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Dear Parents/Guardians and Students:
 
Our goal in this handbook is to include information about our day-to-day operation.  You will find specific information that both parents and students will find helpful in dealing with discipline, progress reports, parent conferences, traffic guidelines, and much more. If you are a first time parent and student or have been with us for several years I hope you find this handbook useful.  Parents, please read this handbook with your child. 
The mission of our school is to assure that all students acquire knowledge and develop the skills and work habits to enable them to become productive members of society. I am proud to say that the community, our parents, staff, and students have not strayed from that goal.
 
 
Sincerely,
Joon Kyu Seo

LA Smart Academy, Director
 
LA SMART ACADEMY
SCHOOL HOURS
Our school hours for the students are 8:30 AM to 6:30 PM. Children should arrive at school before 9:00 AM because students and teachers must have time to settle for the daily routines

The school office opens at 8:30AM and closes at 6:30PM.
Private Kindergarten students must arrive before 8:45 am. Class begins promptly at 9:00 am.
EMERGENCY PLANS
All parents need to plan with their children for emergencies.  Your children need to know what to do if:
· they arrive home from school and no one is home
· an adult approaches them on the way to or from school
· school is dismissed early
In the event that school closes early or there is a delay in opening, children will need to know the neighbor or friend he or she would report to if parents are not at home.  This information should be discussed with each child.  During the first week of school parents fill out a Student Emergency Plan form, so that the school can help students reach the appropriate people in the event of a change in the regular schedule. Please be advised that the plan of having each child or the school call parents if school is dismissed early is not practical and/or acceptable.  
EMERGENCY SCHOOL CLOSING
 The school has asked community members and other schools to develop a plan to relocate students to another building in emergency situations (i.e. power failure, no water, broken pipes, etc.).
In the event of such an emergency, students will be picked up from LA Smart Academy and transported to the LA Philadelphia Presbyterian Church.  At the end of the day, students will be returned to LA Smart Academy to follow the regular dismissal and transportation pattern.
EARLY DEPARTURES
Parents are requested to make medical and dental appointments after school hours.  When an early departure is necessary a note or phone call from the parent in the morning is helpful. Should parents need to take their child out of school for a necessary activity, they are to go to the school office, where the child will be called.  We will ask parents to sign the early departure book.  
 GRADING FACTORS (Private Kindergarten Only)
Teachers will assess a variety of types of student performance as follows: 25% class work, 25% class participation, 25% homework, and 25% projects, tests & quizzes that incorporate the performance outcomes.  More details to follow.
PARENT BULLETINS
Parent bulletins will be sent home monthly or when necessary. Please remind your children that it is their responsibility to get the bulletin home.  
VISITORS
Visitors to the school are welcome; however, the school’s policy is that all visitors must secure permission from the school office to visit any classroom or personnel within the building.  ALL VISITORS must obtain a name tag from the office, wear it during their visit, and return it to the office when leaving. Parents who desire to visit the school or talk with teachers should call the office at 213-252-0933 to arrange their visit.  As teachers are responsible for instructing students throughout the day, it is impossible for them to meet with parents at unscheduled times.  If parents wish to visit the class in session, scheduling a visit will ensure that they are able to see the class when students are not scheduled for a test, a field trip, etc.  Unscheduled, drop-by visits are discouraged.
MEDICATION
Students are permitted to take medication during the school day only when it is deemed absolutely necessary and only under the supervision of school personnel.  A “Physician’s Medication Authorization for Prescription and Nonprescription Medication,”, must be on file for each individual situation.  No medication is to be accepted by school personnel, or allowed to be self-administered under the supervision of school personnel, without the receipt of the appropriate medication authorization form completed by the student’s parent(s)/guardian(s) and physician in its entirety without deletion or alteration.  The school reserves the right to refuse to accept, administer, or supervise the administration of any medication. 
Prescription medication will not be accepted by the school system unless it is labeled by a registered pharmacist with name of medication, name of student, name of physician, date, and directions for administering it. Nonprescription medication or OTC drugs must come to school in original container labeled with name of student & physician, date, and directions for administering it.  
 
ILLNESS AT SCHOOL
Please do not send sick children to school.  Check them carefully before they leave home.  Children often get sick immediately upon arrival.  When any child gets sick at school, we call parents to come for him/her.  Sick children are not allowed to leave without permission from parents or guardians.  It would be helpful if arrangements were made with neighbors if you are not able to come for your child within a reasonable length of time. This is necessary because of our limited sick room facilities.  We are able to provide only minimal care for sick children.  Children should be fever free for 24 hours before returning to school. Students who have a bathroom accident must be picked up immediately.  State law does not allow us to keep the children in the health room.  
 
INJURIES AND INSURANCE
In spite of our constant emphasis on safety, some accidents involving injury to students do occur at school or on the way to school.  When this occurs, it is important that the injured child receive proper care and medical attention.  Minor injuries are cleaned and treated at school, but parents are called, as in the case of a sick child, if the injury is serious.  In many of these serious cases the subsequent medical expenses are a financial hardship to parents.  To alleviate this problem our Board of Education has endorsed a low cost health insurance program.  Printed material explaining the policy will be sent home during the first week of school.  School time or twenty-four hour coverage can be purchased.   Students entering the school system during the school year may enroll in this program within thirty (30) days of school entry.
 Please tell each child to inform his/her teacher if an accident does occur during school or on the playground.  Many children do not mention such incidents until they are at home.  We must fill out an accident report and file papers for the insurance claim.
 
CODE OF STUDENT CONDUCT
The basic policy student conduct and discipline is found in the Code of Student Conduct,. Its primary purpose is to standardize procedures regarding rules of conduct and consequences for infractions of those rules.  It is based on the philosophy that a good education is contingent upon a positive learning environment with good order and discipline free of unnecessary distractions and disruptions.
 As part of the school’s orientation unit the Code of Student Conduct is required subject matter for all students.  At the conclusion of the unit, which includes a session with the principal or his designee, students should be able to:
         discuss the CODE OF STUDENT CONDUCT in terms of the importance of accepting responsibility for one’s own behavior
         describe the consequences of inappropriate behavior
         list alternative behaviors for problem situations
         list acceptable and unacceptable bus behaviors
 A copy of the Student Behavioral Contract will need to be signed by you and your child following the Code of Student Conduct orientation.  Keep the pink copy and return the original and yellow copies to your child’s teacher.
 
PROFANITY
The following school policy has proven quite effective in curtailing the amount of cursing on the playground and in the school.  When a student uses a word or phrase that is unacceptable in the school environment, the student is required to phone his/her parents and inform them of the use of the word or phrase.  Hopefully, the phone call will solve the problem.  Parents need not talk to the teacher or other school personnel, just the child. Obscenities/gestures, swearing, vulgarity, and cursing are included in this category.
TEXTBOOKS, MEDIA, AND CLASSROOM SUPPLIES
The cost of books has risen dramatically.  We require that all textbooks and books are handled with care at all times. Covers may not be attached to the books with tape or other adhesives.  If at any time a student damages a book(s), it  is the students responsibility to replace the book.
 
DRESS CODE
The manner in which students dress and present themselves during the school day is to be determined by the parents of the student.  It is the responsibility of the home to determine the fashion and/or manner in which they desire their children to attend school.  However, the school reserves its legal right to act with respect to any student whose appearance and/or behavior may be inappropriate for the maintenance of a healthful school environment.
 We believe that school is not unlike a place of business in many ways.  Appropriate dress is believed to encourage serious learning.  The school will try to cooperate with the parents in helping develop neatness and a sense of taste in the choice of appropriate clothing for school.  It is obvious that girls and boys of different ages and sizes have different requirements in regard to length and styles.  Whenever a student’s clothing causes a distraction to the learning environment, the school will notify parents

**Uniforms are required for Private Kindergarten**
SYSTEMATIC DRESS CODE FOR STUDENTS
The following dress code was adopted by the School:
 Headdress 
         Headdress can be worn indoors for religious or health reasons only.
Shirts & Blouses
         Shirts and blouses should be continuous from neckline to waist.  The entire mid-section should not show.  No tank tops and muscle shirts.
         No clothing with vulgar language, obscene pictures, weapons, drug/alcohol or drug paraphernalia and tobacco products.
         No identifiable gang/crew clothing or paraphernalia.
         No see-through clothing.
Skirts, Dresses & Shorts
         Skirts, dresses, shorts, and spandex skirts should be approximately six (6) inches below the buttocks, or no shorter than fingertip level.
Pants
         Pants should be secured at waist—no sagging below waist to expose undergarments.
         Tights, stretch pants, leggings, and spandex body suits must be worn with clothing long enough to cover buttocks.
 Shoes
         Shoes must be worn. Tennis shoes are the best for Physical Education and recess. 
 BUS RIDERS 
We will always put the child on the bus unless the parent/guardian writes a note to the teacher stating otherwise. We will not take the word of a child.  It must be in writing.
Parents are asked to discuss the Bus Rider Responsibilities with their children.
         Remain seated while bus is in motion; keep noise down by talking in normal conversational tones only; maintain normal classroom standard of conduct.
         No eating, drinking, or smoking on bus; no animals or other non-school related objects should be taken onto the bus.
         Do not extend arms, hands, head, or any object from bus windows, or throw any object from the bus.
The bus driver is in charge of the bus to the same degree that a teacher is in charge of the classroom.   Behavior must be maintained on the bus in the interest of safety.  Bus drivers will usually give a warning or two before referring a discipline problem to the principal.  Students, who refuse to follow safety rules, thus creating an unsafe condition, may lose their riding privilege.  The bus driver completes a bus behavior referral form when the driver decides he/she is unable to appropriately deal with the student’s conduct.  A copy of the form is sent to parents after the principal or his designee takes action.  If a student loses the privilege of riding any school bus, it becomes the responsibility of the parent or guardian to transport the student to and from school. If the action taken by the principal or his designee does not resolve the problem and the student continues to disregard the rules and is issued an additional referral, the student will be suspended from the bus up to 5 days. Fighting can result in an immediate suspension of the bus riding privilege.  

FIELDTRIPS
Throughout the year, students are required to take part in educational fieldtrips. The trips are designed to enhance the learning process. A fieldtrip form will be sent out prior to the trip and must be completely filled out in order to participate. A school shirt must also be worn. They may be purchased to $15. Shirts are also available at school.
EXTRA-CURRICULAR ACTIVITIES

These activities are available after all homework and assignments are complete. The classroom teacher has sole discretion to allow the students to participate.

 
GROUNDS FOR TERMINATION

If at any time the student fails to correspond to the school policies, the student can be terminated from the school. The following are grounds for termination including but not limited to:
1. Not potty trained by the age of four years and nine months.

2. Repeated fighting

3. Repeated biting

4. Parents are deemed dangerous for the safety of the students, teachers, and staff.

The above is only a partial listing. If other occurrences occur, a meeting will be held with the student, parent(s), and appropriate staff for ground of termination.
REFUND POLICY

If for any reason your child misses school, a one week credit will be given for every two weeks missed.

If your child misses fifteen (15) consecutive days of school, the child will be dis-enrolled. A new application must be filled out and re-enrolled.

I have read and reviewed the handbook with my child. I am well aware of the school policies and will abide by them.

----------------------------------------------------


-----------------------------------------------

Parent Name






Parent Signature

Date
----------------------------------------------------


-----------------------------------------------

Student Name






Student signature

Date
