ke Richards

= ‘f{f’ An International Baccalavreate School

2021-2022
Student Handbook

Mr. Lance Henderson, Principal
Ms. LaTasha Stigger, Assistant Principal
2892 Edgewood Road, Columbus, GA 31906
Telephone: (706) 569697 Fax: (706) 569704
http://sites.muscogee.k12.ga.us/richards/



Table of Contents

Yol aoTo] IRSTo] o o TR TP P PP TRTPPP 2
Letter from the PrinCIPali....... ... e e et e e e e e e e e e emeeaaaaereaareenreees 3
LOF=1 11 oo F- SR SOOI 4
LY | ISl a=To (U] L= OO PPPPPPN 5
(T LT =1 I T (o) g 4 T= L o] o DO UPPOTRRY 6.
PN 1] o Lo F= T g[SSRy 4
Check IN/CheCK OUL PrOCEAUIES........cove ettt et et et e et e e et e e e e vmmmraa s 38
L8 11 o2 9
S ol aTe Lol I VA= =1 1[0 o TR 10
Sy ([ L=T g A =T 1)Y= =T OTOR 10
ATTIVAIIDISIMAL ...ttt ettt e e e e s seeee s e e e e e e e s bt seeeeseeesbmmneeessbbansaeeeseessssanssmnnres 11
AFtEr SChOOI SUPEIVISION. ... ..uuuiiiiiiiiicci ettt e e er e s e e e e e e e e e e e e e aeaaeeeeeemeesesesessserrrnnes 12
o= Lo =1 0 1 12
(08 1 {< =T = R 14
D] ISTod o] 1] = PP P PP PPPT 17
D] (=TS O To [ 22
Social & ACAJEMIC OPMBUNITIES .....ccoiiiiiiiiieii e e et e s e e e e e r e e e e e s ammmeeeas 23
Pao o 11 o) aF= 1 Ta) (o] a0 T=11[0] o FE OO 24



School Song

We Are the Warriors

We are the Warriors, we stand together
And fight our battl es

Webre representing respon:
professionally.

We use our talents and gain the knowledge
To reach oustandards in every way.

Wedre moving forward with o
from day to day.
* *
We 0 r e-leaglingehighachieving
Richards * * * Watrriors!



L etter from the Principal :

Greetings Watrrior Parents and Students,

Summer is winding down, and | hope that you are enjoying your last few weeks
of the break! We are excited that you will be joining upénson for the 2021
2022 school year. Last year was a bit challenging, and we are looking forward to
moving close to normalcy this year! We are all excited about the upcoming
school year, and we cannot wait to get it started! Our first day of classes for
students will be Monday, August9 We will continue to provide the best
instruction and education possibléile striving to maintain the safest and most
responsible learning environment for our students and staff.

| am excited about all that this new school year has to offer and look forward to
working to ensure that our students are provided with the dasatonal

experience possible, and that they grow to be critical thinkers, responsible citizens,
and are further prepared to be successful in their endeavors after middle school.

| look forward to building relationships with all stakeholders througtius year
and encourage you to become active members of the PTSA and the Warrior
Family. It is going to be a fantastic year.

Lance B. Henderson
Principal
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Bell Schedule

Traditional

rRichards Middle School

Bell Schedule
TIME CLASS PERIOD AMOUNT OF TIME

8:00-8:20 Teacher PL 20 MIN

8:20-8:45 Breakfast/Classrooms 25 MIN

8:45-8:50 Transition to 1% 5 MIN

8:50-9:50 1%t Period 60 MIN

9:50-9:55 Transition to 2™ 5 MIN
9:55-10:55 2" Period 60 MIN
10:55-11:00 Transition to 3™ 5 MIN
11:00-12:00 3rd Period 60 MIN
12:00-12:05 Transition to 4 5 MIN
12:05-1:40 4" Period

A Lunch - 12:05-12:25

B Lunch — 12:30-12:50 Sl

C Lunch —12:55-1:15

D Lunch - 1:20-1:40
1:40-1:45 Transition to 5% 5 MIN
1:45-2:45 5™ Period 60 MIN
2:45-2:50 Transition to 6™ 5 MIN
2:50-3:50 6™ Period 60 MIN

ATL Wednesdayo6s

Richards Middle School

ATL/SEL Wednesday Bell Schedule

TIME CLASS PERIOD AMQUNT OF TIME
8:00-8:20 Teacher PL 20 MIN
8:20-8:45 Breakfast/Classrooms 25 MIN
8:45-8:50 Transition to 1= 5 MIN
8:50-9:45 15t Period 55 MIN
9:45-9:50 Transition to 2™ 5 MIN
9:50-10:45 2" Period 55 MIN

10:45-11:05 ATL/SEL 20 MIN
11:05-11:10 Transition to 3 5 MIN
11:10-12:05 3 Period 55 MIN
12:05-12:10 Transition to 4" 5 MIN
12:10-1:45 4% Period
A Lunch — 12:05-12:25
B Lunch — 12:30-12:50 el
C Lunch —12:55-1:15
D Lunch — 1:20-1:40
1:45-1:50 Transition to 5% 5 MIN
1:50-2:45 5t Period 55 MIN
2:45-2:50 Transition to 6" 5 MIN
2:50-3:50 6" Period 60 MIN




General Information

Principal
Assistant Principal
Secondary Dean
Secondary Dean
IB Coordinator
Academic Coach
Media Specialist

School Bookkeeper

Front Office Clerk

Student Services Clerk

Athletic Director
Cafeteria Manager

Lance Henderson
LaTasha Stigger
Ronda Allen

Bo Oates
Kimberly Casleton
Dr. Alicia Head
Amy Moxley
Tynikia Killings
Kimberly Crumbs
Christine Norah
Daniel Purvis
Angelia Cardwell

School Counselors

Guidance Director
7" Grade AL &
8 Grade

6" Grade &
7" Grade MZ

Princes<Crittenden

Alexis Williams



Attendance

Attendance Laws and Policies

In accordance with Georgia Law.C.G.A.8 20-2-690.1, any student of compulsory school age

(15 years old and younger) wiBhVE (5) unexcused absences will be referred to the school

social workerGeorgia LawO.C.G.A.8 20-2-690.1(b) provides for penalties for any parent,

guardian, or person in control of a child or children who shall viéatergia LawO.C.G.A.8

20-2-690.1b). Eacday 6s violation of this | aw after the
guardian, or other person in charge of a chil&#IME (5) unexcused days of absence shall

constitute a separate offense subjecting the person notified to the following measures:

1. Fine of not less than $25 and not greater than $100
2. Imprisonment not to exceed 30 days

3. Community service

4. Any combination of the above penalties

Excused Absences

In order for students to be successful in school, they must be present. Regular attendance and
punctuality are key factors that affect student success and achiev8gctesdl hours are from

8:50 AM-3:50 PM. Students are marked absent by class period. For those whose attendance
exceeds 15 absences, regardless of whether these absences are exoesedsed, retention

for the following school year will be considered. Parents will be notified by the principal to
attend a Retention Committee meeting.

Examples of kcused absencésclude:

Personal illness

Death in the immediate family

State recognized religious holidays

Mandats by government agencies

Instances where attendarmea pupil would be hazardous
Principal approved attendance at school related activities

EEEEE

In order for an absence to be excugdbkd,student must submit a written age to include the
date, parent signature, telephone number, and a statement of the nature of the absence. Failure to
submit a note within 3 days will result in the absence being recorded as unexcused.

Only eight parent notes will be allowed forexcused s ences. After eight ab
note is required in order for absences to be excused.



Make-up Work for Excused Absences

't i s the student 6s r-apsworkwith thdir tedchetsyStutdeats mustr a n g e
make arrangements for makp workwithin 3 days of returning to school following an

absencelf the student is present when the assignment is assignedstgeraent is due on the

originally scheduled due date.

If a student requires an extended absence, parents should contact the appropriate school
counselor to determine if the student requires homeschool/homebound services.

Unexcused Absences

When a studnt returns from an absence without a note, the absence will be considered
unexcused and will remain as such until a note is received. If a note is not receivethwethin
(3) days, the absence will remain unexcused. Unexcused absences includebulirared to
the following:

Skipping/Cutting Class
Car Trouble
Out-of-School Suspension
Failure to bring in a
Dr./Parent note for an
absence within 3 days

# Oversleeping

% Missing the bus
¥ Babysitting

% Family Vacations

Notes:
% Family Emergencies withogxplanations and suspensions are considered unexcused
absence®lease see an Administrator regarding any family emergency requiring a
student to miss school.

% Students that are absent the day of an extracurricular activity (dance, sporting event, club
meding, etc.) are NOT allowed to attend anddarticipate in the extracurricular activity.

Check In/Check Out Procedures

Checking In:

The doors to Richards Middle School open each day at 8:20 AM. All students should be in their
assigned classes, seated and ready to begin instruction prior to 8:50 AM. After 8:50 AM,
students are considered tardy and must report to the main office toiclackreceive a tardy

pass. Any student checking in after 10 AM must have a parent or guardian present.

* Traffic in the car rider line does not count as an acceptafilg Students must be in their
classrooms and in their seats at 8:50 AM.

Tardy to Class




Students that are tardy to class aftépériod will be issued consequences by their respective
teachers. Consequences may include but are not limited to phone notification to parent from
teacher, detention, referral to Assistant Principal foemaconference, and-school suspension.

*Students with excessive tardies will not be eligible to receive perfect attendance recognition.

Checking Out

Student CheclOut for appointments, or in the case of iliness, takes place in the front office by
individuals listed by the parent on the Ch&alt Authorization Form. Identification will be

required of persons checking out a student. Students who check in after 12 Noon and check out
before 12 Noon will be counted as absent for that schooRtene beckouts are not

permitted. Students will not be called out of class until a parent/guardian has arrived at the
school and identification has been checked.

*As per MCSD policy, students will only be permitted to check out after 3:20 PM with a
documentedappointment notice.

Clinic

Students that become ill during the school day should notify their teacher and the teacher will
provide the student with a pass to the school clinic. The clinic worker will assist students and
make a determination on if a call should be made to pa&mtdents should not use their cell
phones to call parents unless given permission by the clinic worker. Any student that is
injured at school should immediately notify school personnel.

The clinic provides firsaid and emergency care onledicationschealules, when possible,

should be arranged so that parents can monitor dosage at home. If medicine must be taken at
school, parents must contact the school clinic work&tadent Serviced\ll student
medicationgnust be kept in the clinic with the properedication form on file from the parent.

All medications should be submitted to the clinic as the student arrives at andaal

medications should be in the original contairgiudents are not allowed to keep medication in
their possession except aethed necessary by medical professioaatscleared with the

school clinic worker The school does not provide medicine of any kind for students. The
Richards clinic worker is on campus from approximately 10:30 AMi 2:30 PM Monday

through Thursday and 10:30 AM 1 1:30 PM on Friday.

*|f a student is ill with a fever, they must remain fever free, without medication, for 24 hours
before returning to school. If a student checks out in the middle of the school day (due to fever)
they should not return the xteday.



School Visitation

MCSD policy states that all visitors to a MCS
and provide a valid, state issued, form of identification.

Parents will not interrupt classes or school functions with unanndwisiés to meet with
teachers. We encourage parents/ | egal guardi an
learning environment. If you are interested in scheduling a visit, please contact the appropriate
School Counselor at least twerfur haurs in advance. Failure to schedule a visit will prevent

you from being adclagssest o visit your <chil dbo

When coming to the school for your scheduled visitation, report to the main office and a staff
member will check you in and escort you to youreldls ¢l assr oo m. I f the cl
will be asked to wait to enter the classroom until testing is completed or you will be asked to
reschedule your visitation.

Classroom visitation time is not askfguestians f or vy
or discuss concerns. It is also not a time for you to talk to your child or their peers. If you would
|l i ke to schedule a conference with your child

teacher and a meeting will be scheduled.

* Administration reserves the right to deny visitation if warranted.

Student Deliveries

Richards Middle School does not allow outside food to be dropped off and/or brought to school
for students unless it is for a class party/function and delivery has been scheduled with a teacher.

The front office will not accept or deliver homework, bdiggs, instruments, Chromebooks, or
any other items that students have left at home. It the responsibility of the student to ensure that
they have necessary supplies to have a successful day at school.

Deliveries from outside commercial vendors, sucHassts/balloons, are prohibited for
students.

*If parents need to drop off items for after-school eventsthey must drop it off after 4:15
PM.

10



Arrival/Dismal

Bus Passes

MCSD Transportation schedules all bus routes and stops. Bus passes can be requested on the
Muscogee County School District Website under Families and Students. Pleasenalliy to

seven (7) days for bus passebé@pproved.

Riding the Bus
Riding the bus is a privilege that may be revoked if bus rules are not observed, followed, and
respected. All MCSD Policies apply to student behavior at the bus stop and on the bus.

Buses run on a tight schedule and will not be able to wait on stutlahte¢ late to arrive at
their assigned bus stop. Any student that is tardy to school due to late bus pickups will be
allowed to eat breakfast and report to class without being marked tardy.

Students must enter and exit the bus only at their assigsestdqu Students should not report to
other bus stops.

If there are issues on the bus, parents should not confront the bus driver at the bus stop. Parents
may contact the Transportation Department at 7082876 regarding any issues or concerns

that they may have with bus drivers or bus aides. If a parent has an issue with a situation that has
occurred on the bus, they should contact an Administrator at Richards Middle School.

Car Riders:

Students who are car riders should not arrive to school pr&d2@AM. There is no student
supervision available prior to 8:20 AM. Car riders should be dropped off in the front of the
school. Car rider drop off is NOT allowed in the bus loop. All students should be picked up by
4:15PM unless they are staying aftmhool for arafter schoohctivity/event Students, who are
transpoted by car, and are not pickad by 4:15 PM, may be subject to a consequence.

*When lining up for Car Rider drop off/pick up, parents should not block the driveway to
through traffic.

Walkers:

Students who are walkers should not arrive to school prior to 8:20 AM. There is no student
supervision available prior to 8:20 AM. Walkers should report directly to Richards Middle
School. Students should not hang out on the fields at the b#o& s¢hool.Loitering and
socializing on campusefore or after schoa not permittedWhen school is dismissed, walkers
should immediately exit the campus. Students that fail to leave campus are subject to
consequences.

11



After School Supervision

Students are supervised after school only if they are participating in a school sponsored meeting
or activity.

Any student staying after school for a school activity (i.e., detention-le&lpa club, athletic

practice etc.), must be under the direct sugem of a teacher and should report to the teacher

by no later than 4:10 p.m. Students participating in after school activities must report directly to
the supervising teacher. If the student is found in the hallway after 4:10, they will be toldeto leav
the building.Students should be picked up within 10 minutes of their activities dismissal time.
Students who are left waiting for transportation after an event has ended may be prohibited from
attending future after school functions.

Academics

Richards Middle School is committed to educating each student in our student body. To do this,
it will take the support of our highly trained faculty and stsififpportive parents, and students
who strive for academic excellence.

Academic Integrity:

Academic dishonesty, in any form, will not be tolerated. Students who commit these acts may
receive disciplinary consequences and/or will not be afforded the opportunity to make up the
work for the assignment.

Grading Scale:

A =10090 (Excellent)

B =8980 (Above Average Progress)
C=7970 (Average Progress)

F =690 (Unsatisfactory Progress/Failing)

Extra Credit:
Extra credit is assigned at the discretion of the teacher. Extra credit will not be offered to
students who have not submitted required assignments.

Missing Assignments:

Failure to submit an assignment by its assigned due date will warrant the stademigen zero

for the assignment. The classroom teacher is given the discretion to allow students who fail to
submit an assignment additional time to submit the assignment. If the teacher allows students to
submit late work, they may face a penalty ofp®ibeing deducted from their grade for

submitting a late assignment.

12



If a student is absent, and the absence is excused, the student has three days to make
arrangements with their teacher for any missing assignments. If the student fails to make
arrangenents within the three day time frame, they may face a point deduction or they may lose
the right to submit the missing assignment.

Infinite Campus:
Parents and students can access studentds gr a
Infinite Campus (student) and Infinite Campus Parent Portal (parents).

Students can log on to Infinite Campus by doing the following:
% Go tothe MCSD website
% Click fAFamilies & Studentso
 Click Alnfinite Campus Student Portalo
% Students log on is their GTID and their {s&lected password

Parents can log on to Infinite Campus by doing the following:
% Go tothe MCSD website
% Click AFamilies & Studentso
% Cl i cki iée n€Campus Parent Portalo
% Enter Parent Portal log on information

If you have forgotten youParent Portal Username and Password, panesysobtain that
information by calling the Richards Middle School Main office. Please be aware that when
obtaining you Parent Portal information, you will be asked to verify informatiat may
include but not limited to, the last 5 digits of the students social security number, telephone
numbers on file, students date of birth, etc.

Parent/Teacher Conferences:

Conferences to discuss academic progress or any other matter with teachers may be scheduled by
contacting the appropriate teacher with the conference request (via email or you may call the

main office and leave a message for the teacher). Parent confecandee scheduled in person

or via Zoom.

Progress Reports/Report Cards:

Progress Reports and Report Cadsposted on Infinite Campus every 4 2 weeks (progress
reports) and 9 weeks (report card¥hen applicable,ard sleeves are signed by parents and
returned to the homeroom teacher the following day.

The Georgia Milestones Assessment (GMA):
The Georgia Milestones Assessmsnbne measure of academic achievement required by the
State of Georgialhe Georgia Milestone Assessment sdelkassess content mastery foar (4)

13



levels of performance. The results are shared with parents and act as a guide in student
placement for the next school year.

Cafeteria

The Richards cafeteria provides nutritious, vielanced meals each d490% o Richards

Middle School students are provided breakfast and lunch at no chargeé?arents may place

funds on their students account to cover the costs of any extra foods that the student may want to
purchase from the cafeteria (i.e., chips, drinks, icamyeetc.).

As a lunch option, stuaés may bring a lunch from homall extra foods must be purchased
with cash. Competitive food may not be brought for students per Georgi@adawonated
drinks, chewing gum, and candy are not to be brought to school.

School Nutrition Program (SNP)

The Mission Statement of the M uscogee County School Nutrition Program is to providea
nutrition program that will maintain and improvethe health of schoolchildren and the
educational community and encouragethe development of soundnutritional habits that
will foger academic sucess.

USDA hes regulations that the School Nutrition Program (SNP) toaseet to bein compliarce
with their guidelines. Caloric and nutrent requirements ardased onage and grade. Also,
MCSD Board Approved WellnessProgram ( EEE and EE-R) encourages and promotes helthy
guidelines to befollowed including, but not limited o, elimination of theconsumption ofried
foods, foodscontaining >35 % sugr by weight, and FDA standards forportionsizes. School
lunches also éfer avariety of foods,whole grains, andfat free and low fat milk choices.
Musagee County School District shallabide by nutrient stadards of theSchool Nutrition
Program for all foods std and srved oncampusduringtheschoolday. Thesale offoods or
beverages to students on schooleprises other than thraugh SNP isprohibitedfrom 12:01 a.m.
until 30 minutes after the end of the school daod $all not be usd as areward or
punishment and sHl prohibit theuseof candy and other foodewardsfor academic performance
or goodbehavior. Fundraising efforts shall besupportiveof hedthy eding, encouragingthe
sd e of non-food items or nutrient ensefoods. USDAregulations lan the sle offoods of
minimal nutritionalvalue.

School NutritionProgram proviags a fealthy breakfast antlinch choice forstudents eery day.
Students ray bring their own lunches from hone. Restaurant containers are not allowed in
the cafeteria.

Community Eligibility Provision (CEP)

The Community Eligibility Provision (CEP) was established by Congress through the Healthy,
HungerFree Kids Act of 2010, which reauthorized the Child Nutrition Programs. CEP aims to
increase access to the School Meal Programs by offering breakfast amdtlmoccharge to all
students, without the need to process or collect individual free and reduced meal applications. 41

14



of our schools are CEP schodsl ease contact your studentds sc
Nutrition Office at (706) 7482386tose i f your studentodés school (S

Paying for School Lunch

Muscogee Courty SNP no loger accepts persaona cheds aspaymentfor meds in our cafeterias.
Paymentsmaybe made by cashmorey order, cashied sheck, travelerd shed, or on-line via
our online payment sysem, My School Bucks,using your credit or debit card.

Pre-pay for your childé school breakfast, lurch, and ala carte fooditems. On-line payments

include atransadion feeper schoolste . You must know your chil dés
Number from Infinite Campus (available at the school office). Allow 24$imr payments to

beposkd toyour childés acount. From theMuscogee Courty School Districtweb site, on the

home pae, click on the Families tab, then click on tdg School Buckslink to accessur

online payment system.

School Meal Prices:

BREAKFAST PRICES

Elementary, Paid 1.00
Middle/High, Pad 1.25
Redwced .30

Adult, MCSD Staff 1.50
Adult, Outside MCSD 2.00
Elementary, Paid 2.45
Middle/High, Paid 2.70
Redwced 40

Adult, MCSD Staff 3.75
Adult, OutsideMCSD 4.50

Free and redwced priced meals for bre&kfast
ard lunch are avail alle for €ligible students.
Applications can be picked up at the Schod

Food Purchases
Only students prchasing areimbursable med may also puchase extrafoods rom themenu.
Stucdknts kringing alunchfrom home rmay purchase milk, juice, water, or ¢e cream.

Charging Meals
Charging meals is digouraged, but nmay be necessay in cerin cases. Elementry students will
bealowed to charge a total of tee breakfastsand thiee lunches. Middle and highahool

15



students will bellowed to charge a total of oreeekfast and ondunch. If your child reaches
his/her chargelimit and daes not lave monrey in his/heracount, and des not lave cash with
which to puchasetheir med, analternative mea will be provided.There is no provision for
adults to charge. No chargeswill beacaceptedfor ala carteitems. Students will not be able to
chargeany meal after May 15'through the duration of the school year. It is necessay that
all outstandingharges be paid to the cafeteria Manager prior to the bst day of school. Please
respond prompy to messa@s thatyou receive, both written and phone callsgeeding charges
onyour stucen t a&ceurt.

Menus
Monthly menuscan be found on the MGD website. Menus nay change on avery short notce
due to maket conditions, dliveries, or sgcia school ativiti es.

Special Dietary Needs

MCSD School Nutritionwill make modifications andsubgtitutionsto the regular school mealsfor
astudent with a disability that restricts their diet. The Sgcia Dietary Needs Rescription

Form must be completedandsignedby a licensed pysician or an active 504 Plawoifastudent
with a dsahlity before thesclhool cafeteria canprovide any modificationsor substitutions. The
completedform mustbe provided tothe school cafeteria Manager, theclinic worker, andthe
specia needs dititian. A form andinstructionscan befound onthe School Nutrition page of the
MCSD web ste, or attheschoolclinic or cafeteria. Nutrition analysis chart for menuitemsis
available on thewelbsite.

Pleae beawae thatthere are fadors that may affect a prodwcté actual nutritional value arl/or
ingredient compostion at anygiventime: Manufadurersd orrhulationsmay charge without
notice. USDA doreted products may becane available atany time duing the yearandmay
repdace a prchased item. Productorandsmay charge duringthe yearas newbids are approved.
Schmls may be wing inventory from a previousbid or manuacturer. Our recipesmay charge
duringtheschaol year. Ala cate sreck items vary from schal to sctool so ceckwith the
Nutrition Manager at your studentd school for specific information.

Seamless Smmer Option

SNP provias breakfast and luna various £hools throghoutthe distrct duringthe simmer.
Pleaseched theweb site orcal 706-7482386for locations. All children upto 18 years of age
receve afree meal. Adults may puchasealunch.
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Discipline

Expectations for Student Behavior Discipline Plan
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