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HELLENIC AMERICAN ACADEMY

PHILOSOPHY AND MISSION STATEMENT

Philosophy

We believe education is a partnership among school, parents, and children. We feel that
the combination of spiritual values and excellence in academics will develop a studentis
ability to live a responsible, competent, and emphatic life.

Mission

To provide an elementary school education of the highest quality, enriched by the
teaching of the Greek language, history, culture, and faith, in a warm family atmosphere. By
providing a learning environment that is safe, supportive, and structured, we aim to provide
the best opportunities for each student to develop his or her individuality and potential to the
fullest. We strive to create a learning environment that is relevant and to stimulate
intellectual curiosity while encouraging a sense of responsibility by challenging students to
perform at their highest level of achievement.

Goals

To provide academic excellence

To develop a positive attitude toward school and learning
To develop self-confidence

To develop habits of initiative and persistence

To develop critical thinking skills

To assist students to become independent and self-sufficient



Admissions Policies K-8

The enrollment range for this school is 150 fi 175. The aim of HAA is 25 students
per class. The Board will adhere to the admissions criteria set out below. Within each
of the defined categories, preference will be given to children of statutory school age.

The Board will admit children in each school year up to, but not exceeding the
schoolis Standard Number. If the number of requests exceeds the number of places
available, the following criteria apply in order.

1. Children who have brothers or sisters attending the school.
2. If one parent was an alum.
3. Lottery

Parents of children who are unsuccessful in gaining a place will be informed in
writing on the date laid down by the Board and will be told of their right to appeal.
Parents who are considering sending their child to this school may visit by making an
appointment to see the Principal.

Drop Off/Pick Up

Pick up and Drop off will be done safely. In order to ensure your childis safety it is
imperative that you follow the rules of Pick Up and Drop Off.

1. Dismissal for Pre-K fi grade 8 is at 2:30pm.

2. Parents or anyone designated to pick up Pre-K and/or Kindergarten should proceed by the
front of the school and right on to Dummer Street. Parking is available on Dummer
Street and in Demoulas Park. If a Pre-K or Kindergarten student has an older sibling
they will go to the Cultural Center also.

The pick up and drop off for the rest of the students will be in front of the Cultural Center
Hallway on Broadway Street. Parents should drive up Worthen Street, turn right onto
Broadway and pull up to the Cultural Center. A teacher will be waiting to greet or dismiss
your child. This policy is to provide the safest method of drop off and pick up for the
children.

The drop off and pick up policies are for the safety of your children. Parents should not
get out of their cars in the morning or the afternoon because this causes traffic jams.
Compliance with this policy assures the safety of everyone.



EARLY DISMISSAL

1. No student may leave the school premises during the day without written permission
or phone contact with a parent/guardian in advance.

2. Parents will be notified if their child has become ill. We must have a written note
from the parent/guardian before we allow a student to be dismissed to a designated
family member or friend.

3. Any dismissal before 11:30 a.m. is an automatic absence unless the child returns to
school.

Tardiness

1. Students who enter the classroom after 8:00 a.m. are considered tardy. They must
report to the office for a tardy slip before they will be allowed into class.

2. Students are allowed 2 tardy slips in a marking period. After the second tardy slip a
written warning will be given to the student and a letter sent to the parent/guardian.
After receiving the 3" tardy slip the student will be given detention. Parents will be
notified of the detention date at least one day in advance. Detention for tardiness is
30 minutes.

3. Excessive tardiness will be reported to the Principal and proper authorities as required

by law.

Students who enter school after 11:00 a.m. will be marked absent.

If a student is dismissed before 1:00 p.m. it will be marked as a dismissal.

ok~

CHANGE OF ADDRESS / PHONE NUMBERS

Information on each student is maintained in an emergency binder in the main office. Itis
imperative that this information be kept current. If at any time during the school year, home
and/or work numbers change, and/or addresses change, please notify the main office
immediately.

SCHOOL CANCELLATIONS

Hellenic American Academy makes the judgment on school cancellations.
Announcements will be made on Bostonis channels 4, 5, 6, 7 and on WBZ radio and WCAP
(980) Lowell by 6:00 a.m. At times, the Academy may seek a delay. In the event of a delay,
school start time is as follows:

(a) 60 minute delay fi school starts at 9:00 a.m. Children arrive 8:45-9:00 a.m.
(b) 90 minute delay i school starts at 9:30 a.m. Chlldren arrive 9:15-9:30 a.m.

-~ ""*"%WMI
Dismissal remains the same.
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IMPORTANT PROCEDURES

SCHOOL ATTENDANCE

Regular school attendance is a very important aspect of a childis education.

1.

2.

It is important that parents make every effort to ensure that their children are in
school every day and that they are punctual.
If your child is absent, please call the school office in the morning between 7:30 am fi
8:00 am at (978) 453-5422. If the school does not receive a phone call the student is
marked truant.
State law requires that a written note of explanation for the absence be submitted to
the homeroom teacher on the date the student returns to school. If a student is absent
due to illness for 3 or more days or has a medical emergency, a physicianis note
should be provided. Upon return to school, the student must present a note to the
homeroom teacher. Make-up work for all absenteeism due to illness is expected.
Whenever possible appointments with doctors, dentists, etc. are to be made outside
school hours. If the appointment must be scheduled during the school day, the
student should be in school before or after the appointment whenever possible.
Chapter 76 Section 1 of the Massachusetts State Law states that a student should not
be absent for more than 7 days in a six-month period. A total of 10 absences are then
allowed for the school year. Absences include personal emergencies, sick days,
doctorsi appointments, and unexcused absences. Students in violation of that law
without proper medical documentation will be reported to the HAA School
Committee and appropriate city/state agencies for further action.
Missed homework should be determined in four ways:

Absent students should telephone a classmate

Homework may be faxed or e-mailed to students by the teacher

Homework assignments may be picked up from the office only

Homework will be given to the absent student the day s/he returns to school.
Non-school calendar vacations - No homework or tests may be made up for vacations
scheduled during school time.
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FIRE DRILLS

Several times each school year, practice fire drills are conducted. These are held to
familiarize students with the locations of the nearest exits and the procedure for evacuating
the building, should there ever be an emergency. The fire drill exit routes are clearly marked
in each area of the building.

SMOKING AND THE USE OF TOBACCO PRODUCTS

Hellenic American Academy recognizes its responsibility to provide a healthful school
environment and to protect and promote the good health, safety and well being of students,
staff, and school visitors. To this end, smoking and the use of any tobacco products within
the school buildings, in school facilities, or on school grounds by an individual is prohibited.

SAFETY OF STUDENTS / STAFF

Safety of students and school personnel are a top priority at the Hellenic American
Academy. To ensure the safety of our students and school personnel, the following measures
are in place at HAA:

All doors are locked and the back gate chained and locked. Entry must be made
through the front door by ringing the bell.

All parents and other visitors must check in at the main office. NO ONE IS
ALLOWED TO ROAM THE SCHOOL DURING SCHOOL HOURS.

No student is dismissed to any person other than his/her parent or guardian without
special parental permission. A custody file is kept on children so identified.

During arrival/dismissal times and recess periods, students are monitored carefully
by the staff.



ASSESSMENT AND RECORDING POLICY

Introduction

At the Hellenic American Academy, we believe that assessment and recording are
a crucial and integral part of the teaching and learning process. In accordance with the
planning policy, learning objectives will be clearly identified in the short-term plans
and the assessment criteria matched to these.

Aims
Through our assessment and recording policy we aim to:

recognize and celebrate all pupilsi achievements within and beyond the State
and National Curriculum subjects

provide an evaluation of what has been taught and learned, identifying pupilsi
strengths and weaknesses

ensure continuity and progression

ensure that there is differentiation in our planning and teaching

identify pupils with special educational needs

provide pupils with the opportunity to review their work, to self assess and to
set future targets

keep a pupil profile, which is meaningful, useful, consistent, and manageable.
Above all it should be a working profile for which the children feel a sense of
ownership

raise the expectations of pupils, teachers, and parents in an effort to achieve the
highest possible standards for each child.

Methods of assessment

Annual testing (Terra Nova ii K through 8)
Focused assessment activities
Questioning/listening/observation
Consideration of finished work/marking
Class tests

Diagnostic assessments (as needed)



Record Keeping
The school shall keep the following records:

= Pupil Education Records

= Pupil Admission Documents & Personal Information
= Emergency/Health Records

= Personnel Records

= Financial Records

= Curriculum Policy Documents

= Non-Curricular Policy Documents

Pupil Education Records
Retention and Disclosure of Records

The school shall keep and update curricular records on pupils, covering their
academic achievements, other skills and abilities and progress in school. (This may
well include summative records, formative records, examples of work, copies of
reports and profiles, the Terra Nova Achievement etc.) Other material, although not
mandatory may also be recorded. The curricular record, together with this additional
material will comprise a pupilis educational record. Confidential reports (e.g. from
Social Services, Psychological Reports etc.) must be kept separately from the above
general information. The school shall provide an opportunity for the correction of
inaccurate educational and personal records.

Pupil Admission Documents

The school shall keep admission records specifying any information required by
the School Board to pupils enrolled at the time. These shall be kept up-to-date and
amended as and when pupils join or leave the school, providing that the keeping of
such information does not violate any law or statute in operation at the time.

Personnel Records

The school shall maintain records of personnel relating to their qualifications,
experience, length of service, salary levels. Appraisal statements shall be the property
of the appraised and shall not be maintained with the above records and shall not be
used in any way other than at the request of, or with the permission of the appraised.
A single copy of appraisal statements may be kept securely in the office. Application
forms of applicants (and references) for vacant posts will be kept securely in the
school office until an appointment has been made. Following a successful interview
the successful candidateis application and the Principal shall keep references for no
less than six months securely within the school with access only. References for staff
within the school for posts outside shall be kept on file at the Principalis discretion.



Financial Records

Records of the schoolis financial controls and budget shall be kept in accordance
with the current Church Parish Council and shall be made available for inspection by
the proper authorities under those statutes and regulations.

Pupil records

Entry forms (Registration, Health, Prior Academic Records) are completed by
parent before placement to the school is offered.

The teacher, halfway through the first term, will give the child an evaluation.
The results of this evaluation are kept by the class teacher and a copy is kept
locked in the Principalis Office. Individual childrenis records are confidential
and access is only available to parents who make a request to the Principal.

All our Academic Records are kept in the Principalis Office.

Summative record cards are used for recording attainment at the end of the
year. They are kept in the pupilis files that are located in the Principalis
Office.

Personal pupil folders recognize and celebrate achievement as well as
attainment. They are completed and updated each term. Work in these folders
will provide evidence for end of key stage assessments. Achievements beyond
the State and National Curriculum are included e.g. hobbies and interests.

The class teacher keeps standardized diagnostic assessment results and a copy
kept by the Principal in the office. Individual childrenis records are
confidential and access is only available to parents who make a request to the
Principal.

Medical records are confidential and kept in the Nurseis office.

Class teacher records are confidential to the class teacher and only used to
guide planning. They inform the teacher about the appropriateness of the work
presented to the whole class, group, or individual.

Transfer of records

Records are only forwarded to the new school following a request in writing to the
Principal of the school and as long as tuition has been paid in full prior to release of
these records. It is insufficient for a parent to advise us of the new school. Records to
be forwarded are:

the most recent report to parents

the summative record card

any special needs information

examples of work taken from the pupilis profile. Not all schools request these
in which case they will be given to the parents when all other records are
transferred



Curriculum Policy Documents

Documents, which describe the schoolsi policies on areas, subjects of the
curriculum, topics, schematics etc., shall be maintained up-to-date and available for
inspection by authorized persons (e.g. parents, advisors, School Board, Principal.)



Anti- Bullying Policy

Introduction

The Hellenic American Academy is committed to a safe and civil educational
environment for all the students, employees, volunteers and patrons, free from
harassment, intimidation or bullying.

Definition of Bullying

1Harassment, intimidation or bullyingT is the repeated use by one or more
students of a written, verbal or electronic expression or a physical act or gesture or any
combination thereof, directed at a victim that;

Physically harms a student or damages the studentis property; or

Has the effect of substantially interfering with a studentis education; or

Is severe, persistent, or pervasive that it creates an intimidating or threatening
educational environment; or

Has the effect of substantially disrupting the orderly operation of the school.

For purposes of this section, bullying shall include cyber- bullying. Cyber bullying
is the use of technology or any electronic communication which shall include;

The creation of a web page or blog in which the creator assumes the identity of
another person; or

The knowing impersonation of another person as the author of posted content
or messages; or

The distribution by electronic means of a communication to more than one
person or the posting of material on an electronic medium that may be
accessed by one or more persons. (i.e. Facebook, You tube, Twitter etc.)

Bullying is prohibited on the school grounds, property immediately adjacent to school
grounds, at a school-sponsored or school related activity, function or program whether
on or off school grounds, at a school bus stop, on a school bus or other vehicle owned,
leased or used by a school and at a location, activity, function or program that is not
school related.

This policy is pertaining to Massachusetts General Law Chapter 71, Section 370
which strictly prohibits the act of Bullying.

Please refer to pages 37-39 of this manual for the school’s disciplinary measures.

10



Sexual Harassment Policy

Introduction

It is the policy of the Hellenic American Academy to maintain a respectful public
service environment. All employees regardless of race, color, creed, national origin,
age, sex, or handicap, or sexual orientation have the right to an environment free from
all forms of discrimination and harassing conduct. The Hellenic American Academy
will not tolerate and prohibits sexual harassment and/or offensive behavior by or
towards any employee/student.

Please note that while this policy sets forth our goals of promoting a workplace
that is free of sexual harassment, this policy is neither designed nor intended to limit
our authority to discipline or take remedial action for workplace conduct which we
deem unacceptable, regardless of whether that conduct satisfies the definition of
sexual harassment.

Definition of Sexual Harassment

Sexual harassment, which is illegal, can consist of a wide range of unwanted and
unwelcome sexually directed behavior, and is defined as:

Unwelcome sexual advances, request for sexual favors and other verbal or
physical conduct of a sexual nature when:

1. submission to such conduct is made either explicitly or implicitly a term or
condition of an individualis employment or

2. submission to or rejection of such conduct by an individual is used to
impact employment decisions or

3. such conduct has the purpose or effect of unreasonable interfering with an
individualis work performance or creating an intimidating, hostile, or
offensive working environment.

These definitions are intended to broadly interpret and include any sexually
oriented conduct, whether it is intended or not, that is unwelcome and has the effect of
creating a work place environment that is hostile, intimidating, or humiliating to male
or female workers.

Certain behaviors are not consistent with the principles and values of the Hellenic
American Academy and are prohibited by this policy such as but not limited to:
unwelcome sexual remarks or compliments, inquiries into oneis sex life; sexual jokes
or horseplay, offensive flirtations, advances or propositions, the display of sexual
suggestive objects, pictures or written materials, lewd nicknames, sexually suggestive
facial expressions and sexual conduct. These are examples of conduct that may,
depending on the circumstances, constitute sexual harassment.

Each employee is expected to conduct himself/herself in a respectful manner.
Each employee is expected to cooperate in an investigation of a complaint of
harassment or sexual harassment by providing any information he/she may have
concerning the matter.

11



All employees should take special note that retaliation against an individual who
has complained about sexual harassment and retaliation against individuals for
cooperating with an investigation of a sexual harassment complaint is unlawful and
will not be tolerated by the Hellenic American Academy.

The School Committee will enforce the above policy. If the School Committee
deems a staff member has violated the policies, termination may result.

12



Policy for Photographing Students

School Responsibility

Occasionally, we may take photographs of the children at our school. We may
use these images in our school prospectus or in other printed publications that we
produce, as well as on our website or on project display boards at our school. We may
also make video or webcam recordings for conferences, monitoring or other
educational use.

Our school may be visited by the media who will take photographs or film
footage of a visiting dignitary or other high profile event. Pupils will often appear in
these images, which may appear in local or national newspapers.

To comply with the Data Protection Act of 1998, we need your permission
before we can photograph or make any recordings of your child for promotional
purposes.

Parent Responsibility

Parents take pictures and video of students all the time @i for yearbooks,
athletic events, cultural events, in class, at artistic performances, etc. Often we want
to post those pictures to the internet (Facebook Youtube etc.), thus making those
photos potentially available to a global audience. Obviously, the issues surrounding
photographs of students on the Web are numerous and complex. The challenge for us
is to balance the desires to publicize the great things that are happening at our school
with the responsibilities to protect children and satisfy parental concerns about student
privacy and safety.

We request that parents exhibit sensitivity towards the privacy and safety of
our children particularly since most of the subjects of the photos and videos are
minors.

We DO NOT discourage picture taking or video at any of our events.
However, to respect the rights of families, parents must get permission from each
parent/guardian to use photographs or video that includes children other than their
own.

13



Complaints Procedure Policy

If classroom related, the first stop is to speak with the teacher via an appointment
after school, made through the office. Please note: ANY complaints MUST be
made within 10 school days.

Formal

Should any concerns arise regarding your childis education at the Hellenic
American Academy the proper protocol is as follows:

1. If not classroom related, discussion with appropriate party that is, teacher,
principal via written letter, phone call, or appointment.

2. Should results be unsatisfactory, the next step is a formal written request to the
principal for a meeting with the principal. The written request must state the
issues of concern.

3. If there are any doubts about where to direct the complaint a letter should be
written to the Principal, who will then make the necessary arrangements or
advise what steps to take. Complaints about the actions of individual teachers
should, in the first instance, be taken up with the Principal. Complaints about
the actions of the Principal should be taken up with the Chairman/President of
the School Committee.

We trust that your children are happy at this school however, over a period of time
an odd problem may arise. The following procedures dealing with complaints of any
kind must be followed:

1. The matter should be broached with the classroom teacher.

2. If a satisfactory conclusion is not achieved then an appointment should be
made with the Principal through the school office.

Should the parent feel further dialogue is necessary the parent shall write a letter to
the School Committee Chair requesting to be included on the agenda of an upcoming
meeting. The letter must state the concerns. This letter should state the dates of prior
meetings and copies of prior correspondence. No meeting will take place without an
appointment or a written request.

Communication

You will receive a response within five working days.

14



Special Educational Needs Policy

When teacher/principal/parent sees the need of special education instruction, the
student may be referred for an evaluation through the Special Education Departmental
Services of the town which they live in. If a child requires special education it will be
reviewed on an individual basis. If the results of the evaluation require treatment
beyond the scope of the Hellenic American Academy we will refer the parents back to
their home based School Department.
Role of the Classroom Teacher
The classroom teacher will:

= Identify each childis needs and skill levels

= Read the childis file where appropriate

= Advise the parents of any concerns

= Provide reports for external agencies

= Monitor and assess progress and maintain appropriate records

= Fulfill all other duties required of the class teacher by the Code of Practice

= Ensure that delivery of the curriculum allows each child to experience success

Aa Bb Cc Dd Es Ff
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Equal Opportunities Policy

The Hellenic American Academy is committed to promoting understanding of the
principles and practices of equality and justice.

AiIms

Our aim is to equip pupils with an awareness of our diverse society and to
appreciate the value of difference. This will be achieved by adherence to the
following principles;

= Discrimination on the basis of color, culture, origin, sex or ability is not
acceptable.

= The primary objective of this school will be to educate, develop, and
prepare all our pupils for developing a tolerance of diversity.

= Pupils and teachers will further this objective by contributing towards a
happy and caring environment and by showing respect for, and
appreciation of, one another as individuals.

Managing Equality in Practice
1. Admission

The school follows the Boards Admission Policies that do not discriminate
against sex, race, color, ethnicity, or religion.

2. Registration

Pupilsi names will be accurately recorded and correctly pronounced.
Pupils will be encouraged to accept and respect names from other cultures.

3. Discrimination

Any type of discriminatory behavior is unacceptable. Racist symbols, badges
and insignia on clothing and equipment are forbidden in school. Staff should
be aware of possible cultural assumptions and bias within their own attitudes.
All forms of discrimination by any person within the schoolis responsibility
will be treated seriously.

4. Language

The school views linguistic diversity positively. Pupils and staff must feel that
their natural language is valued.

5. Resources

The schoolis aim is to provide for all pupils according to their needs,
irrespective of sex, ability or ethnic origin. Equality of opportunity permeates
the whole curriculum and will be reviewed regularly.

16



Child Protection Policy

The Hellenic American Academy recognizes that the classroom teacher is the first
stage in the pastoral care of the child in the school. Teachers are well placed to
observe outward signs of abuse, changes in behavior or failure to develop or thrive.
Categories for concern are:

Neglect

The persistent or severe neglect of a child that results in serious impairment of the
childis health or developments.

Physical Abuse

Physical injury to a child fi reasonable suspicion that the injury was inflicted or
knowingly not prevented.

Sexual Abuse

The involvement in sexual activities to which the child was unable to give
informed consent.

Emotional Abuse
Persistent or severe emotional ill treatment or rejection.

Grave Concern

Children whose situations do not currently fit the above categories but for whom
there is significant risk of abuse are of prime concern to faculty and administration. If
a teacher becomes aware of abuse s/he will notify the Principal of the school
immediately. The Principal will investigate so far as is possible and involve the
relevant agencies (parents, foster-parents, social services, police, etc.) Dependent
upon the investigation, the Principal shall ensure that a case conference is arranged
involving the above agencies. The outcome of this will depend upon the individual
case but it could result in the childis name being entered onto the child protection
register. The Principal will keep the class teacher up to date with developments.
Every attempt will be made to offer support for the child while at school and it is
hoped that the school will provide an environment in which s/he can relax and spend
the school day in complete confidence and safety.

17



Grading Policy
This policy gives guidance to staff on the purpose, types, and frequency of grading.
Aims

All grading should have a clear purpose for either the child or the teacher
depending on the learning objective.

Purpose of grading

To aid the teacher in evaluating a childis progress and needs for future
planning.

To provide feedback about current work.

To demonstrate the value of a childis work.

To allow for self-assessment where the child can recognize their difficulties
and mistakes and encourage them to accept help/guidance from others.
Means of measuring educational milestones throughout the school year.
Teachers' grading system shall be submitted to principal prior to
commencement of school.

Once approved parents will be made aware.

Types of grading

Positive comments to enhance motivation.
Letter grades reflect a numeric value (see chart on report card)
Extra credit is at the discretion of the teacher.

Frequency of grading

Assignments will be marked within 3 days however, in the case of a long-term
project, it may not be marked until the completion of the project. Children will be
informed in advance if this is the case. All students will be given a rubric for projects.

Report cards will be issued four times a year via mail and must be signed and
returned by a parent with exception of the final report. Should parents want more
information they will make an appointment with the teacher.

Progress reports will be issued four times a year at the mid-point of each marking
period.

18



Grading Rubric

A+
B+
C+
D+
F

97-100
87-90
77-80
67-69
0-59

OO w>

93-96
83-86
73-76
63-66

REPORT
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A- 90-92
B- 80-82
C- 70-72
D- 60-62



HOMEWORK POLICY

Homework is a necessary follow-up to schoolwork. It allows for independent practice of a
skill, research time, study, or reading. Homework is the studentis responsibility to complete
and to bring to class. However, at some age levels, students need parental supervision and
assistance with organizational aspects of completing and putting assignments into folders or
book bags.

A set homework time each day provides opportunity for a student to develop good
organizational skills. It also allows a parent an opportunity to know whether or not a
student is spending quality time on learning tasks. When no iformalT home assignments
are given, it is worthwhile for a student to use the homework time for reading, journal writing,
study, or research.

Homework is assigned on a regular basis at the Hellenic American Academy. The primary

objective of homework assignments are to help students develop independent work-study habits.

The School Committee and the school staff see homework as serving the following purposes:

To encourage self-discipline and personal organizations.

To reinforce skills learned at school.

To bridge the gap between home and school.

To allow parents direct involvement in their childis learning.
To encourage creative and analytical thinking/reasoning skills.
To teach students accountability and responsibility.

ogakrwdE

The frequency and length of tasks will vary according to the age, needs, and grade of the child.
The total amount of time for all subjects combined per night is as follows:

Grade K varies with skills learned
Grade 1 20-30 minutes

Grade 2 & 3 30-45 minutes

Grades 4-6 45-90 minutes
Grades7-8 90-120 minutes

Tasks set will vary in their nature and will not necessarily be of a formal pencil and

paper style.

Tasks may include amongst others e.g. reading, learning of tables, spelling or other
materials, completion and/or extension of work begun in class, additional research,
collecting information, and investigations.

Particular circumstances (e.g. prolonged absence from school) may warrant additional
homework. This should be discussed with the classroom teacher and s/he will set the criteria.
Teachers will not provide make-up work for vacations other than those designated by the
school calendar (See Policies and Procedures).

Homework should be set for clearly defined purposes, not for its own sake.

All homework assignments are mandatory.

Homework will be collected, graded, reviewed, and returned.

Grade level teachers will discuss specific homework policies with parents at Open House.
No homework will be assigned during school vacations or religious holidays.
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Please keep in mind all children progress at varying rates. If your child is visibly and
consistently confused and/or upset, please use this as an opportunity to contact his or her teacher.
Do not wait until the end of a quarter; contact his/her teacher immediately. This can be simply
done by a note to the teacher. All children should experience success in their homework.
All parents/guardians have a responsibility to check their childis homework assignments
and to see that everything has been completed. If a student misses 2 homework assignments in a given
guarter, the parents will be notified for a meeting with the principal.

Responsibilities of teachers, students, and parents

Teachers’ responsibilities:

>
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assign homework that is meaningful and useful to individuals

provide appropriate and timely response to all homework assignments
provide a balance between long-range and short-term assignments

over weekends, give assignments, which are no longer than daily assignments

not assign homework during vacation periods and on legal and religious
holidays

monitor long-term assignments in order to avoid last minute icrasht efforts by
students

give clear, concise directions; allow time for student questions; consider
availability of materials; provide legible worksheet when used

inform parents of their role in supervising homework
ensure that students who are absent know how they make up homework
monitor the effectiveness of homework as reflected in student performance

post long term assignments and projects on the website
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Students’ responsibilities:
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record the directions for homework
ask questions when necessary to clarify the assignment
follow a schedule and keep materials in order

hand in, on time, neat, accurate, and meaningful products

plan time for completion of long-term assignments

determine and complete homework assigned during absence

Parents’ responsibilities:
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provide a suitable place for study

help students develop routine home study habits

ensure that missed work due to absences is made up

assist and correct but do not do the actual work

notify the teacher if students experience extreme difficulty

be aware of long-term assignments and assist students in learning to budget
their time accordingly

contact the teacher if he/she observes absence of homework
discuss ideas and progress and focus on small errors last

check website for assignments
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GRADE LEVEL AND SUBJECT OVERVIEWS

Curriculum

In the fall parents will be invited to a classroom Open House. The purpose of this
is to have teachers meet with parents to share curriculum information and discuss their
particular classroom goals and visions for the school year. All subjects follow the
Massachusetts Curriculum Frameworks.

All program and curricula are carefully researched and agreed upon by a
committee of principal, teachers, and school committee members. The advice of field
experts is part of the process of choosing the curricula. The Hellenic American
Academy prides itself on following state mandated guidelines and offices of education
throughout the United States in making their final choices for programs and subjects
within the curriculum.

Curriculum (K-8)
KINDERGARTEN

The Kindergarten curriculum is based on a hands-on approach to learning. The
child embraces learning through different styles, which include language arts, math,
science, and drama. The curriculum also incorporates the teaching of the Greek
language on a developmentally appropriate level.

In an attempt to permit children to enter kindergarten and first grade at the time
most appropriate to them individually, the school committee establishes the following
policy on entrance age.

1. Children who will be five years of age on or before October 31* of the year
during which they wish to enroll will be eligible to enter kindergarten at the
start of the school year in late August or September.

2. Initial admission of children to first grade (or other grades) will involve a
consideration of both chronological age and the readiness of children to do the
work.

In kindergarten your child will progress to:

Language Development by:

Listening about rhymes, letter names, and sounds
Discovering differences in colors, shapes, letters, and sounds
Writing using upper case and lower case letters

Listening and following directions

Looking at childrenis books, maps, charts, pictures, newspapers, magazines
Learning new words, new ways to make sentences, and express ideas
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Mathematical Development by:

Identifying basic shapes, working with shapes and geometry

Repeating and forming patterns, looking for patterns and relationships
Using comparative terms such as longer, shorter, less, more, less than, more
than

Counting from 0-30 and recognizing the numerals

Adding and subtracting by counting objects

Learning positional terms such as above, beside, below, left, right

FIRST GRADE
English Language Arts

Reading in the first grade focuses on:
Decoding and encoding words
Recognizing story elements
Recognizing fiction and non-fiction
Comprehension
Recognizing sight vocabulary
Utilizing a variety of reading strategies

Writing

Begins to use basic concepts (end marks and capitalization)
Can read back what is written
Expresses ideas clearly both orally and written

Mathematics

First grade students will achieve math knowledge through problem solving,
communication, reasoning, and connecting math to the real world. They will learn the
following mathematical concepts:

Concept of whole number operations
Patterns and relations

Geometry (shapes)

Measurements

Graphing and estimating

Money and time

History
The curriculum for first grade children focuses on families and communities, past
and present. Students will be introduced to the physical geography of local and

regional communities, the American colonies, family and community related topics in
history, economics, and civics.
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Science

Students gain scientific knowledge through:
Learning to ask meaningful questions
Making predictions based on past experiences
Describing, communicating, observing, discussing, drawing, simple graphing,
and writing

Homework

We encourage daily homework, daily reading, home preparation for spelling and
other tests, and cooperative study between parent and child.

SECOND GRADE

Language Arts

Students recognize and decode words

Identify word formations, such as suffixes, contractions
Vocabulary development

Comprehension advancement

Listening and speaking skills

Spelling skills

Writing

Mathematics

Use of manipulatives blended with traditional paperwork

Numeration, operation, place values, fractions, time, measurement, graphing,
probability, statistics, money

History and Social Science

Children develop appreciation of the role of the family unit
Good citizenship

Knowledge of the past and our countryis heritage

New World explorations and Native American cultures
Geography and map skills are integrated throughout

Science

Students will learn to describe, classify, and identify different forms of plant
and animal life

Understanding and use of magnets
Hands-on activities.
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Homework

We encourage daily homework, daily reading, home preparation for spelling and
other tests, and cooperative study between parent and child.

THIRD GRADE

Third grade is a transitional year toward more responsibility. Open-ended
questioning is implemented throughout the curriculum.

Mathematics

Introduction to concepts through a hands-on approach; regrouping, multiplication,
and division along with a continual review of skills are covered at every grade level.

History and Social Science

Focus on American History, Massachusetts, and local history. Westward
expansion, pioneers, and the Civil War are among the topics covered. These will be
taught in an interdisciplinary fashion, which will include reading, writing, speaking,
and listening.

Science and Technology

Hands-on activities

Experiments

Related literature in the areas of life, physical, earth, and space sciences
Water cycle, sound, objects in the sky, etc.

Language Arts

Daily writing exercises
Spelling skills enhanced
Using a theme approach, reading and writing skills are integrated and applied

Homework
Students start to develop responsibility and accountability for their homework
assignments. A policy statement is sent home by each teacher at the beginning of the

school year. If there are any questions on the homework, please email the teacher or
contact the teacher at school.
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FOURTH GRADE
Language Arts
Reading

Peer literature discussion groups
Reflection on literature
Questioning and critical thinking skills enhanced

Spelling

Spelling lessons are presented each week and spelling homework may be assigned
Monday through Thursday. Spelling tests are given on Fridays.

Written Expression

The fourth grade uses a process approach to writing that incorporates the
childrenis writing to teach grammar skills. The writing approach is integrated across
the curriculum.

Mathematics

Manipulatives used to introduce and reinforce new concepts
Basic and high order computational operations
Number sense and numeration

Geometry .
Measurement and fractions / &
Graphing e @ x
Probability skills )
Problem solving strategies o

History and Social Science

Areas of study will focus on Egypt, Greece, China, and the Middle Ages.
Historical and geographical overview of each civilization and an understanding of its
impact on life today.

Science

Study of electricity, microscopes, trees, optics, animals, rocks and minerals,
fossils, stars, volcanoes, are some of the topics explored.
Investigations, experiments, classroom games and activities

Homework

Students are expected to be responsible and accountable for their homework.
Homework is given Monday through Friday. Parental support and cooperation are
appreciated.
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FIFTH GRADE
Language Arts
Reading and Spelling

Literature based program to teach reading is used in the fifth grade to promote
critical thinking and questioning skills. Spelling lessons are conducted each week.

Language

Writing is integrated across the curriculum to develop student expression and
grammar skills.

History and Social Science

Chronological history of the United States as outlined in the Massachusetts
Curriculum Frameworks.

Integrated language arts and U.S. History through the use of fiction and
biographies.

Mathematics

Activity-based development of mathematical concepts
Computation skills

Problem solving

Individual and small cooperative group work

History and Social Science

Fifth grade focuses on the study of chronological history of the United States
as outlined in the Massachusetts Curriculum Frameworks. Our study shows how
America is a land of diversity and continues by emphasizing how our physical
geography affects our history from pre-Columbian times to the War of 1812.
Various media sources are utilized to supplement the units. In addition, we
integrate Language Arts and U. S. History through the use of historical fiction and
biographies.

Science

Inquiry/exploration

Exploring space (earth/space science)
Introduction to genetics

Animal kingdom (life science)
Experiments and hands-on activities
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Homework

Students are expected to be responsible and accountable for their homework.
Homework is given Monday through Friday. Weekend homework may also be
assigned. Parental support and cooperation is appreciated.

SIXTH GRADE

Emphasis is placed on students being able to read, write, and communicate
effectively in all subject areas, allowing them to become life-long learners.

Language Arts

Using a theme approach, reading and writing skills are integrated and applied.
Weekly spelling tests, literature explorations, world mythology exploration, and
traditional reading assignments.

Mathematics
Introduction to algebra.
Problem solving, reasoning, communication and critical thinking.
Statistics, number sense, patterns and functions, geometry, algebra,
measurement, and probability.
Decimals
Fractions

Assessments will be based on projects, open-ended problems, math center
activities, computer programs, journals, portfolios and presentations, as well as
traditional methods such as chapter tests and quizzes. The acquisition of strong
computational skills is stressed throughout all of the various units.

History and Social Science

The sixth grade program focuses on the study of early humans and the ancient
civilizations of Mesopotamia, Egypt, Greece, and Rome. Teaching methods include a
variety of hands-on activities, traditional methods such as reading text, note taking,
and maintaining notebooks/portfolios.

Science
Introduction to scientific thinking
Life Science-classifying life/domains and kingdoms
Earth science fithe universe/atmosphere
Physical science filight and sound
Science Lab

Homework
Students are expected to be responsible and accountable for their homework.
Homework is given Monday through Friday. Weekend homework may also be

assigned. Parental support and cooperation is appreciated.
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SEVENTH GRADE

Language arts:
- Literature
Grammar and mechanics
Vocabulary
Written and Oral Comprehension
Multi Media Presentation

Mathematics:
Pre-Algebra

Science:
- Science and technology

Intro to chemistry

Physics and energy

Earth science

Technology and engineering

Science Lab

Social Studies:
American History

World Languages:
Conversational Greek
Spanish (Exploratory)

Homework
Students are expected to be responsible and accountable for their homework.

Homework is given Monday through Friday. Weekend homework may also be
assigned. Parental support and cooperation is appreciated.
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EIGHTH GRADE
Language arts:

Literature

Grammar and mechanics
Vocabulary

Written and Oral Comprehension
Multi Media Presentation

Mathematics:
Algebra |

Science:
- Life science

Anatomy and physiology

Genetics

Physics

Earth and space science

Space exploration and technology

Science Lab

Social Studies:
American History 11

World Languages:
Conversational Greek
Spanish (Exploratory)

Homework
Students are expected to be responsible and accountable for their homework.

Homework is given Monday through Friday. Weekend homework may also be
assigned. Parental support and cooperation is appreciated.
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GREEK DEPARTMENT

Reading...Will be an outgrowth of conversation where the students will have the opportunity
to increase their skills in the Greek Language.

Language...The greater the progress the more proficient the student becomes in a language.
At this stage the student will have a spoken vocabulary, a written vocabulary, and reading abilities.
Conversational ability will be our first priority.

History...The knowledge of ancient cultures, especially one as rich as the Greeks, opens before
us through History and Geography awareness of how the past impacts the future. The classical
languages, as proven through SAT scores, will enhance the studentsi knowledge of English
Language Arts/Math & Science and Social Studies.

Religion... Guides the students through a course of study that blends the teaching of religious
stories, explanation, and observance of religious days, and classroom work in the Church into
a satisfying religious experience.

= To increase potential for communication between home and school.
= To provide increased opportunities for enrichment activities.
= To correlate school learning and outside interests.

To develop within each student the responsibility for completing and returning
homework assignments.

COLLECTIVE WORSHIP POLICY

An Act of Collective Worship will take place every day. The time at which this
takes place and the form of the Collective Worship (whole school, team or class
groupings) may vary from day to day. The majority of the Acts of Collective Worship
will be mainly of a broadly Orthodox Christian character.

Every child will take part in the Act of Collective Worship unless withdrawn by
his/her parents/guardians and the school is notified ahead of time. Religious classes
are mandatory for all students.

Music and art are offered each week to all our students and they are both
integrated into the overall curriculum.

MUSIC AND ART c\?ﬂ
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7 ETHNIC CELEBRATIONS & PERFORMING ARTS

Performing Arts are an important part of the curriculum at Hellenic American
Academy. Students are required to participate in the Christmas Program, Three
Hierarchs, and the Greek Independence Day Program. These celebrations are part of
each student's Greek Cultural grade and attendance is mandatory. All students are to
wear Greek costumes for the Greek Independence Day celebration. Students
participate in the Greek Independence Day parade in Lowell and if they choose, may
also participate in the Greek Independence Day parade in Boston.

PHYSICAL EDUCATION

Students have physical education classes each week at the Hellenic American Academy.
They experience physical activity, team activities, and individual growth.

TECHNOLOGY

Each week students have special computer lessons in our state of the art lab.
Teachers also utilize the computer lab with students to work on projects. The use of
interactive white boards and laptops is integrated into the Middle School curriculum.

LIBRARY

The school library is a very modern facility complete with computers and the ability to
hold 15,000 volumes. We are very proud to announce the addition of 10,000 leveled readers
which were donated by Leslie College. The library will soon be part of the Merrimack
Valley Library Consortium.
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Guidelines for Student Internet Use

The Hellenic American Academy offers Internet access to our students. The sole
purpose of this Internet access is to support education and research by providing
students and teachers with access to unique resources and an opportunity for
collaborative work. All uses of the Hellenic American Academy Internet access must
be in support of and consistent with these educational objectives. All students who
use the Internet access are expected to read these guidelines and/or to take part in a
discussion of the guidelines with a teacher. Adherence to the guidelines is a condition
for a studentis privilege of Internet access.

The Internet

The Internet is a vast, global network, linking computers at universities, schools,
laboratories, and other sites. Through the Internet, one can communicate with people
all over the world through discussion forums and electronic mail. In addition, many
educationally valuable files may be downloaded from the Internet. Because of its
enormous size and resources, the Internetis educational potential is boundless.
Because of its broad reach, however, the Internet also contains the potential for abuse.
These guidelines are intended to help ensure that students use this valuable resource in
a safe and appropriate manner.

Students’ Individual Responsibilities

1. Students will use the Internet only with permission from the teacher.

2. When students are using the Internet, they cannot give out any personal
information, such as names, addresses, telephone numbers, etc.

3. Students will notify a teacher immediately if they see any information that
makes them feel uncomfortable.

4. Students must stay in approved, appropriate areas of the Internet. (Note that
controls have been set up in the computer classroom so that students are not
able to visit inappropriate Websites.)

5. Failure to follow the Classroom Internet Safety Policy will result in Internet
privileges being revoked.

6. Internet access is a privilege, not a right. A teacher may cancel a studentis
privilege if abuse is reported.

All students, along with their parents are asked to read, discuss and sign the
schools “Acceptable Use Internet Policy” to indicate full cooperation.
Plagiarism

1PlagiarismT means the taking of material created by others and presenting it as if
it were oneis own. The Hellenic American Academy policy on Plagiarism/cheating
(the Honor Code), which is included in the Hellenic American Academy Parent
Handbook, is applicable to the studentis use of the Internet.
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Disclaimer of Liability

The Hellenic American Academy disclaims all liability for the content of material
that a student may access on the Internet, for any damages suffered in the course of or
as a result of the studentis Internet use, and for any other consequences of a studentis
threatening, harassing, or otherwise inappropriate.

ADDITIONAL SERVICES

Title I Remedial Services for our students is available at the Hellenic American Academy.
This service is provided by the Lowell Public Schools Title | Federally Funded Program.

Pre-Referral Services Any child that is attending the Hellenic American Academy and
is experiencing any difficulties will be provided with a pre-referral assessment

The assessment will consist of the following:
Observations in the childis classroom
Identification of the childis learning style
Portfolios of the students work
Consultation with the student, family members, and if necessary other
professionals

Completion of the pre-referral assessments:
- Childis curriculum may be modified for him/her
Additional support may be offered
Additional assessments may be requested
After school remedial programs can be arranged through the Principal

Special Education Services The Hellenic American Academy is not able to offer services to
students with severe behavioral or physical needs. At this moment, HAA does not have the
appropriate materials, staff, and funding to support full inclusion of special needs students.

Media Center Our school is equipped with a media center in the beautiful library where
reading materials are available for all reading levels covering all subjects taught in the academy.
Research materials and encyclopedias are widely available for studentsi projects. Computer
software, videos, tapes, and VCRSs, etc. are available to students for educational purposes.
Students are encouraged to use this facility to complete school projects.

Teacher-Student Tutoring Each classroom teacher will be available one day a week, on a

day to be specified, for curriculum help. Curriculum help will also be available to students
during the regular school day.
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BEHAVIOR POLICIES

Students are responsible for exercising good behavior to ensure the safety and well being of
themselves and others. Student behavior will be dealt with appropriately by our staff. Should
conduct/discipline problems arise, parents may be contacted.

The following guidelines will help make our school a more pleasant place for everyone:

PonhdE

11.

orwdPE

Arrive to school on time.

Be courteous and respectful towards adults and other students.

Exhibit proper behavior going to and from school.

Students will not run in school while in the school building except in the Cultural Center
during their physical education period.

Walk quietly and in an orderly manner when passing in the corridors in order not to

disrupt others.

Ask or seek the assistance of a teacher or the principal, the teacheris aide or other adult when
experiencing problems with other student(s). Fighting, pushing, rough playing, tackling,
kicking, shoving, or other acts of intimidation including verbal abuse, will not be allowed.
Students will give a courteous and respectful response to any direction or request from an
adult in the school.

Act properly when eating in the school cafeteria. Talking during lunch is allowed but only
in a low tone. No shouting, yelling, or loud voices are permitted.

Never bring unsafe objects to school, such as matches or knives.

. Help keep the building clean, not deface, or destroy school property. Make an effort not

to mess the rest rooms.
Take care of the books and materials assigned.

Class Rules

Always raise your hand before speaking.

Stay in seat unless permission is given to get up.
Follow all directions, especially during tests.
Move and work quietly.

Be respectful.

Violations / Offenses

The following is a list of violations or offenses for which HAA will take disciplinary measures:

agrownE

Disobedience

Disrespect to student or teacher(s)
Fighting (verbal or physical)

Verbal threats to student(s) or teacher(s)
Racial or social, discriminating language
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Foul language

Bullying

Drinking and/or drugs

Possession of weapons (includes all types of guns, knives, and all objects that may
intentionally be used as potential weapons, such as sharp instruments, stones, scissors,
pencil tips, etc.)

10. Sexual harassment to student(s) or a teacher(s) (verbal or physical)

11. Smoking

12. Unacceptable classroom/lunch/recess behavior

13. Improper uniform

14. Spitting

15. Failure to complete homework assignments

16. Failure to return notices, envelopes, messages, signed tests, folders, etc.

17. Vandalism (destruction of other studentis property, or misuse and/or destruction of
school and cultural centeris property.) Student will be asked to fully replace/repair
damaged item.

©ooNo

DISCIPLINARY MEASURES
After School Detention (K-8)

Detention will be held on the day after the violation. Student(s) are required to stay after
school for a determined period of time. This is a quiet time in which no homework assignments
may be completed. Notices will be sent home for parents to make arrangements for their childrenis
transportation.

Detention will be given for the following reasons:

Disobedience

Disrespect

Spitting

Foul language

Bullying (First Offense)

Classroom/Lunch/Recess misbehavior

Improper Uniform

Failure to return notices

- Physical fighting (No injuries) (First Offense)

In-School Suspension

Students are required to come to school but will not participate in the school lessons or
activities. In case of a field trip day, the student will be required to stay at school. A parent
conference will precede or follow the in-school suspension. If a student misses a test while
on suspension s/he is not allowed to make up the test. (Test grade will be a zero.) In-school
suspension will be given for the following reasons:

Blatant disobedience or disrespect
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Sexual harassment (verbal)
Physical fighting (minor injuries)
2" offense bullying/harassment of other students/adult

Out-of-School Suspension

The studentis parents or guardians will be called to pick up their child for the remainder of
the day. The student will be kept at home for a designated period of time. The length of time
for out-of-school suspension will depend on the severity of the offense and will be determined
by the principal and the witness teacher.

The student will not get credit for missed work but will be required to complete in-school
and homework assignments. Out-of-school suspension will be placed into the studentis record file.

Out-of-school suspension will be given for the following reasons:

Physical fighting (serious injuries such as bleeding, scratches, bruises)
Threats to a teacher or a student

Sexual harassment (physical)

Vandalism

Smoking

3" offense of Bullying/Hazing

Expulsion

A student will be dismissed from HAA permanently. Expulsion will occur when a student
continuously disregards HAA policies and participated in any of the following:

Serious physical injuries to another student or adult (being involved in a physical fight where
injuries lead another student or teacher to the hospital)

Drugs and Alcohol

Continuous harassment to teachers or students

Possession of weapons

Continuous bullying of other students

The principal, in consultation with teachers, reserves the right to change a disciplinary measure if
circumstances allow.
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Steps in Expulsion

Expulsion from school is always serious business. The process is usually
governed by carefully prescribed legal requirements. The principal should always
check with legal counsel before initiating the process of expulsion.

The following model step-by-step expulsion procedure is typical of the process
required in many states:

1. Principal initiates a certified letter to parents stipulating the cause/reason(s)
for expulsion, and the expulsion and hearing procedure that will be
followed. A return receipt should be requested.

2. A waiver of hearing form and copies of all applicable Board policies and
state rules and statutes should be included with the parent letter.

3. Copies of all correspondence and enclosures should be filed with the
School Committee Chairperson, Principal, and with legal counsel.

4. If the student and parents sign the waiver of hearing form, the Principal
should notify the School Board so a meeting can be scheduled as soon as
possible.

5. If a hearing is waived, the expulsion can be acted on a regular School
Board meeting. Otherwise, action shall be at a special meeting of the
Board.

Detention Policy

Detention will be assigned at the discretion of the Principal or teachers. Parents
will be notified via telephone or written notification at least one day in advance and
will also be advised as to the length and location where the detention will be served.

Steps in Progressive Discipline for Students

Every individual classroom discipline plan should provide progressive
consequences for persistent or escalating infractions. A typical sequence of
progressive disciplinary actions includes such steps as the following:

1. Verbal reminder.
2. Class consequences.
a) Grades PreK fi Kdg fi at discretion of teacher
b) Grades 14 - 1% offense: 10 minute loss of recess
2" offense: loss of recess for a day
3" offense: Parental conference
c) Grades 5fi 8 fi1™ offense: loss of recess for a day
2" offense: loss of recess and 100-word essay
3" offense: Parental conference
Removal from class (Principal referral)
Detention
In-school suspension

o~ w
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6. Out-of-school suspension

7. All consequences of inappropriate behavior are usually determined on an
individual basis unless the class or a group has participated in the
inappropriate behavior. Consequences for a group or class will follow the
above model.

Due Process Guidelines

Protecting democratic standards and individual rights is basic in effective
discipline in schools. All principals must be champions of due process for every
student. Due process means guaranteeing certain procedural safeguards for everyone.
The essentials of due process for students include the following:

Reasonable rules.

Proper notification and explanation of all rules, regulations, and policies.
Awareness of specific allegations or charges.

Right to counsel.

A full and complete objective investigation.

Documentation of all findings.

Fair, equitable, and consistent disciplinary action.

Opportunity to file a grievance.

Right to a hearing.

Appeals provision

School Phones

1) Phones within the school are for school business. No student will be allowed
to use the phone. In the event of an emergency the call will be made by the
school secretary, nurse, teacher, or Principal.

2) Cell phones ARE permitted in the school with the following guidelines; they
must be turned off, stored in the studentis backpack and use of the cell phone
must be granted by a faculty member or disciplinary action will follow.

3) No electronic games or devices are allowed in school. They will be
confiscated and parents will need to come in to get the device back.

Retention

1) The recommendation to retain a student will be made by the Principal, teacher,
and parents after a discussion of the studentis progress during the year.

2) The parents will be required to sign a form stating their intention to retain or
promote the student.

3) The Retention/Promotion form will be placed in the studentis Permanent
Record.
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HEALTH & WELFARE
Injury Policy / Prevention

Hellenic American Academy is dedicated to providing a safe and healthy
environment for the school community.

1) In transitioning from class to class proper behavior is expected of all students.
Running or horseplay is not allowed in the hallways or classrooms of the
buildings.

2) Students may be asked to suspend certain game playing at recess due to the
possibility of injury.

3) All injuries will be sent to the school nurse for evaluation.

4) Basic First Aid Training will be provided to selected staff.

5) All injuries will be reported to parents on a written injury report.

MEDICATION POLICY

1) The school nurse shall be the supervisor of both prescription and non-
prescription medication administration.

2) Medication both of a prescription and non-prescription nature will be
administered to a student only by the school nurse. In the absence of the nurse,
a parent/guardian only may administer any necessary medication.

3) No self-administration of medication with the exceptions of inhalers and
Epipens as directed by a physician and with the approval of the school nurse
will be permitted.

4) Written instructions for medication by physician or parent/guardian must
include but may not be limited to:
- Students name
— - Name & signature of licensed prescriber & telephone number
ot - Name of medication
\;gq - Dosage and frequency
t';l"l\' - Al s_pecifi_c directions for administration
- Possible side effects
- Required storage conditions
- Duration of prescription
5) All medications must be delivered to the Hellenic American Academy in
original pharmacy/manufacturer labeled containers. Expiration dates must be
checked by parent/guardian.
6) Parent/guardian may retrieve medication from school at any time.
7) No more than a 30-day supply of medication will be stored at the Hellenic
American Academy.
8) All outdated/expired medication shall be returned to parent/guardian or
discarded by school.
9) Record of medication administered shall be kept by school nurse and available
to school secretary in the event of the nurse's absence.
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Life Threatening Allergies

1) Staff shall be trained on allergens that cause life threatening allergies such as
foods, medications, latex, or stinging insects.

2) A TNO FOOD TRADINGT and iNO UTENSIL SHARINGT policy will be in
effect.

3) If necessary, a life threatening allergen free table will be provided in the
cafeteria and monitored by the principal or his/her designee.

4) Primary care provider/allergist will prepare an individual Health Plan for any
student with a life-threatening allergy. Epipens will be provided to the school.

ACADEMICS

Progress Reports

Progress Reports will be issued four times a year at mid-point of the marking period. Check
school calendar for dates.

Report Cards
Report cards will be issued in November, February, April, and June.
Teacher / Parent Conference
Following the first marking period in November, formal parent-teacher conferences will be
held at a scheduled time. Parents will have an opportunity to discuss issues pertaining to their
childis progress, homework, etc. Informal conferences may be scheduled during the school year

at the following times:

Teachers: 2:45 pm i 3:15 pm
Principal: 2:45 pm i 3:15 pm

Please note: All conference appointments must be scheduled in advance with the school secretary.
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DRESS CODE
We take pride in our studentsi appearance. We feel our dress code reflects the quality of the
Academy, the manner that the students conduct themselves and their schoolwork. Complete uniforms are to
be worn to and from Kindergarten through Grade 8. Effective September 2011, all uniforms (including
gym) must be purchased from J.B. Edwards Uniform Company.

The student’s uniform is as follows:

Girls K-5

Navy blue jumper with emblem

A white blouse with a Peter Pan collar (short or long sleeve)
Navy blue tie crossover with pearl clasp

Navy blue tights or socks fi not white

Solid navy blue cardigan sweater

Optional: Winter uniform for the girls consists of navy blue slacks in replace of the jumper. (Any pants with
outside rivets, pockets, etc. are not part of the official uniform.) This option is not allowed when studentis
are to attend church or during school functions. The winter uniform (pants) may be worn from November
1* through March 31,

Boys K-5
Navy blue dress pants / navy blue dress shorts (warm weather); any pants with outside rivets, pockets, etc.
are not part of the official uniform.

White button down oxford dress shirt (no logos) (short or long sleeve)
Navy blue tie with school emblem

Navy blue socks fi not white

Solid navy blue sweater or vest

A belt must be worn at all times.

Girls_ Grades 6-8

Khaki Pants/ Khaki shorts or Khaki Skort (warm weather); any pants with outside rivets, pockets, etc. are
not part of the official uniform.

White knit shirt (long or short sleeve) embroidered with the school logo and Cross

Opaque or Cable Knee Socks (Navy) OR Opaque/cotton ribbed tights (Navy)

Formal attire for Church and School Functions includes; Navy kilt, navy blazer, white oxford cloth blouse
and striped pearl clasp tie

Boys Grades 6-8

Khaki dress pants/ khaki dress shorts (warm weather); any pants with outside rivets, pockets, etc. are not
part of the official uniform.

White Knit Polo shirt (long or short sleeve) embroidered with the name of the Academy and Cross

Navy Blue socks

A belt must be worn at all times

Formal attire for Church and School Functions includes; Khaki dress pants, white button down oxford dress
shirt, approved striped tie embroidered with school logo and approved uniform navy blazer.
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Gym Uniform (Boys and Girls) K-5

Navy blue sweatpants with the Academy name

Sky blue T-shirt with the Academy name

Navy blue sweatshirt with the Academy logo and name

Please label sweatshirts on the inside to reduce Lost and Found articles.

Gym Uniform (Boys and Girls)  6-8

Navy blue mesh shorts with the Academy name

Sky blue T-shirt with the Academy name

Navy blue workout suit (navy blue pants and navy blue zippered jacket) with Academy name

DRESS CODE UNIFORM POLICY
Church Attire: Shorts/skorts and girlsi slacks are not to be worn when students attend church.

Shoes: Safety dictates that shoes must be flat, rubber soled shoes, standard lace-tied or closed
with buckles or Velcro. Elevated shoes (heels no higher then 1 %2 1, wedge, or platform) and sandals pose a
safety hazard and are not permissible.

Hair: Hair should always be clean and neatly groomed and kept at its natural color.
Fad hairstyles and haircuts are unacceptable. Facial hair is not permitted. Students
may be required to change hair color back to their natural color or get a haircut to
meet the school policy. Boys hair must not be longer than shirt collar length.

Cosmetics/Fragrances/Accessories: The use of makeup, fragrant products, tattoos,
jewelry, labeled buttons and other items that are not part of the uniform are not
permitted on school grounds. No jewelry or makeup will be permitted with the
exception of stud earrings for girls and a cross for boys and girls. Only stud earrings
are permitted for safety reasons. Students may wear watches. Students may not wear
plastic/rubber bracelets.

Tattoos and Body Piercing: No types of tattoos (stick-ons or otherwise) are allowed.
No types of body piercing are permitted.

School uniforms are required everyday unless an advance notice is given. School shoes
are to be blue or black rubber-soled for safety reasons. Sneakers may be worn only on
Gym Day, and at no other time. Uniform sweatpants, sweatshirts, blue/khaki pants,
jumpers and cardigan sweaters should not be replaced with any other resembling
pants, gym clothes or cardigans.

School uniforms must be purchased from:

J. B. Edwards Uniforms,

39 Cummings Park, Woburn, MA.

Phone: 781-376-2071 Toll Free: 800-654-5148 Fax: 781-376-2081
Email:Woburn@jbedwarduniforms.com
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Reminder: Effective September, 2011 all uniforms (including gym) will be purchased
from J.B. Edwards. (NO SUBSTITUTIONS ALLOWED)

Students are required to be properly dressed at all times. The following steps
will be taken when a student is out of uniform:

=

First Offense: A written warning

2. Second Offense: Parent will be called to bring in the appropriate article of clothing.
Other dress code violations will require a parent conference with the Principal.

3. Third Offense: Student will not be permitted to attend school until she/he is in

compliance with the Dress Code Uniform Policy. During this absence the student will

not be allowed to make up any missed work or tests.

Tag Days

Occasionally during the school year students will be allowed to wear their regular
clothes. 1Tag daysT are a privilege and may be granted at specific times during the
year. Tops may be sleeveless or sleeved but no spaghetti straps, halters, strapless, or
bare-midriffs. Classic style trousers, including jeans, are permitted, but may not fall
below the waist. Cut-offs are not permitted. Skirts, skorts, and shorts must be an
appropriate length fi they must not be higher than uniform style shorts and dresses. No
clothing will be allowed that is mid-thigh or higher.

LUNCH POLICY

The Hellenic American Academy strives to provide a well-balanced lunch. In some cases
children opt to bring a lunch from home for various reasons. (ex. Allergies, food preference,
etc.) Because lunchtime must also run smoothly and not be disruptive to the rhythm of the
school, the following rules will apply:

All lunch money and orders are collected on a monthly basis.

Food will be provided should the child forget their lunch.

Absolutely no lunches will be delivered to school via restaurants.

All lunches provided by home must be in school with student at the start of school
otherwise child will be provided with lunch as stated.

5. Money will not be refunded in the event of snow days or cancellations for other
reasons.

P =

There are no exceptions to the above lunch rules.

Please label all lunchboxes or paper bag lunches.
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FIELD TRIPS: Off-Site Activities Policy

Field trips are intended to allow students experiences that provide them with
insight, information, or knowledge that cannot be adequately developed through
regular classroom instruction. Field trips therefore, become an integral part of the
curriculum and are as essential to the instructional process as textbooks, equipment,
and other instructional devices and teaching/learning strategies. They allow students
to learn what might not be learned within the classroom. As it is widely acknowledged
that not all children learn in the same way, field trips allow students an opportunity to
expand their intelligence in ways different from those typically available inside the
classroom.

While most field trips are directly related to specific, academic curricula, they also
may address the need for intra and inter personal growth in children, and thus may be
designed to promote social and emotional development and to provide for the
development of the "whole" child. Participation in field trips and excursions is a
privilege.

Off-site activities are those activities arranged by or under the auspices of the
school that take place outside the boundaries of the school. The School Committee
believes that off-site activities can complement and enhance the curriculum of the
school by providing experiences that would be impossible within the school
boundaries.

Where the staff is proposing to arrange an off-site activity the approval of the
Principal must be obtained before any commitment is made on behalf of the
school. Sufficiently detailed proposals should be provided by the member of staff to
allow for an informed decision to be made.

Where the activity involves a period of more than 24 hours, an overnight stay, or a
journey by sea or air, the Principal will seek the approval of the School Committee
before sanctioning the activity.

Wherever possible the staff planning an off-site activity should make a
preliminary visit to the venue in order to familiarize themselves and make a proper
assessment of its suitability, bearing in mind the age of the children, the size of the
group, the time of year (and probable weather conditions) and the suitability of the
facilities. The costs of such a visit may be reclaimed and should be included in the
overall cost of the activity.

The cost of off-site activities should include any costs associated with the visit
which would normally fall on the school e.g. transport, entrance fees, insurance,
provision of any resources or equipment specific to the activity. This should include
the costs related to adult helpers. The Principal will appoint a party leader to be
responsible for running the activity. This will normally be a teacher employed at the
school.

An activity should normally have sufficient adults taking part to provide a
minimum ratio of one adult to ten children with a minimum of two adults. Thisis a
minimum requirement and should not automatically be taken as providing appropriate
supervision. Preschool through first grade may require additional supervision at the
Principals discretion. Teachers are the only ones responsible for making decisions
or imposing discipline.
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Transportation arrangements should provide a seat for each member of the party.
It is the policy of the school to use coaches with seat/lap belts where available. Private
cars are not utilized to transport children to and from an off-site activity.

The parents of children taking part in an off-site activity should be provided with
appropriate information about the activity. Any activity-taking place off school
grounds requires written permission from the parent.

Funding for off-site activities is provided mainly by parental contributions with a
limited subsidy from the schools PTA as approved. No child may be excluded from
an activity because of the unwillingness or inability of the parent to make a
contribution.

The timetable for the payment of contributions should allow for the Principal or
designee to make a decision about the financial viability of the activity in reasonable
time.

All adults accompanying a party must be made aware, by the party leader, of the
emergency procedures that will apply. Each adult should be provided with an
emergency telephone number. This will normally be the school number, but where an
activity extends beyond the normal school day the home telephone number of a
designated emergency contact should be provided.

Before a party leaves school the school office should be provided with a list of
everyone, children and adults, traveling with the party, together with a
program/timetable for the activity.

The safety of the party and especially the children is of paramount importance.
During the activity the party leader must take whatever steps are necessary to ensure
that safety.

Prior to an activity, if it is felt that the behavior of an individual child is likely to
compromise the safety of others or the good name of the school, the party leader
should discuss with the Principal the possibility of excluding the child from the
activity. Any child who misbehaves during a field trip may be excluded from future
trips. This decision would be made by the Principal from the information provided by
the supervising teachers.

Any parent wishing to volunteer for a school field trip must have a CORI check
done on them at least one month prior and must contact the classroom teacher. It is
ultimately the classroom teacher's decision on who will chaperone the field trips.

FIELD TRIP POLICY
Planning

The Principal is responsible for seeing that a teacher or group of individuals
proposing a field trip, plan, implement, and assess the field trip with the following
educational issues in mind:

1. relevance of proposed field trip to unit of study/curriculum; in addition, where
appropriate, effort should be made to integrate the knowledge to be acquired
during the field trip experience with classroom activities and other related
curricula;

age appropriateness;

3. minimum disruption of attendance in other classes;
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4. consideration of the frequency/number of field trips taken by any particular

group of students during the course of the school year;

accessibility to all students;

impact of the trip upon available school budget resources;

evidence of thoroughness in planning and preparation of students;

plans for preparing and informing parents of particular goals and objectives, as

well as logistics of the trip (Field Trip Information Sheet for parents);

9. oral and/or written opportunities for reflection and assessment of the tripis
educational value by students, teachers, chaperones, and parents upon
completion of the trip.

NG

The principal or his/her designee must also address practical issues. These matters
include:

1. AUTHORIZATION

Field trips may be authorized by the principal provided that the following criteria
are met:

a. One way distance from the school does not exceed 100 miles;
b. No overnight travel is involved.

Field trips of a distance greater than 100 miles or involving overnight
arrangements must be approved by the School Committee prior to the distribution of
any informational materials on the trip to students and parents.

Upon approval of the school trip by the appropriate authority, the relevant consent
and release forms should be sent home with participating students for signature by the
studentsi parent(s). NO student may be permitted on a school trip without a signed
consent and release form (permission slip)

2. TRAVEL PLANS

Students shall be transported by chartered conveyance traveling to and from a
destination for all field trips or school events. Exceptions are:

The field trip is within the boundaries of the school and students can either
walk to their destination (such as the Historic Mills) or the principal
determines one of the alternative transportation acceptable.

3. LIABILITY INSURANCE

The teacher/administrator of the field trip or activity must request that written
proof of adequate liability insurance is in effect for the carrier/transportation company.
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4. MEDICAL CARE

Preparations for emergencies and the care of children with chronic medical
problems need to be made. To ensure accurate, up-to-date health information,
permission slips for field trips must require parents to indicate if their child has any
medical issues to be considered or medication to be taken and to list the steps that
should be followed in case of an emergency. Planners of the trip must be sure that
parents understand what forms they are required to provide, signed by doctors and/or
parents that will accompany any medication. Health forms need to be submitted to the
school nurse two weeks prior to an overnight trip. For day and night trips there must
be an organized way to ensure that all PreK fi 7 grade students actually take their
required medicines.

5. MEDICAL INSURANCE

On the Field Trip Permission Form, parents need to indicate the name of the
studentis medical insurance carrier and policy number.

6. COSTS

Day i Field trips may be funded through a variety of sources: school budget,
grants and contributions from outside the school budget, parent teacher organization
support, and parent contributions.

Gift shop or souvenir purchases should be discouraged.

Schools should be sensitive to the cumulative amount of money spent by any one
family within a given year. If this emerges as a concern, it is incumbent upon the
school principal to enter into dialogue to arrive at an appropriate resolution.

Overnight fi These trips may be funded through a variety of sources. Parent
contributions for overnight trips will be determined by the principal and school
committee. Trip organizers will suggest amounts students need for food and
miscellaneous items.
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7. SUPERVISION
Number of Chaperones:

An activity should normally have sufficient adults taking part to provide a
minimum ratio of one adult to ten children with a minimum of two adults. This isa
minimum requirement and should not automatically be taken as providing appropriate
supervision. Preschool thru first grade may require additional supervision at the
Principalis discretion.

All adults accompanying a party must be made aware by the party leader, of the
emergency procedures that will apply. Each adult should be provided with an
emergency telephone number. This will normally be the school number, but where an
activity extends beyond the normal school day the home telephone number of a
designated emergency contact should be provided.

Any parent wishing to volunteer for a school field trip must have a CORI check
done on them at least one month prior.

8. ACCOMMODATIONS FOR OVERNIGHT TRIPS

Careful attention needs to be given to the location, safety, and security of the
facility selected. In these precarious times, some locations may be deemed unsafe and
will not be acceptable as field trip designations.

9. IN-SCHOOL PROVISIONS

Appropriate educational accommodations will be made for those students who are
not participating in field trips.

10. GRADUATING CLASS TRIP

All the preceding policies apply to the graduating class trip with the following
addendums:

1. All expenses incurred must be raised by class and be advertised as such and

not benefiting the Hellenic American Academy. Expenses must include a
substitute teacher salary if necessary.
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SIGNATURE PAGE:

Hellenic American Academy
Student Handbook
School Year 2011 - 2012

Acknowledgement and Understanding of Student Handbook
2011 - 2012

The Hellenic American Academy Student Handbook is a valuable resource for parents and
students. Information includes attendance policies, behavior expectations, grading policies,
dress code, etc. Please read the handbook and then sign below to acknowledge your receipt
and understanding of the information it contains and return this form to the school. Students
are to return this signed document to their teacher/homeroom teacher no later than September
23rd, 2011.

Parent /Guardian Name (Printed) Student Name (Printed)
X X
Parent/Guardian Signature  Date Student Signature Date

*Signatures represent receipt of the Student Handbook and Parent/Student awareness
of school policies and procedures for School Year 2011 — 2012.
Failure to sign and return this document is an automatic default and
acceptance/acknowledgment of all policies becomes implicit.

Please print this page from our Website at:
WWW.HELLENICAMERICANACADEMY.COM
Sign and return by September 23, 2011
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