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Dear Families,  

On behalf of the Board of Directors and staff, we 
would like to welcome you to Manara Academy Charter 
School.  

 
Manara Academy offers a different kind of 

educational program for our students, one that is less 
structured and requires children to do a great deal of 
independent, in depth project work. We are delighted and honored that you have 
chosen our school to play a central role in educating your child during these critical 
education years. 

 
We strongly believe that parents must make informed choices about their 

children’s education, and we are pleased that you have decided Manara Academy 
will provide the best learning environment and instructional program for your child. 
We know this is a decision you have made with great care and reflection about your 
child’s educational strengths and needs. Manara Academy believes that children 
learn best when schools and families work in partnership with each other.  

 
An important element of that partnership is ongoing communication. The 

Family & Student Handbook will inform you of Manara Academy policies and 
procedures which contribute to the smooth operation of our school.  We ask that 
parents and students review the entire handbook together and keep it as reference 
throughout the school year. If you have questions or comments, please contact the 
school administrator. 
 
 This handbook is designed to be aligned with Board Policy and is updated 
yearly.  Changes in policy and procedure that affect Handbook provisions will be 
made available to our parents and students through newsletters and other 
communications.  In case of a conflict between Board Policy and any provision in 
this handbook, the provision that was most recently adopted by the Board of 
Directors will be followed. 
 

Once again, thank you for making the decision to share your child with us. 
We are committed to achieving the highest academic and character standards with 
our students, and we look forward to working with you to ensure each child’s 
success. 

 
 

Sincerely,  
Dr. Frederick Clarke, 
Superintendent  
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Manara Academy’s Campus Leadership Team 
Dr. Frederick Clarke, Superintendent 
Wendy DeSpain, Director of Education 
Monica Hall, Manara Irving Elementary Principal K-6 

● Tisha Moore, Manara Irving Elementary Assistant Principal 
Adam Flores, Manara Leadership Academy Principal 7-10 

● Zohra Charaniya, Manara Leadership Academy Dean of Culture & 
Interventionist 

● Brett Freedenburg, Manara Leadership Academy Futures Counselor 
Luis Valdez, Manara STEM Academy Principal K-6 

● Christy Bass, Manara STEM Academy Assistant Principal 
 

Manara Academy’s Board of Directors 
Dr. Ehap Sabri, President 
Sadak Shaik, Vice President 
Jaszeer Mohammed   
Debbie Rich 
Naveed Sharriff 
Dr. Ali Shaqlaih 
Larry Best 
 

Manara Academy’s Vision Statement 
The vision of Manara Academy is to be the pinnacle of knowledge, character, ethics, 
and community building. 
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Manara Academy’s Mission Statement 
The mission of Manara Academy is to prepare students to be strong builders and role 
models utilizing: 

1) Focus on High Academic Achievement 
● Implement innovative teaching methodologies through EL Education, 

STEM Education, International Baccalaureate (IB) programs, looping 
and single-gender class opportunities 

2) Development of Character and Citizenship 
● Exemplify trustworthiness, respect, integrity, fairness and moral values 

3) Broadening of Perspectives and Bridging Cultural Gaps 
● Provide innovative foreign language program 
● Significant parental involvement 

4) Fostering the Sense of Responsibility for the Community 
● Personify leadership and community service 

 
 

Manara’s Core Values 
Responsibility 

● We believe in individual, family, community, and global responsibility 
● We promise what we can deliver, and deliver on every promise 
● We need to give our best, for our school to be the best 

 
 Academic Excellence 

● We believe in innovation, hands-on experiences, and life-long learning 
● We believe that what gets assessed gets improved 

 
 Character & Ethics 

● We believe in truthfulness, integrity, trustworthiness, and doing the right 
thing sincerely 
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Manara Academy as an Expeditionary Learning School 
 
LEARNING IS ACTIVE 
Students are scientists, urban planners, historians, and activists. They investigate 
real community problems and collaborate with peers to develop creative, actionable 
solutions. 
 
LEARNING IS CHALLENGING 
Students at all levels are pushed and supported to do more than they think they 
can. Excellence is expected in the quality of their work and thinking. 
 
LEARNING IS MEANINGFUL 
Students apply their skills and knowledge to real-world issues and make positive 
change in their communities. They see the relevance of their learning and are 
motivated by understanding that learning has purpose. 
 
LEARNING IS PUBLIC 
Through formal structures of presentation, exhibition, critique, and data analysis, 
students and teachers build a shared vision of pathways to achievement. 
 
LEARNING IS COLLABORATIVE 
School leaders, teachers, students, and families share rigorous expectations for 
quality work, achievement, and behavior. Trust, respect, responsibility, and joy in 
learning permeate the school culture. 
 
Expeditionary Learning's model for teaching and learning challenges our students 
to think critically.  Our students take active roles in their classrooms and 
communities, resulting in higher achievement and greater engagement in school. 
 
Expeditionary Learning works with over 150 schools and 40,000 students around 
the country and we're getting great results. 
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Manara Academy’s Design Principles 
In Expeditionary Learning schools, such as Manara Academy, teaching, learning, 
and school culture are shaped by ten specific design principles: 
 
THE PRIMACY OF SELF-DISCOVERY 
Learning happens best with emotion, challenge and the necessary support. People 
discover their abilities, values, passions, and responsibilities in situations that offer 
adventure and the unexpected. You should undertake tasks that require 
perseverance, fitness, craftsmanship, imagination, self-discipline, and significant 
achievement. A teacher’s primary task is to help you overcome your fears and help 
you discover that you can do more than you think you can.  
 
THE HAVING OF WONDERFUL IDEAS 
Your teachers are here to foster curiosity about the world by creating learning 
situations that provide something important to think about, time to experiment, 
and time to make sense of what you observe. 
 
THE RESPONSIBILITY FOR LEARNING 
Learning is both a personal process of discovery and a social activity. Everyone 
learns both individually and as part of a group. Every aspect of Manara Academy 
encourages both children and adults to become increasingly responsible for 
directing their own personal and collective learning. 
 
EMPATHY AND CARING 
Learning is fostered best in communities where students’ and teachers’ ideas are 
respected and where there is mutual trust. Learning groups are small in our school, 
with a caring adult looking after the progress and acting as an advocate for each 
child. Older students should mentor younger ones, and students should feel 
physically and emotionally safe. 
 
SUCCESS AND FAILURE 
All students need to be successful if they are to build the confidence and capacity to 
take risks and meet increasingly difficult challenges. But it is also important for you 
to learn from your failures, to persevere when things are hard, and to learn to turn 
disabilities into opportunities. 
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COLLABORATION AND COMPETITION 
Individual development and group development are integrated so that the value of 
friendship, trust, and group action is clear. You are encouraged to compete, not 
against each other, but with your own personal best and with rigorous standards of 
excellence. 
 
 
DIVERSITY AND INCLUSION 
Both diversity and inclusion increase the richness of ideas, creative power, problem-
solving ability, and respect for others. You should investigate and value your 
different histories and talents as well as those of other communities and cultures. 
Schools and learning groups are heterogeneous (different). 
 
 
THE NATURAL WORLD 
A direct and respectful relationship with the natural world refreshes the human 
spirit and teaches the important ideas of recurring cycles and cause and effect. You 
should learn to become supervisors of the earth and of future generations. 
 
 
SOLITUDE AND REFLECTION 
Students and teachers need time alone to explore their own thoughts, make their 
own connections, and create their own ideas. They should also exchange their 
reflections with other students and with adults. 
 
 
SERVICE AND COMPASSION 
We are crew, not passengers. Students and teachers are strengthened by acts of 
important service to others, and one of our school’s primary functions is to prepare 
students with the attitudes and skills to learn from and be of service. 
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Manara’s Responsibility Agreements 
Our school community’s Responsibility Agreements (Mutual Respect, Attentive 
Listening, Appreciation/No Put Downs, the Right to Pass) are linked with the 
Design Principles. Our values are intended to guide group and individual behaviors. 
 
Mutual Respect 

● Completes individual and group tasks 
● Is on time 
● Pitches in without measuring contribution against that of others 
● Respects the space and personal belongings of him/herself and others 
● Is where he/she is supposed to be 
● Takes care of the environment 
● Accepts consequences for his or her actions 
● Respects the space and personal belongings of self and others 
● Is consistent in action – lives by convictions, not circumstances 
● Supports the efforts of the entire school community 
● Completes own work 
● Does the right thing whether supervised or unsupervised 
● Is honest and trustworthy 
● Treats others as they want to be treated 

 
Attentive Listening 

● Refrains from talking while others are talking 
● Listens to others 
● Is an appropriate audience – is silent, shows appropriate attention, is 

attentive and participates when prompted or appropriate 
● Gives others the opportunity to share 

 
Appreciations/No Put Downs 

● Speaks kindly to and about people 
● Accepts all others for their uniqueness’s and gifts 
● Supports other’s endeavors 
● Says please, thank you and excuse me 
● Helps people in need 

 
The Right to Pass 

● Does not feel obligated to share personal information or 
stories 

● Has time for reflecting and processing 
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School Admission 
Open Enrollment Charter School 
Manara Academy is an open-enrollment charter school which is a public school of 
choice. In order for a student to be admitted into a charter school, the parent must 
follow the state guidelines of the lottery process for school admission. 
 
Parents must complete an application form and submit it to the school prior to the 
deadline in order to be qualified to be selected in the lottery. There will be times 
posted for applications to be received and deadlines to be met in order to qualify to 
participate in the lottery. The school will determine the number of spaces that are 
available in all grades within the school. Regarding students, who are asked to 
withdraw from Manara Academy, refer to guidelines later in this handbook on Re-
Admission after Dismissal. 

Lottery 
An admissions lottery will be held if the total number of applicants exceeds the 
number of open enrollment spots.  Each applicant will be assigned a number, and 
all numbers will be placed in a container and randomly drawn one number at a time 
by the Superintendent or their designee.  Each applicant’s whose number is pulled 
will be offered admission.  Notification will be made via email, website or phone.  
Failure of the applicant to respond within 3 days of the date of the contact will 
result in the forfeiture of his or her position in the application process.   
 
Once all enrollment spaces have been filled by the lottery, the remaining numbers 
will be drawn and the applicants will be assigned a wait list number.  If a vacancy 
arises before the beginning of the school year, the individual on the waiting list with 
the lowest number assigned will be offered admission and removed from the 
waitlist.   
 
If an application is received after the application period has closed, the applicant’s 
name will be added to the waitlist behind the names of the applicants who applied 
on time. 

Lottery Exemption 
Students who are currently enrolled at Manara Academy and intend to return the 
next school year are given priority in admission, so long as they notify the campus 
by December 19th.  Returning students who indicate their intent to return for the 
next school year are exempt from the lottery process.   
 
Siblings of current students will be given priority placement as long as they notify 
the school in writing prior to December 18th. 
 
Pursuant to federal guidelines, children of Manara Academy’s founders and 
teachers are exempt from the lottery and may be given priority in admission, as 
long as they live within our accepting school boundaries and the total number of 
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students allowed constitutes only a small percentage of the school’s total 
enrollment.   

Accepting Geographical Area 
In order to be eligible to attend Manara Academy, the student must reside within 
one of our selected school districts:  Carroll ISD, Carrollton Farmers Branch ISD, 
Cedar Hill ISD, Coppell ISD, Grand Prairie ISD, Irving ISD, Lewisville ISD, 
Grapevine-Colleyville ISD, Euless-Bedford-Hurst ISD, Arlington ISD, Dallas ISD, 
Carrollton-Farmers Branch ISD, Denton ISD, Desoto ISD Fort Worth ISD, Frisco 
ISD, Grand Prairie ISD, Kennedale ISD,  Northwest ISD, Mansfield ISD, 
Richardson ISD or Plano ISD.  Parents must show proof of residency upon 
admission. 

Non-Discrimination 
Manara Academy does not discriminate on the basis of race, religion, color, national 
origin, sex or disability in providing educational services, activities, and programs, 
in accordance with the Title VII of the Civil Rights Act of 1964, as amended; Title 
IX of the Educational Amendments of 1972; and Section 504 of the Rehabilitation 
Act of 1973, as amended. 
 
When making admission decisions, Manara Academy does not discriminate against 
students on the basis of race, religion, color, national origin, sex, disability, 
academic, artistic or athletic ability, or the district the child would attend under 
state law. 

Exemption to Admission 
As authorized by Texas Education Code §12.111(6), students with a documented 
history of criminal offense, a juvenile court adjudication, or discipline problems 
under Texas Education Code, Subchapter A, Chapter 37 will be excluded from 
enrollment from Manara Academy. 

Withdrawal Procedures 
Parents of students withdrawing from Manara Academy may be required to meet 
with the Principal before proceeding with the withdrawal process. A Withdrawal 
Form and a Transcript Request Form may be obtained from the main office. 
Transcripts will be provided within ten (10) business days of the following; 

_ Receipt of the Transcript Request Form; 
_ Payment of any unpaid fees; and 
_ Returning school property, including but not limited to textbooks and other 
resources. 

Readmission after Dismissal 
A student who has withdrawn from Manara Academy under compulsion from the 
school may re-apply and return, subject to the following criteria: 

● The student must provide their discipline record that is free of office 
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referrals from all schools attended upon leaving Manara and re-
admission. 

● Readmission to Manara is determined by the Principal upon reviewing 
all documentation.   

 
The Principal may request current teacher recommendations for the student, 
relevant commentary from any educator with whom the student may have worked 
while withdrawn from Manara Academy, as well as other documentation pertinent 
to the application.  
 
The decision of the Principal regarding the return of the student is final.  
 
Any student who has been dismissed from Manara Academy, and is allowed to 
return, will do so on probation. A readmitted student must comply with the Family 
Handbook in order to maintain his/her enrollment at Manara Academy. 

Changing Address and Telephone Number 
Families who change their residence, mailing or email address, or telephone 
number after enrollment are required to make the change in the Parent Portal to 
ensure the school has accurate contact information at all times. For assistance in 
using Parent Portal, please contact the campus Registrar.  

Compulsory Attendance and Notice to Parents 
The state compulsory attendance law requires that a student between the ages of 
six and 18 must attend school and school required tutorial sessions unless the 
student is otherwise legally exempted or excused.  School employees must 
investigate and report violations of the state compulsory attendance law.  A student 
absent without permission—including absence from any class will be considered 
truant and subject to disciplinary action.  A student shall not receive credit for a 
class or school year unless the student has maintained a minimum of 90% 
attendance in that semester. 

Under Texas Education Code §25.095(a), you are hereby notified that if a student is 
absent from school for ten or more days or parts of days within a six month period 
in any one school year or is absent for three or more days or parts of days within a 
four week period, the parent is subject to prosecution under Texas Education Code 
§25.093 and the student is subject to prosecution under Texas Education Code 
§25.094 or to referral to juvenile court in a county with a population of less than 
100,000 for conduct that violates this section. 

Excused and Unexcused Absences 
Some absences and incidents of tardiness are excused and some are unexcused (see 
list below). 
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The number of absences and incidents of tardiness will be noted on progress reports 
and report cards. 
Please call the school each day that a child will be absent, tardy, or picked up early. 
Please note that in order to record absences as “excused,” we must also receive a 
written note upon the child’s return to school. Absences may be deemed “excused” 
only if the reason falls into the category of excused absences listed below.  

Excused Absences include: 
● Personal illness 
● Death in the family 
● Impassable roads due to inclement weather 
● Religious observance 
● Quarantine 
● Required court appearances 
● Attendance at health clinics 

 
Absences not excused by law or school policy and absences that are not a result of 
approved extracurricular activities shall be designated “unexcused”, even if the 
student has parental permission to be absent. A student with unexcused absences 
ten (10) or more days or parts of days within a six month period or three (3) or more 
days or parts of days within a four-week period from school may face legal 
prosecution under Texas’ Truancy laws. 

Unexcused Absences include: 
● Oversleeping 
● Missed bus 
● Family vacation 
● Babysitting 
● Shopping 
● Any other reason which does not fall into the categories listed under 

“excused” 
 
A student not actually on campus at the time attendance is taken may be 
considered in attendance if the student is temporarily absent due to an appointment 
with a healthcare professional, and if that student commences classes or returns to 
school on the same day of the appointment with a verification note from the health 
care professional. 

Written Excuses 
Absence, tardiness, and early departure is recorded as “excused” only if the parent 
submits a written excuse outlining the specific reason for the student’s absence, and 
if the reason falls into the category of excused absences listed above. 

Tardiness 
Manara Academy emphasizes the importance of each student arriving on time to 
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school every day and remaining in the classroom for the entire period.  Students 
who arrive later than 7:45 a.m. at the elementary schools and after 8:00am at the 
Leadership Academy are designated tardy. Please escort tardy students to the office 
and sign them in. Tardiness will be unexcused, unless the student arrives to 
campus late for one of the following reasons: 

● Personal illness 
● Attendance at required court appointment 
● Appointment with doctor, dentist or other professional 

 
For a tardy to be excused, the student must present a note from the parent 
explaining the student’s late arrival.  The school may require a written note from a 
doctor, dentist or other professional.   
 
Students receiving excessive tardiness will be contacted by the school and may be 
subject to an Attendance Hearing through the county court system.  

Attendance Reporting Procedures 
In Grades K-5 attendance is taken promptly at 10:00 a.m. each day. If a student 
arrives after 10:00 a.m., he/she is counted absent for the day. The funding that 
Manara Academy receives from the State is based on daily attendance figures. 
Student absence(s) result in a funding loss of approximately $50 per student per 
day.  For students in Grades 6-10, attendance is taken every class period. 

Make-up Work Policy 
In order to be successful in school, students are expected to turn in their work on 
time. When they are absent, teachers will help students make up work using the 
following guidelines: 

● When students return to school, it is the student’s responsibility to ask 
their teacher what assignments were missed.  

● Teachers will let students know when the missed assignments are due. 
Typically, the number of days to turn in make up work is equal to the 
number of days absent.  

● Arrangements must be made with the classroom teacher for make-up 
work. 

 
Arrival 
Manara Irving Elementary & Irving Middle School Campuses 
The Manara Academy – Irving day begins at 7:45 a.m. All students may enter the 
building at 7:30am through the Back Entrance. Students arriving after 7:45am will 
have to be escorted into the building through the Front Office Entrance and will be 
considered tardy. 
 
Because we do not offer before-school care, it is important that families make 
arrangements for the timely arrival of their children. Students should not be left 
unattended outside the school building prior to 7:30 a.m.  
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We ask that you do not park in front of the school and escort your child into the 
building during arrival times (7:15am-7:45am) as this lane must remain mobile 
during this time and cars cannot be blocked. Please be aware that your car may be 
blocked in by the Drop-off Lane cars during arrival times and therefore it may be 
very difficult to leave again during these times. Cars in the drop-off lane have 
priority and right of way. 
 
As teachers are busy greeting students and preparing for an eventful day, they are 
not available to converse with parents at this time. If you have a question or 
message for the teachers, please write a note and leave it at the front office or email 
them. Teachers will respond via telephone, email, or note within 24 hours.  
 
If you are dropping off a student at the Middle School and a student at the 
elementary school, please drop off the middle school student first.  Upon dropping 
the student off, you will then proceed across the street to the elementary campus 
and follow the carpool rules of that location. 
 
Manara STEM Academy 
The Manara STEM Academy – Arlington day begins at 7:45 a.m. All students may 
enter the building at 7:30am through the Front Entrance or the Cafeteria entrance 
for breakfast. Students arriving after 7:45am will have to be escorted into the 
building through the Front Office Entrance and will be considered tardy. 
 
Because we do not offer before-school care, it is important that families make 
arrangements for the timely arrival of their children. Students should not be left 
unattended outside the school building prior to 7:30 a.m.  
 
We ask that you do not park in the fire lanes around the school and escort your 
child into the building during arrival times (7:30am-7:45am) as this lane must 
remain mobile during this time and cars cannot be blocked. Please be aware that 
your car may be blocked in by the Drop-off Lane cars during arrival times and 
therefore it may be very difficult to leave again during these times. Cars in the 
drop-off lane have priority and right of way. 
 
As teachers are busy greeting students and preparing for an eventful day, they are 
not available to converse with parents at this time. If you have a question or 
message for the teachers, please write a note and leave it at the front office, email 
the teacher, or use the Class Dojo. Teachers will respond via telephone, email, or 
note within 24 hours.  
 
Manara Leadership Academy 
The Manara Leadership Academy day begins at 8:00 a.m. All students may enter 
the building at 7:30am through the Front Entrance for breakfast. Students arriving 
after 8:00am will have to be escorted into the building through the Front Office 
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Entrance and will be considered tardy. 
 
We ask that you do not park in the fire lanes around the school and escort your 
child into the building during arrival times (7:30am-8:00am) as this lane must 
remain mobile during this time and cars cannot be blocked. Please be aware that 
your car may be blocked in by the Drop-off Lane cars during arrival times and 
therefore it may be very difficult to leave again during these times. Cars in the 
drop-off lane have priority and right of way. 
 
As teachers are busy greeting students and preparing for an eventful day, they are 
not available to converse with parents at this time. If you have a question or 
message for the teachers, please write a note and leave it at the front office, email 
the teacher, or use email. Teachers will respond via telephone, email, or note within 
24 hours  
 

Bus Students (Irving Campuses only) 
See 2018-2019 Transportation Handbook.  
 
Dismissal 
ALL Manara Campuses 
The Manara Academy dismissals times are as follows:  

- The Irving Elementary and Middle school day ends at 3:45 p.m., except on 
Fridays, when school is dismissed at 1:00 p.m.  

- The Leadership Academy dismisses at 4:00 pm., except on Fridays, when 
school is dismissed at 1:15 p.m.  

 
We have developed our dismissal procedures to ensure the continuous supervision 
and safety of your child.  If you are picking up a middle school student, you will 
need to pick them up prior to picking up your elementary students. 
 
Teachers only release students to persons designated by the student’s parent or 
legal guardian. Teachers only release students to cars that have the correct 
corresponding carpool tag.  If you arrive without the tag, you will be asked to go to 
the front office to wait for your child.  Please ensure that you have filled out the 
Transportation Form and provide a list of people authorized to pick up your child if 
you have not already done so. We may ask for identification from this person; please 
inform your designated caregiver that it is for the security of the students that 
these precautions are taken. 
 
Students not picked up by 4:15 p.m. at the elementary schools and by 4:30pm at the 
Leadership Academy will be available for pick-up in the Front Office. There will be 
a $5.00 fee for every 15 minutes after that time.  
 
We are unable to provide adequate supervision for children after school hours if 
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they are not participating in the After School Program. If you experience an 
emergency that prevents you from arriving at dismissal time, please call the school 
as soon as possible. Please understand that we cannot accommodate late pick-ups 
on a regular basis. 

Car Pick Ups:  Irving Elementary, Irving  Middle School, Arlington STEM 
Academy  
Each student will be issued a carpool number by the school. Parents will receive two 
copies of this number to share with families with whom you carpool. Extra or 
replacements cards are available for $1.00 per card in the Front Office. This carpool 
number must be displayed on the car dashboard until all children are in the car. 
 
On all Manara campuses, teachers escort students to the waiting area and then out 
of the building when their carpool number is called.  Parents are requested to be 
patient during dismissal time as all staff members must ensure the safe dismissal 
of all children and may not attend to you until all other children are dismissed.   

Bus Students – Irving Campuses Only 
Teachers escort students out of the building to the buses. Please refer to the 2018-
2019 Transportation Handbook 

Friday Dismissal 
Fridays Manara Academy dismisses at 1:00pm at the elementary and middle 
schools or at 1:15pm at the Leadership Academy to allow for extensive staff 
development for the staff. If you are in need of child care please arrange for that 
with our after school program. If you are picking up a student by car and wish to 
enter the building to pick up your child, please park in the parking lot and go to the 
front office to sign your child out.   

Early Dismissal 
If your child needs to be released from school early, please send a note with your 
child or call the school office indicating what time he or she needs to leave. You will 
need to fill out the early dismissal log in the school office. Your child will then be 
sent to meet you in the office.  You will need to pick you your child by 3:00 pm on 
Monday-Thursday and/or by 12:30 pm on Friday. Pick ups within 30 minutes of 
dismissal will not be allowed.  

After School Caregivers 
Teachers take great care to dismiss children to the proper bus or adult caregiver. 
We are mindful of daily changes in families’ after-school arrangements, and ask 
your cooperation in keeping us informed of those changes. Please inform teachers in 
writing on each day that your child will deviate from his or her usual routine. 
 
We cannot change dismissal procedures for your child after 3:00pm (Monday-
Thursday) or after 12:30am (Fridays). After those times staff members are very 
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busy preparing for dismissal and will not be able to ensure that they change your 
child needs will be met.  
 
Please be advised that the administration has the right to modify this arrangement 
at any time. 

Parking 
Ample parking is available at the buildings. Do not park in designated handicap 
parking spaces unless you are permitted to do so.  There are a few visitor parking 
spaces available in the front of the buildings that may be used for temporary use up 
to a maximum of 15 minutes.  In Irving, Manara Academy will not permit visitors to 
park in these spaces after 2:30 pm on Mon. - Thurs. and after 12:00pm on Fri. to 
allow for the arrival of our buses. 
 
Children should stay with parents at all times in the parking lot and use sidewalks 
on the side of the building whenever possible. Staff members will assist students in 
the morning at drop-off. All members of the school community must adhere to these 
guidelines and interact respectfully. 
 
At no times should anyone park on the streets around Manara Academy. Parking 
on the streets surrounding the campuses or in spaces that are not designated for 
parking are strictly prohibited and could result in a ticket and large fines. 
 
Note that it is illegal to use cell phones when driving on school property and in 
school zones. 

Uniform Code and Policy 
The purpose of a uniform policy is to promote an environment focused on learning. 
Neat, clean grooming for school is expected at all times. Each student is responsible 
to comply with this code during regular school hours. Parents are responsible for 
ensuring that their child complies with the dress code before the child comes to 
school. Students may not deface, add or detract from the uniform, shoes or any 
uniform accessory. This includes: marking on uniform items, wearing un-hemmed 
skirts or pants, or wearing other items that are not part of the uniform. The 
uniform must be purchased from the approved vendor on Manara Inc. 
 

AMARNIWEAR.COM 
972-886-5959 

sales@amarniwear.com 
 
All students will be required to buy uniforms from the ONLY official uniform 
provider Amarniwear.  
 Grades K-5 hunter green shirt/khaki bottoms 
 Grades 6-8 black shirt/khaki bottoms 
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 Grades 9-12 light gray or black shirt or professional dress  
 ALL students: khaki on bottom, pants are available or jumpers for elementary girls 
 
Uniform Ordering Options: 
Online: Starting August 1st on amarniwear.com 
Back to School Night: To avoid wait times at store, vendor will be onsite during 

campus nights to take orders and payments; parents will pick up the uniforms 
from the store.   

 If you have any questions, please reach out to the vendor directly. 

Notice to Parents regarding uniforms 
If a student arrives at school out of uniform or is groomed inappropriately, the 
student’s parent(s) will be called to bring a change of clothes.  The student will not 
be permitted to attend class until he or she is appropriately dressed.  Any class time 
missed will result in an unexcused absence.  The school reserves the right to 
determine and restrict unbecoming styles.  Violation of the school’s uniform policy 
and grooming standards will result in incremental disciplinary action. 

P.E. Uniform Policy 
At Irving Elementary & Arlington STEM Academy: Students are required to wear 
their school uniforms during P.E. classes. Appropriate shoes are expected for P.E., 
such as closed toe shoes with a rubber sole.  
At the Leadership Academy: Students have the option of changing clothes for P.E. 
although a locker room with a locker is not available.  

Dress Code on Dress Down Days 
All general guidelines for dress down days are to be followed, even though school 
uniforms are not mandatory.  Garments must be free of holes, tears, inappropriate 
wording, logos, messages, or advertising.  No short, skintight or bicycle legging 
dresses or short skirts may be worn.  All dresses must have sleeves.  Students may 
not wear low cut, midriff-baring, or backless blouses.  Students may wear jeans that 
are without holes. Clothing must not depict images of violence.  Parents will be 
called to bring a change of clothes or pick up a child if he or she violates the dress 
code.  On Dollar Dress Down Days, student are expected to pay $1.00 to have dress 
down. 

Meals 
Manara participates in the National Breakfast and School Lunch program.  
Guidelines set by the Texas Department of Agriculture (“TDA”) and the United 
States Department of Agriculture (“USDA”) is followed to meet the nutritional 
needs of all students.  Additionally, Manara Academy participates in the 
Community Eligibility Program (CEP). Under this program, ALL STUDENTS ARE 
PROVIDED WITH FREE BREAKFAST AND FREE LUNCH. 
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Families are still required to complete a NSLP to determine Free and Reduced 
Lunch Status to meet federal and State reporting requirements.  

State Mandated Food Guidelines 
The TDA places strict limits on any food or drink provided or sold to students other 
than the school’s food and nutrition services.  Students are not permitted to bring 
cakes, candy, sweets, and other “junk” food for distribution within the classroom, 
hallways, or bathrooms.  
 
Families who choose to bring treats for a student’s class (such as for birthday 
celebrations) are expected to bring stickers, books, pencils, and bookmarks to share 
with their class. Food items are limited to healthy foods, such as trail mix, fruit, 
vegetables, granola bars, etc. Distribution of these items will occur during the last 
30 minutes of the school day.   
 
Manara Academy strongly supports the health schools movement, and our students 
are encouraged to bring foods of high nutritional value to school at all times.  
 
More detailed information may be obtained at the school office or online at 
www.squaremeals.org.  

Free and Reduced-Cost Meals 
The school sends an Applications for Free and Reduced-Cost Meal form to each 
student’s home at the beginning of the school year.  Applications must be completed, 
listing all of the members of the household and family income.  Should family 
income status change, assistance may be requested at any time during the school 
year.  Only one application per household is required.  Completed applications 
should be returned to Kisha Balderamos, Operations Coordinator; her 
office is located in the Manara Leadership Academy Administration 
Offices.  
 
Parents are required to complete an Application for Free/Reduced Lunch at the 
beginning of each school year.  

Lunch Periods  
All students will remain on campus during the lunch period. During the lunch 
period, students are expected to display good manners and courtesy.  Students may 
eat only in the designated eating area and must clear their place and dispose of any 
trash appropriately.  The lunch areas will be monitored by teachers and staff.  
 
The following guidelines apply to the eating area: 

● Students keep their seats, tables and floors clean. 
● Students talk in their normal, inside voice. Students use appropriate 

language at all times. 
● Students keep the lines orderly; no pushing, shoving, running, horseplay or 



Page 27 
Page  

cutting in lines. 
● Students will remain in the eating area or outside while eating. 
● Students must remain seated unless otherwise instructed. 
● Students must keep hands, feet, personal belongings, and food to themselves. 
● Students who deface school property will be fined an amount necessary to 

cover the cost of restoring the damaged property. 
 
Students who do not follow these guidelines may be subject to disciplinary action.  

Public Areas 
Hallways, dining hall and restrooms are used by all students and school employees.  
The following rules of conduct apply to all students: 

● Uniforms will remain on students throughout the academic day.  
● Students may not loiter in hallways, the dining hall or restrooms. 
● Students will walk in all areas on campus. 
● Students will use respectful language with others and refrain from using any 

profane or vulgar language. 
● Students will show respect for themselves and others by not yelling, 

screaming, hitting lockers or otherwise making excessive noise. 
● Students will show respect for property by not drawing graffiti, posting fliers 

or writing on walls, bulletin boards, doors, desks, books or other school 
property. 

● Students will keep all areas safe and clean. 
● Students will keep belongings in their possession at all times. 
● Students will clean up after themselves and properly dispose of trash. 
● Students will immediately report any leaks, spills, or other problems in the 

restroom to a teacher or the office. 
● Students will respect others by not roughhousing, wrestling with, or tripping 

others. 
● Voices will remain at a respectful conversational level at all times.   
● Only water is permitted in the classroom and hallways. 
● Student will arrive on time and ready to engage in learning each day.  
● Students will remain in the classroom throughout the day; students are not 

permitted in the hallways during class periods or lunch unless they are 
accompanied by a teacher or have a hall pass from an authorized staff 
member.   

Cell Phones and other Electronic Communication Devices 
Cell phones, e-mail messaging devices or any other electronic communications 
device may not be used during the school day without explicit permission from the 
classroom teacher. 
 
At ALL Manara Academy campuses, the use of student devices must meet the 
following expectations: 

• Device is not visible after arrival to school until dismissal. 
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• Device remains “off” after arrival to school until dismissal. 
• Device is not used in any way upon arrival at school until dismissal. 
• Device must not make any audible noise or visible disruption to the 
learning environment. 

 
NOTE: At Manara Leadership Academy, the teacher may give permission for 
students to use devices in the classroom for class work only.  
 
In accordance with Texas Education Code (TEC 37.082), a violation of this policy 
will result in a $15 fine. Devices may be confiscated for up to thirty (30) days. At the 
end of the thirty (30) days, if the fine is not paid, the device will be disposed of. 
Devices may be requested from the Principal after 3:30 p.m. once the fine has been 
paid. 

Audio Playing Devices 
All audio playing devices are prohibited from use on school property.  

Video and Audio Recording 
Video and audio recording devices are not permitted on school grounds or during 
school functions without approval from an Administrator. Devices used without 
approval will be confiscated. 

School Activities 
Manara offers a wide variety of activities to enrich student learning during and 
after school.  Students participating in such activities are subject to the provisions 
of this Handbook and the Student Code of Conduct whenever the students are 
under direct supervision of a school employee. 

Field Studies 
Field studies are an integral part of our learning.  Students will have multiple 
opportunities to attend field studies at various times during the school year.  The 
following rules apply to all field studies: 

● Students must return a field study permission form signed by their parent(s) 
by the specified date.  Phone calls will not be accepted as permission. 

● Students must wear their school uniforms, unless otherwise specified. 
● Students will abide by the Student Code of Conduct while on the field study. 
● Students must ride the approved transportation to and from the field study 

with the school, unless prior arrangements are approved between the 
Principal and the parent.  

● Parents are encouraged to volunteer but must have prior approval and 
background checks completed. 

● Field studies may require a small fee from the family but can be discussed 
with the Principal is there is a need for assistance.  

 



Page 29 
Page  

After School Activities 
After school opportunities allow our students to take part in clubs and after-school 
activities.  Students who stay for after-school activities are expected to follow these 
rules: 

● Student must be with a teacher or other staff member at all times. 
● Students must arrange for their own transportation; the student’s ride should 

arrive promptly at the end of the activity.  If parents are more than 10 
minutes late, the student will be sent to our after school program and 
charged the full daily rate. 

● Students will abide by the Student Code of Conduct while participating in the 
activity. 

● Students may not stay after school to wait for another student. 

Transportation 
Students who participate in school-sponsored trips may be required to ride a school 
vehicle to and from an event.  Riding a school bus is a privilege.  School vehicle 
drivers have the authority to maintain discipline and require assigned seating.  
Students are expected to assist the staff in ensuring that school vehicles remain in 
good condition.  When riding a school vehicle, students are held to behavioral 
standards established in this Handbook and in the Transportation Handbook.  
Students must: 

● Follow the driver’s directions at all times. 
● Enter and leave the vehicle in an orderly & safe manner. 
● Keep feet, books, and other objects out of the aisles. 
● Treat the vehicle and its equipment with respect at all times. 
● Head, hands, arms, legs and other objects stay in the vehicle at all times.   
● Tobacco is not permitted on the school buses. 
● Observe all standard classroom rules. 
● Remain seated while the vehicle is moving. 
● Food and drink are not allowed on the bus. 
● Wait for the driver’s signal in order to leave the bus or cross in front of the 

vehicle. 
 
Only designated students and volunteers are allowed to ride in school vehicles.  
Misconduct will be punished in accordance with the Student Code of Conduct, and 
the student’s bus-riding privileges may be suspended. 
 
If a special needs student is receiving bus transportation as a result of an 
Individual Education Plan (“IEP”), the Admissions Review and Dismissal (“ARD”) 
Committee will have discretion in determining appropriate disciplinary 
consequences for improper behavior in a school vehicle.  

Pledges of Allegiance and Moment of Silence 
Legislation passed during the 2003 Texas State Legislative Session requires that all 
Texas Public Schools recite the Pledge of Allegiance to the United States’ and Texas’ 
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flags. That same legislation requires that the pledges be followed by a minute of 
silence. “During this time, students may reflect, pray, meditate or engage in any 
other silent activity that is not likely to interfere with or distract another student.”  

Neither students nor staff members are required to recite the pledge; however, out 
of courtesy and respect for our country, all students and staff will stand during the 
Pledge. All students will be seated during the moment of silence. 

The Pledge of Allegiance to the United States Flag 
“I pledge allegiance to the flag of the United States of America and to the republic 
for which it stands, one nation under God, indivisible, with liberty and justice for 
all.” 

The Pledge of Allegiance to the Texas Flag 
“Honor the Texas Flag, I pledge allegiance to thee, Texas, one state under God, one 
and indivisible.” 

Prayer and Meditation 
Students have the right to silently and voluntarily pray or meditate in school in a 
manner that does not disrupt instructional or other school activities.  The school 
will not require, encourage or coerce a student to engage in or refrain from such 
prayer and meditation during any school activity.  Please complete a Prayer 
Request Form to gain parental approval of a student missing class to pray. Return 
to the campus front office.  

Students are expected to demonstrate responsibility when exercising their right to 
pray. They travel silently to the prayer room, pray appropriately in the prayer 
room, and return immediately to the classroom to minimize negative impact on 
student learning. Should students have difficulty meeting these expectations, the 
school holds the right to have students pray in the classroom.  
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Manara Academy focuses on developing a caring, supportive school community in 
which students participate fully in solving problems, including problems of 
behavior. We believe that students’ growth toward kindness, respect and critical 
problem solving depends on becoming active members of a caring community. We 
further believe that it is the experience with decision-making and problem solving 
that enables children to handle conflicts that arise. 

 
When students become engaged in learning expeditions, behavior disruptions 
decrease. When they are stimulated, challenged, and held to the school community’s 
norms of behavior, students are less likely to disturb the class. Our dual focus on 
character and academics and our use of the Responsive Classroom and Tribes 
approach to classroom management prevents and addresses discipline problems. 
 
Drug-Free School 
Manara Academy is a drug-free environment. Any use of alcohol or illicit drugs is 
both wrong and harmful. Therefore, Manara Academy prohibits the use, sale, 
possession or distribution of alcohol and illicit drugs on school premises or as part of 
any school activity, including transportation to or from such activity, regardless of 
its location. Compliance with the rules and regulations regarding alcohol and illicit 
drugs is mandatory, as is compliance with the other rules and regulations set forth 
in this document. Manara Academy will follow the Texas Education Code (TEC) and 
the Texas Administrative Code (TAC) to investigate, confiscate, and administer any 
and all disciplinary sanctions for alcohol-and-drug-related offenses. Individuals may 
be referred to appropriate law enforcement officials for criminal prosecution.  
 
Tobacco Use and Possession 
No individuals shall smoke, use tobacco products, or be in possession of tobacco 
products on school property or at any school-related or sanctioned activity, either on 
or off school property. 
 
Liability for Report of Suspicion of Drug Use 
A teacher, administrator, staff or board member who suspects a student or other 
individual of using, passing or selling drugs, glue, aerosol paint, volatile chemicals 
or alcoholic beverages on school property must report the observance to a school 
administrator or government authority. 
 
Immunizations 
The State of Texas requires that every child in the state be immunized against 
preventable diseases caused by infectious agents, in accordance with an established 
immunization schedule.  To determine the specific number of doses that are 
required for your student, please read the Texas Minimum State Vaccine 
Requirements for Students.” This document and more information about school 
vaccine requirements are available at the Texas Department of State Health 
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Services (“DSHS”) Immunizations Branch website: www.ImmunizeTexas.com (click 
on the “School & Culture” link). 
 
Proof of immunization may be shown through personal records from a licensed 
physician or public health clinic with a signature or rubber-stamp validation. 

Provisional Enrollment 
A student may be enrolled provisionally for no more than 30 days if he or she 
transfers from one Texas school to another, and is awaiting the transfer of 
immunization records. 
 
A student may be enrolled provisionally if the student has an immunization record 
that indicates the student has received at least one dose of each specified age-
appropriate vaccine required by law.  To remain enrolled, the student must 
complete the required subsequent doses in each vaccine series on schedule and as 
rapidly as is medically feasible and provide acceptable evidence of vaccination to the 
school.  Manara Academy shall review the immunization status of a provisionally 
enrolled student every 30 days to ensure continued compliance in completing the 
required doses of vaccination.  It, at the end of the 30-day period, a student has not 
received a subsequent dose of vaccine, the student is not in compliance and the 
school shall exclude him or her from school attendance until the required dose is 
administered. 
 
A student who is homeless, as defined by the McKinney Act (42 U.S.C. §11302), 
shall be admitted temporarily for 30 days if acceptable evidence of vaccination is not 
available.  The school shall promptly refer the student to appropriate public health 
programs to obtain the required vaccinations. 
 
Exclusions from Immunization Requirements 
Exclusions from immunization compliance are allowable on an individual basis for 
medical reasons, reasons of conscience, and active duty with the armed forces of the 
United States. 
 
If a student should not be immunized for medical reasons, the student must present 
a statement signed by the child’s physician (M.D. or D.O.), duly registered and 
licensed to practice medicine in the United States who has examined the child, in 
which it is stated that, in the physician’s opinion, the vaccine required is medically 
contraindicated or poses a significant risk to the health and well-being of the child 
or any member of the child’s household.  Unless it is written in the statement that a 
lifelong condition exists, the exemption statement is valid for only one year from the 
date signed by the physician. 
 
To claim exclusion for reasons of conscience, including a religious belief, a signed 
DSHS affidavit must be presented by the student’s parent, stating that the 
student’s parent declines vaccinations for reasons of conscience, including because 
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of the person’s religious beliefs.  The affidavit will be valid for a two-year period.  
Information for obtaining an affidavit for exclusion from immunization 
requirements is available at www.ImmunizeTexas.com (click on the 
“School/Childcare Requirements” link).  The official DSHS affidavit form must be 
notarized and submitted to the school office within 90 days from the date it is 
notarized.  Manara Academy will only accept official DSHS affidavit forms 
developed and issued by DSHS; no other forms or reproductions will be allowed.  
Students who have not received the required immunizations for reasons of 
conscience, including religious beliefs, may be excluded from school in times of 
emergency or epidemic declared by the commissioner of public health. 
 
If a parent seeks an exemption for more than one student, a separate form must be 
provided for each student. 
 
Immunization Records Reporting 
The school’s record of your student’s immunization history, while private in most 
instances, may be inspected by the Texas Education Agency, local health 
departments and the Texas Department of Health and transferred to other schools 
associated with the transfer of your student to those schools. 
 
Emergency Medical Treatment 
If a student has a medical emergency at school or a school-related activity and the 
parent/guardian or emergency contacts cannot be reached, school employees will 
seek emergency medical treatment unless a parent has previously provided a 
written statement denying this authorization.  Therefore, parents are asked each 
year to complete an emergency care consent form, which includes information about 
their student’s allergies to medications, etc.  Parents should keep emergency care 
information up-to-date.  Please contact the office to update any information. 
 
Illness During the School Day 
Students becoming ill or injured during the school day are directed to report to the 
front desk. Front desk personnel will evaluate the student’s health complaints and 
provide basic care. Parents or other persons designated on the student’s enrollment 
application will be contacted as appropriate.  Students are to be picked up within 1 
hour of being notified of a child being ill. Symptoms such as vomiting & fever 
require the student to go home immediately.    

When to Keep Your Child Home 
If your child exhibits any of the following symptoms, please keep your child home: 

• A fever of 100.4 or higher  
• Open or draining sores 
• Vomiting  
• Severe coughing 
• Loose bowel movements  
• Severe coughing 
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• Pain  
• Rash or hives 
• Difficulty breathing  
• Lice, ringworm, or other contagious conditions 
• Runny nose with thick yellow or green discharge  
• Pink eye 

 
Students should be free from all symptoms for 24 hours before returning to school. 
For more severe illnesses or lengthy absences, a doctor’s note may be required 
before the student can come back to school.  
 
Allergies 
Please alert us to any allergies your child may have and provide medication (if 
necessary) to prevent a serious allergic reaction. This includes allergies to plants, 
animals, foods, medicines, and other substances. 
 
Administration of Medication 
All medication should be administered outside of school hours, if possible.  Only 
authorized adults give medications to all children, unless your child is determined 
to be self-directed by the nursing assistant.  If necessary, medication can be 
administered at school under the following circumstances: 
 

1. Students requiring over-the-counter medication for temporary conditions 
(colds, allergies, etc.) will also receive it from the nursing assistant if 
documentation is provided by the parent. Students may not transport 
medication via school bus, and may not keep any medication in their personal 
effects or in classrooms. 

2. Medication brought to school must be submitted to the school nurse, along 
with a Medication Administration Directions Form signed by the student’s 
physician and parent.  

3. Prescription medications administered during school hours must be 
prescribed by a physician or advanced nurse practitioner (“ANP”) and filled 
by a licensed pharmacist. 

4. Prescription medications should be submitted in a labeled container showing 
the student’s name, name of the medication, reason the medication is being 
given, proper dosage amounts, the time the medication must be taken, and 
the method used to administer the medication.  Medications sent in plastic 
baggies or unlabeled containers will NOT be administered. 

5. Only the amount of medication needed should be delivered to the school, i.e., 
enough medication to last one day, one week, etc.  In cases of prolonged need, 
send in the amount for a clearly specified period.  Extra medication will not 
be sent home with the student and the parent must pick up the unused 
medication for the school nurse. 

 
Changes to daily medications require written instruction from the physician or ANP 



Page 36 
Page  

and written permission from the parent.  Parents are responsible for advising the 
school office that a medication has been discontinued. 
 
Asthma and Anaphylaxis Medication 
Asthma and anaphylaxis are life-threatening conditions, and students with those 
conditions are entitled to possess and self-administer prescription medication while 
on school property or at a school-related event. 
 
Student possession and self-administration of asthma or anaphylaxis medication at 
school requires the student to demonstrate his or her ability to self-administer the 
medication to the student’s physician or other licensed health care provider and the 
school nurse.  Requirements also include written authorization from the student’s 
parent and physician or other licensed health care provider on file in the school 
office indicating the student is capable of independently administering his or her 
own asthma or emergency anaphylaxis medication.  Medication in a student’s 
possession must be in the original container with a prescription label.  Please note 
that most pharmacies will place a label on the inhaler device upon request. 
 
Fitness Testing 
According to requirements under state law, the school will annually assess the 
physical fitness of students.  The school is not required to assess a student for 
whom, as a result of disability or other condition identified by rule or law, the 
assessment exam is inappropriate. 
 
Vision and Hearing Screenings 
All children enrolled in Texas schools must be screened for possible vision and 
hearing problems in accordance with possible vision and hearing problems in 
accordance with regulations issued by the Texas Department of State Health 
Services.  Students shall be screened for vision and hearing problems annually at 
any time during the year.   
 
Screening records for individual students may be inspected by the Texas 
Department of State Health Services or a local health department. 
 
Exemption 
A student is exempt from screening requirements if screening conflicts with the 
tenets and practices of a recognized church or religious denomination of which the 
individual is an adherent or a member.  To qualify for the exemption, the individual 
or, if the individual is a minor, the minor’s parent, managing conservator, or 
guardian, must submit to the Principal on or before the day of admission an 
affidavit stating the objections to screening. 
 
Spinal Screening 
All children in 6th-9th grade must be screened for abnormal spinal curvature before 
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the end of the school year.  The screening requirement for students entering grade 
six or nine must be met if the child has been screened for spinal deformities during 
the previous year. 
 
A parent, managing conservator, or guardian who declines participation in the 
spinal screening provided by the school must submit to the Principal documentation 
of a professional examination which includes the results of a forward-bend test.  
This documentation must be submitted to the school during the year the student is 
scheduled for screening or, if the professional exam is obtained during the following 
summer, at the beginning of the following school year. 
 
Exemption 
A student is exempt from screening requirements if screening conflicts with the 
tenets and practices of a recognized church or religious denomination of which the 
individual is an adherent or a member.  To qualify for the exemption, the individual 
or, if the individual is a minor, the minor’s parent, managing conservator, or 
guardian, must submit to the Principal on or before the day of admission an 
affidavit stating the objections to screening. 
 
Freedom from Discrimination, Harassment, and Retaliation 
Statement of Nondiscrimination 
Manara Academy prohibits discrimination, including harassment, against any 
student or staff member on the basis of race, religion, color, national origin, sex, 
gender, disability, or any other basis prohibited by law.  Manara Academy prohibits 
dating violence, as defined by this policy.  Retaliation against anyone involved in 
the complaint process is a violation of school policy. 
 
Discrimination 
For the purposes of this policy, discrimination against a student is defined as 
conduct directed at a student on the basis of race, religion, color, national origin, 
gender, disability, or on any other basis prohibited by law, that adversely affects the 
student. 
 
Threatening Statements 
Manara Academy strives to provide a safe atmosphere for its students and staff. 
Manara Academy takes threatening statements and/or bullying very seriously. 
Additionally, the student making threatening statements may be required to 
undergo an evaluation by a counselor of the school’s choice to establish for the 
school and the student’s family that the student is safe to return to school. Parents 
and students should be aware that statements such as, “I was just kidding”, or “I 
didn’t mean it” are not acceptable and are not an excuse. Our policy regarding 
threatening statements applies to incidents on and off campus during school-
sponsored activities. 
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Prohibited Harassment 
Prohibited harassment of a student is defined as physical, verbal, or nonverbal 
conduct based on the student’s race, color, religion, gender, national origin, 
disability, or any other basis prohibited by law that is so severe, persistent, or 
pervasive that the conduct: 

● Affects a student’s ability to participate in or benefit from an educational 
program or activity, or creates an intimidating, threatening, hostile, or 
offensive educational environment; 

● Has the purpose or effect of substantially or unreasonably interfering with 
the student’s academic performance; or  

● Otherwise adversely affects the student’s educational opportunities. 
 
Prohibited harassment includes dating violence as defined by this policy. 
 
Examples of prohibited violence may include offensive or derogatory language 
directed at another person’s religious beliefs or practices, accent, skin color, or need 
for accommodation; threatening or intimidating conduct; offensive jokes; name 
calling, slurs, or rumors; physical aggression or assault; display of graffiti or printed 
material promoting racial, ethnic, or other negative stereotypes; or other kinds of 
aggressive conduct such as theft or damage to property. 

Sexual Harassment 
In compliance with the requirements of Title IX, Manara Academy does not 
discriminate on the basis of sex in its educational programs or activities.  Manara 
does not tolerate sexual harassment of a student by employees or other students.  
Romantic or inappropriate social relationships between students and school 
employees are prohibited.  Any sexual relationship between a student and a school 
employee is always prohibited, even if consensual.   
 
Students shall not engage in unwanted and unwelcome verbal or physical conduct 
of a sexual nature directed toward another student or school employee. This 
prohibition applies whether the conduct is by word, gesture or any other sexual 
conduct, including requests for sexual favors. All students are expected to treat 
other students, school employees, volunteers and community members with 
courtesy and respect, to avoid any behaviors known to be offensive, and to stop 
these behaviors when asked or told to stop. A substantiated complaint against a 
student will result in appropriate disciplinary action, according to the nature of the 
offense. 
 
The school will notify the parents of a student involved in sexual harassment by 
student when the allegations are not minor. The school will notify the parents of a 
student regarding all incidents of sexual harassment or sexual abuse by an 
employee. The school encourages parent and student support in its efforts to 
address and prevent sexual harassment and sexual abuse in public schools. 
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To the greatest extent possible, complaints will be treated as confidential. Limited 
disclosure may be necessary to complete a thorough investigation. Students and 
parents are encouraged to discuss their questions or concerns about the 
expectations in this area with the Campus Leadership staff.  
 
Sexual harassment of a student by a school employee includes both welcome and 
unwelcome sexual advances; requests for sexual favors; sexually motivated 
physical, verbal, or nonverbal conduct; or other conduct or communication of a 
sexual nature when the conduct is so severe, persistent, or pervasive that it: 

● Affects a student’s ability to participate in or benefit from an educational 
program or activity, or creates an intimidating, threatening, hostile, or 
offensive educational environment; 

● Has the purpose or effect of substantially or unreasonably interfering with 
the student’s academic performance; or  

● Otherwise adversely affects the student’s educational opportunities. 
 
A complaint alleging sexual harassment by another student, or sexual harassment 
or sexual abuse by a staff member may be presented by a student or parent in a 
conference with the campus leadership staff.   
 
A staff member who is the same gender (if possible) as the student ordinarily will 
hold the first conference with the student. The conference will be scheduled and 
held within 24 hours of the report. The Principal or designee will coordinate an 
appropriate investigation, which ordinarily will be completed within five (5) days. 
The student or parent will be informed if extenuating circumstances delay 
completion of the investigation. 
 
Examples of sexual harassment of a student may include sexual advances; touching 
intimate body parts or coercing physical contact that is sexual in nature; jokes or 
conversations of a sexual nature; and other sexually motivated conduct, 
communications, or contact. 

Dating Violence 
Dating violence occurs when one partner in a dating relationship, either past or 
current, intentionally uses physical, sexual, verbal, or emotional abuse to harm, 
threaten, intimidate, or control the other partner.  Examples of dating violence 
against a student may include physical or sexual assaults, name calling, put-downs, 
threats to hurt the student or the student’s family members or members of the 
student’s household, destroying property belonging to the student, threats to 
commit suicide or homicide if the student ends the relationship, attempts to isolate 
the student from friends and family, stalking, or encouraging others to engage in 
these behaviors. 
 
For the purposes of this policy, dating violence is considered prohibited harassment 
if the conduct is so severe, persistent, or pervasive that the conduct: 
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● Affects a student’s ability to participate in or benefit from an educational 
program or activity, or creates an intimidating, threatening, hostile, or 
offensive educational environment; 

● Has the purpose or effect of substantially or unreasonably interfering with 
the student’s academic performance; or  

● Otherwise adversely affects the student’s educational opportunities. 

Retaliation 
Manara Academy prohibits retaliation against a student alleged to have 
experienced discrimination or harassment, including dating violence, or another 
student who, in good faith, makes a report, serves as a witness, or otherwise 
participates in the investigation. 
 
As student who intentionally makes a false claim, offers false statements, or refuses 
to cooperate with a school investigation regarding discrimination or harassment, is 
subject to appropriate discipline. 

Reporting Procedures 
Any student who believes that he or she has experienced prohibited harassment or 
believes that another student has experienced prohibited harassment should 
immediately report the alleged acts to a teacher, counselor, the Principal.  
 
The principal or his/her designee shall serve as coordinator for purposes of school 
compliance with all other anti-discrimination laws. 
 
After receiving a complaint of sexual harassment, the school will require the 
student to prepare a written report.  Oral complaints will be transferred to written 
form.  Upon receipt of the complaint, the Principal shall promptly authorize an 
investigation.  When appropriate, the school may take interim action to avoid 
additional opportunities of harassment.  The investigation may consist of personal 
interviews with the person making the report, the person against whom the report 
is filed, and any others with knowledge of the circumstances surrounding the 
allegations. 
 
The assigned investigator will prepare a written report of the investigation.  The 
report shall be filed with the Principal overseeing the investigation.  If the results of 
the investigation establish that prohibited harassment occurred, the school shall 
promptly responds by taking appropriate disciplinary or corrective action 
reasonably calculated to address the harassment and prevent is recurrence.  The 
school may be disciplinary action based on the results of an investigation, even if 
the school concludes that the conduct did not rise to the level of harassment 
prohibited by law or policy. 

Confidentiality 
To the greatest extent possible, the school shall respect the privacy of the 
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complainant, persons against whom a report is filed, and witnesses.  Limited 
disclosures may be necessary in order to conduct a thorough investigation and 
comply with applicable law. 
 
Freedom from Bullying 
Manara Academy prohibits bullying as defined by this policy, as well as retaliation 
against anyone involved in the complaint process.  Bullying occurs when a student 
or group of students engages in written or verbal expression or physical conduct 
that: 

● Will have the effect of physically harming a student, damaging a student’s 
property, or placing a student in reasonable fear of harm to the student’s 
person or of damage to the student’s property; or 

● Is sufficiently severe, persistent, or pervasive that the action or threat 
creates an intimidating, threatening, or abusive educational environment for 
a student. 

Bullying of a student may include hazing, threats, taunting, teasing, confinement, 
assault, demands for money, and destruction of property, theft of valued 
possessions, name calling, rumor spreading, and ostracism. 

Reporting Procedures 
Any student who believes that he or she has experienced bullying or believes that 
another student has experienced bullying should immediately report the alleged 
acts to the Principal, a teacher, or counselor.  A report may be made orally or in 
writing.  Any school employee who receives notice that a student has or may have 
experienced bullying shall immediately notify the Principal. 

The Principal shall determine whether the allegations in the report, if proven, 
would constitute harassment, and if so proceed under that policy instead.  See the 
“Freedom from Discrimination, Harassment, and Retaliation” section.  The 
Principal or designee shall conduct an appropriate investigation on the allegations 
in the report, and shall take prompt interim action calculated to prevent bullying 
during the course of an investigation, if appropriate. 

The Principal shall prepare a written report of the investigation, including 
determination of whether bullying occurred, and send a copy to the Superintendent.  
If the results of the investigation indicated that bullying occurred, the school shall 
promptly respond by taking appropriate disciplinary or corrective e action 
reasonably calculated to address the conduct in accordance with the Student Code 
of Conduct.  The school may take action based on the results of an investigation, 
even if the school concludes that the conduct did not rise to the level of bullying 
under this policy. 
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Confidentiality 
To the greatest extent possible, the school shall respect the privacy of the 
complainant, persons against whom a report is filed, and witnesses.  Limited 
disclosures may be necessary in order to conduct a thorough investigation and 
comply with applicable law. 
 
Law Enforcement Agencies 
The following procedures shall be followed when law enforcement officers and other 
lawful authorities want to question or interview a student at the school: 

● The school administration shall verify and record the identity of the official 
and request an explanation of the need to question or interview the student 
at school; 

● The school administration shall make reasonable efforts to notify the 
student’s parent. 

● Unless prohibited by law or when the student has been arrested or taken into 
police custody, a staff member shall be present during the questioning or 
interview. 

 
When the investigation involves allegations of child abuse, special rules apply.  See 
“Child Abuse Reporting and Investigations” below. 
 
The school shall permit a student to be taken into custody: 

● Pursuant to an order of the juvenile court; 
● Pursuant to the laws of arrest; 
● By a law enforcement officer if there is probable cause to believe the student 

has engaged in delinquent conduct or conduct in need of supervision; 
● By a probation officer if there is probable cause to believe the student has 

violated the terms of probation imposed by a juvenile court; 
● Pursuant to a properly issued directive to apprehend; or 
● By an authorized representative of the Texas Department of Family and 

Protective Services, a law enforcement officer, or juvenile probation officer, 
without a court order and under the conditions set out in Texas Family Code 
§262.104 relating to the student’s physical health or safety. 

 
Child Abuse Reporting and Investigations 
Manara Academy provides child abuse anti-victimization programs and cooperates 
with official child abuse investigators as required by law.  Manara Academy 
provides training to it staff members and students in preventing and addressing 
incidents of sexual abuse of children, including knowledge of likely warning signs 
indicating that a child may be a victim of sexual abuse.  Assistance, interventions 
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and counseling options are also available. 
 
The schools’ administration shall cooperate with law enforcement investigations of 
child abuse, including investigations by the Texas Department of Protective and 
Family Services.  School officials may not refuse to permit an investigator to 
interview a student who is alleged to be a victim of abuse or neglect at school.  
School officials may not require the investigator to permit school personnel to be 
present during an interview conducted at school. 
 
Investigations at school may be conducted by authorized law enforcement or state 
agencies without prior notification or consent of the student’s parent, if necessary. 
 
Anyone who suspects that a child has been or may be abused or neglected has a 
legal responsibility, under state law, for reporting the suspected abuse of neglect to 
law enforcement or the Texas Department of Family and Protective Services 
(“DFPS”).  Reports may be made by contacting one of the following: 

● Texas Abuse Hotline: 1-800-252-5400 or, in non-emergency situations only, 
http://www.txabusehotline.org. 

● Local Police Department 
● Call 911 for emergency situations. 

 
Interrogations and Searches 
In the interest of promoting student safety and attempting to ensure that the school 
is safe and drug free, school officials may from time to time conduct searches.  Such 
searches are conducted without a warrant and as permitted by law. 
 
Administrators, teachers or other professional personnel may question a student 
regarding the student’s own conduct or the conduct of other students.  In the 
context of school discipline, students have no claim to the right not to incriminate 
themselves. 
 
Students shall be free from unreasonable searches and seizures by school officials.  
School officials may search a student’s outer clothing, pockets, or property by 
establishing reasonable cause or securing the student’s voluntary consent.  
 
At Manara Leadership Academy, random searches, to potentially include canine 
units and police will be conducted without prior notification.  
 
A search is reasonable if (1) the school official has reasonable grounds for suspecting 
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that the search will uncover evidence of a rule violation or a criminal violation and 
(2) the scope of the search is reasonable related to the circumstances justifying the 
search; i.e., the measures adopted are reasonable related to the objectives of the 
search and are not excessively intrusive in light of the age and sex of the student 
and the nature of the infraction. 

Desks and Cubbie Searches 
Students should have no expectation of privacy in the contents of their desks, 
cubbies, or other school property.  Cubbies and desks are assigned to students and 
remain at all times under the control and jurisdiction of the school.  The school will 
make periodic inspections of cubbies and desks at any time, with or without notice 
or student consent.  School officials will remove any item that violates school policy 
or that may be potentially dangerous. 
 
Students have full responsibility for the security of their own cubbies and desks, 
and shall be responsible for any prohibited items found during a search.  The 
student’s parent shall be notified if any prohibited articles or materials are found in 
a student’s locker or desk, or on the student’s person, as a result of a search 
conducted in accordance with this policy. 
 
Procedures for Use of Restraint and Time-Outs 
School employees, volunteers or independent contractors are authorized to use 
restraint in the event of an emergency and subject to the following limitations: 

● Only reasonable force, necessary to address the emergency, may be used. 
● The restraint must be discontinued at the point at which the emergency no 

longer exists. 
● The restraint must be implemented in such a way as to protect the health 

and safety of the student and others. 
● The student may not be deprived of basic human necessities. 
● It is implemented by an employee trained, as required by law, in Crisis 

Prevention with the Texas Behavior Support Initiative.  
 
At no time, however, may a student be placed in seclusion.  At no time may a 
student, with a disability or without a disability, be confined locked box, locked 
closet or other specially designated locked space as either a discipline management 
practice or a behavior management technique. 
 
School Visitors 
While we welcome families and the visitors to Manara Academy, all visitors and 
volunteers to Manara must first report to the building’s front office and sign the 
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visitor’s log book. Visitor or Volunteer badges must be worn at all times while in the 
school and should be returned before leaving the building. 
 
These precautions are necessary for the safety of our students and staff. Parents are 
welcome to volunteer or observe in classrooms. Please make arrangements with the 
classroom teachers prior to the date on which you would like to visit or volunteer. 
 
All parents and/or volunteers wishing to volunteer must successfully pass the 
mandated background check prior to volunteering in the classroom or on campus.  

Toys and Other Personal Items 
Please help your child remember that toys, electronic games, and similar devices 
need to be left at home. Each classroom is equipped with age-appropriate games 
and materials for learning.  Toys and electronics from home are not permitted in 
school unless specifically approved by the principal for instructional value. 

Fire and Disaster Drills 
Fire, lock-down, evacuation, and tornado drill instruction will be discussed during 
the first week of each semester and reminded as needed.  Students need to 
understand and follow these procedures.  Instructions will be posted in each 
teacher’s classroom.  When the alarm is sounded, students should follow the 
direction of teachers or others in charge quickly, quietly, and in an orderly manner. 

School Closings or Delays 
In most cases, Manara Academy will follow the decisions of Irving ISD and 
Arlington ISD when deciding whether or not a situation warrants the closing of 
school. Generally a mass email and phone call will go out to all families as soon as 
possible after the decision is made. 
 
Parents and students are advised to view the Manara website 
(www.manaraacademy.org) and listen to local radio or television for announcements 
that the school will be closed or delayed. 

Videotaping of Students 
For safety purposes, video/audio equipment may be used to monitor student 
behavior in classrooms and hallways, on buses and in common areas on campus.  
Students will not be told when the equipment is being used.  The Principal may 
review the tapes routinely to document student misconduct.  Discipline will be in 
accordance with the Student Code of Conduct. 

Our Lunchtime Philosophy 
Teachers eat with the students, modeling appropriate manners and conversation. 
We want lunch to be an enjoyable, community-building time that provides an 
opportunity for sharing in small groups. You are more than welcome to join your 
child’s class for lunch. 
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We also try to model and practice sustainability, recycling, and reusing by 
implementing a Waste-Free Lunch policy. This means we teach and encourage all 
children to bring food from home in reusable containers and to help their parents 
choose packaging that has very little waste.  

Snacks and Food from Home 
Part of Manara’s philosophy is the idea that nourishing the body helps your mind in 
learning. Given that, we try to always model the best possible nutrition for students 
by requesting that you not send non-nutritive food with your child for breakfast, 
lunch, or snacks. Those items include: chips, candy, cookies, cupcakes, soda, etc.  
These food items typically have sugar listed as one of the top five ingredients on the 
package. We try whenever possible to avoid these foods. 
 
Many K-2 classes enjoy a snack break sometime during the school day. Classroom 
teachers may request a voluntary contribution of wholesome snacks be brought in 
by students to be shared with the class.  
 
Please keep in mind that some students in your child’s class may have special 
dietary allergies or restrictions. Please consult your child’s teacher prior to sharing 
any food with children other than your own. 

Holidays and Special Events 
We understand that children and families observe a variety of holidays and family 
celebrations. To be sensitive to all families and to devote more time to our learning 
expeditions, we do not have holiday-themed parties in our classrooms.  

We respectfully request that only nutritious snack items be brought in for student 
birthdays such as; fruit, trail mix, and juice. We will not allow the delivery of 
balloons, flowers, or other items to students for special occasions. Please use the 
U.S. mail to deliver invitations to birthday parties. Manara Academy may not give 
out addresses or email addresses of students. 

A wonderful way to acknowledge your child’s special day is to donate a book to the 
classroom library in their name. Please contact your child’s teacher if you wish to do 
so. 
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Academics 
Curriculum 
Manara Academy‘s curriculum is the TEKS (Texas Essential Knowledge and 
Skills). All teachers have extensive knowledge of the TEKS and use them 
extensively in their planning on a daily basis. Learning Targets and Guiding 
Questions are derived from the TEKS and Expeditions are centered on these 
standards. Students will be regularly assessed in a variety of ways to ensure their 
mastery of the TEKS. Multiple opportunities will be provided to parents to learn 
about and understand the TEKS for his/her child’s grade level. 

Irving Elementary - EL Education 
We partner with EL Schools because their design offers us a vision that allows us to 
implement our curriculum in a consistently rigorous, dynamic manner.  EL is a 
comprehensive school design, recognized as an exemplary model by the US 
Department of Education. EL is based on ten design principles that require greater 
continuity of relationships between students and teachers, draw on the power of 
small groups, create an in depth and focused curriculum, and build strategic links 
between school and community. EL’s focus on field studies, an integrated 
curriculum, and authentic assessment match the philosophy of Manara Academy, 
and help us foster both academic and character development.  
 
As an EL school, our students spend most of each day embarking on purposeful, 
rigorous learning expeditions that involve intellectual, service, and kinesthetic 
dimensions. Learning expeditions are in-depth studies of a single theme or topic, 
generally lasting nine weeks, and are the core of the curriculum. Each expedition 
revolves around curriculum-related projects and performances, which often take 
students outside school to conduct fieldwork. Our emphasis on educational 
achievement, community building, teamwork and service, combined with our 
curriculum framework and content, create a context for students to acquire the 
knowledge and character traits they need to succeed in middle and high school. 
They become connected, caring and contributing members of their community. 
 
Manara STEM Academy 
The United States has developed as a global leader, in large part, through the 
genius and hard work of its scientists, engineers, and innovators. In a world that’s 
becoming increasingly complex, where success is driven not only by what you know, 
but by what you can do with what you know, it’s more important than ever for our 
youth to be equipped with the knowledge and skills to solve tough problems, gather 
and evaluate evidence, and make sense of information. These are the types of skills 
that students learn by studying science, technology, engineering, and math—
subjects collectively known as STEM. 
 
“The future of the economy is in STEM,” says James Brown, the executive director 
of the STEM Education Coalition in Washington, D.C. “That’s where the jobs of 
tomorrow will be.”  
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There is no universally agreed-upon definition of STEM. Experts generally do agree, 
however, that STEM workers use their knowledge of science, technology, 
engineering, or math to try to understand how the world works and to solve 
problems. Their work often involves the use of computers and other tools. 
 
STEM Education focuses on the development of technical skills in the areas of 
science, engineering, technology, and math concurrently with the TEKS. 
Communication and upper level thinking skills are additional areas that must be 
developed to best prepare students for careers in the STEM field.  
  
Manara Leadership Academy  
Manara Leadership Academy is an International Baccalaureate (IB) Candidacy 
school.  
 
International Baccalaureate® (IB) programmes aim to do more than other curricula 
by developing inquiring, knowledgeable and caring young people who are motivated 
to succeed. 

We strive to develop students who will build a better world through intercultural 
understanding and respect. IB programme frameworks can operate effectively with 
national curricula at all ages; more than 50% of IB World Schools are state-funded. 

The IB's programmes are different from other curricula because they: 

 encourage students of all ages to think critically and challenge assumptions 
 develop independently of government and national systems, incorporating 

quality practice from research and our global community of schools 
 encourage students of all ages to consider both local and global contexts 
 dInternational Baccalaureate® (IB) programmes aim to do more than other 

curricula by developing inquiring, knowledgeable and caring young people 
who are motivated to succeed. 

 We strive to develop students who will build a better world through 
intercultural understanding and respect. 

 IB programme frameworks can operate effectively with national curricula at 
all ages; more than 50% of IB World Schools are state-funded. 

 The IB's programmes are different from other curricula because they: 
 encourage students of all ages to think critically and challenge assumptions 
 develop independently of government and national systems, incorporating 

quality practice from research and our global community of schools 
 encourage students of all ages to consider both local and global contexts 
 develop multilingual students. 

Please visit with Denise Woodward, Manara Leadership Academy Principal or Brett 
Freedenburg, Manara Leadership Academy Futures Counselor for more information 
about AP classes, dual credit offerings, and Graduation Plans.  
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Permission slips 
A permission slip covering all field studies and excursions must be completed prior 
to attending the trips.  Classroom teachers will communicate dates and destinations 
of these excursions through classroom newsletters or special announcements. Field 
studies that take place outside of Dallas County will require trip specific permission 
slips. 

Chaperones 
Critical to the success of field studies are the adults entrusted with the care and 
supervision of our students. For most field studies, a request is announced to solicit 
parent volunteers to chaperone. Parent involvement is an important part of our 
school’s culture, and chaperoning on fieldwork is a great way to participate in your 
child’s education. 
 
Chaperones perform a wide range of functions. They ensure children’s safety, 
monitor behavior, and carry out teachers’ instructions, and support individuals and 
groups in gathering information. Chaperones help interpret exhibits and 
presentations, and they sometimes provide instruction to small groups of students. 
On overnight fieldwork, chaperones are also responsible for assisting with meals 
and supervising children in hotels, tents, or cabins. 
 
Manara Academy takes seriously the responsibility to provide safe and productive 
learning experiences for students. On fieldwork, doing so requires that we make 
chaperone decisions that we feel are in the best interests of the class. 
 
All chaperones must attend Volunteer and Chaperone Orientation and Training as 
well as successfully pass the mandated background check. 
 
The following principles guide our chaperone selection process: 

● The school limits the number of chaperones to suit the nature and 
destination of the fieldwork. Prior to any fieldwork, the school determines if 
parents who are not chaperoning a field study will be permitted to join the 
class on their own. 

● Chaperones are selected for each field study with a number of factors in 
mind, including individual student needs, gender balance, and previous 
chaperone experience. 

● Chaperone selections are made based on what is best for the class, not what 
is best or fairest for adults. 

 
Requirements for chaperones for day fieldwork include: 

● Ability to commit to the field study for its entire duration free of other 
responsibilities, e.g. care of siblings, cell phone calls, or other appointments 

● Ability to safely and responsibly care for a small group of students 
● Ability to follow teacher directions and comply with teacher expectations for 

chaperones 
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● Ability to maintain confidentiality regarding students and other parents 
 
In addition to those listed above, requirements for overnight fieldwork chaperones 
include: 

● Completion of a school-sponsored chaperone orientation program 
● Previous experience chaperoning day field studies and/or volunteering with 

students in class 
● Attendance at a chaperone meeting prior to the field study 
● Ability to safely and responsibly care for a small group of students overnight 
● Physical and mental stamina to complete the demands of the field study 
● Ability to appropriately support students through rigorous physical and 

academic tasks 
● Knowledge of the learning goals of the expedition and field study 

 
Chaperones for day fieldwork are solicited by the classroom teachers via email or 
phone call. Parents wishing to chaperone may communicate their desire to attend 
up to 24 hours in advance of the field study. Every attempt is made to accommodate 
all parents wishing to attend. However, in some instances limits are placed on the 
number of chaperones if the means of transportation, destination, or nature of the 
fieldwork are best suited to fewer adults. 
 
Chaperones for overnight fieldwork are solicited by the classroom teachers via email 
at least one month prior to the field study. The fieldwork announcement specifies 
the number of chaperones needed for the field study. The announcement also 
indicates whether “extra” parents are permitted to attend on their own or for 
evening portions of the field study. Parents who meet the qualifications listed above 
are welcome to apply to be chaperones. Classroom teachers and the Principal review 
applications and weigh the many factors that are unique to individual classes and 
fieldwork destinations. They select chaperones for the field study, with every effort 
made to include a combination of new overnight chaperones and veteran overnight 
chaperones. Parents are encouraged NOT to make plans to attend overnight 
fieldwork until they receive notification that they will be chaperoning or that extra 
parents are permitted to attend. Parents wishing to chaperone will be notified of 
chaperone selection by classroom teachers via phone call. 
 
Expectations of parent chaperones during fieldwork include: 

● Leave siblings under the care of another adult, as siblings are not permitted 
on fieldwork 

● Follow the same dress code as students, and wear clothing that is appropriate 
for the weather and fieldwork destination 

● Ride the bus with the class 
● Follow instructions of school personnel regarding schedules, behavior and 

academic expectations 
● Maintain continuous proximity and supervision of the assigned children 
● Avoid chatting with teachers and other parents during fieldwork activities 
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● Use student management strategies and language consistent with the 
school’s approach 

● Inform teachers of student management issues that require intervention 
● Refrain from purchasing extra treats beyond what is being provided to the 

whole class 
● Provide a level of support to students as directed by the teachers 

 
Each field study has a carefully designed purpose and set of learning activities. The 
school strives to prepare chaperones in advance so that they may be most effective 
in supporting student learning. 

Homework 
It is our belief that homework should be meaningful and connected to the school day 
experience. Homework is an extension of the classroom and dependent upon the 
instruction and activities that occurred during the school day. Therefore, specific 
minutes per day are impossible to determine. However, at a minimum, ALL 
students are expected to read & practice math facts every day.    
 
Grade K-1: 10 minutes/night 
Grade 2-3: 20 minutes/night 
Grade 4-6: 30 minutes/night 
Grade 7-12: 45 minutes/night 
 
Remember that these are approximate times and they could vary depending on your 
child’s abilities and habits. 
 
Homework can be a variety of tasks that could take a variety of minutes to 
complete. It should be never be overwhelming though; it should always be an 
extension of what occurred in class. If your student is continually struggling with 
meeting homework expectations, please contact the classroom teacher.  

Grade Reporting 
Parents have 24-hour access to Parent Portal which allows the parent the 
opportunity to see student’s individual grades in each of their classes.  Login 
information is available with your child’s teacher.  Parents are encouraged to view 
Parent Portal on a regular basis with your child.   
 
Students will receive a progress report every 4 ½ weeks as well as a report card at 
the end of each nine-week period.  
 
Students in Pre-Kindergarten & Kindergarten will receive letter grades based 
on their progress and mastery of the TEKS standards for their grade level.   

E Excellent (90-100) 
S Satisfactory ( 
N Needs Improvement 
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U Unsatisfactory 
 
Students in Grades 1-8 will receive numerical grades. Numerical grades are used 
for charting progress and mastery of the TEKS standards on the report card. 
Grades shown on the report card are weighted.  

100-90 A 
89-80 B 
79-70 C 
69 and below Failing 
I Incomplete 

 
Students in Grades 8-12 will receive grade based on a hybrid of traditional 
methods and standards based grading practices. Student performance on pre-
established learning targets is used to determine mastery. Please see the attached 
Grading Practices document for more information. 

100-90 A 
89-80 B 
79-70 C 
69 and below Failing 
I Incomplete 

 
All students will have Specials classes throughout the week. Grades in Specials 
classes are reported as the core content areas are. Those classes consist of French, 
Spanish, or Arabic, Art, and Physical Education.  

Academic Dishonesty 
Students found to have engaged in academic dishonesty shall be subject to grade 
penalties on assignments and tests and disciplinary penalties in accordance with 
the Student Code of Conduct. 
 
Academic dishonesty includes cheating or copying the work of another student, 
plagiarism, and unauthorized communication between students during an 
examination.  The determination that a student has engaged in academic 
dishonesty shall be based on the judgment of the child’s teacher or other 
supervising employee, taking into consideration written materials, observations, or 
information from students. Campus leadership staff will investigate and assign 
consequences as appropriate.   

Promotion Requirements and Retention  
A student may be promoted on the basis of academic achievement and/or 
demonstrated proficiency in the subject matter of the course or grade level.  To earn 
credit, a student must demonstrate mastery on grade level standards and meet the 
schools attendance requirements.  In addition, students at certain grade levels-with 
limited exceptions—will be required to pass the state-mandated assessment test as 
further requirement for promotion.  
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The Student Success Initiative (SSI) is a program mandated by the State of Texas 
in effort to ensure that students meet the minimum standard in Reading and Math 
and Grades 5 & 8. Students have three (3) opportunities to pass the STAAR test in 
those content areas and grades. If the third attempt is unsuccessful, State law 
requires retention of the student in either grade 5 or 8. In some cases when an 
appeal is filed to overturn the retention decision, an appeal is met and a student is 
placed in the next grade level. The Grade Placement Committee (GPC) meets to 
collaboratively determine in what grade the student is most likely to be successful 
and to develop an academic plan for success.  The decision of the committee to 
promote a student to the next grade level must be unanimous.  If the decision is not 
unanimous, the student will be retained to their current grade level. 

Students with Disabilities 
Upon the recommendation of the Admission, Review and Dismissal (“ARD”) 
Committee, a student with disabilities who is receiving special education services 
may be promoted under the provisions of his or her Individualized Education 
Program (“IEP”). 
 
State Assessments 
 
STAAR 
Manara Academy is committed to student success on the State of Texas 
Assessments of Academic Readiness (STAAR) and takes seriously its obligation to 
provide students the support and assistance they need to succeed. All students at 
STAAR-testing grade levels, Grades 3-8, will be assessed regularly in a variety of 
ways to ensure they are making appropriate progress through the required STAAR 
curriculum. Students who are not making adequate progress will receive remedial 
help. Students who have failed a STAAR test in the previous year will be required 
to attend remedial classes/tutorials when the school offers them in the areas in 
which the standard was not met. In some cases, this may be an on-going, regularly 
scheduled class. In others, it may be an intense remedial tutorial for a period prior 
to the STAAR testing in March or April. As much as possible, students will receive 
the help they need in mastering the TEKS (Texas Essential Knowledge and Skills) 
in their classroom with their peers through their teacher. 
 
Grades 3-8: The State of Texas Assessment of Academic Readiness (STAAR) is used 
to determine if a student has meet the minimum standard to demonstrate mastery 
in each content area.  

● Grade 3 is evaluated in Reading & Math; 
● Grade 4 is assessed in Reading, Math & Writing; 
● Grade 5 completes exams in Reading, Math & Science (subject to three 

attempts in Reading & Math); 
● Grade 6 is evaluated in Reading & Math; 
● Grade 7 students take tests in Reading, Math & Writing, and  
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● Grade 8 is assessed in Reading, Math, Science & Social Studies (subject to 
three attempts in Reading & Math).  

 
EOC 
End of Course Exams (EOC) illustrate whether a student meets the minimum 
standard for mastering course material in grades nine (9) and ten (10). Credit 
Recovery and Advanced Placement are offered for students who qualify for those 
extensions of standard programming. Computer and Technical Education (CTE) is 
also offered at the Leadership Academy this school year. Please see the campus 
Principal or Futures Counselor to learn more about course offerings at the 
secondary level. 

TELPAS 
The Texas English Proficiency Assessment System (“TELPAS”) is a system of 
statewide assessment administered to Limited English Proficient (“LEP”) students 
in grades 2nd-8th.  The TELPAS measures English ability based on the stage of 
language development of second language learners.  These results will further the 
understanding of the educational needs of the LEP students by providing a state-
level measure of both their academic English skills and their annual progress in 
English. 
 
TPRI 
The Texas Primary Reading Inventory (TPRI) is used to evaluate students reading 
level in the lower grades. Strengths as well as areas for growth and areas causing 
difficulty are identified and targeted for remediation and improvement. Teachers 
measure student performance three times during the school year and report results 
back to parents and guardians in conferences.  
 
Certain students may be eligible for exemptions or accommodations to 
state-mandated exams. 

Special Programs 

Bilingual/ESL Services 
In keeping with state and federal law, the school offers Bilingual/English as a 
Second Language (“ESL”) services at all appropriate grade levels for English 
language learners who are limited in their English proficiency.  The school’s goal is 
to provide additional English language assistance to students, enabling them to 
become academically successful in all classes.  Students are assessed with state-
approved Oral Language Proficiency and Norm-Referenced Tests to qualify for 
placement in the program.  If test results indicate either limited oral or limited 
cognitive academic English ability, the student (with parent approval) is provided 
additional English language support. 
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Special Education Services 
The school has the responsibility of identifying, locating, and evaluating individuals 
with disabilities who are 5-21 years of age and who fall within the school’s 
jurisdiction.  If you know or suspect that you child has a disability, please contact 
the Principal or Assistant Principal about available programs, assessments, and 
services. 

Special education services are specifically designed to meet the unique needs of 
students with disabilities.  Each student who receives special education services has 
an Individual Education Plan (“IEP”) which is developed by the student’s 
Admission, Review, and Dismissal (“ARD”) Committee.  The ARD Committee 
considers the student’s disability and determines appropriate accommodations, 
supplementary aids, and/or services that are necessary for the student to 
participate in the general curriculum. 

All special education services are provided in the least restrictive environment 
which may be special education settings, general education settings, or a 
combination of both.  All students receiving special education services are educated 
to the maximum extent appropriate with their non-disabled peers as well as 
participating in all school activities on the same basis as students who are not 
disabled.  

The Notice of Procedural Safeguards—Rights of Parents of Students with 
Disabilities, can be obtained from the Special Education Director or the Texas 
Education Agency Special Education Website: http://www.tea.state.tx.us/special.ed/. 

If a child is experiencing learning difficulties, the parent may contact the Principal 
or Assistant Principal or the child’s teacher to learn about the school’s overall 
general education referral or screening system for support services. This system 
links student to a variety of support options, including referral for a special 
education evaluation. Students having difficulty in the regular classroom should be 
considered for tutorial, compensatory, and other academic or behavior support 
services that are available to all students. 
 
At any time, a parent is entitled to request an evaluation for special education 
services. Within a reasonable amount of time, the school must decide whether or not 
an evaluation is needed. If evaluation is needed, the parent will be notified and 
asked to provide informed written consent for evaluation. The school must complete 
the evaluation and the report within sixty (60) calendar days of the date the district 
receives the written consent. The school must give a copy of the report to the parent. 
 
If the school determines that the evaluation is not needed, the school will provide 
the parent with a written notice that explains why the child will not be evaluated. 
This written notice will include a statement that informs the parent of their rights 
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if they disagree with the school. Additionally, the notice must inform the parent 
how to obtain a copy of the Notice of Procedural Safeguards-Rights of Parents of 
students with disabilities. 
 
The designated person to contact regarding options for a child experiencing learning 
difficulties or a referral for evaluation for special education is the Principal. 

Section 504 Services 
Manara Academy provides a free appropriate public education to each qualified 
student with a disability, regardless of the nature or severity of the student’s 
disability.  A “student with a disability” is one who has a physical or mental 
impairment that substantially limits one or more of the student’s major life 
activities, has a record of having such an impairment, or is regarded as having such 
an impairment.  A student with a disability is “qualified” if he or she is between the 
ages of three and 21, inclusive. 

An appropriate education is the provision of regular or special education and 
related services that are (1) designed to meet the student’s individual educational 
needs as adequately as the needs of students who do not have disabilities are met; 
and (2) based on adherence to procedures that satisfy federal requirements for 
educational setting, evaluation and placement, and procedural safeguards. 

Qualified students with disabilities will be placed in the regular educational 
environment, unless the school demonstrates that education in the regular 
environment with the use of supplemental aids and services cannot be achieved 
satisfactorily.  Should an alternate education environment be necessary, the school 
shall comply with all legal requirements regarding least restrictive environment 
and comparable facilities for students with disabilities.  In providing or arranging 
for nonacademic and extracurricular services and activities, the school shall ensure 
that a qualified student with a disability participates with students who do not have 
disabilities to the maximum extent appropriate.  

To be eligible for services and protections against discrimination on the basis of 
disability under Section 504 of the Rehabilitation Act, a student must be 
determined, as a result of an evaluation, to have a “physical or mental impairment” 
that substantially limits one or more major life activities.  If a student has or is 
suspected of having a disability, or requires special services, parents or teachers 
should contact the Principal for information concerning available programs, 
assessments, and services.   
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Services for Title I Participants 
Information regarding the school’s Title I program may be obtained from the 
Principal. 

Textbooks 
All textbooks and related resources are property of the State of Texas. Textbooks 
are loaned to students for their use during the school year and must be kept in good 
condition. All textbooks and materials are to be treated in an appropriate manner. 
Students are expected to follow the procedures outlined by the classroom teacher for 
textbook distribution and checkout. Fines are assessed at the end of the school year 
based on wear beyond normal wear and tear. Any student who doesn’t return, pay 
fines for damage or pay the replacement cost of a textbook may not be given a 
textbook to take-home at the beginning of the next school year until all fines are 
paid. 

Internet Use Policy & Internet Safety 
Student use of the Internet is an important component of classroom research and 
learning. Students and their families must sign the school’s Responsible Use 
Agreement before being permitted to use Internet related tools. Teachers supervise 
student Internet use and students abide by Internet safety protocols. 
 
Failure to abide by the rules outlined in the Responsible Use Agreement will result 
in the suspension of Internet privileges for the student.  

Showcases and Exhibitions of Student Learning 
Each semester culminates with an exhibition of student learning. 
 
Attendance at Exhibition Night, twice a year, is highly encouraged for every 
Manara Academy student. 
Exhibitions may take the form of book talks, meet-the-author night, plays and 
performances, student-led tours, demonstrations, or displays. Exhibitions are a 
team effort in every class, and teachers evaluate student learning through students’ 
performance on Exhibition Night. Every student is expected to attend. Dates for 
exhibitions are announced well in advance.  

Recess 
We believe strongly that students, just like adults, need a break from their work. 
Students in grades K-5th have an outdoor recess period of approximately 25 minutes 
every day. We have recess outside, unless it is raining or there are extreme 
temperatures. Please provide your child with climate appropriate apparel, including 
hats and scarves to be kept at school during the winter months, sunscreen as 
needed, and sweaters or jackets. 

Reporting Student Progress 
As an active participant in your child’s education, you want to know how your child 
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is learning and growing both academically and socially. Our teachers assess student 
progress in a variety of ways and are able to provide you with ongoing, 
comprehensive information. 

Daily Communication 
School-home dialogue is facilitated by notes home, emails, and communication on 
Parent Portal from teachers and provides parents with a snapshot of their child’s 
activities at school. These will include things such as newsletters, menus, student 
work, or announcements from the class or school. Families may also contact 
teachers through e-mail and voice mail (telephone calls will be forwarded to voice 
mailboxes during times of instruction, unless it is an emergency). 

Monthly School Newsletters 
Each month, every campus Principal will publish School News that will provide 
reminders, updates, and news that is most relevant to the time period.  

These will be distributed electronically, so be sure your email is updated in Parent 
Portal!  

Student Led Conferences  
Two (2) formal Student-Led conference days are held during the year.  These 
conferences are led by the students.   
 
Student work samples, developmental checklists, and other assessment are 
explained at this time and provide families an opportunity to share information or 
concerns about their child’s progress. See the school calendar for scheduled 
conference dates. The teacher or the parent may request additional conferences. 

Report Cards & Progress Reports 
Report cards are distributed four (4) times during the school year, every nine (9) 
weeks.  

Progress reports are shared with parents about every 4-1/2 weeks into each nine 
week reporting period.  

These dates are published on the School Calendar on the Manara Academy website. 

Individual Education Plans (IEP) 
Students with special needs should have an existing IEP, created by the Admission, 
Review, and Dismissal Committee (ARD). Manara Academy teachers follow the 
IEP. Changes to IEPs can only be made by the ARD Committee. Please contact our 
Special Education educator if you have any questions or concerns. 

Formal Assessments 
Students in Grades 3-8 participate in the State of Texas Assessments of Academic 
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Readiness (STAAR), the Texas Primary Reading Inventory (TPRI), End of Course 
Exams (EOC), and Texas Evaluation of Language Proficiency and Achievement 
Standards (TELPAS). Results will be shared with families at conferences. 

Student Records 
Manara Academy complies with the Family Education Rights Act of 1974 (FERPA) 
in keeping student education records. Access to student education records is 
restricted to Manara Academy employees, parents, and employees contracted by 
Manara Academy or the school district of residence to provide services to the 
student. Parents may review their child’s education records and they may seek 
amendment of records they believe to be inaccurate, misleading or in violation of 
the student’s privacy rights. Parents may also consent to disclosures of personally 
identifiable information contained in the student’s education records. Parents may 
have access to their child’s school records within 24 hours upon written request to 
the Principal. Student records may be viewed in the main office. If an amendment of 
the student’s records is desired, parents may submit a written request to the 
Principal. Parents may file a complaint with the United  
States Department of Education concerning alleged failures by Manara Academy to 
comply with FERPA. 
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Code of Conduct 
It is the goal of Manara Academy to promote and develop good academic achievement 
and positive school citizenship.  Students are expected to conduct themselves in an 
orderly, courteous, and dignified manner.  All students have a responsibility to know 
and comply with the policies, rules, and regulations of the school.   To foster an 
orderly, distraction-free, and safe environment, Manara Academy has established 
this “Student Code of Conduct” (referred to as “the Code”).  The Code defines 
unacceptable student behaviors. Students who violate the provisions of the Student 
Code of Conduct will be disciplined.   
 
While the Code attempts to be comprehensive, it is impossible for Manara to 
anticipate every situation that may arise at school.  The Board of Directors and/or the 
Superintendent/Principal may establish written policies, rules and regulations of 
general application governing student conduct in school. 
 
Any conduct that causes or creates reasonable likelihood that it will cause a 
substantial disruption in or material interference with any school function, activity 
or purpose, or that interferes or creates a reasonable likelihood that it will interfere 
with the health, safety or well-being or the rights of other students is prohibited. 
 
The Superintendent/Principal, or his/her designee, (referred to as “the 
administrator”) is given the authority to address any conduct not covered in the Code, 
and are expected to use their judgment to assign appropriate consequences for 
misbehavior.    
 
The Code applies to any student:  

1. Who is on school property;  
2. Who is in attendance at school or any school-sponsored activity, whether on or 

off school grounds;  
3. Who is in transit to and from school (including on a school bus);  
4. Who retaliates to a school employee or volunteer no matter when or where it 

takes place; 
5. Whose conduct at any time or in any place or by any medium (example: 

texting, email, Facebook, Twitter, etc.) has a direct and immediate effect on 
maintaining order and discipline in the School; 

6. Who commits a felony. 
 
Note: In addition to disciplinary consequences, misdemeanor and felony offenses 
committed on campus will be reported to an appropriate law enforcement agency. 
 
A teacher may send a student to the Principal’s office to maintain effective 
discipline in the classroom. In addition, a teacher may remove from class a student: 

1. Who has been documented by a teacher to repeatedly interfere with the 
teaching; or 

2. Whose behavior the teacher determines is so unruly, disruptive, or abusive 
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that it seriously interferes with the instruction. 
 
The Board of Directors has authorized the use of Detention, In-School Suspension 
(ISS), Out-of-School Suspension (OSS), and Expulsion as methods of disciplining 
students. The Board of Directors has also given authority to the 
Superintendent/Principal to use any of these disciplinary actions which, in his or 
her judgment, is appropriate for the violation committed.   
 
When students participate in student activities, they will be expected to follow the 
guidelines and constitutions that further specify that organization’s exceptions and 
student behavior. 

Parental Responsibilities 
The school solicits the assistance of parents/guardians to ensure that their children 
exhibit acceptable behavior. Although a code of conduct has been established, the 
school is not responsible for teaching discipline standards to students. Teachers will 
instruct students on the Code, and students will be tested on their knowledge; 
however, students are ultimately expected to know and follow the provisions of the 
Code.  
 
Parents are expected to: 

● Serve as a model for students by showing respect for themselves, students, 
other parents, and school staff; 

● Ensure their student’s compliance with school attendance requirements and 
properly report and explain absences and tardiness to school; 

● Assist their student in being correctly and properly attired and have 
adequate school supplies; 

● Communicate regularly with the school concerning their student’s conduct 
and progress; 

● Discuss report cards and assignments with their student; 
● Bring to the attention of the school authorities the problem or condition 

which affects their children; 
● Cooperate with school administration and teachers in their efforts to achieve 

and maintain a quality school system; and 
● Respond promptly when notified by campus to pick up student due to medical 

or disciplinary problem. 

General Standards for Student Conduct 

School-Wide Rules 
Student shall: 

● Obey all campus and class rules. 
● Behave in a courteous and responsible manner, always exercising self-

discipline and control. 
● Attend and be prepared for all classes regularly and on time. 
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● Meet school standards for grooming and dress (refer to the Manara Uniform 
Policy in Student Handbook). 

● Respect the rights of others including property and facilities of the school. 
● Cooperate with and assist school personnel, including volunteers, in 

maintaining safety, order and discipline. 

Classroom Rules 
Student shall: 

● Follow instructions and directives immediately. 
● Bring pencils, pens, papers, books, and all assigned materials to the class. 
● Not disrupt classroom activities. 
● Not chew gum in the class. 
● Not leave class without permission. 
● Not use any electronic devices (mp3 players, iPods, iPhones, etc.) within the 

class unless it is instructed by the teacher for educational purposes. 
 
Important Terms  
Expulsion  
Expulsion means the student cannot attend school or be on school property, cannot 
attend any school-related events or activities on or off campus, and cannot ride a 
school bus. Every expelled student has the right to petition the Superintendent or 
his/her designee for re-admission for the subsequent school year. Students who have 
been expelled and permitted to return will be placed on probation during the semester 
of their return. The Principal or his/her designee will inform the parents or legal 
guardians of the terms of the probation during the student’s re-entry as defined by 
the Superintendent/Principal. If there are any violations of probation during the 
semester of a student’s return, student may face an expulsion hearing.  
 
Out-of-School Suspension 
Out-of-School Suspension (OSS) means the student cannot attend school or be on 
school property, cannot attend any school-related events or activities on or off 
campus, and cannot ride a school bus. A student may be suspended for any reasons 
listed in the Code or as necessary, for up to 10 school days for any one offense. When 
a student is suspended, the parents or legal guardian of the student shall be notified 
in writing of the reasons for such suspension and of a time and place when the 
Superintendent/Principal who initiated the suspension is available for a conference 
with the parents or guardian.  
 
In-School Suspension 
In-School Suspension (ISS) means the student has been assigned to the In-School 
Suspension classroom as an alternative to Out-of-School Suspension. Students 
assigned to ISS are required to complete all work assignments made by the regular 
teacher(s) and the ISS teacher. Students who fail to report to ISS or refuse to complete 
any assigned tasks may be assigned OSS.  No student will be assigned to ISS more 
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than a total of six days during the year. After the sixth day, all subsequent referrals 
may result in OSS. 
 
Catalog of Offenses and Consequences  
Corporal punishment is never an acceptable disciplinary measure. 
 
Category I Offenses 
Category I offenses are those actions that interfere with the normal operation of the 
school day for both students and school personnel. All sanctions for Category I 
Offenses will begin anew at the beginning of each 9 weeks.  
 

1. Tardiness (to class or to school)  
2. General classroom/bus transportation misconduct 
3. Failure to follow general instructions  
4. Continually unprepared for class  
5. Eating/drinking in class or on the bus (gum included) 
6. Loitering in an unauthorized area  
7. Unruly disruptive, or abusive behavior that interferes with the teacher’s 

ability to teach 
8. Failing to comply with directives of school personnel, including bus drivers 
9. Offensive language, orally or in writing 
10. Possessing laser pointer on school property or at school sponsored events 
11. Profanity/obscene gestures towards other students 
12. Possession of any electronic devices (i.e. CD Players, MP3 players, iPod, 

Game Boys, Nintendo’s; or other video, listening, or entertainment device) 
without permission during school hours 

13. Throwing objects not considered as illegal weapons that can cause bodily 
injury or property damage 

14. Repeated dress code violations which the student refuses to correct 
15. Running, playing, or horseplay (hall, bus or grounds) that may endanger 

self or others  
16. Unauthorized sale of items (candy, trading cards, electronics, etc.)  
17. Use of paging device/cellular phone during the school hours without prior 

permission 
18. Verbal or written abuse, i.e., name calling, racial or ethnic slurs, or 

derogatory statements that may disrupt the school environment 
19. Use of a skateboard, scooter, and/or roller blades while on school property 
20. Failure to comply with rules of bus safety or disturbing the driver 
21. Other minor offenses not mentioned above 

 
Disciplinary Consequences for violation each time:  Category I 
Consequences are not in order of progressive disciplinary measures.  Disciplinary 
actions may be used individually or in combination for any offense 

 
a. Assignment of school duties such as class cleanup activities 
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b. Confiscation of device/material. A fee of $15 may be charged for the return of 
the device/material. All confiscated device/material must be turned into 
Principal’s office immediately. 

c. Counseling by teachers or administrative staff 
d. Cooling-off time or “time-out” 
e. Verbal correction 
f. Seating changes within classroom 
g. Reimbursement/restoration as applicable 
h. Warning and contact with the parent/guardian  

 
All teachers are generally expected to deal with Category I offenses in an 
appropriate manner prior to referring a student to the Principal or Assistant 
Principal’s Office (including parental contact and referral to guidance), but can do 
so based on the severity and repetitiveness of the action/violation.  
 
Category II Offenses 
Category II offenses are those actions that are directed against other persons or their 
property. These actions may also endanger the health and safety of oneself or others.  
 

1. Persistent Category I offenses (four Category I offenses related office 
referrals) 

2. Academic Dishonesty (includes cheating or copying work of other student, 
plagiarism, and unauthorized communication between students during 
examination. The determination of the dishonesty shall be determined 
based on the judgment of the teacher and/or other supervising personnel, 
taking into consideration written materials, observation, or information 
from students. 

3. Abusing prescription drug, giving prescription drug to another student, or 
possessing or being under the influence of another person’s prescription 
drug on school property or at a school-related event 

4. Possessing/distributing/exhibiting/transmitting obscene materials, 
including pornography 

5. Assault – student on student 
6. Bullying—Bullying will be considered, but not limited to, any of the 

following: 
Verbal or physical harassment or threat thereof, taunting, hazing, 
intimidating or any other action whereby one or more individuals 
deliberately single out other students for cruel, mean and/or 
humiliating treatment 

7. Being a member of, pledging to become a member of, joining, or soliciting 
another person to join, or pledge to become a member of a public school 
fraternity, sorority, or gang, as defined by Texas Education Code § 37.121 

8. Forging or falsifying of school records/documents (written or verbal) 
9. Gambling or playing cards—Bringing, trading, or playing with any cards 

are prohibited 
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10. False accusation of the commission of a misdemeanor or felony 
11. Fighting and/or arranging a fight 
12. Gang activity 
13. Possessing, exhibiting, or threatening with a look-alike weapons 
14. Sending or posting abusive, obscene, sexually oriented, threatening, 

harassing, defamatory or illegal electronic messages 
15. Profanity/obscene gestures toward personnel 
16. Sexual harassment/sexual abuse not defined as a Level III or IV offense by 

the Texas Penal Code 
17. Stealing/theft 
18. Vandalism/criminal mischief not a felony 
19. Disrespect to school personnel such as rolling eyes, sucking teeth, etc. 
20. Leaving school campus without permission 
21. Unlawful assembly 
22. Disrupting a lawful assembly 
23. Deliberate disobedience/refusal to obey school personnel (insubordination) 
24. Any activity that endangers self or others while at school 
25. Hazing under Texas Educational Code § 37.151(6). 
26. Hit list under Texas Educational Code 37.001(b) (2). 
27. Harassment under Texas Educational Code § 37.001(b) (1). 

 
All teachers/staff are required to report/refer Category II offenses to the Principal or 
Assistant Principal’s office.  
 
Disciplinary Consequences:  Category II 
Consequences are not in order of progressive disciplinary measures.  Disciplinary 
actions may be used individually or in combination for any offense 
 

a. Any applicable Category I Disciplinary Consequence 
b. Out-of-School Suspension for up to 3 days 
c. Pre-Expulsion hearing 
d. Expulsion of up to one year (Discipline Committee recommendation) 

 
Category III Offenses 
Category III offenses are those actions that display a lack of regard for school policies, 
as well as the rights of other students and school personnel.  
 

1. Persistent Category II offenses (Two or Three Category II offenses) 
2. Threatening, intimidating, taunting, or harassing another student/school 

personnel/ facility in any form, including and not limited to:  
i. Verbal  

ii. written 
iii. Using the Internet or other electronic communications 
iv. Physical 

3. Trespassing by a suspended student 
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4. Aggravated assault 
5. Aggravated kidnapping 
6. Aggravated robbery 
7. Aggravated sexual assault 
8. Any discretionary or mandatory expulsion violation under Texas Education 

Code, Chapter 37 
9. Any offense listed in Sections 37.006(a) or 37.007 (a), (b), and (d) of the 

Texas Education Code, no matter when or where the offense takes place 
10. Use, possession, exhibition of harmful objects at school or school-related 

events, including but not limited to: 
a. Tobacco or related products 
b. Illegal drugs 
c. Alcohol 
d. Mace or pepper spray 
e. Razor, box cutter, chain, or any other object used in a way that 

threatens or inflicts bodily injury to another person 
f. Fireworks or other explosive devices 
g. Knife, ammunition, stun gun or any other prohibited weapon 

11. Deliberate destruction or tampering with school computer data or networks 
12. False alarm or report/issuing a false fire alarm 
13. Burglary of a motor vehicle on campus 
14. Murder and/or Manslaughter 
15. Commission of a felony offense listed under Title 5,Texas Penal Code, 

including conduct punishable as a felony 
16. Criminal attempt to commit murder or capital murder 
17. Criminally negligent homicide 
18. Gang activity (violent) 
19. Targeting another individual for bodily harm 
20. Setting or attempting to set fire on school property (not arson) 
21. Public lewdness 
22. Inappropriate sexual conduct 
23. Indecency with a child 
24. Indecent exposure or inappropriate public displays of affection, including 

kissing, hugging, physical conduct, etc. 
25. Required registration as a sex offender 
26. Felony criminal mischief against school property, another student, or school 

staff 
27. Retaliation against any school employee or volunteer at any time or place 
28. Possessing, selling, distributing, or being under the influence of inhalants 

or a simulated controlled substance 
29. Selling, giving, or delivering to another person or possessing, using, or being 

under the influence of marihuana, controlled substance, dangerous drug, or 
alcoholic beverage 

30. Making of bomb threats and/or making improper 911 calls 
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Disciplinary Consequences:  Category III 
Consequences are not in order of progressive disciplinary measures.  Disciplinary 
actions may be used individually or in combination for any offense 
 

a. Any applicable Category I or Category II Disciplinary Consequence 
b. Out-of-School Suspension for up to ten days 
c. Expulsion  
d. Law enforcement may be notified by either school officials or parents, as 

appropriate 

Discipline Procedures 
Manara Academy maintains a very strict policy regarding aggressive physical 
contact between children. Hitting, scratching, pushing, kicking, and other 
physically harmful behaviors are strictly forbidden and are cause for immediate 
removal from the classroom or school. Teasing, name-calling, and bullying are also 
grounds for removal from the classroom or school.  
 
We understand that an occasional incident may be developmentally appropriate, 
but we maintain a strict policy for persistent and/or extreme cases.  
 
Upon suspension, or when children are sent home early for disciplinary reasons, it 
is expected that parents will pick their child up within one hour of notification. 
Please provide the school with contact information so that you, or your designee, 
may be reached at all times. 

Our general discipline procedures will be implemented with these values in mind. 
These include but not limited to:  

● Classroom and school meetings are held consistently to discuss discipline 
issues  

● Conflict resolution and problem-solving skills are taught 
● Causes for misbehavior are sought to facilitate prevention of further 

misbehavior  
● Alternative approaches are based on the analyses of causes. Any action is 

monitored, evaluated and revised as necessary  
 
The steps in the discipline process could include:  

1. Private consultation between student and teacher  
2. Class meeting  
3. School meeting  
4. Teacher-student conflict resolution  
5. Student-student conflict resolution  
6. Family-student-teacher conflict resolution  
7. Removal from the classroom  
8. Administrator-student-family conflict resolution  
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9. In-School Suspension  
10. Out-of-School Suspension 
11. Expulsion  

 
Credit during Out-of-School Suspension 
Notice of suspension and the reasons for the suspension will be given to the student. 
A student shall receive credit for work missed during the period of suspension if the 
student makes up work missed during the period of suspension.  A suspension 
period shall not last longer than five days. 
 
Disciplinary Process 
For all decisions, not involving expulsion, the Principal makes the final decision. In 
case of an expulsion, the Discipline Committee will recommend the appropriate 
consequence to the Board of Directors.  The Board of Directors will make the final 
decision.  
 
Process for Suspensions Lasting Under Three Days 
In addition to the above list of Code of Conduct violations, the Discipline Committee 
and/or Superintendent/Principal have the authority to suspend a student for a 
period of up to three school days for any of the following additional reasons: 
 

1. The need to further investigate an incident 
2. An emergency constituting endangerment to health or safety 

 
Prerequisites to Suspension 
Prior to suspending a student, the Superintendent /Principal or designee must 
attempt to hold an informal conference with the student to: 

1. Notify the student of the accusations against him/her, 
2. Allow the student to relate his or her version of the incident, and 
3. Determine whether the student’s conduct warrants suspension. 

 
Notification to Parents/Guardians 
If the Administrator determines the student’s conduct warrants suspension during 
the school day, the Administrator will make reasonable effort to notify the student’s 
parent(s) that the student has been suspended before the student is sent home. The 
Administrator will notify a suspended student’s parent(s) of the period of 
suspension, the grounds for the suspension, and the time and place for an 
opportunity to confer with the Principal. 

Children who receive a long-term suspension or who receive three or more 
suspensions within a school year are subject to a disciplinary hearing by the 
Discipline Committee. 
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Process for Out-of-School Suspensions Over Five Days and Expulsion 
Notice 
Notice shall be given to student & their parents regarding the disciplinary action 
within five (5) school days from the date of the disciplinary action with the 
following: 

● The reasons for the proposed disciplinary action 
● The date and location for a hearing before the Discipline Committee 

 
The notice shall further state that, at the hearing, the student: 

1. May be present; 
2. Shall have an opportunity to present evidence; 
3. Shall be apprised and informed of the school’s evidence; and 
4. May be accompanied by his or her parent(s) 

 
Hearing Before Discipline Committee 
The Discipline Committee will notify the parents of the student with their decision 
within 5 business days on the meeting.  The committee will also provide the Board a 
copy of their decision The Board will review the transcribed record from the hearing 
before the Committee at specially called meeting. The parents have the right to 
appeal the decision of the committee to the Board of Directors.  Appeals must be 
sent in writing to the Board within 10 school days of the decision by the discipline 
committee.  An appeals meeting will be set by the Board.  The Board will notify the 
student and his or her parent(s) of its decision, in writing, within five calendar days 
of the hearing. The decision of the Board is final and may not be appealed. 

Discipline consequences will not be deferred pending the outcome of an appeal of an 
expulsion to the Board. 

No Credit Earned 
Except when required by law, students will not earn academic credit during a 
period of expulsion. 

Emergency Placement and Expulsion 
If the Administrator reasonably believes a student’s behavior is so unruly, 
disruptive, or abusive that it seriously interferes with a teacher’s ability to 
communicate effectively with students in a class, with the ability of a student’s 
classmates to learn, or with the operation of the school or a school-sponsored 
activity, the Administrator may order immediate removal of the student.  
Immediate suspension may be imposed by an Administrator if they reasonably 
believe such action is necessary to protect persons or property from eminent harm. 
At the time of such an emergency removal, the student will be given verbal notice of 
the reason for the action and appropriate hearings will be scheduled within a 
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reasonable time after the emergency removal. 

Discipline Committee 
The Discipline Committee is comprised of: 
Superintendent or their designee 
Staff members (2) 
 
For any cases with the Discipline Committee, there would not be the teachers of the 
student having the hearing, or any teacher that would pose a conflict of interest for 
the student.  
 
At the hearing, parents have the right to be represented by counsel, and have the 
right to present evidence and to cross-examine witnesses.  
 
Hearings are conducted in two parts. During the first part, the Committee 
determines if the student is guilty of the charge. If the Committee does find the 
student guilty, during the second part the Committee reviews the student’s 
previous record and determines the recommended consequences for his or her 
actions, for including expulsion. 
 
Gun-Free Schools Act 
In accordance with the Gun-Free Schools Act, Manara shall expel, from the 
student’s regular program for a period of one year, any student who is determined 
to have brought a firearm, as defined by federal law, to school.  The Principal may 
modify the term of expulsion for a student or assess another comparable penalty 
that results in the student’s expulsion from the regular school program on a case-
by-case basis. 

For the purposes of this law, “firearm” means: 

1. Any weapon—including a starter gun—which will, or is designed to, or which 
may readily be converted to expel a projectile by the action of an explosive 
from the frame or receiver of any such weapon; 

2. Any firearm muffler or firearm silencer; 
3. Any destructive device.  “Destructive device” means any explosive, incendiary 

or poison gas bomb, grenade, rocket having a propellant charge of more than 
four ounces, missile having an explosive or incendiary charge of more than ¼ 
ounce, mine, or device similar to any of the preceding described devices.  It 
also mea ns any type of weapon—other than a shotgun shell or a shotgun 
that is generally recognized as particularly suitable for sporting purposes—
by whatever name known which will, or which may be readily converted to, 
expel a projective by the action of an explosive or other propellant, and which 
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as any barrel with a bore of more than ½ inch in diameter; and any 
combination of parts either designed or intended for use in converting any 
device into a destructive device as described, and from which a destructive 
device may be readily assembled. 

 

 

 

 

  



Page 74 
Page  

 

 

 

 

 

  

 

 

 

 

 

 

 

  

SECTION 5:  

ESPECIALLY  

FOR  

PARENTS 
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A child’s education thrives best when there is a strong partnership between home 
and school.  This is best achieved by communication.  Your involvement in this 
partnership may include: 

● Encouraging your child to put a high priority on education and working with 
your student on a daily basis to make the most of the educational 
opportunities the school provides. 

● Becoming familiar with all of our student’s school activities and academic 
programs, including special programs offered in the school.   

● Monitoring your student’s academic progress by checking Parent Portal on a 
regular basis and contacting teachers as needed. 

● Attending scheduled conferences and requesting additional conferences as 
needed. 

● Becoming a volunteer or participating in PTO. 

Family Involvement 
Manara Academy Parent Teacher Organization 
The PTO is an organization of student families and staff that provides additional 
support for the school community. The PTO participates in fund raising activities, 
special events, community service, and additional tasks that benefit the students of 
Manara Academy and its families. The PTO meets every month, and is led 
cooperatively by elected representatives. Please see the school calendar on our 
website for meeting days, times, and locations 

Classroom Visitations 
Family members are encouraged to participate in the daily life of their children’s 
classrooms. We welcome family members to work with individuals or small groups, 
assist with lunch or class projects, and read or make presentations to the class. 
Please contact your child’s teacher to schedule a time to visit. 

Home Visitations  
Crew leaders will be scheduling and visiting the homes of all of their crew members 
at the beginning of the school year.  This opportunity allows for family members to 
participate in the daily life of their children’s learning. Your child’s Crew leader will 
be in contact to schedule a time to visit. 

School Celebrations & Exhibitions 
Throughout the year, families are invited to participate in celebrations of learning 
and accomplishment. Students perform, recite, demonstrate, and exhibit their 
wonderful ideas for an audience of peers and families at the conclusion of each 
learning expedition. We also invite parents to our year-end Passage Ceremony, 
which celebrates the conclusion of our year as a school community. Announcements 
are sent home during the course of the school year to inform you about special 
events. 
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Family Service Opportunities 
We believe that families are an integral part of student learning. We have 
structured our program to provide the opportunity for families to participate in the 
daily life of our school community. 
 
All families were asked to read, sign, and participate in our Family Contract and 
serve 20 volunteer hours per school year. Contact the school to speak with the 
classroom Crew Parents about how you can help. 

Family Participation in School Governance 
The Board of Directors is charged with ensuring that Manara Academy adheres to 
the terms set forth in its Texas State Department of Education Charter and 
oversees the fiscal management of the school. All parents are encouraged to attend 
the monthly Board Meetings. Dates and times for the meetings can be found on the 
school calendar on our website. 

Communication 
Ongoing communication between home and school is critical to the success of your 
child at Manara Academy. Because Manara provides a different kind of educational 
program, you may have questions about your child’s daily classroom work and his or 
her progress toward the learning standards. We encourage parents to send in notes, 
schedule conferences, phone school staff, and attend school functions in order to 
fully understand your child’s educational experience and progress. Many 
announcements are sent home with students or through email. A weekly classroom 
newsletter and a monthly school newsletter will also be sent home. Please check 
your child’s backpack daily. 

Communicating Concerns 
Parent involvement is a very special element of our culture at Manara Academy, 
and we strive to make our relationships with parents as productive and positive as 
possible. However, there are times when parents have a school-related academic, 
behavioral, or organizational concern. We welcome parent input, and while we can’t 
guarantee that each suggestion will be adopted, or that every issue will be resolved 
in the manner that you wish, we can guarantee that parents will be heard, and that 
feedback will be thoughtfully considered. 
 
There are many venues for parents to express concerns or pose questions. A yearly 
parent satisfaction survey is sent to families each spring. Teachers send home 
weekly newsletters which contain their contact information. The Principal and 
other administrators are available to communicate with parents via phone, e-mail, 
or in person. Every issue of the school newsletter contains contact information for 
classroom parent volunteer coordinators, Board of Directors representatives, and 
PTO Officers. 
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In communicating concerns, we expect that parents honor the same guiding 
principles we have developed for our staff: 

• Go directly to the source – if you have a classroom-level concern, please 
speak directly with your child’s teachers. If you have a school-wide 
concern, please contact the Principal or Assistant Principal. The 
Business Manager will field all concerns and questions regarding our 
facilities. If your concern related to the PTA, please contact the 
appropriate officers or committee chairs. 

• Speak only for yourself – concerns are best understood when 
communicated directly by the person experiencing the issue – not by 
others attempting to represent one another. 

• Involve as few people as necessary to resolve an issue – generally, an 
issue can be solved with a simple message or conversation between two 
parties. 

 
Many miscommunications, misunderstandings, and false assumptions can be 
avoided by observing these guidelines. We create a settled and trusting atmosphere 
when we deal with issues personally and directly. 
Please note that when issues do arise, out of respect for the confidentiality of all our 
students and families, we will not discuss students with families other than their 
own. We ask that our many parent volunteers also respect children’s confidentiality 
and refrain from discussing what they see and hear in the classroom. 

Equal Opportunity Policy Statement 
No administrative officer or employee of Manara Academy, acting in his/her official 
capacity, may discriminate on the basis of a person’s gender, race, religion, color or 
national origin regarding: personnel practices, including assigning, hiring, 
promoting, compensating and discharging employees: use of facilities, awarding 
contracts and participation in programs. 
 
No student shall, on the basis of gender, race, religion or national origin, be 
excluded from participation in, be denied the benefits of, or be subjected to 
discrimination under any education program or activity sponsored by this school 
district except as specifically provided in the Title IX Implementing Regulations. 
 
No qualified handicapped person shall, on the basis of handicap, be excluded from 
participation in or otherwise be subjected to discrimination under any program or 
activity sponsored by Manara Academy except as specifically provided in Section 
504 Implementing Regulations. 
 
Inquiries regarding any of these policies should be directed to the Superintendent. 
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Manara Academy Family Contract 
 
TEACHER’S COMMITMENT:  
I fully commit to all students in the following ways: 

● I will do whatever it takes for students to learn 
to their fullest potential. 

● Communications will be acknowledged and 
returned within 24 hours of receipt. 

● I will protect the confidentiality of all 
individuals of Manara Academy. 

● I will be fully prepared to teach all students every day. 
 
 
PARENTS’/GUARDIANS’ COMMITMENT: 
We fully commit to the education of our student in the following ways: 

● We will make sure that our child arrives at Manara Academy by 7:45 am and 
stays until 3:30 pm Monday-Thursday and 1:00 pm on Fridays. 

● We will do whatever it takes for our child to learn to his/her fullest potential. 
● We will check our child’s homework every night, sign and return all 

communications, and ensure that our child reads at least 30 minutes every 
day. 

● We will always make ourselves available to our children, the school, and 
address any concerns they may have. 

● We will carefully read any communications sent home by the school via take-
home folders and email. 

● We will allow our child to go on all Field Studies. 
● We understand that our child must follow all Responsibility Agreements. 
● We are responsible for the behavior and actions of our child. 
● We commit to serving the Voluntary volunteer hours.  (20 hours per school 

year) 
● We will read and understand all sections of the Charter. 
● We understand that because of limited funding to charter schools, parents 

are encouraged to contribute financially to their child’s education whenever 
possible and we pledge to do so. 
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STUDENT’S COMMITMENT: 
I fully commit to my education in the following ways: 

● I will arrive at Manara Academy by 7:45 am and stay until 3:30 pm Monday-
Thursday and 1:00 pm on Fridays. 

● I will do whatever it takes to learn to my fullest potential. 
● I will complete my homework every night. 
● I will ask questions if I do not understand something.  I will keep asking until 

I do actions. 
● If I make a wrong choice, I will tell the truth and accept personal 

responsibility for my actions. 
● I will always follow the Responsibility Agreements. 
● I am responsible for my own behavior. 

 
 
 
 
 
_________________________________ _______________________________________ 
 Student Signature     Parent Signature 

 
2018-2019 Manara Academy Family Contract 

Signature form  
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Manara Academy Family Handbook Acknowledgement Form 
2018-19 

 
I understand and consent to the responsibilities outlined in Manara Academy 2018-
2019 Family Handbook.  
 
I understand and agree that my child will be held accountable for his or her 
behavior and consequences outlined in this document by the school and at any 
school-sponsored and school-related activities, including school sponsored travel. I 
understand that any student who violates the expectations set forth in this 
handbook is subject to disciplinary action which may include referral for criminal 
prosecution. 
 
Failure to sign this form does not release a student’s or parent’s responsibility to 
abide by the stated policies. 
 
Date: ____________       Grade: _____ 
 
 
Print Parent/Guardian Name: ____________________________________ 
 
 
Parent/Guardian Signature: _____________________________________ 
 
 
Print Student Name: ___________________________________________ 
 
 
Student Signature: ____________________________________________ 
 


