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(318) 377-2219 Fax 

 
2022-2023 Student Handbook 

Principal’s Welcome 
Welcome to E. S. Richardson Elementary School, an 

exceptional learning environment that is dedicated to 

providing the best educational opportunities for all students, 

while achieving academic excellence.  E. S. Richardson is a 

close-knit educational community that promotes the academic 

and social development of all students in a safe environment 

conducive to learning.  Our students are caring children who 

are empathetic, courteous, respectful, and proud. 

As the principal of E. S. Richardson Elementary School, I 

have the distinct pleasure of working with a devoted faculty 

and staff that cares deeply for all students and is passionate 

about teaching and learning.  At each grade level, teachers 

deliver a challenging and rigorous Tier 1 standards-based 

curriculum that promotes opportunities for continued growth 

and exploration for all students.  Our teachers utilize best 

practices to meet the educational demands of our students. 

With the support of our families, combined with our best 

professional efforts, we can ensure academic growth and 

achievement for all students at E. S. Richardson Elementary.  

Communication and support between home and school is 

critical to the fundamental success of our school.  I invite 

parents to get involved at school by volunteering, participating 

in school activities, and staying in contact with your child’s 

teachers. 

It is my privilege to be part of such an outstanding school!  

Please do not hesitate to contact me with any questions, 

comments, or concerns. 

 

Sincerely, 

Michelle Finley, Principal 

 
School Calendar 2022-2023 

July 31 .....................  Back To School Bash 
August 4 ......................  Students Begin 
September 5 ..............  Labor Day Holiday 
October 3–14 ...............  Fall Intersession 
November 21–25 .....  Thanksgiving Holiday 
Dec. 22–Jan. 4  .........  Christmas Holiday   
January 5-6 .........  Professional Development 
January 9.............  Students Return to School 
January 16 ..................  MLK Day Holiday 
Feb. 20–March 3 ......  Winter Intersession 
March 25 .............  Professional Development 
April 7–21 .................  Spring Intersession 
May 29 .......................... Memorial Day 
June 6 ....................  Last Day for Students 
June 7 .................  Professional Development 

 

Nine Weeks Schedule 
September 30 .  1st Nine Weeks Period Ends 
December 21 ..  2nd Nine Weeks Period Ends 
March 22 .........  3rd Nine Weeks Period Ends 
June 6 .............  4th Nine Weeks Period Ends 

THE PHILOSOPHY OF 
E.S. Richardson ELEMENTARY SCHOOL 

It is the belief of the faculty and staff at E. S. Richardson 
Elementary School that every student should have the 

opportunity to develop his/her full potential to become a 
productive member of society. 

It is our belief that a positive, wholesome learning 
environment should be provided that will allow students 
to experience success academically and socially, with 
emphasis on the development of self-discipline, moral 

character, citizenship, and responsibility. 
We believe the success of this philosophy depends on a 

competent, cooperative staff with a common purpose. 
Staff, pupils, parents, and community must work 
together to discover needs, master skills, seek 

knowledge, and develop appreciations, attitudes, and 
understandings that are worthwhile in our society. 

 

Mission Statement 
Richardson Pride 

Positive, Reliable Instruction 

Dedicated to Excellence 

 
School History 

E.S. Richardson Elementary School is a fourth and fifth 
grade campus which serves the city of Minden. The 

school opened in the 1949-1950 academic year, with 
Wayne Wynn Williams, Sr. (1917-2000), as the principal. 

It was the original companion school to William G. 
Stewart Elementary School, which served the western 
side of Minden and also opened in 1949 and closed in 
the fall of 2011 under a parish realignment plan. Both 

schools were part of a post-World War II bond issue. In 
1954, Williams, originally from Leesville, the seat of 

Vernon Parish in western Louisiana, switched positions 
with John L. Cathcart (1895-1969), the principal of 

Minden High School. Cathcart, a South Carolina native, 
hence took over the principalship at Richardson, as 

Williams went to Minden High School.  
Prior to the 2011 changes, Richardson offered all 

elementary grades and had nearly five hundred pupils. 
Richardson school is named for Edward S. Richardson 

(1875-1950), school superintendent of Bienville and then 
Webster parishes, and thereafter the president of 

Louisiana Tech University in Ruston in Lincoln Parish as 
well as a national spokesman on educational issues. 

 

Administration and Office Staff 
Principal ..............  Michelle Finley 
Dean of Students…Ja’Lyncia Cooksey 
Secretary.............  Haley Stewart 
Counselor............  Cheryl Frazier 
 

 
 
 

 
 

 

http://en.wikipedia.org/wiki/City
http://en.wikipedia.org/wiki/Minden,_Louisiana
http://en.wikipedia.org/wiki/School_principal
http://en.wikipedia.org/wiki/William_G._Stewart_Elementary_School
http://en.wikipedia.org/wiki/William_G._Stewart_Elementary_School
http://en.wikipedia.org/wiki/World_War_II
http://en.wikipedia.org/wiki/Leesville,_Louisiana
http://en.wikipedia.org/wiki/Vernon_Parish
http://en.wikipedia.org/wiki/Minden_High_School_(Minden,_Louisiana)
http://en.wikipedia.org/wiki/South_Carolina
http://en.wikipedia.org/wiki/E.S._Richardson
http://en.wikipedia.org/wiki/Bienville_Parish,_Louisiana
http://en.wikipedia.org/wiki/Louisiana_Tech_University
http://en.wikipedia.org/wiki/Ruston,_Louisiana
http://en.wikipedia.org/wiki/Lincoln_Parish,_Louisiana
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Open Door Policy 

The principal welcomes visits from students, parents and 
community members. Parents and other community 

members are urged to call the school office and request 
a meeting with the principal if the need arises.  Although 
E. S. Richardson Elementary School operates under an 
open door policy, there may be times when the principal 
is unavailable.  Making an appointment to meet with the 
principal ensures that no one is unduly inconvenienced.   

 
Parent-Teacher Conferences 

Parents may request a conference with any or all 
teachers throughout the school year.  The faculty and 

staff of E. S. Richardson Elementary believe that 
communication between the school and the home is of 
the utmost importance.  Parents are asked to call the 
school office and make an appointment to meet with 

their child’s teacher(s).  Faculty members will be happy 
to meet with parents at a time convenient to all parties 

concerned. 
 

Change of Address/Telephone 

If at any time during the school year, a student moves to 
a different address or has a change in phone numbers, 

the change must be reported to the office. 
 

Telephone 

The office telephone is used for school business and 
may be used by students only in cases of emergency 

and with the permission of office staff.  Students cannot 
be called to the phone.  Only messages deemed urgent 

will be delivered. 
 

Bus Transportation 

Bus transportation is provided for students residing more 
than one mile from school.  Students who refuse to obey 

the bus driver or the teachers on duty, or who fail to 
follow bus rules and regulations, may be suspended 

and/or lose transportation privileges.  
 

Changes in Transportation 

Parents must notify the school office in writing if their 
child is to ride a bus other than their usual bus or if the 
child is to be a car rider instead of a bus rider. The note 
must have the name and address of where the child will 

be dropped off. CHANGES MUST BE MADE BY 12 
NOON. 

 
Lost and Found 

All articles found on school grounds should be turned in to 
the proper places: library books should be turned in to the 

librarian, textbooks that are found should be turned in to the 
appropriate teacher.  Money and other valuables must be 
turned in to the school office.  The school faculty and staff 

cannot be responsible for valuables which students bring to 
school.  It is recommended that students leave all valuables 
at home.  If special circumstances make it necessary for a 
student to bring substantial cash or valuables to school, 

please bring them to the office for safe keeping. 
Clothing items, backpacks etc. should be permanently 
labeled with the child’s name.  Lost articles that are not 

claimed within a reasonable period of time will be given to a 
local charity organization. 

 
Disaster Drills 

Fire drill plans and tornado procedures are posted in each 
classroom.  Students should study both plans and be 

familiar with them.  When these procedures are practiced or 
if a real emergency occurs, students should move quickly 
and quietly to assigned areas and remain quiet in order to 

receive further directions and/or information. 

 
Assemblies 

During the school year, students are called together on 
various occasions for assemblies.  Most assemblies are 

held at Eastside Missionary Baptist Church.  Students are to 
report to their regularly scheduled class and walk with their 

teacher to the assembly (weather permitting).  Good 
conduct is always expected of students during assemblies.  
Good citizenship is shown through listening and showing 

support for persons conducting the programs.  Guests are 
often present at assemblies.  Student behavior is a 

reflection of the entire school, and misbehavior will not be 
tolerated.  We want to make a positive impression for 

visitors and guests. 

 
Cafeteria Procedures 

Cafeteria Rules 

All students are to exhibit good conduct in the cafeteria. 
Students must walk, not run, in the cafeteria, and are not 
to “cut” into the serving line.  No carbonated beverages 
in cans or bottles are to be brought into the cafeteria.  

No food is to be taken out of the cafeteria.  Trash must 
be picked up and placed in the wastebaskets.  Students 

are responsible for cleaning up behind themselves.  
The noise level in the cafeteria must be kept low. 

 
Serving Times 

Breakfast will be served for Richardson Elementary School 
students and staff from 7:15 A.M.-7:45 A.M. daily.  Only 

students eating breakfast may go to the cafeteria.  Students 
walking to school must be in the breakfast serving line at 
7:30 A.M.  Students may not eat on credit.  We have a no 
charge policy. The cafeteria will serve lunch to students, 
parents, and staff according to the following schedule: 

 
(Subject To Change)     

Fourth Grade – 10:20 a.m. 
Fifth Grade – 12:10 p.m. 

 
This year the Webster Parish School Board has elected to 

utilize the Community Eligibility Provision (CEP) which 
allows students to eat free of charge.  We are happy to 

announce that E. S. Richardson is one of the schools.  ALL 
meals served in the cafeteria, breakfast and lunch, will be at 

no cost to students.  You do not have to complete a meal 
application for the 2021-2022 school year.   If your child 

wishes to purchase extra items such as juice, you will need 
to send money for that. 

 
Extras: 

Milk ..................   $0.50 
Juice .................  $0.50 
Bread ...............  $0.50 
Water ...............  $0.75 
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Curriculum 

The following outline of the elementary school core 
curriculum shows the areas of study students pursue 

during their years at E. S. Richardson Elementary 
School.  The curriculum is the master plan for learning.  

Courses offered are those required by the Louisiana 
State Board of Elementary and Secondary Education 

(BESE) as well as those that are considered necessary 
for the intellectual growth of our students.  Course 

content necessarily follows the benchmarks outlined in 
the state and parish content standards. 

 
Required Subjects: 

Math 
Science 

Social Studies 
ELA 

Physical Education 
Art and Music 

Foreign Language 

 
Textbooks and Library Books 

All necessary books, materials, and supplies are given to 
students for their use during the school year and are to 

be kept clean and handled carefully.  Students must pay 
for damaged or lost books and workbooks, including 

library books.  

 
Grading  

Nine-week averages in each course are computed using 
test grades, exams, homework grades, and daily 

performance grades.  Letter grades will be assigned 
based on numeric averages as indicated: 

 
Average  Grade        

93 – 100  A 
85 – 92  B 
75 – 84  C 
67 – 74  D 
0 – 66  F 

 
S               Satisfactory Progress 
U               Unsatisfactory Progress 
N               Needs Improvement 
I                Incomplete 

 

 

 
 

 
The semester grade in any subject is determined by 

averaging the two nine-week grades.  The final grade is 
determined by averaging the two semester grades. 

 
Grading periods cover 9 weeks.  Progress reports are 

sent halfway through each grading period.  Report cards 
are sent home at the end of each grading period. 

 
Student work is sent home each Thursday.  These 

papers are to be examined by a parent and returned the 
next day by the student.  If your child is not bringing 

papers on a regular basis, please contact your child’s 
teacher. 

 
Honor Roll Guidelines 

Principal’s List: All A’s 
“A” Honor Roll: GPA of 93% 
“B” Honor Roll: GPA of 85% 

(No academic grade below 77%) 
 

Homework Policy 

Homework is necessary for the reinforcement of skills, 
which are taught daily.  Students are accountable for 

completing homework assignments.  When a student is 
absent more than 2 days, homework must be requested 
by 10 A.M.  Assignments will be ready after 2PM in the 

office. 
 

Checking Out of School 

Students may be checked out of school early by a 
parent/guardian or designated adult with identification 
and must be released to that adult by a school official.  

Early check-outs should be made before 2:30 P. M. 
Students may not check themselves out of school and 
leave the campus without adult supervision.  Excessive 
checking out of school may result in violation of truancy 
/attendance laws, and may affect grades and required 

days of attendance.  
Webster Parish policy requires that the names of 
student with five or more unexcused absences be 

turned in for attendance investigations.  The Truancy 

Department of the District Attorney’s office will notify the 
parent/guardian in the case of unexcused absences.  
Parents or guardians may be fined in the event their 

child is found to have excessive or habitual unexcused 
absences. 

 
School Tardiness 

Students arriving after 8:00 A.M. will be counted as 
tardy.  Unexcused or habitual tardiness will result in 

student being referred to the Truancy Office.  
 

School -Issued Chromebook Policy 

Students will be issued a Chromebook to use at home 
and at school during the school year.  This is property of 

E. S. Richardson Elementary.  Parents are given the 
option to purchase the $25 insurance policy that covers 
a variety of damages.  Lost or stolen Chromebooks are 
not covered by the optional insurance.  If the optional 

insurance is not purchased, parents are responsible for 
the actual cost of damaged part or Chromebook 

replacement. 
 

THE ADMINISTRATION RESERVES THE RIGHT TO 
MAKE CHANGES AND ALLOWANCES FOR ANY 

AND ALL RULES LISTED. 
 

Rules and Regulations for Students  

The following rules and regulations pertain to all 
students attending E. S. Richardson Elementary School.  
Students must recognize the authority of teachers and 
school personnel at all times. Profanity, either in words 

or gestures, is strictly forbidden.  Possession and/or use 
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of tobacco products, alcohol or other drugs is a violation 
of the drug policy of the Webster Parish School Board.  
The policy states: If anyone is caught with any drugs 

(selling, using or in possession of), parents will 
immediately be notified and possible expulsion will 
follow. Students may not leave the campus without 
permission, having checked out through the school 

office. 
 

 Students may not bring visitors to school. 

 Students are not permitted in the halls during 
class periods unless accompanied by a staff 
member or having been issued a hall pass by 
an authorized staff member.  

 The office telephone is for school business and 
may be used by students in case of emergency 
only, with permission of authorized personnel. 

 Students are not to bring cell phones, CDs, CD 
players, mp3 players, electronic games, 
pagers, etc. to school.  These items are subject 
to confiscation, and will not be returned if taken. 

 Students are to walk at all times on campus, 
with the exception of on the playground.   

 Students must respect other students’ rights 
and feelings at all times.  Students may not 
tamper or use property of other students 
without permission by the owner.  Students 
must avoid statements or expressions (both 
verbal and non-verbal) that threaten or put 
others down.  Bullying will not be tolerated. 

 Students must attend to their own business.  If 
each student is spending time taking care of his 
or her own business, there will be no time for 
others.  Gossips and instigators of trouble 
will be punished. 

 Students may not push or play rough. No 
wrestling is allowed!   

 Students may not throw rocks, dirt or any other 
item. 

 Students must keep their hands to themselves.  
Any inappropriate touch will be reported to the 
school office.  Fighting will result in severe 
consequences. 

 Students must take pride in their school.  
Students must not write on walls, tables, desks, 
or deface any area of the school. 

 All trash is to be placed in wastebaskets.  
Littering shows disrespect for the school and 
will not be tolerated. 

 In the event that a student willfully damages or 
destroys school property, the student will be 
held responsible for repair or replacement of 
that property.  This includes Chromebooks, 
novels, and anything else belonging to the 
school. 

 Rules and regulations are developed to make 
the school as safe and comfortable as possible.  
Rules are necessary to ensure that each 
student is allowed to obtain the best education 
possible while at E. S. Richardson Elementary 
School.  Students are to be held in strict 

accountability for their actions.  The basic 
rules of society are expected to be followed 
at E. S. Richardson Elementary School:  
respect for other individuals, their rights 
and their property is fundamental.   

 
Detention 

Detention is served during the school lunch and recess 
period.  A staff member supervises this detention.  

Students will serve detention by going to lunch separate 
from their classmates.  They will not be allowed to go to 

concession or to the playground.  Failure to report to 
detention will result in further disciplinary action. 

 
Richardson Elementary School Organizations 

There are many fun and interesting things to do at E. S. 
Richardson Elementary.  The following are sponsored 

and monitored by authorized administrators, faculty and 
volunteers.  All rules of conduct apply. All school fees 

must be paid in order to participate in school 
organizations. 

 
4-H 

The 4-H Club will accept any fourth or fifth grade 
student.  The club meets once a month and requires a 
$5.00 membership fee which helps to pay for project 

books.  A student does not have to raise an animal for a 
project to be in 4-H.  The club participates in several 

fundraisers and community projects during the year, a 
kid’s camp day in the spring, an awards banquet in May, 
as well as other related field trips.  Good behavior and 

participation are necessary to remain a member in good 
standing.  

 
Lighthouse Team 

Students that display the “7 Habits” and show their 
leadership skills have a special opportunity to serve at E. 

S. Richardson Elementary.  Students serving on the 
lighthouse team help with special events at school, serve 

in leadership roles, as well as help with creative ideas 
and make decisions for PBIS activities.  This elite group 
of students are the ambassadors for the school and will 
be chosen by teachers through an application process 

each year. 
 

Social Studies and Science Fairs 

The Social Studies and Science departments sponsor 
annual fairs in their areas.  Students are given the 

criteria for required projects that are to be completed 
outside of class.  Ribbons are awarded to winners, and 

selected winners compete in regional contests. 
 
 

Field Trips 

(regular, honors, and 5th grade end of year) 
Field trips to off campus sites may be planned when a 

teacher and the principal feel that such a trip would be a 
valuable teaching tool.  During field trips, all E. S. 

Richardson Elementary rules and regulations apply.  
Students must follow the school dress code and conduct 

code. Students with pending disciplinary actions or 
owing school debts are not eligible to go on field trips. 
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The Webster Parish School Board’s website contains 

many useful links for students and parents. Parents can 
check current grades and attendance for students by 

clicking the Parent Center link and following the 
directions. Information of various events throughout the 
school year will be posted on the website and is easily 

navigated. However, if you would like more information, 
please contact E. S. Richardson Elementary School. 

 

Webster Parish School System (WPSB) does not 
discriminate on the basis of race, color, national 

origin, sex, or disability. 

 
We acknowledge that the WPSB Student Handbook  

and discipline matrix is available online at 
www.websterpsb.org and understand the student is 
responsible for following the rules and regulations 

contained therein.  Each school shall provide a hardcopy 
upon request. 

 
 
 
 
 
 

Sign Up For REMIND Announcements: 

Text @esrelem to 81010 
 

E. S. Richardson Elementary Website: 

https://res.websterpsb.org 
 

http://www.websterpsb.org/
https://res.websterpsb.org/
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