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Dear Parent,  
 
 I want to welcome you and your child to our school. You have made a choice as 
to where your child is to be educated. We know you had other choices, so we appreciate 
the confidence you have placed in us, and we believe your choice was a good one. 
 
 Carondelet Leadership Academy is a not-for profit public charter school. Our 
school has been very successful over the last four years showing academic growth that 
surpasses the achievement of other schools with comparable demographic profiles. Our 
not-for profit status ensures that the school your child is in will receive the maximum 
resources available, so that administrators can provide a successful learning 
environment for your child. We believe that both the school and the parents of our 
students have the responsibility of educating each child. Thus, CLA is a partner with 
parents in this important task. Our standards are high, our curriculum is rigorous and 
our expectations for student behavior and discipline are firm. We believe problem-
solving and higher order critical thinking can only occur in a well-ordered, respectful, 
and disciplined setting. Please review this handbook thoroughly so that you have a 
thorough understanding of the CLA academic and behavioral expectations. 
 
    Carondelet Leadership Academy welcomes parents into our schools and encourages 
parent volunteer efforts if you are able to do so. We will make every effort to inform 
you about school activities and you should feel free to contact your child’s teacher or 
the school Principal regarding any questions or concerns you may have.   
 
We look forward to working with you to provide a quality education for your child. 
 

                                                                                  Patrice Coffin 
                       Patrice Coffin Ed.S. 
                          Executive Director 
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Dear Parent/Guardian: 
 
Before admittance to the Carondelet Leadership Academy, all parents/guardians are required to read the 
following statement, read the parent/student handbook outlining school procedures and policies, and sign the 
Parent/Guardian Agreement form located at the back of the handbook. 
 
There are a number of key points to be made when discussing charter schools: 
 

1. Charter schools are funded by public taxpayer money.  Thus, they are “public” schools, but fall into a 
special category.  Charter schools are given freedom from certain rules, regulations and policies that 
other “regular” public schools must follow.  This freedom is granted so that some new and innovative 
directions might be taken and diversity in delivering education to young people might be 
encouraged.  There is a price to be paid for such flexibility however, and that price is strict 
accountability.  Unless charter schools are successful in providing a quality education to students, 
University of Missouri-Columbia is authorized to close the school down.  All students would be 
forced to go elsewhere; all employees would lose their jobs.  Such an action does not happen in the 
non-charter schools.  It is because of these stringent requirements that our charter schools have 
policies that are strictly enforced. 

 
2. Charter schools are schools of “choice.”  This is a crucial point.  There are no laws that require that 

students come to our schools.  Parents/guardians and students choose our schools as opposed to 
some other public or private schools.  Choosing our schools also means that parents/guardians and 
students must understand and accept the overall philosophy of the Carondelet Leadership Academy 
as well as the academic program, rules, regulations and policies of the company.  

 
3.  CLA operates on the premise that parents/guardians have the major responsibility to instill 

discipline, respect and academic encouragement in their children.  It is the joint responsibility of the 
parents/guardians as well as the school to encourage good character and good work habits in their 
children.  Likewise, it is the joint responsibility of the school and parents/guardians to support and 
encourage academic achievement.  Responsible parents/guardians are, after all, the first educators 
and the single most significant element in the mix of factors that result in high academic performance.  
Thus, parents/guardians who enroll their child(ren) in our schools must be prepared to accept this 
partnership role.  Individuals unable to accept this joint partnership role and adhere to the rules, 
regulations and policies of CLA are encouraged to seek other school options and should not enroll 
their child(ren) in our schools.  

 
We require that parents/guardians sign the form at the end of this handbook, which signifies that, the 
policies, rules, regulations and information has been read and that both students and their 
parents/guardians agree to abide by them.  If the form at the end of the handbook is not signed and 
returned, it will be assumed that you agree upon all policies and statements in this handbook.   

                                                         
                                                                             Apryll Mendez 

                                         Dr.Apryll Mendez 
                                             Principal 
 
 



 

 
 

4 

 
  
 
 

School Board       
                                                             

 
Mr. Joe Jacobson 

Ms. Mary Beth Tipton 
Ms. Shonda Gray 
Mr. Timothy Bick 

Ms. Alice Duarte-Fletcher 
Ms. Lori Kindler-Carr 

 
 

School Information 
 

Executive Director, Mrs. Patrice T. Coffin 
Principal, Dr. Apryll Mendez 

Assistant Principal, Mrs. Mary Glass 
Assistant Principal, Mr. Ray West 

Business Operations Manager, Mrs. Kristine Wentzien 
Director of Development and External Relationships, Ms. Jeronica Harts 

 
 
 

7604 Michigan Ave. 
St. Louis, MO 63111  

 
Phone-Main Building: (314) 802-8744 

Phone-Kindergarten Center: (314) 763-6610 
Fax: (314) 802-8721 

 
www.carondeletacademy.org 

 
 
 
 
  



 



Revised 5.15.18 
 
 
 
 

2018-2019 CALENDAR 

 
 No School  

 No School Professional Development 

 Beginning/End of Quarter 

 Parent/Teacher Conferences 

 
1-7        All Staff Orientation 
 
8           First Day of School 
 
31         No School Teacher PD 

 
 
School Days: 17 

AUGUST ‘18 
S M T W Th F S 

   1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29 30 31  

       
 

 JANUARY ‘19 
S M T W Th F S 

  1 2 3 4 5 

6 7 8 9 10 11 12 

13 14 15 16 17 18 19 

20 21 22 23 24 25 26 

27 28 29 30 31   

       
 

 
1-4    No School Winter Break 
 
9        End of Q2 (45 days) 
 
21      No School MLK Day 
 
 
 

School Days: 18 

     
 
3         No School Labor Day 
 
 
 
 
 

 
School Days: 19 

SEPTEMBER ‘18 
S M T W Th F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30       
 

 FEBRUARY ‘19 
S M T W Th F S 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28   

       
 

 
18 No School  
             Teacher PD 
 
 
 
 

 
School Days: 19  

      
12 End of Q1 (46 days)  
 
24-25   Parent Teacher   
              Conferences 
 
26 No School 
 
 

School Days: 22 

OCTOBER ‘18 
S M T W Th F S 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30 31    

       
 

 MARCH ‘19 
S M T W Th F S 

     1 2 

3 4 5 6 7 8 9 

10 11 12 13 14 15 16 

17 18 19 20 21 22 23 

24 25 26 27 28 29 30 

31       
 

  
15          End of Q3 (46 days) 
 
 20-21    Parent Teacher   
               Conferences 
 
 22-29   No School Spring     
               Break   
            
School Days: 15 

      
12         No School 
 
21-23   No School     
             Thanksgiving Day 
 
26         No School Teacher PD 
 
 

School Days: 17 

NOVEMBER ‘18 
S M T W Th F S 

    1 2 3 

4 5 6 7 8 9 10 

11 12 13 14 15 16 17 

18 19 20 21 22 23 24 

25 26 27 28 29 30  

       
 

 APRIL ‘19 
S M T W Th F S 

 1 2 3 4 5 6 

7 8 9 10 11 12 13 

14 15 16 17 18 19 20 

21 22 23 24 25 26 27 

28 29 30     

       
 

 
19      No School  
 
22      No School  Teacher PD  
 
 
 
 
 
School Days: 20 

     
 
24-31 No School  
             Winter Break 
 
 
 
 
 
 

School Days: 15 

DECEMBER ‘18 
S M T W Th F S 

      1 

2 3 4 5 6 7 8 

9 10 11 12 13 14 15 

16 17 18 19 20 21 22 

23 24 25 26 27 28 29 

30 31      
 

 MAY ‘19 
S M T W Th F S 

   1 2 3 4 

5 6 7 8 9 10 11 

12 13 14 15 16 17 18 

19 20 21 22 23 24 25 

26 27 28 29 30 31  

       
 

 
27    No School  Memorial Day 
 
29    Last Day of School  
             (for Students) 
        End of Q4 (45 days)   
30    No School Teacher PD  
 
 
 

School Days: 20 
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GENERAL INFORMATION 
School Hours     
 

Monday – Friday            8:00 am – 3:30 pm 
 
Breakfast is served daily starting at 7:40 am, students are not allowed in the building prior to 7:40 
am. 
 

Enrollment 
 
Entrance Requirements              
 
Carondelet Leadership Academy shall only enroll pupils residing in the City of St. Louis; with priority 
enrollment available to students residing in the south city Carondelet Community. CLA does not 
limit admission based on race, ethnicity, national origin, disability, gender, income level, proficiency 
in English language, or athletic ability. If current capacity is insufficient to enroll all pupils who 
submit a timely application at any grade level, Carondelet Leadership Academy will use a lottery 
admission process that assures all applicants of an equal chance of gaining admission that gives a 
preference for admission whose siblings attend the school and all students on the waiting list will fill 
remaining vacancies by grade level. 
 
To enter kindergarten, a child must be 5 years of age on or before August 1 of the current school 
year.  
 
* Services for Students with Disabilities 
 
The school offers a complete special education program as required by state and federal laws.  
Special education students will have Individualized Educational Plans (IEP) written for them 
annually.  This plan must be implemented in the less restrictive environment.  Please contact the 
Special Education Teacher, Special Education Director, or School Principal for further information. 
	
*Title 1 Services 
	
Carondelet Leadership Academy is a school wide Title 1 program.  Students receive assistance 
based upon academic performance in relation to overall school performance.  Students are 
identified for services following initial screening which is conducted within the first four weeks of 
school. 
	
Textbooks, Library Books, Audio/Visual Equipment & Other School Materials 
 
It is the responsibility of CLA students to return textbooks, library books and any other school 
materials at the end of the school year in good condition.  In accordance with stated CLA policy, it 
is the responsibility of a parent/guardian to instill respect of property in their children.  Thus, 
parents MUST assume responsibility for damage to or loss of any textbooks, library books, 
audio/visual equipment or other school materials used by their child/children.  Replacement costs 
and/or damage fines will be assessed for any lost or damaged materials.  These fines must be paid 
in full, in cash, before a final report card will be issued, transfer of records sent, or registration 
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accepted for the next school year.  The teachers, in conjunction with the School Principal, will 
determine these fees. 
 

HEALTH SERVICE INFORMATION 
 

Health Services 
 
The classroom teacher refers students to the Health Office whenever symptoms indicate the 
possibility of illness, injury and/or pain.  Minor injuries are treated at school. 
 
*Each child is required to have an emergency Health and Accident form on file.  This form requires 
names and phone numbers of 3 responsible persons being 18 years or older that can be 
contacted in case the parent/guardian cannot be reached.*   
 
Parents/guardians must keep their child home if the child has any of the following illnesses: 
 

• Fever of 99.6 degrees or higher 
• Vomiting 
• Acute cold 
• Sore throat 
• Earache 
• Swollen glands 
• Severe cough 

• Inflamed or red eyes 
• Listlessness, weakness, drowsiness 

and/or flushed skin 
• Headache 
• A rash or skin eruptions of unknown 

origin 
 

 
Children who become ill during the school day will be required to go home – as soon as 
possible.  It is the parent’s/guardian’s responsibility to either pick up their child or make 
arrangements for a person listed on their student’s emergency list to pick up their child.  This 
MUST be done in a timely manner. If we are unable to reach a parent/guardian, we will use the 
listed emergency contacts. 
 
If a child is sick at home or is sent home from school for an illness, they are NOT to 
return to school until they are free of fever and/or symptoms for a FULL 24 hour period.  
They may not attend after school events. 
 
Parents/guardians are asked to contact the school regarding any problems concerning their child’s 
health, medications or communicable diseases. 
 
If activities are to be limited after a serious illness or accident, a statement from a physician is 
required.  The statement must indicate the length of time the limitation must be in place. 
 
Children cannot be left in the classroom during recess without a teacher present.  ALL children 
who attend school are expected to participate in recess. If a child is too sick to go outdoors for 
fresh air and exercise, the child should be kept at home.  Exceptions will be made upon written 
request from a physician. 
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Medication  
 
No medications will be given at school except for those which have been prescribed by a physician 
and which are needed to maintain the child in school.  Any medication that is taken at school must 
be brought to the nurse’s office in a container appropriately labeled by the pharmacy.  This label 
must include the child’s name, the prescribing physician’s name, the name of the medication with 
directions (route, dose and frequency), and the pharmacy phone number. 
 
If the student needs to take medication at school, the parent/guardian should bring the medication 
to school and not send it with their child.  The parent/guardian is also responsible for picking up 
their child’s medication if it has been discontinued.  If the medication is not picked up in a timely 
manner, the medication will be thrown away.  All medications that have not been picked up at the 
end of the school year will be thrown away. 
 
Before medications can be given out at school, parents/guardians and the child’s 
physician must complete the required forms.  These forms can be obtained from the 
school nurse’s office.   
 
Students may not carry any type of medicines, pills, inhalers and will need a note from the 
physician to carry these item(s) during the school day.  The prescription for the medicine(s) must be 
on file with the nurse’s office, which states that the child needs to keep the medicine with them 
during the school day. 
 
Please indicate on the Health Survey (that must be completed for every student at the start of the 
school year) if your child is taking any medications on a regular basis at home. 
 
 
Medical Requirements           
 
All children entering kindergarten (or 1st grade if the child did not attend kindergarten) and students 
entering 4th grade MUST comply with the physical examination and immunization requirements of 
the State of Missouri.  
 
Any student who enrolls in school for the first time must also present a physical examination report 
and record of their immunizations, regardless of the grade they are entering.  These students are 
required to have a physical examination and a record of their immunizations on file no 
later than the first day of school. 
 
A cumulative health record is kept for every student.  In case of a transfer, the child’s health record 
is sent to the new school. 
 
Hearing Screening    
 
State law requires that all children in grade Kindergarten, First, and Second are screened for 
potential hearing loss. This process of an initial screening for all children in those grades during the 
months of September and October and follows up screening for children who fail the initial 
screenings in November and December. The school will provide and/or guardians of children who 
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fail either the initial or follow up screenings with information about obtaining a further evaluation. 
Permission will be obtained prior to any evaluation occurring beyond the initial and follow up. 
 
Food Allergy Policy and Plan 
 
Communication with Parent/Guardian Prior to School Starting 
 
The school nurse will arrange a meeting with the parent/guardian prior to school starting for all new 
entrants with peanut allergies.  The nurse will invite the Principal and classroom teacher to come if 
possible.   
 
The goal of the meeting will be to create an environment that minimizes the chance of an allergic 
reaction.   
 
The nurse will contact all returning students by phone to discuss any changes, obtain medical 
orders, as well as medications.  A meeting will be arranged if necessary. 
 

Individual Health Care Plan 
A written individual health care plan will be developed for each student with a peanut 
allergy. 
The following must be addressed in the development of the plan: 
 

1. History of allergy 
2. History of allergic reactions 
3. Symptoms of allergic reactions 
4. Medication 
5. School plan including field trips 
6. Physician written orders 
7. Release to talk to Physician. 

 
The nurse will provide an emergency action plan.  The plan will be based on the severity of the 
student’s allergy and needs.   
 
Food Services/Custodians 
 
There will be a peanut free table clearly labeled in the cafeteria.  Signs will be posted near and on 
the table.  There will be separate sponges and buckets used to clean the peanut free table.   
 
Parents are asked to provide all food for the student from home.  The best people to read labels 
and review foods are family members.  Regardless of the vigilance from staff, there is always 
potential for error.   
 
The nurse will have a meeting with food service personnel and custodians to educate on food 
allergies.  The student’s emergency plan will be in the kitchen and a plan to inform substitutes will 
be in place.   
 
The nurse will provide food services with a list and picture of all students in the building with peanut 
allergies.   
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School Wide Plan 
 
Each classroom that has a student with a peanut allergy will be peanut-free. All students will wash 
their hands before class starts and when returning from lunch.  All other students and staff will 
wash their hands before entering the classroom.  It will be clearly explained about the importance 
of washing hands well with soap and water to ensure removal of any peanut oil. 
 
All specials, to including the school office, will be peanut-free.  Signs will be posted outside of 
these rooms.   
 
The teacher will be aware of all food brought into the classroom and will try to ensure that no 
peanut products are introduced.  Also, any project that may involve food needs to be closely 
monitored, like using birdseed, which may contain nuts. 

 
Students with peanut allergies should only eat food brought from home. 
 
Signs will be posted outside of the classroom saying this is a peanut-free classroom. 
 
The nurse will talk to the students in the class about the reason for the plan.  Age appropriate 
educational materials will be used to ensure understanding of students. 
 
The teacher will put the emergency plan for all students with a peanut allergy in the substitute 
teacher plans.  The plan must be clearly labeled so it cannot be missed.   
Peanut allergy education will be put in the newsletter.  Letters will go home to all students and their 
families before school starts concerning the peanut-free classroom. 
 
Special events with food and classroom parties will be carefully planned so that there is minimal 
chance of exposure. 
 
Training and Education of all Staff 
 
Prior to school starting all staff will be informed about how to maintain a safe environment for the 
students.  The nurse will demonstrate how to use an epi-pen.  Whenever an epi-pen is used, 911 
must be called and the student transported by ambulance to the hospital.   
 
The nurse will be responsible for making sure the student is given the appropriate treatment at 
school.   
 
Periodic updates, reminders, and training will happen throughout the year.   
 
Education and training will be mandatory for all parents that volunteer in the lunch room.   
 
Learning Experiences 
 
The nurse will ask that the parent/guardian of a child with a peanut allergy attend learning 
experiences if possible.  If the parent/guardian cannot attend, then the nurse will review how and 
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when to use the epi-pen with the responsible adult going on the learning experience.  The 
responsible adult will take the epi-pen and emergency plan on the learning experience. 

 
The nurse will investigate where the class is going and the exposure risk involved.  The nurse will 
also determine what the emergency plan should be for the experience and provide it to the adult 
carrying the epi-pen.   
 
No eating will be allowed on the bus during learning experiences.   The bus company will be 
notified that the seats will need to be cleaned before students can enter the bus. 
 
Accidents 
 
Any accident or injury that occurs during the school day or at a school activity must be reported 
immediately to the playground supervisor, office personnel, coach, or teacher.  An injury report will 
be completed.  Every effort will be made to contact a parent in the event of any injuries considered 
serious.  In the event that no one can be reached and immediate action is required, school 
personnel will take the action deemed most appropriate.  Carondelet Leadership Academy is not 
responsible for charges incurred by emergency response personnel and equipment. Parents are 
required to update emergency forms when any change occurs.  The school MUST be able 
to contact every parent in the event of a serious injury. 
 
Activity Participation 
 
Students who are absent due to illness for any part of the day will not be allowed to attend school 
sponsored evening activities.  This will also be the case for unexcused absences during the day.  
Excused absences for reasons other than illness will not cause a student to miss evening activities.  
Most evening events require an adult chaperone.   
 

ATTENDANCE 
 
If a student must be absent from school for any portion of a regular attendance day, 
parents or legal guardians must CALL THE SCHOOL OFFICE.   A REASON FOR THE 
ABSENCE MUST BE STATED. Students who are absent may not participate in extra-
curricular activities on the day of their absence. 

 
An absence will be excused only if         
• the child is sick with a doctor's note stating illness 
• the child has a doctor or dental appointment, documentation is required  
• the family has had a death,  
• the child is observing a particular religious holiday,  
• the parent has pre-arranged an absence with the principal.  A preplanned 

absence form must be filed in the office.  Such a request must be made in 
writing.  Contacting the principal by email is not only acceptable, it is 
encouraged.  A reply of approval will be sent.  If no reply is received by the 
parent, she/he should call the office to confirm receipt of the request.  All 
make-up work must be completed and submitted to the teacher one day per 
each day missed to be counted toward the student’s grade. 
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 •     If it is a sport/academic related activity a student is not considered absent. 
 

A child who is absent for any other reason will be considered truant. The school is 
required by law to determine the location of all absent students.  Every effort will be made 
to contact parents of students who are absent from school, but not reported by a 
parent/legal guardian by 10:30 each morning.  If the absence is not reported and no one 
can be reached by the designated time, the absence is considered UNEXCUSED.  
Unexcused absences (including out-of-school suspensions) will result in half credit for all 
class work on that day,  
All work must be completed to keep the student current with class progress. Tardies will 
affect consideration for perfect attendance awards. 
Parents must come to the office to sign a student out if the student is to leave school for 
any reason prior to dismissal. 
When a student is absent anytime during the day and returns during that day, the student 
must report to the office before going to class and a parent must sign them in/out. 
 
APPOINTMENTS--If a student is going to be absent, leave school early, or report to school 
late due to an appointment with a dentist or doctor, parents should notify the school office 
and  
teacher prior to the event.  If possible, students should bring a note the day before the 
appointment.  If this is not possible, parents should call the office prior to 8:00 a.m. 

 
EXCUSED ABSENCES--An excused absence allows all work to be made up without 
penalty, however, any absence from school that is not part of the school program will be 
recorded as an absence on the permanent records.  Excused absences are given for the 
following reasons: 

1. Illness of the student; however, repeated illness could justify a medical 
excuse from a doctor being requested by the principal. 
•  If your child is absent from school for three consecutive days, or in 

the event of an emergency room visit or hospital stay, a doctor’s 
excuse may be requested upon his/her return to school. 

•  If your child is diagnosed with a contagious disease, school officials 
reserve the right to request verification from your child’s physician 
that he/she may return to school.  All Missouri Department of Health 
Guidelines will be enforced. 

2. Death in the immediate family. 
3. Emergency or Acts of God situations. 
4. At the discretion of the principal. 

 
PLANNED ABSENCE-- If parents are aware of a situation where their child will be absent 
for just cause, they must notify the office at least one week in advance.  Students may get 
advanced assignments based on available material from teacher.  The advanced 
assignments are due immediately upon the student’s return to school.  Students who are 
absent for family trips or special events will NOT be excused unless parents have pre-
arranged the absence with the principal and scheduled the completion of make-up work 
with the teacher.  A planned absence may only be approved up to a maximum of five (5) 
days per school year. 
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UNEXCUSED ABSENCES --Unexcused absences are given to those students whose 
reasons do not fall into the categories of excused absences.  The following are examples of 
unexcused absences, but not limited to: 

1. Haircuts, beauty shop appointments 
2. Babysitting 
3. Oversleeping 
4. Needed at home, must have approval from the principal to be excused. 
5. Any absences during the school day if the student fails to check out through 

the office. 
6. At the discretion of the principal. 

 
PHYSICAL EDUCATION EXCUSES --Students will not be excused from Physical Education 
without a note from a parent.  Absences greater than two (2) days will normally require a 
physician’s excuse. 
 

INTERNET ACCESS AND COMPUTER USE—All use of internet and district computers shall be 
consistent with the goal of promoting educational excellence by facilitating resource sharing, 
innovation, and communication.  All students and their parents must sign an authorization for 
access to use the School operated Internet service.  Failure of any user to follow the Terms of 
Carondelet Leadership Academy’s Policy will result in the loss of privileges, disciplinary action, and 
/or  appropriate legal action. 
 
NON-DISCRIMINATION – Equal educational opportunities shall be available for all students without 
regard to race, color, national origin, ancestry, gender, ethnicity, language barrier, religious beliefs, 
physical and mental handicap or disability, or economic and social condition, or actual or potential 
marital or parental status.  The Principal and the Superintendent will play all roles as complaint 
manager and /or discrimination coordinators. 
 
Early Dismissal 
 
No child is allowed to leave the building or playground during school time unless a parent, guardian 
or an adult accompanies him from the school.  All-day attendance is important for every student, 
every school day.  If it is known in advance that an early dismissal is absolutely necessary, parents 
must send a written note to the classroom teacher.  Children who leave early must be picked up in 
the school office.  Early dismissal is calculated as part of the overall attendance, therefore, early 
dismissals do get marked against a student’s attendance record. 
 
There will be NO early dismissal after 3:00 pm. Once students are dismissed they may NOT re-
enter the building. 
 
Dismissal for Vacation 
 
Children are discouraged from taking vacations or trips during the school year.  However, if family 
trips are unavoidable, a preplanned absence form must be submitted to the Principal.  
 
Students who are absent over a period of 2 weeks because of extended vacations should not 
expect to receive homework assignments ahead of time and are at risk of being retained.  
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Policy Enforcement 
 
Missouri State Law requires that students attend school 7 ½ hours per day.  Consistent 
attendance and on-time arrival at school is an important part of any student’s education.  Crucial 
material is covered on a daily basis and students struggle to make up assignments with extended 
absences.  Because of its importance, the school Principal has the authority to enforce the policy 
through a variety of methods, including a report to the Division of  Family services for education  
neglect.  Early dismissal and late arrivals are calculated into the attendance and become part of 
your student’s permanent attendance record. 
 
As a way to communicate in a proactive manner regarding UNEXCUSED absences (as outlined 
above) the following notification will take place: 
5 UNEXCUSED absences= letter mailed to student address on file 
9 UNEXCUSED absences= letter mailed to student address on file 
10 UNEXCUSED absences= hotline call placed to Division of Family Services for educational 
neglect 
20 UNEXCUSED absences in a semester= Referral to the Truancy Office 
 
Students receive a report card once per quarter.  It is the responsibility of the parent/guardian to 
pick up their child’s report card. Report cards are distributed at Parent/Teacher Conferences first 
and third quarters, sent home with the student second quarter, and mailed to the address on file at 
the conclusion of the school year.  If the report card is returned to the school, you must set up a 
meeting with the school administration to obtain the report card before the student may return.   
 
Graduation  
 
The students of the Carondelet Leadership Academy MUST meet the following minimum 
requirements. 
 

• A student must have passing grades in the core subjects of Mathematics, Communication 
Arts, Science and Social Studies.  End-of-the-year grades in each subject are determined 
by averaging each of the 4-quarter grades. 

• Students in grades 6-8 (Middle School) must have passing grades in the core subjects of 
Mathematics, Communication Arts, Science and Social Studies.   End-of-the-year grades 
in each subject are determined by averaging each of the 4-quarter grades.   

• A student must not receive more than 1 failing grade in any Specials classes (Art, P.E., 
Library Media, Music and Spanish). 

 
Should a student not meet the grade requirements: 

 
If a student consistently failed most subject areas in quarters 1, 2 and 3, it is more than 
likely that he/she will not be able to pass to the next grade. 
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Promotion   
 
The curriculum of CLA is rigorous.  It is the intention of the school to promote preparedness for 
each child to progress through the grade levels successfully. 
 
Any child who is not prepared to exit a grade level is not permitted to continue on to the next grade 
until they have attained adequate achievement in their present grade.  
 
*Students who receive a f inal grade of “F” in Reading and/or Mathematics wi l l  not 
be promoted to the fo l lowing grade.  
 

STUDENT CLASSIFICATION IS THE FINAL DECISION OF THE SCHOOL PRINCIPAL. 
 
Grading Scale 
   

Intermediate 3rd – 8th  grade:  Primary Kindergarten – 2nd grade: 
100 – 90 A  E Exceeds Grade Level Expectations 
89 – 80 B  M Meets Grade Level Expectations 
79 – 70 C  P Developing Towards Grade Level Expectations 

69 – 60 D  L Limited Progress Towards Grade Level 
Expectations 

59 – 0 F    
 
Homework 
 
Homework is an integral part of the child’s educational process.     
 
Homework assignments are a part of each student’s grade, therefore, missing assignments must 
be turned in as soon as possible.  Students are also responsible for homework assignments 
missed during an absence from school (see section on student absences).  
 

• Parents may be required to work with their child on special projects and provide materials 
that can be found in the home. 

• Parent/student reading, particularly in the primary grades, is strongly recommended. 
• Parents have the responsibility to discuss and check homework assignments on a daily 

basis with their child. 
• Parents have the responsibility to follow homework policy implemented by Cardondelet 

Leadership Academy as well as the individual classroom homework policy regarding 
behavior sheets, planner signatures or other classroom requirements as indicated.   

 
Field Trips 
 
Cultural and educational field trips are scheduled during each school year.  Field trips are planned 
to enhance your child’s educational process and must be relevant to what is being studied at the 
time the field trip is planned.  Field trips are scheduled on school days and are, therefore, not 
optional. 
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Permission slips from parents/guardians must be signed and returned to the classroom teacher 
before a student may participate in a field trip.   
 
Chaperones - The ratio of chaperone to student is: 
 

• Kindergarten – 2nd grade:  1 parent/guardian for every 6 students 
• 3rd – 8th grade:  1 parent/guardian for every 10 students  

 
Although each chaperone is directly responsible for their group of students, the class as a whole 
should stay together at all times during a field trip.  Chaperones, alone or with their group, should 
not separate from the rest of the class at any time for any reason.  Each group will follow the same 
set of rules.  Team Leaders will provide a brief outline of the guidelines to chaperones before the 
trip.  Any questions regarding the rules and responsibilities should be directed to the Team Leader.  
Siblings of students are not permitted on field trips. 
 
All students will attend the field trip unless indicated by the school administration.  Those cases will 
be individual and will only be used if behavior is a consistent concern or for the safety and well-
being of the students or the community. 
 
We truly do appreciate parent participation.  Please review the Chaperone Guidelines: 
 

• Chaperones must provide their own transportation to and from the destination 
• Please follow the same guidelines that the staff must adhere to.  Some destinations 

are more particular than others. 
• No siblings or other children are allowed to attend, please remember you have a 

duty to tend to the care of the students assigned to you. 
• The use of cell phones (except for emergencies), alcohol and profanity is prohibited. 
• Chaperones are chosen on a first come basis. 

 
Dress/Attire - Students attending a field trip are required to wear their complete CLA uniform, 
unless otherwise noted in the field trip/permission slip sent home to parents prior to the field trip. 

 
CONFIDENTIALITY 

 
Any information received by a school employee relating to the conduct of a student shall be 
received in confidence and used to the limited purpose of assuring that good order 
and discipline is maintained in the school. 
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DISMISSAL 
 
CLA does not provide transportation.  Please review the following options and guidelines: 
 
Walkers-  Only students with a signed permission slip on file will be allowed to leave the school and 
walk home each day.  As a designated walker, CLA is not liable for the student once he/she is off 
school property.  Making sure that the student arrives home safely is the parent’s responsibility.  
Walkers will not be dismissed before 3:25. 
 
Car Riders-  Students will report to the gym at 3:25.  Once the dismissal number is given, the 
student will be escorted out to the car.  Please remain in your vehicle and follow the flow of traffic 
and directions given by CLA staff members. All car riders will be dismissed to the back of the 
building. 
 
 
Van Riders-  Students who are reported to the building secretary as van riders will be put on the 
van every day.  If transportation changes, that must be communicated to both the daycare facility 
and the school prior to 2:00 pm.  Failure to comply with this request will result in your child being 
placed on the daycare van.  We cannot accommodate daily changes to the dismissal process, it is 
too confusing for the secretaries, teachers and children.   
 
Parent Pick Up-  Parents may choose to pick up their children from CLA’s front entrance.  Parents 
gather at the front door and must give the dismissal number.  Staff members will call for the 
number and students are sent out to the parent/guardian.  Parents may not congregate in the 
building due to safety issues in our hallways.  Students will not be dismissed from 3:00 to 3:30.   
 
Bi-State Transportation-  Occasionally students use public transportation.  It is the responsibility of 
the parent to ensure that their children have the appropriate fee and that the child understands the 
proper way to conduct themselves.  Students will not be dismissed early to catch the bus, as this 
can adversely affect their attendance.   
 
Parents/Guardians  must pick up their children on time.  Students left after 4:00 could be reported 
to the local police department and may be placed in their care while the parents/guardians are 
reached. 
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TECHNOLOGY ACCEPTABLE USE POLICY 
 
Electronic communication of any kind (email, chat rooms, social networking, etc.) will only be 
utilized by students with authorization and under the supervision of teachers and staff.   

 
Purpose of Use 
 
Through technology, CLA provide access for students and staff to resources from around the 
world. Expanding technologies take students and staff beyond the confines of the classroom, and 
provide tremendous opportunities for enhancing, extending, and rethinking the learning process. 
This new capability, however, requires guidance for students and staff use. 
 
The Opportunities and Risks of Technology Use 
 
CLA believes that the value of information and the opportunity for interaction that technology offers 
outweighs the hazards of its misuse. Making network access available, however, carries with it the 
potential that some network users will encounter sources that could be considered controversial or 
inappropriate. Because information on networks is ever-changing and diverse, the school cannot 
completely predict or control what users may or may not locate when on-line. Technology provides 
a conduit to information: the users must be wary of the sources and content and be responsible in 
choosing information to be accessed. 
 
No technology is guaranteed to be error free or totally dependable, nor is it safe when used 
irresponsibly. Among other matters, CLA is not liable or responsible for: 

1. Any information that may be lost, damaged, or unavailable due to technical, or other 
difficulties;  

2. The accuracy or suitability of any information that is retrieved through technology  
3. Breaches of confidentiality;  
4. Defamatory material; or  
5. The consequences that may come from failure to follow CLA policy and procedures 

governing the use of technology. 

Privileges of User 
 
Users may access technology for educational purposes only. Exercising this privilege requires that 
users accept the responsibility for all material viewed, downloaded, and/or produced. Users will 
need to evaluate the validity of materials accessed through technology and cite their resources 
when appropriate. 
 
The actions of users accessing networks through CLA reflect on our organization. Users must 
conduct themselves accordingly by exercising good judgment and complying with this policy and 
any accompanying administrative regulations and guidelines. 
 
Definition of Acceptable Use 
 
Users will: 
 



 

 
 

18 

• Adhere to the rules of copyright and assume that any software that they did not create is 
copyrighted (unless it is labeled "freeware" or "public domain"); 

• Adhere to the licensing agreements governing the use of shareware; note that e-mail is not 
guaranteed to be private; 

• Be responsible at all times for the proper use of their access privileges and for complying 
with all required system security identification codes, including not sharing such codes; 

• Maintain the integrity of technological resources from potentially damaging messages, 
physical abuse, or computer viruses; 

• Respect the rights of others to use equipment and therefore use it only for school-related 
activities; 

• Treat all computers, printers, cameras, and other electronic hardware and software with 
great care; 

• Abide by the policies and procedures of networks and systems linked by technology; and 
protect the privacy of other users and the integrity of the system by avoiding misuse of 
others' files, equipment, and programs.  

 
Users will not: 
 

• Use offensive, obscene, inflammatory or defamatory language; 
• Harass other users; 
• Misrepresent themselves or others; 
• Violate the rights of others, including their privacy; 
• Access, download, and/or create pornographic or obscene material; 
• Use the network for personal business or financial gain; 
• Vandalize data, programs, and/or networks; 
• Degrade or disrupt systems and/or equipment; 
• Damage technology hardware and/or software; 
• Spread computer viruses; 
• Gain unauthorized access to resources or entities; 
• Violate copyright laws; 
• Damage computers, printers, cameras, or other hardware; 
• Use technology for illegal activities; and 
• Reveal their name, personal address or phone number, or those of other users without 

parental permission.  
 

Right to Monitor 
 
CLA as the provider of the technology, email, and Internet access, have the right to monitor any 
and all use of the system. Any individual right of privacy is superseded by the school’s need to 
maintain its system. 
 
Penalties for Improper Use 
 
If users of the technology do not follow the rules of Acceptable Use, their privileges may be taken 
away according to the following guidelines: 
 
Level 1: Loss of use of computer privileges for five school days 
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Student does not follow the directions of supervisor regarding Internet, programs, or use of 
hardware. 
 
Level 2: Loss of use of computer privileges for one month. 
Student consistently does not follow directions of supervisor regarding Internet, programs, or use 
of hardware, OR 
Student damages hardware due to carelessness. 
 
Level 3: Loss of computer privileges for 3 months to entire academic year. 
Student destroys files, any form of another person’s work, OR 
Student views or prints a sexually explicit, offensive site OR 
Student views or prints other inappropriate material, OR 
Student destroys hardware intentionally, OR 
Student destroys hardware beyond repair. 
 
Level 4: Incurs the cost of repair or replacement of computer, iPad or any other device 
Student breaks the computer intentionally or unintentionally. 
 
Please read and sign with your child the “Student Technology Rules Contract” at the end of this 
handbook.  The signed contract MUST be brought in and given to your child’s teacher the 1st week 
of school.  If the contract is not returned to school the 1st week your child will not be able to use 
any technological equipment in the school. 
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UNIFORM DRESS CODE 
 
It is our belief that good dress and work habits reflect a proper school attitude.  Students are 
required to be in proper dress code during school hours and on field trips unless otherwise 
notified.  Students who do not comply with the dress code will face consequences set by our 
school discipline policy. 
 
Girls: 

• Khaki in color jumper (grades K-3) 
• Khaki in color skirt/skorts (grades K-8) 
• Jumper or skirt/skort should be KNEE LENGTH or fall just below the knees 
• Khaki Docker style dress pant worn with a plain black or brown belt 
• Pants must be properly hemmed at shoe level and not dragging the floor 
• Hunter green collared polo with school logo (short or long sleeved). NO T-shirts 
• Hunter green, black or white cardigan sweater or vest without a hood 
• Khaki, knee length, uniform shorts may be worn from August – September 30;May 1 – End 

of school year 
• Solid color, white or hunter green tights, stockings or socks or leggings 
• White or hunter green turtleneck may be worn under the school polo in the winter 
• Tennis / Athletic  Shoes must be worn at all times, they may not be platform, wedge, or any 

shoe with a heel due to safety concern 
Boys: 

• Khaki in color Docker style pants worn with a plain belt 
• Pants must be properly hemmed at shoe level and not dragging the floor 
• Hunter Green collared polo (short or long sleeved with logo). NO T-shirts 
• Shirts MUST be properly buttoned and tucked into pants 
• Hunter Green, Black or White cardigan sweater or vest without a hood 
• Solid khaki, knee length, uniform shorts may be worn from August – September 30 - 
       May 1 – End of school year 
• Solid color socks 
• White or Hunter Green turtleneck may be worn under the school polo in the winter 
• Tennis / Athletic  Shoes must be worn at all times 

 
Exceptions to wearing uniforms are permitted when: 

• Friday Dress Code – Students may wear official CLA T-shirts on Fridays only.  There will be 
occasions where certain clubs or school organizations are permitted to wear their “group” 
shirt.  Those will be individually based.   The rest of the uniform dress code remains the 
same for those days. 
 
Violations of the dress code will fall under the school wide discipline policy.   

 
THE FOLLOWING ITEMS ARE NOT ALLOWED TO BE WORN IN SCHOOL 

 
Ø No sunglasses 
Ø No sandals 
Ø No tank tops or tight fitting tops 
Ø No sleeveless shirts 
Ø No jeans 

Ø No hoop or dangling earrings (for safety 
reasons) 

Ø No visible body piercing including Band-
Aids covering piercings 

Ø No rollers/curlers 
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Ø No sagging pants 
Ø No hanging belts 
Ø No visible tattoos 
Ø No jackets 
Ø No hair glitter/body glitter 
Ø No key cords 
Ø No hanging suspenders 
Ø No combs or picks worn in hair 

Ø No designs or pattern on leggings worn 
under skirts are permitted. 

Ø No hats or other head coverings, 
including sweatbands and handkerchiefs. 

Ø Necklaces must be tucked inside shirts or 
blouses and must be a reasonable size. 

 
 
 

Students are expected to be dressed and groomed in a manner which will not be disruptive to the 
educational process, constitute a health or safety hazard or violate civil law. 
 
Any clothing or jewelry that is distractive to the learning process is not permitted. 
Any student who fails to meet the dress code guidelines may be sent home to retrieve their 
appropriate uniform. 
 

**Final determination of appropriateness of student dress will be made by the school 
Administration. 

 
Marking Clothing  
 
Articles of clothing, boots, tennis shoes and lunch boxes should be marked with the child’s name 
and grade, or room number so they may be returned if lost. 
 
Personal Appearance   
 
Students are expected to be dressed and groomed in a manner which will not be disruptive to the 
educational process, constitute a health or safety hazard or violate civil law. 
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DISCIPLINE  
	

INFRACTIONS AND CONSEQUENCES – The punishments listed after each violation are 
guidelines for the 1st, 2nd, and 3rd offenses.  Students readily admitting guilt may receive lesser 
punishments than those listed and certain infractions may receive consequences more or less 
severe than those listed, depending on individual circumstances.  Habitual offenders may also 
receive harsher consequences than those listed.  These examples may not be the only acts for 
which suspensions or expulsions are warranted.  As conditions warrant, the administration may add 
other infractions and consequences for the protection and welfare of students and staff.  These 
conditions may or may not be explicitly stated below. 
 
DISCIPLINE TYPES 
 

WARNINGS – Every attempt will be made by the staff to help students avoid breaking 
school rules. 
OFFICE REFERRAL – The situation is written down by the witnessing staff, including what 
happened and who was involved, and the appropriate administrator is involved. 
IN-SCHOOL SUSPENSION – The student is to attend school.   Students who are on in-
school suspension status are not permitted to attend extracurricular events. All credit for 
work missed will be given ½ credit if completed correctly. 
They will be assigned to an area for the day and be given tasks to accomplish.  Parents will 
be notified. 
SHORT TERM SUSPENSION – The student is assigned to the parent.  Students who are 
on out-of-school suspension status are not permitted on school grounds for class or any 
school sponsored events.  All credit for work missed will be given ½ credit if completed 
correctly.  Parents will be notified. 
LONG TERM SUSPENSION – Action taken by the Administration by prohibiting the 
student from attending school for a time period exceeding ten (10) days and not more than 
180 days; loss of all academic credit.   
 

ASSEMBLY DISRUPTION – Unacceptable conduct which may embarrass the participants or 
detract from the performance, such as inappropriate comments, throwing coins, whistling, 
rowdiness, and uncalled for clapping will result in a warning and may not attend future assemblies. 

 
BULLYING Guidelines in Accordance with HB 1583 –  
 

• Amanda Taylor will serve as the contact for all bullying related issues at Carondelet 
Leadership Academy 

• Student must report occurrence to staff member of Carondelet Leadership Academy 
• Staff must report incident to Ms. Taylor within 2 days of an event 
• Within 2 days or receipt of the notice of the incident, the principal must assign an 

investigator 
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• The investigation must be completed within 10 school days 
• Appropriate consequences will be determined 

 
Bullying is unwanted, aggressive behavior among school aged children that involves 
a real or perceived power imbalance. The behavior is repeated, or has the potential to 
be repeated, over time. 
 
CAFETERIA CONSEQUENCES FOR INAPPROPRIATE BEHAVIOR 
Any activity that creates a disturbance in the cafeteria, such as throwing food, leaving trays, cutting 
in line, or inappropriate table manners will result in an office referral.  
 
CELL PHONES 
Cell phones and personal devices (tablets, video games, etc.) are not to be used for any reason 
during the school day by students.  Any student found to be in use of their cell phone or other 
electronic device for any reason without prior approval from school staff may be held to disciplinary 
consequences as determined by administration.  Cell phones in grades 4-8 will be collected on a 
daily basis by staff to ensure the academic success of all students.  Students will then receive their 
phones as they leave the classroom.  Students in 4th and 5th will retrieve their phones at dismissal 
and students in Middle School will collect their phones at dismissal.  Middle School students do 
have the option of leaving their cell phones in their personal locker. 
 
 
CHEATING – Academic misconduct including the use of unauthorized material, plagiarism or 
assistance on tests or assignments is considered cheating.  No credit will be given for this work.      
 
CHRONIC MISSING HOMEWORK  
Chronic missing homework will not be tolerated.  Each grade level will create a set of guidelines and 
consequences in regards to missing homework assignments.  Consequences may range from a 
single detention to loss of trips, carnival, and other extra-curricular events.  We are striving to 
promote accountability and responsibility in all of our students.  Repeat offenders of missing 
homework assignments will not only receive more severe consequences, but their grades will be 
adversely affected. 
 
DISMISSAL 
CLA does not provide transportation.  Please review the following options and guidelines; 
 
Walkers – Only students with a signed permission slip on file will be allowed to leave the school and 
walk home each day.  As a designated walker, CLA is not liable for the student once he/she is off 
school property.  Making sure that the student arrives home safely is the parent’s responsibility.  
Walkers will not be dismissed before 3:25 
 
Car Riders -  Students will report to the gym at 3:25.  Once the dismissal number is given, the 
student will be escorted out to the car.  Please remain in your vehicle and follow the flow of traffic 
and directions given by CLA staff members. 
 
Van Riders – Student who are assigned as van riders to the building secretary will be put on the van 
every day.  If transportation changes, that must be communicated to both the daycare facility and 
the school prior to 2:00 pm.  Failure to comply with this request will result in your child being placed 
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on the daycare van. We do not allow for daily changes to transportation, it is too confusing for the 
secretary, teacher and the child. 
 
Parent Pick Up – Parents may choose to pick up their children from CLA’s front entrance.  Parents 
gather at the front door and must give the dismissal number.  Staff members will call for the number 
and students are sent out to the parent/guardian.  Parents may not congregate in the building due 
to safety issues in our hallways.  Students will not be dismissed from 3:00 to 3:30. 
 
Bi-State Transportation.  Occasionally students use public transportation.  It is the responsibility of 
the parent to ensure that their children have the appropriate fee and that the child understands the 
proper way to conduct themselves.  Students will not be dismissed early to catch the bus, as this 
can adversely affect their attendance. 
 
Parents/Guardians must pick up their children on time.  Students left after 3:45 could be reported to 
the local police department and may be placed in their care while the parents/guardians are 
reached.   
 
DISORDERLY CONDUCT 
This includes slapping, pushing, shoving, running in the building, disrupting the general learning 
environment of a classroom, cursing, bathroom or hallway behavior, other instances per 
administration discretion) 
 First Offense- One day of ISS 
 Second Offense- Two days of ISS 
 Third Offense- Five days of ISS with a Mandatory Parent Meeting 
 Fourth Offense- Out of School suspension with a Mandatory Parent Meeting 
 
Reverse Suspensions 
We would like to offer the opportunity for staff, students, and families to reverse suspensions a a 
means to help students make better choices and opent the lines of communication.  A reverse 
suspension removes in-school suspension documentation from the student’s record.  Reverse 
suspensions are applicable to in-school suspensions only and are based on referrals from 
staff.  These referrals usually include disorderly conduct and/or disrespect.  At the principal’s 
discretion, students can have a suspension reversed but certain requirement must be met: 

• Parents must be willing to meet with the administrator and teacher.  Two possible 
meeting times will be offered to the parent. 

• If the parent does not or is unable to make the set meeting date; the suspension 
cannot be reversed on the student’s records. 

• In the meeting we will discuss how the student received an in-school suspension, 
what the reverse suspension does for the student’s records, and next steps to 
ensure the student makes better choices. 

• If problems persist, the administration may take further action which could another 
parent meeting, requiring parents to attend class with their student, and/or Out of 
School Suspension. 

 
 

DISRESPECT FOR AUTHORITY TOWARD ANY AND ALL SCHOOL PERSONNEL 
This may include back talk, cursing at an adult, mocking, skipping class, walking out of class, and 
not following directions: 
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First Offense- One day of ISS 
 Second Offense- Two days of ISS 
 Third Offense-  Five days of Iss with a Mandatory Parent Meeting 
 Fourth Offense- Out of School Suspension with a Mandatory Parent Meeting 
 
DRESS CODE VIOLATION 
 The full dress code policy is in the Parent Handbook. 
 First Offense- warning 
 Second Offense- Lunch Detention 
 Third Offense- ISS 
 Fourth Offense- ISS with a Mandatory Parent Meeting 
 
DRUG, ALCOHOL AND TOBACCO POLICY 
Federal law dictates tobacco, drugs, or alcohol may not be possessed or used by anyone on 
School District grounds.  The following guidelines will be employed when there is evidence of 
tobacco, drugs/paraphernalia, and/or alcohol presence or use at Carondelet Leadership Academy. 
 

Student Use, Possession of, Distribution of, or Under the Influence of Alcohol and/or Drugs 
First Offense 
• Administrator will be notified. 
• Medical attention obtained if necessary. 
• Report will be filed. 
• Student, locker, and possessions searched. 
• All substances will be confiscated. 
• Parents will be notified immediately. 
• Student will be sent home if under the influence. 
• Parent conference will be held. 
• Formal notification of suspension will be delivered. 
• Suspension is assigned. 
• Appropriate educational assignment given. 
• Police will analyze substance. 
• Penalty may be reduced if parents elect to have an assessment made by a licensed drug 

and alcohol agency, and then agree to comply with that agency’s recommendations. 

Subsequent Offenses 
• Same procedures as above. 
• Suspension   
• Possible expulsion. 
• Penalty may be reduced if parents elect to have an assessment made by a licensed drug 

and alcohol agency, and then agree to comply with that agency’s recommendations. 
 

FIGHTING  
Due to the difficulty often involved in determining who started a fight, both parties will be considered 
equally guilty.  Injuries requiring medical attention may result in a call to the local police.   
 First Offense- 5 days ISS with mandatory parent meeting upon return 

Second Offense- 5 days OSS with mandatory parent meeting upon return and possible 
expulsion 
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MISUSE OF ELECTRONICS 
Electronic use at CLA is a privilege.  This privilege will be revoked if students are abusing the 
electronic device.  This includes, but is not limited to: 
 Accessing inappropriate sites 
 Cyber Bullying 
 Inappropriate searches 
 Damage to device 
 
Along with the privilege being revoked, disciplinary action will be taken.  This will depend on the 
severity and in some cases, law enforcement will be notified. 
 
OBSCENITY  
Using obscene, profane, vulgar or otherwise language contrary to the language stated elsewhere in 
this handbook, verbally, in writing, in drawings, or in gestures.  This includes any act that offends 
commonly recognized stands of sexual conduct, such as possession of obscene pictures, de-
pantsing of a student or “mooning”. 
 
Administration may assign an appropriate consequence based on student’s actions. 
 
PLAYGROUND CONSEQUENCES FOR INAPPROPRIATE BEHAVIOR 

1. Stand by wall/fence/building 
2. Loss of recess 
3. Office Referral 

 
SCHOOL PROPERTY 
All school property, including desks, books, boards, and restrooms should be treated with the 
proper respect.  It is the responsibility of all students to keep all property in good condition. 
Any destruction to school property will be considered a serious disciplinary act and will be dealt with 
as such.  Anyone causing destruction will be required to replace or pay for the replacement and/or 
repair of damaged material if such damage is done intentionally or if it was done accidentally while 
acting in violation of school rules. 
Returning School Property – If a child transfers schools or at the conclusion of the school year, all 
school property must be returned to the school or paid for (amount varies based on item – i.e.: 
library books, textbooks, lab supplies) in order for the child to have final report cards issued.   
 
SELLING ITEMS AT SCHOOL 
Students and adults are prohibited from selling any items at school without prior approval from the 
administration. 
 
SEXUAL HARRASSMENT 
This can include electronic, verbal, physical or written harassment and consequences will be 
determined on a case-by-case basis by administration. 

 
SMOKING AND TOBACCO PRODUCTS 
Federal law and District #130 policy prohibit smoking or tobacco products on school grounds, in 
school facilities, on school buses, and during school sponsored trips of any kind.   Tobacco 
products include smokeless tobacco. 
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STUDENT EVENTS, INCLUDING PROMOTION CEREMONIES 
Students may not attend after school or weekend events if they are suspended.  On a case by case 
basis, student may be asked by administration not to attend after school or weekend events 
including promotion ceremonies, even if they are not suspended. 
 
STUDENT RELATIONSHIPS 
Physical contact at school toward another individual is not acceptable behavior.  The showing of 
affection while at school or during extra-curricular activities is therefore prohibited.  
Parents/guardians will be contacted for those students who repeatedly violate this rule.  
Participation in school activities may be disallowed. 
 
THEFT 
Burglary and stealing of public and private property on school grounds.  The discipline administered 
for theft of any kind will depend upon recovery, cooperation, and intent, and can include a 
conference with parent(s) and suitable suspension or expulsions by the principal, with possible 
involvement of the police. 
 
Theft- Value under $100.00 
 

First Offense- Two days of ISS 
 Second Offense- Two days of ISS with Mandatory Parent Meeting 
 Third Offense- Five days of OSS with Mandatory Parent Meeting 
 
Theft- Value over $100.00 
 

First Offense- Five days of OSS with Mandatory Parent Meeting 
 Second Offense- Ten days of OSS (and possible expulsion) with Mandatory Parent Meeting  
 and possible law enforcement involvement 
 
THREAT OF VIOLENCE TOWRDS STUDENT OR STAFF 

• First Offense- Five days of OSS with Mandatory Parent Meeting and possible law 
enforcement involvement 

• Second Offense-Five days of OSS (and possible expulsion) with Mandatory Parent 
Meeting and possible law enforcement involvement. 

 
UNAUTHORIZED ITEMS 
Possession of noisemakers, toy weapons, cigarette lighters, laser pointers or any other items that 
divert attention from the education process are not to be on school property.  These items will be 
confiscated and parents must pick up the item from the principal’s office.  School officials have the 
right to search a student’s book bag, coat, purse, locker, wallet, etc. if there are reasonable 
grounds, to believe that the student may have violated school rules.  Suspension may be warranted 
and will be decided by the administration. 
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VANDALISM 
Vandalism is the willful or malicious destruction of public or private property.  Students guilty of acts 
of vandalism at Carondelet Leadership Academy will be disciplined at school and prosecuted to the 
full extent of the law and restitution will be a part of the action taken. 
 
WEAPONS 
Carondelet Leadership Academy has NO tolerance for possession of weapons on school grounds.  
Students in possession of, or threatening to bring a weapon to school, will be expelled from school 
in accordance with Carondelet Leadership Academy policies and Missouri School Code.   
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POLICY ENFORCEMENT 
 
Discipline Reporting and Records 
In compliance with state law, the CLA Board of Education establ ishes expl ic it  channels of 
communicat ion between teachers, administrators, law enforcement off ic ia ls, and other 
schools concerning acts of v io lence and other behaviors that endanger the welfare or safety 
of students, staff ,  and patrons of the school. The purpose of th is pol icy is to designate 
specif ic act ions committed by students that must be reported to teachers, administrators 
and/or law enforcement off ic ia ls as wel l  as those act ions that must be documented in a 
student’s discipl ine record. 
 
Reporting to School Staff   
School administrators shal l  report acts of school v io lence to teachers and other school 
employees with a need to know. In addit ion, any port ion of a student’s Indiv idual ized 
Education Program ( IEP) that is re lated to demonstrated or potent ia l ly v io lent behavior shal l  
be provided to any teacher and other school employees with a need to know. Teachers and 
other school employees who have a need to know wi l l  a lso be informed by the pr incipal or 
designee of any act committed or a l legedly committed by a student in the school that is 
reported to the school by a juveni le off icer or an employee of the Div is ion of Family Services 
(DFS), sher i f f ,  chief of pol ice, or other appropriate law enforcement author ity in accordance 
with state law. Such reports shal l  not be used as the sole basis for denying  educational 
serv ices to a student. Any teacher who is aware of an incident in which a person is bel ieved 
to have committed an act that i f  committed by an adult would be f i rst,  
second or th ird degree assault,  sexual assault or deviated sexual assault against a student 
or school employee, whi le on school property, buses or at school act iv i t ies shal l  immediately 
report such incident to the pr incipal.  The teacher shal l  a lso inform the pr incipal i f  a student 
is discovered to possess a control led substance or weapon in v io lat ion of the school’s 
pol icy. 
 
Reporting to Law Enforcement Officials  
Any fe lony l isted in th is sect ion, or any act that i f  committed by an adult would be a fe lony 
l isted in th is sect ion, that is committed on school property, on any school bus or at any 
school act iv i ty must be reported by the appropriate school administrator to the appropriate 
law enforcement agency as soon as reasonably pract ical.  The fol lowing acts are subject to 
the report ing requirement under the Missouri  Safe Schools Act: Safe Schools Act 1996, 
2000 Offenses: 
 

1.  First degree murder under sect ion 565.020, 
RSMo 

2.  Second degree murder under sect ion 565.021, 
RSMo 

3.  Kidnapping under section 565.110, RSMo 
4.  First degree assault under section 565.050, 

RSMo 
5.  Forcible rape under section 566.030, RSMo 
6.  Forcible sodomy under section 566.060, RSMo 
7.  Burglary in the f i rst degree under section 

569.160, RSMo 
8.  Burglary in the second degree under section 

569.170, RSMo 
9.  Robbery in the f i rst degree under section 

569.020, RSMo 
10.  Distr ibut ion of drugs under section 195.211, 

RSMo 
11.  Distr ibut ion of drugs to a minor under section 

195.212, RSMo 

12.  Arson in the f i rst degree under sect ion 
569.040, RSMo 

13.  Voluntary manslaughter under section 
565.023, RSMo 

14.  Involuntary manslaughter under sect ion 
565.024, RSMo 

15.  Second degree assault under sect ion 565.060, 
RSMo 

16.  Sexual assault under sect ion 566.040, RSMo 
17.  Felonious restraint under section 565.120, 

RSMo 
18.  Property damage in the f i rst degree under 

section 569.100, RSMo 
19.  The possession of a weapon under chapter 

571, RSMo 
20.  Child molestat ion in the f i rst degree pursuant 

to section 566.067, RSMo 
21.  Deviate sexual assault pursuant to section 

566.070, RSMo 
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22.  Sexual misconduct involv ing a chi ld pursuant 
to section 566.083, RSMo 

23.  Sexual abuse pursuant to sect ion 566.100, 
RSMo 

24.  Harassment under section 565.090, RSMo; or 
25.  Stalking under sect ion 565.225, RSMo 

 
The provis ions of the Safe Schools Act, 1996, 2000, require the Carondelet Leadership 
Academy and other school distr icts in the state of Missouri  to share discipl ine records when 
a student transfers to another distr ict and to make that information avai lable to law 
enforcement agencies when required. School distr icts a lso have the author ity to uphold 
suspensions and expuls ions invoked by other distr icts when a student moves or transfers. 
Reference: House Bi l l  1301 and 1298 (1996) and SB 944 (2000) 
 
Student Discipline Records  
The Board of Educat ion directs the Pr incipal to compile and maintain records of any ser ious 
v io lat ion of the distr ict’s discipl ine pol icy for each student enrol led in the school. Such 
records shal l  be made avai lable to teachers and other school employees with a need to 
know, and shal l  be provided in accordance with state law to any distr ict in which the 
student subsequently attempts to enrol l  with in f ive (5) business days of receiv ing the 
request. Personal ly ident i f iable student records wi l l  only be released or destroyed in 
accordance with state and federal law. 
 
Youth Suicide Prevention and Awareness 
 
Pursuant to Sect ion 170.48, RSMo, the Missouri  Department of Elementary and Secondary 
Education (DESE) developed a model pol icy regarding youth suic ide awareness and 
prevent ion.  This model pol icy may be adopted by Missouri  School Distr icts to meet the 
requirements of Sect ion 170.048, RSMo which provides as fo l lows: 
 

1.  By July 1, 2018, each distr ict shal l  adopt a pol icy for youth suic ide awareness and 
prevent ion, including plans for how the distr ict wi l l  provide for the tra in ing and 
education of i t  d istr ict employees. 

2.  Each distr ict’s pol icy shal l  address, but not be l imited to, the fol lowing: 
1.  Strategies that can help ident i fy students who are possible r isk of suic ide; 
2.  Strategies and protocols for helping students at possible r isk of suic ide; and  
3.  Protocols for responding to a suic ide death. 

 
CLA complete pol icy can be found on the Carondelet Leadership Academy’s website.  
www.carondeletacademy.org 
 

• Hotl ine/Helpl ine - te lephone/text 
  
 Access Cris is Intervent ion: ACI  

Regional te lephone hot l ines staffed by mental health professional who can respond 
to your cr is is 24 hours per day, 7 days per week.  They wi l l  ta lk with you about your 
cr is is and help you determine what further help is needed, for example, a te lephone 
conversat ion to provide understanding and support, a face-to-face intervent ion, an 
appointment the next day with a mental health professional,  or perhaps an alternat ive 
serv ice that best meets your needs.  They may give you other resources or services 
with in your community to provide you with ongoing care fo l lowing your cr is is.  Al l  
cal ls are str ict ly conf ident ia l .  
http://dmh.mo.gov/mental i l lness/progs/acimap.html 

 
Nat ional Suic ide Prevent ion Li fe l ine 
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1.800.273.8255(TALK) 
TTY: 1-800-799-4889 (hear ing impaired) 
The nat ional network of local cr is is center that provides free and conf ident ia l  
emotional support to people in suic idal cr is is or emotional distress 24 hours a day, 7 
days a week.  
http://suic ideprevent ionl i fe l ine.org 

 
The Trevor Project 
(specif ical ly geared to Lesbian, Gay, Bisexual,  Transgender and Quest ioning LGBTQ) 
1-866-488-7386 
The Trevor Project is the leading nat ional organizat ion providing cr is is intervent ion 
and suic ide prevent ion services to lesbian, gay, bisexual,  transgender and 
quest ioning (LGBTQ) young people ages 13-24. 
http://www.thetrevorproject.org/pages/get-help-now 

 
Kids Under Twenty One: KUTO 
1-888-644-5886 (youth, peer helpl ine) 
The helpl ine is a safe resource for youth where they are free to express their 
concerns, explore feel ings, ident i fy stressors and real ize effect ive coping 
mechanisms.  The helpl ine is avai lable to help young people f ind the hope and 
strength to cope posit ively with the pressures and stress in their l ives and to 
encourage using posit ive ski l ls to manage stress, mediate conf l ict and work through 
feel ings. 
www.kuto.org 
 
Trans Li fe l ine 
(877)565-8860 
Trans Li fe l ine is a volunteer organizat ion dedicated to the wel l-being of transgender 
people.  The hot l ine staffed by transgender people for transgender people.  Trans 
Life l ine volunteers are ready to respond to whatever support needs members of our 
community might have. 

 
• Texting & Online Support 

 
Cr is is Text Line 
Cris is Text Line, the nat ional not-for-prof i t  that provides free, 24/7 cr is is support v ia 
SMS Text “HELLO” to 741-741 
http://www.cr is istext l ine.org 

 
L i fe l ine Cris is Chat 
A program of National Suic ide Prevent ion Li fe l ine 
Cris is centers across the United States have jo ined together to form one nat ional 
chat network that can provide onl ine emotional support, cr is is intervent ion and 
suic ide prevent ion serv ices. 
http://chat.suic ideprevent ionl i fe l ine.org 

 
Trevor Chat 
Onl ine instant messaging with a Trevor Chat counselor.  Avai lable seven days a week 
between 3:00 p.m. - 9:00 p.m. EST/12:00 p.m. - 6:00 p.m. EST/12:00 p.m. - 6:00 
p.m. PT. 
http://www.thetrevorproject.org/pages/get-help-now 

 
Trevor Text 
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Text “Trevor”to 1-202-304-1200.  Standard text messaging rates apply.  Avai lable on 
Wednesdays-Fr idays between 3:00 p.m. - 9:00 p.m. EST/12:00 p.m. - 6:00 p.m. PT. 
http://www.thetrevorproject.org/pages/get-help-now 
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PROCEDURAL DISCIPLINE GUIDE FOR STUDENTS WITH 
DISABILITIES 

 
The school principal may suspend students with disabilities for disciplinary reasons and cease 
educational services for up to 10 consecutive or 10 cumulative school days in 1 school year 
without providing special education procedural safeguards.  When school staff anticipates a 
recommendation to an alternative school, a referral for expulsion, or anticipates that 
suspensions may exceed 10 cumulative school days, the following regulations apply. 
 

1. CLA  staff must provide written notice to the parent or guardian that a disciplinary 
action is being considered and the date of an Individualized Education Program (IEP) 
manifestation meeting, which must be held within 10 days of the date of misconduct. 

2. The IEP team must: 
 

A. Determine whether the misconduct is related to the student’s disability by 
reviewing evaluation and diagnostic results, information from the 
parent/guardian, observations of the student, and the student’s IEP and 
placement.  The behavior is not a manifestation of a student’s disability if: 

1) The student was given appropriate special education supplementary 
aids and intervention strategies, and 

2) The disability does not impair the ability to control behavior. 
B. Review and revise, if necessary, the behavior intervention plan or, as 

necessary develop a functional behavior assessment and intervention plan to 
address the misconduct. 

C. Include in the IEP those services and modifications that will enable the 
student to continue to participate in the general curriculum and address the 
behavior so that it will not recur. 

D. Determine the appropriateness of an interim educational setting. 
 
If the student’s behavior is  not a manifestation of the disability, school staff may apply the 
CLA discipline code, taking into consideration the student’s special education and disciplinary 
records.  In no event, however, may the student be suspended for more than 10 consecutive 
or cumulative school days in a school year without providing appropriate educational services.  
 
If the student’s behavior is  a manifestation of the disability, the student’s placement may be 
changed to an appropriate interim educational setting for 45 days if the student carried a 
weapon to school or to a school function, knowingly possessed or used illegal drugs, sold or 
solicited the sale of a controlled substance while at school or at a school function, or is 
substantially likely to cause injury to himself/herself or others. 
 
Students with disabilities, even if expelled, must be provided with an appropriate education in 
an alternative education setting. 
 
New federal regulations offer some flexibility in suspending students with disabilities in excess 
of 10 school days in the school year in certain circumstances.  In order to determine whether 
the circumstances permit a suspension in excess of 10 days per school year, consultation will 
be conducted by CLA/ staff. 

 
 



 

 
 

35 

SEARCH AND SEIZURE 
 

Desks, lockers, and storage spaces provided to students without charge are the property of the 
school.  The Principal or designee may conduct general inspections on a periodic basis and may open 
desks, lockers, and storage spaces in the presence of a witness and examine the contents, including 
personal belongings of students, if there are reasonable grounds to believe that they contain illegal 
drugs, contraband, weapons, or stolen property, or the student has violated or is violating state or 
federal law, city codes or Board of Directors’ policies and regulations provided the search is 
conducted primarily for enforcing order and discipline in the school and not for criminal prosecution.  
Reasonable efforts to locate the student shall be made prior to seizure of the objects that the official 
believes the search may disclose.  If the student is not present, he/she will be informed of the search.  
Stolen items and items that are specifically prohibited by law, Board of Directors’ regulations, city 
codes or school regulations will be impounded.  The student will be given a receipt for any items 
confiscated by school authorities, and parents shall be notified of the confiscated items.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 
 

36 

RIGHTS AND RESPONSIBILITIES OF STUDENTS, PARENTS 
AND SCHOOL STAFF 

 
Students’ Rights and Responsibilities 
 

Students have the right: Students have the responsibility: 
To a quality education To come to school ready to learn with books, materials, 

homework, and the desire to achieve. 
To an environment conducive to learning. To abide by the laws of the United States of America, the 

State of Missouri, and the policies of Carondelet 
Leadership Academy. 

To be treated as individuals with special needs and wants. To adhere to administrative requests and procedures. 
To inspect their educational records and to have these 
records kept confidential. 

To exhibit appropriate behavior that enables all students to 
learn in a safe and productive environment. 

To be treated fairly in classes and in disciplinary matters. To complete class assignments to the best of their abilities. 
 To be courteous and respectful of their teachers, others in 

authority, and their peers. 
 

Parents’ Rights and Responsibilities 
 

Parents have the right: Parents have the responsibility: 
To expect a quality education for their child(ren). To make sure that their child(ren) come(s) to school ready 

to learn with books, materials, homework, and the desire 
to achieve. 

To expect that their child(ren) will be taught properly and 
appropriately. 

To support school rules and help their child(ren) 
understand these rules. 

To receive information regarding the progress of their 
child(ren). 

To assist in making the educational experience as 
meaningful as possible. 

To hear and appeal decisions made in regard to their 
child(ren). 

To communicate with the school staff regarding their 
child(ren)’s progress. 

To work with staff in a confidential manner to correct 
disruptive and inappropriate behaviors. 

To participate in school-sponsored activities. 

 To inspire in their child(ren) the desire to achieve to their full 
potential. 

 
School Staff Rights and Responsibilities 

 
School Staff have the right: School Staff have the responsibility: 

To teach and conduct school business in an atmosphere 
conducive to learning. 

To abide by the laws of the United States of America and 
the State of Missouri, and the policies of Carondelet 
Leadership Academy. 

To expect cooperation from parents. To inspire in all of their students the desire to achieve their 
full potentials. 

To expect that the students will follow the rules and 
regulations of the school. 

To open lines of communication with students and 
parents, regarding the students’ progress. 

To expect that students will arrive in class on time with 
books, materials and homework, ready to learn. 

To correct disruptive behavior and maintain a positive 
learning environment for all students. 

To be treated with respect and professionalism. To provide a quality education for students. 
 To be fair, firm, and consistent with all students. 
 To be respectful of student needs and individual 

differences. 
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 Administrators have the additional responsibility to: 
• assist staff members in the practice of effective management techniques. 
• plan and promote practices that will maintain a safe and orderly environment. 
• support the efforts of staff in maintaining appropriate classroom student behavior. 
• plan and maintain adequate supervision of students. 
• communicate to appropriate staff the consequences of reported student inappropriate behavior. 
• be visible during the school day. 
• maintain accurate records of disciplinary actions 
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Dear Parent or Guardian: 

Our district is required to inform you of information that you, according to the Every Student Succeeds 
Act of 2015 (Public Law 114-95), have the right to know. 

Upon your request, our district is required to provide to you in a timely manner, the following 
information: 

x Whether your student’s teacher has met State qualification and licensing criteria for the grade 
levels and subject areas in which the teacher provides instruction. 

x Whether your student’s teacher is teaching under emergency or other provisional status 
through which State qualification or licensing criteria have been waived. 

x Whether your student’s teacher is teaching in the field of discipline of the certification of the 
teacher. 

x Whether your child is provided services by paraprofessionals and, if so, their qualifications.  

In addition to the information that parents may request, a building receiving Title I.A funds must provide 
to each individual parent: 

x Information on the level of achievement and academic growth of your student, if applicable and 
available, on each of the State academic assessments required under Title I.A. 

x Timely notice that your student has been assigned, or has been taught for 4 or more consecutive 
weeks by, a teacher who has not met applicable State certification or licensure requirements at 
the grade level and subject area in which the teacher has been assigned. 
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ESSA Required Additions 
 

(2) WRITTEN POLICY.—Each local educational agency that receives funds under this part shall 

develop jointly with, agree on with, and distribute to, parents and family members of participating 

children a written parent and family engagement policy. The policy shall be incorporated into the 

local educational agency’s plan developed under section 1112 (Title I.A LEA plan), establish the 

agency’s expectations and objectives for meaningful parent and family involvement, and describe 

how the agency will— 

(A) involve parents and family members in jointly developing the local educational agency plan 

under section 1112, and the development of support and improvement plans under paragraphs (1) 

and (2) of section 1111(d).(Section 1111 is the State Plan.) 

(B) provide the coordination, technical assistance, and other support necessary to assist and build 

the capacity of all participating schools within the local educational agency in planning and 

implementing effective parent and family involvement activities to improve student academic 

achievement and school performance, which may include meaningful consultation with 

employers, business leaders, and philanthropic organizations, or individuals with expertise 

in effectively engaging parents and family members in education; 

(C) coordinate and integrate parent and family engagement strategies under this part with parent 

and family engagement strategies, to the extent feasible and appropriate, with other relevant 

Federal, State, and local laws and programs;  

(D) conduct, with the meaningful involvement of parents and family members, an annual 

evaluation of the content and effectiveness of the parent and family engagement policy in 

improving the academic quality of all schools served under this part, including identifying— 

(i) barriers to greater participation by parents in activities authorized by this section (with 

particular attention to parents who are economically disadvantaged, are disabled, have limited 

English proficiency, have limited literacy, or are of any racial or ethnic minority background); 

(ii) the needs of parents and family members to assist with the learning of their children,  

including engaging with school personnel and teachers; and  

(iii) strategies to support successful school and family interactions; 

(E) use the findings of such evaluation in subparagraph 

(D) to design evidence-based strategies for more effective parental involvement, and to revise, if 

necessary, the parent and family engagement policies described in this section; and 
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(F) involve parents in the activities of the schools served under this part, which may include 

establishing a parent advisory board comprised of a sufficient number and representative group of 

parents or family members served by the local educational agency to adequately represent 

the needs of the population served by such agency for the purposes of developing, revising, and 

reviewing the parent and family engagement policy. 
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CONFLICT RESOLUTION POLICY 
 

At Carondelet Leadership Academy, we work with parents as partners to provide a quality 
educational environment.  We feel strongly that the individuals who are best equipped to address 
problems are the individuals most closely linked to the situation.  In the event that a conflict arises 
between Carondelet Leadership Academy families and Carondelet Leadership Academy staff, 
Administration or Board, the following protocol shall be followed: 
 

Level I: 
Staff Review 

Nature of Concern 
• Disagreement at the classroom level (i.e. homework assignments, missing assignments, 

classroom level discipline actions, grades, etc.). 

Review Procedure 
• Parent/Guardian shall contact the teacher to discuss concerns and attempt to resolve 

the issue. 

Level II: 
        School Administrative Review 

Nature of Concern 

• Unresolved Level I Disagreement. 
• Allegations of unlawful or imprudent acts of a school employee or volunteer. 
• Any concerns about school procedure, execution of policy or implementation of the 

mission that applies to specific students. 
 
Review Procedure 

• Parent/Guardian shall submit a request for review in writing (email preferred) to the 
Principal.  A meeting will be held in person or via phone within 3 business days to 
discuss the issue.  

Level III 
Executive Director’s Review 

Nature of Concern 
• Unresolved Level II Disagreement. 
• Issues with school policy as written in the student handbook. Concerns about school 

procedure or execution of policy that applies to the entire student population. 
Review Procedure 

• Parent/Guardian shall submit in writing a request to meet with the Executive Director. 
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Missouri Department of Elementary and Secondary Education 
Every Student Succeeds Act of 2015 (ESSA) 

COMPLAINT PROCEDURES 

1 Programs include Title I. A, B, C, D, Title II, Title III, Title IV.A, Title V                                                                                                                                                                                                        Revised 4/17 
2 In compliance with ESSA Title VIII- Part C. Sec. 8304(a)(3)(C) 
 
Local education agencies are required to disseminate, free of charge, this information regarding ESSA complaint procedures to parents of students and appropriate private school officials or 
representatives.                      
 

Missouri Department of Elementary and Secondary Education 
Complaint Procedures for ESSA Programs 

Table of Contents 

      General Information 
1. What is a complaint under ESSA? 
2. Who may file a complaint? 
3. How can a complaint be filed? 

      Complaints filed with LEA 
4. How will a complaint filed with the LEA be 

investigated? 
5. What happens if a complaint is not resolved at 

the local level (LEA)? 
 

      Complaints filed with the Department 
6. How can a complaint be filed with the 

Department? 
7. How will a complaint filed with the Department 

be investigated? 
8. How are complaints related to equitable 

services to nonpublic school children handled 
differently? 

      Appeals 
9. How will appeals to the Department be investigated? 
10. What happens if the complaint is not resolved at the state level (the Department)? 

 

 

 

 

 

 

 

This guide explains how to file a complaint about any of the programs1 that are administered by the 
Missouri Department of Elementary and Secondary Education (the Department) under the Every 
Student Succeeds Act of 2015 (ESSA)2  .    

1. What is a complaint? 
 

For these purposes, a complaint is a written allegation that a local education agency (LEA) or the Missouri 
Department of Elementary and Secondary Education (the Department) has violated a federal statute or 
regulation that applies to a program under ESSA. 
 

2. Who may file a complaint? 
 

Any individual or organization may file a complaint. 

3. How can a complaint be filed? 
 

Complaints can be filed with the LEA or with the Department.     

4. How will a complaint filed with the LEA be investigated? 
 

Complaints filed with the LEA are to be investigated and attempted to be resolved according to the locally 
developed and adopted procedures.  

5. What happens if a complaint is not resolved at the local level (LEA)? 
 

A complaint not resolved at the local level may be appealed to the Department. 
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6. How can a complaint be filed with the Department? 
 

A complaint filed with the Department must be a written, signed statement that includes: 

1. A statement that a requirement that applies to an ESSA program has been violated by the LEA or the 

Department, and 

2. The facts on which the statement is based and the specific requirement allegedly violated. 

 
7. How will a complaint filed with the Department be investigated? 

 

The investigation and complaint resolution proceedings will be completed within a time limit of forty-five 

calendar days. That time limit can be extended by the agreement of all parties.  

 

The following activities will occur in the investigation: 

 

1. Record. A written record of the investigation will be kept.   

2. Notification of LEA. The LEA will be notified of the complaint within five days of the complaint being 

filed.   

3. Resolution at LEA. The LEA will then initiate its local complaint procedures in an effort to first resolve 

the complaint at the local level.    

4. Report by LEA. Within thirty-five days of the complaint being filed, the LEA will submit a written 

summary of the LEA investigation and complaint resolution.  This report is considered public record 

and may be made available to parents, teachers, and other members of the general public.  

5. Verification. Within five days of receiving the written summary of a complaint resolution, the 

Department will verify the resolution of the complaint through an on-site visit, letter, or telephone 

call(s). 

6. Appeal. The complainant or the LEA may appeal the decision of the Department to the U.S. 

Department of Education. 

 

8. How are complaints related to equitable services to nonpublic school children handled differently? 
 

In addition to the procedures listed in number 7 above, complaints related to equitable services will also be 

filed with the U.S. Department of Education, and they will receive all information related to the investigation 

and resolution of the complaint.  Also, appeals to the United States Department of Education must be filed no 

longer than thirty days following the Department’s resolution of the complaint (or its failure to resolve the 

complaint). 

 

9. How will appeals to the Department be investigated? 
 

The Department will initiate an investigation within ten days, which will be concluded within thirty days from 

the day of the appeal.  This investigation may be continued beyond the thirty day limit at the discretion of the 

Department. At the conclusion of the investigation, the Department will communicate the decision and reasons 

for the decision to the complainant and the LEA.  Recommendations and details of the decision are to be 

implemented within fifteen days of the decision being delivered to the LEA. 

   

10. What happens if a complaint is not resolved at the state level (the Department)?  
 

The complainant or the LEA may appeal the decision of the Department to the United States Department of 

Education.      
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Notification of Rights Under FERPA Elementary and Secondary 
Schools 

 
The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18 years of 
age ("eligible students") certain rights with respect to the student's education records. These rights are: 
 

1) The right to inspect and review the student's education records within 45 days of the day the 
School receives a request for access. 

Parents or eligible students should submit to the School principal, or appropriate school 
official a written request that identifies the record(s) they wish to inspect.  The School official will 
make arrangements for access and notify the parent or eligible student of the time and place 
where the records may be inspected.  

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

student believes are inaccurate. 
Parents or eligible students may ask the School to amend a record that they believe is 

inaccurate.  They should write the School principal [or appropriate school official], clearly identify 
the part of the record they want changed, and specify why it is inaccurate. If the School decides 
not to amend the record as requested by the parent or eligible student, the School will notify the 
parent or eligible student of the decision and advise them of their right to a hearing regarding the 
request for amendment.  Additional information regarding the hearing procedures will be provided 
to the parent or eligible student when notified of the right to a hearing. 

 
3) The right to consent to disclosures of personally identifiable information contained in the 

student's education records, except to the extent that FERPA authorizes disclosure without 
con­sent. 

One exception, which permits disclosure without consent, is disclosure to school officials 
with legitimate educational interests.  A school official is a person employed by the School as an 
administrator, supervisor, instructor, or support staff member (including health or medical staff 
and law enforcement unit personnel); a person serving on the School Board; a person or 
com­pany with whom the School has contracted to perform a special task (such as an attorney, 
audi­tor, medical consultant, or therapist); or a parent or student serving on an official committee, 
such as a disciplinary or grievance committee, or assisting another school official in performing 
his or her tasks. 

A school official has a legitimate educational interest if the official needs to review an 
education record in order to fulfill his or her professional responsibility. 

Upon request, the School discloses education records without consent to officials of 
another school district in which a student seeks or intends to enroll.   

 
4) The right to file a complaint with the U.S. Department of Education concerning alleged failures by 

the School District to comply with the requirements of FERPA.  The name and address of the 
Office that administers FERPA : 
 
 
 

Family Policy Compliance Office 
U.S. Department of Education 

400 Maryland Avenue, SW 
Washington, DC  20202-5901 
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School – Parent Compact 
	

The Carondelet Leadership Academy, and the parents of the students participating in activities, 
services, and programs funded by Title I, Part A of the Elementary and Secondary Education Act 
(ESEA) (participating children), agree that this compact outlines how the parents, the entire school 
staff, and the students will share the responsibility for improved student academic achievement and 
the means by which the school and parents will build and develop a partnership that will help 
children achieve the State’s high standards. 
 

Required School-Parent Compact Provisions 
School Responsibility  
 
The Carondelet Leadership Academy will: 

1. Provide high-quality curriculum and instruction in a supportive and effective learning 
environment that enables the participating children meet the State’s student academic 
achievement standards. 

2. Hold parent-teacher conferences annually during which the compact will be discussed as it 
relates to the individual child’s achievement. 

3. Provide parents with frequent reports on their children’s progress. 
4. Provide parents reasonable access to staff.  Specifically, staff will be available for 

consultation with parents during parent-teacher conferences, and/or by appointment as 
needed. 

5. Provide parents opportunities to volunteer and participate in their child’s class, and to 
observe classroom activities. 

 
Parent Responsibilities 
 
We, as parents, will support our children’s learning in the following ways: 

1. Monitoring attendance. 
2. Making sure that homework is completed. 
3. Monitoring the amount of television their children watch. 
4. Volunteering in my child’s classroom. 
5. Participating, as appropriate, in decisions relating to my children’s education. 
6. Promoting positive use of my child’s extracurricular time. 
7. Staying informed about my child’s education and communicating with the school by 

promptly reading all notices from the school or the school district either received by my child 
or by mail and responding, as appropriate. 

8. Serving, to the extent possible, on the policy advisory groups, such as being the Title I, Part 
A parent representative on the school’s School Improvement Team, the Title I Parent 
Advisory. 
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Section 1116 (d) SHARED RESPONSIBILITIES FOR HIGH STUDENT ACADEMIC 
ACHIEVEMENT.—As a component of the school-level parent and family engagement policy 
developed under subsection (b), each school served under this part shall jointly develop with 
parents for all children served under this part a school-parent compact that outlines how 
parents, the entire school staff, and students will share the responsibility for improved 
student academic achievement and the means by which the school and parents will build 
and develop a partnership to help children achieve the State’s high standards. Such compact 
shall— 
(1) describe the school’s responsibility to provide high-quality curriculum and instruction in a 
supportive and effective learning environment that enables the children served under this part to 
meet the challenging State academic standards, and the ways in which each parent will be 
responsible for supporting their children’s learning; volunteering in their child’s classroom; and 
participating, as appropriate, in decisions relating to the education of their children and positive 
use of extracurricular time; and 
(2) address the importance of communication between teachers and parents on an ongoing basis 
through, at a minimum— 
(A) parent-teacher conferences in elementary schools, at least annually, during which the compact 
shall be discussed as the compact relates to the individual child’s achievement; 
(B) frequent reports to parents on their children’s progress; 
(C) reasonable access to staff, opportunities to volunteer and participate in their child’s class, and 
observation of classroom activities; and  
(D) ensuring regular two-way, meaningful communication between family members and school 
staff, and, to the extent practicable, in a language that family members can understand. 
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Parent and Family Engagement Policy 
 
What is Parent and Family Engagement? 
Parent and Family Engagement is a school-wide, ongoing process that increases active 
participation, communication, and collaboration between parents, schools, and communities with 
the goal of educating the whole child to ensure: 
 
(A) That parents play an integral role in assisting their child’s learning, achievement, and success. 
(B) That parents are encouraged to be actively involved in their child’s education. 
(C) That parents are full partners in their child’s education and are included, as appropriate, in 
decision-making and on advisory committees to assist in the education of their child. 
(D) The carrying out of other activities, such as those described in Section 1116 of the ESSA. 
 
About the Parent and Family Engagement Policy 
In support of strengthening student academic achievement, CLA has developed this Parent and 
Family Engagement Policy that establishes the district’s expectations for parent/family 
engagement and guides the strategies and resources that strengthen school and parent partnerships 
in the district’s Title I schools. This plan will describe CLA’s commitment to engage families in 
the education of their children and to build the capacity in its Title I schools to implement family 
engagement strategies and activities designed to achieve the district and student academic 
achievement goals. 
 
When schools, families, and communities work together to support learning, children tend to do 
better in school, stay in school longer and enjoy school more.  Title I provides for substantive 
parental involvement at every level of the program, such as in the development and 
implementation of the district and school plan, and in carrying out the district and school 
improvement provisions. Section 1116 of the Every Student Succeeds Act (ESSA) contains the 
primary Title I requirements for schools and school systems to involve parents in their children’s 
education. Consistent with Section 1116, CLA will work with its Title I team  to ensure that the 
required school-level parental involvement policies meet the requirements of Section 1116 and 
each include, as a component, a school-parent compact consistent with Section 1116 of the ESSA. 
 
Opportunities for Parent Involvement 
Input and suggestions from parents are an essential component of the district and school 
improvement plans that are developed each year. All parents of students eligible to receive Title I 
services are invited to attend two meeting during the school year described in this section to share 
their ideas and suggestions to help the district, schools, and students to reach our student 
academic achievement goals.  The first is the Title 1 Night held each year during August or 
September.  The second is the Annual Review of Title 1 Services held at the end of the school 
year in April or May. 
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Title I schools will host annual meetings for parents to participate in roundtable discussions to 
review the school-wide plan, the school’s parent and family engagement plan as well as provide 
input on the Title 1 service strengths and weaknesses.   
 
Parent input on the use of Title I funds to support parent and family engagement programs may 
also be provided through the annual district survey and school-based surveys. The survey will 
contain questions related to the parent engagement budget as well as a section for parents to 
provide their comments. 
 
Parental Involvement Evaluation 
Each year, CLA will conduct an evaluation of the effectiveness of the Parent and Family 
Engagement Plan and related initiatives to improve the academic quality of the Title I schools 
through parent surveys and connection forums. 
 
CLA will use the findings from the school forums and the survey results to design strategies to 
improve effective parent engagement, to remove possible barriers to parent participation, and to 
revise the Parent and Family Engagement Plan. 
 
Communication and Instruction 
The district determines eligibility for Title 1 services by administering the NWEA assessment to 
all students.  The NWEA assessment is given in the fall, winter, and spring sessions.  The Title 1 
Coordinator will send home a letter notifying parents/families of students that qualify to receive 
services based on the districts assessment results.  You will be notified by a letter sent home with 
your student if your child qualifies to receive services for reading, math, or both.  The letter will 
also include which Title 1 teacher will be assigned to your child.  If you wish to decline services, 
you will have the opportunity to fill out a section on the letter and return it to your child’s teacher.  
You can contact the Title 1 staff at any time by calling the school.  The Title 1 staff and classroom 
teachers will use the NWEA data to target and teach specific skills that your child struggled with 
according to the data. 
 
Accessibility 
In alignment with the parent engagement requirements established by Section 1116 of the ESSA, 
the district Title I Coordinator will collaborate with other district departments to ensure full 
opportunities for participation of parents with limited English proficiency, parents with 
disabilities, and parents of migratory children including providing information and school reports 
in a language parents can understand. 
 
 
-Revised July 2017  
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Parent/Guardian School Agreement Form 
 
Please sign your initials on the lines following each section title from the Parent-Student Handbook. 
We have read and understand the information contained in the section titled: 
 
                PARENT/GUARDIAN INITIALS  
 
Parent/Guardian Letter         
 
School Hours           
 
Enrollment           
 
Health Service Information         
 
Attendance           
 
Assessment and Promotion         
 
Student Enrichment          
 
Uniform Policy            
 
Technology Acceptable Use Policy        
 
Policy Enforcement          
 
CLA Discipline Code          
 
Conflict Resolution Policy         
 
FERPA            
 
School Parent Compact         
 
We have read the Parent-Student Handbook and agree that we will abide by all rules, regulations and policies 
of Carondelet Leadership Academy.  We fully understand that non-adherence to these rules, regulations and 
policies by children enrolled in the schools or by their parent(s) or guardian(s) may result a child’s expulsion 
from the school. 
 
Signature of Parent/Guardian: ________________________________   Date: ____________________
    
Name of Student:  ________________________________________ Date: ____________________                                                                  
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CLA Student Technology Rules Contract 
 
Rules for using the Internet and E-mail help everyone.  By following the rules, everyone can use the Internet, 
computers and other related hardware to learn more about the world and communicate with others.  Only 
students who follow these rules may use the Internet, computers and other related hardware and 
telecommunication tools.  Using the above listed tools are a responsibility and a privilege, not a right. 
 
Teachers may view any student communication at any time in order to support the student’s development 
as a responsible citizen. 
 
Students are responsible for thoughtful, considerate behavior on computers as they are for their general 
classroom behavior. 
 

Do  Do Not 
v Access educational material with teacher 

permission.  v Access non-educational material or use the 
network for personal purposes 

v Send appropriate messages and pictures 
with teacher permission.  v Send or display offensive messages or pictures. 

v Use polite language on-line and be kind to 
others.  v Use obscene or inappropriate language. 

v Harass, insult, or attack others. 
v Protect computers, computer systems or 

computer networks.  v Damage computers, computer systems, or 
computer networks. 

v Follow copyright laws.  v Break copyright laws. 

v Treat all hardware with great care.  v Treat hardware carelessly or roughly. 
v Use your own identity, work, mail, files 

and folders with teacher permission.  v Misrepresent yourself or trespass in and/or 
modify user’s folders, mail, work, or other files. 

v Protect limited technology-related 
resources.  v Waste limited resources. 

v Keep personal information private.  v Give out personal information. 
 
Teachers and Principals will decide on the educational value of any electronic material.  They will determine 
the proper action to take with students who do not follow these rules. 
 
I agree to follow these rules and to use the Internet, computers and other related hardware in a responsible 
way to further my education. 
 
Student Signature          Date      
 
Print Name        
 
Parent Signature          Date      
 
Print Name                                      

 
Note: Students in grades 1-8 will be asked to sign the technology contract.  Only students with signed contracts on file will be permitted to use the school 

computers/iPads.
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Photograph Release Form 
 

**Please note:  Each child needs to have a form.  If you have more than 1 child, fill out a separate 
form.  Additional forms can be obtained from the school office. ** 
 
 
Student’s Name:          Date of Birth:     
 
Teacher’s Name:       
 
 
I,      , the undersigned, hereby (q grant/ q do not grant) 
permission to have photographs or other images taken of my child.  I authorize the use of these 
photographs for the general purposes as determined by Carondelet Leadership Academy without 
time restriction of such pictures or any portion thereof.  I further waiver any claim for compensation, 
financial or otherwise, in connection with the aforementioned pictures. 
 
 
Parent’s/Guardian’s Name (Please Print):         
 
Signature:           Date:     
 
Relationship to Student:      
 
 
 
Address:             
 
City:         State:  Zip Code:     
 
 
 
 


