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Welcome to Willcox Elementary School! 

 
Dear Families, 
 

It is my pleasure and privilege to welcome you to a new school year. On behalf of the teachers 
and support staff, I extend to you an invitation to partner with us as we work together to create 
a quality educational program for your children.  
 

This WES Handbook is being provided for your family to have a quick and convenient guide to 
access the elementary school policies and procedures. Are you curious about dress code or 
grading policies? Perhaps you have questions about gifted education? Do you want to know 
how we promote positive student behaviors? The answers to these and many other questions 
are contained in this handbook, which is updated and distributed yearly. 
   
I also wish to remind our families that our district calendar and contact information for staff and 
administration can be found on our district website, located at www.wusd13.org. Additionally, 
we post updated information on our school’s Facebook page Willcox Elementary School Home 
of the Cowkids. Please make sure to also connect with Class Dojo because that is a 
continuous format of communication between the school and families. We hope that by 
providing you with these many resources we will be able to serve you better. 
 

We look forward to working for you and with you in the coming school year! 
 

Sincerely, 
 
Mrs. Erin Bowlby 
Principal 
 
 
 

 
 
 

COWKID CREED 
 

We Are Safe 
We Are Responsible 

We Are Kind 
We Are Willcox!!!  

 
 
 
 

 
 

http://www.wusd13.org/
https://www.facebook.com/WillcoxElementarySchool
https://www.facebook.com/WillcoxElementarySchool
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Willcox Unified School District 
“Small school — Big opportunities” 

 

Mission Statement 
 

It is the mission of the Willcox Unified School District to continuously expand 
opportunities for every student. 

 

Belief Statements 
 

QUALITY RELATIONSHIPS ARE THE FOUNDATION OF EDUCATION IN OUR 
COMMUNITY. We care for and about each other. 
 
OUR SMALL SIZE IS AN ADVANTAGE. It makes it possible for us to know each student 
individually for multiple years, both in and out of school. 
 
WE UPHOLD TRADITIONAL VALUES SUCH AS RESPECT, PERSONAL AND SOCIAL 
RESPONSIBILITY, HONESTY, AND HARD WORK. As our students become adults, we 
expect them to continue to practice and model these values. 
 
WE ARE PART OF A GREATER COMMUNITY. We join with other organizations in our 
community to care for our people. 
 
QUALITY EDUCATION IS WORTHY OF SACRIFICE. It takes a commitment of time, effort, 
and resources to fulfill the responsibility of preparing our students for the future. We sustain 
our tradition of providing high quality programs and facilities. 
 
WE UPHOLD HIGH ACADEMIC STANDARDS. We expect our students to excel on accepted 
measures of academic performance and to be prepared for college and the work force. 
 
WE BELIEVE ALL STUDENTS ADD VALUE TO OUR SCHOOL COMMUNITY. We are 
committed to treating all students with dignity, honor, and respect. 

 
 

 

 
We are safe, we are responsible, we are kind… 

We are Willcox!!  
 
 
 
 
 

 
 
 



5 

 

 

 

Willcox Unified School District operates on a four-day school week schedule. School is 
in session from Monday – Thursday of each week. 

 

HOURS OF THE SCHOOL DAY 
 

Cafeteria Opens  7:30 am – 8:00 am 
Playgrounds Open  7:40 am 
First bell rings  8:00 am 
Tardy bell rings  8:05 am 
End of School Bell  3:30 pm (Students who walk or are picked up) 
Bus Recess Bell  3:40 pm (Buses pick up WES students) 

 
Kindergarten   8:00 am – 3:30 pm 
First Grade   8:00 am – 3:30 pm 
Second Grade  8:00 am – 3:30 pm 
Third Grade   8:00 am – 3:30 pm 
Fourth Grade   8:00 am – 3:30 pm 

 
STUDENTS ARE NOT SUPERVISED BEFORE 7:30 A.M. 

 
PLEASE, DO NOT DROP YOUR CHILDREN OFF, OR ALLOW YOUR CHILDREN WHO 
WALK, TO ARRIVE AT SCHOOL BEFORE SUPERVISION IS AVAILABLE. 
THE BUS DRIVER WILL SUPERVISE STUDENTS WHO RIDE THE BUS IF THEY ARRIVE 
BEFORE 7:30 A.M. 
 

ARRIVAL AND DISMISSAL 

ARRIVAL 

❖ Gates and Cafeteria open at 7:30 am. Please note there is no supervision before 7:30. 

❖ Bus riders will arrive and be dropped off at the Stewart Street gate. 

❖ Car riders will be dropped off in front of the office. Enter from Delos Street and exit at 

Austin Blvd. Keep moving, no parking! Staff will be available to assist students as they 

exit cars. STUDENTS SHOULD EXIT ONLY ON THE RIGHT (PASSENGER SIDE) OF 

CARS 

❖ Walkers/Bike Riders will enter campus on the sidewalks around the school from Delos 

St. or Austin Blvd. 

***We welcome parents to park along Delos St (Kindergarten only) or Austin Blvd if you need 

to enter campus before school or during the school day. ALL PARENTS MUST CHECK IN AT 

THE OFFICE BEFORE ENTERING CAMPUS*** 

 
DISMISSAL 

❖ Bus riders will line up at the Stewart Street gate and exit to their buses. Kindergarten 

bus riders will be walked from their classrooms to the bus gate. 
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Bus loading zone is the curb along Stewart Street.  We request that you avoid driving 
along this block between 3:25 and 3:45 p.m. daily to facilitate safe movement of District 
buses.  Children must not walk between parked buses. No persons may pick up 
students in the bus loading zone. All checkouts must be conducted through the office 

❖ Car riders will be picked up in the following locations: 

○ Kindergarten students can be met at the classroom door 

○ 1st/2nd graders will be picked up at the Phoenix Street gate. Teachers will walk 

students to the gate. PARENTS SHOULD WAIT AT GATE OR IN CAR.  

○ 3rd/4th graders will be picked up at the Austin Blvd gate 

○ Older siblings will pick up their younger siblings and walk to the older siblings’ 

gate (ex: 3rd grader picks up 1st grade sibling from Phoenix St. gate area, and 

they walk together to Austin Blvd gate). Kindergarten students with older siblings 

will be walked to the bridge to meet and walk together to the oldest siblings’ gate. 

○ AT PHOENIX ST & AUSTIN ST PARENTS MUST PARK IN A PARKING SPOT 

IN ORDER TO PICK UP STUDENTS.  

❖ Walkers will exit from the gate nearest their route home, with approval from parent, 

classroom teacher, and principal. 

❖ It is expected that parents and model good safety practices and walk only in the 

designated crosswalks. 

 

******Change in end of day routine. If your child needs to go home a different way than their 

normal routine schedule, the office requires that you call that update into the school office 

before 3:00. After 3:00 changes in students' routines are not guaranteed to happen. Changes 

to students' dismissal routines must be communicated through the school office and not with 

the student only or the classroom teacher.***************** 

 
 

ATTENDANCE 
 

The regular school attendance of a child of school age is required by state law.   Not only is it 
the law, but regular attendance is essential for success in school.  In addition, when an absent 
student returns to school, teaching time is interrupted for the other students as the teacher 
must take time to catch up the student who has been absent. By state law, absences may be 
considered excessive when the number of absent days exceed 10% of the number of required 
attendance days. 145 days of school. Therefore, absences will be excused only with a written 
explanation or phone call received the day of absence and for the reasons of:  
 

● illness 

● medical appointments 

● death in the family 

● family emergency (nature of emergency must be stated in written explanation) 
 
  
Should ten excused absences occur, it will be necessary for documentation by a doctor or 
other official of subsequent absences in order for them to be excused. Exceptions will be made 
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for any student who is identified by a licensed physician as having a chronic health condition 
that will affect regular school attendance and completes chronic health forms and 
documentation.  In this case, the District will provide appropriate educational opportunities for 
that student.  
 
TRUANCY  
 
Unauthorized or unexcused absence from school is considered truancy and will be treated as 
such. Truancy is the failure of a student to attend class or a required school function without 
being excused. This includes absence from any class or activity during the school day for 
which the student is scheduled.  It also includes any after school special help session or 
detention session that the student has been directed to attend. 
 

By Arizona Revised Statutes, a student is considered habitually truant if he or she is absent 
more than five days in a school year (unexcused) and the parents or guardians can be cited 
into court should this occur.  The parents or guardians of habitually truant elementary students 
will be referred to the proper legal authorities for failure to ensure the student’s attendance in 
school. 

BULLYING 

Prohibitions and Discipline 

Bullying is when someone says or does something intentionally hurtful and they keep doing it-
even when you tell them to stop or show them that you’re upset. Students are prohibited from 
bullying on school grounds, school property, school buses, at school bus stops, at school 
sponsored events and activities, and through the use of electronic technology or electronic 
communication equipment on school computers, networks, forums, or mailing lists. 

Disciplinary action may result for bullying which occurs outside of the school and the school day 
when such bullying results in a substantial physical, mental, or emotional negative effect on the 
victim while on school grounds, school property, school buses, at school bus stops, or at school 
sponsored events and activities, or when such act(s) interfere with the authority of the school 
system to maintain order.  All suspected violations of law will be reported to local law 
enforcement. 

Reporting Incidents of Bullying 

A student who is experiencing bullying, or believes another student is experiencing bullying, is 
to report the situation to the principal or another school employee.  A school employee who 
becomes aware of or suspects a student is being bullied shall immediately notify the school 
administrator.  School personnel shall maintain confidentiality of the reported 
information.  Please refer to District policy number JICK for further information.  
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BUS TRANSPORTATION INFORMATION 
 
 
Questions concerning bus transportation and routes should be directed to the Transportation 
Department, 384-8855.  This is also the telephone number to call should a bus-riding student 
not arrive home in a timely manner. 
 
 

CAFETERIA INFORMATION 
 
Willcox Elementary School has a full-service cafeteria. Students may purchase lunch or bring 
lunch from home. Students who bring lunch from home may purchase milk from the cafeteria. 
Students should not bring any carbonated drink in a can or bottle, as these can burst. Students 
are encouraged to bring a healthy lunch that will fuel their bodies for learning and play. 
 
BREAKFAST AND/OR LUNCH GUIDELINES 
 
Payments 
 
Payments may be made online via SKOOKI. Breakfast and lunch prices may be found on our 
district website at www.wusd13.org.  
 
Free and Reduced-Price Lunches 
 
Applications for free or reduced meals will be sent home at the beginning of the school year 
and as requested during the school year. They will also be included in the enrollment packets. 
 
Off Campus Lunch 
 
Willcox Elementary School has a closed campus. To go off campus for lunch occasionally, the 
student must be checked out and returned through the office. 
 

COMPLAINT PROCEDURE 
 
If a conflict arises between a student and a teacher, or if a parent or guardian has a complaint, 
the issue should be resolved as soon as possible.  Parents or guardians are encouraged to set 
up a conference with the teacher and express their concern directly.  In most cases, a 
misunderstanding exists and the conference will settle the issue to everyone’s satisfaction.  
However, if this does not solve the problem, a conference should be requested with the 
principal.  Should the matter remain unresolved after a conference with the principal, the 
parent or guardian should request a complaint form for personnel, which is available in the 
District Education Center outlining District complaint policies. 
 

DANGEROUS WEAPONS/ITEMS 
 
No student shall knowingly, intentionally, or recklessly go onto the school premises with a 
firearm, explosives weapon, knife, or any other dangerous or illegal instrument.  No student 
shall interfere with normal activities, occupancy, or use of any building or portion of the campus 

http://www.wusd13.org/
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by exhibiting, using, or threatening to exhibit or use a firearm, explosive weapon, knife, or other 
dangerous or explosive weapon, knife, or other dangerous or illegal instrument.  Any student 
violating this policy may be suspended or expelled.   
 

 
DIRECTORY INFORMATION 

 
Our school policy is not to release student names, addresses or telephone numbers. 
Occasionally, students could be identified in the local newspaper when they participate in 
certain school activities or win prizes. If you choose not to have your child’s information 
released under these circumstances, a Student Records form is available in the office for 
parental signature. 
 
 

DISCIPLINE BEHAVIOR PLAN 
 
PHILOSOPHY OF STUDENT BEHAVIOR 
 
We believe all students can behave at school and on the way to and from school. All students 
have a responsibility to behave in a manner that allows teachers to teach and students to 
learn.  Student behavior should not violate the best interest of any individual in the school 
community. 
 
The total school community (parents, students, school personnel and community members) 
share in the responsibility for maintaining a positive campus climate.  The administration, 
teaching staff and other school personnel have the responsibility to determine when a 
student’s behavior is inappropriate, disruptive, unsafe, or in violation of school 
rules/regulations.  Staff members are trained in methods of positive behavior supports and 
crisis intervention, including the use of Crisis Prevention Institute’s Nonviolent Crisis 
Intervention®. 
 

 

 

 

We Are Safe! 

We Are Responsible! 

We Are Kind! 
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At WES a Cowkid is Safe, Responsible and Kind. These expectations are defined across 

school settings in the expectation’s matrix included in this handbook. 
 
The Willcox Elementary School Cowkid Matrix is used to guide lesson planning and teaching of 

prioritized behavioral expectations across settings. In PBIS, instruction of social behavior is viewed in 

much the same way as academic instruction. The same principles of effective academic instruction apply 

for teaching social behavior. In the same way that we shouldn’t punish kids if they can’t do math 

problems, we should not punish students for not knowing the behavioral expectations or routines… 

instead we must teach them. It is our responsibility to prepare our Willcox Cowkids to be successful 

socially by teaching behavioral expectations and school routines from the beginning of the school year, 

followed by periodic review throughout the year.  
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Willcox Elementary School Cowkid 

Expectations & Routines Matrix 

 

Willcox Elementary School Behavior Expectations Matrix 
 

WE ARE WILLCOX! 

 Arrival 
 

Restroom
s 

Bus 
Lines 

Cafeteria Office  Sidewalks Playground Dismissal 

 
 
 
 
 

We 
 

Are 
 

Safe 

-walk on 
sidewalks 
 
-stay in the 
cafeteria or 
the flagpole 
area 
 
-stand 
appropriately 
in lines with 
your 
belongings 
 

-keep 
hands and 
feet to self 
 
-keep 
floors and 
walls dry 
 
-
remember 
your 
purpose 

-walk on 
sidewalks 
 
-stay in 
line 
 
-follow 
directions 
 
-hands, 
feet, and 
objects to 
self 
 
 
 

-walk 
 
-keep 
hands 
and feet 
to self 
 
-carry 
tray with 
both 
hands 
 
-sit  

-walk  
 
-stay in 
your area 

-walk  
 
-hands, feet 
and objects 
to self  
 
-stay in 
your space 

-follow 
equipment 
rules 
 
-follow game 
rules 
 
-kind hands 
and feet 

-walk on 
sidewalks 
 
-cross at 
crosswalks 
 
-watch for 
moving 
vehicles  
 
-wait for 
crossing 
guard 
 
 

 
 
 

 
 

We 
 

Are 
 

Responsible 

-arrive 
between 7:30 
am  
and  
8:00 am 
 
-go to 
assigned 
area 
 
 

-flush, 
wash, dry, 
goodbye 
 
-keep 
restroom 
clean 
 
-leave no 
trace 

-backpack 
closed 
 
-wait 
patiently  

-make 
healthy 
food 
choices 
 
-leave no 
trace  
 
 
 
 

-remember 
your 
purpose 
 
-follow the 
“Seven 
B’s” 

-follow 
directions 
 
-straight 
there, 
straight 
back 
 
-be aware 
 

-ask 
permission 
before 
leaving area 
 
-try to solve 
problems on 
your own 
 
-put toys 
away 
 
-line up 
when the 
bell rings 
 

-be ready for 
dismissal  
 
-take all 
your 
belongings 
with you  
 
-go to the 
right place 
 

 
 
 
 

We 
 

Are 
 

Kind 

-show good 
manners 
 
-polite 
greeting 
 
 
 
 
 
 
 
-Voice  
Level:  2 
 

-show 
good 
manners 
 
-respect 
privacy 
 
 
 
 
 
 
 
-Voice 
Level:  0 

-respect 
space 
 
-respect 
property 
 
 
 
 
 
 
 
-Voice 
Level:  2  

-use table  
manners 
 
-be polite 
and 
friendly 
 
-kind 
words 
 
 
 
-Voice 
Level:  1  

-be polite 
and 
friendly  
 
-wait your 
turn 
 
 
 
 
 
 
 
-Voice 
Level:  1 

-enjoy the 
plants with 
your eyes 
 
-remember 
others are 
learning  
 
 
 
 
 
-Voice 
Level:  0 

-use kind 
words 
 
-share 
 
-include 
everyone 
 
-take turns 
 
 
 
-Voice  
Level:  5 

-be polite 
and friendly 
 
-stand 
quietly in 
assigned 
area when 
waiting for 
pickup 
 
 
 
-Voice  
Level:  2 
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Acknowledgement System  
On a daily basis, a student can earn “Cowkid Coupons” when they are caught being Safe, 

Responsible and/or Kind by a staff member (see matrix for examples). There will be many 

instances when a student will receive verbal praise, a smile, wink or nod instead of a 

Cowkid Coupon. The staff member may choose to give a Cowkid Coupon in order to have 

greater impact. Cowkid Coupons are intended to serve as a reminder to staff to catch 

kids doing the right thing, in pursuit of a 5 to 1 positive to negative ratio at Willcox 

Elementary School. All students should receive Cowkid Coupons when they engage in 

positive behavior… we do not want to exclude those students who are always engaging in 

appropriate behavior or those students who are more at-risk for challenging behavior. All 

students deserve and need to be recognized for positive behavior.  

 

Sample Cowkid Coupon 
             (Front)                        (Back) 

Cowkid Coupon 
 
  _____ You Are Safe 
 
  _____ You Are Responsible 
 
  _____ You Are Kind 

 
 
 
 
 
 
Name  _____________________________ 
 
Room #  ___________________________ 
 
Teacher  ___________________________ 

  
3 Quick Steps for Giving Tickets 
1) "Thank you...." 
2) "for being (Safe/Responsible/Kind) ...." 
3) "by (state the observed behavior and give 
the ticket)" 
 
Example: 
"Thank you, Alyssa, for being responsible by 
bringing your binder and completed 
homework.” 
 

⮚ Person who is being acknowledged 

checks the expectation and writes 

their name on the ticket. 

⮚ Person doing the acknowledging 

makes  sure they wrote their name on 

the ticket.  
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Expectations Violation Response 

Continuum of Problem Behaviors 
 

 Level 

 Staff Managed 

Non-Reported 

Staff Managed  

Reported  

Office Managed 

 Reported 

Office & 
Community 

Behavior 
Type 

Minor 

Level 1 

Minor      

Level 2  

Major        

Level 3 

Illegal 

Definition
  

A problem behavior 
that has low 

intensity, short 
duration, and does 

not occur with 

regular frequency. 

 

 

 

Staff responds by 

reteaching the 
appropriate 

behavior & rule.  

Minor behaviors 
repeated over 

time or is of 
medium 

intensity  

 

 

 

 

Staff can 

respond with 
reteaching and 

consequence. 

A problem 
behavior that 

has high 
intensity, or 

extended 
duration,  or 3rd 

incident per 
grading period of 

the same/similar 

nature 

Staff member is 
not able to or 

should not 

respond to 

independently 

Behaviors that 
are defined by 

the law to be 

illegal. 

 

 

 

 

Staff member 
is not able to 

or should not 
respond to 

independently.  

Examples 
-Not following 
directions 
 
-Excessive talking 
 
-Brings forbidden item 
 
-Failure to 
complete/hand in 
assignments 
 
-Inappropriate 
language 
 
-Unintentional/ 
isolated incident  

-Repeating/ 
ongoing level one 
behaviors 
 
-Level one 
behaviors that 
cause harm to 
others 
 
-Cheating 
  
-Horseplay/unsafe 
behavior on the 
bus 
 
-Refusal to comply 

-Bullying 
 
-Vandalism/ 
Property damage  
 
-Threatening 
motions, language, 
gestures, racial 
slurs 
 
-Aggressive 
verbal/physical 
contact 
 
-Theft 

 

- Leaving 
campus without 
authorization 

-Bringing/having 
weapons drugs 

-Cigarettes, 
matches, lighters, 
firecrackers  

-Possession of 
tobacco/ drugs/ 
alcohol 

 



14 

 

 

 

Procedures 1. Refer to behavior 
expectations “Are 
you being.../How 
can you be safe/ 
responsible/kind?” 

2. Remind the student 
of the expectations 
“Remember to use 
kind words.” 

3. Student restates 
the expectation 
“What can you 
do?” 

4. Reteach and give 
opportunity to 
practice. 

5. Acknowledge, 
thanks for following 
directions, and 
notify the student 
of plan to follow up 

6. Praise student in 
follow-up 

1. Fill out “Whoa” 
slip  with student 
when student is 
ready (must be 
entered into 
SWIS by the 
end of the day) 

2. Refer to steps 
for level 1 

3. Consequence is 
administered by 
Reporting 
person 

4. Put in the 
classroom 
teacher’s box. 

5. Reporting 
person or 
classroom 
teacher contacts 
parent when 
appropriate 
(severity or 
frequency) 

1. Fill out ODR 
form 

2. Send to/ 
communicate 
with 
administrator  

3. Administrator 
investigates and 
implements 
consequence 

4. Parent 
Contacted 

1. Ensure safety 
of students and 
staff then follow 
procedure of 
major behaviors 
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Correction System – Responding to Problem Behavior 

  
Consequences for problem behavior are used after explicitly teaching and reinforcing the 

behaviors within the expectation matrix. Despite our best attempts to set students up 

for success in a positive environment that prevents problem behavior, kids will still 

occasionally engage in problem behavior – they are kids! When responding to problem 

behavior at Willcox Elementary School, we will be guided by the following principles: 

●  We will respond to problem behavior only in ways that maintain the safety, well-

being and dignity of the child. 

●  A primary focus of responses for problem behavior is the explicit teaching of 

expected behaviors 

●     Our primary goal in responding to problem behavior is to minimize the loss of 

instructional time for that student and all other students in the setting 

● Primary goals in responding to problem behavior are to identify minor problem 

behavior early and quickly and calmly redirect the student back to the task at 

hand. If the student does not respond to initial redirects pre-planned 

consequences may be required. 

  
Level 1: 
Staff are encouraged to deal with minor problem behavior in the classroom. The response 

to many behaviors will be a simple redirection and return to instruction (e.g. redirect to 

task, a calm reminder to engage in the expected behavior, or recognizing a neighboring 

peer for exhibiting the expected behavior). Addressing behaviors with individual 

students in a respectful manner is always the goal.   
  

Level 2: 
For student behavior that persists beyond a warning or repeated redirection, disrupts 

instruction, or recurring student behavior, a teacher redirection may be paired with an 

“Whoa” slip. When delivering an Whoa slip, staff members should clearly identify the 

behavior of concern, link it to violation of a school-wide rule and use the opportunity to 

have the student practice the expectation.  

 

Consequences are administered by the reporting person. If the person giving the “Uh-Oh” 

slip is not the classroom teacher, the staff member will deliver the slip to the “Uh-Oh” 

slip box located in the school office. The classroom teacher will be responsible for 

checking this box daily.  
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“Whoa” slips must be input into SWIS in a timely fashion, preferably by the end of the 

day that the slip was given.  

 

Parents may be contacted at this level according to the severity of the expectation 

violation.  
  

Level 3: 
A problem behavior that has high intensity, or extended duration,  or the third incident 

per grading period of the same/similar nature will result in Office Discipline Referral 

(ODR). Such offenses will merit parent communication via a message in Class Dojo and/or 

a phone call and mail notification and will likely result in some disciplinary action. 

Disciplinary responses for Level 3 offenses will focus on minimizing the loss of 

instructional time and focus on returning the student to the classroom as quickly as 

possible when it is safe to do so. Once again, instruction of the expected behavior, 

including student practice, should be a consistent component of all disciplinary responses. 

 

Students will be required to complete a “Better Choices” reflection paper when an ODR is 

written. The ODR will be input into SWIS by the end of the day that it was written.  
  
A progressive series of consequences may include students being kept in from a recess 

one day in order to re-teach expected behavior related to their infraction. As much as 

possible, natural consequences for behavior will be issued (e.g. writing an apology, making 

up missed instructional time), which may include restitution for damaged property. Out of 

school suspension may be warranted in the most extreme cases, but only when the 

physical safety of the student, peers and/or staff are of concern. In such cases, every 

attempt will be made to instead use in-school suspension and maintain access to 

instructional activities to the greatest extent possible. 
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Willcox Elementary School 

Major vs Minor Problem Behaviors 

Definitions and Examples 

~WE ARE SAFE~ 

Problem 

Behavior 

 

Minor Examples 

(Staff Managed) 

 

Major Examples 

(Office Managed) 

Physical Contact 

(3-5 points) 

Poking, tripping, bumping into others, 

horseplay, unwanted hugging 

 

Non-reported: unintentional contact,  

isolated incident when student 

responds to reteaching of appropriate 

behavior and/or when behavior does 

not cause harm to others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior and/or behavior 

causes harm to others 

Reported: Hurting others (student 

or adult), hitting, pinching, pushing, 

throwing down, biting, twisting 

arms, rough horseplay, fighting or 

instigating, unwanted or 

inappropriate touching 
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Abusive/Inapprop

riate Language 

(1-2 points) 

Verbal messages that include 
swearing, name calling or use of 
words in an inappropriate way. 
 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior of saying 

mean things, teasing, disrespectful 

words or put downs, incitement, 

telling someone to be mean to 

someone else 

 

Reported: more than one incident of 

previous behaviors, and/or when 

behavior causes harm to others 

Reported: Use of racial slurs and 

other discriminatory words (retard, 

gay, lesbian, n-word) 

Taunting, threats, intimidation 

Bullying 

Saying bad words, making obscene 

gestures 

Saying things about someone’s 

private areas that is embarrassing 

and makes them feel uncomfortable 

or other sexual comments 

Bus Misconduct 

(1-2 points) 

2 bus referrals 

may equal bus 

suspension 

Yelling, out of seat, horseplay 

 

Non-reported: isolated incident when 

student responds to reteaching and 

reinforcement of appropriate behavior 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior 

Reported: Refusal to comply with 

bus driver’s directions 

Fighting 

Unsafe Campus 

Behaviors 

(1-2 points) 

Running on sidewalks and inside 

buildings 

Throwing food in cafeteria 

Throwing rocks 

Climbing fences, trees, or on planters 

Misuse of playground equipment 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior and/or when 

behavior does not cause harm to 

others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

Reported: Repeatedly running on 

sidewalks and inside buildings, 

throwing food in cafeteria, throwing 

rocks, climbing fences, trees, or on 

planters, or misuse of playground 

equipment 
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appropriate behavior and/or behavior 

causes harm to others 

Forbidden, Illegal 

or Dangerous 

Items 

(1-5 points) 

Bringing/having toys or other things 

you shouldn’t have at school 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior and/or when 

behavior does not cause harm to 

others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior and/or behavior 

causes harm to others 

Reported: Bringing/having 

weapons, (something that can 

really hurt someone or that you say 

is to hurt someone), drugs, 

cigarettes, matches, lighters, 

firecrackers or other things that 

explode 

~WE ARE RESPONSIBLE~ 

Problem 

Behavior 

Minor Examples 

(Staff Managed) 

Major Examples 

(Office Managed) 

Disruption 

(1-2 points) 

Refusing to work, not allowing 

teacher to teach and other students 

to learn, loud talking or yelling, out of 

seat without permission (brief 

interruption in teaching and learning) 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior and/or when 

behavior does not cause harm to 

others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior and/or behavior 

causes harm to others 

Reported: Refusing to work and 

comply with directions after 

warnings and reteaching, causing 

instruction to stop for the whole 

class for extended period of time 

Destruction of 

Property 

Carelessly breaking or tearing 

something that belongs to someone 

Reported: Tagging, clogging toilets 

or sinks, intentionally destroying 
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(1-2 points) else 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior and/or when 

behavior does not cause harm to 

others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior and/or behavior 

causes harm to others 

equipment 

Dress code 

(1-2 points) 

Wearing clothing that does not fit 

within the dress code guidelines as 

stated in student handbook 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior 

Reported: Wearing clothing that 

has inappropriate language or 

pictures 

Chronic failure to respond to staff 

requests 

Digital 

Responsibility 

(1-2 points) 

Using personal technology at school, 

i.e. phone, watches, tablets.  

Using school technology 

inappropriately, i.e. visiting any 

website that the teacher has not 

directed the students to use.  

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior to leave 

personal technology at home or only 

use websites instructed by teacher 

 

Reported: repeated incidents when 

student does not leave technology at 

home  

 

 

 

 

Reported: Conducting web 

searches for inappropriate content 

or messaging inappropriate content 

using a school device. Refusing to 

comply with digital responsibility 

expectations.  
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~WE ARE KIND~ 

Problem 

Behavior 

Minor Examples 

(Staff Managed) 

Major Examples 

(Office Managed) 

Hurtful/Inappropri

ate Language 

(1-2 points) 

saying something that hurts 

someone’s feelings 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior and/or when 

behavior does not cause harm to 

others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior and/or behavior 

causes harm to others 

Reported: Repeated hurtful 

comments or language 

Dishonesty 

(1-2 points) 

Copying or otherwise getting the 

answers to tests or assignments in an 

effort to get a better grade than you 

deserve 

Writing or using another person’s 

signature or initials 

Telling things that are not true 

Falsely denying involvement 

Taking advantage of others (trading) 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior and/or when 

behavior does not cause harm to 

others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior and/or behavior 

causes harm to others 

Reported: Repeated dishonesty 

Being dishonest about serious 

issues 

Taking advantage of others 

(scamming) 

Stealing 
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Defiance/Disrespe

ct/ Non-

compliance 

(1-5 points) 

Noncompliance in non-aggressive 

way (ignoring, daydreaming, doing 

nothing) 

Acting out for attention 

Talking back 

Out of area 

 

(for verbal disrespect also see 

Inappropriate Language) 

 

Non-reported: isolated incident 

when student responds to reteaching 

of appropriate behavior and/or when 

behavior does not cause harm to 

others 

 

Reported: repeated incidents when 

student does not respond to 

reteaching and reinforcement of 

appropriate behavior and/or behavior 

causes harm to others 

Reported: Running away, leaving 

classroom without 

Noncompliance with aggression 

(physical or verbal) 

 

(for verbal disrespect also see 

Inappropriate Language) 

 

 
PROGRESSIVE DISCIPLINE 

Parents and students must be aware of school board policy and procedures concerning 

acceptable and unacceptable behavior in our school, on our buses, etc. Progressive discipline 

is based upon the belief that an individual does not have the right to infringe upon the rights of 

others. Also, all people concerned with the school have the responsibility of creating a positive 

environment within the building, on school property, or at any school event. 

 

Willcox Elementary School will implement a point system as a part of the discipline process. All 

points will be assessed by the building administrator or designee, as the result of a behavior 

referral. Students with behavioral plans on IEPs will be considered on a case-by-case basis for 

accumulation of points. Teachers will try to resolve problems prior to referring a student to the 

office. This procedure will apply to the entire academic year to all academic levels and is the 

behavior expectation for our students at school and at all school sponsored events. 

 

Any points assessed during the last twelve (12) days of school may be held over to the 

following year on the individual’s point record. 

 

1. One (1) point = warning (administrative conference)  

2. Two (2) –  (8) points = one to nine recesses detention (Behavior Reflection Room-BRR). 

3. Six (6) - Twelve (12) = one to three days of either BRR or Suspension. 

4. Nine (9) points = mandatory parent/guardian conference with administration (and 



23 

 

 

 

possibly teachers) will be required for the student to return to regular school session. 

5. Thirteen (13) points = one to five days of Suspension--In school or Out of School. 

6. Fourteen (14) - fifteen (15) points = one to nine days of Suspension--In or Out of School 

7. Sixteen (16) points = immediate suspension from school and recommendation for Long 

Term Suspension/Expulsion from school. 

 

Point Roll Backs 

1. If a student accumulates zero (0) points for four (4) consecutive school days, their 

individual point total will be reduced by one (1) point for each following consecutive day 

by action of the building administrator or designee. 

2. Students may also participate in school community service activities to reduce their 

point total. One half-hour of school community service equals one point deducted from 

the accumulated points.  

3. When a student ends the current school year, all points will be rolled back to zero (0) for 

the next school year. However, any student who is given points during the last twelve 

(12) days of school may be carried over to the next school year. 

 

 
Accumulation of points will also guide staff about putting in behavioral interventions. Tier II 
interventions include a Check-in Check-out process. Students have a coach who checks in 
with them daily about behavior success. Tier III interventions include conducting a Functional 
Behavior Assessment (FBA) to determine the function of a student’s behavior and creating an 
intervention plan.  
 
The maximum response to any problem area after multiple violations of any rule is expulsion 
from school.    A single incident of great magnitude and/or of multiple violations can also result 
in expulsion. 
 

 
DISTRICT GOVERNING BOARD MEETINGS 

 
District Governing Board meetings are held on the first Tuesday of each month at 6 p.m. in the 
District Education Center Board Room located at 480 North Bisbee, 384-8607.  Special 
meetings are called from time-to-time as necessary and are announced to the public.  All 
interested parties are invited to attend the Board meetings.  The agenda is posted on the 
district website.  
 

DONATIONS 
 
Tax deductible donations can be made to the Elementary School for the purpose of field trips 
or extracurricular activities.  Donation forms are available in the office. 

 
 

DRESS CODE 
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Children’s clothing should be comfortable, clean, modest, and neat. Clothing should fit the 
child at his/her present size (not too tight or too baggy). The following information is  meant to 
assist in choosing proper attire: 
 

● Shirts/tops/blouses should be no longer than fingertip length  
● Pants/jeans/shorts should not be excessively baggy 

● Obscene language, slogans, graphics, or advertisements for controlled substances, 
including tobacco or alcohol, on clothing are expressly prohibited  

● Bandanas may be worn as a class on special projects and events at school if the 
teacher wishes  

● Tank tops with straps at least three fingers in width – no spaghetti straps 

● Fingertip length shorts are acceptable.   
● Shoes must be worn at all times (No Cleated shoes, high heels, or shoes with wheels-

wheelies) 
● Flip-flops often break during active play and are not allowed 

● Slits and holes in clothing, see-through clothing, are not acceptable 

● Bare midriffs are not acceptable  
● Headwear may not be worn indoors on campus 

● Caps should be worn with the bill facing forward rather than to the side or back 

● On the day of scheduled P.E. classes, it is recommended that children wear jeans or 
shorts and appropriate shoes for running 

● Expensive clothing, jackets, and caps are discouraged, as Willcox Elementary School 
cannot be responsible for such items 

● Umbrellas may only be used if it is actively raining 
 

 
EARLY CHECK OUT PROCEDURES 

 
No student will be removed from the school grounds, from any school building, or from any 
school function during school hours except by a person authorized to do so by the student's 
parent or by a person who has legal custody of the student, except as A.R.S. 8-303, 8-304, 
and 8-802 shall apply. Before a student is removed, the person seeking to remove the student 
must present, to the satisfaction of the principal, evidence of his proper authority to remove the 
student.  If any police or court official requests the dismissal of a student during school hours, 
parents will be notified as soon as possible. Signing the student out is required and absence or 
tardies will be indicated on student’s attendance. 
 
All checkouts must be conducted through the office. 
 

EMERGENCIES 
 
The decision to delay opening of school or to dismiss school early will be made by the 
Superintendent. 
 
The Superintendent will develop regulations to implement the requirement that all staff 
members report to their assigned schools to assist in the supervision of students. 
 

http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/8/00303.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/8/00304.htm
http://www.azleg.gov/viewdocument/?docName=http://www.azleg.gov/ars/8/00802.htm
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If the Superintendent decides to delay, cancel classes, or dismiss classes early, the automated 
message system (Power Announcement) will be used to notify parents. Parents should ensure 
that the school office has correct and updated contact information.  The police and local radio 
stations will be notified and asked to assist in disseminating that information. Information will 
be available on the WUSD website, Facebook, and Class Dojo. 
 
If the Superintendent decides to dismiss school early, the above procedure for early dismissal 
of students shown above will be followed. 
 
Staff members may be released by the principal when they are no longer needed to supervise 
students. 
 
The principal will remain at the school until all students have departed. 
 
The Superintendent will notify each Board member of the decision, if possible, and will also 
notify them when all students have departed from all schools. Legal Ref.: A.R.S. 15-341(A)(1) 
 
 

ENROLLMENT AND WITHDRAWAL 
 
 
ENROLLING YOUR CHILDREN IN SCHOOL 
 
Arizona law requires a child to be five (5) years of age PRIOR to September 1 to enroll in 
kindergarten. Arizona law also requires that an immunization history, birth certificate, and proof 
of residency within school district boundaries be submitted for each child entering a public 
school for the first time. It will be necessary for the parent or guardian to come to the office to 
fill out the necessary forms, and to bring the child’s immunization record and official birth 
certificate at that time. Please call the school office between 8:00 a.m. and 2:00 p.m. for 
assistance if needed. 
 
The school principal will determine classroom placement.  Under the authority of school 
districts to assign children to classrooms as deemed in the best educational interests of all, the 
Governing Board authorizes the principal to grant or deny requests for a student to be placed 
in a specific teacher’s classroom.  In reviewing such requests, the principal will take into 
account the best interests of the student and the balance of classrooms at that grade level 
regarding numbers of students, gender and ethnic balance, special need students, etc., and 
any other factors which may have an impact on the education of the student in question and 
other students at that grade level.  
 
WITHDRAWAL 
 
To withdraw a student, the parent or guardian should come to the office to fill out appropriate 
papers as soon as a definite date is known.  Classroom and library materials must be returned 
and cafeteria accounts cleared. 
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FEES 
 
Fees are assessed for such things as lost or damaged textbooks, library books, or school 
materials.  If the book is lost, full replacement value is charged.  If the book is damaged, a fee 
is charged based upon the age and condition of the book. 
 
When money is sent for a specific purpose (book replacement, meal tickets, pictures, etc.) 
checks are preferred in a sealed envelope with the child’s name, room number, and the 
purpose for the money written on the envelope. 
 
Generally, students are not to bring money to school. 
 

 
FIELD TRIPS 

 
Parents give permission for field trips on their child’s enrollment form.  The teacher will notify 
parents, in writing, before planned trips with the exception of walking field trips in the school 
area. 
 
Students are expected to follow the expectations and rules leading up to and during field trips.  
Field trips are an educational opportunity and all provisions needed for all students to attend 
the educational activity will be ensured.  
Occasionally, a fun experience is provided and students may be denied the privilege of a fun 
experience due to an accumulation of and ongoing inappropriate behavior. Alternate plans will 
be discussed between teacher and parent leading up to the activity.  
 
All educational trips are supervised by school personnel.  Classroom teachers may request 
additional parent supervision as chaperones.  However, siblings or any preschool-aged 
children are not allowed to accompany parents.  
 
CHAPERONE RESPONSIBILITIES 
 

● Chaperones on field trips must be 18 years of age or older.  
● Volunteer paperwork must be completed at least two weeks before attending field 

trips. 
● A small group of students will be assigned to one adult for immediate supervision at all 

times. This means that your group must remain together on the bus, at the venue and 
during comfort breaks. Please be strict about your small group staying within arm’s 
reach of you at all times. 

● Siblings or other family members are not invited on field trips due to liability 
policies. 

● Teachers may elect to serve as a floater between each escorted group in order to serve 
as the support person to administer first aid or address disciplinary actions for all of the 
groups present. 

● Please help the students in your care represent our school well by following all the 
marked public signs for appropriate use of the facility we are visiting. If a student fails to 
cooperate with you be sure to notify the teacher that you would like extra support for this 
student. 
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● Please have students wear their jackets or tie them around their waists (if applicable). 
Do not offer to carry the jackets for them as this may become a burden for you. 

● Please plan to bring your lunch from home. This is to avoid having some students visit 
the snack bar with their chaperone while others go without. Our policy is that students 
need not bring money on any field trip, unless designated by the teacher. Do not visit 
the souvenir shops, restaurants, snack bars or vendors. It may be tempting to indulge 
your child’s group with a treat but unless you are willing to provide this same experience 
for all students participating in the trip we ask that you refrain from doing this. This is a 
firm policy based on fairness to all. 

● Allergies – as a general rule do not offer nut products to students or apply sunscreen to 
a child in your care. 

● Be sure to return to the designated time and location for a prompt departure at the end 
of the day. It is important to ride the same bus for your return trip. 

 
State law requires that all volunteers who are not the child’s parent must have fingerprints 
taken. There is a fee to process the fingerprints with the State of Arizona and the FBI. An 
additional charge is applicable when fingerprints are taken. The elementary school has no 
funds available to pay for these costs. Unfortunately, we cannot ask anyone to pay the charges 
but also cannot allow a person to accompany or meet at a field trip site without the fingerprints. 
 
Chaperones are expected to ride and to help supervise students on the bus as well as at the 
activity.  Family members not in the class taking the field trip are not permitted to attend the 
function. 
 

FIRE DRILLS & EMERGENCY DRILLS 
 
Fire Drills 
Periodically fire drills will be held.  The greatest danger is panic.  If you know what to do, you 
will not panic if the real thing happens. Stay cool and follow these rules. 
 

● Know your exits!  Know where the nearest exit is from every part of the school. Know 
the next nearest exit. 

● Obey orders promptly!  When the alarm rings, walk quickly to the door in single file and 
do not talk.  Listen for directions from your teacher or any other school personnel 

● Keep moving!  Do not stop to go back for books, clothes, equipment, etc. 
 
Emergency Drills 
Our Emergency Plan provides for response to all types of emergencies. Depending on the 
Circumstance of the emergency, we will use one of the following protective actions and will 
practice these situations with students so that they can stay cool in:  
 

● Sheltering-in-Place: Sudden occurrences, weather or hazardous materials related, may 
dictate the taking cover inside the building is the best immediate response. 

● Evacuation: Total evacuation of the facility may become necessary if there is a danger 
in the building or the area. In this case, children may be taken to an alternate relocation 
location. 
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● Lockdown: Lockdown is called when there is a threat or a hazard inside the school 
building. From parental custody disputes to intruders to an active shooter, lockdown 
uses classroom and school security actions to protect students and staff from threat. 

 
 

FUND RAISING 
 
District regulations allow students to participate in fund raising connected with specific school 
activities.  At parent’s or guardian’s option, children have helped raise funds for such 
organizations as the Heart Fund, Multiple Sclerosis, St. Jude’s Children’s Hospital, etc.  
Participation is entirely voluntary. 
 

GIFTED EDUCATION 
 
Arizona State Statute requires that schools provide special services for children who are 
academically advanced. Such children are defined by statute as “gifted”. The specific definition 
is as follows: 
 

“Gifted child” means a child who is of lawful school age, who due to superior intellect or 
advanced learning ability, or both, is not afforded an opportunity for otherwise attainable 
progress and development in regular classroom instruction and who needs special instruction, 
or special ancillary services, or both, to achieve at levels commensurate with his or her intellect 
and ability.” (A.R.S. 15-761.7) 
 
WUSD’s gifted education program is committed to providing appropriate services for students 
who require differentiated educational programs and/or services beyond those normally 
provided by the regular school program. Enrichment and accelerated learning opportunities are 
offered to meet the cognitive and affective needs of gifted children, including clustering 
(placing identified gifted students in the same classroom in groups of 3-5) with professional 
assistance by the gifted coordinator to help the classroom teacher prepare challenging 
programs for each individual gifted student. 

WUSD uses the Cognitive Abilities Test to identify students who qualify for gifted services. All 
second-grade students take this test. For information of exact testing dates, or for a nomination 
form, please contact the Willcox Elementary School Principal at 384-8603. 
 

GRIEVANCE PROCEDURE 
 

If a conflict arises between a student and a teacher, or if a parent or guardian has a complaint, 
the issue should be resolved as soon as possible. Parents or guardians are encouraged to set 
up a conference with the teacher and express their concern directly. In most cases, a 
misunderstanding exists and the conference will settle the issue to everyone’s satisfaction. 
However, if this does not solve the problem, a conference should be requested with the 
principal. Should the matter remain unresolved after a conference with the principal, the parent 
or guardian should request a complaint form for personnel, which is available in the District 
Education Center. 
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HEALTH AND SAFETY 
Health Screens 

Vision and hearing screens are performed annually on certain grades, students new to the 
district and all special education students (9 A.A.C. 13, Article 1 Hearing Screening). Parents 
or guardians must inform the school in writing if they do not wish their student to participate.  
 
Immunizations 
Every student must have an up-to-date immunization history on file. Proof of immunization 
must be provided from a documented source.  State regulations allow for exemption of the 
basis of medical or personal belief. (Arizona Revised Statutes §15-871- 874; and Arizona 
Administrative Code, R9-6-701–708). The appropriate immunization must be obtained by the 

specified date or the student will be excluded from school until proof of the immunization or 
exemption is provided.  

 
Communicable diseases  
For the protection of the other students and employees, if any of these symptoms, conditions 
or illnesses are found or suspected during the school day your child will be sent home. Pink 
eye, uncontrolled cough, diarrhea, impetigo, chicken pox, staph/MRSA infractions, strep throat 
and vomiting. For a fever of 100.4 or greater, students will be sent home and should remain 
home until fever-free for 24 hours without the use of fever-reducing medicine. Most students 
can safely return to school after being treated with antibiotics for 24-48 hours.  
 
Medication at School 
Prescription Medication Guidelines: All medication for students must be brought to the school 
by a Parent or Legal Guardian.  All Medications will be kept in the school office in a locked 
cabinet. Medication will not be accepted in baggies. A completed Parents’ Consent for Giving 
Medication at School form must be completed before medication will be administered. 
Prescription medication must be prescribed by a physician. The medication must be in its 
original prescription container with the dispensing pharmacy’s label, student’s name, name of 
medication, authorizing doctor's name, instructions for use including time of day medicine is to 
be dispensed.  Medication must have a current date and not be expired. All controlled 
medication will need to be signed in and signed out by parent or guardian and will not be sent 
home with the student. EpiPen’s will require an Allergy Action Plan Form with parent/guardian 
and physician signature. Inhalers will require an Asthma Action Plan Form with 
parent/guardian and physician signature. Insulin/glucometers will require a Diabetic Action 
Plan Form with parent/guardian and physician signature.      
  
Over the Counter Medications                   
We stock a small supply of over the counter medications in the school health office. The 
medication dose will be according to the manufacturer’s recommendations for age and weight. 
Over the counter medications can only be given with a parent/guardian’s written consent 
completed on the Medication Permission Card.  
 
Epi Pens 
Arizona Schools stock epinephrine pens for rapid response against life threatening allergy 

attacks. There are epinephrine pens are located at each of the school offices.  

The Law (SB 1421)  A.R.S. 15-157 Arizona Administrative Code R7-2-809  

http://www.azleg.gov/FormatDocument.asp?inDoc=/ars/15/00157.htm&Title=15&DocType=ARS
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HOMEWORK 
 
From time to time, teachers will assign students work to be completed at home.  Parents or 
guardians are encouraged to provide a special time and place for homework.  Depending on 
the age of the student, maximum work time is established by the classroom teacher.  Should 
there be questions regarding the amount of time your student is spending on homework, 
please consult the teacher. 
 
Daily Home Reading 
 
Students improve their reading by reading regularly themselves and by listening to someone 
else read to them.  Each classroom teacher will send home a Daily Home Reading procedure 
at the beginning of the year.  By carefully assuring that your child follows the teacher’s 
program, you will be contributing greatly to your child’s school success.  It is our goal that 
every child will read with an adult every day. 
 
Kindergarten  
 
Each classroom teacher will notify parents regarding her/his individual reading plan. When 
homework is assigned, it will be IN PLACE OF the Daily Reading Plan.  Homework should take 
approximately fifteen minutes. If a student does not complete classroom work, it may be sent 
home for completion. This would be in addition to any homework or the Daily Reading Plan. 
 
First Grade 
 
Twenty minutes each evening should be the maximum time set aside for homework which 
includes reading and any daily review.. If a student does not complete classroom work, it may 
be sent home for completion. This would be in addition to any homework or the Daily Reading 
Plan. 
 
Second Grade 
 
Homework in the second grade consists of fifteen minutes of nightly home reading plus up to 
fifteen minutes additional studying of spelling.  In addition, occasional independent activities 
are sent as homework to help the children develop a sense of responsibility for their own 
learning. 
Third Grade 
 
Third grade homework includes home reading, studying weekly spelling words, daily math 
practice, and completing any classroom assignments not finished in class as well as work 
missed due to absence.  Students who are absent are expected to make up work missed. 
 
Students should be able to complete normal daily homework assignments within thirty 
minutes.  However, if a student has neglected previously assigned work or has other make-up 
work, more than thirty minutes may be necessary for an individual student. 
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Fourth Grade 
 
Homework in the fourth grade consists of home reading, spelling, finishing incomplete 
classroom assignments as well as some homework assigned by the teacher. Students who are 
absent are expected to make up work missed. Students should be able to complete normal 
daily homework assignments within thirty minutes. However, if a student has neglected 
previously assigned work or have other make-up work, more than thirty minutes may be 
necessary. 
 

LEARNING RESOURCE CENTER 
 
All students will be encouraged to use the LRC (library) to check out books and to do research 
projects.  Kindergarten and first grade students may begin to check out books when they have 
the consent of their individual teachers.  All other students may begin in the fall or when they 
first enroll. 
 
Each student is responsible for the books borrowed from the library.  If a book is damaged or 
lost, the student must pay an amount based upon the original price and the age of the book.  
This charge must be paid in the school office before a report card can be issued or records 
released to another school. 
 
The Library does not charge fines for overdue books, but may not allow other books to be 
checked out until overdue books are returned or paid for. 
 
MOVIES/VIDEOS 
 
The library has an extensive collection of instructional videos and other movies which are 
available to classroom teachers for use. When used, these procedures will be followed: 
 

● The movie/video will be previewed by the teacher or other certificated staff member. 
● The movie/video will be determined to not contain material that is objectionable or 

inappropriate for the age group to which it is intended to be shown. 
● The Principal will approve the use of the movie prior to it being shown. 
● The teacher will provide advance notification to each student’s parent(s) or guardian, 

when the movie/video is rated other than “G” for General Audiences.  
● A student who parent/guardian has provided notice of their disapproval will not be 

permitted to view the movie/video, and will be provided with an alternate activity. 
● The use of a movie/video for recreational purposes or for positive behavior 

consequences will receive prior approval from the Principal. 

 
LOST AND FOUND 

 
The lost and found box will be located outside/inside the cafeteria and includes such items as 
clothing, lunch boxes, etc.  Small items are kept in the office.  Lost clothing will be disposed of 
quarterly through the school year because of extremely limited storage space.  You are 
encouraged to check the lost and found frequently if your child is missing an item. 
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PARENT CONTACT INFORMATION 
 
Please notify the school office as soon as possible of any changes in name, address, 
telephone or place of employment.  It is crucial that we have current information in case of an 
emergency. 

 
PARENT INVOLVEMENT POLICY 

 
Willcox Elementary School is strongly committed to parent and community involvement at 
every level of the school program. Working with parents and community members, WES will 
continue to explore and implement new ways that parents and community members can be 
integrated meaningfully in the activities, programs, and leadership of the school. The purpose 
of the WES Parent Involvement Program is to maximize the input and resources of the 
community to ensure that students are fully supported in every area of their lives so that they 
are able to learn and achieve to their maximum potential. Toward that end, WES will: 
 

● Convene an annual meeting in the fall of each school year, to explain the Title I program 
to parents and inform them of their right to be involved in the program. 

● Offer a flexible number of meetings where transportation, child-care and translation 
services are provided. 

● Involve parents in planning, review and improvement of Title I programs through 
participation in site Title I meetings, surveys and an annual consolidated planning 
meeting. 

● Provide opportunities for regular meetings where parents can provide input and respond 
promptly to parent suggestions in Parent Advisory Committee (PAC) meetings. 

● Provide information about WES Title I programs to parents, describe the curricula, the 
student assessments and proficiency of various assessments students are expected to 
meet and how to monitor their child’s progress. 

● Provide parents with an opportunity to participate in the development of the School 
Wide Plan, as well as provide for a method of contributing dissenting views if the plan is 
not acceptable. 

● Provide additional parent input meetings if requested by the parents. 
● Revise this Parent Involvement Policy annually with parents of participating children. 
● Annually distribute this Parent Involvement Policy to parents of participating children. 
● Educate teachers and other appropriate staff on parent involvement. 
● Provide parents information related to school and parent programs, meetings and other 

activities, in a language the parents can understand. 
● Involve parents in the development and review of the School-Parent Compact, which 

states the shared responsibilities for student academic achievement. 
 

PARENTS RIGHT TO KNOW 
 

We are pleased to notify you that in accordance with Every Student Succeeds Act 
of 2015, you have the right to request information regarding the professional 

qualifications of your child’s teacher.  Specifically, you may request the following: 

 
● Whether the teacher has met State qualification and licensing criteria for the grade 

levels and subject areas in which the teacher provides instruction. 
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● Whether the teacher is teaching under emergency or other provisional status 

through which State qualification or licensing criteria has been waived. 
 
● The baccalaureate degree major of the teacher and any other graduate certification 

or degree held by the teacher, and the field of discipline of the certification or 
degree. 

 
● Whether the child is provided services by paraprofessionals and, if so, their 

qualifications. 
 

If you would like to receive this information, please bring this letter to your child’s 
school.  Should you have any questions, feel free to contact the Principal at (520) 

384-8603 and she will be happy to assist you. 
 
 

PARENT TEACHER CONFERENCES 
 
Parent/Teacher conferences will be scheduled at the end of first and third quarters by the 
teacher. Additional conferences can be initiated by the teacher or parent and can be arranged 
as needed. Should you wish to arrange a conference please call the elementary school and a 
message will be given to the teacher. 
 

PARTIES 
 
Classroom parties are intended to be a special event for students in that class.  Preschool 
brothers and sisters often cause disruptions that diminish the enjoyment of the students in the 
class.  For this reason, we ask that preschool brothers and sisters not attend classroom 
parties.  
 
WES staff cannot accept and deliver flowers, balloons, etc., during holiday season. Please do 
not have them delivered to school. 

 
 

PETS AT SCHOOL 
 
No pets are allowed at school without advance permission of the classroom teacher. 
 
Pets brought to school must be in a cage that students cannot get fingers inside. Please, no 
glass containers. 
 
Parents will be called if a pet follows a child to school.  If the parent cannot be contacted or a 
pet’s owner is not known, the city humane officer will be notified. 
 
Animals are not allowed on school buses. 
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PROMOTION AND RETENTION OF STUDENTS 
 
Students in the Willcox Elementary School will be promoted on the recommendation of the 
classroom teacher.  Elementary teachers shall base this recommendation upon the following 
criteria: 

● Grades   

● Test scores   

●  Age 

● Current achievement 

● Social maturity 

●  Attendance 

● Teacher evaluation and judgment  

 
Promotion from year to year will be based upon mastery of standards for each basic subject 
area as established by the Superintendent or designee. 
 
The District standards that students must achieve in reading, written communication, and 
mathematics for promotion to the next grade are identified in the course of study. 
 
Attendance of at least 90% of the days a student is enrolled is required for promotion 
unless waived by the principal in conference with the student’s teacher, parents or 
guardians. 
 
In addition to these standards, test scores, grades, teacher/principal recommendations, and 
other pertinent data will be used to determine promotion. 
 
Retention of students is a process that is followed when the professional staff, in consultation 
with the parent, determines it to be in the best interests of the student.  Though primary grades 
are suggested as the most appropriate time, retention may be considered at any grade level. 
 
When circumstances indicate that retention is in the best interest of the student, the child will 
have individual consideration, and decision will be made only after a careful study of facts 
relating to phases of the child's growth and development.  The child's academic achievement 
level and mental ability are important, but physical and social characteristics are also important 
factors.  A decision should be based on sufficient data, collected over a period of time and 
motivated by a desire to place the child in the school program where he or she will be the most 
successful. 
 
In addition to the above, such decisions, when applied to students enrolled in special 
education, shall be on a case-by-case basis, consistent with the individualized education plan. 
 
Pursuant to Arizona Revised Statutes, a parent may appeal to the Board for reconsideration on 
any placement decision. 
 
In the case of Limited-English Proficient students, the decision to promote or retain will be 
based on the students' academic skills, and not upon English language proficiency alone.  
Retention is considered when it is in the student's best interest, and is viewed not as a punitive 
measure, but as an enhanced opportunity to meet ultimate graduation requirements. 
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Please read below for information regarding some significant changes to Arizona Revised 
Statutes regarding the promotion and retention of third grade students. These changes take 
effect during the school year 2013-14. 
 
 
MOVE ON WHEN READING 
 
Arizona Revised Statute (15 – 701) states that if data on the third-grade statewide reading 
assessment is available and demonstrates that a student scored “falls far below” and does not 
meet the required cut score, the student shall not be promoted from the third grade. There are 
three exemptions in Arizona Revised Statute 15-701. In accordance with the new law, a school 
district governing board or the governing body of a charter school is allowed to promote a student 
who earns a score of “falls far below” on the third-grade statewide reading assessment only for 
the following reasons: 
 

(i) A third-grade student is an English Language Learner or is Limited English Proficient and has received 
fewer than two years of English instruction; or  

 

(ii) A  third-grade student with disabilities has an individualized education plan (IEP), and the IEP team, 
which includes the student’s parent/guardian, agrees that promotion is appropriate; or 

 
(iii) A third-grade student is in the process of a special education referral or evaluation for placement in 

special education and/or students that have been diagnosed as having a significant reading 
impairment, including dyslexia; or 

 
(iv) A third-grade student has demonstrated or subsequently demonstrates sufficient reading skills or 

adequate progress towards sufficient reading skills of the 3rd grade reading standards as evidenced 
through a collection of reading assessments approved by the State Board.   

 
The revised statute (A.R.S. 15-701) can be accessed at the following website: 
https://www.azleg.gov/ars/15/00701.htm  

 
 

REMEDIAL EDUCATION 
 

Title 1 Reading/Math is an adaptive educational program which enriches the student’s learning 
environment and provides extra instructional time for those students who are achieving below 
their present grade level.  WES is a School-Wide Title I school, and therefore all students are 
afforded the opportunity for extra assistance in the classroom as needed.  
 
Sheltered English Instruction (SEI) classes provide experiences in learning and reviewing 
English when learned as a second language.  Instruction is developed as a result of very basic 
diagnosis of the child’s English proficiency. Under Arizona State Law, SEI classes are provided 
to all English Language Learners whose English proficiency is below the Proficient level 
according to the Arizona English Language Learner Assessment. This may mean ELL 
students are educated in a separate classroom for a designated portion of their day. Please 
see the Principal if you have questions or concerns regarding this practice. 
 

https://www.azleg.gov/ars/15/00701.htm
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Special Education is an adaptive educational philosophy which provides numerous services to 
children with varying degrees of academic, emotional, physical, or psychological difficulties 
that slows learning. Before Special Education services can be provided, parents or guardians 
must be informed of the concern’s teachers have about the learning difficulties that the student 
is experiencing and the parents or guardians must consent to testing before it will take place.  
If parents or guardians agree to testing, specific academic and psychological testing will occur 
and a meeting will be held when it is completed to explain the results of that testing. Should the 
student qualify for services, the parents or guardians, the teachers, the school psychologist 
and any other person directly involved with providing services will develop an individual 
education plan (IEP) for the student. Services are provided for students in preschool through 
grade three, however, NO services will be provided without the permission of the parents or 
guardians who are viewed as the key persons on the team in planning for the success of the 
student. 
 
All kindergartners and new students will be screened for speech and language development 
and possible learning problems. 

 
SCHOOL SUPPLIES 

 
Families will receive a school supply list at the beginning of each school year. While not 
mandatory, we appreciate donation of these supplies to enhance classroom learning. If you 
cannot send supplies with your student, they will be provided at school. 

 
SEARCHES 

 
The administration may approve the search and seizure of property, including school property 
temporarily assigned to students, when there is reason to believe that some material or matter 
detrimental to health, safety, or welfare of the student(s) exists.  Canines may be used in these 
searches. 
 
Items provided by the District for storage (i.e., lockers, desks) or personal items are provided 
as a convenience to the student but remain the property of the school and are subject to its 
control and supervision.  (Students have no reasonable expectancy of privacy and lockers, 
desks, storage areas, etc., may be inspected at any time with or without reason, or with or 
without permission of the student or his parent or guardian by school personnel.) 
 

SEPARATIONS/DIVORCES 

When parents of a student are separated, involved in divorce proceedings, or are divorced, the 
building principal will respect the rights of custodial and non-custodial parents equally except 
when a court order exists concerning special restrictions.  It is the responsibility of the custodial 
parent to provide the school principal a copy of such a court order if restricted access to 
students or student information is requested.  For the school’s purpose, the parent who resides 
with the child is known as the custodial parent.  

Parent rights include access to student records and school mailings, attendance at 
parent/teacher conferences and Individual Educational Program (IEP) meetings, and authority 
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to request that a student be released early or be absent from school for a legitimate reason.  If 
the non-custodial parent asks to take the child from school, the custodial parent may be called, 
in the presence of the non-custodial parent, to explain the request. 

It is the responsibility of the non-custodial parent to inform the school office of his/her name, 
address, and phone number if they wish to be consulted regarding their child or wish to be 
placed on the school’s mailing list.  

 

STUDENT RIGHTS AND RESPONSIBILITIES 
 
All students have the right to enjoy the basic rights of citizenship that are recognized and 
protected by laws of this country and state for persons of their age and maturity. Each student 
is obligated to respect the rights of classmates, teachers, and other school personnel.  District 
schools shall foster a climate of mutual respect for the rights of others.  Such an environment 
will enhance both the educational purpose for which the District exists and the educational 
program designed to achieve that purpose. 
 
All District personnel shall recognize and respect the rights of students, just as all students 
shall exercise their rights responsibly, with due regard for the equal rights of others and in 
orderly conduct of the educational mission of the District.  Students who violate the rights of 
others or who violate rules and regulations of the District or of their school are subject to 
appropriate disciplinary measures designed to correct their own misconduct and to promote 
adherence by them and by other students to the responsibilities of citizens in the school 
community. 
 
The following basic guidelines of rights and responsibilities shall not be construed to be all-
inclusive, nor shall it in any way diminish the legal authority of school officials and the 
Governing Board to deal with disruptive students. 
 
 
 
Rights 
 
Students have the right to a meaningful education that will be of value to them for the rest of 
their lives. 
 
Students have the right to a meaningful curriculum and the right to voice their opinions, 
through representatives of the student government, in the development of such a curriculum. 
 
Students have the right to physical safety, safe buildings, and sanitary facilities. 
 
Students have the right to consultation with teachers, counselors, administrators, and anyone 
else connected with the school if they so desire, without fear of reprisal. 
 
Students have the right to free elections of their peers in student government, and all students 
have the right to seek and hold office in accordance with the provisions of the student 
government constitution and in keeping with the extracurricular guidelines of the District. 
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Students have the right to understand administrative and/or faculty committee decisions and to 
be aware of the policies set forth by the Governing Board and school. 
 
Legal guardians or authorized representatives have the right to see the personal files, 
cumulative folders, or transcripts of their children who are under the age of 18 years.  School 
authorities may determine the time and manner of presentation of this information. 
 
Student’s academic performance shall be the prime criterion for academic grades; however, 
noncompliance with school rules and regulations may affect grades (e.g., unexcused 
absences). 
 
Students shall not be subjected to unreasonable or excessive punishment. 
 
Students have the right to be involved in school activities, provided they meet the reasonable 
qualifications of sponsoring organizations, state organizations, and school regulations. 
 
Responsibilities 
 
Students have the responsibility to respect the rights of all persons involved in the educational 
process and to exercise the highest degree of self-discipline in observing and adhering to 
school rules and regulations. 
 
Students have the responsibility to take maximum advantage of the educational opportunities 
available and to achieve a meaningful education. 
 
All members of the school community, including students, parents, and school staff members, 
have the responsibility to promote regular attendance at school. 
 
Students have the responsibility to protect school property, equipment, books, and other 
materials issued to or used by them in the instructional process.  Students will be held 
financially responsible for any loss or intentional damage caused to school property. 
 
Students have the responsibility to complete all course assignments to the best of their ability 
and to complete make-up work after an absence. 
 
Students have the responsibility to help maintain the cleanliness and safety of the school 
buildings and property. 
 
Students have the responsibility to present themselves in class at the prescribed time and with 
the necessary materials. 
 

SUBSTANCE ABUSE PREVENTION POLICY 
 
Education 
 
Per ARS 13-3401, 15-712 and Willcox Unified School District policies, the instructional 
program will encompass grades K-4 and will include content on drugs, alcohol, and tobacco for 
the purpose of developing student’s ability to make intelligent choices based on facts, and to 
develop courage to stand by their own convictions.  Further instruction on the nature and 
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harmful effects of alcohol, tobacco, narcotic drugs, marijuana, and other dangerous drugs on 
the human system and instruction on the nonuse and prevention of use and abuse of alcohol, 
tobacco, narcotic drugs, marijuana, and other dangerous drugs shall be included in the 
courses of study.  The program also emphasizes the therapeutic benefit derived from the use 
of drugs prescribed by a health professional. The program will be integrated into existing 
classes.  The program will conform to all Arizona laws and Arizona Department of Education 
regulations. 
 
 
Drug Abuse by Students 
 
The non-medical use, possession, or sale of drugs on school property or at school events is 
prohibited.  Non-medical is defined as a purpose other than the prevention, treatment, or cure 
of an illness or disabling condition. 
 

For purposes of this policy, drugs shall include, but is not limited to: 
 

● all dangerous controlled substances prohibited by law 

● all alcoholic beverages 

● any prescription or patent drug, except those for which permission to use in school 
has been granted pursuant to Board policy 

● hallucinogenic substances, (substances inhaled for high, e.g., gas aerosols, glue, 
nitrates, whiteout) 

● inhalants 

● tobacco and tobacco products 

● vape 

 
All staff are required to report violations of the drug abuse policy to the school principal.  
Consequences for violation of this policy are stated in the Discipline section. 
 

 
TARDY POLICY 

 
Each time a student is tardy to class, instruction is disrupted for the students who have been 
on time.  Students are required to be on time and parent fault (oversleeping, transportation 
problems, etc.) will not excuse the student. The state law requires that students are in school 
90% of the school year. Habitual tardies cause a student to miss a significant amount of school 
and could contribute to a court citation. It is the policy of W.E.S. that if a student is tardy five 
times the parents will be required to attend a meeting to make a plan for arriving to school by 
8:00 am. Please note that students who are tardy will not qualify for perfect attendance 
awards. 
 

TELEPHONE CALLS 
 

Children may not use the school telephone to gain permission from parents to go home with a 
friend or take a friend home with them.  These plans need to be made before students arrive at 
school.  The office cannot release student or parent phone numbers to school patrons without 
permission from the parent. 
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The school is willing to receive and transmit emergency messages to children.  Other 
messages, including a change in after school plans, are discouraged since they may not reach 
the child in a timely manner.  We will not disrupt an entire classroom’s learning time to deliver 
a message over the intercom and the classroom teacher may not have the opportunity to 
check his or her box for messages often enough to ensure delivery. It is important for parents 
or guardians to discuss arrangements with their children before school hours and to send a 
dated, written note to school for us to comply with your requests. 
 

 
TOYS, CELL PHONES, VALUABLE, OR DANGEROUS ITEMS 

 
Toys are not to be brought to school unless permitted by the classroom teacher for show and 
tell.  When this occurs, toys must remain in the classroom governed by that particular 
classroom’s rules.  

 
Toy guns or toy weapons of any kind are never permitted at school. 
 

Students are NOT to bring valuable or dangerous items to school. They are NOT to buy, sell, 
give, or loan items to each other either on the bus or at school. This prevents money handling, 
damage, and misunderstandings about ownership. 
 
Personal items should remain at home. 

 
Student cell phones or smart watches are not permitted at school. 

 

Students are NOT permitted to bring cell phones or smart watches to school. These should 
remain at home. Cell phone use/smart watch use during the school day will result in removal of 
the device and discipline consequences. Any necessary communication between student and 
parent during the school day can be done through the school office.  
 
 
 

TRUANCY 
 
Unauthorized or unexcused absence from school is considered truancy and will be treated as 
such. Truancy is the failure of a student to attend class or a required school function without 
being excused. This includes absence from any class, study hall or activity during the school 
day for which the student is scheduled.  It also includes any after school special help session 
or detention session that the student has been directed to attend. 
 

By Arizona Revised Statutes, a student is considered habitually truant if he or she is absent 
more than five days in a school year (unexcused) and the parents or guardians can be cited 
into court should this occur.  The parents or guardians of habitually truant elementary students 
will be referred to the proper legal authorities for failure to ensure the student’s attendance in 
school. 
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VANDALISM 
 
Students and parents or guardians will be held responsible for any items belonging to the 
school that are vandalized, damaged or lost.  The fine assessed will be based on the expected 
useful life of the item (five years for books), its age and replacement cost. 
 

 
VISITORS TO SCHOOL 

 
Parents or guardians are always welcome and encouraged to visit our school. The policy is 
that you must sign in at the office and be issued a pass before going to a room. We want your 
visit to be pleasant and worthwhile, so please speak with your child’s teacher prior to your visit 
to check the schedule. Volunteers of any kind at school must have their volunteer packet filled 
out and notarized by the District Office before coming onto school campus.   
 
Visitors to the Elementary School campus between 7:30 am and 3:30 pm MUST sign in at the 
office.  This is for the protection of our students. 
 
In visiting a classroom, parents or guardians must realize that the teacher’s first responsibility 
is to the children and the teacher will be unable to converse at any length with the visitor. If a 
conference is desired, arrangements will be made by the teacher for an appointment with the 
parent either before or after school hours. 
 
Unless under the direct supervision of a certified staff member, parents or others not employed 
by WES are not allowed on the playground. 
 
Pre-school and school-age visitors are discouraged because of disruption in the classroom. 
 
The area along the fence of the kindergarten playground is designated for visitor parking. 

 
VOLUNTEERS 

 
Willcox Elementary School encourages classroom participation by parents and volunteers.  We 
have found that our teaching can be made much more effective when we can make it more 
individualized.  This can only be accomplished by having more adults in the classroom.  
 
State law requires that all volunteers who do not have children in school must have fingerprints 
taken. Fingerprinting locations will be recommended by the WUSD District Office. 
 
All volunteers must complete certain forms before entering the classroom or going on field 
trips. The forms include consent for background check and may involve fingerprint information. 
You may pick up these forms at the school office, however they must be turned into the District 
Office because they must be notarized for completion. 
 
Not only do volunteers help the teacher and the students, but being a volunteer has some 
personal benefits as well.  Parents or guardians who volunteer have the opportunity to find out 
more about what goes on in the classroom, which leads to a better understanding of the 
objectives and methods used at school, and the ability to help their student more at home.  
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Working with and observing a number of children helps one develop a better understanding of 
the levels of maturity through which children must progress.  This may have a positive effect 
on you and your child’s relationship.  Of course, it is also satisfying to help children get a good 
start in school and knowing that your child is receiving additional help. 
 
Volunteers will need to sign in at the office each time they are on campus and wear the badge 
provided. 


