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LETTER FROM THE PRINCIPAL

Dear Parents and Guardians,

When parents bring their children to the classroom door, they are entrusting our school with this
naiion’s most precious resource. No more important goals exist than to ensure that when
childeen leave our school as young adults, they are empowered with the necessary reading,
writing and mathematical skills they need to be successful, contributing members of our society.

At Horace Mann, we take this responsibility seriously and ask you parents to work with us as we
continue to refine our instructional program to ensure that we focus on meeting ¢ach of our
students’ needs. We are proud of our dedicated and experienced staff. We all work together in
helping our students succeed both academically and socially.

Ultimately, parents and families are our most essential partners in promoting the value of
reading and writing and in providing the home support needed for children to master the grade
level standards. We strongly believe that both the school and the home community must work
together in an extended family to ensure that students are receiving the support they need to
achieve. We believe it is everyone’s responsibility to empower children with the creative,
intellectual, and decision-making skills necessary for them to become academically, socially,
physically, and emotienally successful and responsible.

The purpose of this Handbook is to provide you with important information, our procedures,
policies and provide you with a calendar with our yearly events. Please review this handbook
carefully so you are familiar with our school. You will also need to discuss the Behavior Matrix
with your child located on page 22.

If you have any questions or concerns that arise any time, please do not hesitate to give your
child’s teacher or me a call. T look forward to having a long and rewarding relationship with you
and your family.

Sincerely,

Rosa Alonso, Principal

Instructional Focus

The staff at Horace Mann Elementary will collaborate to ensure that all students are provided with
research-based instruction that develops their ability to fluently read. comprehend, and analyze a
variety of increasingly complex literary and informational text, as well as multimedia. This will be
reflected in students’ ability to extract key ideas and details, and cite supporting evidence.
Students’ achievement will increase each year as demonstrated through evidence of proficient
acquisition of the Common Core Reading standards on school, district, and state assessments.
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Staff Roster

ADMINISTRATION
Mrs. Rosa Alonso
Principal
Mrs. Kathryn Borjal Mrs. Maria Del Villar
Administrative Secretary LVN/Attendance Clerk
Kinder First Second Third Fourth Fifth SAT

Ms. Sorto-Vera (TK) Mrs. Balabanyan Ms. Berberyan Ms. Roses Mrs. Babakhanian Ms. Yim Mr. Lewis

Ms. Castillo Mrs. Kennett Mrs. Gonzalez Mz. Suh Ms. Ayvazian Mrs. Beshlian Ms. Chase

Mrs, O'Rourke Mzs. Kzlyan Mrs. Kataroyan Ms. Lee Mrs. Garibyan Mrs. Nazarian Ms, Gracias

Mr. Tiu Mrs. Vink Ms. Beurekjian Ms. Sahakian Ms. Mazur (RSP)

Jamie Gongora (RSP)

CERTIFICATED SUPPORT STAFF

Mrs. Chris Burt Teacher Specialist

Ms. Ana Tam Teacher Specialist
Speech and Language Specialist

Mrs. Katla Vasquez Psychologist

Resource Specialist

Mrs. Nelly Del Aguila Nurse

Coach Amanda Dyer PE

CUSTODIAL

Mr. Gus Covarrubias Head Custodian

Mr. Jesus Escobar Custodian
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DAILY SCHEDULE School Office Hours

., . 7:30 a.m. - 4:00 p.m. Monday — Friday
plus Minimum Days & Holidays PHONE: (818) 246-2421 FAX: (818) 507-6238

DAILY SCHEDULE
2022-2023
2022:2023 STUDENT HOLIDAYS
TRANSITIONAL KINDER  Start time Dismissal
M, T, W, Th, F - 8:10 12:20 Sept. 5, 2022 Labor Day Holiday
Nov. 10, 2022 Report Card Prep Day
MINIMUM DAYS 8:10 12:20 !
Nov. 11, 2022 Veterans' Day Holiday
. : — Nov. 21-25, 2022 Thanksgiving Break
K SAL Start time Dismissal Dec. 23-Jan 6, 2023 Winter Break
M, T, Th, F 2:10 1:14 Jan. 16, 2023 M. L. King Jr. Holiday
. Feb. 13, 2023 Lincoln’s Birthday Holiday
W 10 :
ednesdays (Banking) 8 11:34 Feb. 20, 2023 Presidents’ Day Holiday
MINIMUM DAYS 8:10 11:03 March 13-17, 2023 Spring Break
KINDERGARTEN Start time Dismissal March 20, 2023 Staff Development Day
M. T, Th, F 310 130 May 29, 2023 Memorial Day Holiday
Wednesdays (Banking) 8:10 11:20
MINIMUM DAYS 8:10 11:31
GRADES 1-2-3 Start time Dismissal
M, T, Th, F 3:10 2:25 Minimum Day Dismissal
Wednesdays (Banking) 8:10 12:20 August 30, 2022 Back To School Night
MINIMUM DAYS 8:10 11:48 November 18, 2022 Parent Conferences
GRADE 4-5 Start time Dismissal March 3, 2023 Report Card Prep
May 29, 2023 Open House
M, T, Th, F 8:10 2:45 g
June 7, 2023 Last Day of School
Wednesdays (Banking) 8:10 12:40
MINIMUM DAYS 8:10 12:08
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Instructional Focus WORD OF THE MONTH

The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read, F AIRNE S S
comprehend, and analyze a variety of increasingly complex literary and informational text,
as well as multimedia. This will be reflected in students’ ability to extract key ideas and . .
details, and cite supporting evidence. Students’ achievement will increase each year as Being honest and just.
demonstrated through evidence of proficient acquisition of the Common Core Reading
stamdards on school, district, and state assessments.

-------_----

1 2 3 4 5 6
7 8 9 10 11 12 13
14 15 16 _ 17 scroor BeEGcins | 18 19 20
8:30 Coffee w/ Principal
gﬁgﬁiﬁ%?:‘g; _ Bulldog Way
TK-SAT 11:34 a.m. _ Assembly

TK  12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

21 22 23 24 Banking Day | 25 26 27
i Kinder 11:20 a.m.
TE-SAT 11:34 a.m.
TK 12:20 p.m.
Gri1-3 12:20 p.m.
Gr4-5 12:40 p.m.

28 29 30 Back-to- - 31 _
School Night Banking Day
Minimnm Day Kinder 11:20 a.m.
Kinder 11:31 a.m. TK-SAF 11:34 am.
TR-SAT 11:03 a.m. TK  12:20 p.m.
TK 12:20 pm Gri13 12:20 pm.
Gr1-3 11:48 a.m. Gr4-5 12:40 p.m

Gr 4-5 12:08 a.m.




Instructional Focus WORD OF THE MONTH
The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read, RE SPONSIBILITY
comprehend, and analyze a variety of increasingly complex literary and informational
SEPTEMBER text, as well as multimedia. This will be reflected in students’ ability to extract key ideas bl
and details, and cite supporting evidence. Students’ achievement will increase each year Be accountable

as demonstrated through evidence of proficient acquisition of the Common Core Reading for your actions
standards on school, district, and state assessments.

B = = B B B B O O BE B I = B

Sun Mon Tue Wed Thu Fri Sat

1 2 3

5 6 7 Picture Day 8 9 10

No School Banking Day

Labor Day Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

12 13 Coffee with | 14 Banking Day | 15 16 17

the Principal Kinder 11:20 a.m. U.S.
?{(‘SA’ :;;’3 a'ﬁ:' Constitution &
% Gr 13 12':20p;-).n-1. Citizenship Day

Gr4-5 12:40 p.m.

19 20 21 22 23 24

Banking Day
Kinder 11:20 a.m.
TK-SATI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr 4-5 12:40 p.m.

26 27 28 Awards Assembly 29 30
Banking Day College Day
Kinder 11:20 a.m.

oo atam | ST
TK  12:20 p.m. "

Gr 1-3 12:20 p.m.
Gr4-5 12:40 p.m.




Instructional Focus WORD OF THE MONTH
The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read, C OOPERATION

comprehend, and analyze a variety of increasingly complex literary and informational
0( : ! OBER ) text, as well as multimedia. This will be reflected in students’ ability to extract key

ideas and details, and cite supporting evidence. Students’ achievement will increase Work tOgether fora

each year as demonstrated through evidence of proficient acquisition of the Common common goal
Core Reading standards on school, district, and state assessments.

EE B o B B B B v O B OF OB O OBE OBFE =
Sun Mon Tue Wed Thu Fri Sat

2 3 4 5 Walk to School Day | 0 7 8

Banking Day
Kinder 11:20 a.m. | State of Schools
TK-SATI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

9 10 1 1 12 Photo Make-up Day 13 14 15
Coffee with the Banking Day
Principal Kinder 11:20 a.m.

TK-SAF 11:34 a.m.
TK 12:20 p.m.
Gr 1-3 12:20 p.m.

Gr 4-5 12:40 p.m.

16 17 18 19 20 21 22

Banking Day Great California

Kinder 11:20 a.m. Shakeout
TK-SAI 11:34 a.m.

TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

23 24 25 26 Awards 27 28 29
Red Ribbon Week Assembly

Banking Day No School
Kinder 11:20 a.m. District Staff

30 31 TK-SAI 11:34 a.m. Development Day
‘ TK 12:20 p.m.

. Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

Halloween




m Instructional Focus WORD OF THE MONTH

The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read, CITIZEN SHIP
comprehend, and analyze a variety of increasingly complex literary and informational
NOYEMEER text, as well as multimedia. This will be reflected in students’ ability to extract key ideas Accept the rights, privileges and
and details, and cite supporting evidence. Students’ achievement will increase each year responsibilities of living in our

as demonstrated through evidence of proficient acquisition of the Common Core Reading
standards on school, district, and state assessments.

B O O B B B T T OB OE O OBE O3 OBEE O O
Sun Mon Tue Wed Thu Fri Sat

community.

1 2 Banking Day 3 4 5
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m

6 7 8 9 EndofTri.1 |10 11 12
Daylight Savings Banking Day No School Veterans’ Day

Time Ends (*Fall Kinder 11:20 a.m. | Report Card ¢

back* 1 hour) TK-SAI 11:34a.m. | Preparation Day @

TK  12:20 p.m.

Gr1-3 12:20 p.m.
Grds Didipm | -ramt

Conferences

13 14 15 16 Banking Day | 17 18 Parent Conferences | 19

Coffee with the I;Ii(“;:; ﬂigg a.m. Report Cards Tll{\/liﬂiilzu;rél Day

- . - . a.m. H m

Principal TK 1220pm. | Sent Home TR-SAI11:03 a.m

Gr 1-3 12:20 p.m. Kinder 11:31 a.m.

Gr4-5 12:40 p.m. Gr 1-3 11:48 a.m.

Gr 4-5 12:08 a.m.
20 21 22 23 24 25 26

Thanksgiving Day
27 28 29 30 Awards Assembly
Banking Day

Kinder 11:20 a.m.
TK-SAT 11:34 a.m.
TK 12:20 p.m.
Gr 1-3 12:20 p.m.
Gr4-5 12:40 p.m.




Instructional Focus

The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read,
comprehend, and analyze a variety of increasingly complex literary and informational
text, as well as multimedia. This will be reflected in students’ ability to extract key
ideas and details, and cite supporting evidence. Students’ achievement will increase
each year as demonstrated through evidence of proficient acquisition of the Common
Core Reading standards on school, district, and state assessments.

WORD OF THE MONTH

COMPASSION

Be kind, caring and

helpful.

Sun

Mon

Tue

Wed

Thu

Fri

Sat

6
Coffee with the
Principal

% :

Principal for the Day

7 Banking Day

Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr 1-3 12:20 p.m.
Gr4-5 12:40 p.m.

10

11

12

13

14

Banking Day
Kinder 11:20 a.m.
TK-SAT 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

15

16

17

18

19

20

21

Awards Assembly

Banking Day

Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

22

23

Winter Break

25
Christmas day

26

Winter Break

27

Winter Break

28

Winter Break

29

Winter Break

30

Winter Break

31

New Year’s Eve




JANUARY

Instructional Focus

The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read,
comprehend, and analyze a variety of increasingly complex literary and informational
text, as well as multimedia. This will be reflected in students’ ability to extract key
ideas and details, and cite supporting evidence. Students’ achievement will increase
each year as demonstrated through evidence of proficient acquisition of the Common
Core Reading standards on school. district. and state assessments.

WORD OF THE MONTH

RESPECT

Treat others and the
environment as you would
want to be treated.

Y OB = Bk ea e B BE B OO

Sun Mon Tue Wed Thu Fri Sat
1 2 3 4 5 6 7
HAPPY NEy ygaR | Winter Break Winter Break Winter Break Winter Break Winter Break
8 9 10 11 Banking Day | 12 13 14
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
Return to School K 1220 pam.
Gr 1-3 12:20 p.m.
Gr4-5 12:40 p.m.
15 16 17 18 Banking Day | 19 20 21
No School Coffee with the Kinder 11:20 a.m.
Dr. Marti-n Principal ;’](('SAI };gg ;m International Day
Luther King Jr. Gr 13 12:20 p.m. of Acceptance
Day Gr4-5 12:40 p.m.
Yellow Ribbon
Week
22 23 24 25 Banking Day | 26 27 28
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr 4-5 12:40 p.m.
29 30 31




The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read,
comprehend, and analyze a variety of increasingly complex literary and informational
text, as well as multimedia. This will be reflected in students’ ability to extract key
ideas and details, and cite supporting evidence. Students’ achievement will increase
each year as demonstrated through evidence of proficient acquisition of the Common
Core Reading standards on school, district, and state assessments.

Instructional Focus

WORD OF THE MONTH

HONESTY

Tell the truth, never take unfair
advantage of people.

B O O EE E

Mon

Tue

Wed

Thu

Fri Sat

1 Awards Assembly

Banking Day
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

6

Counselor
Appreciation

8 Banking Day
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

10

11

12

13
No School
Lincoln Holiday
O o

14
Coffee with the
Principal

&

15 Spring
Picture day

Banking Day
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

16

17

18

19

20 No School
Washington
Holida

21

2023-2024
Registration Begins

22 Banking Day
Kinder 11:20 a.m.
TK-SAT 11:34 a.m.
TK 12:20 p.m.
Gr 1-3 12:20 p.m.
Gr4-5 12:20 p.m.

23

24

25

26

27

28




MARCH

Sun

Instructional Focus

The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read,
comprehend, and analyze a variety of increasingly complex literary and informational
text, as well as multimedia. This will be reflected in students’ ability to extract key ideas
and details, and cite supporting evidence. Students’ achievement will increase each year
as demonstrated through evidence of proficient acquisition of the Common Core Reading
standards on school, district, and state assessments.

WORD OF THE MONTH

TRUSTWORTHINESS

Be responsible and
dependable.

Mon

Tue Wed Thu

Fri Sat

1 Awards Assembly 2
Banking Day
Kinder 11:20 a.m. | Read Across

TK-SAf 11:34 a.m. :
TK 12:20 p.m. America Day

Gr 1-3 12:20 p.m.
Gr 4-5 12:40 p.m.

3 End of Tri. 2 <
Report Card Prep

Minimum Day
TK 12:20 p.m.
TK-SAI 11:03 a.m.

Kinder 11:31 a.m.
Gr1-3 11:48 a.m.
Gr 4-5 12:08 p.m.

Kinder 11:20 a.m.
TK-SAT 11:34 a.m.
TK 12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

5 6 7 8 Spring Photo Day 9 10 11
Banking Day Report Cards
Black American Kinder 11:20 a.m. sent home
Da TK-SAI 11:34 a.m.
Y TK  12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.
12 13 14 15 16 17 18
Daylight Saving g
Timestensy (pnng - i Spring Break Spring Break - =
forward” 1 hour) Spring Break Spring Break E P 4 pring Spring Break
YYY
19 20 21 22 23 24 25
No School Coffee with the Banking Day
District Staff Principal Kinder 11:20.a.m.
TK-SAI 11:34 a.m.
Development % TK  12:20 p.m.
Day Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.
26 27 28 29 Gr.5 Promotion | 30 31
Picture Day
Banking Day




APRIL

Instructional Focus

The staff at Horace Mann Elementary will collaborate to ensure that all students are
provided with research-based instruction that develops their ability to fluently read,
comprehend, and analyze a variety of increasingly complex literary and informational
text, as well as multimedia. This will be reflected in students ability to extract key ideas
and details, and cite supporting evidence. Students’ achievement will increase each year
as demonstrated through evidence of proficient acquisition of the Common Core Reading
standards on school, district, and state assessments.

WORD OF THE MONTH

LOYALTY

Be faithful to yourself
and others.

B B B W O B B BE

Bl B I I I

B

Sun

Mon

Tue

Wed

Thu

Fri

Sat

5 Awards Assembly

Banking Day
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr 1-3 12:20 p.m.
Gr4-5 12:40 p.m.

10

11
Coffee with the
Principal

%_

12 Banking Day
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK  12:20 p.m.
Gr1-3 12:20 p.m.
Gr4-5 12:40 p.m.

13

14

15

16

17

18

Holocaust
Remembrance

19 Banking Day
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr 1-3 12:20 p.m.
Gr4-5 12:40 p.m.

20

21

22

23

30

24

Armenian
Genocide
Remembrance Day

25

26

Banking Day
Kinder 11:20 a.m.
TK-SAI 11:34 a.m.
TK 12:20 p.m.
Gr 1-3 12:20 p.m.
Gr4-5 12:40 p.m

27

28

29




Tnstructional Focus : WORD OF THE MONTH

The staff at Horace Mann Elementary will collaborate to ensure that all students are . X
provided with research-based instruction that develops their ability to fluently read, C OURTE SY
comprehend, and analyze a variety of increasingly complex literary and informational text,
as well as multimedia. This will be reflected in stadents” ability to extract key ideas and
details, and cite supporting evidence. Students’ achievement will increase each year as Be considerate, kind
demonstrated through evidence of proficient acquisition of the Cormen Core Reading and polite.
standards on school, district, and state assessments. -

1 2 3 Awards Assembly | 4 5 | 6

Banking Day Horace Mann’s
Kinder 11:20 a.m. Birthday
TE-SAT 11:34 a.m.
TK  12:20 p.m.
Gri1-3 12:20 p.m.
Gr4-5 12:40 p.m.

7 8 9 10 BankingDay |11 12 13
Kinder 11:20 a.m.
. : TE-SAT 11:34 am.
National Teacher TK 12:20p.m. | Nurse
Appreciation Day Gr1l3 12:20p.m. | Appreciation Day
Gr 4-5 12:40 p.m.
Teacher & Classified
Appreciation Pay

14 | 15 16 17 Banking Day 18 19 20

Mother’s Day Kinder 11:20 a.m.

TE-SA7 11:34 am.
TK  12:20 p.m.
Gr 13 12:20 p.m.
Gr4-5 12:46 p.m.

21 22 23 24 Banking Day 25 Open House 26 27
‘ Kinder 11:20 am. | Minimum Day '
TK-SAI 11:34 a.m. Kinder 11:31 a.m.
TK  12:20 pm.  TE-SAT 11:03 a.m.
Gr1-3 12:20 p.m. Gr 1-3 11:48 am.
Gr4-5 12:40 p.m. Gr 4-5 12:08 p.m.

TK  12;20 p.m.

28 29 30 _ 31 Banking Day
Kinder 11:20 a.m.
: ' TK-547 11:34 a.m.
N.O_S(:h_?il TK  12:20 p.m.
Memorial Day Gr1-3 12:20 p.m.
] Gr4-5 12:40 p.m.




Instructional Focus WORD OF THE MONTH

The staff at Horace Mann Elementary will collaborate to ensure that all students are

provided with research-based instruction that develops their ability to fluently read, SELF-DIS CIPLINE

comprehend, and analyze a variety of increasingly complex literary and informational text,
JUNE as well as multimedia. This will be reflected in students’ ability to extract key ideas and . .
details, and cite supporting evidence. Students’ achievement will increase each year as Having control of one’s actions,
demonstrated through evidence of proficient acquisition of the Common Core Reading emotions and behavior.

standards on school, district, and state assessments.

B BE BE B = B B O F F O W O HE O OE T BEEOIE
Sun Mon Tue Wed Thu Fri Sat

1 2 3
4 5 6 7 Last Day of 8 9 10
Fifth Grade Classes
Promotion 5t grade Sports Day | Report Cards Sent
Home

Minimum Day
Kinder 11:31 a.m.
TK-SAT 11:03 a.m.
TK 12:20 p.m.
Gr1-3 11:48 a.m.
Gr4-5 12:08 p.m.

5™ grade Movie Day

11 12 13 14 15 16 17




ADMINISTRATIVE POLICIES

Absence from School

We are required to secure a writien absence excuse from a parent or guardian when a
child has been absent from school. When your child retuins to school after being absent,
they should bring a note of explanation signed by the parent or guardian, which states
the name of the child, date(s) of absence and reason for the absence. According to state
law the only excused absences are for illness, medical treatment, bereavement, and
some legal commitments. Family vacations, religious holidays/commitments, or
personal business are considered unexcused reasons for absence. (See Independent
Study below).

Academic Achievement Report (Report Cards)

Academic Achievement Reports are given three times per year. Academic Achievement
Reports will be based on progress toward mastering of the grade level standards. A
parent-teacher conference may be held at any time to discuss a stndent's progress.
Progress reports are sent home six (6) weeks before the end of the grading period to
notify parents if their child is not meeting grade level standards and may receive an
unsatisfactory grade unless improvement is shown.

Arrival Time/Dismissal Time

Please read the daily schedule located on page 4 of this handbook. Consistent, on-time
attendance is a priority. Students should not arrive on campus before 8:00 a.m. unless
they arc eating breakfast (7:30 -7:55 a.m.) Children are to enter cur campus only
through the Garfield Avenue gates and be picked up promptly at dismissal time
through the Garfield Avenue gates, with the exception of TK and K who dismiss on
Acacia Ave. Students in grades 1-3 who wait for their older Mann siblings after school
must be seated next to the gate on Garfield or Mariposa. No students will be allowed
to enier or be dismissed through the office or be allowed to wait in front of the
school. STUDENTS MUST BE PICKED UP PROMPTLY AFTER SCHOOL

at the designated gates, which remain open for 10 minutes after the bell. Students not
picked up on time will be taken to the office where you must sign them out.

Police will be notified if students are repeatedly picked up late.

Attendance

= Students are to attend school every day unless ill.

= Siudents are to be on time, in line at 8:10 am.
Students not in their classroom by 8:15 am will be marked tardy.

»  Smdents who are tardy must check in at the office and receive a tardy slip.

= A note signed by paremnt stating child’s fisll name, date of absence, and reason for
absence must be sent when student returns from an absence.

*  An automated telephone call is made to parents in the evening after an absence
to remind you about clearing the absence with a note if you have not yet done so.

Birthday Parties
We ask that you do not plan on celebrating your child’s birthday at school. With 24 to
36 students in each class, the amount of instructional time that is lost cannot be spared.

Please plan on celebrating somewhere other than school. Cupeakes or any other
edible treats are not permitted at school in any grade level. NO EXCEPTIONS!

Classroom Interruptions

In fairness to the students and their educational program, classroom interruptions are kept
to a minimum. We agk that you plan ahcad and assist students with the responsibility of
bringing their own hunch to school. Lunches or lunch money brought in late by parents
may be left in the office for students to pick up at lunchtime. It is your child’s

' responsibility to pick it up. Please make sure to tell your child to go to the office.

Homework, library books, projects, etc., brought in by parents will be put in the teachers'
box.

Independent Study

‘When a child must be taken out of school for unavoidable persenal reasons, parents may
ask for school work for their child. A voluntary Independent Study program is in place to
enable students to keep up with class wotk when they will be absent for more than 3
school days. In order to participate in an Independent Study program, the parent/guardian
must give the school a minimum of two weeks advance notice. Approval of a parent
request for an Independent Study program is based on evidence that the student can work
independently and an indication that the student will complete assigned work. The school
is required to maintain records for each student participating in this program, including
copies of all completed and evaluated student work. The student, parent, teacher and
principal must sign an agreement. Resource Specialist Program (RSP) students may not
participate in the Independent Study Program unless their Individualized Education
Program (TEP) specitically provides for participation.

Tardies

Consistent, on-time attendance is a priority at Maon. Students who arrive late must sign in at the
school office prior to entering the classroom. All tardies are recorded on the attendance register.
When students are tardy more than 5 times during a trimester, they will be assigned to Saturday
School detention. If tardies become a more serious disruption, the school administration will contact
parents and/or the District Office of Student Support Services may make a home visit to discuss the
moatter.
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Parent Conferences

A parent may request a conference with the teacher by calling the school office to leave a
voice message or by emailing the teacher. The teacher will refurn the call to schedule the
meeting. Kindergarten teachers hold parent conferences at the end of the first trimester.
Grades 1-5 teachers will schedule parent conferences as needed.

Personal Belongings

Toys, electronics, money (other than lunch money), baseball cards, trading cards, and other
personal Hems are 1ot to be brought to school. The school cannot assume responsibility for
damage or loss of such possessions. These items may be confiscated and parents will need to
retrieve the Hems. Lost ftems not claimed by the end of each month will be discarded or
donated to charity.

Possession and Use of Electronic Devices

Students are permitted to have cell phones in their possession on campus during the school
day. Cell phones may be used in the event of a school-related emergency as determined by
the principal or for a health purpose. Although such devices may be brought on campus, they
are to be turned off and students are prohibited from using them during the instructional day,
recess o lunch. The use of such devices that disrupt school activities will lead to their
confiscation and will be returned to the student’s parent or guardian. Electronic games are
never permitted and will be confiscated and returned at the end of the school year! The
school is not responsible for lost or stolen devices.

Rainy Day Procedure

On rainy day mormings, students gather in the cafeteria or auditorium before 8:00 a.m. and are
dismissed to classrooms at 8:00 a.m. During lunch, teachers and noon aides continuously
supervise students. Throughout the rest of the day, students are given recess breaks in the
classroom and opportunities to use the restrooms. Students are dismissed as usual on Garfield
and Mariposa and will stay under shelter as long as possible. Please do not come to school to
take your child out early. Please make sure your child has an umbrella and waterproof jacket.

Safety and Security

Safety and security for all staff and students on campus is a priority. All gates on the playground

are kept locked during school hours. A visitor's pass and a current sign-in are required for atl
those visiting the school and entering the classroom between the hours of 7:30 a.m. - 4:00 p.m.
District workmen, persormel and contractors must wear a picture identification badge or the

visitor's pass.

Academically At Risk

Students academically at risk will be identified. Your child’s teacher will notify you if your
child has been identified “academically at risk™ according to test scores.” The students who are
not meeting grade level standards in reading and/or math in grades 2 through 5 may be
identified for At Risk Learning Plan (ALP).

Telephones

Students are not allowed to use the school telephone during the school day except

in the case of emergencies. Forgotten homework, musical instruments, PE supplies, lunches or lunch
money do not constitute an emergency. This policy is necessary to reinforce student responsibility and
to ensure that school lines may be kept open for incoming and emergency calls.

Telephone Messages

Hf yvou need to speak with your child's teacher, please send a note with your child asking the teacher to
call you. Please leave both home and work phone numbers and a time that may be convenient for the
teacher to reach you. If you are not contacted within two days, please call the office. Classes will not be
interrupted during instruction for phone cails, but our teachers each have a voicemail which allows you
10 leave a personal message.

Students will not be called from class to talk to a parent on the telephone unless it is an extrems
emergency and then only at the discretion of the teacher or principal.

Testing

Reading/Language Arts and Mathematics Assessments
Classroom teachers frequently give reading/language arts and mathematics assessmenis to determine

how well students are learning the concepts taught.

District Reading, Writing and Mathematics Tests
One or more of these assessments are given at the end of each trimester to help determine whether
students have met the district grade level standards for reading, writing , and math.

Special Recognitions

Behavior--We believe in recognizing positive behavior and hard work, Students who follow the
"Bulldog Way" are recognized by adults when they are responsible, respeciful or act safely.
Students earn "paw bucks" to redeem for special prizes.

Reading—-All students are expected to earn their grade level points each month for reading. Students
who earn their points will receive the “All Star Reader” Award.

Writing—We recognize students who have demonstrated growth in their writing every month.
Students® writings are displayed on the bulletin board for the entire school to read and celebrate.

Mindset Award—Stndents who have shown great effort in learning are selected by their teacher to
receive a certificate at our monthly assembly. One student is selected from each classroom each month.
Parents are invited to attend this special recegnition.

Student of the Month--Students who have shown excellence both in behavior and academics are

recognized at our monthly assembly and will be invited to have pizza with the principal. One student
is selected from each classroom each month, Parents are invited to attend this special recognition.
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CAASPP

The annmnal California Assessment of Student Performance and Progress (CAASPP) is
required by the State of California for all students in grades 3-5 in Language Arts and
Math. This assessment is designed to measure student progress toward college and career
readiness. Fifth graders will also test in science. All testing will take place from April
through May.

ELPAC

The annual state testing is a criterion-referenced, standards-based test required by the
State of California for all English language learners in grades K-12. Students are tested in
listening/speaking, reading and writing. Testing takes place when English learners enter
school for the first time, and at the end of each year.

Textbooks

Textbooks are provided for all students. It is the responsibility of the student to see that all
books are treated with care and covered when possible. Textbooks that are lost or damaged
must be replaced at the student’s expense. The average textbook cost is $50.00 each.

Cone Zone
The cone zone was created to keep your students safe when dropping them off or picking
them up. We need the cooperation of all parents to keep our students safe.
HOW IT WORKS:
¢  Orange traffic cones will mark the drop off lane along Garfield Avenue. This is a
NO STOPPING ZONE between the hours of 7:30 am.—9:00 am. and 2:00 p.m.—
3:30 pm.
e  Moming drop-offis from 7:30 a.m. to 8:10 a.m. All students must be in line by
8:10 a.m. every day. The gates will be closed at 8:10 a.m.
¢ In the moming, parents dropping off students will drive in the designated lane to
the gate, let their children off quickly and then reenter the traffic flow on Garfield.
e All walking students in grades TK — 5 ALSO MUST ENTER through the gate on

GARFIELD AVENUE.

e  After school, parenis enter the designated lane to pick-up their child. Students will
be waiting along the fence.

¢ Ifyour child is not waiting by the fence, parents MUST drive through and proceed
around the block and try again.

e  Primary students who have older siblings will wait inside the gate next to the
fence uniil their brother/sister picks them up.
There will be adults to assist the students with getting in and out of the vehicles.
On rainy days, make sure you send your child with an umbrelta and raincoat to
protect them while they wait in the traffic lane or under the shelter.
Walking students in grades 1-5 will leave through the Mariposa gates.
TK and Kindergartmers will dismiss from their own gates on Acacia Ave.
After school pick-up for Grades 1-5 is from 2:25 — 3:00 p.m. All students not
picked up by 3:00 will be sent to the office and a parent/guardian must sign them
out. Police will be notified if students are repeatedly picked up late.

School Uniform Policy and Dress Code

All students are required to be in uniform each day. The school uniform consists
of a plain white, red, navy blue, light blue or 2 Mamm shirt and navy blue bottoms (this
includes pants, shorts, skirts, skorts, or jumpers). Students are not allowed to wear
jeans as part of their uniform. NOTE: Once a month on Awards Day, we also have
“Spirit Day,” when jeans may be worn with a “Bulldog” shirt. Also, “Free Dress
Friday” passes may be given to students who have followed all the rules in a given
week. In addition to the school iniform, ALL students must adhere to the following
dress code:

1. No sandals, open-toe shoes, platform shoes, or skate shoes.

The heel on any shoe should not exceed one inch. Shoelaces must be tied so the
heel does not slip out of the shoe. _

2. No slits cut into pants/shorts/sweatpants.

3. No gang related clothes of any kind.

4. No panis/shorts/sweatpants that are more than two inches larger than the student’s
actual waist measurement.

5. No baggy pants (five inches or more of excess material at the knee or ankles).

6. No hats, bandanas, hairnets, or any headgear except school hat or plain/no logo.

7. No initialed belt buckles.

8. No halter-tops, crop tops, or tops with spaghetti straps.

9. No bare midriffs.

10. No suggestive or obscene clothing, including clothing with slogans or pictures that
depict alcohol, drogs, sex, tobacco, racism, or vielence.

11. No chains are to be worn or carried.

12. No clothing is to be worn that disrupts the natural flow of classroom or school
activities.

13. If a student violates a dress code, the inappropriate clothing witl be taken from
the student and the student will change into loaned clothing from the office, or
appropriate clothing brought by the parent. The student will be assigned
consequences that may include a warning, parent contact, community service,
Saturday School, or suspension with a parent conference.

Visitors and Volunteers

All visitors and volunteers are required to check in at the school office when
arriving on campus between the hours of 7:30 a.m.- 4:00 p.m. A visitor's pass must
be clearly displayed and worn at all times while on campus.

Parents/guests may make an appointment with the teacher and the principal to visit a
classroom for up to 20 minutes. Visitors may be accompanied by a staff person while
making an observation/visitation.

Manin encourages volunteers to be an active part in the school. Volunteers help in
classrooms, the library, computer lab and work directly with children. Parents
must present proof of TB clearance to the health clerk prior to beginning service.
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FOOD SERVICES

Breakfast
Breakfast is served daily in the cafeteria, from 7:30 to 7:55 a.m. Contact the school office for more information.

Lunch

Students may bring their lunch to school or take lunch from the school cafeteria. All students will receive free Tunch, and they may choose to purchase a second meal or a-la-carte
items. The cost of a full lunch, including milk is $2.75. For students who bring a sack lunch, milk or juice may be purchased separately for $.50. Parents are not invited to join
their children at lunchtime due to space and time constraints, Please do not bring children lunches from local fast food restaurants in lieu of cafeteria food or a bag lunch.

Nutritional Snacks
Snacks are optional, but highly encouraged, and may be eaten in the lunch shelter at recess. Only nutritional snacks will be allowed. Please do not send cookies or chips as a
moming snack.

HEALTH SERVICES

. Basic First Aid - the school gives first aid for injuries occurring at school only. If care

b di diate first aid is required, th t is called.
eyond immediate first aid is required, the parent is calle ABOUT MEDICATION IN ES

. Teacher notification regarding students with special health problems that affect learning.

. . _ If a child requires medication during school hours, a special form, available in
* Heights and Weights — Grade 5 the office, must be completed and signed by a doctor and by the parents before
. Vision Screening - Grades K, 2, 5 . such medication can be given. A parent needs to talk to the nurse or health

N Hearing Screening - Grades K, 2, 5 clerk in the office to receive the form.
. Maturation Program - Grade 5 Pupils requiring the use of crutches, casts or any other appliance will need a note
from the attending physician authorizing their use at school. The note should
include the physical limitations as well as the length of time involved. This note
problems related to physical defects, and referral to community resources. MUST accompany the child on the first day of attendance using crutches or

. . . - . other appliances. A notice of authorization to attend school will be issued from
. Doctor MUST sign Administration of Medication District form. the office upon receipt of the note from the physician.
. Do not send any medication to school with your child.

. Parent notification regarding communicable disease control, medication af school,

PLEASE KEEP YOUR CHILD’S EMERGENCY CARD UP-TO-DATE
WITH CURRENT PHONE NUMBERS AND ADDRESS.
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DISCIPLINARY POLICIES

Violation Consequences
Violations of any of the school rules listed on page 22 of this handbook will result in the
following actions:

For Recess/Lunchtime :
Student may receive a warning, may be benched, may receive a "pink slip”, may be sent
to the principal, may have a note sent home to parent for signature.

Grounds for Suspension

{From Section 48900 of the Educational Code)
A pupil may be suspended from school or be recommended for expulsion if the
superintendent, the principal or her designee of the school in which the pupil is
enrolled determines that the pupil has:

a) Caused, attempted to cause, or threatened to cause physical injury to another person.

b) Possessed, sold or otherwise furnished any firearm, knife, explosive or other
dangerous object unless, in the case of possession of any object of this type, the
pupil had obtained writien permission 1o possess the item from a certificated school
employee, which is concurred with by the principal or the designee of the principal.

¢) Unlawfully possessed, used, sold or otherwise furnished or been under the influence
of any controlled substance listed in Chapter 2 {commencing with Section 11053) of
Division 10 of the Health and Safety Code, an alcoholic beverage, or an infoxicant
of any kind.

d) Unlawfully offered, arranged or negotiated to sell any controlled substance listed in
Chapter 2 {commencing with Section11053) of Division 10 of the Health and Safety
Code, an alcoholic beverage, or an intoxicant of any kind, and then either sold,
delivered, or otherwise furnished to any person another liquid substance or material
and represented the liquid substance or material as a controlled substance, alcoholic
beverage or intoxicant.

¢) Committed or attempted to commit robbery extortion.

f}  Caused or attempted to cause damage o school property or private property.

g} Stolen or attempted fo steal school property ot private property.

h) Possessed or used tobacco, or any products containing tobacco or nicotine products,
including but not limited to, cigarettes, miniature cigars, clove cigareties, smokeless
tobacco, snuff, chew packs, and betel. However, this section does not prohibit use or
possession by a pupil of his or her own prescription products.

i) Comimitted an obscene act or engaged in habitual profanity or vulgarity.

7} Had unlawflly possessed, or unlawfully offered, arranged or negotiated to sell any
drug paraphernalia, as defined in Section 11044.5 of the Health and Safety Code.

k)  Disrupted school activities or otherwise willfully defied the valid authority of
supervisors, teachers, administrators, school officials, or other school personnel
engaged in the performance of their duties.

I} Knowingly received stolen school property or private property.

m) Possessed an imitation firearm. As used in this section, 'imitation firearm' means a
replica of a firearm that is so substantially similar in physical properties to an
existing firearm as to lead a reasonabie person to conclude that the replicais a
firearm.

n) Committed or attempted to commit a sexual assault as defined in Section 261, 266¢,
286, 288a, or 289 of the Penal Code or committed sexual battery as defined in
Section 243.4 of the Penal Code.

0) Harassed, threatened, or intimidated a pupil who is a complaining witness or
witnesses in a school disciplinary proceeding for the purpose of either preventing
that pupil from being a witness or retaliating against that pupil for being a witness, or
both.

p) A pupil may not be suspended or expelled for any of the acts enumerated unless that
act is related to school activity or school attendance occurring within a school under
the jurisdiction of the superintendent or principal or occurring within any other
school district. A pupil may be suspended or expelled for acts that are enumerated in
this section and related to school activity or attendance that occur at any time,
including, but not limited to, any of the following:

1. While on schooi grounds.

2. While going to or coming from school.

3. During the lunch period whether on or off the campus.

4. During, or while going to or coming from, a school sponsored activity.

Section 48900:2 Committed sexual harassment as defined in Section 212.5 of the
Education code. The conduct must be considered by a reasonable person of the same
gender of the victim to be sufficiently severe or pervasive to have a negaiive impact
upon the individual's academic performance or to create an intimidating, hostile, or
offensive educational environment. This section shall not apply to pupils enrolled in
TK, Kindergarten and Grades 1-3, inclusive.

A pupil may be suspended or expelled for acts that are enumerated in this section and
related to school activity or attendance that occur at any time, including, but not
limited to, any of the following:

While on school grounds.

While going to or coming from school.

During the lunch period whether on or off the campus,

During, or while going to or coming from, a school sponsored activity.

Bt =

No pupil shall be suspended or expelled for any of the acts enumerated unless that act is
related {o school activity or school attendance and occurs within a school under the
Jjurisdiction of the superintendent or principal.

Further details on the GUSD policies and regulations relating to Sexual Harassment can

be found at the end of this Parent Handbook.
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ORGANIZATIONS AND GROUPS

Instructional Leadership Team

The Instructional Leadership Team is comprised of the Principal, Teacher
Specialists, and teacher representatives at each grade level. The Instructional
Leadership Team’s primary responsibility is to review data, identify
instructional strengths and weaknesses, prioritize budgets, and identify our
focus of instructional strategies. Meetings are held monthly.

Parent Support Groups

English Learner Advisory Committee (ELAC)

The ELAC has the opportunity to advise, review and assist the school principal
and staff regarding the development of appropriate programs for limited English
proficient siudents. This group is scheduled to meet 3 times during the year.

District English Learner Advisory Council (DELAC)

The responsibilities of DELAC are to advise the Board of Education regarding
development of a master plan for the English language development program,
the development of a district-wide needs assessment on a school-by-school
basis, and the administration of the school's language census R-30 Report.
Mann has a representative on this District-level committee.

Title I Parent Annual and Informational Meetings
The District holds 4 meetings each year to keep parents informed about issues
relating to Title I students. All parents are welcome to attend.

School Site Council

The Mann School Site Council is composed of approximately ten members: the
Principal, parents elected by parents, and school staff members elected by school
staff. The School Site Council meets four (4) times during the year. Its purpose
is to help develop, recommend and implement the school plan. All meetings of
the School Site Council are open, and interested parents are encouraged to
attend. For more information, contact the Mann Teacher Specialist.

Student Couneil

Mann is proud of its Student Council that consists of two representatives from
each 3 — 5™ grade classroom. Student Council meetings are held monthly
and provide an opportunity for students to be responsible, promote school
spirit, plan school-wide student aciivities, and work toward the improvement
of the school.
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PARENT-SCHOOL COMMUNICATIONS

Conferences

If you would like to have a conference with your child’s teacher, please leave
your phone number with the school office. The teacher will call you as soon as
possible to set up a convenient time.

School Messenger Calling System

Our automated telephone calling system has been very successful. It helps us get
imformation to parents in a timely fashion. We will be making calls several times
a month to inform and remind you of upcoming events at school. If you are not
getting the calls, please correct your telephone numbers with the office staff.

Thursday Folders

Regular communication to parents is important fo ensure that parents are kept
informed about school activitics. Notices, reminders and other communications
are distributed on Thursday and sent home in the Tharsday Folder, which is to be
returned to school the following day

Recommended Time Allocation for Homework
Grades Kdg, — 5@ ,

All students, TK-5% grade, will have assigned homework, Monday through
Thursday nights. Unless otherwise stated, homework is due the following day. In
addition, all students need to either read or be read to every day including
Friday, Saturday, Sunday and during vacation. Students may also be assigned
long-range or weekend projects, particularly in the upper grades. Examples of
such assignments inchude book reports, essays, research reports, models, maps,
oral and visual presentations.

It is recognized that individual student differences will affect the amount of time
spent on homework. In addition to assigned homework, students are expected to
do at least 45-60 minutes of reading outside of the school day. Parents are
expected to make sure sindents practice basic math facts, such as addition, sub-
traction, multiplication and division for 15 minutes daily in order to master their
basic facts quickly.

Suggested times for:
TK & Kindergarten up to 10 minutes homework plus daily reading

Grades 1-3 from 10 to 40 minutes homework phus 45 minutes of daily reading
Grades 4-5 from 30 to 60 minutes homework plas 60 minutes of daily reading
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HOMEWORK

A. PURPOSES

In planning homeworlk, emphasis should be placed on the value of the assignment.
The assignment of homework is used to:

strengthen basic skilis

reinforce study habits

extend classroom learning

develop initiative, responsibility, and self-direction

stimulate independent thinking

increase range and scope of interest, and

foster worthwhile use of leisure time

A il

B. BASIC PRINCIPLES

To be effective in meeting with these purposes, homework must be carefully
planned in accordance with the following principles:

1. The purpose of the assignment and its relation to what has been learned in the
classroom must be clearly defined by the teacher and understood by the stdents.
The teacher will explain to the student not only what to do, but how to do it.
The assignment should grow out of classroom activities and should be
meaningful, interesting, and varied.

. To be effective as a learning aid, the homework assignment must be collected
and reviewed by the teacher.

Homework is an important part of the instructional program and should be
reflected on the students’ grade in a positive way:

a. credit is given for homework turned in by the students.

b. parents are to be informed of the students’ lack of homework production.

2.
3.

C. RESPONSIBILITY OF PARENTS

Parents can help the child make the best use of the time which is spent on heme study
by following these suggestions:

Take an active interest in the work the child is doing.

Provide a comfortable, quiet, well-lighted place to do homeworl

Schedule an appropriate time for the child to study.

Give encouragement and direction, but do not do the assignments for the child.
Confer with the teacher if the child is having difficulty with the assignment.
Check the neatness of the child’s work.

ARl

D. PARENT EXPECTATIONS

Research shows that parental involvement positively impacts student achievement.
1. Attend school meetings and special events, initiate contact with teachers and
volunteer at school. Take part in School Site Council and special activities.

2. Help your child with their homework. Remember that your role is not fo teach a
new skill, but to make sure that you provide your child with the environment and
encouragement to complete the work.

3. Make sore you schedule time for your child to read ¢ach day.



SCHOOL RULES AND CODES OF CONDUCT

DISCIPLINE PHILOSOPHY

with high expectations and accountability through self-empowerment.

Horace Mann Elementary School is a proactive community committed to providing a safe and positive learning environment

Horace Mann Elementary School Behavior Matrix
“That's the Bulldog Way!”

Walkways, Cafeteria Computer & Dismissal
Hallways | Playground & Chromebook Library Office Restroom Gate
& Stairs Auditorium Lab
. . * Hands and * Hands and feet * Hands and * Raise your hand * Handle books | * Use quiet * Respect * Hands and
. . feet to yourself | to yourself feet to yourself | for help respectfully voices privacy of feet to yourself
. * Listen to all others
adults * Use good * Eyes on your own | * Use quiet * Wait patiently
We are * Wait your turn manners screen voices until an adult * Wait your
*Play in your can help you turn
R ES P E CTF U L designated area * Use quiet * Be gentle when
voices using devices
. . *Walk silently | * Return all * Walk in quietly | * Stay on school * Use shelf * MUST have a * Use, flush, * Stay inside the
. . in walkways, equipment to approved websites | markers note from an wash, leave gate, and wait
. hallways, and storage * Keep it clean correctly adult, or called patiently
stairs * “Quit” all running by office staff to | * Keep it clean
We are * Follow all programs enter office. * Listen carefully
game/area rules for your name
RESPONSIBLE and referee’s * Keep it clean to be called
decision
*Eat during your
assigned time
. ‘ * Always walk | * Freeze when * Stay seated in | * Sit properly in * Stay seated * Only adults * Keep water * Remain seated
. . & face forward | bell rings and walk | your assigned chair properly in the | may open off the floor or stand by the
‘ to line when you spot reading corner | security door gate

We ACT
SAFELY

hear the whistle

* Stay seated on
the chairs

As team players...

We listen

attentively, we follow directions, and we do our BEST!
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Horaoe Mann Elementary School Discipline Flow Chart

Observe Probilerm Behawvior |

|

Is the behavior a
MIMOR or MAIJIOR offense?

/

MIMNOR

Reminder

|

Warning

|

Intervention 1

Conference with teacher.
Student completes reflection form.

Intervention 2
Call Parent

1

Intervention 3
MMinor DDR
Dfffice Referral

Updabed June ZO048

~

MLASOR:

Call the office, and input in O
Send student to office.

1

Student may or may not be seen
immediately by offioe staff. Student will
returm to the classroom afoer they have

had time to calm dosaer.

: |

Office stafif will:
1. Meet with the student
2. Contact parents
3 Assign an appropriate cConsequence.

ODiffice staff will process referral im O

Office consequences may include:

= Student conference with office staff
= Call horme

= Problem solving conference with all students imeo bwed

= Studemt-parent conferano

= Parent imvited to sit with child
= Community service

= Benched in office

= Samunday School

= Suspension

= Change in classmom assignment

Lewel of consequence is progressive if stedent receives
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Back-To-School-Night

Parents have the opportunity to meet their child’s teacher and to learn about the
classroom program for the coming year. This night is intended for parents
only. Check the calendar for the date of Back to School Night.

Family Food Drive

During the Fall, Mann students will be asked to bring canned and dried food
items to help families in our area who are battling hard times. Students are
asked to bring dried food items such as flour, sugar, rice, beans, pasta, instant
mashed potatoes, powdered milk, Jell-O and instant pudding mixes. They may
also bring canned food iterns such as fruits and vegetables, canned chili and
stews, spaghetti sauce, coffee, etc. No glass jars or perishable food items are
collected.

Field Trips

Parent donations and school funds provide a variety of field trips. Each teacher
is encouraged to take at least one trip that supports the curriculum during the
school year, Wrilten parent permission is required for all field teips.

Fifth Graders are Special
While all of our students are special, we believe that it is a unique and special
time when a child reaches the fifth grade and the conclusion of their elementary
education. Throughout the vear, there are specific learning activities and
awards designed to enhance our fifth graders’ academic, social and emotional
developmenti. As each activity approaches, specific details will be provided.
Students and parents need to know in advance that students are expected to act
responsibly, fairly and with respect at all times, and should students choose to
not meet academic or behavior expectations, as well as arrive to school on time
and wear their uniform daily. A student may be excluded from participating
from specific activities.

These activities may include:
¢  Special Field Trip
¢ College Day Speakers
s  Sports Day
e  Autograph Day
e Promotion
e EOY Picnic/Bowling
o  Movie Night
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Fifth Grade Minimwmn Qualifications to be a Potential Class Speaker
1. Have a cumulative grade point average of 3.8 or higher in grades 4 and 5.
2. Have received no marks of “N” in work habits or citizenship.
3. SBAC score is at exceeding standards level.
4. Have a disciplinary record that is clear and shows that they have followed the
Bulldog Way.

5. Have met or exceeded their AR points every month.
6. Have a school attendance record that is free from excessive unexcused absences
or tardies.
Open House

This is a special evening for students to accompany their families on a visit to their
classrooms. It gives the children an opporiunity to explain what they have learned and to
display examples of their schoolwork. Everyone is invited to attend. Check the calendar
for the date of Open House.

Piciure Day

All students and staff will have individual and class pictures taken by a photography
company. Pictures can be purchased in various packages. Picture day is generally within
one or two months after school begins and generally a second photo day is held in the
Spring.

Coffee with The Principal

Parents are invited to meet with the principal and enjoy refreshments while having an
opportunity to find out about our school programs. Check the parent monthly calendar
for times and dates.

Red Ribbon Week

Red Ribbon Week runs early in October. Red Ribbon Week has been an annual event at
schools throughout the United States since 1986. Red Ribbon activities are intended to
present a unified, positive and visible commitinent toward a safe and drug-free America.

Spirit Days

Student council plans special days monthly for students. However, every Awards Day is
Spirit Day and the children are allowed to wear their “Bulldog” shirt with jeans. This is
the only day the students are allowed to wear jeans and only if they wear their “Bulidog”
shirt. A “Friday Free Dress Pass™ may be earned by students who have followed all the
rules in a given week.

Other Special Events

During the school year, we have a variety of special events for the students and families,
such as:
College Day Fall Festival

Monthly Spirit Day

Halloween Parade
Reading Celebration

Talent Show
Pajama Reading Day



SPECIAL PROGRAMS & SERVICES

Child Care Programs (EEELP)
Early Education & Extended Leaming Program (EEELP) and After School Education and

Safety Program (ASES)  Our after school program provides supervised activities that supports

the elementary program and incorporates GUSD grade level academic standards to meet the

needs of individual students. This includes activities such as homework assistance, study skills,
arts, crafts, table games, physical activities, organized games, and includes a nutritional snack.
EEELP is open from 6:30 am.-6:00 p.m., Monday — Friday. ASES is open after school until

6:00 p.m., August — June only. Some programs have a fee. For further informatiomn,
cal 818-956-0369.

Chorus - Students in grades 4-5 may participate in choral music when the program is
available. The program is directed and supervised by a choral director. Practices are
usually held once a week with performances twice a year (when available).

Computers/Technology

In addition to our wonderful computer lab, every classroom is equipped with at least one
computer that has Internet access and may be used for whole group instruction in the
classroom. Each classroom visits the computer lab once a week and computer skills are
taught by the teacher.

Chromebooks
All students in grades 3-5 will borrow their own device to use in class and at home.
Students are responsible to bring the device to school fully charged.

Second Step/Restorative Practice
The Second Step curriculum is taught by teachers in grades K-5 to enable students to better
handle everyday conflicts and be empathetic toward others.

English Language Development Programs

An ELD (English Language Development) program is offered to students with limited
English proficiency. Teachers use a variety of instructional strategies to ensure that
students learn to read, write, and speak English as quickly as possible while continuing to
acquire information in content arcas such as history/social science and science. Students
are integrated with fluent English students throughout the day while participating in
instructional opportunities to meet their individual needs.
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G.A.T.E. (Gifted and Talented Education)

GATE is a program offered in grades 4-5 to students who have scored 95% or
higher on the STAR test and then score 90% or higher on the OLSAT. High-
achieving students may also be recommended to participate by their classroom
teacher, the principal, school psychologist, or their parent. The Manm GATE
program includes before or after school instruction throughout the year, as well as
differentiated instruction within the regular classroom.

Instrumental Music

An optional instrumental music program is available for students in grades 4-5.
The music teacher instructs students one day of the week during the regular school
day. The District has a limited number of instruments that may be rented.
Studenis may also rent from local music stores. There is a yeat-end performance.

Insurance

A low-cost, optional student insurance policy is available to all students. Parents are
encouraged to study the application when it is sent home at the beginning of the
school year.

Library

Fach class at Mann is given an opportunity to visit the school library for 30 minutes
each week. Students may check out books provided they have returned the book(s)
from the previous week. Lost or damaged library books must be replaced at the
student’s expense.

Lost And Found

The lost and found is located below the two-story building. Please mark your child's
clothing and other articles with their names so they may easily and promptly be
retumed.



Physical Education Program

A credentialed physical education teacher provides a sequential, balanced
program for 120 mimxtes per week for all students in grades 4-5. In TK
through third grade, the classroom teacher is responsible for the physical
education program, averaging 20 minutes per day, throughout the school
year. A specific curriculum has been developed and all teachers have been
trained in its implementation. Physical education equipment includes: hula
hoops, cones, Frisbees, jump ropes, balls in various sizes, volleyball nets,
tennis rackets, hockey sticks, pucks, and sofiball equipment. As with all
outdoor activities, physical education classes are curtailed and moved indoors
based upon inclement weather or unhealthy air alerts from air quality conirol
authorities.

School Psychologist
A school psychologist is assigned to Mann five days per week to do festing
and evaluation of students referred by the Student Success Team.

School Based Coordinated Programs (SBCP)/Title I

The State of California and Federal funding, through the blending of several
programs such as GATE, School Improvement and Economic Impact Aid,
provides fumds for many of our extra services and programs. This includes
educational assistants, a teacher specialist, library and computer lab assistants,
computer equipment and software, books and instructional supplies and
materials. Parents, teachers, administrators, staff, and students participate in an
on-going assessment, evaluation, and improvement of instructional programs that
serve all students.

Special Education Programs

Students identified as having special education needs may be served in a variety
of ways. Placement is contingent upon the results of extensive testing,
evaluation, assessment, and observation by specially trained personnel followed
by an Individualized Education Program (IEP) team meeting with the parents.

SAI - Core

The Resource Specialist Program is designed for those students who have a
specific learning disability which may be affecting their achievement in one or
more academic areas and which may require special interventions for less than
half of the school day.

SAI— Special Day

The SAI class is designed for those students whose learning disability affects
their overall academic achievement and requires special intervention for more
than 50% of the school day. These children are regularly mainstreamed, as
needed, into the general education program with the assistance of special
education personnel.

The Speech and Language Program

The Speech and Language Program is designed for those students who
demonstrate a significant delay or disorder in one or more of the following areas:
articulation, language, voice or fluency.
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EARTHQUAKE / DISASTER PREPAREDNESS PLAN

Please make sure...

that your child's emergency cards are kept
current at all times. Notify the school office
IMMEDIATELY if there is a change of address or
phone number.

STUDENTS WILL ONLY BE RELEASED TO
PARENT OR FAMILY LISTED ON
EMERGENCY CARD OR RELEASE TAG.
ADULTS WILL NEED TO SHOW 1D.

1t is state law (California Education Code #49408)
that parents must provide the school with up-to-
date information necessary for emergency
situations.

Basic Action Following A Disaster/Earthquake

The goal of the Horace Mann Elementary School Emergency Disaster Plan is the
protection of students and employees should a major disaster occur. The plan identifies
members of the school's disaster teams and outlines responsibilities. The plan is
updated and revised annually by the school's Safety Committee. In accordance with
Glendale Unified School District policy for the release of students during an
emergency, parents can expect the following procedures to occur at Mann School.

Procedures for release of children to authorized adults:

1. Go to the “Parent Check-In Point” on Garfield to sign for your child.
2. Go to the “Parent Release Point” on Garfield to pick up your child.
3. All other school entrances will be locked to assure student safety.

4. Adults will need to show ID.

When it is safe, teachers and students will evacuate the building and go directly to their designated classroom line-up area on the playground.
Teachers will take roll and report the names of the missing or injured to the school emergency center. All students will put on their identification/

emergency release tags.

School teams {Search and Rescue, First Aid, Triage, etc.) will report to their stations.
District employees will remain with and supervise students until they are picked up.
Parents can check students out at designated areas at the Garfield gates.

LOCKDOWN

In a school-wide lockdown situation, all the doors and gates will be locked. All students will take shelter in the nearest classroom. No student will
be released to go home until an “all clear” is given.

We will be practicing the various safety drills, earthquake, fire, and lockdown throughout the year to ensure student preparation and safety.
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APPENDIX A

SEXTAL BHARAS T : .- \ . : g
Califeraia Edneation Code, Section 2315 coguire- that epch distriot have a written policy reganding sexps]
herassment. Gléndale Unified School Dhistricd's Board Policy 51457 (helow) in in compliance with this requirement.

" gexus) Harassoment (GUSD Board Pelicy. 51453 The Boart of Bdudation is coinmitied to maintsiniog 2 sufe -
_sthoal epvironment that3s free from herasement and discrimination. The Board pobibils sexual hatassment of

. students st schobl or at school=sponsored bf sehool-related activitis. The Boacd aisv prolibita retaliatory bebavier or

ackion ageinst ey person whe Teporis, files a complaint or testifies about, or otherwise supperis a complainant in
lleged sexual harassment. v - . ' o
Regardless of wheher a harassed student, hisfher porsmtguacdian, or & third party files 2 complait wnder the distiet
provedures or stherwise reguests zetioron the seident’s bahalf, agehool that knowes, ar reasinably should fnow, ehonst

- possible hardsstsm: mwst procaplly take actisn to determine What oocuned ami then take appropriate steps to resolve

the situation. .- ) ) S
o Even whese & perent/grardian or student does mot wish fo discloss he stodents identity, distriot stasf will
* Yimit the effects of alleged harassment and prevent its recarrepee without initiating formal action.

. Sut;E'sEeps may inclnde limited irrvestipative astivities and actions to protect the compiaipant and {he school ’

commamity ard prevent recurrence whils keoping the identity of the commlainant confidential.

. v Thes aviichs may include providing services to the oomplain:ant, quch 88 caumseling services; ]JID‘fldmg '

intTeased momitoring, supervision, or sesuiity af locations or activities wihere the miscondust ocdwrrad;
- providing trainfng and education mrteriale for sthients and cooployees; o chioging and publivizing the
school’s policis an goxual vielence. . . . ) B
.2 This alsn applies to hasassuient baged on Tece; color, naticnal origin, disabiity, or age.
The digtriet strongly encourages suy student who fels that hefshe is being o Mas been sexually harassed on schoal

grouads of at a school-spongored of school-slated activity by anather stodent or an adult to imtcdintely comtact ’

histher feacher, the paincipal, or any other availabie schod] exmployes. Anyemployes whozeeeives a report or observes

" an incident of sexual havasement shall notify the prinipal o 2 district compliznce afficer,

Compluints regarding sexval berassrment shall be investigated and rosolved i accordance with Jew and diswict
procedures specified in AR 13123 - Uniform Conuplaint Prosedhwes, Principals aré responsible for otifying students

" and parentsfgnardizns that complaints of sexsl | com o filed vmder AR 1312.3 and where to obtain 2 copy

of thie procedares. . - .

he Superintendent or designse shall take appropriate aotions to Teinforcs the district’s sexual barasgment policy.

& InstracHon/information: The Superintondent or designee shall ensure that all distiict studonis receive age”
approprinte instrection and information on sexnal barassment.- Steh fustraction-and information shalk Ixclude:

‘Between peaple of thie same sex end could involve soxual vialence.. © .

2. A cledr misgage that studente do nof Trave to endurs sexual haragsrsent mder any tircnmstance.

35 Pretursgement t5 report tbserved instances of sexna) harassment, gven where the vietim of the harassment,
%ias not comphained. .o i . :

4 A tlear message fhat sdent safoty is. fae district’s [imery concers, aed thel auy: separete role vislation
imvgleing an alleged victim or any ether person reporting a sexual harassment incident will be addressed

. L Whatacts and be.liavior-po:iiﬁtute sexnal hgrassnicﬁt, including the fant that sach hai:nssmmt cintld ocowE . -

soparately and will not affect the mEmmer dn whicki the scxual Barassment complaint wili be received,

investigaled; ormesolved.

"5, Taformetion sbont the ditriot's procedze for Fvestigating oomplaints and the person(s) Io whom a repirtf

gex-basged harassment should e made.

6 Tiformation about the, rights of students and perentsfguardians to file 2 civit ar mnnlcumplamt, a5

Lapplicable.
B. Drisciplinary Attiomns S . - : . :,
‘1. Any studort whe enghges in sexusl hutissment or sexaal violeace at sehool or at a schoal-sponsored or
schosl-related activity i in vialation of this poticy and shatl be subjest to disciplinary acton Forstudeats

ing;:aﬂestl—i_?.;gisc_:ipiina!yhmimméy' Jade suspensicn end/or expulsion, provided that, in jmposicl such -

. disciplige, the gntire ciscumatamees of the incidedt{s) shizll be taken iute-account. . ;

" -2, Any steffmenibiz found fo have engaged im sexyel harsssment or sexual violence toward any student shatl
be sebject to discipline up to and iaclnding dismiséal i avtordmmee with applicable policies, liws, and/or
collective bargaining agréstaents. - - ) ) :

C. Record Keeping . . o T .
The Supesintendsnt or designte shel} maiitain = ocord of alt reporizd cases of szx gexual ya:éssment'to cnable
" the-district to monitor, address, and prevent repetitive harassing behavior in the schools- B

.



Scxnsl Harassment (GUSD Administeative Repulation S145.7): The diswict designatea the following

dividnal(s) es the resporsible employes(s) to toordinate ite efforts to comply with Title I of the Bdueation
Armenimints of 1972 and Califamia Bducation Code 234.1, as wall as 6 investipatz and reaplve sonm] haressment

" complaints ander AR 13123 - Uniform Complsint Procedures, The caordtmator/ demphagce officer{s) may be-

- contacied At B .
" fisiatant Superiatendent of Edneationat Servizes -
-223 Nurth Jackson Strpet L
Glendsle, CA. 91206 .
* (B18)241-7111, Bxt. 1308
- pebliciafo@gusdast . . o
A, Prohibited sexual harssmert includes, bt it not limited to, uiwelkoms sexval ddvances, Tequesia fr sexcoat

favors, ar ether unwanted verbal, visnal, or physical corduct of a sexul sature mads ageinst anotier pesox of

- the same or opposiies s in the od 1 setting, ander any of the fllowing conditops:
L .Subm:'ﬁ.xiontu the conduet is sxplicity ot implicitly mads a tere of condifion of a stedent's aoatemic status
| OLpIOgmEsEs ' Lo '
S A Submisaiopmn:zequﬂonnfﬂn_amnduﬂhyanindiqiﬁmlg’s,usedathcbasisfumcsdmhﬁséecirimﬁaﬁﬁecﬁng
3. - "The enndnct has lhe pirpose ox &ffect of having: 4 negetive fmpast on the studeht’s acedemis parformance,
_arof meating ax intimidating, hostils, or oftensive educational suvizonment : . "

4. rission 1o or rejection of the cond: -hy_ﬁmsiugitis‘usadnathchsisfaganydeciﬁm_nﬁ'euhgﬂm
student regerding bencfits sd setvioss, homess, pragiams or Botivities availible 2t or through any District
B. Fxemples of condhuot which ere geoibited in the District and which my comstiee sexu barassmiont inotude: -
1. Vhnweleome o7 offengive lecring, sexue] Ertation, of propesitions. . . .
- 3., Unwaleorie sexual sluws, epithots, threats, verbal bmss, derogatory comuients o Uy degrading:
deseripiions: - - . - - . - .
3. Graphic verbal fomments about an mdividual'sbody, or other overly persone? conversation.
"4. Sexusl jokes, derogetory posters, nates, storles, cartnons] drawings, pichires, absoens ge or cosy
. geaersted Images of ' sexual naters, - P ,
5. Spreadisg sexpal Tumors. . ST v L e )
&. . Teasing or sexeual remaria abbit smdents enrolied in a predominately single-gender class. .
7. Massaging, frabbing, foadling, stroking, or bushing the bedy. . e
B. ‘Touching ah indtvidudl’s budy or dlothes in 8 gexmel weiy- . T s
9. Frmeding or Ylgeking whvements o suy physics] nterferenee with school zctivities whop directed ot an -

© individual oot the hasis of sex. . .
16. Displaying sexually sugpestive chjecte.
-Fl.. Sexonl adoeult, sexual baltery, of sexmal coercion. - \

G- sotting Processsnd Complaint Favesiigation and Resolation:

-3, Anystndent who believes that hefshe hus been enbjected to smfhmsmantbr whb hms witnessed sexnal

. barassment is songly earowraged o eport the incident to histher teacher; the printipal, o ay other
availshle schopl employe. Within one school day of recsiving such a repert, the school exployee shall
forsward e Teport o the Trincipal arfhe thsixiet’s conpliance officér identified in AR k3123, In addition,

- _ any sehac] employes why cbyatves g1 incidert bf sesl harassaiont fowolving 8 student shell, within tne

achool day, report hisher ghsarvation to the-principal or 2 distrit eqnupliamce offfcer. The cpleyes shall

.- takethese actions, whether or not the sllefed victim files 2 complaict. - - .

“the juidesit would ordinaily be raporied or filef, the report mey instead be subaditted the Suparintendent or

" designee. ol T -

'3, Whesa eport of ssxial Gasassrmeht S subrnltied, the principal of copipnoe offiver sl inform the sindect

. “or parent/grardian of the rightto files formal writion complaint iw scersdprice with the Districe's wniform
complaint propedmres. . . C :

- 4.~ ¥Fa compiaint of scaurl karassient 35 inifally sbrmitied to the prncipel be/she shall, wittén 1o schoal :

days, forward the xeport to the cemplianes officer to initlate investigation of tho.complaint. The complisnce”
- officér shall contact fie complniant-and fnvestigete and resolve the complaint im agcordance with law and
) district procedues specified in AR'1312.3. R . - -
. Confidentialicy: . s

. b All complattts sud allsgations oFsexnal hamssment chall be ept confifontinl except 25 nocessary ko camy

out the investigation or teks ofher aubseguent nesessary action. {3 CUR 4954)

2. However, wien a complainant & victim of sexual hevessment notifies the fistrict of the barzsanent bid -
- roquasts confidentislity, the eomplianee officer shell infters himvher That the request sy fmit the district's -

ability fo fnvestigate the harassment or ddks efier necessary sotion.  When' honoring & xeqicst fox

canfideatiality, for district will novertheless fake all ressonable step2 to Investigate and rezpond to the
complsint consiatent with e eguesl. N . T .

4. When = comphinant or vieiom of sexnal barssment notifes to dstrict of fhe hatasment but roquests fiat

* +the Siskrict uot phrsse ah investigetion, the distriot will determine whetbsr o not it can homor such a Tequet

" wehile still providing.z guio and nondisciminatery enviroament for atl stdeats, R ST

2. Tn anyvess of sexunl harasement fnvelving the prmoipal, compliance officer, at #ny other parson fo whom -

LB."‘

D Tepding Tavestigation:

When anocident pf sexual bag ﬁrw,mwﬁ?ﬂmmﬁ@mhmmwﬂﬂmmﬁm

fffcer, hall defermine whefher interi messures are necessary popding fie results of the investgation. “The -

principali or complispes officer shell take immediate 1 o ¥ to stop he harassment and

B

protest stodants andfor msnre their acosse to the ofprations] program. Such measures mey include placing the

* individuals ivelvsd il separate clsees or tranafening o student fo a class fenght by.o differest teaches, in”
‘avoaxdaos with 1w ead Board policy. The school shoulé nofify e Tidividul who vas Jaroesed of hishe
aptioes w0 avoXd contact with @e slisged herasss and alfow the complainant tn change scadernic.and
. “extrapurrionlis arengaments o5 sppropriate. The sthoo) shonld aleo ensore that fhe sempilaitent js aware of e

renomrces and assistines, Euch 43 counselidy, thal axe available fo him/her: /s appopriate, such actions akiall be.
. cousidsoed oven wihen 3 student ckandes to ok file & farmel samplsat ar the sexis] haramms 3

geounds o outsils schpol-sponsared o7 school-related PROFRISOL

F.. Folificetions

A
L

.2-_

2

copy of thedistrict's smalhmmfpokcyud regulstion shalk:. - : .
Be éniduded in the notificatiops hat awe sept to parenisfmahiians af the begivming of sach school year”
B displayed in  prominent locatiod in fhe mein admist stive buifding or other area-where notices of distrist

-rules, Zegulafions, procedres, and standards of sondoct mre-posied. A copy of the distrivts sexua) Haressment .

policy aud reguiafion shail be posied on distdct and school web sites and, wihea svailable, on distct ©
Fapparied Sovisl medid. ) " N : .

Fe jrovided a5 pirt of any oriestafion progrem ducted fox neve stedents af the beginning of each quarter,
semester, of SAMmey SesEn. - . t. - . . - .
Appow i any schiel sidistrict-publication that sets forthy the sehgolls-of disiricts conprehensive Tiles,
rogukations, procedures, and standards of gonduct. o n N E
Be provised to enployess and emplayos orghnizations. s 7 ’ -




APPENDIX B

COMPLA FROCEDURES - . ! B
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Th:SBpmn!ﬂnﬂﬂDlﬂ Gegmes mnmlhmmployees dw@mmimmwshgm emnplamis usknuwledge&bie

" sbout e iame and progrims for which they se¢ responsible.
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1. mmﬁmmhmmwmlmmm ’ P
L E Emﬁgmuyuwgentﬁzmmcmdﬁmﬁfpmaﬁrutﬁ&qheaﬁhn;xaﬂysfsﬁ;ﬂmism;faﬁ
-3 Taasharva,mmesanﬂmtsmngmnm T . .

_l’uryoaegndﬂoops.' - o ) )
& Thtsepmuudu:ee.snimumsacm 4600-46?#nfﬁaTﬂeSEegdmmandmmcwmwmﬂlmepwm

enil progedyres of the gaveming boaxd, apply 1o tite Sling, irvestigazion and. msonofa

an sﬂﬁgmivm!m by advcal agenwy ofﬁdeml m' sw:e lam otmguhmns guvmgadmd:mnl pmgmns
i all of wnlavefid disce Bollying and agm-compliance, with

lnwsmtmngmpnpzifﬁ Themomﬂmmﬁrwwmuuhammmdmplmﬁpmm

$ox gpecified plograris.of activities, which renetve stets or faderal fimding, and inglude the following programs:

1 Consolidaied Catrgorieal Aid 15 2 Toted in Biuentional Cords Section 64000(:). -

3. " Cotem/Teohrion Eoatian established 1 fo jon. Code Secticns 52508 luowgl: 52480,

%. Child Cere Development éstablished ta Baugatien: Cote Sectians 820D trough 8433,

4 &ﬂimmﬂms estabha‘.huﬂ p'umlm! m Eineatlen Code Seotions 49490 fhroogh 49560,
Span'al"" it mﬂn furath Cadeﬁncﬁmsﬁﬁﬂﬂﬂthrmghiﬁﬁ&janﬂ
B000 Hcciagh 59300,

& Comyileinng mmmqgcuﬁwmrdmmmm ﬁwmmmmﬁmmmmdbﬂymgmmnmphm )

mthhwsmlanngtepugﬂm,bawdmmmwlm, ved dox, cermal ¢ Son, gender, sihmic growg
- |dentification, race, Ancesiry, nanma!omgm,mﬁgun,mlnr,mamxiurphyswaldmabﬂ:xy,'urunfhebmd
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Hty prOEam er sty conducted by 8- hculagem:} wlue!ns ﬁmdaddmlyhy, or that recebves or benefits '

from any stale-finongial segistance. . »




A pupll e is a fee, deposit, or oﬂmr charge lmpcsed ©a pupils, or 2 pupil’s parenis or guardiass, in violation of stawe
* cades and constisutiona] provisions which Tequire educations] activities fo be provided free of charge 1o all pupils
without Tegard to their familfes” ability or willingness to Pay fees or request special waivers, Bdueational activities are
those offired by a school, schoul district; charter schood, o comty office of education that mshtu:e a fandaments]

- past of education, mchldmg butzot limited to,-eumicniar and extracunticular acnvmes .

A pupd] fee incladel, bt is untlmnmd to, all o ths foliuwmg‘

ﬁ feee charged to & pupt es a condition for regiatering for school or clesses, o5 & 2 condition far parhmpﬁhOﬁ
in a class or an cxhzcnmcu]a: activity, rcgardless of whether the ¢lazs or ammy is elective or mmpnlsm:y,
oy is for crodjt.

Asecunty deposif, m- other payment, that z ]mpll i8 reguired to make to-obtain a Eoz-.k, 1ocker book class .
- apparatns, mesical ingtument, clothes, or other materisls or «quipment.

4 purchage:that 2 Jupil is reguired t¢ make io obfam materigls, mxpphes, eqmpmmt, or clothes assamated
with an edneationat nctmty .

- B. This p:ocedme does not ap_p!y to ﬁm foliowmg cmnpimnm whtcﬁmi! be refe:red ‘w {he pmpet agency for
mvestigation:

i

S

Aliégations of child abuse shall bezefem:itc the applscﬁble Covinty 'Depmmnn! of Soial Services (DPSS),
Protection Services Division, ar appmpmte law enforoerent agency.
Healtth and safety complainte regarding a Child Develqm‘nmx Progeamn shall be :ret'ermd o Depaitmmt of

Pobiic Social Services for Hoensed Soflifies and to the appwpnatec}nlﬂDeva!oprmt regicnsl administrator -
-for hcensmg-mcempt facjlities.
- Dizcrimination iasnes nvolving Cbﬂd Nutrmcn programs or Title ]X of the Educntmml Amendments of
" 1972 shall be referred 10 the ¥7.8. Office of Civil Rights {OCR). Title D complaints will enly be refemed to

. . the OCTf thers s no siste, discrimiiistin law or reguiation at josue. Unless pfberwise fegotinted through 8

mémgrindam of vbderstanding, agreemént, - meliminary inquiry and/or igvestigation concerzing these
complainic Will be copducted by DCR. The complsinant shell b nofified by certified mail if bis o7 her
compluint is trassferted to OCR by the Superintendent or Designee. :

Employment discriminetion cum)

el of eny DFEH transferal
Allesations cfﬁaudsha!l e referred 10 the respanmble DFEH Djn@.on Dirsctar and the Departinent's chnl
Offica. .

C Asuseﬂmthmpmcedure the term: .

. L
2

“Appeal” meens n request made in virifing to the District Bazrd of Eduz:auoncr lbe Califomia ﬁepamneht .

of Education by 4 compleinant requesting reconsideration of a reinvestigation ef the District’s decigion.
“Complainan” meaps =y individusl ineluding o person’s dily anthorized rapresentative or 4n irterested

. tbird perty, public agency, or orgenization who files 2 written complaint allsging violation of federal state

3.,

4.

5
D6

laws or regulations,. inclading allegetions of unlewinl disciimination in progrems snd activides finded

directly by the sfait: or fedesal govemmsnt or recefving any, ﬁnanmal assxstance fromt the state ox federsl
- govotmment,

“Complaint” means & written: signed stafement nllagmg a vmlamm of 4 federal or statc law g regulatmn,
which aay include an allegation of wnlaveil discrinination,
“Complaini Investigation” mesns an admmmtre:m process used by the Distelcr fm—ﬂme pu:pose of gai‘nermg

- darg regarding the conplsind.

"Cump]am Frocedpre” means an internal process nsed by the stmctw ;xocass and msalve cumplamts
ags™ meean calendar days unless iesxgnated athamnse. . i N

Administration of t&e Complaints - '
.. A, Parents, pupils and raembers of the  puolic ars encowraged to dlscuss theix concems or complamm of allﬁged bon-

compliance first with the smaadmnmsh-atnrurappmpmleprogmmmmagee Ifsucha diseassion does nat resolve L

the problem, it sy be hronght o the attention of Distdct-level administration in the form of 2 written uompla!nt
The District is primarily responsibie for compliance with foderal and state liwsfragulations and dnsures the
person(s} asmg,ne&tu investigate mmplamts isfare lmowleﬂgaabicahnut the lawsipmgmms that he/she is assigned
o m&st&gaﬁe -

'B. The omnplm.uam may file 3 formal written cumplamt according to tha fallnmng procedires;

TiC

A coppleint filed prrewant to this procedurs shall he filed with the Superintendent of the Dm:nct ("Dmtnm‘ ’

Supenntendmf‘) or the designee whose offices are lGeated at223 North Jacksen Bm:et, G!mdale, California
91306

:

omplaints shell be sent to e Siate Depamnent of Fair. Empioymant and -
Hrusing (DFSH} pirsuant fo Tiils 22, OCR, Sestion 98#10 The mmp!aman: shalt be nntlﬁeé by, cextified

3,
4

& . The Diskrict Supea-mtmdznt or the designee will maiptain & log of cumplaints received, p:cmdmg each )

+  with 2 code mumber and a date starmp,
b, The Distriet Superintendent ox the designes shall snsurefhe w:ﬁdmua}nyofﬁ;epamas emdfacts dunng

. the invéstigation of the somplaint,

. Snch 2 complaint alleging unlawfil dacrimination, ‘herassment, mtmnﬂatwm and bn]l}rmg shatl be' filed

within siz (6} months from the date the alleped discrimination oocurred, or the date the complmmmﬁraf
obtained imewledge of the facks of the alleged discrimination,

% Such a cougglaint shall be ﬁ}.eébgmmwhnal}egasﬁmthemshaMpersmaHysuffemd onlerfil :
dHisetimination] barassment, intimidation and bullying or by one who bekieves .an indiyidusl or auy
specific class of mdividualshas been suh;ected to discrivrination, hn:assmam intimidation and bnliymg :

" probihited by thiz part.
A pmpil fees complaint may be filed anomymously ﬁmemmplam provides svidesce or mfurmahun leading
to evidetict-to sppport aa allegsation of noncomplisnce with lavws refating to pupil fees. -
i 2. complpinent iz unable o put 2 complaint in vaiting due kv conditions such ss iiteracy or nﬂmhanéicaps,
the Supmnieu.dzu: or designes shall help him/her file the comnplaiat.

C. thm five (5) days of receipt of 8 comiplaint, the dexignes shall

N

2.

', - Appoint B PTOgrat manapes

Detenmine whether the complsint has been timely fled.

a I fhe complaint bas not been timely fled, ihedw,gnmshaﬂdenythecumplamj, unlcssﬁsetuuzfnr .

filing 3s extended. - A request for sunhmctmmunsha}jbemadammngmﬂm Disteict Superintendent,

setting forth the reasons for the extension. The District Superintendent may sxdend the period for fling -

for good cense fir a period 1ot to sxcesd ninety {90} days foliowing the cxpiration of the titae aflowed.

b H the vomplaint has been timely filed, the ﬁﬁlgnwshallpmceedwﬁlathemveshgauunafﬂxsmmplanﬁ 7

Referthe complainant fo the 2T AZEnC! ﬁrrﬁ]mgaccmplmmﬂmtmnotcovmedbyﬁnspmnedum
miheym investigation, except thata congs%amt Togarding child abnpe
‘sheil be immediately refered to.the proper agency.
Apprise the fomplainant of the availability of medistion (ﬂmd paﬁymvolved to bear and jodge mn.ﬁdmtzﬂ
information sbont the compiaint) to resolve the dispute. Mediation shall invalve thie following elemierds:
itraingd mediator; agrecment consistort with lasws and regalations; agreement seoffo cachpa:ty “follow-up
agreement prowisions for compliinge; and, completion within-sixty (50) days, :
Provide the complaisant with a copy of District policy and appasl procedures in Bngiuﬂ: amd ﬁ:e';m:nmary
. language of the- oomplaman: which mayhemspundad to either in Enghsh or ths complainant’s pﬂmazy

-ln:ugunga : . ] _. o

Investigation andResolutien of (ke Compiaint -
-A, Bach wiitten oumplamt sball be unreshgateé weithiz ten (10} business days ei‘reoeapt by the pmgrm:lmanags:
who shall: -~

1.

vasdzanappmhmﬁjrforﬂm wmplmm.ut o csmp}nmam s represaumhw orbeth and the loca! cf!ueahonal
‘Tepresentative to présent imformation or evidence relevirtio the coraplaint either arally or by way of writien

" documents i Engfidh amlﬁmpmmry lemguage of the compldinast which may be respcmdedm ‘cither in

" English or the complainant’s priveary language: -

. Provide an opportenity for the parties fo mect and discuss the mmplamf.arm questuncachotkﬁror exch
oty witaesses. :
Obtrin stotaments from other mﬂmﬂuals wlw wete withessés o tl:e alleged mlmon mwhusanpmnds
relevand information conceming the alleged vielagen. .~
Reticw documents that may provids tnformation or evidence regarding fe alleged vmlatwn. .

"Prepare and 'submif 0’ the Suporntendent or dedignee a written report and mmmndatm:s conteiging

Endings and dmnsmun nf the somplmnt, corrective action, 1fan3r, and sationale for the dspusﬂun of the -

complatat,

B. Coaperation Dmmg thelnveshgahnn of the Cmnplalm

1.

Refigal by the complainant to provide the mv&sﬁuaﬁar with ti:lcuments ot other awdanue Ieiated ] ﬂw
allegations in the eomplamt, o to ofherwise fuil or refse to mmexarsmﬂmmwsugmonmsngagemaay
ofher ebstruction of fhe investigation, mayreanit in the dismissal of the complaint beomuse of a faok of
‘evifienea to support the allegations.

Refugal by the Distct th provide the mvashgawrmﬁi access toreomﬁsandiorpﬂxmmfmmaﬁonxehw&to B
the sllegntion i the complaint, or fo othersdge il or refiee & coapm in the iwvestigation or engage in

emy ofher chatraction of the investigation, may resuld in o finding based on evidence collected ﬂmt a viotation
hascmdandmyresultmﬁmnnpusmonofammedymﬁvorufﬂmcmlmnam, . -






