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Welcome Letter

Dear Parents and Guardians of Kansas City KIPPsters,

This is our 14th year at KIPP! This marks a very special year for us because our high school opens this year.
This is also a special year because we have a regional focus on reading this year. Students are going to spend a
lot of time reading this year but did you know that all classes like dance, band, art, PE, Science and Social
Studies all help students become better readers. We aren’t going to cut any of the classes our students love 
and need to increase reading scores. You should always expect to know what your child’s reading level is this 
year and receive regular updates about our progress on our big goal.

The culture of our school will always remain focused on protecting learning time and developing students who 
understand how to bounce back after mistakes or difficult times in their life. This year we are hoping to get 
back to field trips, POWER days, and End of Year trips, while keeping safety a top priority. Our KIPPsters work 
really hard and we want them to know and experience that hard work pays off.

In closing, I just want to say how exciting it is to be part of this team and family. I am so grateful that you are 
willing, ready, excited and committed to making this the best school in the country. Last year was hard on all
of us and we really worked as a team. We watched other schools fight with each other about opening up, not 
opening up,wearing and not wearing masks. We really worked together through very hard decisions that
didn’t have a right or wrong answer. I can’t tell you how grateful we are for your support last year. Please 
know that my door is always open either through meetings at the school, phone calls, emails, texts, or written 
notes. Our team of parents, students, teachers, board members and community members are strong and 
ready for the challenges ahead.

Thank you,

Jana Cooper 
Executive Director 
C: 816.804.4747
E: jcooper@kippkc.org

mailto:jcooper@kippkc.org
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Student Code of Conduct (Grades K-9)
The SCC is not intended to address the entire spectrum of student behavior. School officials retain the 
discretion to address student misconduct that is not specifically included in this discipline policy. This code 
applies to actions of students during school hours, before and after school, while on school property, while 
traveling on school vehicles funded by KIPP KC, while participating on any team or group representing the 
school or attending such an activity, at all school-sponsored events, and while using the school network or any 
computer or IT Devices. This code also applies to conduct which takes place on school grounds or school 
property; on the way to and from school; on school buses and at bus stops; and at school activities 
whenever and wherever they may take place. In addition, the school reserves the right to impose
disciplinary consequences for any student’s conduct (whenever and wherever it may occur) if such 
conduct is prejudicial to good order and discipline in the schools or tends to impair the morale or good 
conduct of the pupils. Finally, the school board has authorized the immediate removal of a pupil upon a
finding by the principal, Executive Director, or school board that the pupil poses a threat of harm to such 
pupil or others, as evidenced by the prior conduct of such pupil. Each school KIPP KC Elementary, Middle 
and KIPP Legacy High School have more detailed information in each of their handbooks on how they 
respond to and teach behavior.

Community Damaging Behaviors and Range and 
Disciplinary Action
Our goal is to handle behavior in the classroom. However, some behaviors will be immediately reported to 
school administration, who will decide appropriate disciplinary consequences on a case by case basis.
Decisions around disciplinary action for these “Community Damaging Behaviors” will be made using the table
below. Our goal is to be as consistent as possible, while also taking into consideration two factors (Severity
and Precedence). We will keep track of precedence (repeated behavior) and “escalate” the disciplinary action 
as described below:

Severity - We will ask, “How harmful was the student behavior?” Although both pushing and
pushing to the ground are examples of Physical Conflict, the latter is more severe and will come with a
more serious disciplinary action, all other things being equal.

Precedence - We will ask, “How many times previously has the same student exhibited similar
community damaging behavior?” A student that leaves the classroom without permission the first time 
might receive a call home. The second time, the student will receive a more serious disciplinary action. In 
other words, repeated behaviors will lead to escalating disciplinary action. This “escalation” will result in 
moving from the left to right in the following list of disciplinary action (until the maximum disciplinary 
action for that behavior is reached): Parent contact, In School Suspension (ISS), Out of School Suspension 
(OSS), Expulsion
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Community Damaging Behaviors and Disciplinary Actions*

**All Disciplinary actions made in consideration of 1) Severity and 2) Precedence

If a student commits one of these Community 
Damaging Behaviors...

The school's 
immediate action 

will be...

And, if the behavior is
repeated or severe...

...Up to a maximum
action of:

Repeating any of the "Community Damaging 
Behaviors" on this table

The "Immediate 
Action" will be 

"escalated"

Continual "escalation" of 
disciplinary action for the 

same offense Expulsion

Extreme and prolonged defiance of basic 
expectations to be safe with self and others,

after removal from teacher's room and under 
the supervision of administration or the

behavior specialist Parent Contact

Parent Pickup, ISS, OSS, 
and/or Parent Meeting 3 day OSS

Improper use of school's technology

Parent Contact &
Loss of technology 

privilege
ISS, OSS, and/or Parent 

Meeting 3 day OSS

Leaving class or campus without permission Parent Contact
ISS, OSS, and/or Parent 

Meeting 3 day OSS

Throwing / tipping heavy or dangerous objects, 
including furniture Parent Contact

ISS, OSS, and/or Parent 
Meeting 5 day OSS

Cheating or Academic Dishonesty Parent Contact Parent Meeting Parent Meeting

Threatening a staff member or visitor verbally, 
in writing, or on the internet Parent Contact

ISS, OSS, and/or Parent 
Meeting 10 day OSS

Bullying/Harassment of students or staff; 
including sexual and internet harassment Parent Contact

ISS, OSS, and/or Parent 
Meeting 10 day OSS

Physical Conflict Parent Pickup
ISS, OSS, and/or Parent 

Meeting Expulsion

Theft

Parent Contact and
Return / Repayment 
for what was stolen

ISS, OSS, and/or Parent 
Meeting Expulsion

Possession of a toy gun, knife, or other similar 
object

Parent contact and 
Confiscation of toy

ISS, OSS, and/or Parent 
Meeting

Expulsion. See section
on Gun-Free Schools 

Act.

Removal from in school suspension Parent Pickup
OSS and/or Parent 

Meeting 5 Day OSS

Using social media while at school Parent Contact
ISS, OSS, and/or Parent 

Meeting
3 day OSS and Parent 

Meeting
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Possession of Tobacco, Alcohol or Illegal 
drugs/substances

5 day OSS and Parent 
Meeting

5+ day OSS and Parent 
Meeting Referral for Expulsion

Possession of Lighter or Matches

Parent Contact and
Confiscation of 

materials OSS and Parent Meeting 5 day OSS

Gang-related activity 1 day OSS
Multiple Day OSS and 

Parent Meeting Referral for Expulsion

Vandalism
Repair of or Payment 

of repairs
ISS, OSS, and/or Parent 

Meeting Referral for Expulsion

Arson
10 Day OSS/Police 

Report NA Referral for Expulsion

Possession of a dangerous weapon including 
but not limited to firearms, knives

See section on Gun-
Free Schools Act NA

Expulsion and Police 
Report

Student Uniforms and Dress Code
Each school in the KIPP KC community sets the dress code or uniform. Families and students should refer to 
the individual school(s) handbooks.

Bullying
KIPP Kansas City Public Schools are committed to maintaining an environment that will not accept any form of 

bullying, whether it be adult to adult, young person to young person, adult to young person, or young person
to adult. KIPP prohibits all forms of bullying.

Grounds for disciplinary action may apply whenever the scholar's prohibited behavior is reasonably related to 
school activities and when that conduct is prejudicial to good order and discipline in the schools or tends to 
impair the morale or good conduct of the pupils. As a result, it is important to understand that scholars may 
receive consequences at school for conduct that occurs off of the school campus and outside of school hours, 
including, for example, for conduct related to the use of social media. Scholars found to be in violation of this 
policy are subject to disciplinary action according to the Student and Family Handbook and at the discretion of 
the school’s administration team.

What is bullying?
“Bullying” means intimidation, unwanted aggressive behavior, or harassment that is repetitive or is 
substantially likely to be repeated and causes a reasonable student to fear for his or her physical safety or 
property; substantially interferes with the educational performance, opportunities, or benefits of any student 
without exception; or substantially disrupts the orderly operation of the school. Bullying may consist of 
physical actions, including gestures, or oral, cyberbullying, electronic, or written communication, and any 
threat of retaliation for reporting of such acts. Bullying of students is prohibited on school property, at any 
school function, or on a school bus. “Cyberbullying” means bullying as defined in this subsection through the 
transmission of a communication including, but not limited to, a message, text, sound, or image by means of
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an electronic device including, but not limited to, a telephone, wireless telephone, or other wireless 
communication device, computer, or pager.

Bullying or bullying behavior includes intimidation or harassment that causes a reasonable scholar to fear for 
his or her physical safety or property. Bullying can also be categorized, but not limited to, the following:

Physical

Assault, pushing, shouldering, elbowing, tripping, slapping, kicking, hair pulling, unacceptable touching 
(including that of a sexual nature), throwing things, blocking i.e. preventing movement through an access 
point, pinching, stabbing, burning, spitting or any other form of physical activity that makes another person 
feel threatened or intimidated.

Verbal

Racist, sexual, homophobic words, any words used in a sexual or aggressive manner designed to hurt or cause 
deliberate offense, comments about size, appearance, odor, clothing, academic or other abilities, home life, 
social circumstances, financial circumstances, spreading rumors or any other comments designed to be hurtful 
or used to intimidate.

Written

Any insults contained in note passing, threatening letters, graffiti, defacing any property belonging to another 
individual.

Interference with another individual

Theft, extortion, vandalism, defacing of property, ruling games, blackmail or any other activity designed to 
intimidate or hurt.

Psychological pressure and silent bullying

Social exclusion, rude gestures, lying, slander, passing or starting rumors, name calling, reorganizing or 
pressurizing friendship groups or any other activity designed to intimidate or hurt an individual.

Cyber bullying

Emailing or texting or using any form of social media about a person or to a person, spreading rumors or 
defacing or corrupting work.

Racist bullying

Name-calling, incitement, making comments about a person’s country or culture or appearance, commenting 
on parents, spreading rumors.

Homophobic bullying

Name-calling, making hurtful comments regarding a particular lifestyle, commenting or slandering parents or 
other relations/friends, spreading rumors.

Subtle bullying
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Looking at a person in a particular way, swearing at or about a person.

Incitement of others

To become involved e.g. by blackmailing, excluding, or threatening behaviors.

Designated Officials
The Dean of Students is hereby identified as the individual to receive and investigate reports of bullying. The 
Dean of Students shall identify one or more certified staff members that are authorized to receive and
investigate reports of bullying in the Dean of Students’ absence or at the Dean of Students’ discretion.

Reporting Bullying
School employees and substitutes are expected to intervene to prevent and/or address acts of student
bullying. In addition, they are to report the incident to the Dean of Students and/or designee for further 
investigation and action. Any school employee or substitute who witnesses or has firsthand knowledge of 
bullying of a student must report the incident to the Dean of Students and/or designee as soon as possible, 
but no later than two school days after the incident.

Students who have been subjected to bullying, or who have witnessed or have knowledge of bullying, are 
encouraged to promptly report such incidents to a school employee. Any school employee receiving such a
report shall promptly transmit the report to the building principal and/or designee.

Investigation
Within two school days of receiving a report of bullying, the Dean of Students and/or designee will initiate an 
investigation of the incident.

The investigation shall be completed within ten school days of the date the report of bullying was received 
unless good cause exists to extend the investigation. Upon completion of the investigation, the Dean of 
Students and/or designee will determine whether bullying or harassment
occurred and, if so, whether additional discipline is warranted in accordance with KIPP’s student behavior
guide. The Dean of Students and/or designee will generate a written report of the investigation and findings
and send a copy of the completed report to the Executive Director. The Dean of Students will document the
report in the appropriate student records. All reports will be kept confidential in accordance with state and
federal law.

The Dean of Students or other appropriate district staff will work with victims and their families to access 
resources and services to help them deal with any negative effects that resulted from the incident.

Consequences
Students who participate in bullying or who retaliate against anyone who reports bullying will be disciplined in
accordance with KIPP Kansas City’s behavior guide. The school will also contact law enforcement when
required by law and/or notify social media companies of inappropriate online activity when applicable.

Even in situations where the school does not have jurisdiction to discipline a student for bullying, such as
when the acts take place off campus and there is an insufficient nexus to the school, the Dean of Students may 
take appropriate actions to assist student victims. Such actions may include, but are not limited to, contacting 
the parents/guardians of the victim and the alleged perpetrators, communicating that this behavior is not
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allowed on school grounds or at school activities, notifying the appropriate staff to assist the victim, and taking 
additional action when appropriate, such as notifying law enforcement or social media companies of 
inappropriate online activity.

KIPP employees and substitutes who violate this policy will be subject to appropriate disciplinary action up to 
and including possible termination. Volunteers who violate this policy will no longer be permitted to 
volunteer.

Policy Publication
The school shall annually notify students, parents/guardians, district employees, substitutes, and volunteers
about this policy and KIPP Kansas City’s prohibition against bullying.

Training and Education
The Dean of Students will provide information and appropriate training designed to assist employees,
substitutes, and volunteers who have significant contact with students in identifying, preventing, and 
responding to incidents of bullying.

The school will provide education and information about bullying and this policy to students annually. The 
Dean of Students, in consultation with school counselors and other appropriate school employees, will 
determine the best methods for providing this information to students.

In addition to educating students about the content of this policy, the school will inform students of:

1. The procedure for reporting bullying.

2. The harmful effects of bullying.

3. Any initiatives the school has created to address bullying, including student peer-to-peer initiatives.

4.The consequences for those who participate in bullying or engage in reprisal or retaliation against those who
report bullying.

School counselors, social workers, or other appropriate school staff will educate students who are victims of 
bullying about how to overcome the negative effects of bullying including, but not limited to:

1. Cultivating the student's self-worth and self-esteem.

2. Teaching the student to defend him- or herself assertively and effectively without violence.

3. Helping the student develop social skills.

4. Encouraging the student to develop an internal locus of control.

Hazing
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In order to promote a safe learning environment for all students, KIPP Kansas City prohibits all forms of 
hazing.

For purposes of this policy, hazing is defined as any activity, on or off school grounds, that a reasonable person 
believes would negatively impact the mental or physical health or safety of a student or put the student in a
humiliating, stressful or disconcerting position for the purposes of initiation, affiliation, admission,
membership or maintenance of membership in any group, class, organization, club or athletic team including, 
but not limited to, a grade level, student organization or school-sponsored activity.

Hazing may include those actions that subject a student to extreme mental stress including, but not limited to, 
sleep deprivation, physical confinement, forced conduct that could result in extreme humiliation or criminal 
activity, or other stress-inducing activities. Hazing may also include, but is not limited to: acts of physical 
brutality; whipping; beating; branding; exposing to the elements; forcing inhalation or consumption of any
food, liquor, drug, tobacco product, or other substance; or any other forced physical activity that could 
adversely affect the physical health or safety of an individual.

Hazing can occur even when all students involved are willing participants. Hazing does not occur when a
student is required to audition or try out for an organization when the criteria are reasonable, approved by 
the school and legitimately related to the purpose of the organization.

KIPP Kansas City staff, coaches, sponsors and volunteers will not permit, condone or tolerate any form of 
hazing or plan, direct, encourage, assist in, engage in or participate in any activity that involves hazing. School 
staff will report incidents of hazing to the Dean of Students and/or designee. The Dean of Students and/or 
designee shall promptly investigate all complaints of hazing and administer appropriate discipline to all 
individuals who violate this policy. School employees who violate this policy will be subject to appropriate 
disciplinary action up to and including termination.

Students participating in or encouraging inappropriate conduct will be disciplined in accordance with the 
student behavior guide. The district will report hazing incidents to law enforcement when required by law. 
Students who have been subjected to hazing are instructed to promptly report such incidents to a school 
official.

The Dean of Students and/or designee will provide appropriate training designed to assist staff, coaches, 
sponsors and volunteers in identifying, preventing and responding to incidents of hazing.

The school shall annually notify students, parents/guardians, school employees and substitutes about this
policy and KIPP Kansas City’s prohibition against hazing.

Corrective Disciplinary Consequences
Suspension and Expulsion Procedures

The following procedures apply to all students. However, additional procedures for discipline for students with 
disabilities are sometimes required, as discussed in Regulation V of the Missouri State Plan.
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KIPP believes that the right of a child to attend free public schools carries with it the responsibility of the child 
to attend school regularly and to comply with the lawful policies, rules and procedures of the school. This 
observance of school policies, rules and procedures is essential for permitting others to learn at school.

Therefore, the administration may exclude a student from school because of violation of school rules and 
procedures, conduct which materially or substantially disrupts the rights of others to an education, or conduct 
which endangers the student, other students or the property of the school. Furthermore, if a student poses a
threat to self or others, as evidenced by the prior conduct of such student, the administration may
immediately remove the student from school. Such actions will be taken in accordance with due process and 
with due regard for the welfare of both the student and the school.

The terms "suspension" and "removal" refer to an exclusion from school that will not exceed a specific period
of time and shall be subject to the due process procedures set forth for "suspensions" in this policy. The term
"expulsion" refers to exclusion for an indefinite period.

The school may honor suspensions and expulsions from another in-state or out-of- state school district 
including a private, charter or parochial school or school district pursuant to law. If a pupil is attempting to 
enroll in KIPP during a suspension or expulsion from another in-state or out-of-state school district including a
private, charter or parochial school or school district, a conference with the Executive Director or the
Executive Director’s designee may be held to consider if the conduct of the pupil would have resulted in a
suspension or expulsion at KIPP. Upon a determination by the Executive Director or the Executive Director’s
designee that such conduct would have resulted in a suspension or expulsion in KIPP, the school may honor
such suspension or expulsion from another school or district. Upon a determination by the Executive Director
or the Executive Director’s designee that such conduct would not have resulted in a suspension or expulsion in
KIPP, the school shall not honor such suspension or expulsion.

Suspensions

The School Leader may suspend a student for up to ten (10) school days. The Executive Director may suspend
a student for up to 180 school days. Procedures for suspending a student are outlined below.

In the event that the School Leader recommends a suspension greater than 10 days, the School Leader shall 
impose the 10-day suspension and shall make a recommendation to the Executive Director for additional 
suspension.

1.Before suspending a student, the School Leader or Executive Director must (a) tell the student, either orally
or in writing, what misconduct he or she is accused of; (b) if the student denies the accusation, explain, either
orally or in writing, the facts that form the basis of the proposed suspension; and (c) give the student an 
opportunity to present his or her version of the incident.

2.If the School Leader or Executive Director concludes that the student has engaged in misconduct punishable
by suspension, the procedures described below apply. If the student has a disability as defined in the
Individuals with Disabilities Education Act (IDEA) as amended or Section 504 of the Rehabilitation Act, additional
procedural safeguards described in the policy dealing with the discipline of students with disabilities apply.
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3.The School Leader should determine whether the student should be suspended or whether less drastic 
alternative measures would be appropriate. In many cases, the School Leader may decide not to suspend a
student unless conferences (between the teacher, student and School Leader and/or between the parent, 
student and School Leader) have been held and have failed to change the student's behavior.

4.If suspension is imposed, the student's parents or guardians must be promptly notified of the suspension 
and the reasons for the action.

5.Any suspension by the School Leader must be reported, immediately and in writing, to the Executive 
Director, who may revoke the suspension, either part or in full, at any time.

6. If a student is suspended for more than ten (10) school days, the following rules also apply:

· The student, his or her parents, guardians or others having custodial care have a right to appeal the
Executive Director’s decision to the Board or a committee of the Board appointed by the Board chair.

·If the student gives notice that he or she wishes to appeal the suspension to the Board, the suspension shall
be stayed until the Board renders its decision, unless in the Executive Director's judgment, the student's 
presence poses a continuing danger to persons or property or an ongoing threat of disrupting the academic 
process. The notice of appeal must state with specificity the reasons for the appeal.

·All notices of appeal shall be transmitted, either by the appealing party or by the Executive Director, to the
secretary of the Board. Oral notices, if made to the Executive Director, shall be reduced to writing and 
communicated to the secretary of the Board.

·The Executive Director, when notified of an appeal, shall promptly transmit to the Board a full written report
of the facts relating to the suspension, the action taken by the Executive Director, and the reasons for the
action.

·Upon receipt of a notice of appeal, the Board will schedule a hearing and within a reasonable time in advance
of the scheduled date, will notify, by regular mail and certified mail, the appealing party of the date,
time and place of the hearing and of the right to counsel (at the student’s/parent’s expense), to call witnesses,
and to present evidence at the hearing.

·Hearings of appealed suspensions will be conducted as described in the section of this policy dealing with 
student disciplinary hearings.

Suspensions For More Than 180 School Days and Expulsions

Only the Board may expel a student or suspend a student for more than 180 school days. The applicable 
procedures are outlined below.

1. Before recommending to the Board that a student be expelled or suspended for more than 180 school 
days, the Executive Director must (a) tell the student, either orally or in writing, what misconduct he or she is 
accused of; (b) if the student denies the accusation, explain, either orally or in writing, the facts that form the
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basis of the proposed suspension/expulsion; and (c) give the student an opportunity to present his or her 
version of the incident.

2. If the Executive Director concludes that the student has engaged in misconduct and should be expelled or 
suspended for more than 180 school days, the procedures described below apply unless the student has a
disability. (In the case of a student with a disability, the procedures described in the policy dealing with the 
discipline of students with disabilities shall apply.)

· The Executive Director will recommend to the Board that the student be expelled or suspended for more 
than 180 school days. The Executive Director may also immediately suspend the student for up to 180 school 
days. Only the Board can expel a student.

Upon receipt of the Executive Director’s recommendation, the Board will follow the procedures described in 
the section of this policy dealing with student disciplinary hearings.

3. If the student is expelled, he or she may later apply to the Board for readmission. Only the Board can 
readmit an expelled student.

Student Discipline Hearings

The Board of Directors may originate student discipline hearings upon recommendation of the Executive
Director. In such cases, the Board of Directors will review the Executive Director’s report and determine
whether to conduct a discipline hearing. In addition, student discipline hearings also will be held upon written 
request of the student or the student's parents, to consider appeals from student suspensions in excess of ten
(10) school days. A discipline hearing will always be held in cases of suspensions in excess of 180 school days
or expulsions, unless after meeting with the Executive Director or designee, the parent or guardian waives, in 
writing, the right to an expulsion hearing.

In all hearings, whether initiated by the Board of Directors or by appeal, the following procedures will be 
adhered to:

1.The student and the parents/guardians will be advised of the charges against the student; their right to a
Board hearing; the date, time and place of the hearing; their right to counsel at the student’s/parent’s
expense; and their procedural rights to call witnesses, enter exhibits and cross-examine adverse witnesses. All 
such notifications will be made by certified mail, addressed to the student's parents or guardians. The Board 
shall make a good-faith effort to have the parents or guardians present at the hearing.

2.Prior to the Board hearing, the student and the student's parents/guardians will be advised of the identity of
the witnesses to be called by the administration and advised of the nature of their testimony. In addition, the 
student and the student's parents/guardians will be provided with copies of the documents to be introduced
at the hearing by the administration.

3.The hearing will be closed unless the Board decides otherwise. The hearing will only be open with parental 
consent. At the hearing, the administration or their counsel will present the charges and such testimony and 
evidence to support such charges. The student, his or her parents/guardians or their counsel shall have the
right to present witnesses, introduce exhibits, and to cross-examine witnesses called in support of the charges.
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4. At the conclusion of the hearing, the Board of Directors shall deliberate in executive session and shall 
render a decision to dismiss the charges; to suspend the student for a specified period of time; or to expel the 
student; and the Board may impose additional conditions on the re-admission of the student. The 
administration or its counsel, by direction of the Board of Education, shall promptly prepare and transmit to
the parents/guardians written notice of the decision.

Remedial Conference
Prior to the readmission or enrollment of any student who has been suspended out of school or expelled in 
accordance with this policy for any "act of school violence" as defined in § 160.261.2, R.S.Mo., a conference 
must be held to review the student’s conduct that resulted in the suspension or expulsion and any remedial 
actions needed to prevent future occurrences of such conduct or related conduct. The conference shall
include the appropriate school officials including any teacher directly involved with the conduct that resulted
in the suspension or expulsion, the student, and the parent or guardian of the student or any agency having 
legal jurisdiction, care, custody or control of the student. School officials shall notify, in writing, the parents or 
guardians and all other parties of the time, place and agenda of any such conference. Failure of any party to 
attend this conference shall not preclude holding the conference. This requirement applies to enrolling
students transferring from another school as well, regardless of whether the “act of school violence” was
committed at a public or charter school or at a private school in Missouri, provided that such act shall have 
resulted in the suspension or expulsion of such student in the case of a private school.

Discipline of Students with Disabilities
It is the goal of KIPP to provide a safe and productive learning environment for all students. The school does
not believe in a double standard for misbehavior and holds the welfare and safety of all persons in the school
in highest regard. Students with disabilities will be disciplined in accordance with the discipline code applicable 
to all students, subject to the modifications mandated by law. All students, including those with disabilities,
will be referred for law enforcement action when required by law and when their conduct constitutes a crime.

The school will comply with all state and federal laws governing the discipline of students with disabilities, 
including the Individuals with Disabilities Education Act (IDEA), Section 504 of the Rehabilitation Act of 1973, 
applicable regulations and state and local plans for compliance with the law. In addition to the process 
outlined in special education law, students with disabilities will receive the same due process afforded other 
students.

The Board delegates to the Executive Director or designee the authority to seek the removal of a student with
a disability as allowed by federal or state law to an alternative educational setting through the state hearing 
process or to seek a court injunction ordering removal or a different educational placement.

Change of Placement. School personnel will determine on a case-by-case basis, consistent with the IDEA, 
Section 504 and their implementing regulations, whether a change in placement has occurred when a student 
is suspended due to a violation of the Code of Conduct.

Manifestation Determination. For any disciplinary action that will result in a change in placement if proposed 
against a student receiving services under IDEA or Section 504, the IEP team shall be convened. No later than 
ten (10) school days after the date on which the decision was made to change the student’s placement, the
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IEP team shall determine whether the student’s behavior is a manifestation of his or her disability. The IEP
team will determine:

1) if the conduct in question was caused by, or had a direct and substantial relationship to, the child’s
disability; or

2) if the conduct in question was the direct result of KIPP’s failure to implement the IEP.

Discipline Options-Behavior Unrelated to Disability. If the conduct is determined to be unrelated to the 
disability for which the student is receiving services, disciplinary options, including suspension, removal or 
expulsion applicable to students without disabilities, may be applied to students with special needs in the 
same manner in which they would be applied to students without disabilities. However, such students 
receiving services will still receive educational services to enable the student to participate in the general 
education curriculum and to progress toward meeting the goals set out in the student’s IEP as required by 
applicable law.

Discipline Options-Behavior Related to Disability. If the behavior is determined to be a manifestation of the 
disability, no long-term suspension or expulsion can be implemented. The IEP team may modify the student’s 
placement or IEP as appropriate, for educational, not disciplinary reasons. In addition, the IEP team will either 
conduct a functional behavior assessment and implement a behavioral intervention plan or review the existing 
behavioral intervention plan and modify it as necessary.

The Executive Director or designee will provide all school employees training on violence prevention, the 
school’s discipline code and the legal requirements for disciplining students with disabilities. The Board 
delegates to the Executive Director or designee the authority to contact the school’s legal counsel for legal 
advice or training on the school’s responsibilities. Student Discipline - Reporting

The Student Code of Conduct is designed to foster student responsibility, respect for others, and to provide for 
the orderly operation of school. No code can be expected to list each and every offense that may result in 
disciplinary action. However, it is the purpose of this code to list certain offenses which, if committed by a
student, will result in the imposition of a certain disciplinary action. Any conduct not included herein, or an 
aggravated circumstance of any offense or an action involving a combination of offenses, may result in 
disciplinary consequences that extend beyond this code of conduct as determined by the School Leader, 
Executive Director and/or Board of Directors. In extraordinary circumstances where the minimum
consequence is judged by the Executive Director or designee to be manifestly unfair or not in the interest of
the school, the Executive Director or designee may reduce the consequences listed in this policy, as allowed by 
law.

Missouri Safe Schools Act

By state law, school administrators are required to report acts of school violence to teachers and other school 
personnel with a need to know. "Need to know" is defined to mean school personnel who are directly 
responsible for the student's education or otherwise interact with the student on a professional basis while 
acting within the scope of their assigned duties. School administrators will report to the appropriate law 
enforcement agency, as soon as possible, any of the following crimes or any act which if committed by an
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adult would be one of the following crimes if committed on school property, including but not limited to 
actions on any school bus in service on behalf of KIPP or while involved in school activities:

• First Degree Murder under 565.020, R.S.Mo.;
• Second Degree Murder under 565.021, R.S.Mo.;
• Kidnapping in the first degree under 565.110, R.S.Mo.;
• First Degree Assault under 565.050, R.S.Mo.;
• Rape in the first degree under 566.030, R.S.Mo.;
• Sodomy in the first degree under 566.060, R.S.Mo;
• Burglary in the first degree under 569.160, R.S.Mo.;
• Burglary in the second degree under 569.170, R.S.Mo.;
• Robbery in the first degree under 570.023, R.S.Mo.;
• Manufacturing of a controlled substance under 579.055, R.S.Mo.;
• Delivery of a controlled substance under 579.020, R.S.Mo.;
• Arson in the first degree under 569.040, R.S.Mo.;
• Voluntary Manslaughter under 565.023, R.S.Mo.;
•Involuntary Manslaughter in the first degree under 565.024, R.S.Mo., or involuntary manslaughter in the 
second degree under 565.027, R.S.Mo.;
• Second Degree Assault under 565.052, R.S.Mo.;
• Rape in the second degree under 566.031, R.S.Mo.;
• Kidnapping in the second degree under 565.120, R.S.Mo.;
• Property Damage in the first degree under 569.100, R.S.Mo.;
• The Possession of a Weapon under Chapter 571, R.S.Mo.;
• Child Molestation in the first, second, or third degree under 566.067, 566.068, or 566.069, R.S.Mo.;
• Sodomy in the second degree under 566.061, R.S.Mo.;
• Sexual Misconduct involving a child under 566.083, R.S.Mo.;
• Sexual Abuse in the first degree under 566.100, R.S.Mo.;
• Harassment in the first degree under 565.090, R.S.Mo.; or
• Stalking in the first degree under 565.225, R.S.Mo.

The appropriate law enforcement agency will be notified in all situations where a student's conduct violates 
state law or municipal ordinances. KIPP will fully cooperate in any investigation.

The School Leader shall also notify the appropriate law enforcement agency and Executive Director if a
student is discovered to possess a controlled substance or weapon in violation of the school’s policy.

In addition, the Executive Director shall notify the appropriate division of the juvenile or family court upon 
suspension for more than ten (10) days or expulsion of any student who the school is aware is under the 
jurisdiction of the court.

Documentation in Student's Discipline Record

The School Leader, designee or other administrators or school staff will maintain all discipline records as 
deemed necessary for the orderly operation of the schools. In addition, any offense that constitutes a “serious 
violation” of the discipline policy or constitutes an act of violence must be documented in the student's 
discipline record in accordance with law. For purposes of this section, "acts of violence" shall include but not



16

be limited to exertion of physical force by a student with the intent to do serious bodily harm to another
person while on school property, including a school bus in service on behalf of the district, or while involved in 
school activities. A “serious violation of the discipline policy” is one or more of the following acts if committed 
by a student enrolled in the school:

1. Any act of school violence or violent behavior.

2.Any offense that occurs on school property, on school transportation or at any school activity and that is 
required by law to be reported to law enforcement officials.

3. Any offense that results in an out-of-school suspension.

Prohibition Against Being On Or Near School Property During Suspension

All students who are suspended or expelled are prohibited from being on school property for any reason 
unless permission is granted by the Executive Director or designee.

Any student who is suspended for any offenses listed in § 160.261, R.S.Mo., or any act of violence or drug-
related activity defined above as a serious violation of school discipline shall not be allowed to be within 1,000 
feet of any public school unless one (1) of the following conditions exist:

1. The student is under the direct supervision of the student's parent, legal guardian or custodian.

2.The student is under the direct supervision of another adult designated by the student's parent, legal 
guardian or custodian, in advance, in writing, to the School Leader of the school that suspended the student.

3. The student is in an alternative school that is located within 1,000 feet of a public school.

4. The student resides within 1,000 feet of a public school and is on the property of his or her residence.

If a student violates this prohibition he or she may be further suspended or expelled.

Suspension from School Transportation

A student may be suspended from school transportation by the School Leader or a staff member designated 
by the School Leader as the result of misconduct occurring on a bus or other means of student transportation 
and after notice to the student and his or her parent(s) or guardian(s).

Gun-Free Schools Act

The Federal Gun-Free Schools Act of 1994, which applies to public schools, states that a student who is 
determined to have brought a weapon to school must be suspended for at least one calendar year. School 
administrators, however, may modify this suspension requirement on a case-by-case basis.

The Board recognizes the importance of preserving a safe educational environment for students, employees 
and patrons. In order to maintain the safety of the educational community, KIPP will strictly enforce the
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necessary disciplinary consequences resulting from the use or possession of weapons on school property. No 
student may possess a weapon on school property at any time

School property is defined as: property utilized, supervised, rented, leased, or controlled, and bus stops, by
the school including but not limited to the school playground, parking lots, school buses, and bus stops, and
any property on which any school activity takes place.

A weapon is defined to mean one or more the following:
1. A firearm as defined in 18 U.S.C. 921.
2. A blackjack, concealable firearm, firearm, firearm silencer, explosive weapon, gas gun, knife, knuckles,
machine gun, projective weapon, rifle, shotgun, spring gun, switchblade knife, as these terms are defined in 
571.010, R.S.Mo
3. A dangerous weapon as defined in 18. U.S.C. § 930 (g) (2).
4.All knives and any instrument or device used or designed to be used to threaten or assault, whether for 
attack or defense
5. Any object designed to look like or imitate a device as described in 1-4

Pursuant to the Missouri Safe Schools Act and the federal Gun-Free Schools Act of 1994, any student who
brings or possesses a weapon as defined in # 1 or # 2 above on school property or at any school activity will be 
suspended from school for at least one (1) calendar year or expelled and will be referred to the appropriate 
legal authorities. The suspension or expulsion may be modified on a case-by-case basis upon recommendation 
by the Executive Director to the Board.

Students who bring or possess weapons as defined in # 3, # 4 and # 5 and not otherwise included in # 1 and #
2 will also be subject to suspension and/or expulsion from school and may be referred to the appropriate legal 
authorities.

Arrest- Police may be called to arrest students if there is reason to believe they are involved in any illegal 
activity. This includes, but is not limited to; involvement in a physical altercation or for bringing weapons or 
illegal substances of any kind to the school. A weapon is defined as anything that can inflict harm including, 
but not limited to; a firearm, a stick, brass knuckles, a knife, box cutters, bullets, screwdrivers, saws, metal 
pipes, b.b. guns, toy guns, slingshots, or broken bottles. A campus official must call the parents immediately 
before or after the police are called.

Faculty and all staff members who have reason to believe that they have witnessed the sale, possession, or 
transfer of weapons shall report this immediately to the Principal (or designee). The Principal or designee shall 
determine if sufficient cause exists and, if so, file a disciplinary report and notify the Juvenile officer of the
Police Department. The Principal (or designee), in consultation with the Police Department, will determine 
whether or not to file charges. All contraband will be turned over to the Police department. In addition the 
student who is charged with possession and/or use of a weapon shall be subject to immediate suspension
from school and may face expulsion.

Corporal Punishment Policy



Corporal punishment is defined as the use of physical force as a method of correcting student behavior. KIPP 
employees and volunteers are prohibited from administering corporal punishment to KIPP students and from 
causing such punishment to be administered. Staff members are permitted to use the amount of physical 
restraint of a student deemed reasonably necessary to prevent a student from hurting himself/herself, or to 
protect other students from injury, or to protect the teacher’s own safety, or to prevent destruction of 
property.

Promotion and Retention Policy
Kindergarten through 8th Grade
Students must meet requirements in all of the following areas to be promoted to the next grade level. Only
students who have completed all 8th grade promotion requirements are eligible to receive a certificate and
participate in Advancement Ceremonies.

KIPP and the family, as partners, may consider retention for the following reasons:
1. Attendance - 20 Days Absent (excused or unexcused)
2. Social Emotional Development
3. Reading assessment indicates 2 or more years below peers
4. Multiple failing (5-8) or unsatisfactory (k-4) grades

Graduation Requirements
At KIPP KC Legacy, our graduation requirements are designed to meet the bar of the State of Missouri and also 
prepare students for college, career, and beyond.
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Promotion Requirements
Students may not “drag” more than one missing credit into the subsequent academic year. Therefore, any student 
who fails three courses in each year, or fails two courses and is dragging one from a prior year, will be a candidate 
for retention. Students who fail Fine Arts, Practical Arts, Physical Education, Health, or Personal Finance may be 
required to take a supplemental online course or find an alternative program.

Enrollment and Attendance Policy
Steps to Enroll:
1. Parent / Guardian must fill out application. A complete application includes

a.
b.
c.
d.
e.

Signed “release of cumulative records form”
Student immunization records 
Student Birth Certificate
Proof of Residency
Student Social Security Card (only if applicable)

2. If the student is accepted based on enrollment numbers, the office manager will schedule parent 
orientation. Enrollment is not complete until a parent/guardian attends a parent orientation meeting to fill 
out all remaining paperwork.

Records Requests
The parent/guardian must have access to records in accordance with FERPA.
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If a parent/guardian requests to withdraw their student the school will notify all teachers and finalize grades. 
The student will be dropped from KIPP’s student information system. Parents/guardians should note that 
most schools will not accept records brought in but rather would like a faxed copy from the school.

If at any time the school receives a records request from another school or district for a student to be 
transferred that request will be filled within five business days from receiving the request in writing. The
student’s grades will be finalized and the student will be dropped from KIPP’s student information system. A
parent/guardian does not need to fill out withdrawal paperwork at KIPP if they have requested records be 
sent to the new school.

Attendance Policy
Attendance is a critical component in the success of students and the school. Our goal at KIPP KC is that all 

students maintain a 95% attendance rate each year throughout their entire career at KIPP. The following 
policies have been established in order to ensure this goal is met.

Definitions 

Excused Absence

Absences due to an illness, funeral of a family member, suspension from school, verifiable family emergency, court
appearance, or other reason as determined by the school administrator. Documentation must be provided to 
the school when the student returns or a phone call. Absences for sickness due to illness that exceed two days 
require a doctor’s note. These types of absences will not result in disciplinary action or count towards the 5
absence limit per semester.

Unexcused Absence
Absences that do not meet the requirement to be considered excused and/or were not supported with the 

appropriate documentation or parent phone call/letter.

Tardiness /Early Departure
● ES & MS: Students who arrive after 8:45 or are picked up before 4:00 will be marked for a Tardy/Early 

Departure
● HS: Students who arrive after 8am will be marked Tardy.

Procedures
As a courtesy, we ask that parents call the office before 9:00 am if their student is going to be absent that day. A

student or guardian is required to provide official communication for an absence to be considered excused.
Failure to bring written documentation within 2 days will result in the absence being marked as unexcused.
The following actions will be taken when a student is absent:

1. Upon three (days) or 21 hours of absence from school in a semester, a phone call will be made to the 
student’s home to discuss the student’s attendance. KIPP KC considers three (3) days of absence in a
semester to be excessive unless unusual circumstances are present.

2. Upon five (days) or 35 hours of absence from school in a semester, a letter will be mailed to the student’s
home addressing the attendance problem and outlining the next steps should additional absences occur.
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3. Upon seven (days) or 49 hours of absence from school in a semester, a parent/guardian conference with 
school leadership will be held either in person or virtually

4. After ten (10) consecutive days or more than 70 hours of absences, excused or unexcused, a referral will 
be made to Kansas City’s Truancy Court and a letter will be sent to parents regarding such notification.

If a student misses the bus because the bus company did not pick up the student, we will verify with the bus 
company and then count the absence as excused. If a student misses the bus for any other reason it is an 
unexcused absence if they are unable to find alternative transportation.

Early dismissals or late arrivals: If at all possible, students must make medical or other appointments after
school hours or on weekends. In the rare event that a student needs an early dismissal or late arrival, the
following procedures must be followed:

.
1. A legal guardian or individual named in the enrollment packet must sign the student out of school. If the 

individual is named on the enrollment packet but not recognized by staff we will ask for identification.
2. The student must make up all missed work
3. Only early dismissals or late arrivals for verified doctor’s appointments will count as excused absences. All 

others are considered unexcused. Doctor’s notes should be brought upon arrival to school.

Missing Consecutive Days in Row
We always encourage families to communicate absences that are going to be more than 2 days in advance with
their school leaders. Examples of this could be a family vacation or surgery. In the event that we have not heard 
from the family and have not been able to get in touch with emergency contacts after 3 consecutive days missed 
from school, we will complete a home visit by a support member of our staff.

Potential Risk of Suicide Policy
KIPP KC believes that school staff members are in a unique position to assist students and staff members in 

dealing with threats of suicide. KIPP KC wishes to ensure that appropriate awareness and prevention 
programs are implemented and continued within the school. Indicators and warning signs of suicide must 
always be taken seriously, and intervention should be immediate. Based on the level of risk assessed, 
different interventions may be put into place.

All school employees have the responsibility to act upon information regarding attempted, threatened, or 
suspected suicidal acts by following district procedures. In addition, school employees are required by law to 
make a formal contact with designated school personnel, i.e. the School Counselor, School Social Worker, or 
designated building administrator; as outlined in the regulations. They shall also communicate the
information to a parent/guardian and refer them to the appropriate agency or professional services. Costs of 
these services are the responsibility of the parent/guardian/family member.

The issue of confidentiality does not apply in the event of a life-threatening situation or other emergency if 
knowledge of the information is necessary to protect the health or safety of the student or others.

The following regulation is established for guidance of staff members in recognizing the student who 
contemplates completing suicide and how to respond to threatened or attempted suicide.
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1. Any indication of a potential suicide, whether personally witnessed or received report from another, must 
be taken seriously and must be reported to a staff member trained in administering the Risk Screening 
Form and Risk Assessment (Counselor, Social Worker, or Administrator).

2. The student will not be left alone at any time before an assessment is completed.
3. Risk screening form and assessment (when applicable) is completed by a professional School Counselor, 

School Social Worker, or designated building administrator.

The risk screening and assessment form is not a diagnostic tool since suicide is a behavior rather than a
medical diagnosis. These tools are also not predictive, as there is no tool that has been demonstrated to 
predict suicide. Rather, screening forms and assessments are semi-structured instruments that the a
professional conducting assessments can follow to ensure that common risk factors known to be associated 
with suicide in young people have been assessed. The tools provide the professional conducting the 
assessment with an overview, allowing this person to make a best judgement call as to the level of risk for 
imminent suicide. Furthermore, the risk screening and assessment provide documentation to be shared with 
outside mental health professionals for the purposes of evaluating the student’s level of safety and providing 
support.

4. Implement interventions based on level of risk.
5. Follow up:

● Contact parents/guardians and external mental health organizations (if applicable).
● Provide consultation on safety plan with parents/guardians outside of school environment.

Efforts will be made to assist parents/guardians with identifying community resources that 
provide appropriate support services.

● Plan for student’s transition back to school.
● Collaboration in development of safety plan, support systems, coping skills, risk management, 

and any changes to medication/services (when applicable).
● If applicable, professional conducting assessment will notify appropriate school staff of safety

concerns and recommended supports.

Parent/Guardian Concerns
If parents/guardians have concerns or disagreements with staff, we ask that they discuss the matter first with 
the appropriate staff member and attempt to resolve their disagreement through discussion. If after meeting 
with the staff member the parent/guardian is still concerned, then they should reach out to the Dean of 
Students.

If the issue is not resolved to the satisfaction of the parties involved, the parent/guardian may then consult 
the Complaint Policy and Procedures document at the back of this handbook.

At KIPP KC , we strive to create and maintain a supportive family atmosphere. If any individual is disrespectful
or rude to anyone on KIPP’s campus, that individual may be restricted from our campus in the future.

Telephone Use
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Students will only be allowed to use the phone in an emergency situation. A teacher or staff member must be 
present at the time of the phone call.

If parents/guardians feel that their child needs to bring his or her cell phone to school for safety reasons, it is
the student’s responsibility to turn off the cell phone and put it in their locker in order to not disrupt school 
activities. This cell phone MAY NOT be used during school hours for any reason. If a student’s cell phone rings 
or is seen by a staff member during the school day, it will be taken and can only be turned over to that
student’s parent or guardian. The office will label and store any confiscated phones. Parents will need to come
to school to retrieve the phone. The school is not liable for any cell phone brought to school; students are 
completely responsible for their cell phones.

Calling Teachers on Their Cell Phones
Students and/or Parents/Guardians may call teachers on their cell phones from 5:00 – 9:00p.m. Monday 
through Friday evenings. Students and/or Parents/Guardians may also call teachers on Sundays between 5:00-
9:00pm

Damaged Property
KIPP KC reserves its right to recover the value of its property or technology resources from a KIPP KC student 
to the full extent authorized by law.

A KIPP KC student who misuses, breaks, damages, steals, or loses the property of KIPP KC will be held 
responsible for the recovery of the property or item. KIPP KC requires the student and his or her family to pay, 
at least, half of the cost of the item or property. The remaining portion of the payment can be accounted for 
through the completion of services. The student and/or his or her family members may complete service
hours for KIPP KC at the rate of $25.00 per service hour until the remaining cost of the bill is paid.

KIPP KC students, who misuse, break, damage, steal, or lose KIPP KC property may face further disciplinary 
action, up to and including expulsion. Disciplinary action in these circumstances will be determined on a case-
by-case basis.

School Meals
For the 2021-2022 school year, KIPP KC is a Community Eligibility Provision (CEP) school. Breakfast and lunch 
will be provided to all students free of charge each day. There is no need to fill out a form in order for your 
student to access free meals. If KIPP KC , loses its CEP status, all families will be required to fill out a federal 
free/reduced lunch form. Families who qualify will receive free/reduced pricing for breakfast and lunch.

Students are not required to eat school meals. Families may choose to have their children eat breakfast at 
home and/or send a bag lunch. Students will not be allowed to leave campus to get a lunch or make phone 
calls to have lunch delivered to the school. All students who choose to eat school lunch must have each item 
that is offered for that particular meal on their meal tray, but students will not be required to eat each food 
item on their tray.
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**Students with food allergies and/or special dietary needs must see the Office Manager and fill out the 
necessary forms.**

School Closing
In the event of bad weather, KIPP school closings will be listed on KMBC, Fox 4, and KCTV 5, and on the 
school’s facebook page. The school will also send out an automated message informing you that the school 
has been closed or delayed. Generally, we follow the same guidelines on school closings as the KCMO 
School District, though we use a different transportation vendor and sometimes come to a different 
decision than the district.

Once the school day has started, school MAY be dismissed early due to bad weather. If school is dismissed
early due to bad weather, you will receive an automated message from the school at least 2 hours in advance. 
Please make sure your child has a key to get in his or her home or someone is available to pick your child up as 
the KIPP KC staff will be dismissed to get home safely as well.

Visitors
All KIPP KC visitors must report to the front office and sign-in. Also during sign in every visitor must show 
identification, sign-in at the front office, and complete a “Parent Visitors Guidelines” form. Any suspicious 
visitors should be reported to the Dean of Students and/or front office staff.

At KIPP KC we define a visitor as anyone that wants to come and observe our school in action around learning 
and culture. We do not view a visitor as someone that wants to meet with specific teachers or leaders in the 
building and have a conversation with them. Those meetings must be scheduled in advance to ensure the 
learning process is protected.

Internet Safety Policy
It is the policy of KIPP KC to:
1. Take measures to prevent user access and transmission of inappropriate material via the Internet utilizing 

KIPP technology resources;
2. Take measures to prevent unauthorized access and other unlawful online activity;
3. Take measures to prevent unauthorized online disclosure, use, or dissemination of personal identification 

information of minors; and
4. Comply with the Children’s Internet Protection Act [Pub. L. No. 106-554 and 47 USC 254(h)].
5. This policy applies to all KIPP community members, including: students, teachers, staff, and designated 

contractual or temporary staff.

Technology Protection Measure
KIPP KC shall filter all Internet traffic originating from its KIPP location to ensure it is appropriate for minors 
and in compliance with all local, state, and federal mandates. KIPP KC shall maintain the necessary licensing 
annually to ensure all applicable categories of harmful Internet content is blocked and inaccessible by 
community members.
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KIPP KC shall also provide for the day-to-day administration of this content filter, which includes, but is not 
limited to:

● Manual blocking and unblocking of sites based on requests with legitimate educational purposes
● Application of appropriate licensing information
● Selection/de-selection of website categories deemed appropriate or inappropriate by KIPP leadership
● Review and analysis of usage and filtering logs
●Communication with specific school leadership concerning data and reports generated through the 
content filtering system

Monitoring and Supervision of Students
KIPP KC staff members that are responsible for allocating technology resources for student use, should 
supervise and monitor appropriate usage of technology resources - especially Internet access - in accordance
with the Children’s Internet Protection Act.

This includes, but is not limited to:
● Logging and reporting of KIPP technology resource usage, especially Internet access;
● In-classroom monitoring of student use of technology resources;
● Follow-up meetings with students and/or parents concerning student use of technology resources

Education of Minors
School staff members responsible for allocating KIPP technology resources for student use shall be responsible
for providing instruction to students concerning appropriate online behavior utilizing KIPP technology 
resources. This instruction is conducted on a case-by-case basis to individual students. Such instruction shall 
include review of specific inappropriate behavior, the consequences of such behavior, and an indication of 
how staff will assist students to be successful with the use of KIPP technology resources while avoiding 
inappropriate content.

Violation of Policy
Any violation or abuse of this Policy is just cause for disciplinary action, up to and including dismissal, removal
of all KIPP KC network privileges and accounts, and/or legal action. To keep the KIPP KC technology resources 
and property safe, viable, effective, and user friendly, all KIPP community members must cooperate, and show 
responsibility, when using this policy. KIPP reserves the right to update this policy and/or to change the 
technology protection measure at any time, with or without notice.

Family Educational Rights and Privacy Act

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

These rights are:
(1) The right to inspect and review the scholar's education records within 45 days of the day the School 
receives a request for access. Parents or eligible scholars should submit to the School Leader a written
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request that identifies the record(s) they wish to inspect. The School Leader will make arrangements for 
access and notify the parent or eligible scholar of the time and place where the records may be inspected.

(2)The right to request the amendment of the scholar’s education records that the parent or eligible scholar 
believes are inaccurate, misleading, or otherwise in violation of the scholar’s privacy rights under FERPA. 
Parents or eligible scholars may ask the School to amend a record that they believe is inaccurate or 
misleading. To amend a record the parent or eligible scholar should write the School Leader, clearly identify 
the part of the record they want changed, and specify why it should be changed. If the School decides not to 
amend the record as requested by the parent or eligible scholar, the School will notify the parent or eligible 
scholar 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 scholar 
when notified of the right to a hearing.

(3)Scholars have the right to privacy of personally identifiable information in his or her 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 outsourced services or functions it would 
otherwise use its own employees to perform (such as an attorney, auditor, medical consultant, transportation 
contractor, food service contractor or therapist); a parent or scholar serving on an official committee, such as
a disciplinary or grievance committee; or a parent, scholar, or other volunteer 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.

(4)The right to file a complaint with the U.S. Department of Education concerning alleged failures by the
School to comply with the requirements of FERPA. The name and address of the Office that administers FERPA 
are:

Family Policy Compliance Office
U.S. Department of Education 400 Maryland Avenue, SW Washington, DC 20202

(5) FERPA also requires that KIPP Kansas City Public Schools, with certain exceptions, obtain parents’ written 
consent prior to the disclosure of personally identifiable information from their children’s education records. 
However, KIPP Kansas City Public Schools may disclose appropriately designated "directory information" 
without written consent, unless you have advised KIPP to the contrary in accordance with KIPP procedures. 
The primary purpose of directory information is to allow KIPP Kansas City to include this type of information 
from your child's education records in certain school publications. Examples include:

• A playbill, showing your scholar's role in a drama production;
• The annual yearbook;
• Honor roll or other recognition lists;
• Graduation programs; and
• Sports activity sheets, such as for basketball, showing weight and height of team members.
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Directory information, which is information that is generally not considered harmful or an invasion of privacy if 
released, can also be disclosed to outside organizations without a parent's prior written consent. Outside 
organizations include, but are not limited to, companies that manufacture apparel or accessories or publish 
yearbooks. In addition, KIPP is generally required by the federal Every Student Succeeds Act of 2015 
http://www.ed.gov/essa?src=rn to make available to military recruiters and post-secondary institutions the 
names, addresses and telephone listings of secondary school scholars. However, scholars or their parents may 
request KIPP not to provide their own name, address and telephone listing. KIPP will comply with such a
request, which should be made in writing and directed to the School Leader.

If you do not want KIPP Kansas City Public Schools to disclose directory information from your child's
education records without your prior written consent, you must notify the School Leader in writing by August 
31st each school year. KIPP Kansas City Public Schools has designated the following information as directory 
information:

• Scholar's name
• Photograph
• Date and place of birth
• Dates of attendance
• Grade level
• Participation in officially recognized activities and sports
• Weight and height of members of athletic teams
• Honors, recognitions and awards received
•The most recent educational agency or institution attended Scholar ID number, user ID, or other unique 
personal identifier used to communicate in electronic systems that cannot be used to access education 
records without a PIN, password, etc. (A scholar's SSN, in whole or in part, cannot be used for this purpose.)

PPRA- Protection of Pupil Rights Amendment

PPRA (Protection of Pupil Rights Amendment) affords parents and scholars who are 18 or emancipated minors 
(eligible scholars) certain rights regarding our conduct of surveys, collection and use of information for 
marketing purposes, and certain physical exams. These include the right to:

Consent before scholars are required to submit to a survey that concerns one or more of the following
protected areas (“protected information survey”) if the survey is funded in whole or in part by a program of
the U.S. Department of Education (ED)–

1. Political affiliations or beliefs of the scholar or scholar’s parent;
2. Mental or psychological problems of the scholar or scholar’s family;
3. Sex behavior or attitudes;
4. Illegal, anti-social, self-incriminating, or demeaning behavior;
5. Critical appraisals of others with whom respondents have close family relationships;
6. Legally recognized privileged relationships, such as with lawyers, doctors, or ministers;
7. Religious practices, affiliations, or beliefs of the scholar or parents; or 8. Income, other than as required 

by law to determine program eligibility.

Receive notice and an opportunity to opt a scholar out of –

http://www.ed.gov/essa?src=rn
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1. Any other protected information survey, regardless of funding;
2. Any non-emergency, invasive physical exam or screening required as a condition of attendance,

administered by the school or its agent, and not necessary to protect the immediate health and safety of
a scholar, except for hearing, vision, or scoliosis screenings, or any physical exam or screening permitted
or required under State law; and

3. Activities involving collection, disclosure, or use of personal information obtained from scholars for
marketing or to sell or otherwise distribute the information to others.

Inspect, upon request and before administration or use –
1. Protected information surveys of scholars;
2. Instruments used to collect personal information from scholars for any of the above marketing, sales, or 

other distribution purposes; and
3. Instructional material used as part of the educational curriculum.

These rights transfer from the parents to a scholar who is 18 years old or an emancipated minor under State 
law. KIPP Kansas City Public Schools will develop policies, in consultation with parents, regarding these rights, 
as well as arrangements to protect scholar privacy in the administration of protected information surveys and 
the collection, disclosure, or use of personal information for marketing, sales, or other distribution purposes. 
KIPP Kansas City Public Schools will directly notify parents of these policies at least annually at the start of
each school year and after any substantive changes. KIPP Kansas City Public Schools will also directly notify, 
such as through U.S. Mail or email, parents of scholars who are scheduled to participate in the specific 
activities or surveys noted below and will provide an opportunity for the parent to opt his or her child out of 
participation of the specific activity or survey. KIPP Kansas City Public Schools will make this notification to 
parents at the beginning of the school year if KIPP has identified the specific or approximate dates of the 
activities or surveys at that time. For surveys and activities scheduled after the school year starts, parents will 
be provided reasonable notification of the planned activities and surveys listed below and be provided an 
opportunity to opt their child out of such activities and surveys. Parents will also be provided an opportunity
to review any pertinent surveys. Following is a list of the specific activities and surveys covered under this 
requirement:

•Collection, disclosure, or use of personal information for marketing, sales or other distribution.
•Administration of any protected information survey not funded in whole or in part by ED.
•Any non-emergency, invasive physical examination or screening as described above. Parents who believe 
their rights have been violated may file a complaint with:

Family Policy Compliance Office: Department of Education 400 Maryland Avenue, SW Washington, D.C. 
20202-5901

Requests For Student Records
All student records will be kept on file with the Office Manager. If a parent verbally requests a copy of their
child’s records or if another school requests a copy of a student’s records it may take up to five business days
for the request to be honored. Student records will only be released to legal guardians.



29

Transportation
Students Riding the Bus
It is very important that students follow a few simple rules on the bus. These rules are designed to make sure 
students make it to and from school safely on the bus:
● Students must stay seated in their (whether chosen or assigned) seat until they arrive at school or their 

stop. They may not stand up.
● Students must speak respectfully to the driver and one another and at a conversational level (voice level 1

or 2). They cannot scream on the bus.
● Students may not eat on the bus. Eating on the bus presents a choking hazard.
● Students need to keep their hands and feet to themselves. Fighting (including play fighting) will not be 

tolerated.

The following consequences will be given for bus write ups. When there is doubt as to what happened on the 
bus, Apple Bus will provide video confirmation of the incident. In any of the below cases, a student may be 
suspended from using bus transportation for a longer period of time based on the severity of the incident.
Write-ups for students on the first or second level will reset at semester.

In general, the following will occur when a student doesn’t meet bus expectations:

● First time - Warning (phone call or written communication to families and student)

● Second time - 1 day suspension off the bus

● Third time- 5 days suspended off the bus

● Fourth time and every time after - Up to 10 days suspended off the bus

Missouri Safe Schools Act violations are applicable on the bus or any other KIPP provided transportation

Students who Walk or take Public Transportation
KIPPsters are allowed to walk home or take public transportation with or without a parent or guardian
present. If you would like your students to walk, please contact our front office to give permission for them to 
walk. You can indicate to the front office whether a student has permission to walk just once or on an ongoing 
basis

Transportation Changes
Parents must provide notification to the Front Office if their child is to ride home on a different bus with 

another student or if they are going to be parent pickup for a day. If notification is not provided, then the 
student will not be able to ride a different bus. All transportation changes must be requested before 3:30pm; 
the front office cannot make changes after this time.

Student Health and Safety
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Immunization
State law requires that all children entering elementary school be immunized against Diphtheria, Tetanus, 
Pertussis, Polio, Measles, and Rubella. Each family needs to supply a copy of their child’s Immunization Card 
or a copy of their Immunization Exemption. KIPP KC must have a copy of each Immunization Card or 
Exemption on file.

Illness During School Hours
If a child becomes ill or injured during the school day, and is not well enough to stay in class, the 
parent/guardian will be called to pick the child up. Students who go home with a fever need to stay home until 
the fever breaks (at least 24 hours) It is necessary to have updated emergency contact numbers on file in the 
school office in case we are unable to reach the parents or guardians.

If a child needs to take prescribed medicine, please see the requirements below.

Administration of Medicine
KIPP KC students should not be in possession of any medication, nor take any medications, during the regular 
school day or on school premises on their own. KIPP KC administers appropriate medications to students only 
with the written consent of the parent. The first dose of any new medication will not be administered by 
school personnel.

If students require a prescribed medication, KIPP staff on campus can administer medicine if:
1. There is a written request from the parent which includes
a. The type of medication, dosage, and time of administration, and
2. The medicine is in its original packaging with the prescription label.

KIPP KC will administer the following non-prescription medicines to your child with written permission from a
parent:
● Ibuprofen (used for stomach cramps, headaches, or any other pain)
● Pepto-Bismol tablets (used for upset stomachs or nausea)
● Benadryl (used for allergy related issues)
● Eye drops (used for dry, irritated eyes)

Reporting Child Abuse
All staff must follow state policies on reporting suspected abuse or neglect. In Missouri, all school workers 
must immediately report abuse or neglect if they have reasonable cause to suspect that a child has been or 
may be subjected to abuse or neglect, or observes a child being subjected to conditions or circumstances 
which would reasonably result in abuse or neglect.

All school personnel are considered mandatory reporters of suspected abuse and/or neglect. 
Once you become aware that a student may be the victim of abuse or neglect, you must:
1. Notify the School Leader
2. Call Abuse Hotline together with the School Leader
3. Complete a report
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No one in the workplace, even a supervisor, is permitted to suppress, change, or edit a report of abuse. A
mandatory reporter who willfully fails to report suspected incidents of child abuse or neglect is subject to 
license suspension or revocation, and commits a misdemeanor offense. Falsely reporting information to the 
hotline is also a misdemeanor offense.

All employees are to have immediate and unrestricted access to communication technology necessary to 
make an immediate report, and are temporarily relieved of other work duties for such time as is required to 
make the report.

When calling the hotline, you must provide the following information (or as much as is known): the name, 
birthdate, and address of the alleged victim; the name, address, age or birth date, and relationship of the 
alleged perpetrator; what type of injury or harm was allegedly done to the victim; and a description of the 
incident (time/date, place in which it occurred, and indication of intention to harm).

If a report is taken (the intake worker will inform you of this over the phone), a case worker will inform you of 
the next steps you must take.

Definitions

Physical Abuse: When a parent or person responsible for the child’s welfare “inflicts or allows to be inflicted 
upon such child physical injury, by other than accidental means.” Common injuries include bruises, human 
bite marks, bone fractures, and burns. Physical abuse also occurs when the caregiver or parent “creates a
substantial risk of physical injury” by shaking, throwing, choking, smothering, or pushing the child into fixed 
objects. Acts of torture are defined as “deliberately or systematically inflicting cruel or unusual punishment 
which results in physical or mental suffering.” When reporting physical abuse, it is also important to 
document the presence of any injuries, as a report may not be taken unless evidence of harm exists.

Sexual Abuse: When a person responsible for the child’s welfare commits sexual penetration, sexual
exploitation, sexual molestation, or when a young child contracts a sexually transmitted disease. A child’s 
disclosure of sexual abuse must be handled sensitively. When a student attempts to disclose sexual abuse, 
observe the child closely and listen attentively while maintaining a calm demeanor. The mandated reporter 
must pay very careful attention to the disclosure of sexual abuse, but should not encourage the student to 
disclose information in addition to what is being given voluntarily. Take very careful notes, writing the
student’s words verbatim as much as possible. Refer the student immediately to the School Leader.

Neglect: Failure to provide, by those responsible for the care, custody, and control of the child, the proper or 
necessary support, education as required by law, nutrition or medical, surgical, or any other care necessary for 
the child’s well-being. Victims of neglect shall also include any victims of sex trafficking or severe forms 

trafficking as those terms are defined in 22 U.S.C. 78 Section 7102(9)-(10).

Section 504 of the Rehabilitation Act of 1973

Administrative Guidelines
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KIPP KC Charter School 
Kansas City, Missouri
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INTRODUCTION
Section 504 of the Rehabilitation Act of 1973 (“Section 504”) is a federal law that prohibits discrimination in any
program or activity receiving federal financial assistance. It provides, in part, that “No otherwise qualified
individual with a disability . . . shall, solely by reason of her or his disability, be excluded from the participation
in, be denied the benefits of, or be subjected to discrimination under any program or activity receiving Federal
financial assistance.”

Because KIPP KC receives federal money, KIPP KC is covered by Section 504. KIPP KC also does not discriminate
against anyone because he or she is associated with someone who is disabled. In addition, it is the KIPP KC 's
responsibility to identify and evaluate students who, within the intent of Section 504, need specially designed
instruction or services so that those students may receive free appropriate public education.

At each school, the responsibility for insuring Section 504 compliance rests with the building Principal or
Principal's designee. Mr. Jeremiah Hartley, the 504/SPED Coordinator, coordinates KIPP KC ’s compliance with
Section 504. He can be contacted at 2700 E. 18th Street, Suite 155B, Kansas City, MO 64127, 816-838-1808.

ELIGIBILITY FOR SECTION 504 PLANS
An appropriate education for a Section 504 eligible student may require the provision of specific
accommodations and related services in order to meet the needs of the student. Student referrals for
consideration under Section 504 of the 1973 Rehabilitation Act are to be reviewed using this process and
accompanying forms. The following procedures are implemented at the building level with regard to
compliance with 504 regulations. All completed student forms pertaining to Section 504 are to be maintained
in a lockable central office file. Forms should not be kept in a student’s cumulative file.

REFERRING STUDENTS FOR 504 EVALUATIONS
The school has an obligation to identify students with disabilities. This includes the obligation to conduct an
evaluation of any student who, because of a disability, needs or is believed to need special education or related
services, including students with qualifying health conditions. When a student is suspected to be in need of
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accommodations under Section 504, an evaluation must be conducted by a team to determine the student’s
eligibility. A request for the evaluation can be made by anyone, but most frequently such requests are made by
a student’s parent, teacher, counselor, or nurse. A copy of the 504 referral form can be obtained from the 504
Coordinator for KIPP KC or from the principal or principal’s designee.

A. The referral is directed to the building principal or principal’s designee who is responsible for the
implementation of 504 procedures in the school.

B. The Principal or designee will identify individuals to become part of the student’s 504 Team and assign a
case manager to coordinate the referral and communicate with the parent(s).

1.The 504 Team charged to make such a decision will include individuals knowledgeable about the needs of the
student, the data being reviewed, and appropriate accommodation options. This team can include (but is not
limited to) parents/guardians, teachers, problem solving team members, counselors, related service
providers, nurses, other school staff and administrators, and staff from community agencies. Parents/guardians
should be included in this process whenever possible. The team’s role is to determine whether the student will
be evaluated for a 504 Plan, evaluate the student to determine whether he or she is eligible for a 504 Plan (when
applicable), and develop a 504 Plan (when applicable).

2.The staff member assigned to be the case manager should be the individual who is in the most favorable
position to address the area of concern, contact the parent(s), and monitor the implementation of the process
for the student.

3. The Principal will monitor the composition of the 504 Team to ensure that qualified personnel participate.

C. The case manager will respond to a request for a 504 evaluation within a reasonable time, not to exceed
15 school days from the date of the parents’ request.
1. If the school members of the 504 Team are not certain a 504 evaluation is needed, the case manager will
prepare a letter informing the parent(s) that the 504 Team will meet to discuss the need for evaluation. In
addition to the letter, the case manager will complete the Notice to Conduct the 504 Meeting form and send it
to the parent(s) along with the Notice of Parent and Student Rights and the Receipt for Notice of Parents and
Student Rights.

2.If the team intends to conduct an evaluation, the case manager will complete the Notice to Conduct a 504
Evaluation. This notice indicates the reason for the 504 evaluation. Current Office of Civil Rights (OCR)
guidelines require that a school district obtain parental consent to evaluate a student and send parents prior
notice of a Section 504 eligibility meeting. Parents should be fully informed regarding their child’s rights and
safeguards under Section 504. When the Notice to Conduct a 504 Evaluation form is sent home, it should be
accompanied with the Notice of Parents and Student Rights form and the Receipt for 504 Notice of Parents and
Student Rights form. The case manager is responsible for obtaining a signed Receipt from the parents.

CONDUCTING AN EVALUATION
There are timelines by which the 504 evaluation must be completed and certain information should be
considered when conducting the evaluation.
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A. 504 Teams will complete evaluations within 60 school days of the request, unless more time is needed and
written notice is given to the parent or student requesting evaluation. The written notice must identify the
reason more time is needed.

B If the student requesting a 504 evaluation was first evaluated to determine eligibility for special education,
the 504 evaluation will be completed in an expedited manner, within 30 school days of the date the student
was determined not to be eligible for special education or the request for a 504 evaluation, whichever is later,
unless more time is needed and written notice is given to the parent or student requesting evaluation. The
written notice must identify the reason more time is needed.

C. Parents/students may review education records at any time before, during, or after a 504 evaluation.

D. Section 504 evaluations are not intended to be as comprehensive as a special education evaluation.
However, in every case the school team needs to investigate the specific concern that triggered the
student review request. Information that might be considered includes (but is not limited to) grades,
attendance reports, behavior plans, review requests, cumulative file information, psychological
evaluations, medical information observations, and standardized testing information. The school team
may administer and use other formal and informal measures as deemed necessary. Best practice is to
include parents in the evaluation process and to consider any information they provide in addition to the
other items already identified.

STEPS FOR DETERMINING 504 PLAN ELIGIBILITY

1. Determining Whether a Student Has a Disability.

For a student to be considered for a Section 504 Plan the student must meet three criteria. The three criteria
are: (a) Has a physical or mental impairment (b) which substantially limits, (c) one or more of the student’s
major life activities. It is important to understand that all three criteria must apply to a student before the team
considers whether that student requires accommodations to access KIPP KC ’s programs and activities. (As is
stated below, Section 504 also applies to a student who has a record of having such an impairment, or is
regarded as having such an impairment.) Additional detail on each of the three criteria is as follows:

(a)Physical or Mental Impairment: A physical or mental impairment is defined as any physiological disorder or
condition, cosmetic disfigurement, or anatomical loss affecting one or more of the following body systems –
neurological, musculoskeletal, special sense organs, respiratory, including speech organs, cardiovascular,
reproductive, digestive, genito-urinary, hemic and lymphatic, skin and endocrine – or any mental or
psychological disorder, such as mental retardation, organic brain syndrome, emotional or mental illness, and
specific learning disabilities. These criteria do not limit eligibility to specific diseases or categories of medical
conditions. The law was intentionally written this way so that the range of diseases or medical conditions that
might be considered for Section 504 eligibility is not limited. It should also be noted that a medical diagnosis
does not automatically make a child eligible under Section 504, and that a medical diagnosis is not a prerequisite
to Section 504 eligibility. See FAQ’s below, #2 and #3.

(b) Substantially limits: To be disabled under Section 504, the student’s mental or physical impairment must
substantially limit one or more major life activities. Minor or moderate limitations are not sufficient for a
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student to be eligible under 504. An impairment that is episodic or in remission is a disability if it would
substantially limit a major life activity when active.

Substantial limitation is not defined in Section 504 or the 2008 ADAAA [Americans with Disabilities
Act Amendments Act of 2008]. In the 2008 ADAAA, Congress stated that the phrase “substantially limits” must
be interpreted consistently with the findings and purposes of the 2008 Amendments. Pursuant to the 2008
ADAAA, an impairment does not have to prevent or severely or significantly restrict a major life activity in order
to be considered substantially limiting. Accordingly, substantially limited means less than “significantly
restricted.” The determination of whether an impairment substantially limits a major life activity must be made
without regard to the ameliorative[1] effects of mitigating measures[2] such as the following: medication;
medical supplies, equipment, or appliances; low-vision devices (which do not include ordinary eye-glasses or
contact lenses); prosthetics, including limbs and devices; hearing aids and cochlear implants or other
implantable hearing devices; mobility devices; oxygen therapy equipment and supplies; the use of assistive
technology; reasonable accommodations; auxiliary aids or services;[3] learned behavioral or adaptive
neurological modifications; the acquisition or modification of equipment or devices; and other similar services
and actions. For example, a student who uses an inhaler to manage her asthma would still qualify as an
individual with a disability under Section 504 if, without the use of the inhaler, the asthma would substantially
limit one or more of the student’s major life activities, including but not limited to, the major life activity of
breathing. Similarly a student who uses a hearing aid to amplify sound would still qualify as an individual with
a disability under Section 504 if, without the use of the hearing aid, the hearing loss would substantially limit
the major life activity of hearing. The ameliorative effects of ordinary eyeglasses or contact lenses can be
considered in determining whether an impairment substantially limits a major life activity.

(c) Major life activities: Major life activities, as defined by Section 504 and the 2008 ADAAA, include – but are
not limited to – activities such as walking, sitting, reaching, seeing, hearing, speaking, breathing, learning,
working, caring for one’s self, bending, standing, lifting, thinking, concentrating, reading, eating, sleeping,
communicating, interacting with others and performing manual tasks. Pursuant to the 2008 ADAAA, major life
activities also include the operation of a major bodily function, including, but not limited to, the immune system,
normal cell growth, normal skin growth, cardiovascular functions, genitourinary functions, hemic functions,
lymphatic functions, musculoskeletal functions, special sense organ functions, digestive functions, bowel
functions, bladder functions, neurological functions, brain functions, the respiratory system, the reproductive
system, the circulatory system and the endocrine system.

An impairment that substantially limits one major life activity does not need to limit other major life activities
for the student to be considered disabled.

To be disabled under Section 504, the student’s mental or physical impairment must substantially limit one or
more major life activities. Minor or moderate limitations are not sufficient for a student to be eligible under
504. An impairment that is episodic or in remission is a disability if it would substantially limit a major life activity
when active.

In addition to students who have a physical or mental impairment that substantially limits one or more major
life activities, Section 504 also applies to a student who has a record of having such an impairment, or is regarded
as having such an impairment.

(d) Temporary Impairments: Temporary impairments may be covered by 504 if the impairment is substantially
limiting and if it is of sufficient duration. A transitory and minor impairment, however, is not a disability. A
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transitory impairment is one with an actual or expected duration of six months or less. The District can
voluntarily accommodate a student’s transitory and minor impairment without violating the “regarded as”
definition of disability.

2. Review Existing Data and/or Collect Data and Conduct Necessary Observations and Assessments

If existing data is insufficient to determine whether a student is in need of accommodations to access KIPP KC
’s programs and activities, the team can conduct additional observations and/or assessments to obtain the
necessary data.

3. 504 Evaluation Report

The 504 Evaluation Report form will be completed to indicate the findings of the team as to the student’s
eligibility for a Section 504 Plan. A 504 meeting will be held to discuss the 504 Evaluation Report and a copy of
the report will be provided to the parent(s).

4. Develop a Draft 504 Plan

If the school members of the team believe that the student’s impairment substantially limits a major life activity
they should draft a proposed 504 Plan that outlines the necessary accommodations for the student. If the
student is suspected to be eligible for special education under the IDEA, the 504 Team will initiate a referral for a
comprehensive special education evaluation. When drafting a 504 Plan, the focus is to determine what
policies, procedures, practices or rules require modification so that the student can gain equal access to the
district’s programs and activities. The 504 Team should consider all available relevant information, drawing
upon a variety of sources, including, but not limited to, assessments conducted by the district’s professional
staff.

Since 504 is expected to be managed within the domain of general education, when students require academic
accommodations the plan will usually pertain to the teacher’s instruction or to general rules applicable to
students in the classroom. Accommodations for field trips, extracurricular activities, and other programs
sponsored by the school district must also be included if the student requires such accommodations to gain
equal access to them.

NOTICE TO CONDUCT A 504 MEETING
A 504 Evaluation Report and any draft 504 Plan should be reviewed at a 504 meeting. The case manager is
responsible for scheduling a meeting at a time that is mutually convenient for the team and the student’s
parents. Once a meeting date is selected the case manager should send to parents the Notice To Conduct a 504
Meeting form at least 10 calendar days before the meeting will be held, whenever possible. If parents cannot
attend a meeting, every effort should be made to reschedule. If several attempts to reschedule the meeting
are unsuccessful, the team may meet without parents present.

Along with the Notice, the case manager should, if possible, send home a copy of the draft 504 Evaluation Report
and draft 504 Plan several days ahead of the meeting.. These documents may also be presented for the first
time at the 504 meeting.

504 PLAN
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Once the draft 504 Plan is reviewed and changes are made at the 504 meeting, team members, including the
parent(s) will sign the 504 Plan. A copy of the signed plan will be distributed to all faculty members who work
with the student. After the case manager reviews the plan and the necessary accommodations with the team’s
faculty members, each such faculty member will sign the Documentation of 504 Plan Distribution form.

PROGRESS MONITORING
All faculty members responsible for implementing accommodations for a student must evaluate the
effectiveness of the accommodations on a semester basis using the Progress Monitoring Form.

ANNUAL REVIEW
The 504 Plan must be reviewed and rewritten (if necessary) on at least an annual basis. The case manager must
schedule a meeting and send the Notice to Conduct 504 Meeting form to the parent(s). Individual
accommodations included in the plan may be reviewed more frequently at the discretion of the individual
implementing the plan in concert with the parent and the student (when appropriate). The Progress
Monitoring/Annual Review form should be used for team reviews to determine continued eligibility.

FREQUENCY OF RE-EVALUATING STUDENT’S NEEDS
At least once every three years and also before any significant change in the 504 Plan is made, the 504 Team,
which includes the parent(s), should re-evaluate the student’s needs. All evaluation information should be
maintained with the student’s 504 Plan in a lockable office file (separate from the cumulative file folder).

TRANSITION GUIDELINES
For students with disabilities it is essential that transitions be made as smooth as possible. Clear communication
between sending and receiving schools is essential for successful transitions of students with 504 Plans. The
consequences of poor communication/transition of 504 materials between the sending and receiving schools
are numerous and include such things as inappropriate student accommodations, dissatisfied students, parents,
teachers, and administrators as well as legal proceedings against the district. For this reason, special care should
be given to preparing each of the student’s learning and school-sponsored environments for success. When a
student is moving from grade to grade, level to level (elementary to middle; middle to high school), or from one
school to another it is recommended that the following steps are taken:

If moving from grade to grade within the same building:
● Evaluate the student’s next learning environment.
● Establish a planning meeting with the student’s current and next teacher or teachers prior to the transition.
●Include other appropriate team members in the planning meeting (including parents and the students, if 
appropriate).
● Rewrite/revise the plan to make it relevant for the next learning environment.

If moving from level to level or transferring to another building:

Each level (elementary, middle, and high school) designs plans that reflect the way in which that school level
operates. Consequently, 504 Plans developed at an elementary school will include accommodations that will be
somewhat different from those at a middle school. Therefore, it may be necessary for a receiving school to
redesign a 504 Plan once teachers and administrators have the chance to get to know the student. The transition
plan is the responsibility of the receiving school.
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The current school should provide a copy of the current 504 Plan to the appropriate school personnel at the
next level. The case manager at the new level will contact the parents to review the student’s needs and apprise
them of the transition process. If it is apparent that the disabling condition will warrant the continuation of a
504 Plan, the school team should rewrite the plan and implement it upon the student’s entry into the next level.
If the receiving team questions whether a continuation of a 504 Plan is warranted, a meeting needs to be
arranged to review the plan to make the final determination with the input of the parents and, if appropriate,
the student.

In circumstances where there is question or concern about the need for a 504 Plan at the next level, the new
case manager should request that the faculty monitor the student’s academic performance and access to district
programs and activities closely during the first few weeks of attendance in the new school. A 504 Plan should
be re-written at any time during this transition phase that the need becomes apparent.

TERMINATING A 504 PLAN
If the school team determines that there is no longer a need for a 504 Plan, the Progress Monitoring/Annual
Review form should be completed. If a parent withdraws consent for a 504 Plan, case manager must require
that the parent do so in writing and respond in writing that their withdrawal of consent was received and
accommodations will cease as of a specific date.

GRIEVANCE PROCESS
For issues pertaining to implementation of Section 504 which cannot be resolved at the building level, a
grievance procedure is provided. Students who are denied eligibility for a 504 Plan or who are not satisfied with
the contents of a 504 Plan may contact the Section 504 Coordinator, who will reconsider the decision. The
Grievance Form is to be completed and sent to the Section 504 Coordinator within five (5) school days of the
decision being appealed. The review by the Section 504 Coordinator may include a meeting with the student, a
meeting with other members of the 504 evaluation team, as appropriate, and a review of the file and supporting
documentation. The Section 504 Coordinator may also meet with other district staff members who have
information about the student. Based on this review, the Section 504 Coordinator will make a determination in
writing to grant or deny the appeal, within ten school days of the filing of the appeal.

If a student/parent is not satisfied with the Section 504 Coordinator’s decision, the student/parent can request
review by an impartial hearing officer. This request must be in writing, state the reasons for the appeal and be
made within five (5) school days of the Section 504 Coordinator’s decision. The district will arrange for an
independent hearing officer to hear the appeal. The student is entitled to have his or her parents or guardians
participate in the hearing and to be represented by counsel.

If either the district or the student is not satisfied with the hearing officer’s decision, there is a right to appeal
to federal court. Parents can also lodge a complaint with the Regional Office of Civil Rights at any point during
the grievance process or subsequent appeals.

DISCIPLINING A 504 STUDENT
As with special education students who are subject to IDEA, a student with a 504 Plan may not be suspended
for more than 10 days unless a manifestation determination meeting is first held, to determine if the student’s
misconduct is related to the student’s disability. Likewise, a manifestation determination may be required if the
student is to be suspended for less than 10 days, but that proposed suspension in combination with prior
suspensions would result in total suspensions of more than 10 days during the school year.



39

In deciding whether a manifestation determination is required under those circumstances, school personnel
must consider the length of each suspension, the proximity of the suspensions to one another, the nature of
the misconduct giving rise to each suspension, and the total amount of time the student has been or will be
excluded from school. If, after considering these factors, school personnel conclude that the proposed
suspension will amount to a “pattern of exclusion,” then a manifestation determination is required.

As with IDEA, if the student’s misconduct is found to be a manifestation of the student’s disability, the student
cannot be suspended for more than 10 school days. The major difference between IDEA and 504 is that if a
student with a 504 Plan commits an infraction that is not a manifestation of his or her disability, and is suspended
for more than 10 school days, there is no obligation to provide any educational services to the student with the
504 Plan during the suspension. It is vitally important, however, that the student with the 504 Plan be punished
no more severely than a non-disabled student would be punished under the same circumstances.

MANIFESTATION DETERMINATION
Who makes the manifestation determination for a student on a 504 Plan and what information is included in
this process?

Those involved in a manifestation determination meeting need to be knowledgeable about the student and the
meaning of the data being reviewed. When possible, it is beneficial to convene those individuals who designed
the student’s 504 Plan. When this is not possible, teachers, parents, health professionals, counselors, etc. can
serve on the team that makes a manifestation determination provided they have knowledge of the student and
the data being reviewed. The Office for Civil Rights indicates that those making the manifestation determination
must have available information that professionals would require when making such a decision. Examples might
include attendance and academic records, psychological evaluation data, behavior plans, discipline records,
staff observations, annotative records, etc. It is important that the information considered is recent enough to
afford an understanding of the student’s current behavior.

FREQUENTLY ASKED QUESTIONS

1. Are there any impairments that automatically qualify as a disability under Section 504?

No. An impairment in and of itself is not a disability. The impairment must substantially limit one or more major
life activities in order to be considered a disability under Section 504. However, mental or physical impairments
are broadly defined and include any physiological disorder or condition or any mental or psychological disorder,
whether formally diagnosed or not. The Americans with Disabilities Act (ADA) Amendments Act of 2008
emphasized that the definition of “disability” under Section 504 and Title II of the ADA should be interpreted
broadly. The U.S. Department of Education’s Office for Civil Rights (OCR), which is charged with the
responsibility to enforce Section 504, has stated that while there are no per se disabilities under Section 504,
the nature of many impairments is such that in virtually every case, a determination in favor of finding a student
with the impairment eligible under Section 504 should be made. For example, according to OCR, a school district
should not need or require extensive documentation or analysis to determine that a child with diabetes, bipolar
disorder, or autism qualifies as a student with a disability under Section 504.

2.Can a medical diagnosis constitute an evaluation for purposes of determining whether a student is eligible 
for a 504 Plan?
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No. A physician’s medical diagnosis is to be considered among other sources in evaluating a student with an
impairment or believed to have an impairment that substantially limits a major life activity. Other sources
include, but are not limited to, assessments administered by the district, teacher recommendations, physical
condition, social and cultural background, adaptive behavior, parent input, and outside evaluations provided by
parent(s).

3. Does a medical diagnosis automatically mean the student qualifies for a 504 Plan?

No. A medical diagnosis does not automatically guarantee a student a 504 Plan. The impairment must
substantially limit a major life activity. If the impairment does not in any way limit the student’s ability to learn
or perform another major life activity, or results in only a minor limitation, the student would not qualify for a
504 Plan.

4. How should the district view a temporary impairment?

A temporary impairment does not constitute a disability for purposes of Section 504 unless its severity is such
that it results in a substantial limitation of one or more major life activities for an extended period of time. This
must be resolved on a case-by-case basis, taking into consideration the duration (or expected duration) of the
impairment and the extent to which it actually limits a major life activity of the student. A transitory and minor
impairment is not a disability. A transitory impairment is defined as an impairment with an actual or expected
duration of six months or less.

5. Is an impairment that is episodic or in remission a disability under Section 504?

Yes, if the impairment might substantially limit a major life activity when active. A 504 Team will develop a 504
Plan for the student that contains accommodations available to the student when the impairment is active.

6. Are there situations when it is inappropriate to offer a 504 Plan?

Yes! Whether a student has a disability that may entitle him or her to a 504 Plan is always decided by evaluating
and determining that all three criteria are met: (a) the student must have a physical or mental impairment; (b)
that mental or physical impairment must be substantially limiting of (c) one or more major life activities. If any
of the three criteria is missing or if there is no impact on the student’s access to school programs or services
because of the disability, do not create a 504 Plan for the student. Keep in mind that while a 504 Plan might not
be appropriate, other kinds of plans may be appropriate.

Here are some of the common misuses of the 504 review request process:

●A parent and/or doctor presents the school with a disability diagnosis and a 504 Plan is written without first 
determining if the disability causes substantial limitation of a major life activity.
●A student is placed on a 504 Plan solely because the parent wants the student to have additional time on 
college qualifying examinations (e.g. ACT, SAT).
●A student fails to qualify for special education support and is automatically signed up for a 504 Plan without first
qualifying him based on Section 504 criteria.



● A student has an IEP.
● A student is automatically placed on a 504 Plan when the student no longer qualifies for special education
services without first qualifying him based on the three Section 504 criteria, which are different from special 
education criteria.
● A student is placed on a 504 Plan as an alternative way to receive special education services because the
parent refuses to “label” a student by consenting to the student’s placement in a special education program.

7. What should you do if a transferring student has a 504 Plan created by another school district?

If a student with a disability transfers into KIPP KC with a 504 Plan developed by another school district, a 504
Team should review the plan and supporting documentation. If a group of persons, including those
knowledgeable about the meaning of evaluation data and knowledgeable about available accommodations
determines the 504 Plan is appropriate, the 504 Plan must be implemented. If the 504 Team determines the
plan is inappropriate, the evaluation process should be initiated.

8. Are Other Students Protected By Section 504?

Yes. Students who do not qualify for a 504 Plan may still be protected by Section 504. The law prohibits
discrimination against students who have a record of an impairment or are regarded as having an impairment.

(a)“Has a record of such an impairment” means that a person has a history of, or has been misclassified (by a
recipient of federal funding) as having a mental or physical impairment that substantially limits one or more
major life activities.

(b)“Is regarded as having an impairment” means that an individual has a physical or mental impairment that
does not substantially limit major life activities but that is treated by a recipient (of federal funds) as constituting
such a limitation; or has a physical or mental impairment that substantially limits major life activities only as a
result of the attitudes of others toward such an impairment.

Thus, in the case of “has a record of” and “is regarded as having”, individuals receive Section 504 protection not
necessarily because they have a qualifying disability, but to protect them from being injured by the prejudiced
or stereotypical attitudes of others. Schools have no obligation to identify these students or provide them with
a Section 504 Plan. However, schools are prohibited from discriminating against these students in all programs
and activities.
Every Student Succeeds Act

1Ameliorative is defined as “to make or become better, more bearable, or more satisfactory; improve; 
meliorate.”
2A mitigating measure is a device or practice that a person uses to correct for or reduce the effects of the 
mental or physical impairment.
3 Auxiliary aids and services include (a) qualifying interpreters or other effective methods of making aurally
delivered materials available to individuals with hearing impairments; and (b) qualified readers, taped texts, or 
other effective methods of making visually delivered materials available to individuals with visual impairments.
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Every Student Succeeds Act
PARENT RIGHT TO KNOW
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:
● 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.
●Whether your student’s teacher is teaching under emergency or other provisional status 
through which State qualification or licensing criteria have been waived.
● Whether your student’s teacher is teaching in the field of discipline of the certification of the
Teacher.
● 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:
●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.
●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.

HIGH QUALITY PROFESSIONAL DEVELOPMENT
Each LEA receiving Title I funds must provide high quality professional development to improve the teaching of 
academic subjects, with the primary goal being to enable all children to meet the Show-Me Standards. The 
professional development activities must be designed by principals, teachers and other school staff. Title I
funds used for professional development purposes may be combined with funds provided under Title II.A and 
other sources to provide professional development for Title I staff.

The professional development activities must:
●Support instructional practices that address the challenging state standards and create a school 
environment conducive to high achievement in the academic subjects

● Support LEA and School-wide Plans

● Draw on other available resources

●Where appropriate, include strategies for developing curriculum and teaching methods that integrate 
academic and vocational instruction

● Include strategies for identifying and eliminating gender and racial bias in instructional materials, methods
and practices; and coordinate with the LEA’s plan for professional development.

PARENT INVOLVEMENT
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Programs, activities, and procedures for the involvement of parents/guardians must be implemented in order 
for a LEA to receive a Title I allocation. Parental involvement shall include participation of parents in ongoing 
and meaningful communication about student academic learning and other school activities, ensuring that 
parents/guardians:

● Play an integral role in assisting their child’s learning;

● Are encouraged to be actively involved in their child’s education at school;

●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; and

● Are notified of the Adequate Yearly Progress (AYP) status of their child’s school building.

LEA PARENT INVOLVEMENT POLICY
Each LEA must have a written parent involvement policy jointly developed with, agreed with, and distributed
to parents of participating children. The policy must be approved by the LEA board of education and should 
describe how the LEA will meet the six requirements to build parents’ capacity:
● Involve parents in the joint development of the CSIP and in the process of school improvement;

●Provide coordination, technical assistance, and other support to assist schools in planning and 
implementing effective parental involvement activities to improve student achievement;

●Build the schools’ and parents’ capacity for strong parental involvement by assisting parents in 
understanding such topics as the State’s academic content and achievement standards, academic
assessments, how to monitor a child’s progress, and how to work with educators, by providing materials and
training to help parents work with their children (including literacy and technology training) and by educating 
teachers, pupil personnel, principals, and other staff in the value and utility of the contributions of parents and 
how to work with parents;

●Coordinate parental involvement strategies with those under other programs, such as Head Start, Reading 
First, Early Reading First, Even Start, Parents as Teachers, Home Instruction for Preschool Youngsters, and
State-run preschool programs (providing support for parental involvement activities as parents request it) and 
Title III language instructional programs;

●Conduct, with the involvement of parents, an annual evaluation of the content and effectiveness of the 
parent involvement policy, including the identification of barriers to greater participation, especially by 
parents who are economically disadvantaged, are disabled, have limited English proficiency, have limited 
literacy, or are of any racial or ethnic minority background; use the findings of the evaluation to design 
strategies for more effective parental involvement; revise, if necessary, parent involvement policies; and

● Involve parents in the activities of the Title I-served schools.

If the LEA has a policy apart from Title I that involves all parents, that policy may be amended to meet these 
requirements.
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SCHOOL PARENT INVOLVEMENT PLAN
In addition to the LEA policy, each Title I building must jointly develop with and distribute to parents of
participating children a written parent involvement plan. The plan must be updated periodically to meet the 
changing needs of parents and the school and be in a format and language readily understood by parents and 
LEA personnel. If the building already has a plan for involving all parents, that plan may be revised to meet the 
federal requirements.

For LEAs with allocations over $500,000, one percent of the allocation is budgeted and used for parent 

involvement activities, including promoting family literacy and parenting skills; 95% of the one percent is 

distributed to the buildings.

The written plan must address all of the following requirements and must be distributed to parents. Strategies 
for Communication (Policy Involvement)--Each building must:

●Hold an annual meeting to inform parents of their school’s participation in Title I, explain Title I
requirements, and explain parents’ right to be involved;

●Offer a flexible number of meetings at various times and, if necessary, use Title I funds to provide 
transportation, child care, or home visits as these services relate to Title I parental involvement;

●Involve parents in an organized, ongoing, and timely way, in the planning, review, and improvement of 
programs under Title I, including the school parent involvement policy and the joint development of the 
school-wide plan;

● Provide parents of participating children:

● Timely information about Title I programs;

●A description and explanation of the curriculum in use at the school, the forms of assessment used to 
measure student progress, and the proficiency levels students are expected to meet;

● An interpretation of the school’s annual performance report;

●If requested by parents, regular meetings to formulate suggestions and to participate, when appropriate, in 
decisions relating to the education of their children and timely responses to the suggestions made by parents
that have been offered in the meetings;

●Include comments from parents of participating children who find any aspect of the school-wide plan 
unsatisfactory when it is submitted to the LEA.

SHARED RESPONSIBILITIES FOR HIGH STUDENT ACADEMIC ACHIEVEMENT
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As a component of the school-level Title I parental involvement plan, each school participating in Title I must 
jointly develop with parents of participating children a school-parent compact. The compact will outline how 
parents, the entire school staff, and students will share the responsibility for improving student achievement 
and describe how the school and parents will build and develop a partnership to help children achieve the 
Show-Me Standards.

The school-parent compact must:

●Describe the school’s responsibility to provide high-quality curriculum and instruction in a supportive and 
effective learning environment.

●Describe how parents will be responsible for supporting their child’s learning, such as monitoring 
attendance, homework completion, and TV viewing; volunteering in their child’s classroom; participating, as 
appropriate, in decisions relating to the education of their child; and positive use of extracurricular time.

●Describe opportunities for parents and teachers to communicate on an ongoing basis including, at a
minimum:

● Parent-teacher conferences in elementary schools, at least annually, during which the compact will be
discussed in relation to their child’s achievement

● Frequent reports to parents on the progress of their child

● Reasonable access to staff and opportunities to volunteer, participate, and observe in their child’s
classroom.

EXPANDING OPPORTUNITIES FOR INVOLVEMENT
To ensure effective involvement of parents and to support a partnership with the Title I school, parents, and 
the community to improve student academic achievement, each district and participating school must:

● Provide assistance to participating parents with such topics as:

1. Understanding the Show-Me Standards, the MAP test and local assessments

2. Understanding how to monitor a child’s progress

3. Knowing how to work with teachers to improve the performance of their child

● Provide parents the training and materials necessary to improve their child’s achievement, such as literacy
training and using technology, as appropriate.

●Educate, with parental assistance, all school personnel in valuing parent contributions, communicating and 
working with parents as equal partners, implementing and coordinating parent programs, and building ties 
between home and school.
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●Coordinate and integrate the Title I parent involvement program and activities with other existing parent
involvement programs, such as Head Start, Reading First, Early Reading First, Even Start, Parents as Teachers,
Practical Parenting Partnerships, public preschool programs.

●Ensure that information related to school and parent programs, meetings, and other activities is sent to the
parents of Title I children in a format and language they can understand.

●To the extent appropriate and feasible, provide parent resource centers and opportunities for parents to 
learn about child development and child rearing issues.

● Provide other reasonable support for Title I parental involvement activities as requested by parents.

The district and participating school may:

●Pay reasonable and necessary expenses, including transportation and childcare costs, to enable parents to 
participate in school-related meetings and trainings.

● Train parents to enhance the involvement of other parents

● Provide necessary literacy training if all other available sources of funding have been exhausted

●Arrange school meetings at a variety of times or other locations to maximize parental involvement and 
participation

● Adopt and implement model parent involvement approaches

● Establish a district-wide parent advisory council to advise on all Title I parent involvement matters

● Develop appropriate roles for community organizations and businesses in parent involvement activities.

ACCESSIBILITY
To the extent that is practical, LEAs and schools must provide full opportunities for the participation of LEP
parents, parents with disabilities and migrant parents. Facilities used for parent involvement activities should 
be accessible to all parents. To allow greater parent participation, Title I funds may be used , if needed, for 
transportation to the activities and for child care.

NEGLECTED PROGRAMS
Any LEA in which a locally administered facility for neglected children is located will receive from DESE the
Annual Survey of children in Local Institutions for Neglected or Delinquent Children or in Correctional 
Institutions, Title I, ESEA (Form MO 500-0294). This form , completed by the administrative officer of the 
facility.

COMPREHENSIVE SCHOOL INVOLVEMENT PROGRAM
LEA applying for funding through the Consolidated Federal Programs Application must integrate the intended
uses of federal funds covered under these programs into their Comprehensive School Improvement Plan
(CSIP) required under Missouri School Improvement Program (MSIP). This will help ensure long-range planning
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for use of the federal funds and targeting the funding to the LEA’s identified needs. At the objective level,
LEA’s must identify the MSIP Standard and then at the strategy level identify the funding source.

The CSIP satisfies the ESEA requirement that LEA’s provide a description of how each program will be used to
meet identified needs.

SUPPLEMENTING STATE AND LOCAL FUNDS
Under the Every Student Succeeds Act of 2015 http://www.ed.gov/essa?src=rn , all federal funds must be
used only to supplement, not supplant, the funds that would be available from non-federal sources in the 
absence of these funds. The LEA must maintain the level of state and local funding in participating schools it 
would have maintained had the federal funds not been available.

INFORMATION THAT MUST BE PROVIDED TO PARENTS OF LIMITED ENGLISH PROFICIENT STUDENTS
Notices and Information LEAs with Title I, Part A-funded language instruction educational programs must 
provide to parents of limited English proficient students:

LEAs using Title I, Part A funds to provide a language instruction educational program (as defined in Part C of 
Title III of the ESEA) must provide the following information to a parent or parents of limited English proficient 
children identified for participation or participating in such a program:
●The reasons for the identification of their child as limited English proficient and in need of placement in a
language instruction educational program;

● The child’s level of English proficiency, how that level was assessed, and the status of the child’s academic
achievement;

●The methods of instruction used in the program in which their child is, or will be participating, and the 
methods of instruction used in other available programs, including how those programs differ in content, 
instructional goals, and the use of English and a native language in instruction;

●How the program in which their child is or will be participating will meet the educational strengths and 
needs of their child;

●How the program will specifically help their child learn English, and meet age-appropriate academic 
achievement standards for grade promotion and graduation;

●The specific exit requirements of the program, including the expected rate of transition from the program 
into classrooms that are not tailored for limited English proficient children, and the expected rate of 
graduation from secondary school for the program if Title I, Part A funds are used for children in secondary 
schools;

●In the case of a child with a disability, how the program meets the objectives of the child’s individualized 
education program (IEP) under the Individuals with Disabilities Education Act (IDEA) or the child’s 
individualized services under Section 504 of the Rehabilitation Act of 1973 (section 504);

● Information pertaining to parental rights, including written guidance—

http://www.ed.gov/essa?src=rn
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1.Detailing the option that parents have a right to decline enrollment in a language instructional program 
and to choose another program or method of instruction if available;

2. Detailing the right that parents have to remove their child immediately from the program upon the
parents’ request; and

3.Assisting parents in selecting among various programs and methods of instruction, if more than one 
program or method is offered by the eligible entity.

●These notice requirements also apply to a language instruction educational program funded under Part A of
Title III. [Section 3303, ESEA.]

The notice and information provided must be in an understandable and uniform format and, to the extent 
practicable, provided in a language that the parents can understand. [Section 1112(g)(2), ESEA]

LEAs must provide the above information to parents not later than 30 days after the beginning of the school 
year for those children identified before the beginning of the school year as limited English proficient. For 
children identified after the beginning of the school year as limited English proficient, LEAs must provide the 
above information to parents within the first 2 weeks of the child being placed in a language instruction 
educational program.

In addition, if a language instruction educational program has not made progress on the annual measurable 
achievement objectives under section 3122 of the ESEA, the eligible entity using the Title I, Part A funds must 
provide separate notification to parents of a child identified for participation in, or participating in, that 
program to inform them of that failure not later than 30 days after the failure occurs. [Section 1112(g)(1), (2), 
and (3), ESEA.]

PARENTAL INFORMATION AND RESCUE CENTER
Local educational agencies (LEAs) or buildings that receive Title I.A funds must assist parents and parental 
organizations by informing them of the PIRCs and their purpose. The LEA or building might want to use the link 
below to go to Missouri’s PIRCs’ website to include more specific information for their area. Documentation of 
notifications need to be kept on file.

The Parental Information and Resource Center (PIRC) program is funded by the US Department of Education, 
Office of Innovation and Improvement, established to provide training, information, and support to parents 
and individuals who work with local parents, districts, and schools that receive Title I.A funds. PIRCs provide 
both regional and statewide services and disseminate information to parents on a statewide basis.

PIRCs help implement successful and effective parental involvement policies, programs, and activities that 
lead to improvements in student academic achievement, and that strengthen partnerships among parents, 
teachers, principals, administrators, and other school personnel in meeting the education needs of children; 
and to assist parents to communicate effectively with teachers, principals, counselors, administrators, and 
other school personnel.
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The recipients of PIRC grants are required to: serve both rural and urban areas, use at least half their funds to 
serve areas with high concentrations of low-income children, and use at least 30 percent of the funds they 
receive for early childhood parent program.

Centers must include activities that establish, expand, or operate early childhood parent education programs 
and typically engage in a variety of technical assistance activities designed to improve student academic 
achievement, including understanding the accountability systems in the state and school districts being served 
by a project. Specific activities often include helping parents to understand the data that accountability
systems make available to parents and the significance of that data for such things as opportunities for 
supplemental services and public school choice afforded to their children attending buildings in school 
improvement.

PIRCs generally develop resource materials and provide information about high quality family involvement 
programs to families, schools, school districts, and others through conferences, workshops, and dissemination 
of materials. Projects generally include a focus on serving parents of low-income, minority, and Limited English 
Proficient (LEP) children enrolled in elementary and secondary schools.

Missouri has two PIRCs – one in St. Louis and one in Springfield. For service and contact information, go to 
their website at http://www.nationalpirc.org/directory/MO-32.html

Homeless Information
WHO IS HOMELESS?

The term homeless children and youths –
● Means individuals who lack a fixed, regular and adequate nighttime residence.

● Includes:
1. Children and youths who are sharing the housing of others due to a loss of housing, an economic hardship
or a similar reason; are living in motels, hotels, trailer parks or campgrounds due to a lack of alternative 
accommodations; are living in emergency or transitional shelters; are abandoned in hospitals

2.Children and youths who have a primary nighttime residence that is a public or private place not designed 
for, or ordinarily used as, regular sleeping accommodations for human beings.

3.Children and youths who are living in cars, parks, public spaces, abandoned buildings, substandard 
housing, bus or train stations, or similar settings.

4.Migratory children who qualify as homeless for the purposes of this definition because the children are 
living in circumstances described in clauses 1 through 3.

If the residence is not fixed, regular, and adequate, it is considered a homeless situation.

EDUCATIONAL RIGHTS
Under the McKinney-Vento Act, children in homeless situations have:

http://www.nationalpirc.org/directory/MO-32.html
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1.The right to immediate enrollment in school even if they lack the paperwork normally required for 
enrollment.

2.The right to attend school at their school of origin (if feasible and requested by the parent) or at the 
school in the attendance area where the family or youth is currently residing.

3. The right to receive transportation to the school of origin if requested by the parent.

4.The right to services comparable to those received by housed schoolmates including transportation and 
supplemental educational services.

5. The right to attend school along with children not experiencing homelessness. Segregation based on a
student’s status as homeless is strictly prohibited.

6. The right to have their rights posted in all schools and in other places in the community.

HOMELESS COORDINATOR
In accordance with the Every Student Succeeds Act of 2015 http://www.ed.gov/essa?src=rn , every school 
district must designate a board-approved homeless coordinator. The Executive Director is responsible for 
appointing the Homelessness Coordinator. The Homeless Coordinator is the Director of Student Services. 
The Director of Student Services will receive training on serving as the Homeless Coordinator.

Homeless coordinators shall ensure that:

1.Homeless children and youths are identified by school personnel and through coordination activities with 
other entities and agencies.

2.Homeless children and youths enroll in, and have a full and equal opportunity to succeed in, schools of 
that local educational agency.

3.Homeless families, children and youths receive educational services for which they are eligible, including Head
Start and Even Start programs and preschool programs administered by the local educational agency, as well as
referrals to health-care services, dental services, mental health services and other appropriate services.

4.Parents or Guardians of homeless children and youths are informed of the educational and related 
opportunities available to their children and are provided with meaningful ways to participate in the education 
of their children.

5.Public notices of the educational rights of homeless children and youths are disseminated where such 
children and youths receive services under this act (schools, family shelters, soup kitchens, and other 
appropriate places).

6. Enrollment disputes are mediated in accordance with all guidelines set forth in the act.

http://www.ed.gov/essa?src=rn
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7.Parents or guardians of homes children or youths, and any unaccompanied youths, are fully informed of all 
transportation services (including transportation to the school of origin) as described in the act, and are
assisted in accessing transportation to the school that is selected in accordance with the act.

SCHOOL OF BEST INTEREST
The McKinney-Vento Act requires that a child or youth experiencing homelessness attend the school that is in
his or her best interest. There are two choices of schools for students in homeless situations – the school of 
origin and the school of residency. The school of origin is the school the child attended when permanently 
housed or the school in which the child was last enrolled. The school of residency is the school that serves the 
area where the child or youth is currently physically dwelling. For example, this could include the school that 
serves the community where a homeless shelter is located or where a child or youth is doubling-up with
friends or relatives.

When determining the school of best interest, a homeless child or youth should, to the extent feasible, remain 
in the school of origin unless doing so is contrary to the wishes of the parent or guardian (or the wishes of the 
unaccompanied youth). If a school district believes it is in a child’s or youth’s best interest to enroll in a school 
other than the school of origin or the school of choice, the district must provide a written explanation of its 
decision to the parent, guardian or unaccompanied youth along with a statement regarding the right to appeal 
the placement decision.

ENROLLMENT
The McKinney-Vento Act requires the immediate enrollment of homeless children and youths even if a child or
youth is unable to produce the records normally required for enrollment, such as previous academic records, 
immunization and medical records, proof of residency, birth certificate, or other documentation. Upon
enrollment, it is the responsibility of the school district’s homeless coordinator to ensure that documentation
normally required for enrollment is gathered and submitted in a timely manner.

TRANSPORTATION
School districts must provide transportation for homeless children and youths to the school of best interest. 
When two school districts are involved (the school of residency and school of origin), the cost of transporting a
student who is homeless is shared equally between the districts.
School districts must provide transportation to students in homeless situations during the resolution of any
pending disputes. While disputes over enrollment, school placement or transportation arrangements are 
being resolved, a student must be transported to the parents’ or unaccompanied youth’s school of choice.

FACTORS FOR SELECTION
Factors for school selection include:

1. Special needs for the homeless child
2. Continuity of instruction
3. Length of stay in the homeless family’s new location
4. Distance and time needed to transport the child to and from school

DISPUTE RESOLUTION
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If a student is sent to a school other than the school of origin or the school requested by a parent or guardian, 
the school district must provide a written explanation of both its decision and the right to appeal – whether
the parent or guardian does or does not dispute the placement.

If a conflict arises between the parent or guardian and the school district about the enrollment of placement 
of a homeless child or youth, a written explanation of the district’s decision must be provided to the parent, 
guardian or unaccompanied youth. A written explanation of the district’s decision must also be provided if a
parent, guardian or unaccompanied youth disputes a school placement or enrollment decision.

Whenever a dispute occurs, the student must be admitted immediately to the school of choice while the 
dispute is being resolved. The school must refer the student, parent or guardian to the homeless coordinator 
to carry out the dispute-resolution process as expeditiously as possible. Homeless coordinators must ensure 
that the dispute-resolution process is followed for unaccompanied youths.

A copy of the Standard Complaint Resolution Process can be found online at: 

http://dese.mo.gov/divimprove/fedprog/discretionarygrant/homeless/complaint%20procedure.pdf

SERVICES AND OPPORTUNITIES
Children and youths in homeless situations are entitled to services comparable to those offered to other 
students. These include, but are not limited to, services for children and youths with disabilities, programs for 
students with limited English proficiency, vocational and technical education programs, and programs for
gifted and talented students. Children and youths who are homeless are also eligible for school nutrition 
programs sponsored by the U.S. Department of Agriculture and for services under Title I of the Elementary
and Secondary Education Act that targets students most at risk of failing in school.

Missouri Department of Elementary and Secondary Education 
Grants and Resources
P.O. Box 480
Jefferson City, MO 65102-0480
Email: webreplyimprfdg@dese.mo.gov
http://dese.mo.gov/divimprove/fedprog/discretionarygrants/homeless

The Department of Elementary and Secondary Education does not discriminate on the basis of race, color, 
national origin, sex, disability, or age in its programs and activities.

Inquiries related to Department programs and to the location of services, activities, and facilities that are 
accessible by persons with disabilities may be directed to: Jefferson State Office Building, Civil Rights 
Compliance (Title IX/504/ADA/Age Act), 205 Jefferson Street, Jefferson City, MO 65102-0480; telephone 
number 573-526-4757 or Relay Missouri 800-735-2966.

Call Missouri’s Homeless Coordinator at (573) 522-8763

Notice of Non-Discrimination

http://dese.mo.gov/divimprove/fedprog/discretionarygrant/homeless/complaint%20procedure.pdf
mailto:webreplyimprfdg@dese.mo.gov
http://dese.mo.gov/divimprove/fedprog/discretionarygrants/homeless
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It is the policy of KIPP KC not to discriminate on the basis of race, color, religion, gender, national origin, age, 
or disability in its programs or employment practices as required by Title VI and VII of the Civil Rights Act of 
1964, Title IX of the Education Amendments of 1972, Section 504 of the Rehabilitation Act of 1973, the Age 
Discrimination Act of 1975 and Title II of the Americans with Disabilities Act of 1990. No person shall be 
excluded from participation in, or be denied the benefits of, any service; or be subjected to discrimination 
because of race, color, national origin, religion, sex age, or disability.

To make a formal complaint that the Non-Discrimination Policy was violated, Complainant should prepare, 
sign and date a written statement of complaint.

Jeremiah Hartley, the 504/SPED Coordinator, coordinates KIPP KC ’s compliance with Section 504. He can be
contacted at 2700 E. 18th Street, Suite 155B, Kansas City, MO 64127, 816-916-9750

All other complaints should be directed to school leader, Jana Cooper. She can be contacted at 2700 E. 18th 
Street, Suite 155B, Kansas City, MO 64127, 816-916-9750.

Complaint of Discrimination Policy & Procedure:
Inquiries or complaints regarding the Non-Discrimination Policy shall follow the procedures outlined below.

Any person who believes he or she has a valid basis for a complaint (“Complainant”) shall discuss the concern 
with the person committing the offense and the building principal. If this reply is not acceptable to the 
complainant, or the Complainant is not comfortable addressing the concern at the school, he or she may 
initiate formal procedures. Inquiries, complaints and other communications related to the compliance 
addressed to appropriate KIPP personnel according to the grievance process below.

KIPP assures Complainants that throughout the Formal Grievance Procedure outlined below, it will take 
appropriate steps to prevent further harassment or and correct its effects, if necessary and applicable.

Formal Grievance Procedure
The forms to file a formal complaint and appeals as set forth below are available at KIPP’s main office. The
time-frames listed below may be modified by the mutual consent of the Complainant and KIPP.

Step 1: To make a formal complaint that the Non-Discrimination Policy was violated, Complainant should 
prepare, sign and date a written statement of complaint. Such complaints must be filed within thirty (30) days 
of the date of the alleged discriminatory action or within thirty (30) days of the date the complainant first 
became aware the act was discriminatory, whichever is later. Any complaints filed after this deadline may be 
considered at the discretion of the Compliance Coordinator in consultation with the School Leader.

Complaints will be investigated by a KIPP employee who is not involved in the complaint within sixty (60) days 
of the date the complaint is received. The individual or individuals accused of the alleged violation shall be 
provided notice of the accusations within (10) days of the receipt of the complaint. During the initial 
investigation, the Complainant and the individual or individuals accused will have the opportunity to present 
additional evidence, including witnesses, to the investigator. A written response will be provided to 
complainant within five (5) business days after the investigation is concluded. The response shall contain 
information about any remedial action taken, if applicable. The individual or individuals accused of the alleged
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violation shall also receive written notice within five (5) business days after the investigation is concluded of 
the outcome of the investigation as well as any remedial action taken, if applicable.

Step 2: If the Complainant or the Individual or Individuals accused of the violation wishes to appeal this 
decision, he or she may submit a signed statement of appeal to the School Leader, Mrs. Cooper, within five (5) 
business days after receipt of initial response to the complaint. The School Leader or her designee shall meet 
with all parties involved, provide an opportunity to submit additional evidence, including the opportunity to 
present witnesses, and investigate further if necessary within thirty (30) days of the receipt of the appeal. The 
School Leader will respond in writing to the complaint within five (5) business days after the investigation is 
completed. The response shall contain information about any remedial action taken, if applicable. The 
individual or individuals accused of the alleged violation shall also receive written notice within five (5)
business days after the investigation is concluded of the outcome of the investigation as well as any remedial 
action taken, if applicable.

Step 3: If Complainant remains unsatisfied, he or she may further appeal through a signed, written statement 
to the KIPPKC Head of Schools within five (5) business days of his/her receipt of the School Leader’s response 
in Step 2. In an attempt to resolve the complaint, the Head of Schools may meet with the concerned parties 
and their representatives within fifteen (15) days of the receipt of such an appeal. The Complainant and the 
Individual or Individuals accused of the violation shall have the opportunity to provide additional evidence, 
including the opportunity to present witnesses, either at a meeting of the KIPP KC Board, or in a session with 
the Head of Schools. A copy of the Head of Schools’s disposition of the appeal shall be sent by to each 
concerned party within ten (10) business days of this meeting, and shall include information about any 
remedial action taken, if
applicable.

Step 4: If, at this point, the Complaint has not been satisfactorily settled, further appeal may be made to the 
Office for Civil Rights, US Department of Education. The right of a person to a prompt and equitable resolution 
of the filed complaint will not be impaired by the person’s pursuit of other remedies, such as the filing of a
nondiscrimination complaint with the responsible federal department or agency. Using KIPP’s grievance 
procedure is not a prerequisite to the pursuit of other remedies, including filing a complaint with the Office of 
Civil Rights.

Office for Civil Rights: Missouri 
Kansas City Office
Office for Civil Rights
U.S. Department of Education
8930 Ward Parkway, Suite 2037 
Kansas City, MO 64114-3302 
Telephone: 816-268-0550
FAX: 816-823-1404; TDD: 877-521-2172
Email: OCR.KansasCity@ed.gov

mailto:OCR.KansasCity@ed.gov
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Complaint Procedure

The following complaint procedure outlines the steps to be used by parents or guardians who have questions
or concerns about the actions of a teacher, staff member, or principal at KIPP KC . We encourage families and 
staff to resolve problems collaboratively and respectfully. Teamwork, respect, and prompt resolution of 
conflicts are very important to KIPP KC .

Resolution of concerns should always start with the person with whom you have a concern. If the problem or 
conflict is unresolved, it is essential that the school leader be included in the process of resolving concerns.

Step 1: Contact the teacher or staff member involved. Try to discuss over the phone or have a face-to-face 
conference at a time that is mutually agreeable. Remember that such meetings should not interfere with the 
teacher’s instructional time nor disrupt order at the school.

Step 2: If the concern is not resolved in Step 1, contact the school leader. Be prepared to give details about 
the concern and steps that have been taken to resolve the problem. The principal and the complainant shall 
attempt to resolve the dispute informally.

Step 3: If the problem is not resolved informally, the school leader will set up a formal meeting to discuss the 
issue with the involved parties within 30 days. The school leader shall consider all the facts and arrive at a
resolution of the complaint.

Step 4: If the complainant is dissatisfied with the school leaders’ decision, the complainant may petition the 
KIPPKC Head of Schools in writing. The Head of Schools shall determine how best to resolve the matter and 
send written confirmation of such resolution to the complainant. To reach such resolution, Head of Schools, if 
deemed necessary, may (1) contact the complainant by phone to discuss the complaint; and/or (2) issue a
request to meet with the complainant to discuss the complaint in person; and/or (3) ask the complainant to 
present his or her complaint during the public commentary of a board meeting.

Step 5: The Head of Schools shall attempt to resolve the matter within 30 days of receipt of the complaint, and 
shall send the complainant written confirmation of the resolution. The Head of Schools’s decision shall be
final.
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COMPLAINT AGAINST AN EMPLOYEE OF KIPP KC

TO: Board of Directors
ATTN: Board Chair
KIPP KC
2700 East 18th Street 
Kansas City, MO 64127

FROM:
Name(s):
Address:
Telephone:
Student Name(s):

I understand that a copy of the complaint will be provided to the employee(s) immediately upon receipt of 
the complaint.

Note: Please refer to KIPP KC ’s Complaint Procedure and Policy before contacting the Head of Schools. The 
Head of Schools will not get involved until the complainant has attempted to resolve the issue with the school 
leader, as outlined in Steps 1 through 4.

Name of person(s) against whom the complaint is made:

Nature of complaint: (This should be a description in your own words of the grounds of your complaint, 
including all names, dates and places necessary for a complete understanding of your complaint. You may use 
additional pages if needed.)
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