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Dear Families and Scholars: 
 
The Early College Prep Academy at Lowman Hill is an amazing opportunity for elementary students. Our scholars graduate from the College 
Prep advanced program in Topeka Public Schools prepared to succeed in college and career options of their choice. Through advanced 
coursework and real-world learning, students strengthen their academic skills in preparation for collegiate success. Additionally, the Early 
College Prep Academy at Lowman Hill helps scholars develop critical professional skills, such as time management and teamwork. Our scholars 
visit colleges, intern at businesses, join extracurricular activities and volunteer in the Topeka community. Our staff provides a supportive, 
family-like environment to help scholars succeed and achieve at high levels. This Parent-Student handbook is a result of the collective efforts of 
the Board of Education of the Topeka Public Schools and each building level administrator. The intention of this document is to clarify our goals 
and expectations to ensure your child’s safety and success at school. I am looking forward to partnering with you to help your students develop 
college and career readiness skills!  

 
 Sincerely, 

Jennifer Norton
Principal
Early College Prep Academy
at Lowman Hill Elementary
785-235-7060
jnorton1@tps501.org

 

MESSAGE FROM THE PRINCIPAL   

“Knowledge is Power!” 



Mission 

Early College Prep Academy at Lowman Hill Elementary scholars, staff, parents and community will 
work together to provide an educational climate where students will explore their potential, achieve their 

goals and realize their dreams.
We are dedicated to the belief that “Knowledge is Power.” 

Belief Statements 

Because the Early College Prep Academy should incorporate the principles of 
effective education, we believe: 

● high expectations of self and others encourage student achievement; 
● students learn best in a safe and secure environment; 
● all students should have access to a quality education; 
● students learn through innovative teaching and learning strategies and authentic assessments; 
● students should gain skills to make informed decisions throughout their lives; and 
● education requires the shared responsibility of students, parents, staff, and community members



TPS Performance Level Descriptors 

Advanced
Students achieving at the advanced level consistently meet, and at times exceed the grade level standards; they demonstrate skilled 
performance. These students:

● Demonstrate a thorough understanding of concepts and skills
● Make abstract, insightful, or complex connections among ideas
● Apply knowledge and skills effectively and independently using efficient strategies
● Communicate effectively and thoroughly

Proficient
Students achieving at the proficient level regularly meet the grade level standards; theydemoonstrate acceptable performance. These 
students:

● Demonstrate a sufficient understanding of concepts and skills
● Make meaningful, multiple connections among ideas
● Apply knowledge and skills using appropriate strategies
● Communicate effectively

Developing
Students achieving at the basic level are starting to meet, and occasionally do meet, the grade level standards; they are approaching 
acceptable performance, but have not achieved it. These students:

● Demonstrate a partial understanding of basic concepts and skills
● Make simple or basic connections among ideas
● Are starting to apply knowledge and skills using appropriate strategies
● Communicate effectively at times

Beginning
Students achieving at the beginning level are not meeting the grade level standards; they are not successful with performance 
opportunities. These students: 

● Demonstrate a minimum understanding of basic concepts and skills
● Occasionally make obvious connections among ideas
● Have difficulty applying basic knowledge and skills
● Communicate in an ineffective manner



Daily Policies
School Hours:
Students should arrive at school by 8:30 AM and instruction 
begins at 8:40 AM. Students arriving after 8:40 will be counted 
tardy. (Friday Late Start arrival is at 9:20). Dismissal time is 
3:40 PM. Outside day care arrangements must be made if these 
school hours cannot be observed. 
Attendance/Absences:
If your child is not going to be at school, or it is necessary for 
them to be late please call the school office at 785-235-7060 by 
9:30AM to let us know. Arriving at school daily within the 
required time is important. Absences are excused for student 
illness or family emergencies. Students who are tardy or leave 
early disrupt critical classroom instruction. Unexcused absences 
can result in truancy reporting being filed with the Board of 
Education. Excessive absences, excused or unexcused, result in 
the need for a doctor’s release note to be considered an excused 
absence. Students who are absent from school may make up 
work upon returning to school. 
Tardies:
Children are tardy if they arrive at school after 8:40AM M-Th 
and 9:30AM on Late Start Friday. Students who are tardy or 
leave early disrupt critical classroom instruction. Tardies are not 
considered excused or unexcused. A parent should come into 
the office and sign their child in upon arrive. 
Late Arrival:
Each Friday (excluding the first Friday of the school year), the 
school day will begin at 9:30AM and end at 3:40PM. The bus 
drop off at school on Fridays will occur at 9:00AM. Breakfast 
will be served beginning at 9:15. 

Breakfast: 
If students are eating breakfast, the school doors will open at 
8:10AM M-Th (Late Start 9:00AM). Breakfast will be free of 
charge. If students do not eat breakfast, they will enter the 
building at 8:30AM (Friday Late start Fridays 9:20AM, ). 
Lunch Procedures:
Students will be under school supervision during lunch periods 
unless notified otherwise by parents or lawful guardians. Students 
may bring a lunch or be provided a school lunch. All students are 
able to eat school lunch free of charge. Milk may be purchased if 
students bring a sack lunch. 
Dismissal:
Loading & Unloading Students from Vehicles:
In Topeka Public Schools, students riding to and from school in 
cars and buses are to be loaded and unloaded from the east side of 
the street adjacent to the school grounds. At no time should 
students cross the street to or from cars! Students are not to be 
loaded or unloaded in the marked crosswalk areas or bus stop 
areas. Please be courteous and safe to protect our children. 
Students who walk should walk directly home and not remain on 
campus. If a student who walks is unable to leave campus because 
the adult they walk with has not arrived, they will wait with the 
car riders for their adult. 
Students in grades K-3 will dismiss from and should be picked up 
from the East side of the building. Students in grades 4-5 will 
dismiss from and should be picked up from the West side of the 
building. 



Early College Prep
The Early College Prep Academy will allow students to explore 
technology and encounter new coursework in a collegiate 
environment. Students will learn about various college and 
career opportunities while receiving accelerate instruction. The 
program will also focus on enhancing students’ public speaking 
and presentation skills. 
Uniforms- Wearing uniforms will allow for students to build 
skills in conducting themselves as a professional which they 
will need for their future careers. Scholars will be expected to 
adhere to the school uniform policy on designated days.
Attendance-Daily attendance is encouraged with all scholars. If 
a student is not in attendance an individualized attendance plan 
will be created to help support scholars to be in attendance 
daily. Parents/guardians are expected to read, sign and support 
the plan that is written. 
Behavior-College Prep students will be held accountable to a 
high code of conduct. Students will adhere to the school wide 
expectations as outlines in our Ci3T plan. If a student is not 
following the expected behaviors an individualized behavior 
plan will be created to help support students to be following 
expected behaviors daily. Parents/guardians are expected to 
read, sign and support the plan that is written. 
Community Service-All scholars are required to participate in 
one community service project each semester. These 
philanthropic opportunities may be school wide, class wide or 
on an individual basis. 

School Dress
The Early College Prep Academy scholars will adhere to 
approved school uniform attire. The purpose of a dress code 
is to encourage students to dress professionally. A student’s 
clothing should not interfere with or distract from the 
student’s job of learning. Students wearing inappropriate 
clothing will be offered a change of clothing from the school 
or may call a parent/guardian to bring them acceptable 
clothing. Hats and hoods may not be work in the building 
unless it is a special day designated by the school staff and 
approved by the principal as school hat day. 
Homework Policy
In order for the homework practice to be educationally 
sound, each individual classroom teacher has the 
responsibility to determine the need for and the amount of 
homework taking into consideration the individual 
differences among students. HOmework assignments should 
be meaningful and clear as to purpose. Students are expected 
to read for 20 minutes each night. In addition to reading, 
students may complete activities weekly pertaining to various 
subjects (math, reading, music & PE) as an effort to promote 
school/home connections. 



Academics
Parent Teacher Conferences
Parent teacher conferences are held two times a year. Second 
and third quarters will be individual conferences scheduled by 
the classroom teacher. These will be scheduled for 20 minutes 
each. Every effort to schedule siblings sequentially will be 
made. Any parent wishing to have a conference with the 
principal or teacher at times other than their assigned 
conference time should call the school office so that the 
conference may be scheduled. Conferences may be in person, 
on phone or via Zoom depending on district policies and/or 
parent requests.
General Education Intervention (GEI)
Each elementary school in the Topeka Public School District 
has a General Education Intervention team. Concerns that the 
teacher or parents may have about academic, behavioral, 
social or psychological well-being of students may be brought 
to the attention of the team for study. The GEI team consists of 
several professional who may include the school psychologist, 
social worker, classroom teacher/s, special education teacher, 
nurse, speech pathologist, reading and/or math specialists,  
principal and parent.
Reporting Pupil Progress
All elementary students of Topeka Public Schools are issued 
progress reports at the end of each nine-week grading period. 
Progress reports are issued to parents, at the end of the first 
quarter, during the parent-teacher conferences. The second and 
third quarter progress reports are sent home with the students 
on the first Wednesday of the school is in session immediately 
following the end of the quarter. The fourth quarter progress 
report will be sent home with the students on the final day that 
school is in session. Teachers are asked to inform parents of 
students who are performing less than satisfactory 
(academically or socially) at any time deemed necessary.

Textbook & Device Rentals
Textbooks & electronic devices are provided by the school on a rental 
basis. The rental price is established by the Board of Education and 
covers the cost of purchasing the books based on usual wear & 
replacement. Students are assigned the books for which they are 
responsible, and they must pay for unnecessary marking, damage or 
loss of the book/device or guardians’ responsibility to make provisions 
for payment of the book/device rental. Refunds figured on a prorated 
basis are issued in a student withdrawals from the Topeka Public 
Schools.
Comprehensive Integrated Three-Tiered Model of Prevention - 
Ci3T
Lowman Hill’s Early College Prep program has developed a Ci3T plan 
for all students attending Pre-Kindergarten-5th grades. This plan 
addresses three key components: academics, behavior and social skills. 
This plan has both a proactive and reactive behavioral component. 
Lowman Hill Elementary school’s plan was developed in response to 
information derived from school-wide surveys and student performance 
measures to determine teachers’ expectations and areas of need at 
Lowman Hill. For access to the full implementation manual, please visit 
Lowman Hill’s website.
Room Assignment Responsibilities
The building principal of responsible for assigning teachers to specific 
grade levels and subsequently assigning students to a particular teacher. 
Parents may make request for specific teachers. While the requests may 
be submitted to the school principal, they may or not be granted 
depending on various factors. All request need to be in writing either by 
e-mail or handwritten note and given to the building principal. 



Safety & School Nursing
Emotional & Physical Health of Your Child
Please visit with your child’s teacher, the principal and/or the 
counselor/social worker if you have concerns about your child’s 
emotional or physical health. The school offers services and has other 
outside resources in many areas that may be helpful to your child. 
Health Services
Immediate first aid is provided in the event of an injury at school. 
Parents are contacted to assume responsibility in case of serious injury or 
illness. Schools have limited health (nurse) services. 
Kansas Certification of Immunizations/Health Examinations
Kansas state law requires that each child enrolling in a Kansas school for 
the first time must furnish a Kansas Certificate of Immunization before 
the child can attend class. This form must be completed and signed. 
Health examinations are required for all students upon entry into 
school.Students should also visit a dentist yearly for early detection of 
defects and treatments. All health forms are available in any school 
office and should be returned to the office upon completion by the 
physician. Exclusions from school may occur if proper immunizations 
are not completed and on file in the office.
Medication
A medication form must be on file for any medication to be administered 
to students. All student medication must be in the original container from 
the pharmacist with the student’s name on it. No exceptions are made in 
this policy. School health care professionals record medications 
administered and keep medications in a locked cabinet. An adult must 
bring all prescription and over the counter medications to school. 
For safety reasons, children are not allowed to transport medication to or 
from school. 
Student Records
Records and folders are maintained on each student enrolled at this 
school and are kept in a secure location. Parents wishing to view their 
child’s records may do so according to the policies set by the Board of 
Education. If a student transfers to another school within the Topeka 
Public Schools, USD 501, these records are forwarded to the receiving 
school. If the student moves outside the district, a request for records 
must be sent by the receiving school to the Lowman Hill Office by 
calling 785-235-7060. 

What Constitutes Illness When to Return to School

● Oral temperature of 99.6 
or above

● Severe cough that 
disrupts student learning

● Diarrhea
● Vomiting
● Pink Eye
● Infected areas of the 

skin with crust, yellow, 
dry area or rash, that 
causes student 
discomfort

● Severe itching of the 
body or scalp or 
constant scratching 

● Fainting or seizures 
(other pre-existing 
conditions) or general 
signs of listlessness, 
weakness, drowsiness, 
flushed face, headache

● Live head lice OR nits 
without recent treatment

● Free of fever, diarrhea, 
and/or 
stomach/vomiting for 24 
hours

● Symptom 
free/physician’s written 
approval

● Excluded from school 
until after 24 hours after 
treatment has been 
initiated.

● Return 24 hours after 
treatment begins e.g. 
impetigo, ringworm, etc.

● After treatment 
including free of 
lice/nits on scalp, e.g. 
lice or scabies (school 
nurse will conduct a 
head check prior to 
student returning to 
class)

● Symptom 
free/physician’s 
approval to return



School Policies
Bicycles (this includes Skateboards/Scooters/Tricycles) - 
Safety Rules
We ask that students in grades K-2 do not ride bikes to school 
without parental supervision for various safety factors. All bike 
riders should observe these rules:

1. Park your bike in the bike rack during the school day. 
We strongly recommend using a lock.

2. No bike riding on the drive,sidewalks or crosswalks 
around the school.

3. Obey all safety rules on the city streets.
Birthday Treats
Treats may be sent in celebration of a student’s birthday. It is 
requested that the treats be hand held items such as cupcakes or 
pre-packaged snacks. Please check with classroom teachers 
before bringing treats in order to accommodate any dietary 
restrictions students may have. 
School Parties
Parties will be at the discretion of the principal.
Party Invitations
Please do not send personal party invitations to school with your 
child. Feelings may be hurt if a child is not invited to the social 
gathering. In addition handing out invitations can cause a 
disruption at school and take time away from learning. 
Electronic Devices: Cell Phones, Hand Held Games & 
Electronic Devices
Students should avoid bringing electronic devices from home to 
school. If a student uses a phone before or after school, it should 
be turned off during the school hours and placed out of sight in a 
book bag or with the teacher. A phone, even if turned off, cannot 
be carried during the school day by a student. If the phone is lost 
or stolen, we will not search for it, nor are we responsible for it. 
Any device that is observed being used during school hours will 
result in a written warning by the teacher. If, after this warning, 
the device is used again, it will be brought to the office for a 
parent to pick up. 

Toys & Unsafe Items
Children should not bring balls, bats, toys or other play 
equipment to school. If an item is brought to school and 
lost/damaged the school is not responsible. It is important to 
note that weapons or look-alikes may result in school 
suspension. 
Emergency Contacts
It is extremely important that we maintain accurate and timely 
information on each student, so we can make contact in case of 
an emergency. Please be sure the office has several numbers 
where you can be reached, AND at least two other people we 
can contact in the event we cannot reach you. Also, contact the 
office to report all changes in telephone numbers, addresses and 
emergency contacts. 
School Concerns
All school concerns should be dealt with at the level at which 
they occur. If the concerns are not resolved at the teacher level, 
contact the building principal. If the concerns are not resolved at 
the building level, contact Burnett Center.
Money Sent to School
There are occasions when it is necessary for students to bring 
money to school. Please send the money in a sealed envelope 
with your child’s name, teacher’s name purpose and amount of 
the money written on it. 
Items Delivered to the School 
During the school year, we occasionally have balloon-a-grams 
and flowers delivered to students, because of the disturbance to 
classes, we DO NOT deliver them to students. However, the 
office personnel will make every attempt to contact the student 
and at the end of the day they will pick up the item(s) from the 
office. These items are not allowed on school buses to be 
transported home. 



Behavior Supports
Anti-Bullying Policies & Procedures
Bullying occurs when someone repeatedly and on purpose says or 
does mean or hurtful things to another person who has a hard time 
defending him/herself.  Bullying can take many forms such as hitting, 
verbal harassment, spreading false rumors, not letting someone be 
part of the group and sending mean messages on a cell phone or over 
the internet. 
The Early College Prep Academy faculty and staff believe ALL 
Students should feel safe and secure at school. We will not tolerate 
bullying behavior. In an effort to ensure a safe environment that 
promotes learning across the campus, we have the following four 
rules against bullying:

1. We will not bully others
2. We will try to help others who are bullied
3. We will make it a point to include others who are left out.
4. When we know someone is being bullied, we will tell an 

adult at school and an adult at home.
Students can report bullying to any adult at school and may do so 
anonymously using bully reports available in each classroom. Each 
report will be investigated and addressed. If bullying occurs, 
administration will follow protocols as outlined in the bullying rubric. 
Consequences may be administered depending on the severity and 
frequency of the bullying behavior. 
Discipline Logged into TylerSis
Each teacher has a discipline plan in effect for their classroom. The 
school will make available to all parents and guardians copies of 
classroom rules, rewards and consequences. Necessary discipline 
action will occur in accordance with USD 501 Board of Education 
policies and are clearly defined in the Topeka Public Schools Student 
Handbook. When a student chooses to not follow school rules and/or 
district policy, the supervising staff member completes a LOG 
ENTRY into TylerSIS if it is deemed necessary. 

Positive Behavior Intervention Support (PBIS)
Our school implements Positive Behavior Intervention Supports 
(PBIS). Common area expectations have been developed (see matrix) 
adn are taught throughout the building. Students receive reinforcement 
for positive behavior and re-teaching for inappropriate behavior . 
These expectations are in place to promote a safe and orderly 
environment for student learning.



Music, PE, Library, Recess, etc.
Instrumental Music
Band and orchestra are offered for fifth graders. Usually students must 
provide their own instruments, however, a limited number of instruments 
are owned by the district. It may be possible to rent an instrument from 
the school district.
Music
All students in grades K-5 will participate in music education. Students 
in Grades K-2 will have music every day, while students in grades 3-5 
will have it every third day. 
Music Programs
There will be three (two grades at each program) music programs 
throughout the year. They will be tied to the Title 1 Family Engagement 
events. 
Physical Education
All students in grades K-5 will participate in physical education. 
Students in Grades K-2 will have PE every day, while students in grades 
3-5 will have it every other day. 
Field Day
Field day will take place in May and will be a showcase of the activities 
students have learned throughout the year. This day is planned by our PE 
teacher and requires many parent volunteers to run a variety of stations. 
If you are interested in this, come second semester, please contact the 
school office.
Library
The Early College Prep Academy Library is a great resource for all staff 
and students. K - 5th grade students will participate in a 30-minute class 
period each week. Books may be checked out for pleasure reading or for 
assignment purposes. All books are to be returned after 1 week. Students 
are responsible for the care and safe keeping of their books. Fines for 
damages and/or lost books will be assessed.
Book Fairs
Book fairs are a popular event for our patrons. Each February we will 
host a book fair. Some years a second book fair may occur in May if 
there is support and interest from our ECPA patrons.
Field Trips
Field trips by classes may be taken throughout the year at the discretion 
of each teacher. Students attending the trip must have a signed 
permission slip by a parent or guardian unless approved by the building 
principal. 

Recess
It is healthy and important for children to have playtime outside 
during the day. Please make sure your child comes to school 
prepared to participate in recess and is dressed appropriately. If for 
medical reasons, your child is restricted from this play, a note 
should be sent. If the restricted period is for more than one or two 
days , a note should be sent from the physician. 
We will not have outside recess if the following conditions occur:

● Severe weather alert
● Rain or Snow
● Wind chill index  under 20 degrees
● Secure Campus Emergency

School Picture Information
Individual student pictures are taken during the first semester. 
Appropriate information will be sent home with students prior to 
picture day. 
Lost & Found
A lost and found is maintained at school. Students who find 
articles should turn them in at the office. Students and parents are 
asked to check the lost and found for missing articles. Unclaimed 
items will be disposed of after a reasonable amount time. 
Kindergarten Orientation
Parents of prospective kindergarteners are invited to an orientation 
in the Spring before starting kindergarten. At that time, the parents 
receive information and forms necessary for enrolling a child in 
kindergarten. State law requires that a child be five years old prior 
to September 1st to be eligible for kindergarten. Parents are 
required to present a certified birth certificate, health assessment 
and immunization records prior to the first day of attendance. 
Student dental exams are recommended prior to school entrance. 



How to Get Involved
Volunteers
Volunteers are welcomed at Lowman Hill! If you are interested in 
volunteering, please fill out a volunteer application. Applications can be 
found by checking with the office or on the website. It will be processed 
at the district level and you will be contacted when your application is 
approved. 
Visitors
When visiting the Early College Prep Academy, the following procedures 
must be followed to ensure school safety:

1. Please check-in through the office
2. All visitors must have on a visitors badge.
3. If you would like to observe your child, you must make an 

appointment with the classroom teacher/administrator prior and 
an agreed upon day/time will be arranged. The observation will 
be a set time as to not disrupt the rest of the students in their 
learning environment.

a. During the observation, please do so quietly focusing 
only on your child.

4. If you would like to discuss any concerns regarding your child, 
ask the teacher to arrange a conference at an agreed day and 
time. The child should be included if the teacher and parent think 
it is appropriate.

Parent Teacher Organization (PTO)
The PTO meets one time per month. Funds raised by the PTO will go 
directly back to the students and school. Contact the school office to find 
out how you can get involved.. 

School Site Council
Every elementary school has an established  school site advisory 
council. The purpose of these teams  is to participate in the school 
improvement process by:

1. Providing advice and counsel to the school administrator 
in evaluating state, school district and school site 
performance goals and objectives.

2. Providing advice and counsel to the school administration 
in determining the methods that should be employed at 
the school site to meet these goals and objectives.

School site advisory councils are organized and function as 
determined by each school administrator. Each team is formed in 
addition to the PTA/PTO or the District Citizen Advisory Council. 
Parents who are interested in serving on the school site advisory 
council are encouraged to call the administrator in the building.

How can you find information and get involved?
School Website: 
https://www.topekapublicschools.net/lowman-hill
Facebook: Early College Prep Academy at Lowman Hill 
Elementary
Instagram: ECPA Lowman Hill Leopards

https://www.topekapublicschools.net/lowman-hill


District Policies
Civil Defense
Whenever there is a civil defense alert, the students are moved to the 
safest area until the threat is over. All school activities scheduled after the 
end of the school day will be canceled whenever Topeka is in a tornado 
watch. During a tornado warning, only parents or designee may pick up 
their own children.
Custody
In cases where there is a divorce or separation, each parent should 
understand that either parent has full access to the child enrolled in our 
school. If there has been legal action that restricts one of the parents from 
access to the child, a copy of such legal action must be on file with the 
principal. Such documents must be filed, stamped and signed by the 
judge. As the custodial parent is requested to present such documents 
during a personal conference with the principal. Parents must remember 
the school is here to see that the child receives the best education 
possible, not to intervene and solve differences between parents. The 
school MUST remain neutral territory for all parties involved. If there is 
no legal action or documentation on file, students may be released to 
either parent documented in Tyler Sis.
Closing Schools in Bad Weather
School will be held as specified by the official school calendar. Should 
inclement weather conditions force the closing of school, the 
Superintendent or the Superintendent’s designee shall make the decision 
as early as possible and shall notify the community via the local news 
media. Sexual Harassment
Students have a legal right to be protected from unwanted sexual 
comments or actions. Therefore, sexual harassment will not be accepted 
or tolerated in school. Any employee or student  who engages in sexual 
harassment of any student will be subjected to disciplinary measures.

Discriminatory Harassment: Students
The Board of Education is committed to providing a positive and 
productive learning and working environment, free from 
discrimination on the basis of sex, sexual orientation, gender, 
gender identity or expression, including sexual harassessment; 
discriminiation on the basis of race, color or national origin, 
including racial harassment; and discrimination on the basis of 
disabilty, including of harassment on the basis of disability. 
Discriniation on the basis of religion, including harassment on that 
basis is also prohibited. Harassment on any of these grounds of 
employees or students of the district by board members, 
administrators, certificated and support personnel,  vendors and 
any others having business or other contact with the school district 
is strictly prohibited. 
Title 1 School Federal Requirements
Any parent can request information about any teacher of their 
child. Under federal law, parents have the right to know:

● whether a teacher has met state qualification and 
licensing criteria for the grade levels and subject areas in 
which the teacher provides instruction;

● whether a teacher is teaching under an emergency or 
other provisional status through which state qualification 
or licensing criteria have been waived.

● the baccalaureate degree major of a teacher and any other 
graduate certification or degree held by the teacher, and  
the field of discipline of the certification or degree

● the qualifications of a paraprofessional providing 
instruction to a student and be reassured of the fact that 
all paraprofessionals work under the direction of a 
licensed teacher.



District Policies
Emergency Safety Interventions (ESI)
The use of seclusion or physical restraint is considered to be 
an “emergency safety intervention (ESI)” and shall be used 
only when a student presents a reasonable and immediate 
danger of physical harm to the student or others with the 
present ability to affect physical harm. 
Restraint is defined to include the following:

● “Chemical Restraint” means the use of medication to 
control a student’s violent physical behavior or restrict a 
student’s freedom of movement. This term does not 
include prescribed treatments for a student’s medical or 
psychiatric condition by a person appropriately licensed 
to issue these treatments. 

● Mechanical Restraint means any device or object used 
to limit a student’s movement. This term does not 
include those protective or stabilizing devices either 
ordered by a person appropriately licensed to issue the 
order for the device  or required by law, any device 
used by a law enforcement officer in carrying out law 
enforcement duties, and seat belts and any other safety 
equipment when used to secure students during 
transportation. 

● Physical Restraint means bodily force used to 
substantially limit a student’s movement, except that 
consensual , solicited or unintentional contact and 
contact to provide comfort, assistance or instruction 
shall not be deemed to be physical restraint.

Restraint Restrictions
The use of chemical and mechanical restraint is prohibited, 
except as allowed in the above limited circumstances. Physical 
restraint may only be used when a student presents an 
immediate danger to self or others.

Reports of ESI
In the event of an emergency safety intervention is used with a 
student the parents/guardians will be notified  the same day 
that the ESI was used. All ESI events are reported to the 
Kansas State Department of Education.
For detailed information go to our website and click the 
Departments tab. Click on Emergency Safety Intervention link 
where you will find additional ESI information.
Transportation
Transportation is provided as a privilege at District expense for 
those students whose residents is at least one mile from 
school. Special Education students are provided 
transportation, if indicated in their IEP, as required by State 
and Federal statue. Appropriate behavior is expected of all 
students. Inappropriate conduct on the bus will be addressed 
by the building principal according to current Board of 
Education policies and regulations. For questions concerning 
transportation you may call the USD 501 Transportation office 
at 785-95-3910.
Bus Policies
A Transportation Handbook is provided to outline the 
expectations of riders. These rules are for the safety of all our 
children. In order to reach this goal we need the cooperation 
and support of all riders and parents.It is important to note, 
that riding the bus is a privilege, not a right.  The office may 
decide that a referral is severe enough to suspend the bus 
riding privileges of any student for the remainder of the school 
year. A letter sent home to families outlining the bus 
suspension policies for bus misconduct.



District Policies

Attendance/Truancy
The Early College Prep Academy, like TPS school, follows the Kansas 
State Compulsory School Attendance Law. If a family wants to take a 
vacation or extended leave on days when school is in session, excused 
absences may be granted to a student by the principal upon written 
request in advance of the absence. If the principal has determined the 
absence is in the best interest of the student. Examples of excused 
absences include but are not limited to: illness, bereavement, other 
family emergencies and observance of major religious holidays of the 
family’s faith. If a child is ill, it is the parent or guardian's 
responsibility to let the office know by phoning 785-235-7060 the day 
of the absence. Otherwise, all absences will count toward truancy in 
accordance with KS Law.
Absences accumulate in the following manner:

● 2 unexcused absences=Families are sent a “Pre-Truancy” 
letter. This is to let them know that absences are reaching a 
point that they are negatively impacting the learning of their 
child.

● 3 unexcused absences in a row, 5 unexcused absences in 1 
semester, or 7 unexcused absences in 1 year=Families are 
sent a “Truancy Advisory” Letter. These letters are more 
serious. They advise you to call the school and make a plan on 
how to avoid further unexcused absences.

● 10 unexcused absences in 1 year= The school is mandated to 
send a truancy referral to the Shawnee County District 
Attorney.

 The Early College Prep Academy also enforces if a student 
accumulates 10 unexcused absences in a school year, in order for 
future absences to be excused, the child needs to bring in a doctor’s 
note explaining the child is too ill to be at school. Please help to ensure 
that your child is at school everyday all day so that maximum learning 
can take place. Attendance is a priority to stay in the Early College 
Prep Academy. If a student fails to attend the program regularly, a 
transfer request may be advised at the discretion of the administrator. 

Weapons Policy
Board of Education policy prohibits possession or use of lethal 
weapons and define the offense as “Possessing, using, or 
transmitting any object of substance, that, in fact, or under the 
circumstances can reasonably be considered sufficient to cause 
serious harm.” Laser Pointers fall under this definition.Should any 
weapon or “look-alike” be found on a child or in his/her possession 
at school at a school function, the weapon will be confiscated and 
the parent notified of any action taken. Lethal weapons will be 
turned over the school security police. Additionally, all offenses 
involving the “possessing, using or transmitting’ of lethal weapons 
must be reported in writing to the Superintendent and Board of 
Education. 
Notice of Nondiscrimination
The Topeka Public School, Unified School District No. 501 is 
committed to affirmative action and equal opportunity. No person 
shall, on the basis of age, race, color, creed, religion, sex, sexual 
orientation, gender, gender identity or expression, disability, national 
origin or ancestry be denied lawful access to any appropropriate 
educational service, program or activity provided by the school 
district. For employees, the EEO/AA and TitleVII compliance 
officer is the general director of human resources. Compliance 
coordinator may be contacted at 624 SW 24th St., Topeka, KS 
66611-1294, 785-295-3000. The Clerk of the Board of Education 
has been designated to receive and redirect or handle inquiries 
regarding nondiscrimination policies, regulations and procedures. 
The clerk may be contacted by calling 785-2395-3059 or by writing 
624 SW 24th St., Topeka, KS 66611-1294.
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REDUCING THE SPREAD OF COMMUNICABLE DISEASES (COVID-19/INFLUENZA)
As we continue to work to reduce the spread of communicable diseases, such as COVID-19 and influenza, the school has established plans and 
protocols to reduce the risk of exposure to students and staff while in school buildings. While we hope many precautionary measures can be 
reduced or eliminated this school year, we ask for your cooperation in following any that are put in place for everyone’s safety.

To aid the school and community in fighting the spread of communicable diseases, please read and adhere to the following DO’s and DON’Ts.

● DO NOT come to school if you have tested positive for COVID-19, have been asked to quarantine due to exposure to COVID-19, or are 
exhibiting any symptoms of COVID-19 or other communicable disease.

● DO follow any safety protocols that have been put in place, including, but not limited to, distance learning, staggered attendance, social 
distancing in classes and hallways, mask wearing, and other precautionary measures.

● DO wash your hands often.
1. Wash your hands often with soap and water for at least 20 seconds.
2. It’s especially important to wash:
3. Before eating food;
4. Before touching your face;
5. After using the restroom;
6. After blowing your nose, coughing, or sneezing; and/or
7. After handling your cloth face covering.

● DO NOT touch your eyes, nose and mouth with unwashed hands.
● DO cover coughs and sneezes
1. Always cover your mouth and nose with a tissue when you cough or sneeze or use the inside of your elbow and do not spit.
2. Throw used tissues in the trash.
3. Immediately wash your hands with soap and water for at least 20 seconds. If soap and water are not readily available, clean your hands 

with a hand sanitizer that contains at least 60% alcohol.


