enrollment Requirements: 

 
For the current school year, children must be at least five years old on or before September 1st to 
enroll in kindergarten. A child must be at least four years old on or before September 1st to enroll in 
Pre-Kindergarten (Pre-K). Parents/guardians of students wishing to enroll in Colbert ISD must 
provide the following at the time of enrollment:  

• Birth certificate 

• Health records with up to date immunizations 
• Social Security card 

• Proof of residency 
• CDIB/Tribal membership (if applicable) 
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• If enrolling during the school year, a current report card or official withdrawal form from the 
previous school should be provided. 

 

The following immunizations are required for enrollment in public schools: 
 

• Children entering pre-school should have received four doses of DtaP or DTP, three doses of 
polio vaccine, one dose of MMR, three doses of hepatitis B, two doses of hepatitis A, and one 

dose of varicella (chicken pox) or a statement of history of the disease.  
• Children entering Kindergarten through grade 10 should have received five doses of 

DtaP/DTP (or four doses if the 4th dose was given on or after the 4th birthday), four doses of 
polio vaccine (or three doses if the 3rd dose was given on or after the 4th birthday), two doses 

of MMR, three doses of hepatitis B, two doses of hepatitis A, and one dose of varicella 
(chicken pox) or a statement of history of the disease. 

 
Personnel of the Bryan County Health Department or your physician can supply you with an OFFICIAL 
IMMUNIZATION RECORD CARD. If your child has already presented an Immunization Card in 
previous years, it Is not necessary that another be presented. New students must present 
immunization records to the school at the time of enrollment.  Oklahoma ‘s School Immunization 
Law allows exemptions for medical, religious, or personal objections. Exemption forms are available 

from the Oklahoma State Health Department.  

 
Internet Use Policy: 
An Internet Use Policy is included in your child’s enrollment packet. It must be signed and completed 

before your child can have computer access at school. At West Ward, students should not be 
visiting any websites without the permission of the supervising teacher.  

 
Permission to Publish Student Photos: 
In order for your child’s photo to appear on the school website or in the school or local newspaper 
in recognition of achievement, you must check the permission statement on the front page of your 

child’s enrollment packet. 
 

School Messenger: 
In the case of school closings or important announcements from the school, the administration 

office will issue an auto generated text and phone message on School Messenger. To receive these 
notifications, you must check the appropriate box on the front page of your child’s enrollment 

packet. 
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Behavior Expectations   
  

CONDUCT/ SCHOOL RULES  
  

West Ward Elementary provides an environment conducive to learning and development so that 
each student can reach his or her full potential.  Guidelines and procedures have been established 

to maintain a learning environment and to provide for the safety and well-being of students.  School 

regulations apply in the school building, on the school grounds, while traveling to and from school, 

and at events where the school is represented.    
 

Colbert teachers, administration, and board of education recognize students’ rights of citizenship 

while they are in attendance at school. However, those who enjoy the privilege of attending Colbert 
Public Schools must also accept the responsibilities that are placed upon our students, such as 

respect and obedience of school rules. 
  

Disruptive students who interfere with the educational process and/or do not comply with 

regulations, procedures, and classroom rules are subject to disciplinary action.  Please be sure that 
you and your child become familiar with the West Ward Elementary Code of Conduct.   

 

Examples of potential disciplinary actions: 

• Parent communication requiring signature 

• Parent communication requiring conference with principal/teacher 

• Removal from classroom to the RESET room for the remainder of the day up to three days 

(RESET – Reinforcing Effective Social and Emotional Transformations) 

• Exclusion from extracurricular activities and field trips as a participant or spectator 

• Corporal punishment 

• Restitution/cost of repair or replacement  

• Suspension (student is counted absent and class work may not be made up or recorded)  

• Expulsion (violation of a regulation of a public school; may be for the remainder of the semester 

and the following semester and the student has the right to appeal) 

 

This handbook lists the student’s rights and responsibilities, parents’ rights and responsibilities, 
dress code, and disciplinary consequences.  A copy of the Code of Student Conduct is sent home 

upon enrollment in our school.  Please review the policies outlined in the Code of Student Conduct 

with your child/children, sign and return the form to West Ward Elementary.  

 

Please note: Any student whose conduct grade is below a 90% in the first or second semester will 
not be allowed to participate in after-school activities, field trips, or special events. 
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CONDUCT GRADE 
 

Student conduct grades will be posted each six-week period, at mid-term, and at the end of the school 

year. A child will begin the semester with 100 points. Each infraction requiring a parent communication 

(pink slip) will result in a 1-point grade deduction. Each RESET referral will result in a 2-point deduction. 

Students are not allowed to ‘earn’ grades back. This grade will count when determining honor roll and 

participation in extracurricular activities.  

 

Examples of behavior that would result in a parent communication: 

• Possession of over the counter medications 

• Disrupting others, off task behavior, excessive talking 

• Forgery/theft/stealing 

• Going into an unauthorized area 

• Leaving the class without permission 

• Property damage/vandalism 

• Lying/cheating 

• Failure to follow dress code 

• Inappropriate display of affection 

• Failure to follow rules and procedures 

• Fighting/minor physical altercation 

• Inappropriate language 

• Failure to complete assignments 

 

Behaviors that would result in immediate removal to the RESET room: 

• Profanity 

• Aggressive fighting 

• Defiance/disrespect 

• Chronic insubordination 

• Any physical violence against a teacher or aide 

• Use or possession of alcohol, combustibles, drugs, tobacco, vape materials, or weapons of any kin d 

• Inappropriate bodily contact with another student 

 

BULLYING PREVENTION 

 
The Oklahoma Legislature established the School Bullying Prevention Act with the express intent of 

prohibiting peer student harassment, intimidation, and bullying. These terms include, but are not limited 
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to any gesture, written or verbal expression, or physical act that a reasonable person should recognize 

will: 

1. Harm another student 

2. Damage another student’s property 

3. Place another student in reasonable fear of harm of the student’s person or damage to the 

student’s property; or 

4. Insult or demean any student or group of students in such a way as to disrupt or interfere with the 

School District’s education mission of the student or other students.  

 

DRESS CODE  
  

Colbert West Ward Elementary students shall not wear the following items:  

• Clothing, accessories, or other items displaying obscene, profane, derogatory, violent 

themes, designs or pictures;  

• Clothing, accessories, or other items conveying messages related to or promoting the use of alcohol, 

drugs, or tobacco products, or messages that promote illegal activities.  

Clothing that is transparent or exposes the midriff or navel.  

Pants, skirts and/or shorts that sag below the waistline or must be held in place with the hands.  

• Tops with spaghetti straps, tube tops, fishnet tops, strapless dresses, or other clothing that is 

not appropriate because of slits, rips or holes in the garment.  

• Permanent or temporary hair color that is not a natural color or provides a distraction.  

 

CAFETERIA CONDUCT 
Student behavior in the cafeteria should be courteous and demonstrate knowledge of table manners. 

Students are escorted to and from the cafeteria by a teacher. Noise levels should be that of a pleasant 

speaking voice and only audible to those within elbow distance; teachers may enforce silent lunch at 

their discretion. Students should not bring soft drinks in the dining area or other types of vending 

machine/’junk food’ items. Students are expected to clean the dining area before leaving. At no time 
are students allowed to take food outside of the cafeteria.  

 

PLAYGROUND CONDUCT 
 

Students are supervised at all times while on the playground during the school day. Students should 

not: 

• leave the playground area for any reason without permission from the teacher on duty 

• bring food or drink from home to eat at recess 

• play tackle football or tackle chase 

• throw rocks, sand, or grass 

• swing double, jump out of swings, swing from side to side, or twist the chains of the 

swing 
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• ride bikes during school hours 

• climb poles, trees, fences, or other objects not intended for play 

• fight, use profanity, or bully other students while on the playground 

 

Students are expected to respect the personal space of other students while at recess. They may also 

bring a toy or items to play with at recess as long as it is teacher approved. These items include: sports 

balls, art or craft items, or action figures. However, we cannot guarantee the safety of these items. The 

student and parent assume the risk of the items being damaged, stolen, or lost.  

 

ELECTRONIC DEVICES/CELLPHONES  
  

Students are allowed to bring cellular telephones onto school property. The device must remain off 
and out of sight at all times until the end of the instructional day at which time use is permitted. 

Any student found using a cellular telephone or any unapproved electronic device on school 
property during the instructional day and on the school bus, in times other than dire emergency, 

shall have the device confiscated. Parents will be notified and may pick up the phone in the West 
Ward Elementary office.  

DRUG POLICY 
 
The Colbert Board of Education and Administration recognizes and believes that the possession 
and/or use of illicit drugs and/or alcohol are unlawful and harmful to the health of students. 
Therefore, the following policy is enacted and possession/use of drugs, drug or vaping paraphernalia, 

and/or alcohol will not be tolerated anywhere on campus, during a school sponsored activity, or 
when being transported in a school vehicle.  
 
Alcohol, marijuana, stimulants such as methamphetamine, speed, or any inhalant, any narcotic, 
hallucinogenic, hypnotic, sedative drug, and mind modifying chemical for altering or impairing the 

physical or mental faculties or processes of the user or any other substance within the jurisdiction 
of controlled substances and not prescribed by a licensed physician for the personal use of the 

possessor. All types of tobacco products have been determined to be included in this category. 
 
This policy is in effect by law within one thousand feet of school property, on school property, on 

any school owned vehicle, during the normal course of the school day or in attendance at a school 
sponsored activity, (on or off campus). 

 

Students who violate this policy shall be subject to discipline deemed necessary: 
A. Suspension 

B. Expulsion 
C. Referral to appropriate law enforcement officials 
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Any student who is found to have sold any of the prohibited controlled substances listed in this policy 
to another person on school grounds, at a school activity, function, or event shall be expelled and 

criminal charges will be filed. School desks are school property and are subject to search if there is a 
reasonable cause to believe that contraband or illegal substances are present.  

 

General Information  
  

BUS PROCEDURES  
  

The bus drivers have the responsibility of transporting the children to and from school each day in a 

safe manner.  Therefore, it is critical that all children follow the rules that have been established by 

the Colbert School Board.  When a child’s conduct is excessively disruptive or endangers the others 
riding the bus, he/she will be suspended from riding the bus for a length of time determined by the 

transportation director. Repeated infractions will result in suspension for the remainder of the 
school year. Riding the bus is a privilege, not a right. 

 
Procedures for bus discipline: 

* The bus driver may issue a verbal warning. 

* Written disciplinary notice will be sent home with the student requiring a conference  
with the principal and/or transportation director with a 1 pt. conduct grade deduction.  

*Repeated offenses may result in suspension of riding privileges for a period of time  
or indefinitely (with a 2 pt. conduct grade deduction). In such cases, the parent or  

guardian of the student will be responsible for transporting the child to and from 
school. 

   

 

  

 
Bus route enrollment forms are included in student enrollment packets or may be obtained 

from the transportation department. Route enrollment forms must include a physical 911 

address and parent/guardian current phone contact information. Drivers are not authorized to 

allow students to change buses or stop at unassigned stops. 

 

NOTE: If extenuating circumstances require a change in your child’s designated bus stop or route, 

written notice must be given to that child’s teacher/principal and the transportation department. 

Students will NOT be allowed to change their own transportation arrangements. Written 

permission from a parent is required. 
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Students are to board and leave the bus at their designated stop only. The school 
should be notified in writing by the parent or guardian under the following conditions: 

 

1. The student is to ride a different bus than usual. 

2. The student is to be picked up instead of riding the bus. 

3. The student is to be picked up by someone other than the parent or guardian. 
 

Prior to loading, the student should: 

 

1. Be at the bus stop on time and visible to the driver prior to the bus arriving. 

2. Wait in a safe place, clear of traffic and the roadway. 
3. Be careful when approaching the bus stop. DO NOT move toward the bus until 

the bus has been brought to a complete stop.  
4. Respect people and their property while waiting on the bus. 

 

Students expectations while on the bus: 
 

1. Go directly to an available or assigned seat when entering the bus. The driver 

has the right to assign seats. 

2. Observe the same behavior expectations as you would in the classroom. Obey 
the driver promptly and respectfully. 

3. Keep all body parts inside the bus. 

4. Remain in your seat facing forward while on the bus. 
5. Refrain from eating and drinking on the bus. Glass containers are not allowed 

on the bus.  

6. Refrain from the possession or use of any form of tobacco, alcohol, or drugs. 

These are strictly prohibited on the bus. 
7. Refrain from the possession or use of any vaping liquids or devices. These are 

strictly prohibited on the bus. 

8. Cell phone use is strictly prohibited on the bus. Put it away! 
9. Remember that loud talking and laughter or unnecessary confusion diverts the 

driver’s attention and may result in a serious accident. The life you save could 
be your own! 

10. Never tamper with the bus or any of its equipment. Damage to seats or any 

other part of the bus must be paid for by the offender.  
11. Maintain possession of books, lunches, or other articles and keep the aisle 

clear.  
12. Help look after the safety and comfort of small children.  

13. Do not throw objects in or out of the bus.  
14. Assist in keeping the bus safe and clean at all times.  
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15. Refrain from horseplay, wrestling, fighting on the bus. 
16. Be courteous to fellow pupils, the bus driver, and the patrol officers or driver’s 

assistants.  

17. Remain in the seat and be quiet when approaching railroad crossings or stops. 
18. Remain in the bus during road emergencies, except when it may be hazardous 

to your safety. 

 

After leaving the bus, the student should: 
 

1. Exit the bus promptly and safely when it reaches your stop. 

2. Go at least ten (10) feet in front of the bus, stop, check traffic, wait for the bus 
driver’s signal, and then cross the road. 

3. Go home immediately staying clear of traffic. 
4. Show care for small children when leaving the bus.  

 

CHANGE OF ADDRESS/PHONE NUMBER  
  

It is vital that we are be able to contact parents/guardians via phone and mail regarding student 
emergencies, behavior, progress, and other pertinent information.  If your phone number or 

address changes during the school year, please notify the school office so that this information 

can be updated immediately.    
  

EDUCATIONAL RECORDS REQUESTS   
  

Requests by parents/guardians for information regarding their children’s educational records should 

be made to the office clerk.  This includes requests for student transfers and requests to view your 
child’s record.  It is important to be mindful that requests to the school may not be able to be fulfilled 

immediately. Only persons who have a legitimate educational interest will have access to permanent 

education records. Parents have the right to examine their child’s permanent school record. The 

district does not allow the sharing of addresses, phone numbers, or other such information to 

students or their parents for the purpose of sending birthday invitations or for other reasons.  
 

FIELD TRIPS  
  

School sponsored field trips are designed to complement the curriculum and are 

related to the Standards of Learning taught. They may also be offered as a reward 
for student achievement. A statement of permission for your child to attend field trips is located on 

the front page of your enrollment packet. This must be checked for your child to participate in any 
off campus field trip.  
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Before each field trip, teachers will send home a note with trip details for you to sign. Remember:  
❖ Parent/guardian will be notified of each field trip.  

❖ Some field trips may require a nominal fee for student participation.  

❖ In some cases, a student not be allowed to participate in a field trip due to discipline or 
behavior issues and/or their conduct grade is below a 90%; should this occur, the 

parent/guardian will be notified.    

  

LIBRARY SERVICES  
  

Students in grades K-3 are allowed to check out one (1) book at a time from our school library. 

Student are allowed unlimited access to books in their classroom libraries. Students are responsible 
for handling the books with care and not losing the books.  If books are lost or damaged, the parents 

will be notified and the student’s book check out privileges will be limited or suspended until the 

book is found or the replacement fee is paid.   
 

LOST & FOUND  
  

Articles found in the building or on school grounds are placed in our lost and found area located in 

the breezeway. Your child should have his or her name written inside of all jackets and coats, and 
on back packs and lunch boxes. Articles not claimed by the end of each month will be discarded or 

be donated to charitable organizations.    
  

TEACHER SPONSORED ACTIVITIES  
 

There are times during the year when teachers offer before and after school activities for students.  

Some examples of these activities are celebrations, tutoring, and sports practices or events.   

Permission slips will be sent to the parent/guardian when these activities are offered. It is your 

responsibility to pick your child up promptly at the pre-arranged time or upon their return. 

 
Please Note: When a child is left at school after dismissal time, we make every reasonable attempt to reach 

the parent/guardian.  Should all efforts fail, the Police or DHS may be contacted for assistance.    

 

       

                                                     VALUABLES   
  

Please do not allow your child to bring large amounts of money and/or other valuable items to 

school.  Colbert West Ward Elementary is not responsible for lost or stolen items.  Please write your 
child’s name inside all jackets, on backpacks and lunch boxes, and on anything of value. 
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VISITORS   
All visitors must enter the building at the office. For the safety and protection of the students and staff, all 

persons entering the building must report immediately to the office and sign in to receive an identification 

badge.  This badge is to be displayed at all times while in the school.  This includes parents, volunteers, and 
all visitors not employed by the school district.  At the end of the visit, visitors are to return to the office and 

sign out.  Students and staff have been instructed to only open the door for visitors who are wearing a 
badge. All visitors are requested to enter and exit through the main doors of the building. 

 

STUDENT RIGHTS 
 

Notification of rights under FERPA for elementary and secondary institutions:  

  

In accordance with the Family Educational Rights and Privacy Act (FERPA) of 1974 and the Oklahoma 

Open Records Act of 1975, the Colbert Board of Education has authorized the school superintendent to 

inform parents, students, and the public of the policies and procedures for implementing them.  FERPA 

affords parents and students over the age of 18 the following rights: 

a. The right to inspect and review the student’s education records within 45 days of the day the 

district receives a request for access. 

b. Parents or eligible students should submit to the school principal a written request that 

identifies the records they wish to inspect. 

c. The right to request amendment of the student’s education records that the parent or eligible 

student believes are inaccurate or misleading.  Requests should be made in writing to the 

principal, clearly identifying the part of the record they want changed and why it is inaccurate or 

misleading. 

d. If the district decides not to amend the record, the parent has the right to a hearing regarding 

the request for amendment. 

e. 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.  

f. Disclosure of records without parental consent can be made to persons employed by the district 

who have a legitimate education interest and who would need to review an education record in 

order to fulfill his or her professional responsibility. This would include an administrator, 

supervisor, instructor, support staff member, special task force member, official committee 

member, disciplinary or grievance committee member, or administrative assistant.  

g. Upon request, the district discloses education records without consent to officials of another 

school district in which a student seeks or intends to enroll. 
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COMPLAINT PROCEDURES 
Any parent or caregiver with a complaint against Colbert Schools, a teacher, and/or service provider will 

be provided with the appropriate steps for negotiation by a Colbert Public Schools administrator.  

 

STATEMENT OF NON-DISCRIMINATION POLICY 
The Colbert Public Schools do not discriminate against anyone because of race, sex, color, national origin, 

age, or handicap. 

                                           HEALTH SERVICES 
  
The non-emergency medical needs of our school district are served by a school nurse. 

Parents are called if their child has a fever or appears to be suffering from an illness or 
injury. To ensure prompt notification it is critical that all contact information is current.   

 

MEDICATION POLICY  
  

All medications must be kept in the nurse’s office and must be administered by the school nurse or 
the person designated by the nurse to give medication in the nurse’s absence. For the safety 

of all our students, over the counter medications are not permitted to be kept in your 

child’s backpack or desk to be self-administered.  

 

Guidelines for administering prescription medication within school are as follows:   

  

1. A Request for Medication Administration form must be completed and signed by the 

parent/guardian.  These are available in the front office or from the nurse.  

2. The completed form and the prescription or over the counter medication must be in the 

original container with the manufacturer’s label or pharmacy labe l intact. This should be 

given to the school nurse by the parent/guardian of the student.   

3. After taking medication, the student’s name, dosage, date, type of medication, and the name 
of the person who administered it is entered into the medication log kept in the nurse’s 

office.  

4. Medications must be brought to school by the parent/guardian and not the student.   
5. Medications may not be handed to the school receptionist or the teacher. 

6. Students may keep an asthma inhaler, and depending on the need, an epi-pen with them in 
the classroom. This should be kept by the teacher in a safe place and provided to the student 

upon request.  

7. Any medications that are left at the end of the school year must be picked up by the parent. 
All medication that has not been picked up by the last day of school will be discarded 

appropriately.  
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ADMINISTERING MEDICATION ON FIELD TRIPS  
  
If your child is administered medication at school daily, when attending a field trip the nurse will 

send a single dose of the medication and written instructions for use with the teacher or 
instructional assistant who has received training from the school nurse.  If your child uses a multi -

dose inhaler at school, the one you provided will be sent on the field trip.  The only medications that 
can be given on field trips are the ones for which a permission form, signed by the parent, is on file 

with the school nurse.    

  

Epinephrine Pen (Epi-Pen) – If your child has a severe allergy that requires use of the 

epi-pen while on a field trip, they will have to go to the hospital emergency room for 
follow-up care.  The student’s emergency form will cover ambulance transportation; 

however, an adult who is related to the student, will have to provide authorization for 

the emergency room to treat your child. For this reason, a school employee who is 
trained in anaphylaxis and epi-pen administration will be assigned to accompany the student on the 

field trip.    
  

Insulin Dependent Diabetes- If your child has insulin dependent diabetes, it is requested that you 

or another adult family member accompany the student on any field trip when blood sugar testing 

or insulin administration may be needed.  If this is not possible, a school employee who is trained in 

insulin /glucagon administration will be assigned to accompany the student on the field trip.  

 

WHEN IS MY CHILD TOO SICK FOR SCHOOL? 

 

The following recommendations are a guideline. If you are unsure whether you should send your 

child to school, please call your physician or the school nurse for further guidance.   

 

MAKE SURE YOU HAVE PROVIDED THE SCHOOL WITH EMERGENCY PHONE NUMBERS SO THAT A 

PARENT OR OTHER ADULT CAN BE REACHED IN CASE OF EMERGENCY.  
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LIMITED PHYSICAL ACTIVITIES  
  

If a health condition prevents a student from participating in physical activities over an extended 

period of time, a note from the doctor indicating the limitation is required.  For a student to be 
excused from physical education for a short period (up to three days) due to a temporary illness or 

physical condition, a written request from the parent is sufficient.     

 

HEAD LICE 

 
According to Oklahoma State Law (70-O.S. 1981, Section 1210. 194A), "Any school child afflicted 

with a contagious disease or head lice may be prohibited from attending a public, private or 

parochial school until such time as he is free from the contagious disease or head lice." 

 

Students will be periodically checked in the classroom by the nurse for evidence of headline. If any 

nits or live lice are found, parents will receive a notification letter. If live lice are found, students are 
sent home and parents must treat their child’s head before the child returns to school.  A head check 

for re-admission will be performed by the school nurse or can be provided by health care 

professional. Absences for head lice are not considered an ‘excused’ absence.  

 

SCHOOL FOOD SERVICES   
  

Hot breakfasts, lunches, and a third meal (including milk) are available to every student each school day free 

of charge. First through third grade students are also offered two choices from the salad bar with lunch.  
Additionally, all students are provided with a ‘third meal’ at the end of the day.  

 
 A menu will be sent home at the beginning of each month. Menus are also located on the Colbert Public 

School web site at colbertisd.org.  
 

Students who choose to bring a lunch must also take a tray. Lunch boxes/bags should be 
marked with the child’s name and teacher’s name. Due to nutrition program 

requirements, please do not send sugary treats or sodas for your child’s lunch. 
  

HEALTH INSURANCE 
At the beginning of the school year, the district will make available to students and parents a low -cost student 

accident insurance program. Premiums will be paid to and claims will be submitted through the Princ ipal’s office, 

but the district shall not be responsible for the cost of treating injuries or assume liability for any other cost of 

treating injuries or assume liability for any other cost associated with an injury. Application for insurance is available 

on the school website. 
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FUNDRAISING 

  
  

SAFE AND HEALTHY SCHOOLS 
 

Oklahoma law has designated responsibility for child protective services to the Oklahoma Department 

of Human Services (OKDHS). It is the legal responsibility of a teacher or administrator to report any 

evidence of child abuse or neglect. Failure to do so could result in a revocation of a teacher’s 

certification to teach. Therefore, student health and safety is our utmost priority. If you know of a child 

whose life or health is in jeopardy, please contact: 

 

• Bryan County Department of Human Services at 580 931-2500 

• State of Oklahoma Department of Human Services at 800 522-5311 

 

All reports are kept confidential, and anyone reporting in good faith is immune from both civil and criminal 

prosecution. 
 

Parental Involvement  

 

 
During the school year there will be opportunities for parents/guardians to support the school 

through fundraising activities.  In lieu of purchasing fundraising items, friends, family, and 
community partners are welcome to make a donation designated to Colbert West Ward Activity 

Fund in the Superintendent’s Office. 

 

VOLUNTEERING   
 

We value the volunteer services of parents/guardians.  During the school year, there will be 

numerous opportunities for volunteers to support school programs.  If you are interested in serving 

as a volunteer, complete and return the volunteer form that will be sent home the first day of school.  
  

Colbert School District Volunteer Policy - Parents are welcome to volunteer in their children’s schools. 

All volunteers will need to check in through the office to receive a name badge and check out when they 

are finished. However, if parents are going to be working in the classroom on a regular basis, they will 

need to be processed for approval through the Superintendent’s office.  
 Also, anyone who wants to volunteer at the school, but, does not have a child in the school will need to 

be recommended by a teacher or principal and complete a background check before they are allowed 

to begin.     
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Safety   
  

EMERGENCY DRILLS  
  

Several times during the school year, the students will practice fire, tornado, earthquake, and 
lockdown drills.  These drills prepare students in the event of an emergency.  In the event of an 

actual school crisis, the West Ward Elementary students will follow safety procedures and parents 

will be notified through the Parent Notification System.    

 

Fire drill: Instructions are posted in each classroom along with an escape route and an alternate 
route. It is the responsibility of the teacher to review drill procedures with students. When the fire 

alarm is activated and/or an announcement is made over the intercom, students are to walk quickly, 
silently, and in single file in the hallways to the designated exit. Teachers will then call roll for the 

students for whom they are responsible.  

 

Tornado drill: Instructions are posted in each classroom for the designated route to the school safe 

room. When the signal is given seek shelter from a tornado, students will walk quickly, silently, and 

in single file in the hallways to the designated exit and proceed to the safe room. Students will 

remain in the safe room until the all clear signal is given by a school administrator.  

 

Security drill: Procedures for keeping students safe in the event of an intruder on campus are taught 

in the classroom and will remain unpublished. These drills are practiced often to ensure student 
safety.  

 

Earthquake drill: Procedures for an earthquake drill are listed in the classroom procedure book. In 
the case of an earthquake, students take shelter under their desks until the all clear is sounded.  

  

SCHOOL CLOSINGS 
 

The Superintendent is authorized to close schools immediately in the event of inclement weather or 

any other emergencies that may be hazardous to the health or safety of students, teachers, or the 

school site. The superintendent and designated staff personnel will assess weather and travel 

conditions prior to 5:00 a.m.  When a decision is made to close or delay schools for the day, parents 

and staff will be notified by phone through our Parent Notification System.  Local television and 

radio stations will also be notified. 

 

 
 

http://pps.k12.va.us/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=8318
http://pps.k12.va.us/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=8318
http://pps.k12.va.us/WorkArea/linkit.aspx?LinkIdentifier=id&ItemID=8318


 

  

31  
    

  

  

 
 

  
  

 

Instructional Information 

  

Students enrolled in Colbert West Ward Elementary are taught Reading, Language Arts, Spelling, 
Mathematics, Science, Social Studies, Music, Physical Education, Computers, and Library Skills.  

  

CLASSROOM COMMUNICATION 
  

West Ward teachers will communicate with parents in a variety of ways using daily folders, PAWS 

binders, or planners. They will also utilize email and phone calls, as well as an alternative 

communication tool of their choice, such as Remind 101, Class Dojo, or Bloomz.  It is imperative that 

all members of a student’s educational team remain in contact throughout the school year and 
communicate effectively! 
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GRADES 
 
Report cards will be sent home with students at the end of the first semester in January and at the 

end of the second semester in May. Progress reports will be sent home at the end of each six-week 
period. Parent/teacher conferences are held in each semester, but parents and teachers are 

encouraged to communicate frequently about student progress. Teachers may be contacted by 
school email, phone call, or using their parent communication portal and are available for 

conference during their daily planning period. Parents may call the office to schedule a conference.  

 
Reading and Math STAR Benchmark and Progress Monitor score reports will be provided to parents 

regularly. Any students identified as needing Reading intervention services will receive notification, 
support, and will be monitored for improvement.   

  

GRADING SCALES   
 

First, second, and third grades receive grades as follows: 
 

90-100 A 

80-89 B 

70-79 C 

60-69 D 

Below 60 F 

Kindergarten students receive grades as follows: 

S – satisfactory 

N – needs improvement 

 

Superintendent’s Honor Roll Awards are given for an ‘A’ average in all subject areas, including conduct.  

Principal’s Honor Roll Awards are given for a ‘B’ average in all subject areas, including conduct.  

   

PARENT PORTAL   
 

Parents of students in grades 1-3 are able to monitor their children’s grades online. Please 

pick up your Parent Portal login information in the West Ward office.  
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                     PARENT TEACHER CONFERENCES  
  

We believe it is imperative that a line of communication be maintained between 

the classroom teacher and the parents to create a successful student. Our 
teachers are providing instruction for all students from 8:00 AM – 3:15 PM.  

However, the teacher will be happy to meet with you or speak to you on the phone during his/her 
planning period or other time as arranged between the teacher and parent.  Please arrange a 

mutually convenient time by calling the school at (580) 296-2626 to schedule a conference.  

 

Formal Parent/Teacher conferences are scheduled each semester. It is very important that you 

attend these conferences as an important member of your child’s education team.  
 

REPORTING STUDENT PROGRESS  
  

Communication between school and home is encouraged.  Progress reports and report cards are 

sent to parents/guardians during every six-week grading period to inform them of the students’ 
progress.  Please sign and return the reports promptly to the school the following day.  Informal 

reports and graded papers are also sent home by the classroom teachers on a regular basis.  

Teachers should be contacted immediately if parents have questions concerning their children’s 
progress.    

  

HOMEWORK  
 

Homework is a vital part of the total learning process.  Grade level homework requirements are 
communicated to the students and parents during the first week of school.  Most homework can be 

completed during the school day if class time is used efficiently.  

 

Homework serves to provide essential practice in needed skills; enrich and extend the school 

experience; and promote growth and responsibility. As per district guidelines, there will be no 
homework assigned over the weekend, except for makeup work as a result of an absence.  Late work 

will not be given full credit. Incomplete work may or may not be assigned as homework and is 

completely at the teacher’s discretion. For more information, please contact your child’s teacher.  

  

HOMEWORK ASSIGNMENTS  
 

Students in grades 1-3 will be issued a student planner.  The planner will be used daily by the student 

and teacher to make note of homework assignments and other important information.  Students 
will be responsible for maintaining the planner for the entire school year.  Parents are responsible 

for checking planner daily for communication from the teacher and homework/class assignments. 
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                                                                TEXTBOOKS 
 

All basic texts are loaned to students for their use during the school year. Textbooks are to be kept clean 

and handled carefully. Please be sure your name, grade, and school are written on the book label in case 

the book is misplaced. Students will be required to pay for lost or damaged books assigned for their use.  

 

GIFTED AND TALENTED PROGRAM 
 

The primary objective of the Gifted and Talented Program is to provide intellectually gifted students 
with modified instructional activities, advanced materials, and opportunities that will enhance the 

learning process. Students will be provided opportunities that involve the educational experiences 

that are challenging and appropriate to their needs and achievement. Parents or teachers may refer 
students for testing to determine eligibility for this program. Please contact Ms. Cannon if you have 

any questions regarding this program.  

 

INDIAN EDUCATION PROGRAM 
 

If your child is of Native American descent, please be sure you have completed the required forms 
in the enrollment packet and that you have placed a copy of your CDIB card and Tribal Membership 

Card on file. If you have further questions regarding the Indian Education Program, please contact 

the superintendent’s office.  

 

 

PROTECTION OF INSTRUCTIONAL TIME  
  

Between the hours of 8:00 AM and 3:10 PM classes may not be interrupted, 

except with permission from the office.  This uninterrupted instructional time 

during the school day is vital to your child’s academic success.  Students 
coming to school tardy and students leaving before the end of the day miss 

valuable instructional time.  This loss of time greatly impacts your child’s achievement.  It is an 

expectation, as well as a requirement, that we protect instructional time from unnecessary 
interruptions and other distractions.     

  

RECOMMENDATION FOR NEXT GRADE LEVEL   
  

Students in grades K-6 are expected to pass reading, language arts, mathematics, science, and social 
studies at their present grade level. However, in order for some students to be successful in the next 

grade, summer school may be recommended for remediation.  
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RETENTION OF STUDENTS  
  

It is sometimes necessary to recommend that a student repeat a grade. Teachers may recommend 

a student in Pre-K through third grade be retained at their present grade level if their academic 

performance or portfolio history indicates the need. If a parent or guardian is dissatisfied with the 

recommendation, they may call for a conference with the teacher and principal. 

 

In order to accurately gauge student performance and ability levels, all students are given a Fall, 

Winter, and Spring benchmark assessment (DIBELS, STAR, or other testing instrument on the list 

approved by the Oklahoma State Department of Education). Students are also progress monitored 

monthly to determined growth or deficiencies. Reading Intervention, as part of the school day, is 

mandatory for those with identified deficiencies. 

 

The Reading Sufficiency Act states those students who do not meet academic requirements for 

promotion may be promoted by the school district for good case. There are seven good cause 

exemptions for students who score Below Basic on the Oklahoma State Testing Program (OSTP) 

Reading test. If the student meets one of these exemptions, he or she may be promoted and 

receive addition help through intensive reading instruction in fourth grade as outline through an 

Academic Progress Plan.  

 

The exemptions are: 

1. Limited-English-proficient students who have had less than two (2) years of instruction in an 

English language learner program; 
2. Students with disabilities whose individualized education program (IEP), consistent with 

state law, indicates that the student is to be assessed with alternate achievement standards 

through the Oklahoma Alternate Assessment Program (OAAP); 
3. Students who demonstrate an acceptable level of performance on an alternative 

standardized reading assessment approved by the State Board of Education; 
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4. Students who demonstrate, through a student portfolio, that the student is reading on 

grade level as evidence by demonstration of mastery of the state standards beyond the 

retention level; 
5. Students with disabilities who participate in the statewide criterion-referenced tests and 

who have an individualized education program that reflects that the students has received 

intensive remediation in reading for more than two (2) years but still demonstrates a 

deficiency in reading and was previously retained in prekindergarten for academic reasons, 

kindergarten, first grade, second grade, or third grade 
6. Students who have received intensive remediation in reading through a program of reading 

instruction for two (2) or more years but still demonstrate a deficiency in reading and who 

were previously retained in prekindergarten for academic reason, kindergarten, first grade, 

second grade, or third grade for a total of two (2) years; 
7. Students who have been granted an exemption for medical emergencies by the State 

Department of Education. 
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West Ward Elementary 
  

  

Schedules for Issuing Progress Reports and  

Report Cards for the 2020-2021 School Year 

      

 

Progress Report Schedule 

   

  

Progress Report  

  
 

  

Progress Reports Go Home  

August 13 – September 15 1st Six Weeks September 16  

September 16 – October 27  2nd Six Weeks  October 28  

January 6 – February 9  3rd  Six Weeks February 10  

  February 10 – March 9 4th Six Weeks March 10  

March 10 – April 13 5th Six Weeks April 14 

    
   

  

  

  

Report Card Period  

  
 

  

Report Cards Go Home  

August 13 – January 5  First Semester January 6  

January 6 -  May 13 Second Semester  May 13  

  

      
        
 
 
 
 
 
 

 

 

 

 

    Report Card Schedule 
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