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E.L. Haynes Public Charter School 202.667.4446 TEL www.elhaynes.org
3600 Georgia Avenue, NW 202.667.8811 FAX

Washington, DC 20010 info@elhaynes.org

PUBLIC CHARTER SCHOOL

E.L.HAYNES

July 2009

Dear Families,

Welcome to E.L. Haynes Public Charter School! This is our sixth year. In 2009-2010 we will serve
450 pre-Kindergarten to 7" graders. We will continue to grow over the next six years to serve 900
pre-Kindergarten through 12" graders. E.L. Haynes is free and open to all students in the District
of Columbia.

At E.L. Haynes, our mission is for every student to reach high levels of academic achievement. We
promise that students will have an excellent teacher every year and master rigorous standards in
literacy, math, science, social studies, the arts, Spanish, and health & fitness. Students will engage in
learning expeditions and will gain a deep understanding of science and math. Students will develop
critical social and leadership skills with E.L. Haynes” use of Responsive Classroom principles and
practices.

We are pleased that you are a part of our school community and we are committed to working with
you to prepare your child for success at the college of his or her choice. As partners, we will work
together to ensure your child’s academic, social, and emotional growth and prepare your son or
daughter to be a successful individual, active community member, and responsible citizen.

The E.L. Haynes Family Handbook supports our partnership by giving you important information
about E.L. Haynes. Everything from the school’s guidelines for celebrating student birthdays to our
policies about student discipline and attendance is outlined here. Also included as an appendix are
our School Policies on discipline and attendance.

In order to ensure that we know you have received this handbook, you will need to sign the
acknowledgement form and submit it to the Front Office. If you have any questions, please contact
any of us or the Front Office staff at (202) 667-4446.

Sincerely,

hnifer C. Niles Eric Westendorf
Founder and Head of School Principal, 4™ through 8% Grades
Michelle M Molitor

Principal, Pre-K through 3 Grades



1. ABOUT E.L. HAYNES PUBLIC CHARTER SCHOOL

Our Vision
E.L. Haynes will be a model of educational excellence and make a lasting impact on urban
education in Washington, DC and across the nation.

Our Mission

Every E.L. Haynes student — regardless of race, socioeconomic status, or home language —
will reach high levels of academic achievement and be prepared to succeed at the college of
his or her choice. E.L. Haynes students will be instilled with a deep appreciation for
mathematics and science and will develop the lifelong skills needed to be successful
individuals, active community members, and responsible citizens.

Our Beliefs
Every child can learn and reach high levels of academic achievement.
Every child can make a significant contribution to the school and community.
Families are integral to students’ success.
Students learn when teachers learn.
All of us grow when we embrace diversity.
Literacy in math and science is critical for participation in civics and economic life.

Our Values
Be Kind
Our individual success and the success of our organization depends on our ability to
respect and take responsibility for ourselves and others, and work together so that we
create an environment conducive to outstanding achievement. Every act of kindness, no
matter how small, positively impacts our ability to succeed.

Work Hard

Research shows that intelligence is linked to effort and the habits of working hard are
critical for every individual’s success. Much of what is worth achieving is not easy — we
need to learn how to work hard and practice hard work in all that we do.

Get Smart

E.L. Haynes is a professional learning community, where every student, teacher, and
staff member is on a continual educational journey. The school fosters a deep love of
learning in students and staff.

Our Promise

E.L. Haynes’ promise is to provide every student with an outstanding education, every
family with a welcoming and respectful environment, every teacher with a fulfilling and
professional place to work, and every community member with a school in which they can
take pride.



Organizational Overview

E.L. Haynes Public Charter School was founded in 2004 and has a program based on
nationally-recognized best practices for advancing student achievement. In 2009-2010, E.L.
Haynes will serve 440 students in grades Pre-K through 7 and will grow, adding a grade each
year, until it serves students in grades Pre-K through 12. In April 2008, E.L. Haynes was
chosen from DC’s 56 charter schools as the winner of Fight for Children’s first-ever Quality
Schools Initiative Award. In both 2008 and 2009, E.L. Haynes was named a Silver Award
winning school through New Leaders for New Schools’ Effective Practice grant program,
ranking in the top 10 of a consortium of nearly 150 charter elementary schools nationwide.
For more information, please visit www.elhaynes.org.

About Dr. Euphemia Lofton Haynes

Martha Euphemia Lofton was born in Washington, D.C. in 1890, the first child and only
daughter of Dr. and Mrs. Lofton. After graduating from Washington D.C. Miner Normal
School with distinction, she went on to earn an undergraduate mathematics major (and
psychology minor) from Smith College in 1914. In 1917, she married Harold Appo Haynes.

Haynes pursued graduate studies in mathematics and education at the University of Chicago,
earning a masters degree in education in 1930. She continued her graduate work in
mathematics at the Catholic University of America where in 1943 she became the first
African American woman to earn a Ph.D. in mathematics.

Haynes taught in the public schools of Washington, D.C. for forty-seven years. She also was
a professor of mathematics at Miner Teachers College where she established the
mathematics department, and served as chair of the Division of Mathematics and Business
Education at the District of Columbia Teachers College. From July 1966 to July 1967,
Haynes served as the first woman to chair the District of Columbia School Board. She
played a central role in the integration of the DC public schools. In addition to her academic
work, Haynes also served as president of the Catholic Interracial Council of the District of
Columbia, and president of the Washington Archdiocesan Council on Catholic Women.

We are honored to have such a remarkable woman, teacher, mathematician, and community
leader from whom to model ourselves. Although Dr. Haynes does not have any living
relatives, we will remember her accomplishments, her courage, and her integrity through the
work we do with children, teachers, and families as we grow E.L. Haynes into an
outstanding school.

Diversity

One of the unique aspects of E. L. Haynes is the remarkable diversity of our students and
families. E.L. Haynes values the cultural, linguistic, and ethnic diversity of our community
and strives to celebrate it in our classrooms, at our festivals, and throughout our school
building. Students learn about the people around them, and gain critical social and cognitive
skills by respecting others who may have different customs, beliefs, and habits and by
understanding the commonalities we all share. The makeup of our students is approximately
50% African American, 27% Latino, 20% Caucasian, and 3% Asian. Approximately 60% of
students qualify for free and reduced lunch, 20% are English Language Learners, and 12%
receive special education/inclusion setvices.



2. ADMISSIONS

Admission

E.L. Haynes is open to all students in the District of Columbia. To apply to E.L. Haynes,
families must submit an application which contains the prospective student’s name, age,
address, previous school, and contact information. Applications for are available at the
school and on our website (www.elhaynes.org). The enrollment period for 2010-2011 will
begin on November 1, 2009. Applications received prior to the April 15, 2010 deadline will
be entered into the lottery (see below) for the following year. Applications received after the
lottery date will be added to the appropriate grade level’s waiting list.

Withdrawal

When a family moves from Washington, DC or decides to change schools for any reason,
the student’s parent/guardian must complete a withdrawal form. Withdrawal forms may be
obtained from the Front Office. If a student leaves school before the withdrawal form is
returned to the Front Office, those absences will be marked as unexcused. For more
information, see the School Policies section in the Appendix. In addition, student records
will not be released to a new school without parental consent, which is given on the
withdrawal form.

Once withdrawn, a student must complete an application and go through the lottery process
to return to E.LL. Haynes. Former students do not receive a preference in the lottery.

Age Requirements for Pre-Kindergarten and Kindergarten

In order to be accepted into pre-Kindergarten, children must turn 4 years old by September
30 of the school year. In order to be accepted in to Kindergarten, children must be 5 years
old by September 30 of the school year.

Lottery

If the number of new applications received before the lottery deadline exceeds the number
of spaces available, E.L.. Haynes must hold a lottery in accordance with DC public charter
school law. Only students whose applications are submitted before midnight on April 15,
2010 are eligible to participate in the lottery for the 2010-2011 school year.

The lottery will take place within a few weeks of April 15, 2010. Applicant names will be
selected in a blind drawing on a grade by grade basis. Once all the available spaces have
been filled in a particular grade, the rest of the applicants for that grade will be placed on a
waiting list in the order in which their names are drawn.

If a student applies to E.L. Haynes after April 15, 2010 and there is still space available in
the grade in which the student has applied, he or she will be accepted on a first-come, first-
served basis. If there are no spaces available, then the student will be placed on the waiting
list for that grade.

Re-enrollment
Parents of current students wishing to attend E.L. Haynes Public Charter School during the
2010-2011 school year must notify the school by completing a commitment form. A



reminder and form will go home in student folders well before the deadline. Parents of
current students who miss the deadline must submit an application to be considered for re-
enrollment. In addition, families must return completed re-enrollment forms by the June
Parent/Teacher Conference day to secure their space for the following yeat.

Sibling Preference

The DC Charter Law states that siblings of enrolled students receive preference for
admissions. Thus, if a family of an enrolled student would like a sibling to attend E.L.
Haynes, the family must submit a completed application prior to the lottery deadline.
Siblings of enrolled students will receive a preference over applicants from new families. If
there are more siblings than spaces available for a particular grade level, then there will be a
lottery among those siblings to determine who may enroll.

Other Preferences

In accordance with federal regulations, E. I.. Haynes gives admissions preference to the
children of teachers and school founders. The use of these preferences, however, may
constitute only a small percentage of the student body.

Waiting List(s)

In accordance with the regulations set forth by the DC Public Charter School Board, E.L.
Haynes must start new waiting lists each year. For instance, a waiting list for Kindergarten
this year can not automatically roll over to become the 1% grade waiting list for next yeat.
Thus, every family on the waiting list will need to re-apply every year.



3. ACADEMICS AND PROGRAMS

Academic Overview

The curriculum at E.L. Haynes is founded on the belief that in an environment with
excellent teaching and a strong partnership with families, every student can reach high levels
of academic achievement. The school expects students to:

Meet rigorous expectations.

Produce authentic, interesting work.

Actively engage with real-life problems and questions.

Become passionate and skillful life-long readers and writers.

Develop mathematical and scientific thinking, problem solving and inquiry skills.
Build strong interpersonal, communication and collaborative skills.

Literacy
Balanced literacy is a framework for instruction built on the premise that all children will

learn to read and write when given a wide variety of real-life experiences appropriate to their
current level. Students are given daily opportunities to practice reading and writing skills
with varying levels of support and scaffolding. At the heart of E.L. Haynes’ balanced literacy
model is the independent workshop, in both reading and writing. The workshop structure
allows students to spend long periods of time reading at their independent level and
promotes opportunities for small group and individualized instruction. Students engage in
authentic reading and writing tasks and develop skills they will apply throughout their lives.
In PreK through 3 grade, workshops are supplemented with daily lessons in phonics and
word study.

Math

The core curricular resource for grades PreK through 6 is the Everyday Math curriculum.
Everyday Math is a challenging, standards-based, “spiraling” curriculum. Students learn
concepts and skills from all mathematical strands, as well as the connections between these
concepts, through multiple exposures to topics and frequent opportunities to review and
practice. When necessary, we supplement the Everyday Math curriculum to meet all DC
standards.

In order to be ready for Algebra I in 8" grade, seventh graders will learn a combination of
traditional 7" grade math plus pre-algebra concepts. The core resource in 7" and 8" grades
is the highly respected University of Chicago School Math Program (UCSMP). Our
curriculum aims to develop mathematicians with a balance of procedural fluency, conceptual
understanding, and problem solving skills.

At every level, teachers often use small groups or modified assignments to differentiate
instruction for students who are working below or above grade level.

Science
The development of scientific thinking is an important goal at E.I.. Haynes. Students in all
grade levels study life, earth and physical science throughout the year, developing both



scientific content knowledge and an understanding of scientific processes and
communication. The FOSS (Full Option Science System) science units are the basis for
much of our science instruction. FOSS is an inquiry-based program that provides students
with hands-on opportunities to engage in authentic scientific inquiry that require increasingly
complex cognitive skills. Each grade addresses science standards through study of the FOSS
science units.

Social Studies

Students at E.L. Haynes learn grade level social studies content and concepts by reading and
listening to texts on their level. Students are challenged to discuss, think and write about
important events, people, places and ideas. Teachers provide direct instruction, using
reference texts, primary documents, maps, atlases, etc, to deliver background knowledge or
spatial reasoning skills. Social studies units are often integrated with literacy units. Students
simultaneously gain skills in reading or writing a particular genre and knowledge of a
particular historical period or social studies topic.

Learning Expeditions

In the spring, every class at E.L.. Haynes embarks on multi-week learning expedition in order
to tackle a science topic more deeply. Expeditions are in-depth, long-term investigations of
significant real-life problems and questions. These topics are compelling and relevant to
students, but also address issues important to the community or discipline at large. Classes
begin preparing for their expeditions eatly in the year.

Expeditions involve:

In-depth investigations that address guiding questions;

A high-quality product that meets an authentic need and has an audience and
purpose beyond families and the classroom teacher;

Many opportunities for fieldwork that have a clear purpose, often related to
collecting data or research in an authentic way;

Service learning;

Visits from outside experts;

Student performances and presentations of expertise and high-quality work.

A few examples of past expeditions:

3" grade, River Responsibility - How do our actions impact water health in the
Anacostia and Chesapeake Bay Watersheds?

1% grade, Insects -Why do insects look so funny? How do animals evolve and
change over time?

5" grade, Urban Gardening — What are the benefits of growing and eating
vegetables and fruit grown locally? How can we use the principles of solar
energy to build a solar oven?
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Middle School

E.L. Haynes’ middle school students are challenged to tackle increasingly rigorous academic
demands and to accept greater responsibility for their own learning. In Humanities, students
not only read and write for enjoyment, but they use these skills to develop a deeper
understanding of world history, geography and cultures. Middle School math courses
develop students’ algebraic thinking and problem solving so that they are prepared for high
levels of math and science in high school. Students will study topics in life, earth and
physical science each year of middle school and will continue to develop scientific inquiry
skills and content knowledge.

English Language Learning Support

E.L. Haynes has developed its ELL program to support the success of our students who are
culturally and linguistically diverse in the general education curriculum. During 2008-2009,
our ELL program served 90 students who spoke eight different languages. The purpose of
our ELL program is to:

Develop the language and literacy skills of non-native English speakers.
Ensure access to the general education curriculum for students who are still
developing cognitive academic language proficiency.

Our ELL team achieves these goals through identification of students, direct instruction,
consultation with general education teachers, professional development for staff, and
participation in Academic and Social Student Support Team (AS3) and Multi-disciplinary
team (MDT) meetings. Our ELL teachers monitor the progress of students’ language and
literacy acquisition quarterly by conducting assessments, making observations, and soliciting
input from general education teachers. They prepare quarterly ELL progress reports for
families of students who receive services. In accordance with guidelines determined by the
OSSE, we use annual ACCESS test scores to track the progress of students’ language and
literacy development over time.

Homework

Homework is designed to reinforce the day’s lessons either by practicing skills or using new
skills in different contexts. In Pre-Kindergarten and the first half of Kindergarten students
do not receive formal homework, however, the classroom newsletters include suggestions
for fun activities to help students practice skills and concepts at home. Beginning in the
middle of Kindergarten and continuing through the elementary school, students receive
homework Monday through Thursday. Homework assignments are designed to be
developmentally appropriate for each grade level and to help student reinforce and review
skills and concepts taught in class.

Parents/guardians and other adult family members must encourage and monitor their child’s
completion of homework. This means having a nightly routine for homework. Children
should have a special, quiet, well-lit place to do their homework each night. Parents should
monitor homework completion, offer assistance when needed, and make sure that
homework is returned to the backpack and to school the following morning. However,
parents/guardians should not compete their child’s homework assignment for them. If a
student can not complete an assignment without assistance, families should contact the
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teacher so that he or she can reteach the concepts. Whenever possible, homework
assignments will be written in Spanish and English.

Family members are encouraged to attend school-sponsored workshops for
patents/guardians about their child’s academic program (e.g. Literacy Night) and to ask the
teachers and teaching associates for additional ways to support students’ academics at home.

Guided Reading Books

As part of E.L. Haynes’ literacy curriculum, students bring home one or more leveled
reading books nightly. These books, often packaged in a clear plastic bag, are critical for
daily reading instruction at school and at home. In accordance with extensive reading
research, parents or a family member need to read with their child(ren) for at least 30
minutes every night and make sure students bring these books to school every day. If
parents are unable to find the leveled book(s) at home, they must replace the book at a cost
of $5.00 dollars each. Please do not attempt to replace the book(s) on your own because we
order them in sets of four or six from companies that specialize in supplying reading books
for schools and we need to purchase them through our own vendors.

In addition to guided reading books, students in grades K-7 are given opportunities to
“shop” for independent reading books in their classroom libraries. We believe that students
need access to books of interest at their independent reading levels, and our classroom
libraries are rich and deep. Students are instructed to bring home an independent reading
book from the classroom library every single night for continued practice. These books are
on loan from the school and must be transported to and from school daily. Students keep
their borrowed books in plastic or cloth bags to protect the books from damage. Teachers
keep records of borrowed books and students are expected to pay for any lost or severely
damaged books.

Reading Challenge

One of the most successful ways for students to become better readers is to encourage
frequent, voluminous reading. In the 2008-2009 school year, students were challenged to
read 5 million minutes at home and school and reached their goal by June 2009. This school
year, E.L.. Haynes is proud to sponsor the Six Million Minute Challenge. The goal for the
school was for the student body to read a collective total of 6 million minutes by June 2010.
The challenge for 2009-2010 will be announced when school begins.

Students' minutes are recorded on a home-school reading log. In 2™ through 7" grade,
students are responsible for tracking the amount of minutes they read in and out of class on
their logs, and these logs are a critical component of E.L. Haynes homework. In PreK
through 1% grade, classroom teachers help track in-class minutes and families track weekly
minutes at home spent reading with their children. Families need to ensure that students
have a time and place to read for at least thirty minutes every single night, and that students
transport their reading logs to and from school daily.

Math Challenge

The E.L. Haynes Math Challenge is a new school tradition, developed to help students apply
their math skills with flexibility and creativity, and to celebrate our students accomplishments
in math. Every second week, a new math challenge will come out with questions ranging

12



from PreK through college levels. Copies will be distributed in class, with additional copies
available in the lobby. Students, parents and staff members are all encouraged to participate,
and to try to answer as many questions as they can. Students and community members who
complete at least one problem will be recognized at All School Meeting.

Promotion/Retention

Promotion will be based on students’ meeting grade-level standards, and will be determined
by a student’s assessment information, teacher recommendation, and principal approval. A
student may be promoted who has not yet met grade-level standards if she or he
demonstrates at least one year’s growth, especially if he or she is within six months of
meeting the grade-level targets or is old for his/her grade, and the principal and classroom
teacher recommend promotion.

Students who are at risk of not being promoted will be identified during the third quarter,
and a conversation with each student’s family will take place in March or April. All students
who are candidates for retention will receive additional academic support and be closely
monitored. Final decisions may be made as late as June as to what is most appropriate for
the child and the circumstances. If a student must be retained, then the classroom teachet,
principal, and family will meet to discuss how the upcoming year will offer the student
different and sufficient supports to ensure the student’s success.

Social Work

E.L. Haynes social work program is designed to ensure all students are ready to learn every
day. E.L.. Haynes’ counselors work with teaching staff, families, and students to ensure that
the learning environment is “safe” for all students, that families have access to community
resources to help them, and that students develop the social skills necessary for success in
the classroom. Our counselors provide small group and individual counseling services for
students who demonstrate weaknesses with social skills, anger management, and impulse
control in the classroom. They also oversee the implementation of several research-based
curricula in our classrooms, such as Second Steps and Good Touch Bad Touch. When
needed, the social worker will do classroom or grade-level workshops for students in areas
that may be relevant to the entire group (e.g., anti-bullying). They also consult with teachers
and parents to support their development of nurturing relationships and environments for
students.

Special Education and Inclusion

E.L. Haynes values diversity of all kinds in our community. Our strong belief is that all
students, including those with disabilities, can achieve at high levels. We also believe that all
students benefit from the inclusion of students with disabilities in the general education
classroom. Both research and our own experience demonstrate that students with disabilities
perform better with greater access to the general education curriculum and non-disabled
peers. Our special education program is designed to provide access to our students with
disabilities through Individualized Education Programs (IEPs) and 504 plans.

The E.L. Haynes Inclusion team is comprised of inclusion teachers, social workers, a
speech-language pathologist, an occupational therapist, a Wilson reading teacher, and a
contracted psychologist. These team members collaborate with general education teachers,
English Language Learner (ELL) teachers, and each other to provide students with
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disabilities the necessary instructional environment, tools, and support to access the general
education curriculum.

The inclusion program and team has two main priorities:

To identify students with disabilities through a rigorous and timely referral,
evaluation, and eligibility process.

To provide excellent services to students with disabilities so that they may meet
their IEP goals.

The Inclusion program is managed by the Director of Student Support Services.

Student Assessments and Testing

At E.LL. Haynes, students at all grade levels are assessed in a variety of ways throughout the
year. The goal of assessment is two-fold: 1) to give the teacher(s) information about what a
student does and does not know to inform instruction and 2) to give the school and our
stakeholders information about the effectiveness of our program. Assessment is critical to
ensuring that every E.L. Haynes student succeeds academically.

E.L. Haynes administers a variety of student assessments including observational
instruments, teacher-student interviews, teacher created tests and quizzes, quarterly
performance assessments, externally developed exams, portfolios, and the District of
Columbia’s standardized assessment, called the DC-CAS, which begins in 3 grade. (Al DC
charter schools must administer the district-wide exam which usually is given in April)
Some of the assessments are administered to students individually and others are given to
the whole class or smaller groups of students. Students in Kindergarten and above also take
the Terra Nova, a national standardized test, in reading and math. Results from
standardized tests are shared with families.

Student Progress Reports and Conferences

Students receive standards-based progress reports that include information about literacy,
math, science, academic skills, and citizenship at the end of each quarter. Students receive
progress reports in the arts, heath & fitness, and Spanish twice per year. Families will
receive the progress reports before or at the family-teacher conferences in October, January,
and June. In March, they will receive them by mail. For more information, see Teacher-
Parent Conferences in the Communication section of this handbook.

Student Records

Families can review their children’s school records and request copies if desired. In
consideration of our busy office staff, families should request their intent to view records or
to make a copy in writing at least 24 hours in advance. Families must view records under the
supervision of the school office personnel and may not remove records from the school
office. For more information see the Family Educational Rights and Privacy Act in the
Appendix.

Special education records are filed separately from the regular student files. Requests to view
these records should be made directly to the Director of Student Support Services.
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Year Round Programs

In order to ensure that every E. L. Haynes student is academically and socially successful, we
use a year-round calendar with extensive out-of-school programming to give every child
access to consistent, comprehensive, high quality educational experiences throughout the
year. E.L. Haynes’ year-round calendar divides the year into four quarters with two to five
week breaks between each one. This eliminates summer learning loss by smoothing the
learning cycle for students so that they never have more than five weeks out of school.

While typical schools offer 1,200 hours of mandatory instruction, E.L. Haynes offers 1,200
plus an additional 1,000 hours of academic enrichment so that every student is prepared for
college. In total, E.L.. Haynes is open from 7:30 AM to 6:00 PM every weekday for 47
weeks per year.

Fees for E.L. Haynes’ Year Round Programs are on a sliding scale based on a family’s
income. Programming is free of charge to families who qualify for free or reduced price
lunch.

Extended Day Program. The Extended Day Program takes place in before-school and after-
school hours. E.L. Haynes’ Extended Day Program incorporates the philosophies and
activities of the classroom, carrying them over into the before and after school hours.
Students are given help in homework completion, are tutored in areas of need, and are
encouraged to continue to deepen their interests by participating in extracurricular activities
and clubs, such as dance, soccer, film making, and more.

Intersession  Program. — During the breaks between quarters, Haynes offers week-long
Intersession expeditions that are closely linked to classroom curriculum and instruction.
Taught by Haynes teachers, teaching fellows, and local experts, small groups of students
embark on week-long investigations involving classroom, community, and museum-based
work. Students take advantage of remarkable Washington, DC resources such as the
Smithsonian Institution, National Geographic Society, the Kenilworth Aquatic Gardens,
Discovery Creek, historic theaters, and parks, among many others. Trips are coupled with
learning from local experts brought in to speak with the students on whatever topic is being
studied. Each Intersession class integrates reading, writing, and math into their exciting
topics. Examples of Intersession classes include The Magic of Toy Making, DC Musical
Heritage, Cultural Adventures through South America, and Healthy Food, Fitness, and Fun.

Fieldwork, Purpose, Permission Slips, and Behavior Expectations

Fieldwork is an integral part of the E.L. Haynes curriculum, giving opportunities to learn in
other venues, meet local experts, and tie their classroom learning to the world outside of
E.L. Haynes. Fieldwork may consist of a trip to the local library, a visit to a museum, or a
trip to a building, park, organization, or historic site. Parents/guardians give permission on
the enrollment form kept on file in the Front Office for students to walk to the local public
library and nearby playgrounds and parks.

Teachers will send home specific permission slips for any trips outside the immediate

neighborhood. Students who have not returned signed permission slips from their
parent/guardian will not be allowed to participate in fieldwork. E.L.. Haynes will not
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accept verbal permission over the telephone. Occasionally, there may be an additional cost
for special fieldwork (e.g. entrance fee). Please notify the teacher or principal if you are
unable to afford the cost. In such cases, financial assistance may be available.

E.L. Haynes teachers and administration expect excellent behavior during fieldwork. If a
teacher feels that a student’s behavior compromises the student’s safety or the safety of
others, the teacher will not allow the child to go on the trip or may not allow the child to go
without a responsible adult (e.g. parent/guardian or other family member) to oversee the
child. E.L. Haynes encourages family members to volunteer as chaperones. Teachers,
however, may limit the number of family members who may attend.
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4. STUDENT EXPECTATIONS

All Students

E.L. Haynes believes that every child can and will reach high levels of student achievement
and social development. As a school, we hold ourselves responsible for each student’s
success, and do everything possible to ensure it.

E.L. Haynes Promise
The E.L. Haynes Promise is Be Kind|Work Hard|Get Smart, which gives students the critical
tools they need to excel at E.L.. Haynes and beyond.

Attendance

Attendance is critical to every student’s success at E.L. Haynes. We expect students to
attend school every day, arrive on time, and leave on time. Recognition of excellent
attendance will be integral to the school. Poor attendance or excessive tardiness may
jeopardize the child’s readmission for the following school year. Families must know the
Attendance Policy (section 1 in the School Policies in the Appendix).

If a student must be absent, families should notify the school and provide a reason for each
absence along with a written explanation. Families must call (202) 667-4446 by 9:00 AM if
their child will be absent for the day. Families will be contacted if their child is absent
without explanation.

Discipline

E.L. Haynes’ approach to discipline is derived from the Responsive Classroom model,
which incorporates social learning into the daily program. E.L. Haynes staff will use positive
discipline. Staff members will treat students respectfully in all situations. Students will be
involved in making classroom rules and are expected to follow all classroom and school
rules. Rules and expectations will be clearly communicated to students and parents;
consequences for breaking rules will be administered calmly and fairly.

While on school property or during a school activity, parents are expected to discipline their
child in a positive manner consistent with the Responsive Classroom model. Parents who
physically discipline their children at school may be prohibited from participating in
fieldwork and may be asked to wait for their child outside the building.

The school’s complete discipline, suspension, and expulsion policy is included in
the School Policies in the Appendix at the end of this handbook.

Dress Code for PreK-5th Grades

Students must wear appropriate clothing at all times. Clothing that is provocative or
contains inappropriate language is prohibited. Shirts with advertisements on them are
discouraged. Parents should not send their children in open-toed shoes or with shirts that
expose the midriff. Sneakers are recommended every day and are required on days the
students have Health & Fitness or Dance. Please do not send your child to school in short
skirts because children sit cross-legged on the floor. Students should also not come to
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school in flip-flops or shoes that will hinder their ability to play outside or participate in
special classes such as Health and Fitness or Dance.

Students should wear or bring comfortable clothing suitable for both our air-conditioned
and heated building and the outdoors. Because students go outdoors for play every day,
except in heavy rain, they should arrive on cooler days with a coat, hat, gloves, and if
necessary, boots so that they can fully participate in outdoor play. Parents should expect that
students will get their clothes dirty from time to time during art or outdoor play, and dress
their children appropriately. All clothing should have student’s name somewhere on the
inside collar. All PreK and Kindergarten students need to keep a complete change of
clothing at the school that is appropriate for the season.

Dress Code for 6th and 7th Grades
Students in the 6" and 7" grades are required to wear the following dress code to school
each day:

All students should wear an E.L. Haynes middle school T-shirt or Polo shirt.
Shirts should be clean and should not be marked with writing or drawings.
Students may wear an E.L. Haynes sweatshirt and/or an E.L. Haynes sweater
over their shirts. It is recommended that families purchase an E.L. Haynes
sweatshirt or sweater since the classrooms are sometimes cool. Students may
not wear sweatshirts or sweaters from home.

All students should wear khaki pants, shorts, or skirts. All pants, shorts, or skirts
must be appropriate size and fit.

Students are not allowed to wear makeup and only limited jewelry or other
accessories. Harrings must be smaller than a quarter. Students may only wear
small chain necklaces inside their shirt.

No hats, bandannas, scarves or other head, neck, or shoulder coverings are
allowed.

For information on how to place orders please contact the Front Office at (202) 667-4446.
The school will respond to students in violation of the dress code with the following:

1% and 2™ time missing proper shirt: Principal will provide student with a loaner
shirt for the day.

3" time missing proper shirt within four weeks: A parent will be required to
come to school while the student waits; a conference with the principal will take
place.

Inappropriate pants, shorts, or skirts: A parent will be required to come to
school while the student waits; a conference with the principal will take place.
Sweaters, sweatshirts from home; inappropriate jewelry; hats; scarves: The
teacher or principal will hold onto the items until the end of the day. After the
third time, a parent will be required to come to the school to retrieve the item(s).

Responsive Classroom
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E.L. Haynes’ social curriculum is based on Responsive Classroom. The social curriculum
helps students learn to respect themselves, others, and their materials; to solve conflicts
peacefully; and develop social skills that allow them to work independently, in small groups,
and as a whole class. More information is available on the E.L. Haynes website:
www.elhaynes.org.

Toys, Valuables, and Other Personal Items

Personal toys, and collectibles such as trading cards or bakugan, are not permitted in school
unless approved in advance by the teacher. Children are strongly discouraged from bringing
toys on sharing days. Any toys brought from home without permission will be taken and
held by classroom teacher, Principal, or Head of School. Toys will be returned following a
conversation with the parent/guardian.

Please note that students are not permitted to bring toys to school to trade or barter with
other students.

Cell Phones: 1f a student must bring a cell phone or pager to school, a parent must fill out
permission form to have on file in the Front Office. Cell phones and pagers brought in by
student must then be turned off during the day and signed in at the Front Desk or by the
teacher or administrator. The Front Desk will keep the cell phone during the day and return
the cell phone to the student when he or she is being dismissed. Students who do not leave
their cell phones at the Front Office will be issued a warning for the first violation. For the
second violation, a parent/guardian will need to pick up the cell phone from the Front
Office.

Electronic Devices: No other electronic devices (such as radios, cassette or CD players, iPods,
MP?3 players, Gameboys, or other portable gaming devices) may be brought to school.

Valuables: Valuables, such as jewelry, money, or electronics, should not be brought to

school. While E.L. Haynes makes enormous efforts to ensure security, E.L. Haynes is not
responsible for valuable items that are lost or stolen at E. L. Haynes.

19



5. FAMILY ENGAGEMENT

E.L. Haynes believes that families are integral to student success and that family

involvement will increase satisfaction and enhance the school. E.I.. Haynes values families

of all backgrounds and looks forward to hearing, sharing, and understanding aspects of

every family’s experiences, languages, and culture in order to ensure student success.

Families are encouraged to be actively involved in their child’s education at school and to

think of themselves as full partners in their child’s education. E.L. Haynes is committed to
providing multiple opportunities throughout the school year for parents: (1) to learn about
curricula, standards, and assessments; (2) to participate in their child’s education and receive
updates on his or her progress; and (3) to provide input about any needed improvements so

we can reach our mission of preparing every one of our students for the college of their

choice.

Examples of family involvement opportunities include, but are not limited to:

Celebrating Student Work

o
o

Supporting Your Child’s Academic Progress

Concerts
Gallery nights

O Principals’ Coffee

O Back to School Night
Building Community

0 Community Service

O 0O

Weekly Community Circle
Family Picnic

Community Heritage
Celebrations (e.g. Hispanic
Heritage Day)

Strengthening Families

O Parenting and Responsive
Classroom Classes

O Eating Healthy

O Second Steps Workshops

Supporting Classrooms and the School

O Chaperoning Field Work

O Volunteering in
classrooms

0 School Parent Team

O School Clean Up Days

20

o

Expedition Day
Elective Exhibitions

Parent/Teacher
Conferences
Curriculum Workshops

Grade Level Potlucks
All School Meetings
Buddy Family Program

Community
Career/Resources Open
House

Yard/Bake Sale

Guided Reading Library
Maintenance

Room Parents



For all events and meetings, E.L. Haynes is committed to providing full opportunities for the
participation of parents with limited English proficiency, parents with disabilities, and parents of
migratory children. The school will provide translation and interpretation services and child care for
major family involvement events.

Family participation in the school will be nurtured in various ways to create a true partnership
between the school and families. Families will be asked to sign a Family-Teacher-Student
Commitment Letter each year that will include an agreement, 1) to ensure students are ready to
learn, 2) to create an environment at home that is conducive to learning, 3) to know about the
educational program of the school and support its values, 4) to stay informed about their students
progress, 5) to communicate regularly with the school and attend three family-teacher-student
conferences per year to hear about their student’s progress, and 6) to make positive contributions to
the E.L. Haynes community through volunteer activities at home or at school, if at all possible.

Visiting the School

Family members are encouraged to visit their child’s class as it is one of the best ways to understand
your child’s school expetience. Parents/guardians should discuss with their child’s teacher and/or
room patrent ways in which they can assist with class activities. However, parents/guardians are
asked not to visit their child’s classroom within the first month of school to allow teachers to
establish routines and structures. The presence of patents/guardians in the classtoom can be
confusing for many children as they adjust to school routines. Even after the first month, teachers
may ask parents/guardians to leave the classroom if needed.

After the first four weeks of school, family members may arrange visits with their children’s teacher.
Typical visit purposes include: observing your child in class, learning more about the curriculum,
seeing how routines work, understanding the school’s instructional approach, volunteering to help
with a project or work with a small group, or presenting or sharing information or reading to the
class.

When visiting we ask parents to notify the teacher at least 1-2 days beforehand to (1) discuss the
timing of the visit (ideally, parents should arrive during a transition so that they can quickly check in
with the teacher) and (2) let the teacher know what their focus will be. When parents arrive at the
classroom, they should check in with the teacher to find out where to sit and how to best
accomplish their purpose. During the class, parents should be considerate of the teacher and
students, respect any requests given by the teacher, and participate when appropriate. In many
instances, the teacher will ask the parent to participate as part of the classroom community.

After the visit, parents should check in briefly with the teacher before leaving. The parent should let
the teacher know whether the patrent felt he/she accomplished the purpose and to briefly share any
insights or questions. If a parent must leave in the middle of a lesson, without being able to check in
with the teacher, he/she should leave a note with the information above and letting the teacher
know how he/she can contact the parent.

We ask that parents turn cell phones and pagers to the silent mode when they come to volunteer,
observe, or attend conferences at school.
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Family Volunteers

Family members who want to volunteer outside of their student’s classroom can help at the front
desk, join the School Parent Team, the Board of Trustees (see Board of Trustees section for more
information), or help plan or contribute to special events (by bringing food, for example). Family
members who volunteer at the school are asked to sign in at the front desk so that the school can
recognize their contribution of time. If family members volunteer ten hours or more in the course
of a year, the school must conduct a background check, as with any frequent volunteer.

Parents/guardians are encouraged to participate in the parent/guardian sutvey three times a yeatr
during Parent-Teacher Conference. The survey includes an opportunity to evaluate the content and
effectiveness of the school’s family involvement efforts.

Room Parents

Each classroom will have 2 parents who help communicate with families about upcoming fieldtrips,
events, or volunteer needs on behalf of each classroom. Members of the School Parent Team will
help set up the Room Parent system and make sure it is working effectively.

School Parent Team (SPT)

The School Parent Team (SPT) consists of parents/guardians, teachers, and community members
who meet monthly to provide recommendations and support the Head of School and Principals in
order to help the school reach its annual goals. At each meeting, committees formed by SPT give
reports, discuss new business, introduce new topics, and highlight upcoming events. All E.L. Haynes
patrents/guardians are encouraged to attend SPT meetings as often as is possible.

For dates and times of SPT meetings, please see the detailed family calendar posted in the Family
Resource Center in the lobby. Meetings are conducted in Spanish and English. Childcare is
provided.

Other Volunteers

E.L. Haynes welcomes volunteers who are parents, older students, siblings, and community
members. For any person who volunteers for ten hours or more in a year, the school is required to
conduct a background check.

E.L. Haynes already has partnerships with four local schools, including Bell Multicultural High
School, Stone Ridge, Sidwell-Friends, and the Maret School, which bring middle and high school
students to read to and mentor E.L. Haynes students. Volunteers can contribute to the school in a
variety of ways including: reading, chaperoning, photocopying, helping in the classroom, working at
the front desk, organizing clean-up days, donating food for special events, or translating.
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6. CALENDAR AND SCHEDULE

Calendar

In order to maximize learning, E.L. Haynes uses a year-round calendar. E.L. Haynes has the same
number of school days that other DC Public Schools have, but the calendar is organized differently.
School begins the first week in August and is divided into 4 quarters. School ends in late June
leaving only 6 weeks of summer in between one academic year and the next. This short summer
and the four breaks during the year in October, December/January, and March give students, staff,
and families a smoother learning cycle and the opportunity for more academic enrichment (see
Intersessions below). Haynes’ short summer means that students do not forget what they have
learned and that they have opportunities for academic enrichment during the school year; and staff
members have breaks that are long enough to reflect and plan for the upcoming quarter. See the
calendar for 2009-2010 school year in the appendix for more information.

Please note that the school will open for 2009-2010 on Monday, August 3.

Hours of Operation

E.L. Haynes’ academic day starts promptly at 8:30 AM every day. Students should arrive by 8:20 to
ensure that they are in their classroom, ready to learn at 8:30 AM. Students may arrive anytime after
8:15 AM, unless they are enrolled in the Before School Program which begins at 7:30 AM. If a
student arrives between 8:15 and 8:30 AM, he/she will walk directly to class. If a student artives
before 8:15 AM and is not in the Before School Program, parents will receive an invoice for
payment for the Before School Program in the amount of $10.00. Payment should be returned
immediately for continued drop off privileges. Parents are strongly encouraged to register their
child for before care or purchase a drop off booklet if Before Care services are required on a regular
basis.

On Monday through Thursday, the school day ends at 3:30 PM. On Fridays, the school day ends at
1:00 PM so that teachers can meet for professional development. The After School Program begins
when school is over (3:30 PM on Monday-Thursday, and 1:00 PM on Friday) and ends at 6:00 PM.

Students arriving after 8:30 AM are considered tardy and a parent must sign the tardy list at the
front desk in the lobby if the student arrives after 9:00 AM. If a parent is not present, he/she will be
called and notified. The school will address families who repeatedly bring their children to school
late. Families who fail to improve their arrival time may jeopardize their children’s readmission for
the following year. See the Attendance section above and School Policies in the Appendix for more
information.

In the afternoons, students who are regularly picked up at 3:30 PM on Monday through Thursday
and 1:00 PM on Fridays will gather in the gym for pick-up. Families who pick up students from the
Extended Day Program will check in at the front lobby. Staff will radio up for their student to be
sent to the lobby. Families will not be able to pick up their students directly from the classroom.

Early Dismissal
E.L. Haynes dismisses students at 1:00 PM every Friday. Students either go directly to the Extended
Day Program (if they are enrolled), are picked up by adults, or have permission to walk home.
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Year Round Programs
E.L. Haynes offers a variety of Year Round Programs to ensure Haynes students have a high quality
educational option available to them outside of the classroom hours.

The Before Care Program begins at 7:30 AM and ends at 8:15 AM. For students enrolled in the
breakfast program, breakfast is served before 8:10 AM. Students must arrive before 8:10 AM to
receive breakfast. (See Meals and Healthy Eating below for information about the breakfast
program.)

The Extended Day Program begins at 3:30 PM on Monday through Thursday and at 1:00 PM on
Friday; it ends at 6:00 PM every evening.

The Extended Day Program begins on the first day of school, with the exception of PreK, which
starts on Friday, August 7th. Please note that there will be no Extended Day Program on Teacher
Parent Conference days and on days when there is no school. In addition, there will be no
Extended Day Program on:

e TFriday, August 29, 2009. (Labor Day weekend). Dismissal at 1:00 PM.
e Wednesday, November 26, 2009. Eatly dismissal at 1:00 PM.
e Wednesday, June 16, 2010 (last day of school). Early dismissal at 1:00 PM.

Intersession for 2009-2010
There are eight weeks of intersession this year:

October 14-17, 20-24 (two weeks)
January 5-9 (one week)

March 16-20 (one week)

June 22-July 17 (four weeks)

Summer Intersession for 2009-2010

E.L. Haynes will offer 4 weeks of optional academic enrichment programming from June 21
through July 16, 2010.

Snow Days or Emergency Days

On days that District of Columbia Public Schools (DCPS) are in session, E.L. Haynes will follow
the decision of the DCPS to open late or close due to inclement weather or emergency as
announced on the radio, TV, or internet. This policy also affects the Extended Day Program
because there is no Extended Day Program when the building is closed. To find out if DCPS or
E.L. Haynes is closed, please listen to the radio, watch a local news station, or visit the E.L. Haynes
website at www.elhaynes.org.

On days when E.L. Haynes is in session and DCPS is not, an automated phone message will be sent
to the primary phone number listed on each student’s enrollment form. All other changes in the
school schedule will be made by the Principals and announced by telephone or directly to parents.
For this reason and others, parent contact numbers must be kept up to date.
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School Events

Throughout the year E.L. Haynes hosts events for parents, guardians, and families members. The
purpose of the events is to connect families to the school and one another, build community across
grade levels, share important information with E.L. Haynes stakeholders, and gain from the talents
and gifts families bring to E.L. Haynes. As such, community meetings include:

All School Meeting

Back-to-School Night

Gallery Nights

School Parent Team meetings (see below for more on the School Parent Team)

Cultural Celebrations (Hispanic Heritage Celebration, Black History, North American
Heritage, Asian Celebration, etc)

Student Performances (e.g. culminating events for expeditions, concerts, plays, etc.)

Sports events

A more detailed list of events is listed in the Family Involvement section.

Birthdays

Birthdays are an important part of community at E.L.. Haynes. Each classroom will have a monthly
birthday celebration for students whose birthdays fall within that month; thus, while we recognize
an individual’s birthday, classes do not host individual birthday parties. For the monthly celebration,
families are encouraged to join the festivities by contributing treats and/or attending the party.
Although E.L. Haynes does not allow soda, candy, or junk food during a regular school day (see the
Meals and Healthy Eating section), the monthly birthday celebration may include cake, soda, or
other appropriate party food. Families must coordinate their involvement with the classroom
teacher.

Invitations for any birthday party held outside of school must be mailed to children rather than

distributed at school. Other preparations for individual birthday celebrations must be taken care of
outside the school day, including transportation to or from an off-site event.
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7. HEALTH, SAFETY, AND SECURITY

Emergency Contact Information
Access to up-to-date contact information at all times for each student is essential to our students’
safety. In the event of an emergency, the office will call an ambulance before calling the
parents/guardians. Emergency medical forms for each student ate on file in the event of an
emergency. Parents/guardians should ask to review their child’s medical forms if they have
questions or need to make changes.

Physical and Emotional Information

Critical to supporting every student, parents/guardians must inform the school if a child has been
injured physically or emotionally. Having this information will insure that the school makes
appropriate accommodations for the child (e.g. not going to Fitness if physically injured and
providing any other support the child may need, taking additional care in supporting a child who has
just experienced a death in the family, or knowing about an injury that happened over the weekend
while playing).

First Aid

The first-aid care the school can provide is very limited. If a child is hurt or complains of an illness,
the teacher or administrator will treat simple cuts or bruises by applying a bandage or ice, but cannot
administer more serious medical treatment. The Front Office or School Nurse will call the
parent/guardian in the event of a more serious injutry or illness and the student will be kept in the
office until the parent/guardian arrives to get the child. E.L. Haynes is pleased to host a part-time
nurse from the DC Department of Health in the Health Suite on the 4™ floor.

Illness

In order to maintain a healthy school, patents/guardians must not send their children to school with
any contagious diseases such as the flu, strep throat, chicken pox, measles, conjunctivitis (pink eye),
ringworm, scabies, or lice. Students with any of these conditions will be sent home from school until
they are no longer contagious. Parents must pick up their child within two hours of being notified
that their child is sick with a contagious illness. E.L.. Haynes may request that the parent/guardian
provide a doctor’s note showing that their child is no longer contagious. Please notify the front
office if you discover that your child may have been exposed to a contagious disease.

If your child is not feeling well in the morning, particularly if he or she has a fever of 100 degrees or
morte, please do not send him or her to school. Parents/guardians should not send their children to
school within 24 hours of vomiting or running a fever of 100 degrees or higher. Students should not
return to school until 24 — 36 hours after beginning the course of antibiotics.

Medications

No medications, including over-the-counter medications, should be sent to school with your
children. All medication must be brought in by a parent or guardian and kept in the office.
Medication cannot be administered without the parent or guardian’s consent and a physician’s
written order. We strongly encourage parents/guardians to administer short term medications, such
as antibiotics, at home. If your children need to receive medication at any time, including using
inhalers for asthma-related treatment, please pick up and complete the appropriate forms from the
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office. Only with a doctor’s note and the appropriate forms completed will E.L.. Haynes administer
over-the-counter medicine. Families of students with severe allergies must also notify the office.

These medical policies and procedures are subject to change according to current local, state, and
federal policy. Families will be notified in writing when and if there are any changes.

Child and Family Services Agency Mandated Reporting

Every staff member and long-term volunteer at E.L.. Haynes is a “mandated reporter” requiring the
reporting of any suspected abuse or neglect to DC Child Protective Services. Below is the process
and guidelines that E.L. Haynes staff members follow.

Anyone involved in the care and treatment of children under the age of 18 are considered
"mandatory reporters" and are required to report cases of child abuse and neglect. According to DC
Code 2-1357, any mandatory reporter who fails to make a report will be fined or imprisoned. If
child abuse or neglect is suspected, mandated reporters must immediately call the CFSA reporting
hotline at (202) 671-SAFE (671-7233).

Mandated reporters must call the CFSA hotline immediately, even if all the information is not
available. If requested, reports may be required to follow up with a written report to the DC Child
Protective Services. Once an abuse report is filed, CPS will assess and investigate the case. CPS
determines the nature, extent, and cause of child maltreatment and assesses possible risk to the child
if left in the situation. Please note that staff members who report suspected abuse or neglect are not
allowed to disclose the report to parents or guardians.

Insurance

Students’ medical needs, including those that may arise on school grounds, must be covered by
patrents’/guardians’ insurance. Parents/guardians should notify the office if they do not have
insurance for their child or have any questions about their child’s insurance coverage. The school
may be able to provide information to parents/guardians interested in obtaining health insurance.

Security

To maximize time for student learning and development, E.L. Haynes will be a safe, orderly, and
organized school. School-wide expectations for student and adult behavior will be clear and actions
taken will be consistent, respectful, and developmentally appropriate. A security guard will be at the
reception desk or in the lobby from 3:30 pm to 6:00 pm each day.

Emergency Contingency Plan

In the event of an emergency (e.g. a lock-down or evacuation of the building) our main concern is
the safety of our students and staff. Parents will be called and notified as to the status of the
situation, location of their child, and status of the scheduled activities for the day as soon as possible
given the situation. If the building must be evacuated, all students will walk to Raymond
Elementary School, 915 Spring Road, NW Washington, DC 20009.

Fire Drills

Fire Drills are conducted monthly to prepare staff and students for a safe and orderly evacuation of
the building in case of an emergency.
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Pets

All classtoom pets are safely kept in a cage or aquarium and are the responsibility of full-time
classroom grade level teachers. At this time, E.L. Haynes has only fish or aquatic animals in
classrooms and classes maintain them daily.
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8. COMMUNICATION

Communicating in Languages Other Than English

In order to support students whose families speak a language other than English, E.L. Haynes
translates key documents into Spanish and has bilingual staff members who are fluent in Spanish
and other languages. E.L. Haynes provides Spanish interpretation at all parent meetings and most
school-wide events. In addition, parents/guardians who speak Amharic may request interpretation
for parent/teacher conferences in October, December, and June. Please let administrators know if
you or a parent you know needs translation into languages other than Spanish or Amharic.

Communication to Staff Issues or Concerns

If you have an issue or concern that you would like to speak about with an E.LL.Haynes staff
member, you may call to discuss the issue or set up a meeting by calling the school at (202) 667-
4446. Each staff member has an email account and a voicemail box and will check messages
regulatly. Staff members will make every effort to meet with parents/family members as soon as
possible. A complete list of staff members, email addresses, and voicemail boxes will be available by
the first day of school.

Student and Family Contact Information

The school must have up-to-date contact information for each student and his or her family at all
times for emergencies, changes in schedule, or other important information. If telephone numbers
on file do not work, then emergency contact numbers will be called. Please visit the Front Office to
fill out a form to inform changes in telephone numbers or address.

Family Directory
A Family Directory will be mailed to each family shortly after school begins. Additional copies will
be available at the Front Office.

Family Resource Center

Keeping our families well informed is very important to us. There is a Family Resource Center in
the lobby where you can find information about our school, upcoming events, and community
resources.

Listsetv for E.L. Haynes Parents/Guardians

The School Parent Team (SPT) maintains an electronic listserv for E.L. Haynes families. Any family
member may sign up to receive regular emails from the SPT. For more information, please see the
Family Resource Center bulletin board.

Newsletters

Teachers prepare periodic newsletters for families which are sent home in the “Thursday Express”
(see below) on Thursdays. E. L. Haynes also sends home a weekly Haynes Herald that highlights
upcoming events, school-wide news, and key school accomplishments.

Parent-Staff Communication

As partners in your child’s education we are committed to developing a strong relationship with all
of our families. You can expect all staff members to listen and assume the best intent from you.
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We ask that you extend the same respect to all staff members. Although some issues and concerns
may be urgent and important, all staff and family members must model appropriate language and
behavior for our students when resolving challenging issues.

Room Parents

Each classroom will have two parents who help communicate with families about upcoming
tieldtrips, events, or volunteer needs on behalf of each classroom. Members of the School Parent
Team will help set up the Room Parent system and make sure it is working effectively.

Teacher-Parent-Student Conferences

E.L. Haynes staff share important assessment information with each student’s family at the
October, December, and June conferences. Parents/guardians receive progtress reports before or at
conferences. Itis mandatory for patents/guardians to attend conferences.

Teacher and Staff Contact Information

All Haynes’ staff members have an email account and a voicemail box. A complete list will be
available by the beginning of each school year, and additional copies are available in the Front
Office. Although each classroom has a phone and computer, teachers usually do not answer their
phone or email during the school day. If you have an urgent message or would like to leave a
message for a teacher, please call the Front Office at (202) 667-4446.

Thursday Express, Homework Folder and Backpacks

In order to facilitate home-school communication, students will have a special folder called
“Thursday Express” which will be sent home every Thursday with important school-related
materials, such as classroom newsletters, permission slips, announcements, and the weekly Haynes
Herald. Every Friday, teachers will collect the Thursday Express folders from students to make sure
that parents/guardians emptied them, returned needed signatures or added written communication
to teachers.

Additionally in the younger grades, every student will receive a homework folder with his or her
name on it that students will take back and forth between home and school nightly. Students will
need to bring a backpack to school every day to transport these folders and other needed materials.
Please provide students with backpacks of moderate size so they fit into the classroom cubbies or
lockers.

E.L. Haynes also will post the Thursday Express on the website (www.elhaynes.org) by 3pm on
Thursdays. Please note that parents/guardians must still take out, read, and sign the hard copy of
the Thursday Express because each classroom may add a special notice or permission-slip not
posted on the website.

Website

E. L. Haynes’ website (www.clhaynes.org) contains useful information for families including a
calendar, weekly postings of the Thursday Express, announcements, lunch menus, and reenrollment
information. With the help of family volunteers, we expect to use it more and more to provide key
information to our families both in Spanish and in English.
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9. TRANSPORTATION

E.L. Haynes Public Charter does not provide transportation. Students in attendance are transported
by their parents, walk, or make use of the public Metro system. If special transportation via a
private bus is required for fieldwork, parents will be notified by a permission slip sent home by
teachers that must be signed by the student’s parent/guardian to enable his or her participation.

Drop-Off and Pick-Up Procedures

Drop offs will occur on Otis Place. Students will enter through the Otis Place entrance.
Parents/guardians of PreK and Kindergarten students may drop off and pick up their students to
and from their classrooms. However, parents/guardians of 1% — 7" graders will drop off their
students in the front lobby. At 3:30 PM, they will pick up their students in the gym. In order to
ensure the safety and security of all our students, parents/guardians of 1* -7" graders’ access to
classrooms will be restricted during drop off and pick up to ensure that no unauthorized person gets
past the Front Desk.

During all other houts the school is open, every visitor including parents/guardians must sign in at
the Front Desk. From 8:15 AM — 8:30 AM, a Haynes staff member will be at the front door helping
students out of cars and welcoming them from the sidewalk.

Drop Off and School School Pick Up and

Curbside Day Day Curbside

Welcome Begins Ends Goodbye
Mon-Thu 8:10-8:30 AM  8:30 AM  3:30 PM 3:30 — 3:45 PM
Fri 8:10-8:30 AM 830 AM  1:00 PM 1:00 — 1:15 PM

Vebicle Traffic: During drop-off and pick-up times, parking in front of the Otis Place entrance is
prohibited. During drop off and pick up times parents may pull up, let their children out or pick
them up, and quickly continue down Otis Place. If parents need to exit the vehicle for any reason,
they must park on the opposite side of Otis Place, past the visitor parking lot on the right or left
side of Otis Place, on Georgia Avenue, or on New Hampshire to ensure that traffic flows smoothly,
especially during the busiest times of the day.

Safety is our main concern, and it is important to be kind to our neighbors.  Please keep the
following best practices in mind when driving to and from school:

Never allow children to exit the vehicle while in the driving lane on Otis Place.

Never back up down a one-way street.

Always use the crosswalk at the corner of George Avenue and Otis Place (Our crossing
guard, Ms. Oopong, will be returning in August 2009).

Follow all DC parking signs and driving laws (please pay the meters as required).

Come to a complete stop before allowing anyone to exit the vehicle.

Have students exit the vehicle on the curb side (to the right).

Pull forward as far as possible before allowing child to exit. Please do not stop in front of
the door to maximize efficient drop-off and pick-up.
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For All Students Getting Picked Up:

Students will not be permitted to exit the building without an authorized individual. E.L. Haynes
requires authorization on file and a photo ID for anyone picking up a student. The school will not
release a student to anyone not on file, even to someone the student knows. This list can be
amended by a student’s parent/guardian at any time in the office.

If a student needs to leave eatly for a doctor’s appointment or urgent matter, family members are
asked to let teachers know in advance that the student will be picked up early and the adult must
sign the log at the front desk. Please note, students will not be released eatly for any reason starting
15 minutes before dismissal. ~ Students are called down for dismissal once a parent or guardian
arrives to pick them up. Students will not be called to wait for parents to arrive in the lobby.
Please plan accordingly and give students ample time to be dismissed. Students should not be
picked up before 3:30 PM except for a doctor’s appointment or urgent matter. See Attendance
above and School Policies in the Appendix for more details.

Students in the Extended Day Program must be picked up by 6:00 PM. (Please note that late pick-
up from the Extended Day Program costs $1 per minute).

For Older Students Who Walk Home:
Students who walk home from school must have signed permission from a parent/guardian on file
in the Front Office.

Bicycle Safety and Security

Students who ride their bikes to school may lock their bikes to the bike rack on Otis Place. Families
are reminded that the DC Bicycle Law requires children under age of 16 to wear a helmet while
cycling in the District of Columbia. For information about the District’s Bicycle Helmet
Distribution Program, families can call (202) 576-9264.

While E. L. Haynes makes enormous efforts to ensure security, the school is not responsible for
bicycles parked in the bike racks on school property.
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10. MEALS AND HEALTHY EATING

Healthy eating is critical to students’ academic and social development. E.L. Haynes is a junk food
free school. The meals and snacks eaten at E.L. Haynes are nutritious and not laden with sugar and
fat. Parents/guardians should not send candy, gum, chips, or sodas to school with children. If
children arrive at school with these items, they will be confiscated. The school breakfast and lunch
are catered by At Home Management which was selected by the E.L. Haynes faculty for the high
quality, healthiness, and presentation of their food.

Breakfast

The breakfast program is one component of the Extended Day Program which begins at 7:30 AM.
Breakfast is served from 7:30 — 8:10 AM. Students arriving after 8:10 AM will not receive breakfast.
Students who qualify for free lunch under the National School Lunch Program automatically are
entitled to receive breakfast once their NSLP application is complete. For other students, the cost
of breakfast is based on a sliding scale relative to household income.

Lunch

Students who are eligible for free lunch under National School Lunch Program are automatically
entitled to receive a lunch. However, the school must have a completed application form for the
School Lunch Program on file for a child to receive free meals. These forms are necessary for the
school to be reimbursed from the National School Lunch Program.

Students eligible for reduced price lunch or who wish to purchase lunch at the regular price must
order lunch in advance though the Front Office. One week of notice is necessary for ordering
purposes. If a student forgets to bring lunch, a school lunch will be provided at cost.

The lunch program can accommodate students with dietary restrictions, but accomodations must be
arranged in advance. Parents/guardians should notify the school of their children’s food allergies so
that necessary precautions can be taken during lunch and at other times food may be consumed.

Parents/guardians who do not patticipate in the lunch program must send their children to school
with a nutritious lunch that does not require heating or refrigeration.

Snack
Students receive a healthy snack every morning. Healthy snacks for the class are donated for a week
at a time by students’ families. Teachers set up a rotating schedule so families know when it is their
week to contribute. For families who are not able to provide snack for the class due to hardship or
other reason, E.L. Haynes will provide snacks for their students. Students drink water with their
snack.

Suggested healthy snacks include: fresh fruit (bananas, apples, oranges, grapes, strawberries, etc.),
fresh vegetables (carrots, celery, etc.), dried fruit (raisins, dried apples, dried cranberries, etc. — but
not fruit roll-ups), crackers, or pretzels or Gold Fish, applesauce, cheese, etc. The Giant grocery
store on Park and 14" Streets, NW and the Safeway on Georgia Avenue, NW have an extensive
selection of healthy snacks. Please ask any staff member for additional suggestions.
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Unhealthy snacks include: cookies, pudding, jello, high-sugar snacks (e.g. fruit roll-ups, Rice Crispy
Treats, Cracker Jacks, etc.), high-fat snacks (potato chips, corn chips, etc.), and candy.
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11. FACILITIES

Visitors

In order to assure the safety of the entire E.L. Haynes community, all visitors must sign in at the
front desk. E.L. Haynes has frequent visitors from across the country and around the world, and
front desk sign-ins are a key way to keep track of all our visitors.

Elevator

The building’s elevator services all six floors within the school and the roof. However, students and
teachers use the stairs throughout the day. If a student has a medical reason to use the elevator (e.g.,
the student is on crutches), a parent must submit a doctor’s written recommendation including the
anticipated duration of the elevator accomodation to the Front Office. In such cases, the student
will be accompanied by an adult whenever he or she needs to use the elevator.

Parents are encouraged to use the stairs when visiting the school, but may use the elevator as
needed. Students must always be supervised by an adult in the elevator.

Lost and Found

All students’ clothing and belongings should be labeled for identification. Any articles found in and
around the school will be kept in a central location on each floor. At the end of each quarter, any
unclaimed articles will be donated to Martha’s Table.

Recycling

E.L. Haynes is committed to using and disposing of materials in a way that supports the
environment. To that end, the school supports a recycling program for students and teachers that
includes the following:

Recycling bins for paper (white and color) in every classroom and office
Recycling bins for glass, plastic, and metal in the cafeteria and lobby
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12. FUNDRAISING

E.L. Haynes raises annual funds from individuals, corporations, and foundations in order to support
the many programs that go beyond the regular school program. Last year, the school raised more
than $1,000,000 specifically in support of the Extended Day Program, Intersession Program, and
Teaching Associates Program.

A large part of the school’s fundraising success has been the enthusiasm and support of E.L.
Haynes families. The School Parent Team’s Fundraising and Events Committee develops initiatives
every year, such as the school raffle, yard sale, and silent auction to raise funds. The Committee’s
goal is to encourage 100% family participation in fundraising — the hope is for every family to
participate in fundraising in some way, either by participating in a fundraising activity or making a
donation of §1 or more to the school during the school year. Family participation sends a strong
message to other funders that our families are committed to E.L. Haynes.
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13. BOARD OF TRUSTEES

E.L. Haynes Public Charter School is a public school and a non-profit corporation. In accordance
with the DC Public Charter School Law, E.L. Haynes is governed by a Board of Trustees, which has
two parent/guardian Trustees. Board meetings take place monthly, typically on the last Thursday of
the month from 7:30 AM to 9:30 AM at E.L. Haynes and are open to the public. The meeting
agendas and minutes will be posted promptly on the bulletin board in the Family Resource Center in
the lobby of the school.

As of June 2009, members of the Board of Trustees are:

Ilene Rosenthal, Co-Chair

Michael Hall, Co-Chair and Parent Trustee
Karim Zia, Treasurer

Clarissa Potter, Secretary & Parent Trustee*
Susan Colby

Jacquelyn Davis

Carlos Garcia

Roy Jones

Marianne Keler

Winston Bao Lord

Guy Cecll

Jennifer C. Niles, Founder and Head of School
Nelson Smith

*Clarissa Potter will step down when her term ends this fall, and a new parent trustee will be voted
onto the board at that time. If you are interested in serving on the Board, please see the Head of
School, Jennifer Niles, or any Trustee for more information. Parent Trustees complete and
application and go through a nominating process before the Board votes on a new member.

School Policies

The E.L. Haynes Board of Trustees adopted school policies in the areas of attendance, discipline,
suspension and expulsion, and grievance procedures. See the Appendix for more details.
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14. NOTIFICATIONS FOR NO CHILD LEFT BEHIND

Title I School
Title I of the federal No Child Left Behind Act is designed to help close the achievement gap
between low income and minority students and their peers. With more than 40% of E.L. Haynes

students eligible for free or reduced lunch, the school is considered a Title I school as defined by No
Child Left Behind and receives NCLB funds.

School In Need of Improvement Year 1

E.L. Haynes was designated as a School In Need of Improvement Year 1 for 2008-2009 since the
school did not made AYP in the two prior years. However, we are pleased to celebrate making AYP
last year and see significant gains in reading and math for all grade levels.

Parents’ Right to Know—Teacher and Paraprofessional Qualifications

Parents of Title I students may request certain information from the Front Office on the
professional qualifications of the student’s classroom teachers and paraprofessionals providing
services to the child.

Parents’ Right to Know—Non-Highly Qualified Teachers

Parents of students who are taught for four or more consecutive weeks by a teacher who is not
highly qualified will be notified by the school.
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15. APPENDICES

School Calendar 2009-2010

E.L. Haynes Public Charter School: School Policies
Internet Policy

Internet Use Contract

Family Educational Rights and Privacy Act (FERPA)
Protection of Pupil Rights Amendment (PPRA)
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E. L. Haynes Public Charter School

School Policies
Conditionally Approved June 25, 2009

1. Attendance

Each student enrolled at E. L. Haynes Public Charter School is expected to attend school every day
for the entire school day unless there is an exceptional health or family reason that prevents
attendance. School begins at 8:30 AM and ends at 3:30 PM. On Friday, school ends at 1:00 PM.
Attendance and tardiness will be recorded in each classroom shortly after the beginning of the
school day and promptly forwarded to the designated school administrator. Unless approved in
advance or otherwise known to school officials, any student’s absence must be explained by
in writing from the student’s parent/guardian. If the student is sick for more than three
days, a note from a doctor is required.

Valid reasons for absence from school include:

a.

b.

509 e o

Illness of the student or doctor’s appointment;

Exclusion due to quarantine, contagious disease, infection, infestation, or other condition
requiring separation from other students for medical or health reasons;

Illness or other family emergency which requires the presence of the student outside the
school;

Death in the student’s immediate family;

Necessity for a student to attend any judicial proceeding as a party or witness;

Observance of religious holy days;

Suspension or expulsion from school by an administrator pursuant to Section 3;

Temporary closing of the school facility or suspension of classes due to severe weather,
official activities, holidays, malfunctioning equipment, unsafe or unsanitary conditions, or
other conditions requiring the closing of the school facility or suspension of classes; and
Other absences approved in advance by an administrator upon the written request of a
parent/guardian.

Absences: Extensive absences significantly diminish the ability of the student to learn. Families are
expected to schedule recreational activities and vacations only during designated school breaks.
Persistent absenteeism from school will result in the following actions being taken:

Absences Action

1 unexcused absence in a quarter; | The Front Desk monitors situation. Family is called if

1-2 excused absences in a quarter.

OR student is not in school.

2 unexcused absences in a quarter | Administrator calls the family to indicate school

3 excused absences in a quarter | significant health problems exist, they should be noted

OR concern and to help family with problem-solving. If

and opportunities to maintain class work identified.
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More than 4 unexcused absences | School requires medical documentation if a health
in a quarter problem is the cause of absenteeism. A family
OR intervention meeting is arranged.
More than 5 excused absences in a
quarter
More than 10 unexcused absences | Based on the DC Board of Education truancy policy,
in a year 10 days of unexcused absences in a year warrant
OR immediate referral to Child and Family Services.
More than 15 excused absences in | Fifteen days of unexcused absences in a year warrant a
a year truancy court referral. Parents/guardians are advised
that significant additional absences without adequate
medical  explanation may be grounds for
discontinuance from school the next academic year. A
significant number of absences may also be a factor in
retention decisions. Problem-solving efforts and goal-
setting continue.

Please note that E.L. Haynes follows the DC Board of Education truancy policy. Five days of
unexcused absences in a year warrant a parent conference. Ten days of unexcused absences in a year
warrant immediate referral to Child and Family Services. Fifteen days of unexcused absences in a
year warrant a truancy court referral.

Tardiness: Classes begin at 8:30 AM. Students should be in class and ready to learn by 8:30 AM. In
order to be on time students should walk into the building at 8:20 or earlier. A student is considered
tardy if he or she is not in class by 8:30 AM. To facilitate this, teachers are waiting in classrooms to
welcome students at 8:15 AM.

Students who are tardy miss important information, do not get off to a strong start for the day, and
disrupt class because the teacher has to accommodate their late arrival. If a student is tardy
repeatedly, the following actions will be taken:

Tardy Arrivals Action
Student arrives late 6 days in a | Teacher calls home and monitors situation.
quarter (13%) Administrators  track  student’s  tardiness  and

communicate with family if lateness continues.

Student arrives late more than 9 | School requires medical documentation if a health
days in a quarter (20%) problem is the cause of tardiness. A family intervention
meeting is arranged. Parents/guardians are advised that
significant additional tardiness for three quarters may
be grounds for discontinuance from school the next
academic year. A significant number of late arrivals
may also be a factor in retention decisions. Problem-
solving efforts and goal-setting continue.
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Greater than 20% of school days
student arrives late in the first
three quarters of the school year
(20% equals 9 days per quarter)

Arriving late for more than 20% of school days for the
first three quarters of the year may be grounds for
discontinuance from school the next academic year. A
significant number of late arrivals may also be a factor
in retention decisions.

Early Departure: Classes end at 3:30 PM. Students should remain in class until the end of the day.
Students who are picked up early miss important information and disrupt class.

repeatedly picked up early, the following actions will be taken:

Early Departure
Student leaves early 3 days in a
quarter (~7%)

Action
Teacher «calls home and monitors situation.
Administrators  track  student’s  tardiness and

communicate with family if lateness continues.

Student leaves early more than 6
days in a quarter (~13%)

School requires medical documentation if a health
problem is the cause of early dismissal. A family
intervention meeting is arranged. Parents/guardians are
advised that significant additional early dismissal for
three quarters may be grounds for discontinuance from
school the next academic year. A significant number of
late arrivals may also be a factor in retention decisions.
Problem-solving efforts and goal-setting continue.

Greater than 13% of school days
student leaves early in the first
three quarters of the school year
(13% equals 6 days per quarter)

Leaving early for more than 13% of school days for the
first three quarters of the year may be grounds for
discontinuance from school the next academic year. A
significant number of late arrivals may also be a factor

If a student is

in retention decisions.

2. Discipline

E.L. Haynes’ approach to discipline is derived from the Responsive Classroom model. Rules and
expectations are clearly communicated to students in advance and consequences for breaking rules
are administered calmly and fairly. Students are expected to make appropriate choices that ensure
respect and safety for themselves and others. Staff members will treat students respectfully in all
situations. The policies in this section apply to all programming sponsored by E.L. Haynes Public
Charter School including Before School, Extended Day, and Intersession, in addition to any school
sponsored trips or events.

Students are expected to follow teacher or staff members’ directions and school rules, resolve
conflicts without physical contact, be respectful of adults and each other, use appropriate language at
all times, and respect the rights and property of others. In keeping with Responsive Classroom, there
are logical consequences for students that forget or choose not to follow the rules. These
consequences include: time away from their classmates (either inside or outside of the classroom), a
loss of privilege (e.g. loss of “choice time”) or reparations (e.g. fixing something that is broken or
cleaning something that has been defaced or put in disarray).
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When a student repeatedly breaks the rules and logical consequences have not changed the
student’s behavior, the administrator and teacher will take next steps to help the student
demonstrate the appropriate behavior and to ensure the safety of all of his or her classmates. Next
steps may be to:
Arrange a meeting with the parent/guardian and the student. The team (the teacher,
other relevant staff members, and parent/guardian) may decide to develop a behavior
contract for the student. The contract will connect the student’s choices to clear
consequences. It will also specify how the teachers and parents/guardians will support
the student’s success.
The parent/guardian may also be asked to try home strategies or the parent/guardian
may be asked to observe student’s behavior at school to gain information and show the
student the seriousness of the team’s intent.
Frequent communication with the parent/guardian is expected and requited. The teacher
and parent/guardian will develop a plan for effective communication. Parents/guardians
must be accessible and easily reached when their child has a behavior contract.
Suspension. (Please review the Suspension and Expulsion policies in Section 2.1). When
a student’s repeated misbehavior significantly disrupts classtoom instruction, an
Administrator will suspend the student, unless there is an extenuating circumstance as
determined by an administrator.

Safety of all students is a primary concern at E.L. Haynes. For fieldwork, trips to the library and the
park, and even crossing the street for recess, students must be able to behave safely and follow
teachers’ instructions. Students must demonstrate a consistent ability to follow adult directions
before they can participate in activities outside of the building. If there is concern about a student’s
safe behavior, a teacher may require the student to have a parent/guardian chaperone or disallow the
student from participating in activities outside of the building.

While at school or during fieldwork, parents or guardians who discipline their children must use
techniques or actions that are positive and respectful consistent with the Responsive Classroom
model. Parents/guardians who physically discipline their student may be prohibited from visiting the
classroom or participating in fieldwork, may be asked to wait for their student outside the building,
and may be reported to the appropriate authorities.

Suspension and Expulsion

Students may be suspended from school for a specified number of days or expelled from the school
for the remainder of the school year by one of the Principals (for suspension or expulsion) or an
Administrative Designee (for suspension only) for serious infractions. Expelled students may re-
apply to attend school the following year, but will receive no preference even if siblings attend. The
school will attempt to contact the student’s patents/guardians before suspending or expelling a
student.

2.1 Serious Infractions

A serious infraction sufficient to justify consideration of suspension or expulsion is one which
threatens the health, safety or welfare of a student, teacher or staff member or repeatedly impairs
instruction for the student’s classmates. Serious infractions include, but are not limited to:
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a. Intentionally injuring, attempting to injure, or threatening to injure another person or

oneself;

Bullying a classmate through repeated teasing, harassment, or ostracizing.

Intentionally causing damage to school property or the property of others at the school;

Using profane or extremely disrespectful language to another student or a teacher;

Possession of any weapons or instruments designed or commonly used as weapons;

Unsafe behavior including roughhousing and failing to respond to a teacher’s directions in

such a way that it causes concern for the safety of the individual student or the class;

Leaving the school or classroom without the permission or consent of the teacher or

supervising adult;

h. Possession of profane material, sexual harassment, sexual assault or the display of sexually
indecent or lascivious behavior;

1. Possession of alcohol, tobacco, illegal drugs; and

j-  Repeated and consistent misbehavior that significantly disrupts classroom instruction

moe oo T

Except for extenuating circumstances as determined on a case-by-case basis by an Administrator,
any student who brings a weapon into the E. L. Haynes Public Charter School shall be expelled for
not less than one year and must re-apply for admission in accordance with the admissions policy.
An Administrator shall refer to the criminal justice or juvenile delinquency system, simultaneous
with expulsion, any student who is expelled for bringing a weapon into school, pursuant to 20
U.S.C. § 8921 et seq. The term “weapon” means a firearm as such term is defined in 18 U.S.C. § 921,
a knife longer than 47, or an explosive of any kind.

2.2 Procedures for Suspending and Expelling Students

The decision to suspend or expel a student shall be made by a Principal or Administrative Designee
with or without the recommendation of the student’s teacher or other school employee. The
Principal or Administrative Designee will determine the number of days for suspension based on the
severity of the infraction, the age of the student, and previous infractions. The suspension or
expulsion shall become effective immediately unless otherwise stated by the Principal or
Administrative Designee. After three suspensions from school within the same school year for the
same or different infractions, expulsion will be seriously considered.

E.L. Haynes requites that a parent/guardian attend a meeting with the Principal or Administrative
Designee and the child’s teacher before a suspended student may return to school. Upon
notification of suspension, a parent/guardian should contact a Principal or Administrative Designee
to schedule this meeting.

The decision to suspend or expel a student shall be made in writing and given to the
parent/guardian. The student’s parents/guardians have five school days to challenge the suspension
or expulsion by submitting an appeal of the Principal’s decision, in writing, to the Head of School
and Chair of the Board of Trustees. The Board of Trustees will issue a decision in writing to the
parents/guardians and the Principal within 5 school days after receiving the appeal. The Chair of the
Board of Trustees shall convene a special meeting of the Board of Trustees to consider the appeal of
the suspension or expulsion. The student and his or her parents/guardians, the student’s teachers, a
Principal and other school staff may be invited to participate in this special meeting as the Board
sees fit. The decision of the Board of Trustees in affirming or reversing a Principal’s decision is final.

E. L. Haynes Public Charter School: School Policies
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2.3 Procedures for Suspending and Expelling Students with Disabilities

The bases for disciplining, suspending or expelling students with disabilities shall be no different
than the bases for such actions taken against students without disabilities. Reasonable
accommodation of a student’s disabilities shall not prevent a Principal from disciplining, suspending
or expelling students when behavior not related to the disability threatens the health, safety or
welfare of a student, teacher or staff member or repeatedly impairs instruction for the student’s
classmates.

3.0 Grievance Procedures
3.1 Grievance Procedures for Parents/Guardians of Students

All students at E. L. Haynes Public Charter School will be treated in a fair and impartial manner to
the best of the school’s ability. Student’s parents/guardians may submit a grievance to the E. L.
Haynes Public Charter School to resolve any problems as quickly, fairly, and informally as possible.
This policy should not be interpreted by any person as anything more than a method of solving
problems before they reach damaging proportions.

A grievance is any significant parent/guardian concern that atises in the education or treatment of
their student. Parents and guardians of students who believe that they or their student have been
treated unfairly are encouraged to utilize the following grievance procedures:

Step 1:  In the event a parent/guardian of a student believes that his/her child has been treated
unfaitly, the parent/guardian should discuss the situation with the child’s classroom
teacher in an effort to resolve the issue. The classroom teacher may arrange a meeting
between all parties involved in the grievance, including a Principal or Administrative
Designee, to work out an informal solution to the grievance.

Step 2:  If a resolution cannot be reached through discussion with the student’s classroom teacher,
the parent/guardian of the student should put the complaint in writing to a Principal or
Administrative Designee who is required to respond in writing within five (5) school days.

Step 3:  If the patent/guardian of a student remains unsatisfied with the resolution reached by the
Principal or Administrative Designee in writing, the parent/guardian of a student should
present the written material (his/her complaint and a Principal’s response) to the Head of
School within five (5) school days of receiving the Principal’s or Administrative Designee’s
response. The parent/guardian of a student must notify a Principal of this action.

Step 4:  If the patent/guardian of a student remains unsatisfied with the resolution reached by the
Head of School in witting, the patent/guardian of a student should present the written
material (his/her complaint and the Head of School’s response) to the Chair of the Board
of Trustees within five (5) school days of receiving the Head of School’s response. The
parent/guardian of a student must notify the Head of School of this action.

Step 5:  The Board of Trustees will issue a decision in writing to the student’s parents/guardians
and the Head of School within five (5) school days after receiving the grievance. The Chair
of the Board of Trustees shall convene a special meeting of the Board of Trustees to
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discuss a resolution to the grievance. The student’s parents/guardians and Principal or
Head of School may be invited to participate or excluded from participation in this special
meeting as the Board sees fit. The decision of the Board is final.

Parents and guardians of students are obligated to cooperate in good faith in the investigation and
resolution of any grievance raised by them or against them. There will be no retaliation of any kind
against a student for bringing up grievances under this procedure. At their own expense,
patrents/guardians of students may seek outside guidance in order to articulate a grievance as clearly
as possible.

3.2 Grievance Procedures for Teachers and Staff

Teachers and other school staff members may also submit a grievance related to the education of a
student or the actions or inactions of parents/guardians if informal discussions with the student,
parent or guardian have been unsuccessful. Such grievances filed by teachers and other staff shall be
filed directly with a Principal or Head of School, in writing, with a copy sent to the student’s

patents/guardians. The grievance procedutres follow those outlined in Steps 3 and 4 listed in Section
3.1.
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COMPUTER AND INTERNET POLICY www.elhaynes.org

Every classroom at E. L. Haynes Public Charter School contains at least one computer that can
access the internet. Although the internet is a valuable educational resource, it also contains
material that is inappropriate for children. To help ensure that the school's computers are used
only in a manner that supports education, E. L. Haynes has adopted the following rules:

1. The school's computers and internet connection shall not be used to:

e Transmit any harassing, threatening, or otherwise abusive messages, data, or
information. School policies and expectations for personal conduct apply equally to
email messages.

e Post or transmit any unsolicited advertising, promotional or marketing materials
(commonly referred to as “spam”).

e Transmit any material in violation of any federal, state or District of Columbia
regulation, including copyrighted material, material protected by trade secret, or
materials which advocate illegal acts.

o Review or download any inappropriate non-educational material.

2. Because the internet is a global community, transmissions from the school’s computers
will reflect upon E. L. Haynes as a whole. All users of the school's computers are
expected to behave in an ethical and legal manner.

3. E. L. Haynes reserves the right to examine all data stored on its disks and computers to
ensure that all users are in compliance with these rules.

4. Users of the school's computers are wholly responsible for their activities. E. L. Haynes
assumes no liability for the actions of any individual accessing the internet through the
school’s connection.

5. E. L. Haynes makes no guarantees about the reliability of the data connection. E. L.
Haynes shall not be liable for any loss or corruption of data arising from the use of the
internet connection.

6. All users shall protect the security of the school's computers from both physical and
electronic tampering (commonly referred to as “hacking”).

7. Teachers may make and enforce additional rules for the use of computers in their
classrooms.

BE KIND | WORK HARD | GET SMART
EL.HAYNES




INTERNET USE CONTRACT & PARENT PERMISSION www.elhaynes.org

To use networked resources to access the Internet, all students must sign and return this form, and
those under age 18 must obtain parental permission. The activities listed below are not permitted:

e Sending or displaying offensive messages or pictures

¢ Using obscene language

Giving personal information about myself or someone else, such as name, phone
number, address or photo, without permission from teacher and parent or guardian
Harassing, insulting or attacking others

Damaging or modifying computers, computer systems or computer networks

Violating copyright laws or trying to pass off material copied from the Internet as my own
Using others' passwords or disclosing your password to an unauthorized person
Trespassing in others’ folders, work or files

Intentionally wasting limited resources

Employing the network for commercial purposes, financial gain, or fraud.

Violations may result in a loss of access as well as other disciplinary or legal action.

Student User Agreement:

As a user of the E. L. Haynes computer network, |, hereby agree to comply with
the statements and expectations outlined in this document and the Computer and Internet Use Policy
and to honor all relevant laws and restrictions. | understand that school computers and the Internet
are to be used for educational purposes only and | agree to use the network responsibly as described
above.

Student Signature Date

Parent/Guardian Permission:
All students are provided with access to school computer resources.

l, , the parent/guardian of the above named student, grant permission
for my child to access the internet.

| have read E. L. Haynes’ Computer and Internet Use Policy and | have discussed the expectations
listed on this page with my child. | understand that individuals and families may be held liable for
violations. | understand that some materials on the Internet may be objectionable, and | will not hold
E.L. Haynes Public Charter School responsible for material acquired or problems related to the use of
material acquired on the Internet. | also accept full responsibility for supervision if and when my
child’s use is not in a school setting.

Parent Signature Date

BE KIND | WORK HARD | GET SMART
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FAMILY EDUCATIONAL RIGHTS AND PRIVACY ACT www.elhaynes.org

The Family Educational Rights and Privacy Act (FERPA) affords parents and students over 18
years of age ("eligible students") certain rights with respect to the student's education records.
These rights are as follows:

(1) 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 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 or eligible
student of the time and place where the records may be inspected.

(2) The right to request the amendment of the student’'s education records that the parent or
eligible student believes is inaccurate. Parents or eligible students may ask the School to amend
a record that they believe is inaccurate. They should write the School principal or appropriate
school official, clearly identify the part of the record they want changed, and specify why it is
inaccurate. If the School decides not to amend the record as requested by the parent or eligible
student, the School will notify the parent 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 or eligible student when notified of the right to a
hearing.

(3) The right to consent to disclosures of personally identifiable information contained in the
student's education records, except to the extent that FERPA authorizes disclosure without con-
sent.

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 ad-
ministrator, 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 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.

(4) The right to file a complaint with the U.S. Department of Education concerning alleged failures
by the School District 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

Haynes is a 501(c)(3) ;)-_.:'_.|i:_ charity
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PROTECTION OF PUPIL RIGHTS AMENDMENT www.elhaynes.org

PPRA affords parents 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;
. 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; or
. Income, other than as required by law to determine program eligibility.
*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.
sInspect, 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.

O~NOOTHA WNE

These rights transfer to from the parents to a student who is 18 years old or an emancipated minor under State law.

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

«Collection, disclosure, or use of personal information for marketing, sales or other distribution.
*Administration of any protected information survey not funded in whole or in part by the US Dept. of Education.
*Any non-emergency, invasive physical examination or screening as described above.

Parents who believe their rights have been violated may file a complaint with:

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

BE KIND | WORK HARE
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