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FOREWORD

This handbook was developed to answer many of the commonly asked questions that students and
parents may have during the school year and to provide specific information about certain Board
policies and procedures. This handbook contains important information that you should know. Become
familiar with the following information and keep the handbook available for frequent reference. If you
have any questions that are not addressed in this handbook, you are encouraged to talk to your
Classroom Teacher or the Principal.

This handbook summarizes many of the official policies and administrative guidelines of the Board of
Directors and the Academy. To the extent that the handbook is ambiguous or conflicts with these
policies and guidelines, the policies and guidelines shall control. This handbook is effective immediately
and supersedes any prior handbook and other written material on the same subjects.

This handbook does not equate to an irrevocable contractual commitment to the student, but only
reflects the current status of the Board’s policies and the Academy’s rules as of June 30, 2024. If any of
the policies or administrative guidelines referenced herein is revised after June 30, 2024, the language
in the most current policy or administrative guideline prevails.

The Academy uses video surveillance/electronic monitoring.
MISSION OF THE ACADEMY

District Vision Statement

Weston Preparatory Academy, in cooperation with the families and the surrounding community,
dedicates itself to creating a universal culture of achievement, by instilling high expectations for all
students and incorporating a challenging level of academic rigor. Weston Preparatory Academy
places a strong emphasis on effective and efficient communication skills, analytical and problem
solving skills, and proficiency in use of technology that will allow all students to have a competitive
edge upon enrolling in a four year university, post-secondary institution, or entering the global
workforce.

Elementary and Middle School Mission Statement

Weston Preparatory Academy will facilitate and encourage educators, family, community, and
business partners to contribute to the education of our students utilizihg academic skills, creativity, and
technology through well-defined academic goals and behavior expectations which will lead to
lifelong learning and continuing education in order to become productive members of a peaceful
global society.
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SECTION I: GENERAL INFORMATION

SCHOOL DAY

Weston Academy’s class hours for students are from 8:00 a.m. to 3:30 p.m. Monday- Thursday. Class
hours on Friday's are from 8:00 a.m. to 2:00 p.m. The Academy will open at 7:30 a.m. for students each
school day.

STUDENT WELL-BEING

Student safety is a responsibility of the staff. All staff members are familiar with emergency procedures
such as fire and tornado drills and accident reporting procedures. Should a student be aware of any
dangerous situation or accident, s/he must noftify any staff person immediately.

State law requires that all students have an emergency medical card completed and signed by a
parent/guardian. A student may be excluded from the Academy until this requirement has been
fulfilled.

Emergency cards are stored in the main office and utilized when a staff member needs to contact a
parent/guardian. Most importantly, the emergency cards are utilized in the event of an emergency. It
is essential that the emergency card include a current address, phone number, cell number and work
number that will allow the Academy to contact a parent/guardian. In the case of a phone number
that allows the Academy to contact the parent/guardian at their place of employment, a work
extension number or department name must be included if necessary.

On the emergency card it is also important to list the names of any adult who has the permission of the
parent/guardian to pick up the student from school. An additional page can be attached to the
emergency card if necessary to list additional people who have the permission of the parent/guardian
to pick up the student from school.

If there is a question of custody, the Academy must have a court document on file naming the
custodial parent/guardian. Without a legal document, the Academy does not have the right to refuse
to release a student to a person who is listed on the birth certificate as a parent.

In the event of an emergency, the student should be taken to the nearest hospital to receive
appropriate medical care, regardless of parental preference. Typically, the decision is made by
emergency medical technicians or other first responder.

INJURY AND ILLNESS

All injuries must be reported to a teacher or the main office staff. If the injury is minor, the student will
be treated and may return to class. If medical attention is required, the office will follow the Academy's
emergency procedures. Parents/guardians will be notified immediately.

A student who becomes ill during the school day should request permission to go to the office. An
appropriate adult in the office will determine whether or not the student should remain in school or go
home. If a student is ill to the extent where s/he cannot participate in regular class activities, the
parent/guardian will be contacted and asked to take the student home. If a parent/guardian is
unavailable to pick up a student that is ill during the school day, they must arrange for another adult
to pick up the student.



Students who are il may not remain in the office for the duration of the day. The parent/guardian must
list the names and phone numbers of all adults the main office staff can contact if a child is ill on the
student’'s emergency card.

In the interest of your child’s health and for the protection of other students, we will expect you to
come and pick up your child if he or she has a fever, persistent cough, rash, head lice, pink eye,
COVID-19 symptoms or similar symptoms. The office needs to be notified if your child is absent with a
communicable disease. In this case, please see the section Control of Casual Contact
Communicable Diseases and Pests. If your child has been ill, be sure that he or she is fully recovered
before returning to school.

When to keep your child home

We want to work together to assure that our children and their health are protected. Please keep
your child home when they are sick. As a general guideline, a student should not return to school
until they have been fever-free for 24 hours, not vomited in 24 hours and/or rashes have been
addressed by the family's physician.

If the student has a medical issue that affects the student’s use of the restroom, it is the responsibility
of the parent / guardian to notify the Academy by providing a note from the student’s doctor. A
doctor’s note is necessary if the student’s medical issue affects how many times the student will need
to use the restroom during the school day, how long the student will spend in the restroom, or the
student’s control over his/her bodily functions.

When an appropriate physician, hospital or treatment facility provides written documentation that a
student will be home bound with an illness or hospitalized for a period longer than five (5)
consecutive school days, that student becomes eligible for two 45-minute periods of home instruction
per week. The Academy will provide this service within three (3) school days after being notified.
Certification may be made by M.D. or D.O. physicians only. Psychologists, chiropractors or other
professional may not certify.

Parents will be responsible for providing an appropriate environment as well as the necessary
supervision to ensure productive instructional sessions.

For students with an individualized education program, students shall receive a minimum of two (2)
nonconsecutive hours of instruction per week by a properly certified special education teacher.

Applications for homebound instruction must be approved by the Principal.

COVID-19

Monitor your children for symptoms of COVID-19. If your child has one or more of the following
symptoms, a fever greater than 100.4, a new or worsening cough, shortness of breath/difficulty
breathing, runny nose and/or congestion, body aches and/or tiredness, vomiting and/or diarrhea
and a new loss of smell or taste, keep the student home from school and follow up with a primary
care provider.



Students who become ill with symptoms of COVID-19 during the school day will be placed in an
identified quarantine area with a surgical mask in place until they can be picked up. Symptomatic
students sent home from school should be kept home until they have tested negative or have
completely recovered according to CDC guidelines.

COMMUNICATION

The Classroom Teacher is the primary contact regarding questions about student behavior and
academic progress, as well as incidents that occurred during the school day. Specific problems,
questions, concerns or compliments from parents/guardians regarding their student are to be brought
to the Classroom Teacher's attention first.

Parents/guardians are responsible for communicating to their student’s Classroom Teacher any
information that might affect the student’s performance in the classroom. Details are not necessary
about personal matters, but the Classroom Teacher should be made aware of anything that might
affect a student’s behavior or academic performance. The teacher may be able to help alleviate any
extra stress being placed upon the student.

Information regarding the school as a whole, such as problems traveling to and from school and school
closures should be brought to the attention of the main office staff.

Additional information concerning school events will be available through classroom notes and school-
wide newsletters. Parents/guardians are responsible for checking their student’s book bags, folders,
pockets, etc. for these items.

Parents/guardians are required to participate in parent-teacher conferences at the end of the first and
third marking periods or whenever requested by the Classroom Teacher or an administrator.

From 7:45a.m.-8:00a.m., classroom teachers are facilitating the arrival of their students. From 3:30 p.m.-
3:45 p.m., teachers are in the process of dismissing students. Teachers are not available at these times
to conference with parents/guardians. The teachers are required to be focused on the safe arrival and
dismissal of the students during these transition times and they cannot be distracted. Conference times
with teachers are to be made before 7:45 A.M. or after 4:.00 p.m. or at a mutually agreed upon time
with the teacher, not during the time teachers are responsible for the students.

DRESS CODE POLICY

Weston Preparatory Academy has adopted the following zero tolerance policy as it relates to our
School Dress Code for the entire school. Students will be checked for proper dress code when they
arrive at school. If the student is out of uniform, the following policy will be followed:

¢ First Offense: Student will call home to try and get the item(s) needed to correct the uniform
and if unable to correct the uniform a pass for the day will be issued.

e Second Offense: Student will receive a silent lunch and the parents will be notified.

¢ Third Offense: The parent/guardian is noftified, the student is written up for a dress code
violation and will receive an In School Suspension.
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The Academy recognizes the importance of individually-held religious beliefs. The Academy wiill fry to
reasonably accommodate students’ sincerely-held religious beliefs that are in conflict with this Dress
Code Policy unless the reasonable accommodation would be detrimental to the educational
process or cause any issues to the safety or welfare of others. Students requesting such reasonable
accommodations should contact the School Leader. Any other students requesting reasonable
accommodations to the Dress Code Policy should also contact the School Leader.

BOTTOMS:

Kindergarten - 8 Grade

Bottoms must be a solid color, Navy Blue. Casual dress pants, skirts, long shorts, skorts or jumpers may
be worn. NO BLUE JEANS OR DENIM of any type or color including overalls will be allowed under any
circumstances without prior written — no exceptions.

TOPS:

Kindergarten - 5t Grade

Collared shirts (Polo type) must be the academy approved uniform shirt (Orange with Navy Blue
Collar and Weston Crest). Tank tops, t-shirts, open mesh, jersey shirts, and hooded sweatshirts are NOT
allowed. During cooler weather, the academy approved cardigans, sweater vests and crew-neck
sweatshirts as well as plain sweaters, may be worn as long as they are solid white or solid navy blue
free of writing, logos, or designs- no exceptions.

Grades 6th-8th

Collared shirts (Polo type) must be the academy approved uniform shirt (Orange with Navy Blue
Collar and Weston Crest). Tank tops, t-shirts, open mesh, jersey shirts, and hooded sweatshirts are NOT
allowed. During cooler weather, the academy approved cardigans, sweater vests and crew-neck
sweatshirts as well as plain sweaters, may be worn as long as they are solid white or solid navy blue
free of writing, logos, or designs - no exceptions.

Hooded sweaters, sweatshirts, and hats cannot be worn in school.

FOOTWEAR
Kindergarten-8th Grade

Shoes with a rubber sole are required (i.e. gym shoes). For safety reasons, NO slides, sandals, thongs
or other open-toed or open heeled shoes may be worn at school at any time.

During inclement weather, if boots are worn to school, the student MUST bring their uniform shoes to
change into

HEADWEAR

Kindergarten-8t Grade

Hats, sweatbands, kerchiefs, flowers, bandanas or headbands (if not solid blue, black, or white) or
any items deemed distractive are NOT allowed to be worn in the building. Although beads are an
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acceptable hair accessory, beads with sound effects (such as bells or noise makers) are NOT
appropriate for school.

Earrings:
Female students may not wear long dangling earrings or Hoop earrings larger than an inch and a
half in diaometer.

COMPLAINT PROCEDURE
The Academy places a high value on courtesy, respect and responsibility. In order to preserve such

an environment, any requests, suggestions, or complaints concerning staff, the curriculum, or
operations of the Academy should be filed according to the following procedure:

1. Anyone wishing to present a request, suggestion or complaint shall discuss this matter with the
instructor or staff member that has direct responsibility of that matter. If the discussion revolves
around a particular incident, the complainant must initiate this process within seven (7) days of
the incident. If the issue deals with a violation of laws or with school-wide policies, the Principal
would be the appropriate staff member.

2. If the Principal is the accused perpetrator of harassment or other violation of the law, then the
complaint should be sent directly to the Academy’s management company, CS Partners.
However, if CS Partners determines that the issues/complaint do not fall into that category, then
the complainant will be required to first address their issues/complaint with the Principal. This
procedure requires that the Principal have an opportunity to resolve any issues/complaint that
are not considered harassment or are illegal in nature prior to the involvement of CS Partners.

3. If the aggrieved person is not adequately satisfied with the results of that discussion, that person
has seven (7) days to submit their complaint in writing to the Principal.

4. The Principal will conduct their own investigation of the incident by speaking to all relevant
parties and try to resolve the issue through discussions with those people. After completion of
that investigation, the Principal will give a decision to the complainant and the reasons for that
decision.

5. If the original discussion was with the Principal, and the concern was not adequately resolved by
the Principal, then the complainant must submit their concern in writing to CS Partners using the
CS Partners complaint form (available at the school office) no later than one month after the
Principal’s decision is given to the complainant.

6. Upon receiving the written complaint, CS Partners shall investigate the incident/conduct. In
determining whether the alleged conduct violates any policy or procedure, the totality of the
circumstances will be investigated and reviewed. Appropriate action will then be taken. A
response will be given to the complainant if requested.

7. Only signed, written complaints are investigated. Anonymous complaints are not.

8. If the complainant is not satisfied with CS Partners’ response, the complainant may present the
concerns before the Board of Directors in accordance with the Public Participation guidelines.
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9. Parents cannot request limited staff interaction when the situation warrants the staff member to
be involved in his/her professional role.

10. In order to complete a full and fair investigation, CS Partners cannot guarantee the
confidentiality of a complainant.

Anyone utilizing this procedure will not suffer any form of reprisal. All claims of retaliation will be
investigated. Any retaliatory activity may result in discipline, up to and including, discharge.

ENROLLING IN THE SCHOOL

New students must be enrolled by their parent or legal guardian. When enrolling, parents/guardians
must provide copies of the following:

1. A birth certfificate or other reliable proof of identity within 30 days of notification
2. Court papers allocating parental rights and responsibilities, or custody (if appropriate)
3. Proof of immunizations
4. A copy of the driver's license of the person enrolling the student
A child who is at least five (5) years of age on or before September 15t of the school year of
enrollment is eligible for entrance to the kindergarten program for that school year. A child who is
not yet five (5) year of age on or before September 1 for the applicable school year will be
admitted to kindergarten under the following circumstances:
1. The child will have attained the age of five (5) by December 15t for the applicable school
years; and
2. The parent guardian provides written notice (waiver of age eligibility) to the Academy of
intent to enroll the child for that school year.

Under certain circumstances, temporary enrollment may be permitted. In such cases, parents will be
nofified about documentation required to establish permanent enroliment.

Students enrolling from another school must have an official student record, including transcript/report
card, from their previous school. The School Secretary will assist in obtaining the student record, if not
presented at the time of enrollment. Placement in a grade shall not be final until receipt of the official
transcript/report card. (See Student Records for a complete description.)

Homeless students who meet the Federal definition of “homeless” may enroll and will be under the
direction of the Academy Liaison for Homeless Children with regard to enrollment procedures. The
Homeless Education Liaison is Tracy Parker.

No applicant for admission shall, on the basis of, race, color, ethnicity, national origin, immigration
status, sex, (including sexual orientation, sex characteristics, sexual stereotypes or gender identity or
expression), pregnancy or related conditions, mental or physical disability, age, religion, height,
weight, marital or family status, military status, ancestry or genetic information be discriminated
against.

A student who has been suspended or expelled by a previous school in Michigan may be temporarily

denied admission to the Academy during the period of suspension or expulsion even if that student
would otherwise be entitled to attend school in the local school district.
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Likewise, a student, who has been expelled or otherwise removed for disciplinary purposes from a
public school in another state and the period of expulsion or removal has not expired, may be
temporarily denied admission to the Academy during the period of expulsion or removal or until the
expiration of the period of expulsion or removal which the student would have received in the
suspending school had the student committed the offense while enrolled in the school.

Prior to denying admission, the Principal shall offer the student an opportunity for a hearing to review
the circumstances of the suspension or expulsion and any other factors determined to be relevant.

Once enrollment has been established students must report to school within two school days or be
withdrawn the morning of the 3@ day and placed on a waiting list if applicable.

RETURNING STUDENTS

All returning students must re-enroll during our “re-enroliment period” (begins in late spring). Students
that do not re-enroll during this period will be withdrawn and required to begin the enrollment
process as a new student. If our current enrollment has reached capacity the student(s) will be
placed on a waiting list.

SCHEDULING AND ASSIGNMENT

The Principal will assign each student to the appropriate classroom and program. Any questions or
concerns about the assignment should be discussed with the Principal.

All fraditional seated courses may also be held virtually. All virtual courses have two-way
communication requirements and students must respond to teacher and/or mentor-initiated
communications

ARRIVAL/DISMISSAL PROCEDURES
Arrival

Weston Academy’s class hours for students are from 8:00 a.m. to 3:30 p.m. Monday - Thursday and
Friday from 8:00 a.m. to 2:00 p.m. Teachers will begin classroom work by 8:00 a.m.; therefore, students
need to be in their seats, ready to begin class work by 8:00 a.m. The doors to the building will open in
the morning at 7:30 a.m. Doors are closed at 7:55 a.m., so students arriving after the doors are closed
should report directly to the office to receive a tardy pass. Students who are more than 15 minutes
late may be marked absent for the morning half of their class or for their first hour for secondary
students. Parents/guardians or the adult designated by the parent/guardian to bring the student to
school are responsible for the supervision of the student prior to the school opening at 7:30 a.m. each
school day. * Students must attend the first week of school to remain on our enrollment roster. Students
will be dropped after the 3@ day of the first week of school and seats will potentially be taken by those
that are first on our waiting list.

Dismissal

A parent or guardian must contact the office NO LATER THAN 2:30 p.m. Monday-Thursday or 1:30 p.m.
on Fridays if there is a change in their student’s daily dismissal routine (i.e. if someone else will be picking
up their student).

Students will be dismissed from a variety of locations on the Weston Academy campus. The
Academy will inform parents/guardians of the exact location for their student’s dismissal.
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After 4:.00 p.m., students must be picked up from the main office entrance.

Early Dismissal - Dismissal before 3:30 p.m.

Important appointments or family emergencies sometimes occur during the school day. Due to these
situations, parents/guardians may need to pick up their student from school prior to the end of the
school day. To protect the safety of the students, the Academy requires that a parent, guardian, or
designated adult listed on the student’'s Emergency card come to the office and sign the student out.

At this time, if the adult picking up the student is not a parent or guardian, the main office staff will
request a form of photo identification (ideally a valid driver’s license). If the adult picking up the student
matches the adult shown on the photo identification, the main office staff will check student’s
emergency card to verify that the adult has been listed by the parent/guardian as an adult permitted
to pick up the student. If the adultis not listed on the emergency card, the main office staff will attempt
to contact the parent/guardian by phone to request permission to dismiss the student. If the adult is
not listed on the emergency card and a parent/guardian cannot be contacted the Academy will not
dismiss the student to the adult. It is the responsibility of the parent/guardian to maintain an up to date
list of adults that are permitted to pick up the student from school on the student’'s emergency card.
Any questions regarding the student’s emergency card should be addressed to the School Secretary.

It is also the responsibility of the parent/guardian to inform any adult they permit to pick up their child
from school of the Academy’s policies (i.e. the adult must have a form of photo identification)
regarding the early dismissal of students.

The Academy requests that prior notice be given to the Classroom Teacher, when possible, regarding
medical appointments. The Academy strongly recommends that medical appointments be scheduled
after school hours or when school is closed to keep absences from class to a minimum.

Students cannot be dismissed early on a regular basis. It is the responsibility of the parent/guardian to
make appropriate arrangements which allow the student to remain in school for the full school day
(from 8:00am to until 3:30pm). The student’'s enrollment in the Academy indicates the
parent’s/guardian’s acceptance of this policy.

Early dismissal is discouraged because it disrupts the student’s school day. The School Secretary should
be noftified by a parent/guardian by 9:00 a.m. the day a student will be picked up before 3:30pm so
that the student and his/her Classroom Teacher can be prepared. If proper notice has not been given,
the student may have to wait until the class period ends to be dismissed. Students WILL NOT be
dismissed from their classroom until a parent, guardian, or designated adult listed on the student’s
Emergency card arrives in the main office to pick them up. Teachers are not permitted to dismiss a
student without a pass from the main office.

TRANSFER OUT OF THE ACADEMY

Parents must notify the Principal about plans to transfer their child to another school. Transfer will be
authorized only after the parent and/or student has completed the arrangements, returned all school
materials, and paid any fees or fines that are due. Parents are encouraged to contact the Office
Manager for specific details.

When transferring student records, school officials are required to transmit disciplinary records including
suspension and expulsion actions against the student.
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WITHDRAWAL FROM ACADEMY

No student under the age of eighteen (18) will be allowed to withdraw from school without the written
consent of his/her parents.

IMMUNIZATIONS

Students must be current with all immunizations required by law or have an authorized waiver from
State immunization requirements. If a student does not have the necessary shots or waivers, the
Principal may remove the student or require compliance with a set deadline. This is for the safety of all
students and in accordance with State law. A certified immunization waiver will be provided to
the parent/guardian by the local health department to provide to the Academy. Immunization
waivers will not be accepted by the Academy unless signed and stamped by the local health
department. Any questions about immunizations or waivers should be directed to the Office Manager.

EMERGENCY MEDICAL AUTHORIZATION

The Board has established a policy that every student must have an Emergency Medical Authorization
Form completed and signed by his/her parent in order to participate in any activity off school grounds.
This includes field trips, spectator frips, athletic and other extracurricular activities, and co-curricular
activities.

The Emergency Medical Authorization Form is provided at the time of enrollment and at the beginning
of each year. Failure to return the completed form to the school will jeopardize a student's educational
program.

USE OF MEDICATIONS

Prescribed Medications

The following is the definition of “medication” for use at the Academy: medication includes
prescription, and U.S. Food and Drug Administration (FDA) approved non-prescription medications,
preparations, and/or remedies and includes those taken by mouth, by inhaler, those that are
injectable, and those applied as drops to eyes, nose, or medications applied to the skin. This policy
also applies to any medically-prescribed “freatments”. “Treatment” refers both to the mannerin which
a medication is administered and to health-care procedures which require special training.

In those circumstances where a student must take prescribed medication during the school day, the
following guidelines are to be observed:

1. Parents should, with their physician's counsel, determine if the medication schedule can be
adjusted to avoid administering medication during school hours.

2. Authorization of Administration of Prescribed Medication form must be filed with the Principal
before the student will be allowed to begin taking any medication during school hours.

3. Medication Request and Authorization Forms must be renewed every school year.

4. All medications must be registered at the main office.

5. Medication that is brought to the office will be properly secured.

6. Medication may be brought to school directly by the parent. This should be arranged in
advance. A two to four (2-4) week supply of medication is recommended.

7. Medication MAY NOT be sent to school in a student's lunch box, pocket, or other means on or
about his/her person, except for emergency medications for allergies and/or reactions.

8. Any unused medication unclaimed by the parent will be destroyed by school personnel when

16



a prescription is no longer to be administered or at the end of a school year.

9. Parents shall have sole responsibility to instruct their child to take the medication at the
scheduled time, and the child has the responsibility for both presenting himself/herself on time
and for taking the prescribed medication.

10. Prior to the beginning of the school year, parents/guardians are responsible for informing the
Academy in writing of any medical issues that may require intervention during the school year.
Examples of medical issues may include, but are not limited to, life-threatening allergies (i.e.,
the need for an epinephrine injector, Epi-Pen®), diabetes, epilepsy, seizures, asthma or any
condition of a serious nature affecting the health of the student.

11.The Academy, parents/guardians and the student’s physician will participate in developing a
medical action plan.

12. Students with disabilities who have an Individualized Educational Program (IEP) or Section 504
Plan are included under the policy and procedures that govern the administration of
medications. Note: The policy and procedures do not violate either the Individuals with
Disabilities Act (IDEA) or Section 504 of the Rehabilitation Act.

Asthma Inhalers- Students, with appropriate written permission from the physician and parent on file
with the school, may possess and use a metered dose inhaler or dry powder inhaler to alleviate
asthmatic symptoms. In addition, there must be a file at the school containing a written emergency
care plan prepared by a licensed physician in collaboration with the student and his/her parent. The
plan shall contain specific instructions on the student’s needs including what to do in the event of an
emergency.

Students who are prescribed epinephrine to treat anaphylaxis shall be allowed to self-possess and
administer the medication if they meet these conditions. Staff members working at the Academy are
properly trained in the use of epinephrine auto-injectors in case of an emergency.

Students may use a U.S. Food and Drug Administration (FDA) approved over-the-counter topical
substance at school, such as sun screen, if both of the following conditions are met:

1. If the studentis a minor, the student has written approval to possess and use the FDA
substance from his or her parent or legal guardian.

2. The School Leader has received a copy of the written approval.

Non-prescribed (Over-the-Counter) Medications

No staff member will be permitted to dispense non-prescribed, over the counter (OTC) medication to
any student.

Parents may authorize the school to administer a non-prescribed medication using a form which is
available at the school office. A physician does not have to authorize such medication, but all of the
other conditions described above under Prescribed Medications will also apply to non-prescribed
medications. The student may be authorized on the request form by his/her parent to self-administer
the medication in the presence of a school staff member. No other exceptions will be made to these
requirements. Please note: cough drops are considered over the counter medication and are subject
fo the above policy.
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CONTROL OF CASUAL CONTACT COMMUNICABLE DISEASES AND PESTS

Because a school has a high concentration of people, it is necessary to take specific measures when
the health or safety of the group is at risk. The school's professional staff has the authority to remove or
isolate a student who has beenill or has been exposed to a communicable disease or highly tfransient
pest, such as lice.

Specific communicable diseases include the following: diphtheria, scarlet fever, strep infections,
whooping cough, mumps, measles, rubella, COVID-19 and other conditions indicated by the Local
and State Health Departments.

Any removal will be for only the contagious period as specified in the school's administrative guidelines.

Parents/guardians are asked to notify the Student/Family office if their child has contracted a
communicable disease, e.g., mumps, rubella, pink eye, COVID-19, etc. The Academy is obligated to
communicate to other families and students the possibility that they may have been exposed to a
communicable disease. The Academy is required to notify the local health department when a
confirmed case of COVID-19 is identified at the Academy. In addition, the Academy is required to
cooperate with the health department in implementing department protocols for screening students,
including contact fracing.

CONTROL OF NON-CASUAL CONTACT COMMUNICABLE DISEASES

In the case of non-casual contact communicable diseases, the school still has the obligation to protect
the safety of the staff and students. In these cases, the person in question will have his/her status
reviewed by a panel of resource people, including the County Health Department, to ensure that the
rights of the person affected and those in contact with that person are respected. The school will seek
to keep students and staff persons in school unless there is definitive evidence to warrant exclusion.

Non-casual contact communicable diseases include sexually fransmitted diseases such, AIDS
(Acquired Immune Deficiency Syndrome), ARC-AIDS Related Complex (condition), HIV (Human-
immunodeficiency), HAV, HBV, HCV (Hepatitis A, B, C); and other diseases that may be specified by
the State Board of Health.

As required by Federal law, parents will be requested to have their child's blood checked for HIV, HBV,
and other blood-borne pathogens when the child has bled at school and students or staff members
have been exposed to the blood. Any testing is subject to laws protecting confidentiality.

CONTROL OF ALLERGIES AND ALLERGIC REACTIONS

In order for the staff to respond appropriately to medical emergencies, parents must be careful to list
all student allergies which might result in a health risk as a result of exposure, such as bee stings, peanut
or other food allergies, glue, etc. Proper medication for allergic reactions should be kept in the front
office for emergencies.

Due to the increasing number of children with peanut allergies, the Academy has adopted the
following guidelines. All snacks and treats provided to students, by either the school or parents (birthday
snacks, etc.), must be free of peanuts or peanut by-products. All labels on packages will be inspected
for peanut warnings before given to students. Children are sfill permitted to bring peanut products in
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their lunches, such as peanut butter; however, an occasion may arise when a classroom must be
peanut-free. The administration will notify all parents if a particular classroom or area must be peanut-
free. Items that contain hazardous materials, such as shoe shine kits, are not permitted at school. Pets
(other than assistance animals) are not allowed in the building without administrative approval.

STUDENT FEES, FINES, AND CHARGES

Weston Academy charges specific fees for some activities and programs. Such fees or charges are
determined by the cost of materials, freight/handling fees, and add-on fees for loss or damage to
school property. The school and staff do not make a profit. Examples of fees charged by the
Academy include but are not limited to:

e Replacement of lost textbooks, library books, or other property belonging to the Academy —
Replacement cost will be determined by the Principal on an as needed basis. Cost will be
based on replacing the lost item with a new item.

¢ Damage to school property -Replacement cost will be determined by the Principal on an as
needed basis. Cost will be based on repairing or replacing the damaged property. The
Principal will determine if the damaged property can be repaired or if it needs to be replaced.

All fees must be paid in cash or money order payable to Weston Academy. Personal checks
CANNOT be accepted.

Students using school property and equipment can be fined for excessive wear and abuse of the
property and equipment. The fine will be used to pay for the damage, not to make a profit.

Late fines can be avoided when students return borrowed materials promptly. Their use may be
needed by others.

Unsettled accounts such as, but not limited to, lost books, library fines, unreturned items that are the
property of the Academy, are due at the end of the school year. Failure to pay fines, fees, or charges
may result in the withholding of grades, diplomas, dance fickets, or other privileges, up to and
including, participating in commencement ceremonies. Unresolved obligations can be appealed to
the Principal or designee.

STUDENT FUNDRAISING

Students participating in school-sponsored groups and activities will be allowed to solicit funds from
other students, staff members, and members of the community in accordance with school guidelines.
The following general rules will apply to all fundraising activities:

¢ Studenftsinvolvedin the fundraiser must not interfere with students participating in other activities
when soliciting funds.

¢ Students may not engage in house-to-house canvassing for any fundraising activity.

e Students may not participate in a fundraising activity conducted by a parent group, booster
club, or community organization on school property without the approval of the Principal.

STUDENT VALUABLES

Students are encouraged not to bring items of value to school. Items such as jewelry, expensive
clothing, electronic equipment, and the like are tempting targets for theft and extortion. The Academy
cannot be responsible for their safekeeping and will not be liable for loss or damage to personal
valuables.
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Photograph and Publicity Release Form

At the beginning of each school year, families are required to complete a Photograph and Publicity
Release Form for their family to grant consent to the Academy to use the student’s name, likeness,
image, voice, and/or appearance as may be embodied in pictures, photos, video recordings,
audiotapes, digital images.

Video Surveillance on Campus

Academy buildings and grounds are equipped with electronic surveillance, which may include video
and audio recording, for the safety of students, staff, and visitors. Your actions may be recorded and
preserved. The content of the video surveillance may be used in student disciplinary proceedings.

FIRE, TORNADO AND LOCKDOWN DRILLS

The school complies with all fire safety laws and will conduct fire drills in accordance with State law.
Specific instructions on how to proceed will be provided to students by their teachers who will be
responsible for the safe, prompt, and orderly evacuation of the campus.

Tornado drills will be conducted during the tornado season, using the procedures provided by the
State. The alarm system for tornadoes differs from the alarm system for fires and consists of an alert
broadcasted on the school’'s paging system.

False representation of a fire or tornado emergency is a serious offense. Not only is this dangerous, but
it is also costly to the Academy. Schools are billed for false alarms and must pay a fee. Any student
who participates in this type of activity, encourages another person to cause afalse alarm, or otherwise
causes the staff and students of Weston Academy to believe there is an emergency when there is not,
will be suspended and possibly expelled from the school. Parents/guardians will also be responsible
for any monetary fees incurred through false alarms.

Lockdown drills will be conducted during the school year, to practice securing the campus. The alarm
system for a Lockdown drill differs from the alarm system for fires and tornadoes. A lockdown alarm
consists of a unique alert broadcasted on the school’s paging system.

EMERGENCY CLOSINGS AND DELAYS
Parents and students are responsible for knowing about emergency closings and delays.

During inclement weather, if the Detroit Public Schools are closed, Weston Academy will also be
closed. Please note that Weston Academy is not a part of the Detroit Public School system, so this
pertains ONLY to weather. If the Academy must be closed or the opening delayed because of
inclement weather or other conditions, the Academy will notify the following television stations:

Fox2 WIJBK-TV
WDIV/TV 4
WXYZ/TV 7

Additionally, parents will be notified by “School Messenger” the school’s notification system for any
school emergency or necessary school wide communication. Parents may also call the school call
at (313) 387-6038, for clarification if feasible.

In the event that school must be closed after the beginning of the school day, parents/guardians or
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their designated representative will be nofified to pick up their student within one hour of nofification.

Weston Academy notifies parents/guardians in advance of any scheduled school closing or half days.
It is the responsibility of the parent /guardian to check the student’s book bag and folders for
newsletters or notes with these updates. Weston Academy also furnishes a calendar of scheduled
events and holidays at the beginning of the school year, and encourages parents and guardians to
keep that in a visible place (i.e. on the front of a refrigerator) throughout the school year to refer to as
needed.

Weston Academy'’s school calendar will not necessarily coincide with the Detroit Public Schools’ or any
other school system’s calendar so please plan accordingly.

VISITORS

Visitors, particularly parents and guardians, are welcome at Weston Academy. In order to properly
monitor the safety of students and staff, each visitor must report to the main office upon entering the
school to obtain a pass. Any visitor found in the building without a pass shall be reported to the
Principal. All visitors must check in and out in the front office. Visitors to classrooms must have prior
approval from the classroom teacher and/or administration. Visitors are not allowed to deliver items to
the classroom. If a person wishes to confer with a member of the staff, s/he should call for an
appointment prior to coming to the school, in order to schedule a mutually convenient time. It is af the
school’s sole discretion to allow visitors other than parents/guardians, access to the school building.

Children accompanying visiting parents must be directly supervised at all times inside the school
building, and in the parking lot and walkways. This applies to Academy enrolled children before
school and after school and to non-enrolled children at all times.

The Academy strictly prohibits visitors from possessing, storing, making, or using a weapon in any
setting that is under the control and supervision of the Academy for the purpose of school activities.
These settings include Academy-sponsored events (both on and off Academy property and traveling
to and from such events), Academy premises (leased, owned or used by the Academy), Academy
vehicles, and at any activity authorized or approved by the Academy. Any person who violates the
policy will be referred to law enforcement.

Visitors, who are rowdy, commit a verbal assault on the premises, or who are otherwise disorderly, will
be asked to leave the premises; this type of behavior is unacceptable.

Students may not bring visitors to school without prior written permission from the Principal.

Sex Offenders

Visitors, including parents, who are registered sex offenders, are required to so notify the Academy
administration before they visit the Academy and to strictly comply with all applicable school safety
legislation. The Academy administrator may impose conditions on the presence of registered sex
offenders on Academy premises, or at Academy functions, as he or she deems reasonable and
appropriate.

Parents/Guardians, who are registered sex offenders, must safely and expeditiously drop off their
children and pick them up during the prescribed times for drop off and pick up and then promptly
and safely exit the Academy premises. The Academy administration may allow additional access for
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registered sex offenders, who are parents/guardians of a registered student, to school grounds under
the following conditions:

e Prior permission from the Academy administration is required.

e The offender must check in at the school office immediately upon arrival.
May not observe or visit a classroom when students are present except for specified family
events. During these family events, the offender must stay in view of a staff member at all
times.

o |If astaff escort is assigned to them, the offender must stay with that escort during their entire
stay.

e The offender must leave school grounds immediately upon conclusion of their business.

¢ The offender must leave school grounds immediately if requested to do so by an Academy
administrator or his/her designee.

PHYSICAL EDUCATION

Most students will be scheduled for Physical Education classes. *On days when a student is scheduled
for “gym class,” s/he must dress appropriately to participate in all Physical Education activities. Boys
and girls should wear pants. Girls that choose to wear dresses or skirts should wear shorts underneath.
Students are required to wear gym shoes to participate in Physical Education classes. Part of the
student’s grade will reflect his/her ability fo come to gym class prepared to participate with proper
shoes. If a parent/guardian has questions pertaining to this policy they are encouraged to speak with
the Physical Education Teacher.

To protect their safety: Students should carry nothing in their pockets during their gym class. Students
should not run or slide across the gym floor unless requested to do so. Students are not permitted to
wear jewelry (rings, bracelets, and/or necklaces) in the gym area. Students should use equipment
ONLY when they have been instructed to do so The Physical Education Teacher must have a doctor's
note on file if there is a medical condition limiting a student from participation in gym class.

USE OF SCHOOL EQUIPMENT AND FACILITIES

Students must receive the permission of the teacher before using any equipment or materials in the
classroom and the permission of the Principal to use any other school equipment or facility. Students
will be held responsible for the proper use and protection of any equipment or facility they are
permitted to use.

LOST AND FOUND

Students who have lost items should check with the main office and may retrieve theiritems if they give
a proper description. The Academy highly recommends that parents or guardians use an indelible
marker to place the name of the student on all of the student’s belongings that are brought to school,
especially all clothing items. Unclaimed items will be given to charity at the close of the school year.

STUDENT SALES

No student is permitted to sell any item or service in school without the approval of the Principal.
Violation of this may lead to disciplinary action.

USE OF OFFICE TELEPHONES

Office telephones are not to be used for personal calls. Except in an emergency, students will not be
called to the office to receive a telephone call.
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ADVERTISING OUTSIDE ACTIVITIES

Students may not post announcements or advertisements for outside activities without receiving prior
approval from the Principal. The Principal will fry to respond to requests for approval within twenty-four
(24) hours of their receipt.

LUNCH/FOOD POLICY

Students may participate in the Academy’s lunch service. A bagged lunch may include a non-
carbonated beverage. The Academy strongly encourages parents/guardians to provide their student
with a healthy lunch. The Academy requests that parents/guardians avoid including “fast food"” such
as items from McDonald’s, Burger King, Coney Island, etc. in their student’s lunch.

Some classroom teachers allow students to have a morning snack. The Academy strongly encourages
parents/guardians to provide their student with a nutritious snack. Healthy foods, such as fruits,
vegetables, cheese, crackers, raisins, popcorn, etc. are recommended snacks for students.

All food items that students bring to school for the purpose of snack and lunch must be stored in some
type of lunch container (i.e. disposable or reusable lunch bag or box). The student’s snack and lunch
must be stored in this container until the designated snack and lunchtime. An area, out of the way of
classroom activities, will be designated in each classroom by the Classroom Teacher where students
must store their lunch container until snack and lunchtime. Students are not to store or carry food items
in their pockets, purse, desk, or any other area besides their lunch container at any time during the
school day.

Beverages in cans are strongly discouraged because the sharp edges of these containers can injure
the student. Glass bottles are not permitted. Students will not be dllowed to drink carbonated
beverages (i.e. pop/soda) during the school day.

It is the responsibility of the parent/guardian to verify that the student has a lunch when s/he comes to
school. All student lunches brought to school after 8:00 am must be labeled with the student’s name
and dropped off in the Academy’s main office. The main office staff will deliver the lunch to the student
at an appropriate fime.

Students are not permitted to bring, chew, or consume candy and/or gum at school. Students will be
asked to dispose of these items if they are brought to school.