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A Letter from our Principal, Ashlyn Field

Dear Families,

Welcome to the Haven community! We are excited to partner with you this year and beyond. At Haven,
our mission is to provide scholars with an exemplary educational experience that includes academic and
social/lemotional curricula. Our scholars embody the Haven principles, both in and out of the classroom,
by exhibiting strong character, leadership, perseverance, and compassion for others. The core Haven
principles are: Honesty, Achievement, Value community, Empathy, Never give up.

The Haven community values and strongly encourages collaboration with families. There are several
ways for you to participate, including:

Joining Family Council

Participating in/volunteering for school events
Attending school workshops

Chaperoning field trips

Volunteering with teachers in classrooms

In addition, we welcome any other ideas you may have on how to incorporate your unique skills and
talents into our school community. Please feel free to reach out to me at anytime at
afield@havenacademy.org with these ideas or with thoughts on how we might further support your
scholar.

Please read the following handbook thoroughly, as this guide details many important school policies,
including expectations around attendance, uniform, birthday parties, and more!

We look forward to another productive and positive school year together, and a big thank you in advance
for your valued input and participation!

Soon,

-

Ashlyn Field

Principal
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General Introduction and Philosophy

All of the policies outlined in this Handbook are designed for safety, the protection of the rights of others, and academic
benefit. Therefore, you are expected to be familiar with the contents of this Handbook. After reviewing this Handbook, a
parent/guardian is asked to sign the Student-Family Handbook Agreement Form and turn this form in to your child's
classroom/homeroom teacher.

Parents/guardians have an important voice in the Haven Academy community and in the event that parents/guardians
have questions or complaints that cannot be resolved with a student’s teacher, an appointment should be made with a
member of the Haven Leadership Team to resolve the situation.

This Handbook can be considered a "work in progress" for our growing organization; accordingly, with notification,
changes may be made to it throughout the year.

Contact Information
Our School’s Main Office phone number is (718) 292-7015. Our fax number is (718) 292-7823.

Our mailing address is:

Mott Haven Academy Charter School
170 Brown Place

Bronx, NY 10454
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What is a Charter School?

Charter schools are public schools. scholars do not pay tuition to attend and admissions are based on a random lottery.
In exchange for an increased level of independence, charter schools are held to higher levels of accountability than
traditional public schools. In addition, charter schools have more flexibility in the areas of curriculum, school schedule,
and staff hiring than regular public schools. They can be founded by individuals, companies, parents, teachers, or other
interested adults.

Charters -- essentially a performance contract with the state -- are granted for a period of five years; when the five years
are up, a review process is conducted to determine if the charter school lived up to the goals it outlined in its original
application. Mott Haven Academy’s Charter was granted in January 2008 and renewed in 2013 and again in 2015.

Our Charter School

While this school is open to all students, it is specifically designed to meet the needs of at-risk students who are
currently in the foster care and child welfare system. The school design includes a close partnership with one of the
city’s largest social service agencies, The New York Foundling.

We believe all scholars, regardless of economic status or family structure, are entitled to learn in a system that gives
them the best chance for success. It is our vision that if we design a school that removes the barriers children in the
child welfare system face by providing support services, children will be better prepared to achieve success in school. By
co-locating the school with The Foundling’s Bronx-based community services (beginning in 2010), this unique charter
school will blend a rigorous academic program with an extensive series of social support services to meet the needs of
the community.

About The New York Foundling

Founded as a home for abandoned children, The New York Foundling has been saving children, preserving families, and
building communities since 1869. The agency helps children, youth, and adults in need through advocacy and through
preventive and in-care services that help each individual reach his or her potential. In the tradition of openness and
compassion of its sponsors, the Sisters of Charity, the agency touches the lives of more than 13,000 people each year in
the New York City area and in Puerto Rico as it upholds its guiding principle: Abandon No One. The Foundling’s Bronx
Community Services has supported the Mott Haven community for over 40 years.

4 | Mott Haven Academy Student and Family Handbook



Section I: Academic Program

Philosophy and Mission

The Mott Haven Academy Charter School empowers children in an educational environment that addresses and reduces
the barriers to academic success through the integration of family support services with a rigorous, college-preparatory
academic program. Our graduates will be resilient, resourceful, independent scholars who have the skills necessary to
reach their full potential and to build a better future.

Our goal is to ensure that all scholars can read, write, master mathematical and analytic skills on or above grade level,
and apply grade-level knowledge and skills in the physical and social sciences. Additionally, our goal is to create an
educational environment that reduces the stressors and academic barriers suffered by children in the child welfare
system. We expect to graduate students who are prepared for and accepted at top high schools.

Program Highlights
Our scholars are a part of an educational community where a rigorous curriculum is made engaging and accessible and
where scholars meet high expectations by receiving the support they need and deserve. Key school features include:

v Commitment to Differentiated Instruction. Mott Haven Academy Charter School is committed to practicing
differentiation in the classroom and to inclusive education. We view differentiation as a means for adjusting all
instructional strategies to meet individual student needs.

v’ Data-Driven Instruction. In order to ensure that every student reaches high levels of academic achievement,
teachers must gather, analyze, and use information about student progress to differentiate lesson plans and
personalize instruction.

v/ Family Involvement and Support Services. Haven Academy understands that parent and family participation is a
necessary part of a child’s academic and social success. We encourage frequent family contact and welcome
family volunteers.

v Conflict Resolution and Social Curriculum. Haven Academy is committed to teaching scholars to be problem
solvers and critical thinkers, respect and challenge intellectual ideas and form opinions in an environment that
values trust, while resolving conflicts peacefully.

v Extended Day/Year Program. Haven Academy has a longer school day and school year as well as an after school
program to support the needs of our families. Our partnership with the Foundling allows us to offer families
after school options that focus on a myriad of academic, arts, social skills, and enrichments options.

v Commitment to Health, Wellness and Sustainable Living. Haven Academy will develop nutrition and sports
programs while also encouraging healthy lifestyle choices. Our new building design also incorporates state of
the art “green” features and we expect to promote a healthy respect for the environment throughout the
community.

Students with Special Needs

Haven Academy is committed to inclusion settings. Our setting can accommodate students with Individualized Education
Plans (IEP) that mandate a General Education classroom setting, Integrated Co-Teaching (ICT), and/or Special Education
Teacher Support Services (SETSS). Further related services mandated by an IEP, such as: speech/language services,
occupational therapy, physical therapy, and counseling may be provided within the school. The School will make
reasonable adjustments in procedures as mandated by Section 504 of Rehabilitation Act of 1973 and the Americans with
Disabilities Act (ADA). The process begins with a review of all school records and previous evaluations. We will maintain
close communication with the Committee on Special Education to ensure that our staff or contract providers implement
all elements of the IEP.
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New York State Assessments

As a public charter school, Haven Academy is required to administer all New York State assessments. NY State
Assessments begin in Grade 3. scholars at Haven Academy will also be given several internal and norm referenced
assessments. Test data will be used to adjust teaching in an effort to help all scholars reach skill mastery.

Services for English Language Learners

All parents or guardians of newly enrolled scholars are required to complete a Home Language Survey. This survey lets
Haven Academy know what language is used in the student's home. If the Home Language Survey indicates that a
student uses a language other than English, he or she will be administered an English proficiency test called the
Language Assessment Battery Revised (LAB-R). Performance on this test determines if a student is entitled to English
language development support services.
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Section II: Attendance Policy

Philosophy

The Mott Haven Academy Charter School recognizes that student success and life-long preparation is correlated with
high rates of daily attendance. scholars with higher attendance rates are more likely to achieve higher test scores and
have higher rates of entrance into college. At Haven Academy we acknowledge that family commitment to attendance
is vital and an integral component to student success.

General Expectations
Scholars are expected to be present at Haven Academy on all days that school is in session. Haven Academy is in session

breakfast is available from 7:45-8:05 am for grades K-4). Little Haven (Pre-K) is in session from 8:00 am to 3:00 pm on
Monday through Thursday and 9:30 am to 3:00 pm on Friday for all scholars. Our extended After School Program is
available from 4:00 until 5:45 pm Monday-Thursday for select families with good attendance on a first come, first serve
basis. For scholars in Pre-K, our extended day is available from 3:00 to 4:00 pm, on a first come first serve basis.
Scholars are expected to arrive on time to attend school every day that it is in session. Scholars are not permitted to
arrive late or leave the school during the day without the signature of a parent/guardian.

Religious Holidays
We respect any member of our community who wishes to fulfill a religious obligation while school is in session. When
possible it is the family’s responsibility to inform the teacher of the impending absence.

Absences

There are two general categories of absences: excused and unexcused. Examples of excused absences are illness,
appointments, family emergencies, and religious observances. Doctor notes are required for an absence to be
considered excused. Excused absences still count as an absence but will delay school consequences (detailed below) as
we take excused absences into account when coming up with a plan to address attendance concerns. All other absences
will be considered unexcused, including but not limited to family vacations. Determinations as to whether an absence is
excused or unexcused rest with the Principal.

Excused and Unexcused Absences

If your child will be absent from school, you must call the school’s main phone number 718-292-7015 by 9:00am to
notify our Operations Associate. An absence for medical reasons is only considered excused if it is accompanied by a
note from a licensed professional. An absence of over 3 days must be accompanied by a medical note.

If a student is absent and we have not received notification from the parents/guardians, the school will contact the
family to determine the reason for the student’s absence. If the family cannot be reached, additional investigation on
the absence might be taken, including but not limited to: additional phone calls, home visits, outreach to case worker,
and requests for meetings. After three consecutive absences with no contact, we are mandated to conduct a home visit.

The following steps will be taken to address attendance:

Step 1: Daily phone call

Step 2: A letter will be sent to the family informing the family of accumulating absences. The letter will be accompanied
by a phone call from the grade level Family and Student Specialist.

Step 3: Family must attend a conference with Family and Student Specialists and other staff to develop a plan to

support the student’s attendance at school.

Step 4: If absences continue, the family must attend a conference with a member of the administration, which could
include the Director of Social Services, Assistant Principal, and Principal.

Step 4: After 10 or more absences with an impact on academic growth, the law mandates the school to consider a report
to the State Central Registry. The classroom teacher will notify the parents/guardians when a student is in danger of
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failing a subject due to missed work from excessive absences. However, the responsibility for monitoring unexcused
absences rests with the parent/guardian and the student. At any point during these absences, school staff reserve the
right to conduct a home visit to determine reason for missed school.

Educational Neglect (Grades other than Pre-K)

Chronic tardiness and/or absences, which interfere with the student’s academic progress, obligate the school to notify
other public agencies, including the Department of Social Services. In the state of New York, "Educational neglect
includes allowing unexplained absences from school, failure to enroll a school-age child in school, refusal of
recommended remedial services without good reason, and failure to respond to attendance questions." If at any time
during the school year, a child has accrued 10 or more absences which impede his or her learning, Haven Academy has
the right to report educational neglect to the State Central Registry. Several studies document a link between chronic
absence — missing 10 percent of the school year — in the early grades and a child’s ability to master reading by the end
of third grade as well as correlations to repeating grades.

Extended lllnesses

In the event a student is ill for an extended period or may have special circumstances, the principal will consider each
case individually. In these cases, a doctor’s note is required. Families reserve the right to request additional work
packets from the teacher in case of an extended medical illness.

Tardiness (after 8:15 am or 9:45am on Friday)

Timely arrival at school is a student and parent/guardian responsibility. When children are late to school they are
missing important academic and social instruction/interaction. Parent/guardians of scholars who arrive late are
required to sign them in at the office. Lateness that is the result of a late school bus will be excused. The consequences
of lateness may include: warning letter, parent/guardian notification, parent/guardian conference, or loss of after
school. The Director of Social Services and attendance team will determine an appropriate response. *Pre-K Families:
Please plan time for your Little Haven scholar to unpack and wash his/her hands to be ready for instruction by 8:15am
(9:45am on Friday).

Early Departure

Scholars are not permitted to leave school early without written permission from a parent/guardian. The
student/parent/guardian must bring a written note to the office on or before the day of the early dismissal. The
parent/guardian must personally come in to sign the student out on the day of early dismissal. Anticipated late arrivals
and early dismissals are treated as excused absences and must always be approved in advance. Families are encouraged
to schedule all appointments after school is over and provide a MD note. We strongly discourage early departure for
reasons besides medical appointments. Each early departure means that the scholar is missing classroom instruction. If
there is a pattern of early departures, we reserve the right to have a conversation and/or meeting with the family to
address it.

Late Pick - Up

Haven Academy will allow a 15 minute grace period (4:15 pm, 3:15 for PreK) when a child is waiting at school for his/her
family member to arrive. We understand unexpected circumstances may cause you to be late for pick-up. If this
happens, please call our office at 718-292-7015 and act considerately of staff. We monitor late pick up closely and will
address continuous late pick-up in conversation and in writing. After a few late pick-ups after 4:30 (3:30 for PreK), a
member of the Social Work department will follow-up with you regarding the late pick up. If these late picks-up
continue, you will be required to come in for a meeting with a member of the administrative team. After multiple late
pick-ups after 4:30 (for K-4th grade) or if your child is here until 7:00pm, it is possible that a member of our staff will
escort your child to the 40" Police Precinct located on 138" Street and Alexander Avenue. Your scholar will then remain
at the police station until you pick her/him up as this will go on record as a neglectful situation.
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After School Admission
After School admission is on a first come first serve basis. Limited spots will be available for Kindergarten scholars.
(After School after 4:00 pm is not offered to pre-k scholars).

Section lll: School Bus

The New York City Office of Pupil Transportation provides yellow school bus service to eligible Haven Academy scholars
(not including pre-K). All eligible scholars will be assigned a bus stop location for morning pick up and afternoon drop
off. School bus routes are determined by student address, so it is imperative that you contact the school when your
address changes.

Families are encouraged to be at the bus stop ten minutes before the scheduled morning pick up time. Scholars are
expected to follow school bus safety rules and are responsible for their own belongings. Repeated failure to follow
school bus safety rules could result in suspension from riding the school bus.

New York City school buses typically operate with ONLY a bus driver and NO additional adult supervision. There is no
guarantee that your assigned school bus will have any adult supervision other than the driver. While we work to support
transportation needs of our families, please know that using school bus service is voluntary.

School Bus Rules and Disciplinary Actions- Riding the yellow school bus is a privilege. Scholars must follow yellow
school bus riding rules and expectations. Each student and family assigned to a bus stop will receive a copy of the yellow
school bus rules and expectations and be expected to sign a contract. Scholars that violate bus safety rules will receive a
warning upon the first incident. Any subsequent event will result in 1-3 day suspensions of bus privileges. After 3
incidences of not following these rules, scholars may face a long-term suspension from riding the bus for up to two
weeks or longer. Acts of aggression on the bus or repeated infractions of these rules may result in loss of school bus
riding privileges up to the end of the academic school year.

Special Circumstances- Door to door yellow school bus service may be requested for scholars with transportation
services indicated on their IEP, scholars with medical conditions, and scholars whose family has moved to temporary
shelter housing. Please notify the school to find out if your child will qualify for any of the above special circumstances.

Changes to Your Regular Mode of Transportation- If your family signs up for afternoon bus dismissal (4:05 pm), your
child will be expected to ride the bus daily. If your plans change and you do not want your child to ride the bus on a
specific day, you must notify our office on or before the day of the change. If you want your child to get off at a

the determination on the school’s ability to make a bus switch without prior notice. We want all kids to arrive at their
destination safely, which takes planning.

Questions or Complaints about School Bus Service
If you have a question about a bus stop or bus route, please contact our main office. For all other questions or
complaints about school buses, contact the Office of Pupil Transportation at 718-392-8855.
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Section IV: School Uniform

Philosophy

We believe as a school and a community that our attitude about what we do and how we feel about ourselves is often
influenced by what we wear. The school is proud of its efforts to serve a diverse population of scholars. Wearing a
common uniform will serve to develop a strong sense of community and school pride.

While we recognize that many scholars are creative and enjoy expressing their uniqueness through their attire, we feel
we have put together a school uniform that offers choice, while still maintaining an appropriate standard of dress. The
school uniform and the dress regulations will be strictly enforced. scholars will not be permitted to attend field trips or
participate in outdoor recess if they are not in school uniform.

Requirements

Each student must wear the school uniform on all school days. If additional items of clothing are added to our school
uniform, scholars and parents/guardians will be notified in writing of exactly what those additional items are and where
and how they can be obtained. When scholars are not in uniform, he or she will be given a uniform shirt to wear for the
day, if sizes are available. There will be days throughout the school year which will be designated as theme Fridays.
Families will receive notice about the theme and scholars are encouraged to participate.

Uniform for Pre-K:

The Little Haven uniform consists of navy blue sweatpants or navy blue shorts and a LITTLE HAVEN tee shirt available in
several colors. Any color shirt can be worn on any day. Shoes should be a solid color with NO lights, noises, or wheels
and they must cover the front and back of the foot (no flip flops or sandals).

All pre-kindergarten scholars must_have at least one change of clothes available on-site at all times.

Uniform for all other grades:
v Long and short sleeve HAVEN ACADEMY polo shirts in several colors (any color can be worn on any day)
v/ Tan Khaki bottoms (pants, knee length shorts, knee length jumpers or skirts)
v Navy Blue HAVEN ACADEMY zip polar fleece jacket or hoodless sweater. Sweaters with excessive
decoration and design will not be permitted in the classroom.
v Shoes should be a solid color with NO lights, noises, or wheels and they must cover the front and back of the
foot (no heels more than 1/2 inch, no flip flops or strappy sandals).

General Appearance

All scholars must be neat and clean with clothing in good repair at all times. Excessive jewelry and extreme hairstyles
may not be worn. “Excessive” and “extreme” are defined as unsafe or interfering with learning. Scholars wearing
necklaces will be asked to put them inside their shirts so that they are not tempted to play with them during learning
time. Scholars are not to wear outer garments or hats in school except when entering or leaving the building. Nail
polish, make-up, and lip gloss are not to be brought to school. Scholars with temporary tattoos will be asked to wash
them off upon arrival at school. Sunglasses may not be worn in school unless there is a medical necessity. Scholars will
be asked to remove excessive or inappropriate items of clothing, jewelry, or make-up and the classroom teacher will
notify parents/guardians in writing and/or by telephone call of exactly what those items are and where and how they
can be obtained.
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Ordering Uniforms
Families of scholars in Pre-K, kindergarten, or children new to Haven will be provided with three to five uniform shirts
upon registration. Families may purchase approved tan khaki bottoms from any provider.

To purchase additional HAVEN ACADEMY or LITTLE HAVEN uniform shirts or a HAVEN ACADEMY zip polar fleece, please
use the Order Form mailed to you by Corey Uniform or contact Corey Uniform directly at 732-376-1388.

If uniform purchase presents a financial hardship, please contact the main office. Haven Academy has a “Uniform
Closet," for exchanging uniform clothing. Gently used uniform items will be available for free. Families are encouraged
to donate any outgrown uniform clothing that can still be worn.
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Section V: Health, Wellness, Safety, and Security

Philosophy

Mott Haven Academy Charter School works hard to ensure that scholars feel safe and supported in taking responsibility
for their own health. We offer breakfast, lunch, and healthy snacks. Our goal is to help scholars learn to make healthier
decisions in their lives. We are CANDY FREE! Scholars are not to bring candy or chewing gum on the school bus or to
school. Kids have plenty of opportunities to have sugar in their lives outside of school and too much sugar negatively
affects a child’s ability to focus on learning activities. Please help keep our school CANDY FREE and do not send candy
for snacks.

Health Issues

New York State Education Law requires a medical examination for every child who enters nursery, kindergarten, grades
1, 3, 7, & 10, and any grade when transferring from another school. This health examination must be documented on
New York City Department of Health and Mental Hygiene form CH205 and signed by the health care provider. All
scholars attending Haven Academy must meet the immunization requirements set forth by New York State Law. These
immunizations include Measles, Rubella (German Measles), Mumps, Polio, Diphtheria, Tetanus, Hepatitis B, and Varicella
(chicken pox). Documentation of all required immunizations is necessary.

School Nurse
The school has a Nurse Practitioner on site during regular school hours.

The following services are offered by the nurse’s office or by a trained Haven Academy Staff Member:
Emergency first aid is given with referrals to appropriate persons.

Perform routine physical examinations

Perform focused examinations based on student complaints/illness.

Vision and hearing screening.

Maintenance of student health records and emergency notification cards.
Maintain and update Emergency Care Plans for common illnesses.

Create and maintain individual student health care plans for common illnesses.
Process accident reports.

Administer physician approved medications.

Assess and monitor student injuries.

Conduct health-related workshops and educational sessions

ANANANAY Y 0 N N NN
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Medication Administration Policy

Children attending New York City schools may be entitled to direct health services and/ or accommodations in school
under Section 504 of the Rehabilitation Act of 1973. Parents and health providers must use the Medication
Administration Form (MAF). A new form will be required for each school year if the child continues to require the

requested services in school. The following guidelines should be followed in order to provide the clinically appropriate

services:
e The health care provider completing the form should be the one prescribing the health intervention.
e Avalid New York state, New Jersey or Connecticut license number must be provided.
e Only medication specified on the completed MAF will be administered during school hours.
e Annual renewals and newly added medication must be listed on the MAF and submitted at the beginning of the

school year.

For new medication storage and administration, a new MAF must be submitted to Haven Academy. Parents will
have two calendar weeks to submit the new MAF with the newly prescribed medication prescription. Otherwise
Haven Academy will not be able to provide these services.

The MAF should list the desired effects and potential side effects of medication.

The MAF should list all medications that the student is currently receiving at home and school, if that listing is
not a violation of confidentiality or contrary to the request of the parent/guardian or student;

A list of names and telephone numbers of persons to be notified in case of medication emergency in addition to
the parent or guardian and licensed person prescribing the medication is provided by the parent/guardian.
Parent/Guardian makes arrangements for the safe delivery of the medication to and from school in the original
labeled container as dispensed by the pharmacist; the medication shall be delivered to the main office or the
nurse practitioner’s office.

Unit dose packaging shall be used whenever possible.

Medication will be stored only in its original pharmacy labeled container.

All medication will be stored in a locked cabinet in the nursing office, unless the student is deemed cognitively
mature enough by the nurse practitioner and authorized by the parent and prescribing health professional to
carry their own medication. Scholars are never permitted to carry controlled substances in school.

All psychotropic medication and controlled substances will be locked in a metal cabinet.

All medication will be returned to the parent/guardian at the end of the school year unless otherwise agreed
upon between the parent/guardian and nurse practitioner.

All expired medication will be properly discarded in front of an adult witness at the end of the school year.

Stock Albuterol/Ventolin Metered Dose Inhalers (MDlIs)

New York State schools are permitted to stock albuterol MDIs and/or liquid albuterol for use in a nebulizer for
scholars diagnosed with asthma whose personal albuterol prescription is empty.

One stock albuterol MDI canister may be safely used to administer treatments to multiple scholars who each
have their own spacer.

Each student will have their own spacer to use. Extra spacers are provided by the New York City Office of School
Health.

Parents will be notified before the end of the school day (including after school) if stock albuterol was used.
Parent will be notified in advance for a refill if their child’s own prescription medication is almost exhausted.

Temporary Daily Medication

Prescription or over-the-counter (OTC) medication to treat a temporary illness/condition requiring daily or multiple daily
dosing should be brought to the school nurse practitioner in the morning. The medication must be in its original
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container either dispensed by the pharmacist or in its original OTC packaging. The parent/guardian of the child must
contact the school nurse practitioner by telephone or E-mail explaining the reason for the medication and the requested
times and doses.

Daily medication during Field Trips

If a scholar’s daily medication schedule interferes with a class field trip, the dose may be given 1 hour before or 1 hour
after the scheduled time if medically indicated. Parent notification is recommended for medication schedule changes
more than 1 hour from the original time. If a student diagnosed with Asthma requiring daily maintenance or rescue
inhaled medications during school hours is on a field trip, the teacher may carry and administer the medication after
proper instruction from the school nurse. However, if the scholar is deemed mature and knowledgeable enough to
self-carry and self-administer as determined by the primary care provider, parent signature on the MAF, and school
nurse, he/she may carry and self-administer the medication as needed. Only 1 dose of any medication will be provided
on field trips. The exception is meter-dosed inhalers for asthma.

Factors to consider for scholar to carry and self-administer medication:

Desire to carry and self-administer
Appropriate age, maturity, or developmental level
Ability to identify signs and symptoms of asthma and/or anaphylaxis
Knowledge of proper medication use in response to signs/symptoms
Ability to use correct technique in administering medication
Knowledge about medication side effects and what to report
Willingness to comply with school’s rules about use of medicine at school, for example:
Keeping one’s bronchodilator inhaler and/or auto-injectable epinephrine with him/her at
all times
e Notifying a responsible adult (e.g., teacher, nurse, coach, group leader) during

the day when a bronchodilator inhaler is used and immediately when auto-injectable Epinephrine is used
® Not sharing medication with other scholars or leaving it unattended
o Not using bronchodilator inhaler or auto-injectable epinephrine for any other use than
what it is prescribed for

Medicine shall be stored in a locked cabinet, closet, or drawer with access only provided to the nurse, the principal or a
medication designee. Medication will be stored only in its originally labeled container as dispensed by the pharmacist and
will be stored with a photograph of the child whom will be receiving the medication.

v Only the Operations Manager and nurse will have a copy of the keys to the medication cabinet.

v In case the Haven Academy nurse is not present, another designated Haven Academy staff member will
administer the prescribed medication.

All medications will be given at the prescribed time when feasible.

All asthma medication will be given prior to recess for each child as prescribed for “pre-exercise.”

All medication prescribed on an as needed basis will be given per request of the child and/or at the discretion of
the Haven Academy nurse practitioner after physical examination.

v All medication administration will be documented by the person giving the medication.

NSNS
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School Wellness Policy

Haven Academy recognizes that good nutrition and regular physical activity affect the health and well being of all
scholars. Furthermore, research suggests that there is a positive correlation between a scholar's health and well being
and his/her ability to learn. Moreover, schools can play an important role in the developmental process by which
scholars establish their health and nutrition habits by providing nutritious meals and snacks, supporting good eating
habits, and promoting increased physical activity both in and out of school.

Our effort to support the scholars' development of healthy behaviors and habits cannot be accomplished by the school
alone. It will be necessary for not only the staff, but also parents to be involved in an effort to promote, support, and
model healthy behaviors and habits.

School Wellness Committee

A group of individuals involved in advising, initiating, implementing, and reviewing school health initiatives with the
approval of the principal. The committee may include parents, scholars, and representatives from the school food
program, school administrators, teachers, school nurse practitioner, and members of the community.

Food and Nutrition

Haven Academy offers a freshly made chef prepared meal program for all scholars. This includes a well-balanced and
healthy breakfast, lunch, as well as mid morning and afternoon snacks. We encourage all scholars to try and taste the
food offered daily.

Please note: Breakfast will not be provided for scholars in Pre-K. Parents should make arrangements for Pre-K children
to eat prior to school arrival.

If you child chooses to bring lunch to school, please include healthy choices and please do not include the prohibited
items listed below.

Prohibited Items
In an effort to establish a healthy and nutritious learning environment, Haven Academy’s Wellness policy does not allow
certain food and drink in the school.

e NO chewing gum (unless during academic testing)

NO candy (hard candy, chocolate, jellies, gums, marshmallow candy, fondant, licorice, spun candy, etc.)
NO cough drops (unless parent brings them in and requests their child to receive them during the day)
NO sweet or sugary snacks (cookies, cakes, honey buns, whole donuts, twinkies, etc.)

NO chips (potato, plantains, tortilla)

NO sugary, carbonated, or caffeinated drinks ( soda, energy drinks, juices)

The child may not be allowed to eat/drink the food item and the food/drink may be returned at the end of the school
day at the discretion of school staff.

Physical Activity

Scholars will be allotted physical education time in the form of Movement and Dance classes. In addition, scholars will
also participate in daily recess, during which time staff encourage moderate to vigorous physical activity.
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REMINDER TO FAMILIES: At home, try to find ways to add fruits and vegetables to each meal
Healthy Snack Ideas

Fresh fruits (fruit kabobs, slices, cubes)

Vegetable sticks (Carrots, Celery, Bell peppers) with hummus or peanut butter
String cheese

Baby carrots

Apple sauce (unsweetened)

Pretzels

Popcorn (no or low butter)

Granola bars

Low-fat yogurt

Whole-grain crackers

How to makes healthier choices for you and your family:

e Replace sugary drinks with water: sodas, sports drinks, sweet teas, juices all are high in sugar.
Choose water, seltzer water, low-fat milk instead.

e Cut back on fast food: When eating out, choose healthier options on the menu, such as choosing apple slices
instead of French fries, or a salad with a vinaigrette dressing instead of a hamburger.

e Encourage physical activity for at least 1 hour each day: Walking, running, biking, dancing, jumping rope,
biking, swimming, playing basketball, baseball, football, soccer- whatever keeps them moving.

e Monitor TV and the Computer time: Limit screen time to 1-2 hours a day
Talk to your healthcare provider or Haven Academy’s nurse about how to help your child healthy and active.

Alcohol and Drugs

The use of alcohol or drugs adversely affects a scholar’s ability to achieve academic success; is

physically and emotionally harmful; and has serious social and legal consequences. We will keep our school free of
alcohol and illegal drugs and have a zero tolerance policy towards the use of these substances.

Fire and Emergency Drills

We expect scholars to move quickly, silently and in an orderly fashion under the direction of faculty to assigned
assembly points. Exit directions are posted in each classroom. Attendance will be taken once the classes have arrived at
the assembly points. Scholars must stay with their teachers. Fire drills will be held on a regular basis under a variety of
weather conditions.

Emergency Closing Information
School closing information will be broadcast on the local radio and television news. Haven Academy will be closed if the
New York City Department of Education closes its schools.

Personal Property

Scholars, faculty, and staff are reminded that they are collectively responsible for their personal property, as well as that
of the school. The school does not take responsibility for valuables left on the yellow school bus or unsecured in the
building and everyone should think carefully about what they bring to school. A LOST AND FOUND box is available for
items found in our school that are unlabeled. We strongly encourage you to write your child’s name on all articles of
clothing.
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Toys and Electronic Video Game Devices

Scholars are not allowed to play with toys or electronic video games while in school, except in the case of written or
verbal permission from the classroom teacher in which it would serve as an addition to the academic curriculum unit.
The school does not take responsibility for valuables left on the yellow school bus or unsecured in the building. If a toy is
seen in use, the school will confiscate it and the classroom teacher will notify parents/guardians in writing and/or a
telephone call of exactly what the item is and where and how it can be obtained. If an electronic video game device is
seen in use, the school will confiscate it and place it in a secured location. The electric video game device will only be
returned when a parent/guardian comes to school to retrieve it.

Cellular Phone Policy

Scholars in grades PK-4 are not allowed to bring cellular phones to school, except in the case of a scholar needing the
phone because they commute to school without an adult. Communication should happen within the lobby and then the
phone should be put away. Phones should not be seen once in the building. If a cellular phone is seen in use or heard,
the school will confiscate it and place it in a secured location. The phone will only be returned when a parent/guardian
comes to school to retrieve it. Haven Academy is not responsible for lost or stolen cell phones.

Visitors in the School Building

All visitors entering the school building must sign the visitor’s log at the security desk. This requirement includes all
parents/guardians entering and leaving the building at all times school is in session. Parents/Guardians are welcome to
visit the school at any time during the school day, but an appointment must be set up to meet with teachers. Upon
entering the building all visitors must proceed directly to the Main Office. The school reserves the right to restrict access
to the school under certain circumstances. Restricted guests will be notified in writing.

Orders of Protection
The school requests a copy of any Order of Protection pertaining to your child in order to ensure their safety. A member
of the Social Work team will discuss in confidentiality a safety plan for dismissal.

Outdoor Recess and Weather

When possible, Haven Academy will take scholars outdoors to play for recess. Structured play time is a good way to
support scholars’ physical health as well as their social growth. Scholars will be dressed in the same coats/sweaters/hats
that they arrive to school in. During extreme weather (rain and extreme cold), scholars will remain indoors during recess
time.

Naps (Pre-K)
There will be a designated nap time every day school is in session. Individual mats, sheets, and blankets will be provided
for each student. We encourage parent volunteers to help change mats and sheets!

Non-Discrimination, Abuse and Harassment Policy

We are a diverse community. Among our central values is the recognition of the inherent dignity of each person. This is
reflected in our mission statement, which welcomes scholars, faculty, and staff from all backgrounds. At our school, it is
unacceptable, and a violation of our policy, to discriminate against, abuse or harass any person because of her/his race,
color, religion, national origin or sexual orientation. Such behavior threatens to destroy the environment of mutual
respect, which must prevail for this School to fulfill its educational mission. For this reason, every incident of
discrimination, abuse or harassment undermines the aspirations and attacks the ideals of our community.
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Section VI: Family Involvement

Mott Haven Academy Staff recognizes parents and families as children’s first and most important teachers. When
parents enroll their children in school, from preschool through high school, the responsibility of education and care is
shared with the school and the community. Partnerships among families, schools and communities that are
child-centered and family-strengthening can engage, guide and motivate scholars to be productive citizens in a global

society.

Families are expected to participate in the following ways:

1. Daily Homework Folders: Folders are sent home from school daily and will be in your child’s backpack.

v

Daily Planner for scholars in grades 3 and 4: All scholars in grades 3 and 4 will receive a planner.
Planners offer scholars everything they need to organize their school year. In addition to recording
their homework, they can keep track of daily assignments, notes, activities and events, emergency
information, and important contact information. If your child loses their planner, they are required
to purchase another planner for $5.00.

Weekly Newsletter for scholars in grades PK and K: All scholars in grades PK and K will receive
newsletters from classroom teachers. These newsletters give examples of things to do with your
child that connects to the curriculum. This takes the place of homework in PK and K. We have
replaced traditional homework sheets with recommended activities to complete at home as this has
been proven to increase academic growth for younger scholars. All scholars should read daily as

part of their evening routine.

Homework is to be completed daily for grades 1-4. In addition to the homework packet, scholars
are required to read for 20 minutes nightly with a reading logged signed off on by a family member.
Communication is also included in the homework folder/planner. This includes class trip permission
forms, information about upcoming events, and important calendar information. Folders need to be
checked daily and communication sighed and sent back to teachers.

2. Family Conferences: Family conferences happen throughout the year and a family member is required to
attend for an update on scholar’s academic and social progress.

v

v

In November and March, all families are required to come in to meet with teachers to discuss their
child’s academic progress. Appointments are made based on classroom procedures.

Other times of the year, certain families will be required to come in to meet with teachers regarding
student’s progress. These appointments will be scheduled by the teachers.

At any time, if three or more appointments are made and canceled, the school reserves the right to
conduct a home visit to have the conversation.

At any time that a family member would like an update regarding their child’s progress or status in
the classroom, they are encouraged to call the classroom teacher.

3. Regular School Visits: Families can visit the school regularly throughout the school year to volunteer,
participate in a classroom visit, or conduct a family conference. The following protocol is required when visiting

our school:

v
v

All visitors must sign in with the security guard
Visitors must check in at the main office and will be directed to where they need to be by the office
staff.
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v If interested in volunteering, family members must contact the main office to arrange for
assignments.

v All visitors are expected to treat Haven scholars and staff with kindness and respect. In the event
that a visitor becomes disrespectful or interferes with the normal operation of the school, she/he
will be asked to leave the school premises.

v Scholars will not be pulled out of class to meet with a family member in the event the family
member arrives at the school (or calls on the phone) and requests to speak to the child.

4. Family Council and Workshops:

v Family Council meets once a month. All families are highly encouraged to come to meetings to
discuss activities to support the school.

v/ Family Workshops are held on a regular basis and include academic and social topics. Family
Academy is held yearly and gives families the opportunity to participate in a number of activities and
workshops on a Saturday afternoon.

v Families are encouraged to stay up to date with memos and flyers and participate in all
opportunities offered.

v/ Families will be provided with a list of workshops for the year and are encouraged to participate in
at least three of them.

5. Board Meetings:

v The Board of Directors of Haven Academy meets monthly throughout the school year. The meetings
are open to the public. Members of the Haven Academy community can speak to the main office at
Haven Academy to indicate that they would like to attend and receive a copy of the agenda..

6. Mediation Policy and Communication

v Staff at Haven Academy encourages open discussion between families and staff. However, in the
event of rudeness, stalking, and harassment, the family will immediately be asked to come in for a
meeting and the above will be discussed.

v/ Staff at Haven Academy cannot divulge the information of another family member without their
permission.

v Haven Academy does not set up family meetings between families. In the event of conflict between
two scholars, families might request that their own phone number be given to the other family so
that family can decide if they would like to reach out.
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Section VII: Code of Conduct Policy and Behavior Expectations

Haven Academy implements a school-wide Positive Behavior Support system. This system uses universal supports and
interventions that are proactive, preventative, and include all scholars. These supports are good teaching practices such
as creating and teaching school-wide positive behavior expectations, teaching and positively reinforcing appropriate
behavior, establishing and consistently providing clear consequences for inappropriate behavior, and using data-based
decision making.

School-wide Expectations:

Be There, Be Ready
Wear uniform appropriately

Hand in completed homework

Enter room quietly

Eyes on speaker

Remain in assigned area

Sit appropriately

Have materials in appropriate places
Empty hands in meeting areas

SNSSSSNSASAS

Be Responsible

Participate in class

Do your best work

Work quietly

Keep your area/materials organized
Use a calm down strategy when upset
Focus on self

Accept consequences

NSNSSSSAS S

Be Respectful
Listen when others speak

Use appropriate gestures, language, volume, and tone
Help classmates and community

Use a quiet signal to speak

Wait patiently

Encourage others to do well

NSNS S

Be Safe With Hands, and Feet/Personal Space
Keep hands and feet to self

Maintain appropriate personal space
Move safely around classroom

Use materials correctly

Make safe choices

AN NN

Follow Directions
v Follow directions the first time from any adult

v Ask questions when confused
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Haven Academy implements a positive recognition system. The purpose of this system is to celebrate scholars and staff
for engaging in behaviors that are consistent with school-wide expectations. In order to motivate scholars to always
maintain the expected behaviors at Haven, Spirit Tickets are given to scholars when they are engaging in positive
behaviors and meeting Haven’s expectations. All staff are encouraged to distribute tickets throughout the day (e.g.
specials, recess, lunch, hallway, breakfast). Each instructional K-4 classroom has a clear plastic classroom bin where
scholars place their tickets. Each classroom bin has a line indicating their class goal. When the classroom reaches their
goal, they earn a whole-class incentive (e.g., movie, ice cream party, dress down day). In addition, one scholar from
each class earns an individual incentive during drawing at each monthly Community Meeting. The staff member who
wrote the ticket also receives an incentive. Surprise incentives (e.g., Pie in the Face) occur two to four times per year
and are unannounced to encourage scholars to always follow Haven's expectations.

Scholars are positively reinforced when they follow expectations and are given clear consistent consequences for not
following expectations. Potential interventions and disciplinary consequences for behaviors that fall outside of our
community's expectations include, but are not limited to the following:

Taking a break in or out of the classroom

Loss of privileges (e.g., recess, riding the school bus, After School Participation, etc.)
Conflict Resolution

Peer Mediation

Counseling

Individual Behavior Contract

Family Phone Call

Family Conference

Lunch Detention

Early dismissal

Short Term Suspension (School day or After School)
Long Term Suspension (School day or After School)
Expulsion

ANANANANA Y Y 0 N N N N NN

Protocol for Safety and Crisis Intervention

Haven Academy takes seriously our responsibility for providing a safe and nurturing environment for all scholars to
learn.

In the event that a student is displaying unsafe behaviors and actions that endanger their safety or the safety of others,
trained personnel may intervene. This intervention might include removing a child from an area, applying a Non-Violent
Crisis Intervention therapeutic hold, and/or in the event that school based interventions do not calm a student, the
school may contact crisis mobile or emergency personnel. In some cases, for behavior issues that are chronic, Haven
Academy will contact the family to develop a safety plan.

Student Records: The school will maintain written records of all detentions, suspensions, and expulsions, including the
name of the student, a description of the behavior, the disciplinary action taken, the names of staff involved in the
incident, and a record of the number of days a student has been suspended or removed for disciplinary reasons.
Student records will be in locked cabinets and a record access log will be kept indicating all persons who reviewed the
information and when.
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Due Process: Due process procedures will be followed for all disciplinary actions consistent with federal case law
pursuant to Goss v. Lopez (419 U.S. 565). The student will be provided with an opportunity, in person, to present his/her
version of events to the principal.

Lunch Detention: Lunch Detention refers to a student being held during lunch and recess school hours as a reprimand
for improper behavior. It will be issued as a form of discipline for grades 3 and 4. Detention will result after alternate
disciplinary actions have proven ineffective, or when the severity of the offense warrants such a consequence. Parents
of scholars who receive detention will receive a phone call that day informing them of the detention that their child will
serve. A child who receives detention will eat lunch with an administrator and reflect on his or her behavior. It is the
parent's responsibility to continue the discussion at home on that day.

Disciplinary Infractions include but are not limited to:

Walking out of the classroom

Destruction of property

Being in unauthorized areas

Kicking, slapping, pulling hair, or pushing with intent to harm
Stealing

Inappropriate language/uniqueness slur

Intentional unsafe behavior

Chewing gum/eating candy

Disruptive behavior in class, lunch, or on field trips
Continuous refusal to take a break or problem solve

Short Term Suspension: A short-term suspension refers to the removal of a student from school for disciplinary reasons
for a period of five or fewer days. A student who has committed any of the infractions listed below shall be subject
minimally to a short-term suspension, unless the principal determines that an exception should be made based on the
individual circumstances of the incident and the student’s disciplinary record. The principal reserves the right to adjust
the punishment for each infraction per his/her judgment and may use disciplinary actions prior to suspension, which
includes such actions as exclusion from extracurricular activities, recess or communal lunch.

Disciplinary Infractions:

e Attempting to assault any student or staff member;

e Vandalizing school property causing minor damage;

e Endangering the physical safety of another by the use of force or threats that reasonably places the victim in
fear of imminent bodily injury; and/or an assault to their personal safety

e Engaging in conduct which disrupts school or classroom activity or endanger or threaten to endanger the health,

safety, welfare, or morals of others;

Engaging in insubordination; (Grade 4)

Failing to complete assignments, carry out directions, or comply with disciplinary sanctions;

Cheating on quizzes, exams, or commit plagiary;

Using forged notes or excuses;

Stealing, or attempt to steal, or possessing property known by the student to be stolen;

Committing extortion;

Engaging in gambling;

Abusing school property or equipment;

Using obscene or abusive language or gestures;

Engaging in acts of verbal or physical sexual harassment;

Infractions that violate the school’s anti bullying policy
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Making a false bomb threat or pull a false emergency alarm;

Possessing tobacco or alcohol;

Wearing inappropriate, insufficient, or disruptive clothing, or violating the student dress code;

Committing any other act which school officials reasonably conclude disrupts the learning environment of the
school;

o Repeatedly committing minor behavioral infractions which, in aggregate, may be considered an infraction
subject to formal disciplinary action.

Before imposing a short-term suspension, the principal or member of the leadership team shall immediately notify the
parents or guardian by phone (and in writing at pick up) that the student may be suspended from school. Such notice
shall provide a description of the incident(s) for which suspension is proposed and shall inform the parents or guardian
of their right to request an immediate informal conference with the principal or member of the leadership team. Such
notice and informal conference shall be in the dominant language used by the parents or guardian. The parents or
guardian of the student and the student shall have the opportunity to present the student’s version of the incident and
to ask questions of the complaining witnesses. The principal’s decision to impose a short-term suspension may be
challenged by the parent(s) or guardian in accordance with the school’s complaint process.

Long Term Suspension/Expulsion: A long-term suspension refers to the removal of a student from the school for
disciplinary reasons for a period of more than five days. Expulsion refers to the permanent removal of a student from
the school for disciplinary reasons. Any student who is determined to have committed any of the infractions listed
below shall be subject minimally to a long-term suspension or expulsion, unless the principal determines that an
exception should be made based on the circumstance of the incident and the student’s disciplinary record.

Disciplinary Infractions:

e Possessing, using, attempt to use, or transfer of any firearm, knife, razor blade, explosive, mace, tear gas, or
other dangerous object of no reasonable use to the student in school;

e Committing, or attempt to commit arson on school property;

® Assaulting any other student or staff member;

e Intentionally causing physical injury to another person, except when student’s actions are reasonably necessary
to protect him or herself from injury;

e Vandalizing school property causing major damage;

e Committing any act, which school officials reasonably conclude warrants a long-term suspension.

Procedures and Due Process for Long Term Suspension: The principal may impose a long-term suspension after the
student has been found guilty at a formal suspension hearing. In extreme circumstances, the principal may expel the
student from school. Prior to any/all expulsions, the Board will be consulted. The principal also shall immediately notify
the student's parent(s) or guardian(s) in writing. The notification provided shall be in the dominant language used by
the parent(s) or guardian(s). At a formal hearing the incident will be reviewed. The hearing shall include the principal,
staff members involved with the incident, and the student with his/her parent(s) or guardian(s); the student shall have
the right to be represented by counsel, question witnesses, and present evidence.

Students with Disabilities Subject to Discipline (See Appendix A)
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Bullying and CyberBullying

Haven Academy believes that all scholars have a right to a safe and healthy school environment. We have an obligation
to promote mutual respect, tolerance, and acceptance.

Bullying and cyberbullying are detrimental to our school’s environment and scholar learning, achievement and
well-being. Because it interferes with the mission of our school to educate scholars and our daily operations, Haven
Academy will not tolerate behavior that infringes on the achievements and/or safety of any scholar.

Haven Academy expects scholars and/or staff to immediately report incidents of bullying to the principal or designee.
Staff who witness such acts take immediate steps to intervene when safe to do so. Each complaint of bullying should be
promptly investigated. This policy applies to scholars on school grounds, while traveling to and from school or a
school-sponsored activity, during the lunch period, whether on or off school premises, and during a school-sponsored
activity.

Teachers should discuss this policy with their scholars in age-appropriate ways and should assure them that they need
not endure any form of bullying or cyberbullying.

Prohibited Behavior

Bullying

Cyberbullying

Harassing

Intimidating

Direct physical contact, such as hitting or shoving

Verbal assaults, such as teasing or name-calling

Social isolation or manipulation

Retaliation against those reporting bullying or cyberbullying
False accusations of defined behaviors

Any scholar who engages in any of these prohibited behaviors that constitutes bullying or cyber bullying, shall be subject
to disciplinary action up to and including expulsion.

Bullying and Cyberbullying Defined:

“Bullying” includes, but is not limited to, a written/oral/electronic expression or a physical act or gesture or any
combination thereof that places a scholar in reasonable fear of physical harm or damage to the scholar’s property.

An act of such behavior interferes with the rights of a scholar by creating an intimidating or hostile educational
environment for the scholar and is based on a scholar’s actual or perceived race, color, national origin, ancestry, religion,
physical or mental disability, gender, sexual orientation, any other distinguishing characteristic, or scholar’s association
with a person with one or more of these actual or perceived characteristics.

Examples of bullying include but are not limited to, repeated taunting, name-calling, belittling, mocking, put-downs,
intended harm, manipulation, social exclusion, threats to harm, aggression, disrespectful gestures, stealing, stalking,
blocking access to school property or facilities.
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“Cyberbullying” is bullying through the use of technology, social media (i.e. Facebook, Instagram, KIK, Skype), or any
electronic communication including, but not limited to, the use of writing, images, signs, signals, or sounds transmitted
by the use of any electronic device such as computer, laptop, telephone, cellular telephone, and text messaging device.

Examples of cyberbullying include but are not limited to, posting slurs, rumors, misleading or fake photographs, digital
video footage on websites, creating fake websites or social networking profiles, impersonating by the use of other
scholars’ electronic device, sending emails, text messages, Instant messages, phone calls or using a camera to take
and/or send embarrassing photographs of other scholars.

The Scholar Code of Conduct includes, but is not limited to:

Any scholar who engages in bullying may be subject to disciplinary action up to and including expulsion.
Scholars are expected to immediately report incidents of bullying to the principal or designee.

e Scholars can rely on staff to promptly investigate each complaint of bullying in a thorough and
confidential manner.

e If the complainant scholar or the parent of the scholar feels that appropriate resolution of the
investigation or complaint has not been reached, the scholar or the parent of the scholar should
contact the principal or the Support Services Coordinator. The school system prohibits retaliatory
behavior against any complainant or any participant in the complaint process.

The procedures for intervening in bullying behavior include, but are not limited, to the following:

e All staff, scholars and their parents will receive a summary of this policy prohibiting intimidation and
bullying: at the beginning of the school year, as part of the student handbook and/or information
packet, as part of new student orientation, and as part of the school system's notification to parents.

e Staff who witness acts of bullying shall take immediate steps to intervene when safe to do so. People
aware, witnessing, or experiencing bullying are strongly encouraged to report the incident; such
reporting will not reflect on the target or witnesses in any way. Bullying and cyberbullying are reportable
in person or in writing (including anonymously) to school personnel.

e The principal or assigned designee will promptly investigate and respond to allegations of bullying or
cyberbullying behavior, keep written documentation of all allegations, and outcomes of investigation.

o The school will make reasonable efforts to keep a report of bullying and the results of investigation
confidential.

e The school will apply disciplinary action, which may include but are not limited to, imposing a series of
graduated consequences that include alternative discipline (i.e. scholar conference, family conference,
reflective activities, counseling). In determining the appropriate response to scholars who engage in
bullying behavior, school administrators should consider the type of behaviors, the frequency and/or
pattern of behaviors, and other relevant circumstances.

Conflict Resolution

Part of a healthy environment is the freedom to openly disagree. With this freedom comes the responsibility to discuss
and resolve disagreements with respect for the rights and opinions of others.

Haven Academy will incorporate conflict resolution education and problem solving techniques into the curriculum and
school wide programs. This is an important step in promoting respect and acceptance, developing new ways of
communicating, understanding, and accepting differing values and cultures within the school community and helps
ensure a safe and healthy learning environment.
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Haven Academy will provide training to develop the knowledge, attitudes, and skills scholars need to choose alternatives
to self-destructive, violent behavior and dissolve interpersonal and intergroup conflict. Scholars have expectations to
follow while on school grounds, when traveling to and from school or a school-sponsored activity, and during lunch
period, whether on or off school premises.

The Scholars Code of Conduct includes, but is not limited to, the following:

v

AN N N N N

Scholars are to resolve their disputes without resorting to violence.

Scholars are encouraged to help fellow scholars resolve problems peacefully.

Scholars can rely on staff trained in conflict resolution and peer mediation strategies to intervene in any
dispute likely to result in violence.

Scholars needing help in resolving a disagreement or scholars observing conflict may contact a teacher,
counselor or other school staff member.

Scholars involved in a dispute will be referred to a conflict resolution session with trained counselor.
Other staff will keep the discussions confidential.

Conflict resolution procedures shall not supplant the authority of staff to act to prevent violence,
ensure school safety, maintain order, and discipline scholars.

Positive student behavior helps scholars maximize their learning time. Our school has many supports in place for
helping our young scholars learn how to behave appropriately in school and how to follow directions. However, in the
event that student’s behavior is extremely disruptive, families will be expected to partner with us to develop a plan for
helping scholars follow school rules.
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5 Guiding Principles of Haven Academy

As a school community, we believe that all children learn best when they are taught to be responsible, respectful, and
resourceful. Our 5 Guiding Principles will be taught to scholars and practiced in our learning environment.

H Honesty

v We tell the truth.
v We trust our teammates mean no harm.
v/ We take responsibility for our work, our actions and our words.

A Achievement

v/ We solve problems and seek creative solutions.

v/ We find pride and joy in our work.

v/ We are focused in our actions and know that wasting time limits our learning.
\'} Value Community

v/ We respect ourselves and others.
v/ We anticipate and respond to the needs of our teammates.
v/ We are responsible for our environment and lead change when needed.

E Empathy

v/ We show gratitude to others.
v We are kind and patient.
v We care about the feelings of our teammates.

N Never give up
v We work hard every day, in everything we set out to do.

v/ We have courage to try new things and give ourselves time to learn to do them well.
v/ We persevere through challenges.
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Section VIII: Birthday Party Policy

Birthdays are special events where children get to feel important throughout the day. For each student birthday,
teachers will make scholars a crown or sign that tells our school community that a student is celebrating a birthday and
the student will receive a special birthday book from the Executive Director.

Birthday celebrations will take place to celebrate the student for their presence in our community, highlight their unique
strengths and attributes, and share special treats and activities. Families are welcome to join their scholars during this
special time on the day of a birthday or the Friday before a birthday weekend. The following birthday celebration
guidelines are as followed:

v
v

AN
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Birthday celebrations are only for grades Pre-K-2.

In grades 3 and 4, families may send in a special snack (cupcake or healthy snack option) which the teacher will
distribute at a time that least disrupts instruction

Birthday celebrations MUST be scheduled in advance with the teacher

Parents/guardians may bring treats for the entire class. Treats include cupcakes, fruit, vegetables, cheese,
pretzels, popcorn, raisins, and other dried fruit

Parents/guardians may only bring 100% fruit juice or water for scholars in the class. No SODA.

No CANDY will be permitted at the school birthday celebration

Please arrive on time for your child’s celebration or you run the risk of cancellation

Siblings of scholars will not be excused from class to attend birthday parties.

Birthday parties cannot replace school lunch.

For SUMMER BIRTHDAYS, teachers will designate a day in June for celebrating all scholars who have a summer birthday.
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Section VIIII: Process for Handling Complaints

Parents and families with complaints or concerns should first bring it directly to the attention of the child’s teacher or
our Director of Social Services depending on the situation. In the event that this does not yield a solution, parents should
then bring the issue to the attention of the assistant principal or principal. If that does not yield a satisfactory solution,
parents may then bring their concern to the attention of the Executive Director. If that does not yield a satisfactory
solution, parents may then bring their concern to the attention of the Board of Directors. Complaints to the Board of
Directors should be in writing. Contact information for the School’s Chairperson of the Board of Directors may be
obtained in the school’s main office.

Formal complaints received will be submitted to the Board of Trustees at least one week prior to the next Board
meeting. Complaints submitted later will be addressed at the subsequent meeting of the Board of Trustees. Emergency
issues will be dealt with on an as-needed basis, with the Board responding at or prior to its next regular public meeting.
The Board will make every effort to respectfully address each matter to the satisfaction of the individual or group who
presented the complaint. The Board, when necessary, may direct the principal or other responsible party to act upon the
complaint and report to the Board. The Board of Trustees shall render a determination in writing if appropriate or
required.

In accordance with Education Law § 2855(4), if, after presentation of such a complaint to the Board of Trustees, the
individual or group determines that the Board has not adequately addressed the complaint, that individual or group may
present the complaint to the New York City Department of Education, which shall investigate and respond. If, after
presentation of the complaint to the New York City Department of Education, the individual or group determines that it
has not adequately addressed the complaint, they may present the complaint to the Board of Regents, which shall
investigate and respond. The New York City Department of Education and the Board of Regents shall have the power
and the duty to issue remedial orders as appropriate.

Questions and Concerns

If you have general questions or concerns about Haven Academy’s various policies, please make an appointment to
speak with the school’s principal, the AP, the director of social services, or one of the school’s family specialists.

29 | Mott Haven Academy Student and Family Handbook



Attachment 1: Notification of Rights for Elementary and Secondary Schools

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

These rights are:

The right to inspect and review the student's education records within 45 days of the day the school receives a request
for access. Parents/guardians or eligible students should submit to the school principal [or appropriate school official] a
written request that identifies the record(s) they wish to inspect. The school official will make arrangements for access
and notify the parent/guardian or eligible student of the time and place where the records may be inspected.

The right to request the amendment of the student's education records that the parent /guardian or eligible student
believes are inaccurate or misleading. Parents/guardians or eligible students may ask the school to amend a record that
they believe is inaccurate or misleading. They should write the school principal [or appropriate official], clearly identify
the part of the record they want changed, and specify why it is inaccurate or misleading. If the school decides not to
amend the record as requested by the parent/guardian or eligible student, the school will notify the parent/guardian or
eligible student of the decision and advise them of their right to a hearing regarding the request for amendment.
Additional information regarding the hearing procedures will be provided to the parent/ guardian or eligible student
when notified of the right to a hearing.

The right to consent to disclosures of personally identifiable information contained in the student's education records,
except to the ent that FERPA authorizes disclosure without consent. One exception, which permits disclosure without
consent, is disclosure to school officials with legitimate educational interests. A school official is a person employed by
the school as an administrator, supervisor, instructor, or support staff member (including health or medical staff and law
enforcement unit personnel); a person serving on the School Board; a person or company with whom the school has
contracted to perform a special task (such as an attorney, auditor, medical consultant, or therapist); or a
parent/guardian or student serving on an official committee, such as a disciplinary or grievance committee, or assisting
another school official in performing his or her tasks. A school official has a legitimate educational interest if the official
needs to review an education record in order to fulfill his or her professional responsibility. Upon request, the school
discloses education records without consent to officials of another school in which a student seeks or intends to enroll.

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

Family Policy Compliance Office

U.S. Department of Education

400 Maryland Avenue, SW

Washington, DC 20202-5901

Right to Know Policy

Parents/guardians of all children who attend Title | Schools have the right to request information about the
qualifications of their child's teachers and paraprofessionals, including:

(1) Whether the teacher has met state qualification and licensing criteria for the grade levels and subject areas in which
the teacher provides instruction;

(2) Whether the teacher is teaching under emergency or other provisional status through which state qualification or
licensing criteria have been waived.

(3) The baccalaureate degree major of the teacher and any other graduate certification or degree held by the teacher,
and the field of discipline of the certification or degree.

(4) Whether the child is provided services by paraprofessionals and, if so, their qualifications.
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Notification of Rights under the Protection of Pupil Rights Amendment

Notification of Rights under the Protection of Pupil Rights Amendment (PPRA) affords parents/
guardians and students who are 18 or emancipated minors (“eligible students”) certain rights regarding our conduct of
surveys, collection and use of information for marketing purposes, and certain physical exams.

These include the right to:

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

. Political affiliations or beliefs of the student or student’s parent/guardian;

. Mental or psychological problems of the student or student’s family;

. Sex behavior or attitudes;

. lllegal, anti-social, self-incriminating, or demeaning behavior;

. Critical appraisals of others with whom respondents have close family relationships;

. Legally recognized privileged relationships, such as with lawyers, doctors, or ministers;

. Religious practices, affiliations, or beliefs of the student or parents/guardians, or income,
other than as required by law to determine program eligibility.

NOoOUnnpH,WNR

Receive notice and an opportunity to opt a student out of:

1. Any other protected information survey, regardless of funding;

2. Any non-emergency, invasive physical exam or screening required as a condition of attendance, administered by the
School or its agent, and not necessary to protect the immediate health and safety of a student, except for hearing,
vision, or scoliosis screenings, or any physical exam or screening permitted or required under State law; and

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

Inspect, upon request and before administration or use:

1. Protected information surveys of students;

2. Instruments used to collect personal information from students for any of the above marketing, sales, or other
distribution purposes; and

3. Instructional material used as part of the educational curriculum.

The school will directly notify parents/guardians and eligible students of these policies at least annually at the start of
each school year and after any substantive changes. The school will also directly notify parents/guardians and eligible
students through U.S. mail, email, or parent meetings of the specific or approximate dates (if such events are planned
and/or scheduled) of the following activities and provide an opportunity to opt a student out of participating in:

1. Collection, disclosure, or use of personal information for marketing, sales or other distribution;

2. Administration of any protected information survey not funded in whole or in part by ED; and

3. Any non-emergency, invasive physical examination or screening as described above.

Parents/guardians or eligible students who believe their rights have been violated may file a complaint with:
Family Policy Compliance Office

U.S. Department of Education

400 Maryland Avenue, SW

Washington, DC 20202-5901
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Attachment 2: Confidentiality Policy

Personal information about individual students is considered confidential. We store this type of information in student
records that are located in a secured central location with limited access (a locked file cabinet) as per the federal Family
Education Rights and Privacy Act of 1975 (FERPA) and the Individuals with Disabilities Education Act (IDEA) stipulations.
These records are only available to those staff members who work with the students. When records are officially
requested in writing from another school or from a student’s parent/guardian or the relevant student over eighteen
(hereafter referred to as “eligible student”), files may not be removed from the building except in the form of copies and
unless they have been authorized for release by the Records Access Officer.

A student’s parent or guardian, who has established his or her identity, has the legal right to inspect and review their
child’s file upon written request to the school’s Main Office. Based on the nature of the request, the parent/guardian
will receive a response either granting full or partial access to the files or a denial of the request within 5 to 45 days of
receipt of the request.

If the request is deemed a Freedom of Information Law (FOIL) request then the FOIL requester will receive a response
within 5 days of receipt of the written request. If the school is unable to respond to the request within 5 days of receipt
the file requester will be notified of an approximate date on which to expect a response. If within 20 days the school is
unable to respond to the request the school will explain in writing both the reasons for the inability to reply to the FOIL
request and an exact date on which a response will be provided.

If the request is determined to be a FERPA request ONLY and the FERPA file requester establishes his or her identity as a
parent, guardian, or “eligible student” (as per FERPA definitions) and the file is to determined to be one which the
individual in question has legal access to under FERPA said person will be granted access to all files not otherwise
excluded within 45 days of the submission of the request.

If the request is determined to be an IDEA request and the IDEA file requester establishes his or her identity as a parent,
guardian, or “eligible student”, and the file is to determined to be one which the individual in question has legal access
to under IDEA said person will be granted access to all files not otherwise excluded within 45 days of the submission of
the request. If the request by a parent for a record is connected to a meeting of a committee on special education (CSE)
or to an IDEA related due process hearing, the school must provide the requested record prior to such meeting or
hearing, or within 45 days, whichever period is shorter.

Conversations between teachers, administration, and parents/guardians about students, their specific educational
concerns, or their past records are confidential. Information should not be shared with staff members or school
community members that are not directly involved with the student.

As charter schools are subject to FERPA which requires a school to protect a student’s privacy, the school will not
disclose any personally identifying information from the student’s permanent records except as authorized pursuant to
FERPA, or in response to a subpoena, as required by law, including FOIL. The parent/guardian of a student under
eighteen years of age, or student eighteen years of age or older, is entitled to access the student’s school records by
submitting a written request to the school’s Records Access Officer. Further information concerning the disclosure of
student information and limitations on such disclosure may be found in FERPA. Parents of disabled children also have
the explicit right to have a representative inspect and review the records and the right to obtain explanations and
interpretations of their children’s education records, so long as such requests are reasonable. Further information
concerning the disclosure of school and board information and limitations on such disclosure may be found in IDEA.
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Any person or entity wishing to gain access to non-confidential school and/or board records must submit a request in
writing to FOIL Records, in our main office.

If an individual believes that this confidentiality has been violated or that his or her request has been improperly
handled, the individual should bring their concern to the attention of the Records Access Appeals Officer. The Records
Access Appeals Officer will review the situation and determine if the policy has been violated. If an individual believes
his or her request has been improperly processed or wrongly denied by the Records Access Appeals Officer he or she
may appeal to the relevant agency, FOIL, FERPA, or IDEA (contact information for all relevant agencies is included in the
Addendum).

Freedom Of Information Law (FOIL) Policy and Procedure

It is the policy of School to furnish to the public the information and records required by the Freedom of Information
Law (“FOIL”) constituting Article 6 of the Public Officers Law (“POL”). A complete listing on FOIL policy and procedures
may be requested from the School’s main office.

Family Education Rights and Privacy Act (FERPA)

The Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. § 1232g; 34 CFR Part 99) is a Federal law that protects
the privacy of student education records. The law applies to all schools that receive funds under an applicable program
of the U.S. Department of Education.
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Appendix A.

Students with Disabilities Subject to Discipline

Scholars with disabilities and scholars with a 504 Plan who are removed from their current educational programs for
more than 10 school days are entitled to specific protections under the Individuals with Disabilities Education
Improvement Act (IDEIA) and Federal and State Regulations.

IDEA protections apply to:
- Students with disabilities in Charter Schools; AND
- Students for whom the Charter School is deemed to have knowledge of a disability.

When a Charter School student with a disability violates the Charter School’s code of conduct and is removed (either
immediately or following a hearing or conference consistent with due process), then the following procedures apply.

. SHORT-TERM REMOVALS

IF the removal is 10 or fewer consecutive school days AND 10 or fewer cumulative school days in a school year, THEN
the Charter School:

- May remove the student; AND

- Must provide services to student similar to students without disabilities.

- Must provide the Student with due process consistent with Goss v. Lopez. See 34 CFR § 300.530(a), (b), (d)(3); Goss v.
Lopez, 419 U.S. 565, 576-583 (1975).

Il. CUMULATIVE REMOVALS

IF the removal is more than 10 cumulative school days in a school year, but not more than 10 consecutive school days,
THEN the Charter School:

® Must first determine if the previous removals in conjunction with the current removal constitutes a pattern of

removal. The Charter School should consider the following factors to determine whether a pattern exists: or
whether the series of removals total more than ten (10) school days in a school year; or whether the student’s
behavior is substantially similar to the student’s behavior in previous incidents that resulted in discipline; and or
if the behavior is substantially similar, whether there is a pattern by considering additional factors such as

0 the length of each prior removal;

0 the total amount of time the student has been removed from school; and

0 the proximity of the removals to one another. See 34 CFR § 300.530(d)(4), 300.536; 34 CFR §

300.11(c)(1) through 34 CFR § 300.11(c)(2).

IF there is NO PATTERN, THEN the Charter School

- May remove the student; AND

- Must determine and provide special education services so the student continues to make progress towards the goals
on the student's IEP and continues to participate in the general education curriculum. See 34 CFR §§ 300.101(a);

300.530(d)(4), 300.536.RN

IF there is a PATTERN, see Section Ill (“Long-Term Removals”).
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lll. LONG-TERM REMOVALS

IF the removal is for more than 10 consecutive school days, OR

IF there is a pattern of removals (see Section Il, “Cumulative Removals”), THEN a “disciplinary change of placement” has
occurred, and the following actions must be taken:

Services:
* When the student is removed, then

o The CSE, which includes relevant personnel from the Charter School (including the Student’s teacher), determines the
special education services so the student continues to make progress towards the goals on the student's IEP and
continues to participate in the general education curriculum; AND

o The Charter School determines the alternative site that implements the services recommended by CSE during the
disciplinary change of placement. See 34 CFR §§ 300.530(c), (d)(1), (d)(2), (d)(5), 300.531, 300.536.RN New York State
Charter School Office Guidance on Charter Schools and Special Education at Q&A No. 8, found online at
http://www.p12.nysed.gov/psc/specialed.html.

Actions:

- The Charter School sends notice of discipline and procedural safeguards notice (“PSN”) to the parents and immediately
notifies DOE in writing;

- DOE sends a manifestation determination review (“MDR”) scheduling notice and PSN to the parents;

- The Charter School suspension hearing must occur prior to the MDR.

- MDR must occur within 10 school days of the earlier of either (a) actual removal, or (b) the decision to remove the
student (a disciplinary change of placement). 1 Accordingly, the suspension hearing must be scheduled and held
immediately after the conduct in question to allow the MDR to occur within 10 school days of the earlier of either (a)
actual removal, or (b) the decision to remove the student.

- MDR Team, including DOE, parent, and relevant IEP team members of the Charter School (such as the student’s
teacher, etc.) must review the student’s file and determine if the conduct was a manifestation of the student’s disability.
See 34 CFR §§ 300.503, 300.504, 300.530(e); Goss v. Lopez, 419 U.S. 565 (1975); New York State Charter School Office
Guidance on Charter Schools and Special Education at Q&A No. 8, found online at
http://www.p12.nysed.gov/psc/specialed.html. 1 For example, if a student were to violate a Charter School code of
conduct on day 1, and was immediately removed due to the nature of the conduct, and on day 3 the decision was made
to effectuate a disciplinary change in placement, the MDR would have to occur no more than 10 school days from the
immediate removal (day 1), not the subsequent date the decision was made (day 3).

Manifestation Determination Review:

- The manifestation team must consider all relevant information pertaining to the behavior including: o Relevant
information in the student’s file, including evaluations and the student’s IEP or Section 504 Accommodation Plan, any
Functional Behavioral Assessment (“FBA”) or Behavioral Intervention Plan (“BIP”); o Teacher observations; and o
Relevant information supplied by the parents of the student

- The manifestation team shall determine that the conduct is a manifestation of the student’s disability if: o The conduct
in question was caused by or had a direct and substantial relationship to the student’s disability; OR o The conduct in
question was the direct result of the Charter School’s failure to implement the IEP. The MDR team does not have to
determine that ALL services were not provided, but rather only those in relation to the behavior that is the subject of the
disciplinary action.
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- If the manifestation team finds the answer to either of these questions is “yes,” the behavior must be considered a
manifestation of the student’s disability. See 34 CFR § 300.530(e).

IF the behavior that led to removal was NOT a manifestation of the student’s disability, THEN the Charter School:

- May remove the student; AND
- Must implement the services recommended by the CSE during the length of the disciplinary change of placement. See
34 CFR § 300.530(c), (d)(1), (5); 300.531; 300.536.

IF the behavior that led to removal WAS a manifestation of the student’s disability, THEN:

- The Charter School must return student to the original charter school placement, unless: o If the misconduct involved
weapons, illegal drugs, controlled substances, or serious bodily injury, in which case the Charter School may remove the
Student for up to 45 days in an alternative site while providing services recommended by the CSE; OR o The parent and
DOE agree to a change of placement.

- The CSE and the Charter School remedy deficiencies in IEP and implementation of IEP, respectively;

- The CSE conducts an FBA and develops/modifies the BIP;

- The Charter School implements the BIP. See 34 CFR § 300.530(e), (), (g)

Firearm Violations: Federal and State law require the expulsion from school for a period of not less than one year of a
student who is determined to have brought a firearm to the school, or to have possessed a firearm at School, except
that the principal may modify such expulsion requirement for a student on a case-by-case basis, if such modification is in
writing, in accordance with the Federal Gun-Free Schools Act of 1994 (as amended). “Weapon,” as used in this law
means a "firearm," as defined by 18 USC§8921, and includes firearms and explosives. (New York Education Law
§3214(3)(d) effectuates this federal law.) The principal shall refer a student under the age of sixteen who has been
determined to have brought a weapon or firearm to school to a presentment agency for a juvenile delinquency
proceeding consistent with Article 3 of the Family Court Act.
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Student-Family Handbook Agreement Form

We have received the Mott Haven Academy Student-Family Handbook. As scholars and parents/guardians, we will work
together to support and abide by the ideals and regulations outlined in this document.

The Haven Academy Staff Community will do the following to support student learning:

v
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Provide a safe and positive learning environment that is inclusive and respectful of diverse student and family
needs and backgrounds

Provide scholars with a solid academic foundation so that they will one day enter the ongoing school of their
choice

Maintain high academic expectations for all scholars

Communicate student’s performance, progress, and needs regularly with families through family-teacher
conferences, progress reports, and school and classroom celebrations

Offer families access to workshops to increase their ability to support their student’s academic and social
learning as well as opportunities to learn and engage with their student at school

Respond to all communications within 36 hours

Support Haven Academy’s behavioral policy

Treat other staff, parents/guardians and scholars with respect

Be direct and respectful in communicating with all members of the Haven Academy community

Scholars will do the following to support their own learning:
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Come to school prepared to learn

Maintain high self-expectations

Attend school and arrive on time every day in accordance with the school’s schedule
Complete all class and homework assignments on time

Present top quality work

Read every night

Wear school uniform every day

Follow school and class rules

Treat other scholars, parents/guardians and staff with respect

As a Haven Academy parent/guardian, | will do the following to support my child’s learning:
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Attend family conferences and school events/workshops to support my child’s success

Check my child’s homework folder daily

Read with and/or check that my child is reading independently every night

Communicate with the school staff the kinds of workshops, trainings, or events | would like to participate in and
volunteer for throughout the year

Make sure my child attends school and arrives on time every day in accordance with school’s schedule
Accept and honor Haven Academy’s behavioral system, its rewards, and its consequences

Make sure my child’s uniform is ready to wear every day

Communicate regularly with Haven Academy staff about my child’s progress

Designate a preferred method of communication

Respond to all communications within 36 hours

Treat other parents/guardians, scholars and staff members with respect

Be direct and respectful in communication with all members of the Haven Academy community

Parent/Guardian Signature Student Signature Date
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