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MISSION AND VISION

James Jordan Middle School (“JJMS” or “School”) is a free public school devoted to offering students the
opportunity to enjoy a small college preparatory school with many of the advantages of a private school. We
promise to provide greater support and more individual attention than will be found in traditional district
schools. We promise to focus on helping students prepare for college and a successful life in the real world.
We are dedicated to offering the chance for enormous success to all types of students.
Our school is founded on three pillars. The first pillar is Character. This is a focus on individual
accomplishments and ethics. What can you achieve on your own? What skills do you need for
individual success? The second pillar is College. This is a focus on preparing every student for
admission and success at a four year university. The third pillar is Community. This is a focus on the
advantages of working together. What do we gain when we cooperate? What skills are needed when
working with other people?
Getting your child into college
You are the single most important answer to the question “Will my child go to college?” Kids are in school
for 13 years from Kindergarten through grade 12. JJMS will only be teaching your student three out of those
13 years. You are the most important part of your child’s life that will be there for the whole journey. We
need your expertise. You know your child better than anyone, and you will provide us with important
information about what works for your child. What you say to your child about school and about how much
effort they need to put forth will have much more of an impact than anything we can say at School.
We can provide high quality teaching, tutoring and homework help, but you are the one that will provide the
motivation for your child to keep working when things are difficult. We will take your child to visit college
campuses and you are welcome to come along and share the experience. You know your child and we know
what it takes to get your child into college. If we work together, then your child will be successful.
Is my child ready for middle school?
Some elementary schools do a great job of getting kids ready for middle school. But, many students arrive at
JJMS without knowing elementary school math and reading below grade level. We want to make sure that
you know what skills your child has, and in order to accomplish this we give a set of tests during the first
month of School in reading, writing, and math to measure what your child’s incoming skills. We
continuously assess students during the school year to track their academic progress. Teachers will share the
results of these assessments with you throughout the year. During the spring of 2018, students will take the
state test called Smarter Balanced Assessment, which are based on Common Core Standard.
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How can I be involved in my child’s education?

Parents are welcome to come and observe their child in class. Parents must sign in at the Main Office when
they arrive. We appreciate notifying us 24 hours in advance when you plan to visit. Parents are not allowed to
bring other children during the observation.
California law gives you the right to take time off of work to attend meetings with your child’s teachers or the
administration. Your employer cannot refuse to let you go to this type of meeting.
Parents will be offered all the information needed to sign into the online gradebook and look at their child’s
grades in every class. This system lets Parents/Guardians see each individual assignment and test. Please
check this information every week!
We encourage all parents to visit campus to volunteer and to observe classes. Prior to visiting campus and/or
volunteering, please make sure to check-in with the main office and to obtain a copy of our visitor and
volunteer policy.
All visitors must ring the door and announce their purpose on campus before entering. Office staff is able to
see the person through a video camera and allow them to enter. Once on campus all visitors are required to
sign in and wear company ID badges or JJMS color coded lanyards. Vendors, Alumni, and Parents all have
distinct colors to help school staff identify them more easily. Before leaving the campus all visitors must sign
out the time of their departure and turn in their lanyards.
While you are on campus, please help us maintain an academic environment. We ask that parents/guardians
and all other visitors dress as one would for a job interview. Please do not use cell phones inside a classroom
and be aware of the type of conversation and language used if near students. Additionally, smoking is strictly
prohibited on School property. The school will press charges against anyone who brings weapons or illegal
substances onto campus.
If anyone volunteers on a regular basis, i.e. more than 10 hours per year and has frequent or prolonged contact
with students, they will be required to comply with Department of Justice background checks and a TB
clearance.
We want to work closely with all parents/guardians. As such, we offer a variety of opportunities for
parents/guardians to help their child and the School. Please watch for flyers, text/email/phone messages about
various opportunities.
When appropriate, volunteers shall be fingerprinted and have clearance from the Department of Justice
through a criminal history background check before volunteering.
However, no student will be denied admission, disenrolled, or receive a reduced grade if parents/guardians
choose not to volunteer.
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Parents/Guardians may have complaints and concerns. If the concern is about a teacher, the parent needs to
meet with the teacher to discuss the problem. If that does not resolve the issue, parents/guardians should
follow the General Complaint Policy and fill out the corresponding form contained at the end of this
Handbook to submit complaints to JJMS. If you need assistance in completing a form, please come to the
main office.

THE PROMISES
Upon enrollment, all parents and students received a compact called "The Promises" that the administration,
parents and students are required to sign. A copy of this compact is provided at the end of this handbook.
The School promised to provide a safe supportive environment for learning. Parents and students also sign
promises for specific things they would do to help everyone be successful. Keeping these promises is
important for the success of the whole School.
JJMS School Site Council (“SSC”) and English Learner Advisory Committee (“ELAC”)
Parents/Guardians are invited to share their opinions and help make decisions about how the School works.
In the first general parent meeting, the council will elect representatives from each group of stakeholders:
Parents, teachers, students, and staff. The council will participate in setting budget priorities, enforcing
parent/student promises and other important choices. The ELAC shall be responsible for advising the
Principal and staff on programs and services for English learners and the School Site Council on the
development of the Single Plan for Student Achievement (“SPSA”). Parents are also invited to apply for a
seat on the JJMS Board of Trustees by contacting board@jamesjordanms.com.
Relationship with the School
We are eager to form a long-lasting and positive relationship with all parents. However, we may not be able
to talk to you if you just show up on campus without an appointment. Parents are always able to make an
appointment to speak with one of the administrators by contacting the main office at (818) 882-2496. We are
usually able to offer an appointment within 24-hours of a request.
We know that your child is incredibly important to you and that when something is going wrong you are
determined to help your child. Please keep in mind that the law protects all School staff from being bullied,
harassed or yelled at by parents. We hope it will never be necessary to have a parent barred from campus for
verbally abusing School staff or otherwise interfering with the function of the School, but we cannot permit
this behavior to take place on campus.
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INFORMATION ABOUT THE SCHOOL DAY
Bell Schedule
Monday, Tuesday, Thursday
7:15 AM Gates Open
8:15 am - 9:15
am

Wednesday

Friday

7:15 AM Gates Open

Period 1 (60
minutes)

7:15 AM Gates Open

8:15 am - 9:05 am Period 1 (50 minutes)

8:15 am - 9:05
am

Period 1 (50
minutes)

9:15 am - 10:15 Period 2 (60
am
minutes)

9:05 am - 9:55 am Period 2 (50 minutes)

9:05 am - 9:55
am

Period 2 (50
minutes)

10:15 am 10:45 am

BREAK

9:55 am - 10:25
am

BREAK (30 minutes)

9:55 am 10:45am

Period 3 (50
minutes)

10:45 am 11:45 am

Period 3 (60
minutes)

10:25 am - 11:15
am

Period 3 (50 minutes)

10:45 am 11:15 am

BREAK

11:45 am 12:45 pm

Period 4 (60
minutes)

11:15 am - 12:05
pm

Period 4 (50 minutes)

11:15 am 12:05 pm

Period 4 (50
minutes)

12:45 pm - 1:30
pm
LUNCH

12:05 pm - 12:50
pm
LUNCH

12:05 pm 12:55 pm

Period 5 (50
minutes)

1:30 pm - 2:30
pm

Period 5 (60
minutes)

12:50 pm - 1:40
pm

12:55 pm 1:30 pm

Lunch (35
minutes)

2:30 pm - 3:30
pm

Periods 6 (60
minutes)

1:40 pm - 2:30 pm Period 6 (50 minutes)

Period 5 (50 minutes)

Advisory/Academic
2:30 pm - 3:30 pm Review (60 minutes)

Minimum Day Schedule
7:15 AM

Gates Open

8:15 AM - 10:00 AM

Period 1 (105 minutes)

10:00 AM - 10:30 AM

BREAK

10:30 AM - 12:00 PM

School-wide Community Activities (90 minutes)

12:00 PM

DISMISSAL
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2018-2019 School Calendar

An Independent Public Charter School

7911 Winnetka Ave, Winnetka, CA 91306 - Phone: 818-882-2496 - Fax: 818-882-1798 www.jamesjordanms.com

9

James Jordan Middle School
Character ~ College ~ Community

Campus Hours
During the school year, the main office will be staffed from 7:15 am until 4:00pm. The After School Program
(“ASP”) is open from 3:30pm – 6:30pm.
Arrival:
We will provide student supervision on campus from 7:15 am until school begins at 8:15 am. DO NOT
drop-off students before 7:15 am. This is not safe because the campus is closed and there is no supervision.
Dismissal:
Students are dismissed on regular days at 3:30 pm (Monday-Thursday), 1:30 pm (Fridays), and at 12 pm on
minimum days. The closure times for minimum days and regular days will be available on the website and
will be sent home with the calendar at the beginning of the school year.
School staff is not responsible for monitoring which students walk off campus. School staff supervise
students and the flow of parents or visitors coming onto campus. Please make arrangements with your student
prior to dismissal if they will or will not be staying in the After School Program. Sometimes a teacher may
have a student stay after class for a few minutes (no more than 10 minutes usually) to get make up work, for a
quick discussion, or as a brief detention. All students will be released at 3:40 pm unless the student has
teacher permission and/or is required to remain on campus for some other School sanctioned event/activity.
Students are not permitted to wait or loiter on the campus parking lot, the sidewalk in front of school, or any
other area within the vicinity of school grounds. If they are on campus, they will have to stay inside the
school (inside the Main Office building). Students are not allowed to leave and return to campus whenever
they want. It is crucially important for their safety that you discuss this information with your child.
If your child is still on campus at closing time, we will attempt to call all of the contacts on the child’s
Emergency Identification Card. If we cannot reach a contact, we need your instruction as to where you want
your child to go. We CANNOT allow a child to remain on the campus when there is no adult supervision.
Your child will be placed in the After School Program until an adult can be reached and the police will be
called at 7:00 pm if the School is not able to get ahold of a parent/guardian.
After School Program:
JJMS has won a grant to provide FREE after school care to any student who participates for at least a total of
nine (9) hours per week in the ASP described above. The Program includes homework help, sports teams,
physical education, and arts and enrichment classes. If your student does not participate for at least a total of
nine (9) hours per week, the ASP will cost $10 per hour. Parents can apply for the ASP by filling out a form
available in the JJMS Main Office. The ASP is closed only four (4) days out of the school year, which are
10/12/18, 10/31/18, 3/15/19, and 6/7/19. Program hours are from 3:30-6:30 pm Monday - Thursday and
1:30-6:30 pm on Friday.
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Please be advised that our ASP is responsible for your child only if they have a completed ASP application on
file, are signed into the ASP shortly after school, and are on campus. If your child leaves campus immediately
after school, 3:30 pm Monday – Thursday and 1:30 pm on Fridays, the School will not be responsible for your
child or their actions. All students on campus after 3:45 pm (Monday - Thursday) or after 1:45 pm (Friday)
must participate in the ASP to remain on school premises.
If your child is picked up after 6:35 pm, then you will be charged a Late Pickup Fee o f $1 per minute. If a
parent/guardian fails to pick up a student from the ASP, the School will call every number on the student’s
Emergency Identification Card. The police will be called at 7:00 pm if the School is not able to contact a
parent/guardian and the student will be turned over to the police for safekeeping until parents/guardians can
be located.
You may sign a form stating that your child can sign themselves out of the ASP program to walk home.
However, if your child is loitering in the parking lot after 6:45pm they will be asked to return to the main
office and remain under the supervision of an adult. If a parent/guardian fails to pick up a student from the
ASP, the School will call every number on the student’s Emergency Identification Card. The police will be
called at 7:00 pm if the School is not able to contact a parent/guardian and the student will be turned over to
the police for safekeeping until parents/guardians can be located.
Emergency Identification Card:
Please note that students will ONLY be released to an adult that is listed on the student’s Emergency
Identification Card, unless the parent/guardian provides prior in-person and written permission to a School
administrator. Any adult person picking up a student will be asked for a state-issued photo ID confirming that
he/she is the adult identified in the student’s Emergency Card. Please make sure to update this Emergency
Identification Card annually to keep this information current.
Minimum Days:
We will always have a mandatory academic activity, such as a test, on minimum days; therefore, if a student
is absent, without a valid excuse as explained below, the student’s course grade may be negatively impacted.
School will end at 12 pm on minimum days, please arrive on time to pick up your child. As indicated above, if
a student is still on campus when School and the After School Program is closed, the School will call every
number on the student’s Emergency Identification Card. The police will be called at 12:30 pm if the School is
not able to contact a parent/guardian and the student will be turned over to the police for safekeeping until
parents/guardians can be located.
YOUR CHILD MUST BE PICKED UP ON TIME AND MAY NOT REMAIN ON CAMPUS
WHEN SCHOOL IS DISMISSED AT NOON.
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Attendance
Students are required to obtain a readmit slip in the main office before going to class when they return to
School after being absent or being tardy to School. The student should present the readmit slip to every
teacher and then return it at the end of the day to their 6th period teacher.
Excused Absences
Absence from school shall be excused only for health reasons, family emergencies and justifiable personal
reasons, as permitted by law or Board policy.
A student's absence shall be excused for the following reasons:
1.
Personal illness;
2.
Quarantine under the direction of a county or city health officer;
3.
Medical, dental, optometric, or chiropractic appointments;
4.
Attendance at funeral services for a member of the immediate family:
a.
Excused absence in this instance shall be limited to one day if the service is conducted in California or
three days if the service is conducted out of state.
b.
"Immediate family" shall be defined as mother, father, grandmother, grandfather, spouse,
son/son-in-law, daughter/daughter-in-law, brother, sister or any relative living in the student's immediate
household.
5.
Participation in religious instruction or exercises in accordance with JJMS policy:
a.
The student shall be excused for this purpose on no more than four school days per month.
In addition, a student's absence shall be excused for justifiable personal reasons such as:
1.
Appearance in court;
2.
Attendance at a funeral;
3.
Observation of a holiday or ceremony of his/her religion;
4.
Attendance at religious retreats for no more than four hours during a semester; and
5.
Attendance at the pupil’s naturalization ceremony to become a United States citizen.
Method of Verification
When students who have been absent return to school, they must present a satisfactory explanation verifying
the reason for the absence. The following methods may be used to verify student absences:
1.
Signed, written note from parent/guardian, parent representative;
2.
Visit to the student's home by the verifying employee, or any other reasonable method, which
establishes the fact that the student was absent for the reasons stated. A written recording shall be made,
including information outlined above.
3.
Healthcare provider verification
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a.
When excusing students for confidential medical services or verifying such appointments, JJMS staff
shall not ask the purpose of such appointments but may contact a medical office to confirm the time of the
appointment.
b.
A healthcare provider’s note of illness will be accepted for any reported absence. When a student has
had 14 absences in the school year for illness verified by methods listed in #1-#3 above without a healthcare
provider's note, any further absences for illness must be verified by a healthcare provider.
4.
Healthcare provider or Court verification when a student is absent during finals week.
Insofar as class participation is an integral part of students' learning experiences, parents/guardians and
students shall be encouraged to schedule medical appointments during non-school hours.
Students should not be absent from school without their parents/guardians' knowledge or consent except in
cases of medical emergency. Student absence for religious instruction or participation in religious exercises
away from school property may be considered excused subject to administrative regulations and law.
JJMS will accept a parent/guardian’s note to verify and excuse a student’s absence for up to three (3)
consecutive days of absence per occurrence.
Unexcused Absences/Truancy for Classroom Based Attendance
Students shall be classified as truant if the student is absent from school without a valid excuse three full days
in one school year, or if the student is tardy or absent for more than any 30-minute period during the school
day without a valid excuse on three occasions in one school year, or any combination thereof. Such students
shall be reported to the Principal or designee.
In addition, students shall be classified as a chronic truant if the student is absent from school without a valid
excuse for 10 percent or more of the school days in one school, from the date of enrollment to the current
date.
The Principal, or designee, shall implement positive steps to reduce truancy, including working with the
family in an attempt to resolve the attendance problem. A student's progress and learning may be affected by
excessive unexcused absences. In addition, JJMS is fiscally dependent on student attendance and is negatively
impacted by excessive unexcused absences. If all attempts to resolve the student’s attendance problem are
unsuccessful, JJMS will implement the processes described below.
PROCESS FOR UPHOLDING THE ATTENDANCE POLICY
First Day of School Process:
When students are not in attendance on the first five (5) days of school, JJMS will attempt to reach the
parent/guardian on a daily basis for each of the first five days to determine whether the student has an excused
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absence, consistent with the process outlined in this policy. If the student has a basis for an excused absence,
parents must notify the school of the absence and provide documentation consistent with this policy.
However, consistent with process below, students who are not in attendance due to an unexcused absence by
the fifth day of school will be disenrolled from the school roster, as it will be assumed that the student has
chosen another school option.
1.
Students who are not in attendance on the first day of school will be contacted by phone to ensure their
intent to enroll.
2.
Students who have indicated their intent to enroll, but have not attended by the third day will receive a
letter indicating the student will be disenrolled after the fifth day of school if the student has not attended
school without valid excuse.
3.
Students who have indicated their intent to enroll, but have not attended by the fifth day will receive a
phone call reiterating the content of the letter.
4.
Students who have not attended by the sixth day, and do not have an excused absence as defined above
for not being in attendance will be disenrolled from the roster.
5.
JJMS will use the contact information provided by the parent/guardian in the registration packet.
6.
The District of Residence will be notified of the student’s failure to attend JJMS and the disenrollment.
Truancy Process:
1.
Each of the first two (2) unexcused absences or unexcused tardies over 30 minutes will result in a call
home to the parent/guardian by the Principal or designee. The student’s classroom teacher may also call
home.
2.
Each of the third (3rd) and fourth (4th) unexcused absences or unexcused tardies over 30 minutes will
result in a call home to the parent/guardian by Principal or designee. In addition, the student’s classroom
teacher may also call home and/or JJMS may send the parent an email notification. In addition, upon reaching
three (3) unexcused absences or unexcused tardies over 30 minutes in a school year, the parent/guardian will
receive “Truancy Letter #1” from JJMS. This letter must be signed by the parent/guardian and returned to
JJMS. This letter shall also be accompanied by a copy of this Attendance Policy. This letter, and all
subsequent letter(s) sent home, shall be sent by Certified Mail, return receipt requested, or some other form of
mail that can be tracked.
3.
Upon reaching seven (7) unexcused absences or unexcused tardies over 30 minutes, the
parent/guardian will receive “Truancy Letter #2 – Conference Request,” and a parent/guardian conference
will be scheduled to review the student’s records and develop an intervention plan/contract. In addition, JJMS
will consult with a school counselor regarding a plan to improve attendance.
4.
Upon reaching ten (10) unexcused absences or unexcused tardies over 30 minutes, the School
Attendance Review Team (SART). In addition, the parent/guardian will receive a “Habitual Truancy
Reclassification Letter #3,” and will be asked/invited to attend an evening assembly for parents/guardians of
chronically absent students.
5.
The SART panel will be composed of the Principal, the Behavior Support Coordinator, Senior
Attendance Clerk, and the School Counselor or Social Work Intern. The SART panel will discuss the absence
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problem with the Parent/Guardian to work on solutions, develop strategies, discuss appropriate support
services for the student and his/her family, and establish a plan to resolve the attendance issue.
a.
The SART panel shall direct the parent/guardian that no further unexcused absences or tardies can be
tolerated.
b.
The parent shall be required to sign a contract formalizing the agreement by the parents to improve the
child’s attendance or face additional administrative action. The contract will identify the corrective actions
required in the future, and indicate that the SART panel shall have the authority to order one or more of the
following consequences for non-compliance with the terms of the contract:
i.
Parent/guardian to attend school with the child for one day
ii.
Student retention
iii.
After school detention program
iv.
Required school counseling
v.
Loss of field trip privileges
vi.
Loss of school store privileges
vii.
Loss of school event privileges
viii. Required remediation plan as set by the SART
ix.
Notification to the District Attorney
c.
The SART panel may discuss other school placement options.
d.
Notice of action recommended by the SART will be provided in writing to the parent/guardian.
6.
If the conditions of the SART contract are not met, the student may incur additional administrative
action up to and including disenrollment from the school and notification of the disenrollment sent to the
student’s district of residence.
7.
For all communications set forth in this process, JJMS will use the contact information provided by the
parent/guardian in the registration packet. It is the parent’s or guardian’s responsibility to update JJMS with
any new contact information.
8.
If student is absent ten (10) or more consecutive school days without valid excuse and parent/guardian
cannot be reached at the number or address provided in the registration packet and does not otherwise respond
to JJMS’s communication attempts, as set forth above, the student will be in violation of the SART contract,
and the SART panel will recommend that the student be deemed to have voluntarily disenrolled and
notification of the disenrollment be sent to the student’s district of residence.
Removal from JJMS
If, after the above procedures have been followed, the student continues to have unexcused absences or
tardies, the parent/guardian may receive notice that the student is in in violation of the SART contract. The
student will then be required to appear before the SART panel again to discuss the unexcused absences or
tardies. After such meeting, or after reasonable attempts by the SART panel to schedule the meeting if the
parent/guardian is nonresponsive, the SART panel may recommend that the student be deemed to have
voluntarily disenrolled from JJMS. The parent will receive written notice of the SART panel’s
recommendation.
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The SART panel shall then forward its recommendation to the Governing Board for review of the matter and
final decision. The parent/guardian will receive written notice of the date and time of the Governing Board
review. Such notice shall be sent at least five (5) days prior to the Board review. The Board’s decision shall be
final as to that recommendation.
If there is a Board decision to disenroll, notice will be sent to the student’s district of residence within thirty
(30) days.
A Board decision not to disenroll the student does not prevent the SART panel from making a similar
recommendation in the future.
Referral to Appropriate Agencies or County District Attorney:
It is JJMS’ intent to identify and remove all barriers to the student’s success, and JJMS will explore every
possible option to address student attendance issues with the family. For any unexcused absence, JJMS may
refer the family to appropriate school-based and/or social service agencies.
If a child’s attendance does not improve after a SART contract has been developed according to the
procedures above, or if the parents fail to attend a required SART meeting, JJMS shall notify the District’s
Attorney’s office, which then may refer the matter for prosecution through the court system. Students 12 years
of age and older may be referred to the juvenile court for adjudication.
These policies will be enforced fairly, uniformly, and consistently without regard to the characteristics listed
in Education Code Section 220 (actual or perceived disability, gender, gender identity, gender expression,
nationality, race or ethnicity, religion, sexual orientation, or any other characteristic that is contained in the
definition of hate crimes set forth in Section 422.55 of the Penal Code or association with an individual who
has any of the aforementioned characteristics).
Reports
The Principal, or designee, shall gather and report to the Board the number of absences both excused and
unexcused as well as students who are truant, and the steps taken to remedy the problem.

FAMILY TRIPS SHOULD N
 OT BE TAKEN AT TIMES THAT WOULD CAUSE A
CHILD TO M
 ISS ANY DAYS OF SCHOOL
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Testing Periods
● During the first week of school, all students will take a variety of tests to help the school determine what
your child is ready to learn. Students should take these tests seriously.
● Any student whose records show that a language other than English is spoken at home will be tested with
the English Language Proficiency Assessment for California (“ELPAC”) (formerly known as the
California English Language Development Test (“CELDT”) in the Fall upon enrollment. All students
who have already been designated as English Learners (“EL”) will take their annual test in the Spring.
● In the Spring, California requires the School to administer the Smarter Balanced Assessment as part of
the California Assessment of Student Performance and Progress (“CAASPP”) System. Parents have the
right to request that their child not be tested and can make this request in writing to the School. JJMS
does not recommend that students opt out of the testing.
● The School has FOUR (4) FINALS WEEKS in the months of October, December, March, and June.
Eighth (8th) grade students are scheduled to take their Quarter 4 final exams the last week in May (not
June). Student attendance during these finals weeks is MANDATORY, unless validly excused. Your
student will NOT be allowed to take a final early or make it up a final unless we have documentation of
bereavement, doctor’s note, or court order. If a student is suspended during finals weeks, the student will
not be permitted to make up the assignments or final exams.
Tardy Policy (Tardies less than 30 minutes)
Tardies that are 30 minutes or more are considered absences and the attendance policy will apply.
Classes begin at 8:15 am; however, the whistle will blow at 8:12 am. This means that students need to arrive
before 8:12 am to assure they will be in the correct line by 8:15 am. Students who are tardy for more than 30
minutes to a period during the school day without a valid excuse on three (3) occasions in one school year will
be considered truant. If your student was absent the previous day they must also arrive before 8:10 am to
ensure that they get a readmit slip before class starts. If a student lines up without a readmit slip, they will be
sent to the Main Office and will receive consequences for failing to get their readmit slip before class.
The only way that we can prepare students for college is to have them in class, on time, in uniform, and ready
to work. A parent may notify the School in writing to explain why a child was late to the first period of the
day. Families must work together to plan to get to school on time. Even if it is the parent’s fault, students
will face the consequences of a tardy.
Each subject (i.e. English Language Arts, Math, Science, History, Physical Education, etc.) teacher will
independently track the number of times that the child receives a tardy. If the student is late to a class because
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he/she was with a JJMS staff member, the student must have a note. Failure to present such a note will result
in additional consequences.
Tardy pertaining to the initial start of school: A student will be given an tardy slip and asked to report to
straight to class. The Main Office will give the Behavior Support Coordinator a list of the students who came
to school late and need to make up academic time.
Tardy during school hours
TARDY #1: Student will receive a notice of mandatory lunch detention. Student must report to lunch
detention the day issued. Fail to show will result in further disciplinary consequences.
TARDY #2: Student will receive a notice of mandatory lunch detention. While in detention, the student will
perform 30 minutes of community beautification, boot camp, or professionalism awareness (this option may
take longer than thirty minutes). The student will continue to report to detention until they have completed
their chosen task. Fail to show up at detention will result in further disciplinary consequences.
TARDY #3: Student will be sent to Room 100 immediately. They will be required to report to after school
detention for 30 minutes the day after they receive their 3rd Tardy. If the student fails to show up to after
school detention, then they will be required to attend Saturday School, on that Saturday following the 3rd
tardy. The School will notify Parents that the student is considered a truant and parents will have to schedule a
meeting with the Discipline Coordinator or Administrator within 48 hours of being notified about the tardy.
There will be someone available to meet with the parent from 8:30 am - 6:30 pm weekdays.
TARDY #4, 5, 6, etc. If a student receives more than four (4) tardies, the student will be sent to Room 100.
The consequence could result in a behavior contract and/or being placed in an alternative educational setting
(AES) for half or full day. Parents will have to schedule a meeting with the principal. This meeting must take
place 48 hours of when the parent is notified about the Tardy. There will be someone available to meet with
the parent from 8:30 am - 6:30 pm weekdays. Being late five (5) or more times will require for a student to
attend Saturday school the Saturday following the tardy to make up for loss of academic time. Saturday
school is from 9am-12pm (only exception is a doctor’s note, court order, or death in the family). During
Saturday school, the student will spend half the time working on academics and the other half of the time
working on community service clean up. Failure to attend Saturday school will result in a behavior contract
until Saturday school has been completed.

Textbooks/Materials/Agenda
Agenda: Students will be issued textbooks and other School property to use during the year. The agenda,
which is given to students, is considered a textbook. Students should not tear out pages or decorate/deface
the covers. The student must put their name in the agenda in several places including along the edge. Students
may not use more than one agenda book (switching off in case they forget one at home).
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Lost or Damaged Textbooks/Agendas: The student’s parents/guardians may be responsible for paying the
cost of lost or damaged School issued agendas and/or textbooks. Students should keep reading books in a
plastic bag to reduce damage to the pages and covers.
Lunch Tag: Students will receive a lunch tag and it considered school property on loan to the student. If
lunch tag is destroyed, parents/ guardians may be responsible for paying the cost of another lunch tag. If
student does not have his/her lunch tag at point of sale, they will be issued a demerit.

Using School Computers and the Internet on Campus
New technologies are modifying the way in which information may be accessed, communicated and
transferred. Those changes also alter instruction and student learning. The James Jordan Middle School
(“Charter School”) offers students access to technologies that may include Internet access, electronic mail,
and equipment, such as computers, tablets, or other multimedia hardware. The Charter School Governing
Board intends that technological resources provided by the school be used in a safe, responsible, and proper
manner in support of the instructional program and for the advancement of student learning.
Educational Purpose
Use of Charter School equipment and access to the Internet via Charter School equipment and resource
networks is intended to serve and pursue educational goals and purposes. Student use of the Internet is
therefore limited to only those activities that further or enhance the delivery of education. Students and staff
have a duty to use Charter School resources only in a manner specified in the Policy.
“Educational purpose” means classroom activities, research in academic subjects, career or professional
development activities, Charter School approved personal research activities, or other purposes as defined by
the Charter School from time to time.
“Inappropriate use” means a use that is inconsistent with an educational purpose or that is in clear violation
of this policy and the Acceptable Use Agreement.
Notice and Use
The Charter School shall notify students and parents/guardians about authorized uses of school computers,
user obligations and responsibilities, and consequences for unauthorized use and/or unlawful activities.
Before a student is authorized to use the Charter School's technological resources, the student and his/her
parent/guardian shall sign and return the Acceptable Use Agreement specifying user obligations and
responsibilities. In that agreement, the student and his/her parent/guardian shall agree not to hold the Charter
School or any Charter School staff responsible for the failure of any technology protection measures,
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violations of copyright restrictions, or user mistakes or negligence. They shall also agree to indemnify and
hold harmless the Charter School and Charter School personnel for any damages or costs incurred.
Safety
The Charter School shall ensure that all Charter School computers with Internet access have a technology
protection measure that blocks or filters Internet access to websites that have no educational purpose and/or
contain visual depictions that are obscene, constitute child pornography, or that are harmful to minors. While
the Charter School is able exercise reasonable control over content created and purchased by the Charter
School, it has limited control over content accessed via the internet and no filtering system is 100% effective.
Neither the Charter School nor its staff shall be responsible for the failure of any technology protection
measures, violations of copyright restrictions, or user mistakes or negligence.
To reinforce these measures, the Principal or designee shall implement rules and procedures designed to
restrict students' access to harmful or inappropriate matter on the Internet and to ensure that students do not
engage in unauthorized or unlawful online activities. Staff shall supervise students while they are using
online services and may have teacher aides, student aides, and volunteers assist in this supervision
The Principal or designee also shall establish regulations to address the safety and security of students and
student information when using email, chat rooms, and other forms of direct electronic communication.
The Principal or designees shall provide age-appropriate instruction regarding safe and appropriate behavior
on social networking sites, chat rooms, and other Internet services. Such instruction shall include, but not be
limited to, maintaining the student’s online reputation and ensuring their personal safety by keeping their
personal information private, the dangers of posting personal information online, misrepresentation by online
predators, how to report inappropriate or offensive content or threats, behaviors that constitute cyberbullying,
and how to respond when subjected to cyberbullying. Students are expected to follow safe practices when
using Charter School technology.
Students shall not use the Internet to perform any illegal act or to help others perform illegal acts. Illegal acts
include, but are not limited to, any activities in violation of local, state, and federal law and/or accessing
information designed to further criminal or dangerous activities. Such information includes, but is not limited
to, information that if acted upon could cause damage, present a danger, or cause disruption to the Charter
School, other students, or the community. Damaging, debilitating or disabling computers, computer networks
or systems through the intentional or overuse of electronic distribution or the spreading of computer viruses or
other harmful programs shall be prohibited. Any unauthorized online access to other computers by means of
hacking into other computers, downloading hacker tools such as port scanners and password crackers
designed to evade restrictions shall also be strictly prohibited.
Student use of Charter School computers to access social networking sites is not prohibited, but access is
limited to educational purposes only. To the extent possible, the Principal or designee shall block access to

An Independent Public Charter School

7911 Winnetka Ave, Winnetka, CA 91306 - Phone: 818-882-2496 - Fax: 818-882-1798 www.jamesjordanms.com

20

James Jordan Middle School

Character ~ College ~ Community
such sites on Charter School computers with Internet access. The Principal or designee shall oversee the
maintenance of the Charter School’s technological resources and may establish guidelines and limits on their
use.
Student use of school computers, networks, and Internet services is a privilege, not a right. Compliance with
the Charter School’s policies and rules concerning computer use is mandatory. Students who violate these
policies and rules may have their computer privileges limited and may be subject to discipline, including but
not limited to suspension or expulsion per school policy.

ACADEMIC SUCCESS
Grades
Parents will be offered all the information needed to sign into the online gradebook and look at their child’s
grades in every class. This system lets you see each individual assignment and test. Please check this
information every week!
James Jordan Middle School has developed a standards-based promotion policy. Students are required to
meet minimum identified criteria in order to promote to the next grade.
Students in the general education program must earn an A, B or C grade to earn credit for a course.
We do not offer “D” grades because students will not get into a four-year college with “D” grades. Any
student who earns less than 70% in a class will see a “NC,” standing for No Credit, on their report cards. If
your child receives a “NC” grade on a written report, you are expected to meet with the teacher of the class.
A written notice in both English and Spanish will be sent to parents at least three weeks before the end of each
quarter. Such notice will include the grade currently being earned in each course, and a reminder of all of the
support services available to students.
Each quarter, the school will provide an opportunity for parents of students earning NC grades to meet with
teachers. This workshop will be designed to help parents strategize about how to help their child improve their
grade. The school will review all of the tutoring opportunities available. This meeting will take place in early
morning, evening or weekend hours to accommodate parents who work. If a parent is not able to attend the
designated workshop, they can request an alternate time to meet with teachers.
At the end of quarters 1, 2, and 3 a written notice will be sent to each parent of a student with an NC grade
inviting them to send their child to Intersession to try to improve the grade to a passing score.
In order to be promoted to the next grade, students must demonstrate mastery of math, English language arts,
science/history, and physical education. Each quarter of a class is worth 1 unit. For example, there are two
math classes so there will be 2 units, which can be earned each quarter. Mastery is defined as:
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Students who fail to earn the units described in the chart below may be unable to participate in field
trips, reward activities and other extracurricular activities to create additional time for tutoring.
To determine mastery, each quarter of a class is worth 1 unit. Mastery is defined as:
6th Grade
● 6 units of Math with a grade of C- (70%) or higher
● 6 units of ELA with a grade of C- (70%) or higher
● 3 units of Physical Education with a grade of C- (70%) or
higher
● 1 unit of Science with a grade of C- (70%) or higher
● 1 unit of History with a grade of C- (70%) or higher
● 1 additional unit of either Science or History with a grade of
C- (70%) or higher

8th Grade
● 7 units of Math with a grade of C- (70%) or higher
● 3 units of ELA with a grade of C- (70%) or higher
● 4 units of Physical Education with a grade of C- (70%) or higher
● 3 units of Science with a grade of C- (70%) or higher
● 3 units of History with a grade of C- (70%) or higher

7th Grade
● 6 units of Math with a grade of C- (70%) or higher
● 7 units of ELA with a grade of C-(70%) or higher
● 4 units of Physical Education with a grade of C- (70%) or higher
● 1 unit of Science with a grade of C- (70%) or higher
● 1 unit of History with a grade of C- (70%) or higher
● 1 additional unit of either Science or History
Additional Requirements for 7th Grade Honors
● 3 units of Science with a grade of C- (70%) or higher
● 3 units of History Units with a grade of C- (70%) or higher

Academic Intersession
A student may be permitted to show mastery for promotion by earning units in the JJMS Academic
Intersession programs. If a student performs at grade level on the Smarter Balanced Assessment Consortium
(“SBAC”) but did not earn enough course credit, the Principal may choose to permit a student to promote to
the next grade if the family agrees to an individualized academic contract with mandatory tutoring during
nutrition, after school, and on Saturdays, as a substitute for various extracurricular activities.
● Program #1 If a student has failed (received NC) one or two classes on a quarter report card, they
may attend Academic Intersession and try to improve their grade(s). During intercessions, when
a student successfully (an average of 75% or higher) completes 25 hours of instructional time in
any one content area they can replace one quarter grade and earn one unit in that content area.
Upon successful completion of 25 hours of intersession the previous NC grade will be replaced on
the transcript with a passing grade of C.
● Program #2 Students are in danger of retention when they have failed (received NC) in more than
two classes on a quarter report card. The student is required to attend Academic Intersession.
During Academic Intersession, students will split their instructional time between two content
areas. If 12.5 hours are successfully completed in one Academic Intersession, the student will be
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awarded one unit of the content course work with a grade of "Credit." This option does not
improve grades beyond "Credit".
Intersession Schedule
Winter 1 week = December 17th - December 21st
Spring 2 weeks = March 18th - March 29th
Summer 4 weeks= July 1st - July 26th

Homework
Students should expect to have about two (2) hours of homework every night and on the weekends. Students
are likely to have 30 minutes of work from each class (Math, English Language Arts, History/Science class,
and PE). The teachers will make sure that the homework is always written out in the student’s daily agenda.

Each night, the parent or guardian must sign the agenda to verify that the parent has
reviewed student’s homework and that student completed his/her homework. Parents need
to ask to SEE the homework that was completed by student.

School Records
If you want a copy of your child’s records and transcripts, please make the request in advance as it will take
up to five (5) business days to complete your request.

Pupil Records, including Challenges and Directory Information
The Family Educational Rights and Privacy Act (“FERPA”) affords parents and students who are 18 years of
age or older (“eligible students”) certain rights with respect to the student’s education records. These rights
are:
1. The right to inspect and review the student's education records within 5 business days after the day
JJMS receives a request for access. Parents or eligible students should submit to JJMS principal or
designee a written request that identifies the records they wish to inspect.
The JJMS official will make arrangements for access and notify the parent or eligible student of the
time and place where the records may be inspected.
2. The right to request the amendment of the student’s education records that the parent or eligible
student believes are inaccurate, misleading, or otherwise in violation of the student’s privacy rights
under FERPA.
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Parents or eligible students who wish to ask JJMS to amend a record should write the School principal
or designee, clearly identify the part of the record they want changed, and specify why it should be
changed. If JJMS decides not to amend the record as requested by the parent or eligible student, JJMS
will notify the parent or eligible student of the decision and of their right to a hearing regarding the
request for amendment. See ‘Pupil Records Challenges’ section, below, for JJMS’s policy and
procedures regarding this hearing.
3. The right to provide written consent before JJMS discloses personally identifiable information (“PII”)
from the student's education records, except to the extent that FERPA authorizes disclosure without
consent.
One exception, which permits disclosure without consent, is disclosure to JJMS officials with
legitimate educational interests. A JJMS official is a person employed by JJMS as an administrator,
supervisor, instructor, or support staff member (including health or medical staff and law enforcement
unit personnel) or a person serving on the School board. A JJMS official also may include a volunteer
or contractor outside of JJMS who performs an institutional service of function for which JJMS would
otherwise use its own employees and who is under the direct control of the school with respect to the
use and maintenance of PII from education records, such as an attorney, auditor, medical consultant, or
therapist; a parent or student volunteering to serve on an official committee, such as a disciplinary or
grievance committee; or a parent, student, or other volunteer assisting another School official in
performing his or her tasks. A JJMS official has a legitimate educational interest if the official needs to
review an education record in order to fulfill his or her professional responsibility.
Upon request, JJMS discloses education records without consent to officials of another school district
in which a student seeks or intends to enroll, or is already enrolled if the disclosure is for purposes of
the student’s enrollment or transfer.
4. The right to file a complaint with the U.S. Department of Education concerning alleged failures by the
School to comply with the requirements of FERPA. The name and address of the Office that
administers FERPA are:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW Washington, DC 20202
Personally Identifiable Information
FERPA permits the disclosure of PII from student’s education records, without consent of the parent or
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eligible student, if the disclosure meets certain conditions found in §99.31 of the FERPA regulations. Except
for disclosures to JJMS officials, disclosures related to some judicial orders or lawfully issued subpoenas,
disclosures of directory information, and disclosures to the parent or eligible student, §99.32 of the FERPA
regulations requires JJMS to record the disclosure. Parents and eligible students have a right to inspect and
review the record of disclosures. JJMS may disclose PII from the education records of a student without
obtaining prior written consent of the parents or the eligible student —
1. To other JJMS officials, including teachers, within the educational agency or institution whom
JJMS has determined to have legitimate educational interests. This includes contractors,
consultants, volunteers, or other parties to whom the school has outsourced institutional services or
functions, provided that the conditions listed in §99.31(a)(1)(i)(B)(1) - (a)(1)(i)(B)(2) are met.
(§99.31(a)(1)).
2. To officials of another school, school system, or institution of postsecondary education where the
student seeks or intends to enroll, or where the student is already enrolled if the disclosure is for
purposes related to the student’s enrollment or transfer, subject to the requirements of §99.34.
(§99.31(a)(2)).
3. To authorize representatives of the U. S. Comptroller General, the U. S. Attorney General, the U.S.
Secretary of Education, or State and local educational authorities, such as the State educational
agency in the parent or eligible student’s State (SEA). Disclosures under this provision may be
made, subject to the requirements of §99.35, in connection with an audit or evaluation of Federalor State-supported education programs, or for the enforcement of or compliance with Federal legal
requirements that relate to those programs. These entities may make further disclosures of PII to
outside entities that are designated by them as their authorized representatives to conduct any
audit, evaluation, or enforcement or compliance activity on their behalf. (§§99.31(a)(3) and 99.35).
4. In connection with financial aid for which the student has applied or which the student has
received, if the information is necessary to determine eligibility for the aid, determine the amount
of the aid, determine the conditions of the aid, or enforce the terms and conditions of the aid.
(§99.31(a)(4)).
5. To accrediting organizations to carry out their accrediting functions. (§99.31(a)(7)).
6. To parents of an eligible student if the student is a dependent for IRS tax purposes. (§99.31(a)(8)).
7. To comply with a judicial order or lawfully issued subpoena. (§99.31(a)(9)).
8. To appropriate officials in connection with a health or safety emergency, subject to §99.36.
(§99.31(a)(10).
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9. Information the School has designated as “directory information” under §99.37. (§99.31(a)(11)).
Directory Information
“Directory Information” is information that is generally not considered harmful or an invasion of privacy if
released. Directory information can be disclosed to outside organizations without a parent’s prior written
consent. Outside organizations include, but are not limited to, companies that manufacture class rings or
publish yearbooks. This information will also be used to establish phone trees for classes and grade levels.
These phone trees will be used by other parents to contact families and remind them of important events.
JJMS has designated the following information as directory information:
1.
2.
3.
4.
5.
6.
7.
8.

Student’s name
Telephone listing
Parent’s/guardian’s electronic mail address (email)
Dates of attendance
Grade level
Degrees, honors, and awards received
The most recent educational agency or institution attended
JJMS PowerSchool Student ID number that cannot be used to access education records without a PIN,
password, etc. (A student’s social security number, in whole or in part, cannot be used for this purpose.)

If you do not want JJMS to disclose directory information from your child’s education records without your
prior written consent, you must notify JJMS in writing at the beginning of each school year or within 10
business days of your child's first day at JJMS. Please notify the Principal by dropping off a letter at the main
office or by sending an email to alvarado@jamesjordanms.com.
Pupil Record Challenges
The parent of a pupil or former pupil may challenge the content of their child’s pupil record to correct or
remove any information recorded in the written records concerning his or her child which the parent alleges to
be any of the following:
1.
2.
3.
4.
5.
6.

Inaccurate;
An unsubstantiated personal conclusion or inference;
A conclusion or inference outside of the observer’s area of competence;
Not based on the personal observation of a named person with the time and place of the observation noted;
Misleading; or
In violation of the privacy or other rights of the pupil.

A parent may use a pupil record challenge to appeal a suspension of a pupil which has already been served.
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To challenge a pupil record, a parent must file a written request with the Principal to correct or remove any
information recorded in the written records concerning his or her child. The Principal must then sustain or
deny the parent or eligible student’s request and provide a written statement of the decision to the parent or
eligible student within thirty (30) days of receipt of written request to amend.
If the Principal sustains any or all of the allegations, he or she must order the correction or the removal and
destruction of the information. The Principal or Principal’s designee must then inform the parent or eligible
student of the amendment in writing. However, the Principal shall not order a pupil’s grade to be changed,
unless the teacher who determined the grade is, to the extent practicable, given an opportunity to state orally,
in writing, or both, the reasons for which the grade was given and is, to the extent practicable, included in all
discussions relating to the changing of the grade.
If the Principal denies any or all of the allegations and refuses to order the correction or the removal of the
information, the Principal must inform the parent or eligible student of their right to a hearing challenging the
content of the education record. .
Hearing
If JJMS denies a parent or eligible student’s request to amend an education record, the parent or eligible
student may request in writing that he/she be given the opportunity for a hearing to challenge the content of
the student’s education records on the grounds that the information contained in the education records is
inaccurate, misleading or in violation of the privacy rights of the student.
The Principal or the Board Chair may convene a hearing panel to assist in making determinations regarding
educational record challenges provided that the parent has given written consent to release information from
the pupil’s records to the members of the panel convened. The hearing panel shall consist of the following
persons:
1)

The Principal of a public school other than the public school at which the record is on file;

2)

A certificated employee; and

3)

A parent appointed by the Principal or by the Board of Directors, depending upon who
convenes the panel.

The hearing to challenge the education record shall be held within thirty (30) days of the date of the request
for a hearing, notice of the date, time and place of the hearing will be sent by JJMS to the parent or eligible
student no later than twenty (20) days before the hearing.
The hearing will be conducted by the Principal or his/her designee, who shall not be required to use formal
rules of evidence or procedure. The parent or eligible student will be given a full and fair opportunity to
present evidence relevant to the issues relating to the challenge to the education record. The parent or eligible
student may also, at his/her own expense, be assisted or represented by one or more individuals of his/her
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choice, including an attorney. The decision of the Principal or his/her designee will be based solely on the
evidence presented at the hearing and is final. Within thirty (30) days after the conclusion of the hearing,
JJMS’ decision regarding the challenge will be made in writing and will include a summary of the evidence
and the reasons for the decision.
If, as a result of the hearing, the JJMS decides that the information is inaccurate, misleading or otherwise in
violation of the privacy rights of the student, it will amend the record accordingly and inform the parent or
eligible student of the amendment in writing.
If, as a result of the hearing, JJMS decides that the information in the education record is not inaccurate,
misleading or otherwise in violation of the privacy rights of the student, it shall inform the parent or eligible
student of the right to place a statement in the record commenting on the contested information in the record
or stating why he/she disagrees with the decision of JJMS, or both. If JJMS places a statement by the parent
or eligible student in the education records of a student, it will maintain the statement with the contested part
of the record for as long as the record is maintained and disclose the statement whenever it discloses the
portion of the record to which the statement relates.

Teacher Qualification Information
All parents may request information regarding the professional qualifications of classroom teachers and/or
paraprofessionals that work with their child.

Individualized Education Program (IEP) and Section 504
Child Find:
At JJMS we are dedicated to the belief that all students can learn and must be guaranteed equal opportunity to
become contributing members of the academic environment and society. JJMS provides special education
instruction and related services in accordance with the Individuals with Disabilities in Education Improvement
Act (“IDEIA”), Education Code requirements, and applicable policies and procedures of the Los Angeles
Unified School District (“LAUSD”). These services, accommodations, and/or modifications are provided as
specified in a students’ Individual Education Program (IEP) upon enrollment at JJMS. We offer high quality
educational programs and services for all of our students in accordance with the assessed needs of each
student. JJMS collaborates with parents, the student, teachers, and other agencies, as may be indicated, in
order to appropriately serve the educational needs of each student.
Section 504:
JJMS recognizes its legal responsibility to ensure that no qualified person with a disability shall, on the basis
of disability, be excluded from participation, be denied the benefits of, or otherwise subjected to
discrimination under any program of JJMS. Any student who has an objectively identified disability which
substantially limits a major life activity, including, but not limited to learning, walking, hearing, is eligible for
accommodations by JJMS. The parent of any child suspected of needing or qualifying for accommodations
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under Section 504 may make a referral for an evaluation to the Principal. A copy of the School’s Section 504
policies and procedures is available at the Main Office upon request.
If your child has an IEP or Section 504 plan, please notify the School upon enrollment and provide a copy of
the most recent IEP or Section 504 plan to the Main Office as soon as possible. We request this information so
the School can ensure your child continues to receive all services and supports outlined within this document.

Sexual Health Education
A Parent or guardian of a student has the right to excuse their child from all or part of comprehensive sexual
health education, HIV prevention education, and assessments related to that education through a passive
consent (“opt-out”) process. The Charter School does not require active parental consent (“opt-in”) for
comprehensive sexual health education and HIV prevention education. Parents and guardians may:
● Inspect written and audiovisual educational materials used in comprehensive sexual health education
and HIV prevention education.
● Excuse their child from participation comprehensive sexual health education and HIV prevention
education in writing to the Charter School.
● Be informed whether the comprehensive sexual health or HIV/AIDS prevention education will be
taught by Charter School personnel or outside consultants. When the Charter School chooses to use
outside consultants or to hold an assembly with guest speakers to teach comprehensive sexual health
or HIV/AIDS prevention education, be informed of:
o The date of the instruction
o The name of the organization or affiliation of each guest speaker
● Request a copy of Education Codes 51930 through 51939.
Anonymous, voluntary, and confidential research and evaluation tools to measure student’s health behaviors
and risks may be administered to 6th, 7th and 8th grade students. A parent or guardian has the right to excuse
their child from the test, questionnaire, or survey (“opt-out”). Parents or guardians shall be notified in writing
that this test, questionnaire, or survey is to be administered, given the opportunity to review the test,
questionnaire, or survey if they wish, notified of their right to excuse their child from the test, questionnaire,
or survey, and informed that in order to excuse their child they must state their request in writing to the
Charter School.
A Student may not attend any class in comprehensive sexual health education or HIV prevention education, or
participate in any anonymous, voluntary, and confidential test, questionnaire, or survey on student health
behaviors and risks, if the school has received a written request from the student’s parent or guardian excusing
the student from participation. An alternative educational activity shall be made available to students whose
parents or guardians have requested that they not receive the instruction or participate in the test,
questionnaire, or survey.
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A SAFE AND SCHOLARLY ENVIRONMENT
JJMS takes the safety of each student very seriously. If you change your phone number, it is URGENT that
you tell the main office the new phone number. Our automated phone call system will send information to the
number you have on file with the school. If there is an emergency, we have an automated system that will
send information to the phone number on file in the main office. If you happen to be on campus during an
emergency drill, we will NOT be able to break protocol to let you in or out of the school. If there is a
lockdown to protect the children from a danger nearby, parents will have to go through specific steps to get
access to their students. If you arrive at school to find that the campus has been locked down, please check
your phone for a message from our automated notification system.
No child will be released to an adult that is not on the emergency card without person-to-person (including
telephone conversation but not message) confirmation between an administrator/Coordinator and the parent.
Any person picking up a child will be asked for a photo ID or their identity will have to be verified by an
administrator or coordinator.
In the case of a sudden, unexpected school closure, parents/guardians will be notified using the automated
phone blast system. An alert will also be added to the school’s website. If the closure occurs while school is in
session, parents/guardians will need to report to the student entry gate/gym (depending on the nature of the
closure) in order to pick up their child. Parents will be instructed by a JJMS staff member to line up according
to the grade level of their child. (For siblings, parents will only need to line up once.) Please note that anyone
picking up a student must appear on the child’s emergency card and must be prepared to verify their
identity. Once the adult’s identity has been verified, he or she will receive a ticket authorizing them to pick up
the student or students. The students will then be called to the gate and released to the parent or other
authorized adult. It is imperative that all individuals picking up students follow the instructions of JJMS staff
members at all times. Please remember that this process can take time and that there are approximately 380
students enrolled in the school. These steps are taken to ensure the safety and security of your children and we
ask for your patience and understanding during these unexpected situations.
School must be a place that feels safe and comfortable for every student. We uphold the highest expectations
for student behavior and consequences are given for even small mistakes. If we pay attention and give
counseling when small mistakes are made, we can help students develop self-control and thoughtfulness about
their behavior. We talk to students about the real-world dilemma of getting along with difficult coworkers on
any job.
We expect that our students see school as their job and strive to have professional behavior while on campus.
We emphasize an expectation that all students will be polite to everyone at school and, when they make a
mistake and hurt someone’s feelings, they will apologize and take action to make up for their mistakes. We
expect parents to be our partners in the continuous campaign to get students to be thoughtful and responsible.
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In the section below, we list the offenses that may result in suspension or expulsion as authorized pursuant to
our charter. The School has a variety of discipline and behavioral consequences in place to avoid resorting to
suspension or expulsion. The Principal may use his or her discretion to provide alternatives to suspension or
expulsion that are age appropriate and designed to address and correct the pupil's specific misbehavior.
You can make an appointment with the Behavior Modification Coordinator if you would like clarification of
our behavior modification system or any of the consequences assigned to your child. The Principal oversees
our discipline program. Decisions made by the Principal can be appealed to the Board of Trustees
(board@jamesjordanms.com).
As outlined within the School’s pupil records policy above, the School is prohibited from publicly
releasing personally identifiable information about a student without prior parental consent, unless
specific exemptions apply. As such, the School is prohibited from sharing information about other
students to parents including specific punishments or consequences a student may be receiving as a
result of an incident with the parent’s child, etc., NO personally identifiable information may be
provided.
Professional Boundaries: Staff/Student Interaction Policy
JJMS recognizes its responsibility to make and enforce all rules and regulations governing student and
employee behavior to bring about the safest and most learning-conducive environment possible.
Corporal Punishment
Corporal punishment shall not be used as a disciplinary measure against any student. Corporal punishment
includes the willful infliction of, or willfully causing the infliction of, physical pain on a student.
For purposes of this policy, corporal punishment does not include an employee’s use of force that is
reasonable and necessary to protect the employee, students, staff or other persons or to prevent damage to
property.
For clarification purposes, the following examples are offered for direction and guidance of School personnel:
A.

Examples of PERMITTED actions (NOT corporal punishment)
1.
2.
3.
4.

Stopping a student from fighting with another student;
Preventing a pupil from committing an act of vandalism;
Defending yourself from physical injury or assault by a student;
Forcing a pupil to give up a weapon or dangerous object;
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Requiring an athletic team to participate in strenuous physical training activities
designed to strengthen or condition team members or improve their coordination,
agility, or physical skills;
Engaging in group calisthenics, team drills, or other physical education or voluntary
recreational activities.

Examples of PROHIBITED actions (corporal punishment)
1.
2.
3.

Hitting, shoving, pushing, or physically restraining a student as a means of control;
Making unruly students do push-ups, run laps, or perform other physical acts that cause
pain or discomfort as a form of punishment;
Paddling, swatting slapping, grabbing, pinching, kicking, or otherwise causing physical
pain.

Acceptable and Unacceptable Staff/Student Behavior
This policy is intended to guide all School faculty and staff in conducting themselves in a way that reflects the
high standards of behavior and professionalism required of school employees and to specify the boundaries
between students and staff.
Although this policy gives specific, clear direction, it is each staff member’s obligation to avoid situations that
could prompt suspicion by parents, students, colleagues, or school leaders. One viable standard that can be
quickly applied, when you are unsure if certain conduct is acceptable, is to ask yourself, “Would I be engaged
in this conduct if my family or colleagues were standing next to me?”
For the purposes of this policy, the term “boundaries” is defined as acceptable professional behavior by staff
members while interacting with a student. Trespassing the boundaries of a student/teacher relationship is
deemed an abuse of power and a betrayal of public trust.
Some activities may seem innocent from a staff member’s perspective, but can be perceived as flirtation or
sexual insinuation from a student or parent point of view. The objective of the following lists of acceptable
and unacceptable behaviors is not to restrain innocent, positive relationships between staff and students, but to
prevent relationships that could lead to, or may be perceived as, sexual misconduct.
Staff must understand their own responsibility for ensuring that they do not cross the boundaries as written in
this policy. Disagreeing with the wording or intent of the established boundaries will be considered
irrelevant for disciplinary purposes. Thus, it is crucial that all employees learn this policy thoroughly and
apply the lists of acceptable and unacceptable behaviors to their daily activities. Although sincere, competent
interaction with students certainly fosters learning, student/staff interactions must have boundaries
surrounding potential activities, locations and intentions.
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Duty to Report Suspected Misconduct

When any employee reasonably suspects or believes that another staff member may have crossed the
boundaries specified in this policy, he or she must immediately report the matter to a school administrator.
All reports shall be as confidential as possible under the circumstances. It is the duty of the administrator to
investigate and thoroughly report the situation. Employees must also report to the administration any
awareness or concern of student behavior that crosses boundaries or where a student appears to be at risk for
sexual abuse.
Examples of Specific Behaviors
The following examples are not an exhaustive list:
Unacceptable Staff/Student Behaviors (Violations of this Policy)
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)
(k)
(l)

Giving gifts to an individual student that are of a personal and intimate nature.
Kissing of any kind.
Any type of unnecessary physical contact with a student in a private situation.
Intentionally being alone with a student away from the school.
Making or participating in sexually inappropriate comments.
Sexual jokes.
Seeking emotional involvement with a student for your benefit.
Listening to or telling stories that are sexually oriented.
Discussing inappropriate your personal troubles or intimate issues with a student in an attempt
to gain their support and understanding.
Becoming involved with a student so that a reasonable person may suspect inappropriate
behavior.
Teasing a student
Social Media contacts (such as “Friending” a student on Facebook, Snapchat, or Instagram)
using an account that has any personal content and is not established SOLELY for school
related information.

Unacceptable Staff/Student Behaviors without W
 ritten Parent and Supervisor Permission
(These behaviors should only be exercised when a staff member has parent and supervisor permission.)
(a)
(b)
(c)
(d)

Giving students a ride to/from school or school activities without a parent signed field trip slip
specifying “teacher car” as the method of transportation.
Being alone in a room with a student at school with the door closed.
Allowing students in your home.
Sending emails, text messages or letters to students if the content is not about school activities.
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Linking, “friend”ing, messaging, texting, or commenting about students through any social
media.

Cautionary Staff/Student Behaviors
(These behaviors should only be exercised when a reasonable and prudent person, acting as an
educator, is prevented from using a better practice or behavior. Staff members should inform their
supervisor of the circumstance and occurrence prior to or immediately after the occurrence)
(a)
(b)
(c)

Being alone in a room with a student at school with the door closed.
Remarks about the physical attributes or physical development of anyone except in the proper
scope of coaching or Physical Education.
Excessive attention toward a particular student.

Acceptable and Recommended Staff/Student Behaviors
(a)
(b)
(c)
(d)
(e)
(f)
(g)
(h)
(i)
(j)
(k)
(l)
(m)
(n)
(o)
(p)
(q)
(r)
(s)

Getting parents' written consent for any after-school activity.
Obtaining formal approval to take students off school property for activities such as field trips
or competitions.
E-mails, text, phone and instant messages to students must be very professional and pertaining
to school activities or classes (Communication should be limited to school technology).
Keeping the door open when alone with a student.
Keeping reasonable space between you and your students.
Stopping and correcting students if they cross your own personal boundaries.
Keeping parents informed when a significant issue develops about a student.
Keeping after-class discussions with a student professional and brief.
Asking for advice from fellow staff or administrators if you find yourself in a difficult situation
related to boundaries.
Involving your supervisor if conflict arises with the student.
Informing your Executive Director about situations that have the potential to become more
severe.
Making detailed notes about an incident that could evolve into a more serious situation later.
Recognizing the responsibility to stop unacceptable behavior of students or coworkers.
Asking another staff member to be present if you will be alone with any type of special needs
student.
Asking another staff member to be present when you must be alone with a student after regular
school hours.
Giving students praise and recognition without touching them.
Pats on the back, high fives and handshakes are acceptable.
Keeping your professional conduct a high priority.
Asking yourself if your actions are worth your job and career.
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Response and Monitoring of Minor Issues to Prevent Escalation
At JJMS, when staff sees unacceptable behavior, they must assign an immediate consequence. Our school
uses a software program called Dean’s List. The form allows for a non-emotional documentation system of
minor and/or major offenses. The Dean’s List teacher screen is prepopulated with a list of unacceptable
behaviors. Students know ahead of time the types of actions that will result in the need for an intervention.
There is a list of interventions to help the staff deescalate the negative behavior. Weekly Dean’s List Reports
require a signature from the staff member, student, and parents. Students are given three opportunities to
rectify their behavior before higher levels of intervention are needed. Some offenses constitute immediate
need for higher levels of intervention. As an alternative to suspension, we offer an alternative educational
setting. Under the supervision of a staff member that holds some type of CA teaching credential, students are
required to complete academic work given by their teachers in Math, ELA, Science, History, and Physical
Education based on the Common Core State Standards. They have one (1) hour to complete work in each
subject matter. If an offense requires an even higher degree of intervention, students are required to complete
work using a computer-based tutoring program in addition to bookwork.
Additional progressive discipline programs include both individual and group intervention. Individual
contracts are issued to students for multiple minor offenses in short periods of time or for major offenses.
There are three types of contracts: service, behavior, and academic. Academic contracts are given to students
who are not turning in their homework, have expressed defeat when attempting to do a major project, or have
repeatedly not showed up to mandatory tutoring. We offer a three (3) hour Saturday school program. This
program includes a structured time to reflect on unacceptable behavior and to discuss the alternatives and
coping strategies with an adult. In a form of restorative justice, the students perform community service to the
school as described in Education Code 48900.6. Students are counseled that the purpose of this service is to
help put resources back into the school after the expenditure of resources needed to address their behavior,
and, in the last hour, students focus on academic work.
Please note that the following examples are only listed to give an idea of what JJMS considers a minor offense
which would result in a Dean’s List demerit or a major offense which results in an immediate referral to the
administration. While these lists provide staff and students with examples of what types of conduct can give
rise to violation of an enumerated offense. This guidance is generally used by JJMS for addressing
disruptions, but parents/families and students should be advised that each situation will call for staff to
exercise discretion and independent judgment. Therefore, application of the lists below will be applied
differently by each staff member. Examples

●

(These are small mistakes with small consequences. These
behaviors are typical mistakes that all children at this age are likely to make)
Minor violations “minors”
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● Behaviors such as, teasing, verbal/physical playing around, poor word choice, calling out in
class, disruptive noise making, being untucked, talking back, complaining
● Student will be issued behavior reports, which result in behavior contracts and loss of free
time. Note that communication between parents and student and School is extremely
important.
● Students must be dressed according to the school’s dress code. The school provides a free
dress code compliant shirt to every family and can provide more items if requested in writing
by a parent.
Major Violations - these behaviors are unacceptable and result in a “Referral” to the Behavior
Support Coordinator
● Failure to follow testing protocol- partial/full day Supervised Solo Instruction (SSI) and 70%no credit for the test or assignment. Repeated offenses will lead to a parent meeting to discuss
alternative interventions.
● Repeating the same offense or committing several small offenses in a short period of time will
result in more serious consequences. Multiple minor offenses- behavior plans will be
developed by the admin and discipline staff to help modify the behavior of students. Plans may
include before, after, or Saturday school detention.
● We may create an alternate educational setting for students who repeatedly put their hands on
other students or display other disrespectful behaviors that would have a detrimental effect on
the physical or mental health of a reasonable student.
● For Willful Destruction of School Property – If a student destroys School owned property or
the property of another student they may be required to replace the item or pay for the value of
the new item. At the discretion of the Principal, a student may be allowed to complete
community services hours as restitution.
● To avoid loss of instruction, students may be placed in an Supervised Solo Instruction (SSI).
This is small group study under the supervision of a credentialed teacher with no contact with
other students who are not part of the SSI program for that day.

IF YOUR CHILD HAS REPEATED DIFFICULTIES WITH BEHAVIOR,
PARENTS MUST BE PREPARED TO TAKE TIME OFF OF WORK AND
ATTEND SCHOOL WITH THEIR CHILD.
When a child returns from a suspension, JJMS may ask the parent to attend the classes from which the child
was suspended in order to help the school develop a plan for increasing appropriate behavior in those specific
classes. Parents should be aware that teachers do not have to allow students to make up work from days when
they have been suspended.
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Grounds for Suspension and Expulsion
A. Grounds for Suspension and Expulsion of Students
A student may be suspended or expelled for prohibited misconduct if the act is related to school activity or
school attendance occurring at anytime including but not limited to: a) while on school grounds; b) while
going to or coming from school; c) during the lunch period, whether on or off the school campus; d) during,
going to, or coming from a school-sponsored activity.
B. Enumerated Offenses
1. Discretionary Suspension Offenses. Students may be suspended for any of the following acts when it is
determined the pupil:
a)
b)
c)
d)

e)
f)
g)
h)

i)
j)
k)

l)

Caused, attempted to cause, or threatened to cause physical injury to another person.
Willfully used force or violence upon the person of another, except self-defense.
Unlawfully possessed, used, sold or otherwise furnished, or was under the influence of any
controlled substance, as defined in Health and Safety Code 11053-11058, alcoholic beverage,
or intoxicant of any kind.
Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in
Health and Safety Code Sections 11053-11058, alcoholic beverage or intoxicant of any kind,
and then sold, delivered or otherwise furnished to any person another liquid substance or
material and represented same as controlled substance, alcoholic beverage or intoxicant.
Committed or attempted to commit robbery or extortion.
Caused or attempted to cause damage to school property or private property.
Stole or attempted to steal school property or private property.
Possessed or used tobacco or products containing tobacco or nicotine products, including but
not limited to cigars, cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff,
chew packets and betel. This section does not prohibit the use of his or her own prescription
products by a pupil.
Committed an obscene act or engaged in habitual profanity or vulgarity.
Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug
paraphernalia, as defined in Health and Safety Code Section 11014.5.
Directly related to a school or personal safety issue, student refusal to comply with the valid
instructions of teachers, administrators, school officials, or other school personnel engaged in
the performance of their duties when such instructions are stated directly to the student group
or group of students of which the student was a member.
Knowingly received stolen school property or private property.
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n)
o)
p)
q)

r)

s)

t)
u)
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Possessed an imitation firearm, i.e.: a replica of a firearm that is so substantially similar in
physical properties to an existing firearm as to lead a reasonable person to conclude that the
replica is a firearm.
Committed or attempted to commit a sexual assault as defined in Penal Code Sections 261,
266c, 286, 288, 288a or 289, or committed a sexual battery as defined in Penal Code Section
243.4.
Harassed, threatened, or intimidated a student who is a complaining witness or witness in a
school disciplinary proceeding for the purpose of preventing that student from being a witness
and/or retaliating against that student for being a witness.
Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma.
Engaged in, or attempted to engage in hazing. For the purposes of this subdivision, “hazing”
means a method of initiation or preinitiation into a pupil organization or body, whether or not
the organization or body is officially recognized by an educational institution, which is likely
to cause serious bodily injury or personal degradation or disgrace resulting in physical or
mental harm to a former, current, or prospective pupil. For purposes of this section, “hazing”
does not include athletic events or school-sanctioned events.
Made terroristic threats against school officials and/or school property. For purposes of this
section, “terroristic threat” shall include any statement, whether written or oral, by a person
who willfully threatens to commit a crime which will result in death, great bodily injury to
another person, or property damage in excess of one thousand dollars ($1,000), with the
specific intent that the statement is to be taken as a threat, even if there is no intent of actually
carrying it out, which, on its face and under the circumstances in which it is made, is so
unequivocal, unconditional, immediate, and specific as to convey to the person threatened, a
gravity of purpose and an immediate prospect of execution of the threat, and thereby causes
that person reasonably to be in sustained fear for his or her own safety or for his or her
immediate family’s safety, or for the protection of school property, or the personal property of
the person threatened or his or her immediate family.
Committed sexual harassment, as defined in Education Code Section 212.5. For the purposes
of this section, the conduct described in Section 212.5 must be considered by a reasonable
person of the same gender as the victim to be sufficiently severe or pervasive to have a
negative impact upon the individual’s academic performance or to create an intimidating,
hostile, or offensive educational environment. This section shall apply to pupils in any of
grades 4 to 12, inclusive.
Caused, attempted to cause, threatened to cause or participated in an act of hate violence, as
defined in subdivision (e) of Section 233 of the Education Code. This section shall apply to
pupils in any of grades 4 to 12, inclusive.
Intentionally harassed, threatened or intimidated a student or group of students OR STAFF
MEMBER to the extent of having the actual and reasonably expected effect of materially
disrupting classwork, creating substantial disorder and invading student rights by creating an
intimidating or hostile educational environment. This section shall apply to pupils in any of
grades 4 to 12, inclusive."
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Engaged in an act of bullying, including, but not limited to, bullying committed by means of
an electronic act.
1)
“Bullying” means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, and including one or more
acts committed by a student or group of students which would be deemed hate violence or
harassment, threats, or intimidation, which are directed toward one or more students that has or
can be reasonably predicted to have the effect of one or more of the following:
i.

ii.
iii.
iv.

Placing a reasonable student (defined as a student, including, but is not limited to, a
student with exceptional needs, who exercises average care, skill, and judgment in
conduct for a person of his or her age, or for a person of his or her age with exceptional
needs) or students in fear of harm to that student’s or those students’ person or
property.
Causing a reasonable student to experience a substantially detrimental effect on his or
her physical or mental health.
Causing a reasonable student to experience substantial interference with his or her
academic performance.
Causing a reasonable student to experience substantial interference with his or her
ability to participate in or benefit from the services, activities, or privileges provided by
the Charter School.

2)
“Electronic Act” means the creation and transmission originated on or off the school
site, by means of an electronic device, including, but not limited to, a telephone, wireless
telephone, or other wireless communication device, computer, or pager, of a communication,
including, but not limited to, any of the following:
i.
A message, text, sound, or image.
ii.
A post on a social network Internet Web site including, but not limited to:
(a)
Posting to or creating a burn page. A “burn page” means an Internet Web site
created for the purpose of having one or more of the effects as listed in
subparagraph (1) above.
(b)
Creating a credible impersonation of another actual pupil for the purpose of
having one or more of the effects listed in subparagraph (1) above. “Credible
impersonation” means to knowingly and without consent impersonate a pupil
for the purpose of bullying the pupil and such that another pupil would
reasonably believe, or has reasonably believed that the pupil was or is the pupil
who was impersonated.
(c)
Creating a false profile for the purpose of having one or more of the effects
listed in subparagraph (1) above. “False profile” means a profile of a fictitious
pupil or a profile using the likeness or attributes of an actual pupil other than the
pupil who created the false profile.
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iii.
Notwithstanding subparagraphs (1) and (2) above, an electronic act shall not constitute
pervasive conduct solely on the basis that it has been transmitted on the Internet or is currently
posted on the Internet.
A pupil who aids or abets, as defined in Section 31 of the Penal Code, the infliction or
attempted infliction of physical injury to another person may be subject to suspension, but not
expulsion, except that a pupil who has been adjudged by a juvenile court to have committed, as
an aider and abettor, a crime of physical violence in which the victim suffered great bodily
injury or serious bodily injury shall be subject to discipline pursuant to subdivision (1).
Possessed, sold, or otherwise furnished any knife unless, in the case of possession of any
object of this type, the student had obtained written permission to possess the item from a
certificated school employee, with the Executive Director or designee’s concurrence.

2. Non-Discretionary Suspension Offenses: Students must be suspended and recommended for expulsion for
any of the following acts when it is determined the pupil:
a)

Possessed, sold, or otherwise furnished any firearm, explosive, or other dangerous object
unless, in the case of possession of any object of this type, the students had obtained written
permission to possess the item from a certificated school employee, with the Executive
Director or designee concurrence.

3. Discretionary Expellable Offenses: Students may be recommended for expulsion for any of the following
acts when it is determined the pupil:
a)
b)
c)
d)

e)
f)
g)
h)

i)

Caused, attempted to cause, or threatened to cause physical injury to another person.
Willfully used force or violence upon the person of another, except self-defense.
Unlawfully possessed, used, sold or otherwise furnished, or was under the influence of any
controlled substance, as defined in Health and Safety Code Sections 11053-11058, alcoholic
beverage, or intoxicant of any kind.
Unlawfully offered, arranged, or negotiated to sell any controlled substance as defined in
Health and Safety Code Sections 11053-11058, alcoholic beverage or intoxicant of any kind,
and then sold, delivered or otherwise furnished to any person another liquid substance or
material and represented same as controlled substance, alcoholic beverage or intoxicant.
Committed or attempted to commit robbery or extortion
Caused or attempted to cause damage to school property or private property.
Stole or attempted to steal school property or private property.
Possessed or used tobacco or products containing tobacco or nicotine products, including but
not limited to cigars, cigarettes, miniature cigars, clove cigarettes, smokeless tobacco, snuff,
chew packets and betel. This section does not prohibit the use of his or her own prescription
products by a pupil.
Committed an obscene act or engaged in habitual profanity or vulgarity.
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Unlawfully possessed or unlawfully offered, arranged, or negotiated to sell any drug
paraphernalia, as defined in Health and Safety Code Section 11014.5.
Directly related to a school or personal safety issue, student refusal to comply with the valid
instructions of teachers, administrators, school officials, or other school personnel engaged in
the performance of their duties when such instructions are stated directly to the student group
or group of students of which the student was a member
Knowingly received stolen school property or private property.
Possessed an imitation firearm, i.e.: a replica of a firearm that is so substantially similar in
physical properties to an existing firearm as to lead a reasonable person to conclude that the
replica is a firearm.
Committed or attempted to commit a sexual assault as defined in Penal Code Sections 261,
266c, 286, 288, 288a or 289, or committed a sexual battery as defined in Penal Code Section
243.4.
Harassed, threatened, or intimidated a student who is a complaining witness or witness in a
school disciplinary proceeding for the purpose of preventing that student from being a witness
and/or retaliating against that student for being a witness.
Unlawfully offered, arranged to sell, negotiated to sell, or sold the prescription drug Soma.
Engaged in, or attempted to engage in hazing. For the purposes of this subdivision, “hazing”
means a method of initiation or preinitiation into a pupil organization or body, whether or not
the organization or body is officially recognized by an educational institution, which is likely
to cause serious bodily injury or personal degradation or disgrace resulting in physical or
mental harm to a former, current, or prospective pupil. For purposes of this section, “hazing”
does not include athletic events or school-sanctioned events.
Made terroristic threats against school officials and/or school property. For purposes of this
section, “terroristic threat” shall include any statement, whether written or oral, by a person
who willfully threatens to commit a crime which will result in death, great bodily injury to
another person, or property damage in excess of one thousand dollars ($1,000), with the
specific intent that the statement is to be taken as a threat, even if there is no intent of actually
carrying it out, which, on its face and under the circumstances in which it is made, is so
unequivocal, unconditional, immediate, and specific as to convey to the person threatened, a
gravity of purpose and an immediate prospect of execution of the threat, and thereby causes
that person reasonably to be in sustained fear for his or her own safety or for his or her
immediate family’s safety, or for the protection of school property, or the personal property of
the person threatened or his or her immediate family.
Committed sexual harassment, as defined in Education Code Section 212.5. For the purposes
of this section, the conduct described in Section 212.5 must be considered by a reasonable
person of the same gender as the victim to be sufficiently severe or pervasive to have a
negative impact upon the individual’s academic performance or to create an intimidating,
hostile, or offensive educational environment. This section shall apply to pupils in any of
grades 4 to 12, inclusive.
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Caused, attempted to cause, threatened to cause or participated in an act of hate violence, as
defined in subdivision (e) of Section 233 of the Education Code. This section shall apply to
pupils in any of grades 4 to 12, inclusive.
Intentionally harassed, threatened or intimidated a student or group of students or staff
member to the extent of having the actual and reasonably expected effect of materially
disrupting classwork, creating substantial disorder and invading student rights by creating an
intimidating or hostile educational environment. This section shall apply to pupils in any of
grades 4 to 12, inclusive.
Engaged in an act of bullying, including, but not limited to, bullying committed by means of
an electronic act.
1)

“Bullying” means any severe or pervasive physical or verbal act or conduct, including
communications made in writing or by means of an electronic act, and including one or
more acts committed by a student or group of students which would be deemed hate
violence or harassment, threats, or intimidation, which are directed toward one or more
students that has or can be reasonably predicted to have the effect of one or more of the
following:
i.
Placing a reasonable student (defined as a student, including, but is not limited
to, a student with exceptional needs, who exercises average care, skill, and judgment in
conduct for a person of his or her age, or for a person of his or her age with exceptional
needs) or students in fear of harm to that student’s or those students’ person or
property.
ii.
Causing a reasonable student to experience a substantially detrimental effect on
his or her physical or mental health.
iii.
Causing a reasonable student to experience substantial interference with his or
her academic performance.
iv.
Causing a reasonable student to experience substantial interference with his or
her ability to participate in or benefit from the services, activities, or privileges
provided by the Charter School.

2)

“Electronic Act” means the creation and transmission originated on or off the school
site, by means of an electronic device, including, but not limited to, a telephone,
wireless telephone, or other wireless communication device, computer, or pager, of a
communication, including, but not limited to, any of the following:
i.
A message, text, sound, or image.
ii.
A post on a social network Internet Web site including, but not limited to:
(a)
Posting to or creating a burn page. A “burn page” means an Internet
Web site created for the purpose of having one or more of the effects as listed in
subparagraph (1) above.
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(b)
Creating a credible impersonation of another actual pupil for the
purpose of having one or more of the effects listed in subparagraph (1) above.
“Credible impersonation” means to knowingly and without consent impersonate
a pupil for the purpose of bullying the pupil and such that another pupil would
reasonably believe, or has reasonably believed that the pupil was or is the pupil
who was impersonated.
(c)
Creating a false profile for the purpose of having one or more of the
effects listed in subparagraph (1) above. “False profile” means a profile of a
fictitious pupil or a profile using the likeness or attributes of an actual pupil
other than the pupil who created the false profile.
iii.
Notwithstanding subparagraphs (1) and (2) above, an electronic act shall
not constitute pervasive conduct solely on the basis that it has been transmitted
on the Internet or is currently posted on the Internet.
A pupil who aids or abets, as defined in Section 31 of the Penal Code, the infliction or
attempted infliction of physical injury to another person may be subject to suspension, but not
expulsion, except that a pupil who has been adjudged by a juvenile court to have committed, as
an aider and abettor, a crime of physical violence in which the victim suffered great bodily
injury or serious bodily injury shall be subject to discipline pursuant to subdivision (1).
Possessed, sold, or otherwise furnished any knife unless, in the case of possession of any object
of this type, the student had obtained written permission to possess the item from a certificated
school employee, with the Executive Director or designee concurrence.

4. Non-Discretionary Expellable Offenses: S
 tudents must be recommended for expulsion for any of the
following acts when it is determined pursuant to the procedures below that the pupil:
a)
Possessed, sold, or otherwise furnished any firearm, explosive, or other dangerous object
unless, in the case of possession of any object of this type, the students had obtained written
permission to possess the item from a certificated school employee, with the Executive Director or
designee concurrence.
If it is determined by the Board of Trustees that a student has brought a firearm or destructive device, as
defined in Section 921 of Title 18 of the United States Code, onto campus or to have possessed a firearm or
dangerous device on campus, the student shall be expelled for one year, pursuant to the Federal Gun Free
Schools Act of 1994.
The term “firearm” means (A) any weapon (including a starter gun) which will or is designed to or may
readily be converted to expel a projectile by the action of an explosive; (B) the frame or receiver of any such
weapon; (C) any firearm muffler or firearm silencer; or (D) any destructive device. Such term does not
include an antique firearm.
The term “destructive device” means (A) any explosive, incendiary, or poison gas, including but not limited
to: (i) bomb, (ii) grenade, (iii) rocket having a propellant charge of more than four ounces, (iv) missile having
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an explosive or incendiary charge of more than one-quarter ounce, (v) mine, or (vi) device similar to any of
the devices described in the preceding clauses
A copy of this policy is also available at the main office.

Selling Items on Campus
Students are not allowed to sell any items on campus without written permission from the Principal. In the
past, students have tried to sell fidget spinners, sandwiches, snacks, flavored powders, duct tape wallets,
jewelry, and other items on campus. In an effort to avoid any conflict with peers selling and purchasing items
on campus is deemed inappropriate and will not be permitted.

Bringing Items on Campus
Any private property (toy skateboards, playing cards, balls, fidget spinners, etc.) or valuable items (cash,
jewelry, etc.) is brought to school at your own risk and is not recommended. JJMS students are solely
responsible for any personal items that are lost. Keep in mind the list of items which a student may not have
on campus under any circumstances. If a student chooses to bring an item to campus and it ends up on the
property of one of our neighbors, the student is forbidden from making contact with the neighbor to retrieve
the item. The school will not assume responsibility for items brought to school and lost over the fence. The
list of forbidden items can be found below and is listed under the heading titles “contraband.”

Searches
JJMS has the right to conduct backpack searches if we have a reasonable suspicion that a particular student or
group of students is in possession of forbidden/contraband items. We do not need parent permission or
participation if we have information that leads us to believe that a particular student has some
forbidden/contraband item.
The California Constitution requires that all students and staff of public schools have the inalienable right to
attend campuses which are safe, secure, and peaceful. As such, JJMS adopts this policy outlining the search of
students and their property, student use areas, and/or student lockers and the seizure of illegal, unauthorized or
contraband materials in the search.
STUDENT SEARCHES
A student’s person and/or personal effects (e.g. backpack, purse, etc.) may be searched if a school official has
reasonable suspicion that the student has violated or is violating either the law or JJMS rules and regulations,
including, but not limited to, possession of illegal, unauthorized or contraband materials. Illegal, unauthorized
or contraband materials include those materials which are dangerous to the health or safety of students or
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school personnel, are disruptive or potentially disruptive, or which have been cited as unauthorized in school
rules or regulations.
Articulable facts must support a school official’s reasonable suspicion that a search is justified. In no case
shall a search be conducted if predicated on mere curiosity, rumor or hunch.
Any search of a student and/or their personal effects shall be conducted in the presence of another adult
witness whenever possible. The scope of the search shall be reasonably related to the objectives of the search
and not excessively intrusive in light of the age and sex of the pupil and the nature of the infraction.
In no case shall a strip search be conducted by school officials, including asking a student to remove or
arrange some or all of their underclothing, and/or inspection of parts of the student’s underclothing or body.
CONSENTED STUDENT SEARCHES
A student’s person and/or personal effects (e.g. backpack, purse, etc.) may be searched without reasonable
suspicion that the student has violated or is violating either the law or JJMS rules and regulations, including,
but not limited to, possession of illegal, unauthorized or contraband materials if the Parent(s)/Guardian(s)
have voluntarily consented to random searches. A summary of this policy shall also be placed in the Student
Handbook and other materials, as appropriate, to be disseminated by JJMS to students, parents and/or
guardians and JJMS employees. Parent(s)/Guardian(s) wishing to consent to random searches for the school
year will be required to sign and return the consent form at the end of the Student Handbook, annually, to
permit these random searches.
Random searches shall consist of neutral criteria for student selection such that arbitrary discretion is not
employed. For example, every fifth (5th) student entering the School may be asked to present their bag or
backpack for a random search.
STUDENT USE AREAS
Student use areas, including, but not limited to, instructional and recreational space, are school property and
remain at all times under the control of JJMS. However, students shall assume full responsibility for the
security and condition of these areas. Periodic general inspections of instructional space and other areas of the
school may be conducted by school officials for any reason at any time without notice.
METAL DETECTION DEVICES
The Board believes that the presence of weapons in the schools threatens the JJMS’ ability to provide the safe
and orderly learning environment to which students and staff are entitled. The Board also believes that metal
detector searches offer a reasonable means to keep weapons out of the schools and mitigate the fears of
students and staff.
Metal detectors, such as metal detection wands or other metal detection devices, may be used to search a
student’s person and/or personal effects whenever a school official has reasonable suspicion to believe that the
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student is in possession of a weapon or in the context of a random search to maintain and protect the safety,
security, and peace of students, Charter School employees, and the Charter School.
The following procedures shall be followed when using metal detectors to conduct random searches of
students:
1. Searches involving metal detectors shall be minimally intrusive and involve the use of neutral criteria
for selection.
2. If during a search, the detector wand signals, the student will be invited to turn over any other metallic
objects they may be wearing (e.g., belt and jewelry) and then the staff will pass the wand over the
student and their belongings again.
3. If the activation is not eliminated or explained, staff shall escort the student to an administrative office.
4. In the administrative office, an expanded search shall be conducted by a staff member of the same
gender as the student, in the presence of another JJMS employee who is also of the same gender as the
student.
5. The search shall be limited to the detection of weapons, cell phones and drug/tobacco paraphernalia
CANINE SEARCHES
School officials, including campus security or school police/resource officers, may use trained detection dogs
in inspections for illegal, unauthorized or contraband materials in school facilities and around school grounds.
All dogs must be accompanied by a qualified and authorized trainer who will be responsible for the dog’s
actions and who can verify the reliability and accuracy in sniffing out contraband. Trained detection dogs
may sniff lockers, student use areas, and other inanimate objects throughout school property. Such
inspections are not considered searches and do not require reasonable suspicion.
An indication by the dog that illegal, unauthorized or contraband materials are present on school property
shall constitute reasonable suspicion, authorizing school officials to search the area or other inanimate object
and closed containers and objects within, without securing the consent of the student.
LOCKERS
Student cell phone lockers are school property and remain at all times under the control of JJMS. Students
shall assume full responsibility for the security of their lockers. Student lockers may not be used to store
illegal, unauthorized, or contraband materials.
The acceptance and use of locker facilities on school campus by any student shall constitute consent by the
student to the search of such locker facilities by authorized school personnel and/or law enforcement.
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Inspections of lockers may be conducted by school personnel and/or law enforcement though the use of
trained dogs.
SEIZURE OF ILLEGAL, UNAUTHORIZED, OR CONTRABAND MATERIALS
If a lawfully conducted search yields illegal, unauthorized, or contraband materials, such materials shall be
turned over to the proper legal authorities for ultimate disposition.
DISCIPLINE
If illegal, unauthorized or contraband materials are discovered during a search, including but not limited to
searches conducted by school officials, trained detection dogs or metal detectors, school officials may impose
discipline upon the student(s) (including suspension and/or expulsion) in accordance with JJMS’ discipline
policies and procedures. JJMS shall notify law enforcement authorities if any search and/or seizure results in
the discovery of illegal contraband.

Electronic Devices and Other Valuables
With the exception of calculators, students will not be allowed to bring any electronics, especially iPods, Mp3
players, games or cell phones. If your family has a serious need for your child to carry a cellphone, the
Cellphone and Electronics Authorization Form (located in the last pages of this Handbook and at the main
office) must be submitted and kept in the student’s cell phone locker. Students, who have submitted their
phone and will bring their form to School, must turn it in upon entering the campus each morning and
pick it up at the end of the day. If the student does not follow the proper protocol, the electronic device will
be confiscated and only released to a parent or guardian.

Contraband
Do NOT Bring Any of the Following to School:

➢ Any object (e.g.: skateboard, a pair of socks, hat, drawing, magazine, shirts) with pictures, words
or symbols that suggest guns, explosives, weapons, drugs, alcohol, racism, sexuality, cruelty, or
anti-academic slogans.
➢ Wallet chains, pocket knives, blades of any type- even if part of a multitool, spiky or sharp edged
toys or any other object that could be easily used as a weapon (ex. metal fidget spinner).
➢ Any adult, “Mature Audience” or offensive material, including books, pictures, games or
magazines.
➢ Any other object that might distract or disrupt school routine. (ex. laser pointers, balloons,
flashlights, pencil sharpeners, etc.)
➢ Any blankets or snuggies (unless allowed for special school events).
➢ Nail polish or any nail polish remover.
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Any perfume, cologne, or aerosol sprays (ex. Body spray, deodorant spray, etc.).
Any objects/apparel with professional sport logos or affiliated with any professional sports
association (National Basketball Association, National Football Association etc.).
Anything that the LAPD considers “gang related”. Based on the Official Site of The LOS
ANGELES POLICE DEPARTMENT, this “includes white T-shirts, thin belts, baggy pants
with split cuffs, a black or blue knit cap (beanie) or a bandana tied around the forehead similar to
a sweat band.”
This also includes a variety of symbols and hand gestures.
http://www.lapdonline.org/get_informed/content_basic_view/23468
Anything related to tobacco or smoking including vape pipe, e-cigarettes, matches, or rolling
papers
JJMS does not allow high-sugar sodas, energy drinks, candy, gum, chips, mints or fast food on
campus for students except as part of our official reward system. JJMS does not allow high-fat
foods, such as those that have more than 30% of the calories from fat. Or any food with high
sugar content (having any form of sugar as one of the first three ingredients)
Purchased food items with limited nutritional value such as french fries, milkshakes, chips, sodas,
coffee drinks, energy drinks, candy, smoothies or any fried foods (except as part of our official
reward system). A hamburger or hot dog or sandwich with a side of fruit would be acceptable if
only done occasionally.
Birthday treats that contain high levels of sugar, ex: Birthday cakes, cupcakes, ice cream, etc.
(You may ask an administrator for acceptable birthday treats)
Electronic devices like, video game equipment, iPods, and Mp3 or DVD players.
Cell phones in a student’s possession while on campus and/or that do not have a Cellphone and
Electronics Authorization Form on file.
Medications (prescription or over the counter) without prior doctor’s authorization (You can get
the form from the Main Office.)
Liquid paper or other liquid white-out product
Permanent ink pens/markers

CONSEQUENCES: a student who brings one of these items to School will be disciplined in
accordance with JJMS’ discipline policy, which may result in suspension or expulsion.

DRESS CODE
Part of establishing a feeling of professionalism and equality at school is having a uniform policy. You will
find the full details of the uniform below. Students at JJMS follow our dress code to develop a sense of
professionalism about their “job” of being a student.
At the beginning of the school year, the school will provide a dress code compliant shirt to each student. If a
family needs additional dress code compliant items, the parent can make a request in writing and the school
will provide additional items with no charge or fee.
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Also, a dress code reduces competition and other distractions. Students of all economic groups have a level
playing field when everyone is dressed the same way. If your child arrives at school not dressed according
to our code, you will be offered the opportunity to immediately bring other clothing, otherwise your child
will be provided with a gently used and thoroughly washed compliant shirt and pants to wear for the day
and then keep permanently. I f a child refuses to put on the offered uniform, they will receive appropriate
consequences for refusing to comply with the dress code.
TOPS
Shirts must have a collar, buttons, and sleeves in plain grey or the official shade of burgundy, which is a
very dark shade of red. There should be no decorations or stripes on the shirt except for the official school
logo. Shirts need to be long enough to be tucked into the pants. If the child raises his/her hands the shirt
should remain tucked in. The shirt must be tucked in at all times and school functions unless indicated by a
staff member (The only exceptions are before school, break, lunch, and after school).
BOTTOMS
Fitted pants, capris, shorts or SKORTS (not a skirt) can be worn. They must be all black and have no
decoration or stripes. Faded black pants are not a cceptable. The shorts and skorts cannot be more than 2”
above the knee. No basketball shorts, DENIM, leggings, Jeggings, sweatpants or exercise pants are allowed.
Pants must sit at the waist. We recommend a belt. Characteristics of pants: must have pockets in the front,
pants should not be tight or ripped, and there should be no excessive zippers, straps or chains. Students’ pants
should not be so tight that they cannot put their hands in their pockets or so loose that the pants are sagging.
All shorts must have proper hemming and may not be frayed at the edges.
SHOES
Students must wear athletic shoes. For safety, shoes need to fit closely with laces or 1 inch Velcro to hold in
the foot. Shoes must be fastened and not flop open. Socks must be worn. NO ballerina style shoes, flats, rain
boots, and UGG style boots. Shoes/socks may not contain any pictures, words or symbols that suggest guns,
explosives, weapons, drugs, alcohol, racism, sexuality, or cruelty.
JACKETS/SWEATERS/SWEATSHIRTS
Jackets, sweaters and sweatshirts must be solid grey, white, black or burgundy, and striped apparel with
the combination of these colors are acceptable. The only logo or decoration that is acceptable is a college
or university name or logo. (This does NOT include a college sports team logo/name). All athletic logos
(Adidas, Nike, New Balance, etc.) must be smaller than the child’s thumb. Inside the building, hoods must be
down. No denim jackets. On days when the temperature is above 80 degrees, we require students to take off
their sweatshirts when outside.
ACCESSORIES
Please keep in mind that professionalism should be exhibited from head to toe. Accessories should not contain
any pictures, words or symbols that suggest guns, explosives, weapons, drugs, alcohol, racism, sexuality,
cruelty, or anti-academic slogans. Students should not wear expensive jewelry to school. Students are not
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allowed to wear wallet chains. Students can wear headbands (across the head), but not bandanas (across the
forehead). For safety, students cannot wear dangling or large hoop earrings or dangling bracelets. Students
will be asked to take off the dangling or large hoop earrings and the school will not be responsible for them.
The only part of the body that can have a piercing is the ears. If another part of the body is pierced, students
may not wear jewelry in that piercing to school. No pointy gauges can be worn at school. Circle gauges
cannot be larger than a thumb. Hats must be solid colors and may not be worn in class. Accessories may not
have any drug or alcohol related designs/pictures.
FREE DRESS
We frequently reward students with free dress days. On those days, students must wear clothing appropriate
for a school setting which means nothing with pictures, words or symbols that suggest guns, explosives,
weapons, drugs, alcohol, racism, sexuality, cruelty, or anti-academic slogans. No Apparel with professional
sport logos or affiliated with any professional sports association. (National Basketball Association, National
Football Association etc.) No spaghetti strap tank tops, short skirts, or oversized clothes. Tank tops (no halter
tops allowed) straps must be at least a two-finger width, must cover the entire bra strap. Clothes should be an
appropriate size so that stomachs and cleavage are covered. Backless shirts, baggy, and/or extra tight clothing
are not acceptable free dress. For safety reasons, we still enforce the “Accessories” portion of the dress code
even on a free dress days. Also, students must still wear athletic shoes (see Shoes above).
The free dress wristband must be worn at the beginning of the day with the name of the student and date on
the wristband. Free dress wristbands may only be worn Monday-Thursday or on Festive days if one was
purchased. Students are not allowed to use their free dress pass on Fridays. It is a major offense/referral for
students to tamper with the date on wristbands and wear them for more than one day. Students are not
allowed to let other students have their wristbands.
Free dress does not excuse students from wearing the proper uniform for their Physical Education class. They
must still bring the proper P.E. attire.

Physical Education (P.E.) Dress Code
If the student does not comply with the following uniform policy, they will receive a disciplinary consequence
and a lowering of their grade may occur. If the student does not dress for PE they will have to perform
physical education in their School uniform and participation points will be docked.
● Clothes, caps, shoes, and socks may not have pictures, words or symbols that suggest guns, explosives,
weapons, drugs, alcohol, racism, sexuality, cruelty, or anti-academic slogans.
● Clothes should not have holes, be dirty, or have writing (student’s name is acceptable).
● Caps, beanies, visors, and/or head scarves must be a solid color and the only logos permitted are the JJMS
logo or the logo of a university.
● T-shirts:
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o Colors- SOLID COLORS White, Black, Grey and Burgundy
o Shirts may have only white, black, grey, or burgundy trimming/lining
o Acceptable Logos- small (size of a thumb) sports brand, JJMS logos (JJMS sports and/or
enrichment T-shirts are acceptable apparel for PE), or university logo
● Shorts/Workout pants:
o
Students may choose to wear either shorts or workout pants.
o
Shorts must be within 1 inch above or below the knee
o
Yoga pants, jeggings, joggers, shorts cut above the thigh, and other tight fitting clothing
will NOT be permitted.
o
Sweats and other workout pants must not be extremely baggy, meaning more than one size
larger than needed.
o
Acceptable colors are black, burgundy, or grey
o
Trimming/lining on shorts/workout pants must be white, black, grey, or burgundy
● Shoes
o
Athletic shoes ONLY
o
Must have laces or 1-inch Velcro
o
Shoes must fit tightly and securely so that they will not come off during exercise.
o
Socks are required. If a student does not have acceptable socks, they will be required to put
on brand-new socks provided by the school.
Severe Weather Conditions Policy (Rainy Day or 100 degree Weather)
Students must abide by the Uniform Policy at all times, unless an administrator makes any changes in writing
or via a phone blast, due to severe weather. Students are expected to have their PE uniforms with them
Monday through Thursday regardless of weather. JJMS staff may determine that changing is unnecessary for
a particular day, but students must have their PE uniform with them.
All supplies, materials, and equipment needed to participate in educational activities shall be provided to
students free of charge. JJMS does not use a “fee waiver” policy to make student fees permissible. JJMS does
not require the purchase of any uniform or logoed articles of clothing.

HEALTH ISSUES AT SCHOOL
Glasses
Students who have been prescribed glasses must bring their glasses with them every day. Parents are
responsible for making sure that a child has a pair of glasses. A parent/guardian can be reported for neglect if
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a child does not have glasses. We have a social worker on campus that can provide referrals to places that can
provide free glasses.
Snack Policy
Some students have very dangerous food allergies including allergies to nuts, especially peanuts. Please try
not to send any food to campus with nuts as an ingredient. If your child has a lunch item with nuts, they will
be provided with a safe place to eat their food and asked to wash their hands thoroughly in an isolated area
before interacting with other students. A single smear of peanut butter could kill a child with a severe allergy.
Out of concern for the nationwide epidemic of childhood obesity and the negative impact of some food items
on the ability of students to concentrate, especially after lunch, JJMS does not allow high-sugar sodas, energy
drinks, candy, gum, chips, mints or fast food on campus for students except as part of our official reward
system. JJMS does not allow high-fat foods, such as those that have more than 30% of the calories from fat.
Or any food with high sugar content (having any form of sugar as one of the first three ingredients). There
may be rare occasions where a special school-sponsored event/celebration allows for this type of food at
school, but our message to students is that high sugar or non-nutritious foods should be a special treat and not
part of a daily lunch. Your child’s birthday is not an event that allows for snacks or treats that violates this
policy.
A high sugar food is any food where one of the first three ingredients is sugar, corn syrup, dextrose or any
other term for sugar. High-sugar or high-fat foods like soda, candy, gum and chips will be confiscated and
will only be released to a parent or guardian. Because it would be impossible to try to check on every soda
can or treat, this policy means that sugar free soda, sugar free mints and sugar-free candy are also not allowed
on campus.
Purchased food items with limited nutritional value such as french fries, milkshakes, chips, sodas, coffee
drinks, energy drinks, candy, smoothies or any fried foods (except as part of our official reward system). A
hamburger or hot dog or sandwich with a side of fruit would be acceptable if only done occasionally.
If a student is unwell, they can leave cough drops in the main office and ask for a pass to retrieve a cough
drop when necessary.
Gum
JJMS forbids gum. Students with gum will face consequences and on their third offense will be required to
perform community beautification on Saturday related to gum damage to furniture and carpets. There is
constant (weekly) damage done to furniture and carpets on campus. It is reasonable to assume that a student
who has been cited for having gum on campus three times is contributing to that damage and should assume a
portion of the responsibility for beautifying their campus.
Meal Program
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We have contracted with a private caterer to provide breakfast and lunch on campus. The School participates
in the National School Lunch Program. Applications for free or reduced price meals are mailed to all families
over the summer. They can also be obtained on the School website and in the main office. All families are
encouraged to complete the application form in order to include as many eligible students as possible. We are
participating in a grant program that means that we do not have to charge for breakfast or lunches. However,
we need to have as many program applications as possible so that we will continue to qualify for this free for
all program.
Every child in the School is issued a plastic card with an attached keychain. This is used every day at lunch.
If a student loses this card, it is considered to be the same as losing a textbook and the child will pay for a
replacement or perform community service on campus.
Parents who have signed up for certain state programs may receive a notice in the mail letting them know that
they do not need to fill out a National School Lunch Program application because they will be automatically
enrolled.
We have noticed that there are many students who are not taking advantage of the school lunch program, but
are also not bringing their own food to eat at lunchtime. When a child does not eat at lunch, they are often
sluggish and unable to focus in their afternoon classes. It is extremely important that children eat throughout
the day to meet the needs of their growing bodies and to provide them with the energy they need to be
successful at school. Please talk to your child about the importance of eating healthy, balanced meals
throughout the day. Ask your child every day what they ate for lunch and encourage them to pick up a School
lunch if they do not bring their own.
Hygiene
Middle School students can be unaware of their personal hygiene. Students need to brush their teeth every
day and bathe on a regular basis. Parents should remind students about these daily routines. Parents should
discuss the changes that take place in their body at this time of life. With older students, body odor becomes
an issue. Our students are usually very active which typically results in sweating. Therefore, please do not
hesitate to provide non-spray antiperspirant/deodorant for your child. When children come to school unclean,
others notice. This can lead to teasing and avoidance by other students. Please do everything possible so
that your child can have positive social relationships. We do not want any student to feel left out or
avoided.
Mandated Reporters
All school personnel are required by law to report any suspected child abuse and/or neglect immediately to the
Los Angeles County Department of Children and Family Services (‘DCFS”) for investigation. These reports
are confidential and staff cannot provide any specific information regarding reports to parents. If you have a
question about something that was reported, please make an appointment to speak with a School
Administrator. The Administrator will meet once with a parent to explain the law regarding reports. After
that meeting, the parent/guardian will be referred to to the DCFS. If a parent continues to attempt to discuss
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this matter with school staff, including the Principal, in a disruptive manner, they may be barred from campus
for disrupting school functions.
Sleep
It is very important for all children to get the appropriate amount of sleep. They are all growing and need to
be well rested before they come to school. When a child is going through a growth spurt, they require more
sleep than normal. Children in middle school generally need from 10 to 12 hours of sleep every night. Young
adults require at least 8 hours of sleep. Be aware that your child may be using their cell phone, computer,
and other electronic devices after they appear to have gone to bed. Parents need to monitor the use of
these devices and make sure that children get a minimum of 8 hours of sleep every night.
Illness
If your child is ill, please call and inform the office. For your own child’s protection and the protection of
others, please do not send him/her to school sick. If your child needs immediate medical attention, we will
call 911. If your child complains of feeling sick while at school, you will be called because JJMS cannot
determine the severity of their illness. We will not be responsible for making a decision that your child is
“really” sick. You need to explain this to your child. If you do not respond to our call about illness or minor
injury, we will go to the numbers on the emergency card. If we cannot reach anyone from the emergency
card, we may call 911 and have the paramedics decide what medical treatment your child needs. This may
result in your child being taken to the hospital.
If at all possible, try to get a copy of the homework your child missed during his/her absence. Requests for
homework can be made in the Main Office. Any requests made by 9:00 am will be available for pick-up after
2:45 pm of the same day. Any requests made after 9:00 am will be available for pick-up the following day. A
child who is absent is welcome to come to Saturday school for additional assistance in catching up with
missed work. Make up work should be returned in the number of days missed. If a child is absent for one day,
they have one day to make up the work.
Immunizations
To ensure a safe learning environment for all students, JJMS follows and abides by the health standards set
forth by the state of California. Students will not attend school until all required records have been received.
The immunization status of all students will be reviewed periodically. Those students who do not meet the
State guidelines may be excluded from school until the requirements are met. Students who have been
exposed to a communicable disease for which they have not been immunized may be excluded from school at
the discretion of JJMS.
Please note that students will not be permitted to use a personal belief exemption from the
immunization and vaccine requirements for medical necessity unless included within the grandfather
provision. Inquire at the Main Office for more information.
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New students will not be enrolled unless a written immunization record provided by a physician or the health
department is presented at the time of enrollment and immunizations are up to date or unless written
communication is provided to waive this requirement for specific reasons. There are new requirements for
Hepatitis B and Measles-Mumps-Rubella vaccines (MMR) and TDAP immunizations. Students who require
additional vaccine doses or who lack a written record are no longer allowed a grace period.
Administration of Medication and EpiPens
If it is necessary for your child to take medications at School (either prescription or nonprescription drugs)
and/or self-carry and self-administer prescription auto-injectable epinephrine or inhaled asthma medication,
please be advised of the following legal requirements. In order for students to take medication at School, the
School must receive:
1. Written statement from the physician and surgeon or physician assistant detailing the name of the
medication, method, amount, time schedules by which medication is to be taken and confirming that
the student is able to self-administer auto-injectable epinephrine or inhaled asthma medication,.
Printed forms for medication at School are available from the School Office.
2. Written statement from the student’s parent(s), foster parent(s), or guardian(s) consenting to the
self-administration, providing a release for the JJMS health aide or designated school personnel to
consult with the health care provider of the pupil regarding any questions that may arise with regard to
the medication, and releasing JJSM and school personnel from civil liability if the self-administering
pupil suffers an adverse reaction as a result of self-administering medication. Printed forms for
medication at School are available from the School Office.
3. Medicine must be provided to the school in the original pharmaceutical container
In order for your child to carry and self-administer an epipen, the School must obtain:
1. A written statement from the physician and surgeon or physician assistant detailing the name of the
medication, method, amount, and time schedules by which the medication is to be taken, and
confirming that the student is able to self-administer an epipen, AND
2. A written statement from the parent, foster parent, or guardian of the student consenting to the
self-administration, providing a release for the designated school personnel to consult with the health
care provider of the student regarding any questions that may arise with regard to the medication, and
releasing JJMS and School personnel from civil liability if the self-administering student suffers an
adverse reaction as a result of self-administering medication.
Trained personnel who have volunteered may use epinephrine auto-injectors to provide emergency medical
aid to persons suffering, or reasonably believed to be suffering from, an anaphylactic reaction. JJMS will
ensure it has the appropriate type of epinephrine auto-injector on site (i.e., regular or junior) to meet the needs
of its pupils. JJMS will ensure staff properly store, maintain, and restock the epinephrine auto-injectors as
needed. JJMS will ensure any school personnel who volunteer are appropriately trained regarding the storage
and emergency use of epinephrine auto-injectors based on the standards developed by the Superintendent of
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Public Instruction. JJMS will distribute an annual notice to all staff describing the request for volunteers who
will be trained to administer an epinephrine auto-injector to a person if that person is suffering, or reasonably
believed to be suffering from, anaphylaxis. The annual notice shall also describe the training the volunteer
will receive.
We will provide secure storage for the medication at the front desk. A log is kept showing when the child
comes to the desk to take their medication. Due to concerns regarding liability, the child will be handed the
stored medication and the staff of JJMS will not measure out the medication or administer the medication
directly to the child. JJMS does NOT have a nurse on campus.
Diabetes
JJMS will provide an information sheet regarding Type 2 Diabetes to the parent or guardian of incoming 7th
grade students, pursuant to Education Code Section 49452.7. The information sheet shall include, but shall not
be limited to, all of the following:
1. A description of Type 2 Diabetes.
2. A description of the risk factors and warning signs associated with Type 2 Diabetes.
3. A recommendation that students displaying or possibly suffering from risk factors or warning signs
associated with Type 2 Diabetes should be screened for Type 2 Diabetes.
4. A description of treatments and prevention of methods of Type 2 Diabetes.
5. A description of the different types of diabetes screening tests available.
Student Concussion and Head Injury
A concussion is a brain injury that can be caused by a bump, blow, or jolt to the head, or by a blow to another
part of the body with the force transmitted to the head. Even though most concussions are mild, all
concussions are potentially serious and may result in complications including prolonged brain damage and
death if not recognized and managed properly. Because the Charter School has elected to offer an athletic
program, we must immediately remove from a school-sponsored athletic activity for the remainder of the day
an athlete who is suspected of sustaining a concussion or head injury during that activity. The athlete may not
return to that activity until he or she is evaluated by, and receives written clearance from, a licensed healthcare
provider. If the licensed health care provider determines the athlete has a concussion or head injury, the
athlete shall also complete a graduated return-to-play protocol of no less than 7 days in duration under the
supervision of a licensed health care provider. On a yearly basis, a concussion and head injury information
sheet must be signed and returned by the athlete and the athlete’s parent or guardian before the athlete initiates
practice or competition. This requirement does not apply to an athlete engaging in an athletic activity during
the regular school day or as part of a physical education course. Further, JJMS shall inform parents or legal
guardians of this policy and obtain the parent’s or legal guardian’s consent and signature on the Concussion
Information Sheet (all students) and Parent & Athlete Concussion Information Sheet (athletes) before
permitting a child to participate in a sporting event. These documents are distributed at the beginning of the
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school year to every student and at the beginning of the season to every athlete, but parents may also obtain a
copy any time during the school year in the main office.
It shall be the policy of JJMS to require all coaches, assistant coaches, athletic program support staff, and
physical education teachers to complete training on the recognition and management of concussions or head
injuries. Coaches and Physical Education teachers must complete 2 training courses.
Sudden Cardiac Arrest
JJMS is invested in the health of its athletes, especially their heart health. Sudden cardiac arrest (SCA) is
when the heart stops beating, suddenly and unexpectedly. Those wishing to participate in athletics at JJMS,
must review the information sheet on sudden cardiac arrest via the link below and attached to this handbook:
http://assets.ngin.com/attachments/document/0115/1081/Sudden_Cardiac_Arrest_Info_.pdf.
Lice
The Governing Board of James Jordan Middle School (“JJMS”) recognizes that infestations of certain pests,
such as head lice and bed bugs, among students require treatment but do not pose a risk of transmitting
disease. The Principal or designee shall encourage early detection and treatment in a manner that minimizes
disruption to the educational program and reduces student absences.
To prevent the spread of pests that do not pose a risk of transmitting disease, JJMS personnel shall report all
suspected cases of such pests to the Principal or authorized JJMS personnel, as soon as possible. The
Principal, a designated health clerk, or other authorized JJMS personnel shall examine the student, any
siblings of the affected student, or members of the same household that also attend JJMS. In the case of head
lice, an infestation shall be determined by looking closely through the hair and scalp for nits or live lice. In the
case of bed bugs, an infestation shall be determined by a visual inspection of the child’s outer garments and
outside of personal belongings (including, but not limited to, the visual inspection of child’s backpack, purse,
or tote).
If nits, lice, bed bugs, or other pests that do not transmit disease are found, the parent/guardian shall be
provided information on the biology of head lice, bed bugs, or other pests (as applicable), methods to
eliminate infestation, and directions to examine household contacts for the pests. In the case of head lice, the
designated health clerk or authorized JJMS personnel shall educate parents/guardians on the importance of
ongoing daily combing with a metal nit comb until lice and nits are completely eradicated.
If it is necessary to exclude one or more students from attendance to prevent the spread of the pest infestation,
the parent/guardian shall be notified to arrange pick up of their child or children from school. In such a case,
the student(s) shall be excluded from attendance until the student is determined to be free of the pest
infestation. Furthermore, an exposure notice with information about head lice, bed bugs, or other pests (as

An Independent Public Charter School

7911 Winnetka Ave, Winnetka, CA 91306 - Phone: 818-882-2496 - Fax: 818-882-1798 www.jamesjordanms.com

57

James Jordan Middle School

Character ~ College ~ Community
applicable) shall be sent home to all parents/ guardians of the students who have been exposed to the pest
infestation.
Excluded students may return to JJMS the next day but must bring a note from the parent/guardian verifying
treatment. Before re-admittance to the classroom, the designated health clerk or other authorized JJMS
personnel will examine the student to confirm that no nits, lice, bed bugs, or other such pest that does not
transmit disease are present. If no pests are found, the student may return to the classroom. If pests are found,
the health clerk or authorized JJMS personnel shall periodically reinspect the student for the presence of pests.
If pests are found and it is necessary to prevent the spread of the pest infestation, the student will be returned
home for further treatment. The student should be referred to their health care provider if resistance to
treatment (such as pediculicide [substances used to treat lice]) is suspected.
JJMS personnel shall maintain the privacy of students identified as having head lice, bed bugs, or other pests,
including when such students are excluded from attendance.
Ringworm
Ringworm is an infectious disease characterized by scaling or cracking of the skin. In severe cases vesicular
lesions appear on various parts of the body. Students with ringworm will be sent home and require a doctor’s
note indicating that the ringworm is not contagious to readmitted.
Chickenpox
An effort will be made to notify parents/guardians about School exposure to chickenpox. The parent/guardian
of a student for whom chickenpox presents a particular hazard should contact the School to facilitate
communication. Students at risk include those with conditions affecting the immune system and those
receiving certain drugs for the treatment of leukemia or organ transplants. If your child has chickenpox,
please inform the school.
Other Illnesses/Injuries
Students who are injured should return to school as soon as the doctor says they are ready. A student
returning to School with sutures, casts, crutches, brace(s), or a wheelchair must have a physician’s written
permission to attend school and must comply with any safety procedures required by the school
administration. Students with injuries that prevent them from doing school work in the regular manner will be
provided with assistance so that they can continue to participate in school.
A student returning to school following a serious or prolonged illness, injury, surgery, or other hospitalization,
must have written permission by the health care provider to attend School, including any recommendations
regarding physical activity. Students may be excused from physical education class when a student is unable
to participate in a regular or modified curriculum for a temporary period of time due to illness or injury.
A parent’s written request for an excuse from PE will be accepted for up to three (3) days; thereafter, a written
notice is needed from the student’s health care provider.
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Each year a current Emergency Information Card must be on file at the School for all students so that
parents/guardians can be notified promptly in case of accident or illness involving their child.
Treatment of School-Related Injuries
It is the policy of the school to treat minor injuries (scrapes, paper cuts, bumps, etc.) with ice packs, cold
compresses, or Band-Aids as needed. Parents will be notified about minor injuries at the discretion of the
administration. When confronted with more serious injuries/illnesses, school staff will contact parents, and, if
there is any concern about the child’s safety, we will call 911. It is the responsibility of the parents to update
school medical and emergency information.
Hearing, Scoliosis and Eye Examinations
Students will be receive hearing, scoliosis and vision screenings as mandated by California State Law. Where
applicable, a qualified nurse or other health professional will be brought on campus to perform these services.
Notices and consent forms will be sent to you prior to the screening.
Chronic Conditions
For your child’s safety, the school must be aware of any special needs your child may have, such as asthma,
allergies, or any other persistent medical conditions.

Homeless Youth Education
The term “homeless children and youth” means individuals who lack a fixed, regular and adequate nighttime
residence due to economic hardship. It includes children and youths who (42 USC 11434 (a)):
1. Are sharing the housing of other persons due to loss of housing, economic hardship, or a similar
reason; are living in motels, hotels, trailer parks or camping grounds due to the lack of alternative
adequate accommodations; are living in emergency or transitional shelters; are abandoned in
hospitals; or are awaiting foster care placement;
2. Have a primary nighttime residence that is a public or private place not designed for or ordinarily
used as regular sleeping accommodations for human beings;
3. Are living in cars, parks, public spaces, abandoned buildings, substandard housing, bus or train
stations, or similar settings; and
4. Migratory children and unaccompanied youth (youth not in the physical custody of a parent or
guardian) may be considered homeless if they meet the above definition of “homeless.”
Homeless status is determined in cooperation with the parent or guardian. In the case of unaccompanied
youth, status is determined by the School Liaison.
School Liaison: The Executive Director or designee designates the following staff person as the School
Liaison for homeless students ((42 USC 11432(g)(1)(J) & (e)(3)(C).):
Griselda Lara
Assistant Principal
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The School Liaison shall ensure that (42 U.S.C. 11432(g)):
1. Homeless students are identified by school personnel and through coordination activities with
other entities and agencies.
2. Homeless students enroll in, and have a full and equal opportunity to succeed at JJMS.
3. Homeless students and families receive educational services for which they are eligible, including
services through Head Start programs (including Early Head Start programs) under the Head Start
Act, early intervention services under part C of the Individuals with Disabilities Education Act,
any other preschool programs administered by JJMS, if any, and referrals to health care services,
dental services, mental health services and substance abuse services, housing services, and other
appropriate services.
4. Parents/guardians are informed of the educational and related opportunities available to their
children and are provided with meaningful opportunities to participate in the education of their
children.
5. Public notice of the educational rights of homeless children is disseminated at places frequented by
parents or guardians of such youths, and unaccompanied youths, including schools, shelters, public
libraries, and soup kitchens, and in a manner and form understandable to the parents and guardians
of homeless youth and unaccompanied youth.
6. Enrollment/admissions disputes are mediated in accordance with law, the JJMS charter, and Board
policy.
7. Parents/guardians are fully informed of all transportation services, as applicable.
8. School personnel providing services receive professional development and other support.
9. The School Liaison collaborates with State coordinators and community and school personnel
responsible for the provision of education and related services to homeless children and youths.
10. Unaccompanied youth are enrolled in school; have opportunities to meet the same challenging
State academic standards as the State establishes for other children and youth; and are informed of
their status as independent students under section 480 of the Higher Education Act of 1965 and
that the youths may obtain assistance from the School Liaison to receive verification of such status
for the purposes of the Free Application for Federal Student Aid described in section 483 of the
Act.
For any homeless student who enrolls at the School, a copy of JJMS’s complete policy shall be provided at
the time of enrollment and at least twice annually.

Nondiscrimination Statement
JJMS does not discriminate against any student or employee on the basis of actual or perceived disability,
gender, gender identity, gender expression, nationality, race or ethnicity, religion, religious affiliation, sexual
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orientation, or any other characteristic that is contained in the definition of hate crimes in the California Penal
Code.
JJMS adheres to all provisions of federal law related to students with disabilities, including, but not limited to,
Section 504 of the Rehabilitation Act of 1973, Title II of the Americans with Disabilities Act of 1990
(“ADA”), and the Individuals with Disabilities Education Improvement Act of 2004 (“IDEIA”).
JJMS is committed to providing a work and educational atmosphere that is free of unlawful harassment under
Title IX of the Education Amendments of 1972 (sex); Titles IV, VI, and VII of the Civil Rights Act of 1964
(race, color, or national origin);The Age Discrimination in Employment Act of 1967; The Age Discrimination
Act of 1975; the IDEIA; and Section 504 and Title II of the ADA (mental or physical disability). JJMS
prohibits sexual harassment, including cyber sexual bullying, and harassment based upon pregnancy,
childbirth or related medical conditions, race, religion, religious affiliation, creed, color, gender, gender
identity, gender expression, national origin or ancestry, physical or mental disability, medical condition,
marital status, age, sexual orientation, or any other basis protected by federal, state, local law, ordinance or
regulation. JJMS does not condone or tolerate harassment of any type, including discrimination, intimidation,
or bullying, including cyber sexual bullying, by any employee, independent contractor or other person with
which JJMS does business, or any other individual, student, or volunteer. This applies to all employees,
students, or volunteers and relationships, regardless of position or gender. JJMS will promptly and thoroughly
investigate any complaint of harassment and take appropriate corrective action, if warranted. Inquiries,
complaints, or grievances regarding harassment as described in this section, above, should be directed to the
JJMS Uniform Complaint Procedures (“UCP”) Compliance Officer:
Maria Alvarado, Principal
James Jordan Middle School
7911 Winnetka Ave.,Winnetka, CA 91306
(818) 882-2496

Bullying and Cyberbullying
JJMS recognizes the harmful effects of bullying on student learning and school attendance and desires to
provide school environments that protect students from physical and emotional harm. JJMS considers safety
a high priority and has no tolerance for the bullying of any student. Bullying is defined within the School’s
harassment policy, below. All incidents will be investigated and consequences will be administered
appropriately and in alignment with the School’s Title IX, Harassment, Intimidation, Discrimination, and
Bullying Policy, outlined below.

Gun-Free Schools Act
JJMS shall comply with the federal Gun-Free Schools Act.
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* James Jordan Middle School reserves the right to update this handbook at any time. Parents will be
notified of any updates in writing and by school wide phone message*

COMPLAINT POLICIES
UNIFORM COMPLAINT POLICY AND PROCEDURES
James Jordan Middle School (the “Charter School”) policy will comply with applicable federal and state laws
and regulations. The Charter School is the local agency primarily responsible for compliance with federal and
state laws and regulations governing educational programs. Pursuant to this policy, persons responsible for
conducting investigations shall be knowledgeable about the laws and programs, which they are assigned to
investigate. This complaint procedure is adopted to provide a uniform system of complaint processing for the
following types of complaints:
(1)

Complaints of unlawful discrimination, harassment, intimidation, or bullying against any protected
group including actual or perceived discrimination on the basis of the actual or perceived
characteristics of age, ancestry, color, disability, sex, sexual orientation, gender, gender expression,
gender identity, genetic information, ethnic group identification, race or ethnicity, nationality, national
origin, religion, or on the basis of a person’s association with a person or group with one or more of
these actual or perceived characteristics in any Charter School program or activity; and

(2)

Complaints of violations of state or federal law and regulations governing the following programs
including but not limited to: adult education programs, special education programs, consolidated
categorical aide, migrant education, career technical and technical education training programs, child
care and development programs, child nutrition program, foster and homeless youth services, and No
Child Left Behind Act (2001) programs (Titles I-VII).

(3)

A complaint may also be filed alleging that a pupil enrolled in a public school was required to pay a
pupil fee for participation in an educational activity as those terms are defined below.
a.

“Educational activity” means an activity offered by a school, school district, charter school or
county office of education that constitutes an integral fundamental part of elementary and
secondary education, including, but not limited to, curricular and extracurricular activities.

b.

“Pupil fee” means a fee, deposit or other charge imposed on pupils, or a pupil’s parents or
guardians, in violation of Section 49011 of the Education Code and Section 5 of Article IX of
the California Constitution, which require educational activities to be provided free of charge
to all pupils without regard to their families’ ability or willingness to pay fees or request
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special waivers, as provided for in Hartzell v. Connell (1984) 35 Cal.3d 899. A pupil fee
includes, but is not limited to, all of the following:

(4)

i.

A fee charged to a pupil as a condition for registering for school or classes, or as a
condition for participation in a class or an extracurricular activity, regardless of whether
the class or activity is elective or compulsory, or is for credit.

ii.

A security deposit, or other payment, that a pupil is required to make to obtain a lock,
locker, book, class apparatus, musical instrument, uniform or other materials or
equipment.

iii.

A purchase that a pupil is required to make to obtain materials, supplies, equipment or
uniforms associated with an educational activity.

c.

A pupil fees complaint may be filed anonymously if the complaint provides evidence or
information leading to evidence to support an allegation of noncompliance with laws relating
to pupil fees.

d.

If the Charter School finds merit in a pupil fees complaint the Charter School shall provide a
remedy to all affected pupils, parents, and guardians that, where applicable, includes
reasonable efforts by the Charter School to ensure full reimbursement to all affected pupils,
parents, and guardians, subject to procedures established through regulations adopted by the
state board.

e.

Nothing in this section shall be interpreted to prohibit solicitation of voluntary donations of
funds or property, voluntary participation in fundraising activities, or school districts, school,
and other entities from providing pupils prizes or other recognition for voluntarily participating
in fundraising activities.

Complaints of noncompliance with the requirements governing the Local Control Funding Formula or
Sections 47606.5 and 47607.3 of the Education Code, as applicable.

The Charter School acknowledges and respects every individual’s rights to privacy. Unlawful discrimination,
harassment, intimidation or bullying complaints shall be investigated in a manner that protects (to the greatest
extent reasonably possible) the confidentiality of the parties and the integrity of the process. The Charter
School cannot guarantee anonymity of the complainant. This includes keeping the identity of the complainant
confidential. However, the Charter School will attempt to do so as appropriate. The Charter School may find
it necessary to disclose information regarding the complaint/complainant to the extent necessary to carry out
the investigation or proceedings, as determined by the Principal or designee on a case-by-case basis.
The Charter School prohibits any form of retaliation against any complainant in the complaint process,
including but not limited to a complainant’s filing of a complaint or the reporting of instances of unlawful
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discrimination, harassment, intimidation or bullying. Such participation shall not in any way affect the status,
grades or work assignments of the complainant.
Compliance Officers
The Governing Board designates the following compliance officer(s) to receive and investigate complaints
and to ensure the Charter School’s compliance with law:
Maria Alvarado, Principal
James Jordan Middle School
7911 Winnetka Ave.,Winnetka, CA 91306
(818) 882-2496
The Principal or designee shall ensure that employees designated to investigate complaints are knowledgeable
about the laws and programs for which they are responsible. Designated employees may have access to legal
counsel as determined by the Principal or designee.
Should a complaint be filed against the Principal, the compliance officer for that case shall be the Executive
Director Myranda Marsh (marsh@jamesjordanms.com)
Notifications
The Principal or designee shall annually provide written notification of the Charter School’s uniform
complaint procedures to students, employees, parents/guardians, the Governing Board, appropriate private
officials or representatives, and other interested parties.
The annual notice shall be in English, and when necessary, in the primary language, pursuant to section 48985
of the Education Code if fifteen (15) percent or more of the pupils enrolled in the Charter School speak a
single primary language other than English.
The Principal or designee shall make available copies of the Charter School’s uniform complaint procedures
free of charge.
The annual notice shall include the following:
a.

A statement that the Charter School is primarily responsible for compliance with state and
federal laws and regulations;

b.

A statement that a pupil enrolled in a public school shall not be required to pay a pupil fee for
participation in an educational activity.
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A statement identifying the responsible staff member, position, or unit designated to receive
complaints.

d.

A statement that the complainant has a right to appeal the Charter School’s decision to the
CDE by filing a written appeal within 15 days of receiving the Charter School’s decision.

e.

A statement advising the complainant of any civil law remedies that may be available under
state or federal discrimination, harassment, intimidation or bullying laws, if applicable, and of
the appeal pursuant to Education Code § 262.3.

f.

A statement that copies of the local educational agency complaint procedures shall be available
free of charge.

Procedures
The following procedures shall be used to address all complaints which allege that the Charter School has
violated federal or state laws or regulations governing educational programs. Compliance officers shall
maintain a record of each complaint and subsequent related actions.
All parties involved in allegations shall be notified when a complaint is filed, when a complaint meeting or
hearing is scheduled, and when a decision or ruling is made.
●

Step 1: Filing of Complaint
Any individual, public agency, or organization may file a written complaint of alleged noncompliance
by the Charter School.
A complaint alleging unlawful discrimination, harassment, intimidation or bullying shall be initiated
no later than six (6) months from the date when the alleged discrimination, harassment, intimidation or
bullying occurred, or six (6) months from the date when the complainant first obtained knowledge of
the facts of the alleged unlawful discrimination, harassment, intimidation or bullying. A complaint
may be filed by a person who alleges that he/she personally suffered unlawful discrimination,
harassment, intimidation or bullying or by a person who believes that an individual or any specific
class of individuals has been subjected to unlawful discrimination, harassment, intimidation or
bullying.
Pupil fee complaints shall be filed not later than one (1) year from the date the alleged violation
occurred.
The complaint shall be presented to the compliance officer who shall maintain a log of complaints
received, providing each with a code number and date stamp.
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If a complainant is unable to put a complaint in writing due to conditions such as a disability or
illiteracy, Charter School staff shall assist him/her in the filing of the complaint.
●

Step 2: Mediation
Within three (3) days of receiving the complaint, the compliance officer may informally discuss with
the complainant the possibility of using mediation. If the complainant agrees to mediation, the
compliance officer shall make arrangements for this process.
Before initiating the mediation of an unlawful discrimination, harassment, intimidation or bullying
complaint, the compliance officer shall ensure that all parties agree to make the mediator a party to
related confidential information.
If the mediation process does not resolve the problem within the parameters of law, the compliance
officer shall proceed with his/her investigation of the complaint.
The use of mediation shall not extend the Charter School’s timelines for investigating and resolving
the complaint unless the complainant agrees in writing to such an extension of time.

●

Step 3: Investigation of Complaint
The compliance officer is encouraged to hold an investigative meeting within five (5) days of
receiving the complaint or an unsuccessful attempt to mediate the complaint. This meeting shall
provide an opportunity for the complainant and/or his/her representative to repeat the complaint orally.
The complainant and/or his/her representative shall have an opportunity to present the complaint and
evidence or information leading to evidence to support the allegations in the complaint.
A complainant’s refusal to provide the Charter School’s investigator with documents or other evidence
related to the allegations in the complaint, or his/her failure or refusal to cooperate in the investigation
or his/her engagement in any other obstruction of the investigation, may result in the dismissal of the
complaint because of a lack of evidence to support the allegation.
The Charter School’s refusal to provide the investigator with access to records and/or other
information related to the allegation in the complaint, or its failure or refusal to cooperate in the
investigation or its engagement in any other obstruction of the investigation, may result in a finding,
based on evidence collected, that a violation has occurred and may result in the imposition of a remedy
in favor of the complainant.
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Step 4: Response
Unless extended by written agreement with the complainant, the compliance officer shall prepare and
send to the complainant a written report of the Charter School’s investigation and decision, as
described in Step #5 below, within sixty (60) days of the Charter School’s receipt of the complaint.

● Step 5: Final Written Decision
The Charter School’s decision shall be in writing and sent to the complainant. The Charter School’s
decision shall be written in English and in the language of the complainant whenever feasible or as
required by law.
The decision shall include:
1.

The findings of fact based on evidence gathered.

2.

The conclusion (s) of law.

3.

Disposition of the complaint.

4.

Rationale for such disposition.

5.

Corrective actions, if any are warranted.

6.

Notice of the complainant’s right to appeal the Charter School’s decision within fifteen (15)
days to the CDE and procedures to be followed for initiating such an appeal.

7.

For unlawful discrimination, harassment, intimidation or bullying complaints arising under
state law, notice that the complainant must wait until sixty (60) days have elapsed from the
filing of an appeal with the CDE before pursuing civil law remedies.

8.

For unlawful discrimination, harassment, intimidation or bullying complaints arising under
federal law such complaint may be made at any time to the U.S. Department of Education,
Office for Civil Rights.

If an employee is disciplined as a result of the complaint, the decision shall simply state that effective action
was taken and that the employee was informed of the Charter School’s expectations. The report shall not give
any further information as to the nature of the disciplinary action.
Appeals to the California Department of Education
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If dissatisfied with the Charter School’s decision, the complainant may appeal in writing to the CDE within
fifteen (15) days of receiving the Charter School’s decision. When appealing to the CDE, the complainant
must specify the basis for the appeal of the decision and whether the facts are incorrect and/or the law has
been misapplied. The appeal shall be accompanied by a copy of the locally filed complaint and a copy of the
Charter School’s decision.
Upon notification by the CDE that the complainant has appealed the Charter School’s decision, the Principal
or designee shall forward the following documents to the CDE:
1. A copy of the original complaint.
2. A copy of the decision.
3. A summary of the nature and extent of the investigation conducted by the Charter School, if not
covered by the decision.
4. A copy of the investigation file, including but not limited to all notes, interviews, and documents
submitted by all parties and gathered by the investigator.
5. A report of any action taken to resolve the complaint.
6. A copy of the Charter School’s complaint procedures.
7. Other relevant information requested by the CDE.
The CDE may directly intervene in the complaint without waiting for action by the Charter School when one
of the conditions listed in Title 5, California Code of Regulations, Section 4650 exists, including cases in
which the Charter School has not taken action within sixty (60) days of the date the complaint was filed with
the Charter School.
Civil Law Remedies
A complainant may pursue available civil law remedies outside of the Charter School’s complaint procedures.
Complainants may seek assistance from mediation centers or public/private interest attorneys. Civil law
remedies that may be imposed by a court include, but are not limited to, injunctions and restraining orders.
For unlawful discrimination, harassment, intimidation or bullying complaints arising under state law,
however, a complainant must wait until sixty (60) days have elapsed from the filing of an appeal with the
CDE before pursuing civil law remedies. The moratorium does not apply to injunctive relief and is applicable
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only if the Charter School has appropriately, and in a timely manner, apprised the complainant of his/her right
to file a complaint in accordance with 5 CCR 4622.

UNIFORM COMPLAINT PROCEDURE FORM
Last Name: _____________________________ First Name/MI: ____________________________________
Student Name (if applicable): ______________________________ Grade: _______ Date of Birth:
___________
Street Address/Apt. #:
_________________________________________________________________________
City: _____________________________________ State: _______________ Zip Code: ________________
Home Phone: __________________ Cell Phone: _____________________ Work Phone:
__________________
School/Office of Alleged Violation:
_____________________________________________________________
For allegation(s) of noncompliance, please check the program or activity referred to in your complaint, if
applicable:
Adult Education

Consolidated Categorical Aid

Child Nutrition

Career/Technical Education

Migrant Education

Special Education

Child Development Programs

Pupil Fees

Local Control Funding Formula

Homeless & Foster Youth

No Child Left Behind Act (2001) Programs (Titles I-VII)

For allegation (s) of unlawful discrimination, harassment, intimidation or bullying, please check the basis of the
unlawful discrimination/harassment, intimidation or bullying described in your complaint, if applicable:
❏ Age

❏ Ethnic Group Identification

❏ Religion

❏ Ancestry

❏ Gender/Gender Expression/Gender
Identity

❏ Sex (Actual or Perceived)

❏ Color

❏ National Origin

❏ Sexual Orientation (Actual or
Perceived)
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❏ Disability (Mental or
Physical)

❏ Race or Ethnicity

❏ Genetic Information

❏ Based on association with a person or group with one or more of these actual or perceived characteristics

1. Please give facts about the complaint. Provide details such as the names of those involved, dates, whether witnesses
were present, etc., that may be helpful to the complaint investigator.
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
2. Have you discussed your complaint or brought your complaint to any Charter School personnel? If you have, to
whom did you take the complaint, and what was the result?
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
__________________________________________________________________________________
3. Please provide copies of any written documents that may be relevant or supportive of your complaint.
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Yes

No

Signature__________________________________________________ Date: __________________
Mail complaint and any relevant documents to:

Maria Alvarado, Principal
James Jordan Middle School P.O. Box 3230 Winnetka, CA 91396-3230

TITLE IX, HARASSMENT, INTIMIDATION, DISCRIMINATION, AND BULLYING POLICY
Discrimination, sexual harassment, harassment, intimidation, and bullying are all disruptive behaviors, which
interfere with students’ ability to learn and negatively affect student engagement, diminish school safety, and
contribute to a hostile school environment. As such, James Jordan Middle School (“JJMS”) prohibits any acts
of discrimination, sexual harassment, harassment, intimidation, and bullying altogether. This policy is
inclusive of instances that occur on any area of the school campus, at school-sponsored events and activities,
regardless of location, through school-owned technology, and through other electronic means.
As used in this policy, discrimination, sexual harassment, harassment, intimidation, and bullying are described
as the intentional conduct, including verbal, physical, written communication or cyber-bullying, including
cyber sexual bullying, based on the actual or perceived characteristics of disability, pregnancy, gender,
gender identity, gender expression, nationality, ancestry, race or ethnicity, religion, religious affiliation, sexual
orientation, childbirth or related medical conditions, marital status, age, or association with a person or group
with one or more of these actual or perceived characteristics or any other basis protected by federal, state,
local law, ordinance or regulation. In addition, bullying encompasses any conduct described in the definitions
set forth in this Policy. Hereafter, such actions are referred to as “misconduct prohibited by this Policy.”
To the extent possible, JJMS will make reasonable efforts to prevent students from being discriminated
against, harassed, intimidated, and/or bullied, and will take action to investigate, respond, address and report
on such behaviors in a timely manner. JJMS school staff that witness acts of misconduct prohibited by this
Policy will take immediate steps to intervene when safe to do so.
Moreover, JJMS will not condone or tolerate misconduct prohibited by this Policy by any employee,
independent contractor or other person with which JJMS does business, or any other individual, student, or
volunteer. This policy applies to all student actions and relationships, regardless of gender. JJMS will
promptly and thoroughly investigate any complaint of such misconduct prohibited by this Policy and take
appropriate corrective action, if warranted.
Title IX, Harassment, Intimidation, Discrimination and Bullying Coordinator (“Coordinator”):
Maria N. Alvarado
Principal
818 882-2496 alvarado@jamesjordanms.com
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Definitions
Prohibited Unlawful Harassment
● Verbal conduct such as epithets, derogatory jokes or comments or slurs;
● Physical conduct including assault, unwanted touching, intentionally blocking normal movement or
interfering with work because of sex, race or any other protected basis;
● Retaliation for reporting or threatening to report harassment
● Deferential or preferential treatment based on any of the protected classes above.
Prohibited Unlawful Harassment under Title IX
Title IX (20 U.S.C. § 1681 et. seq; 34 C.F.R. § 106.1 et. seq) and California state law prohibit harassment on
the basis of sex. In accordance with these existing laws, discrimination on the basis of sex in education
institutions is prohibited. All persons, regardless of sex, are afforded equal rights and opportunities and
freedom from unlawful discrimination in education programs or activities conducted by JJMS.
JJMS is committed to provide a workplace and educational environment free of sexual harassment and
considers such harassment to be a major offense, which may result in disciplinary action.
Sexual harassment consists of sexual advances, request for sexual favors and other verbal or physical conduct
of a sexual nature when: (a) Submission to the conduct is explicitly or implicitly a term or a condition of an
individual’s employment, academic status, or progress; (b) submission to, or rejection of, the conduct by the
individual is used as the basis of employment or academic decisions affecting the individual; (c) the conduct
has the purpose or effect of having a negative impact upon the individual's work or academic performance, or
of creating an intimidating, hostile, or offensive work or educational environment; and/or (d) submission to,
or rejection of, the conduct by the individual is used as the basis for any decision affecting the individual
regarding benefits and services, honors, programs, or activities available at or through the educational
institution.
It is also unlawful to retaliate in any way against an individual who has articulated a good faith concern about
sexual harassment against him/her or against another individual.
Sexual harassment may include, but is not limited to:
● Physical assaults of a sexual nature, such as:
o Rape, sexual battery, molestation or attempts to commit these assaults and
o Intentional physical conduct that is sexual in nature, such as touching, pinching, patting,
grabbing, brushing against another’s body, or poking another’s body.
● Unwanted sexual advances, propositions or other sexual comments, such as:
o Sexually oriented gestures, notices, remarks, jokes, or comments about a person’s sexuality or
sexual experience.
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o Preferential treatment or promises of preferential treatment to an individual for submitting to
sexual conduct, including soliciting or attempting to solicit any individual to engage in sexual
activity for compensation or reward or deferential treatment for rejecting sexual conduct.
o Subjecting or threats of subjecting an employee to unwelcome sexual attention or conduct or
intentionally making performance of the employee’s job more difficult because of the
employee’s sex.
● Sexual or discriminatory displays or publications anywhere in the workplace or educational
environment, such as:
o Displaying pictures, cartoons, posters, calendars, graffiti, objections, promotional materials,
reading materials, or other materials that are sexually suggestive, sexually demeaning or
pornographic or bringing or possessing any such material to read, display or view at work or
the educational environment.
o Reading publicly or otherwise publicizing in the work or educational environment materials
that are in any way sexually revealing, sexually suggestive, sexually demeaning or
pornographic; and
o Displaying signs or other materials purporting to segregate an individual by sex in an area of
the workplace or educational environment (other than restrooms or similar rooms).
The illustrations of harassment and sexual harassment above are not to be construed as an all-inclusive list of
prohibited acts under this Policy.
Prohibited Bullying
Bullying is defined as any severe or pervasive physical or verbal act or conduct, including communications
made in writing or by means of an electronic act. Bullying includes one or more acts committed by a student
group or group of students that may constitute as sexual harassment, hate violence, or creates an intimidating
and/or hostile educational environment, directed toward one or more students that has or can be reasonably
predicted to have the effect of one or more of the following:
1. Placing a reasonable pupil* or pupils in fear of harm to that pupil’s or those pupils’ person or property.
2. Causing a reasonable pupil to experience a substantially detrimental effect on his or her physical or
mental health.
3. Causing a reasonable pupil to experience a substantial interference with his or her academic
performance.
4. Causing a reasonable pupil to experience a substantial interference with his or her ability to participate
in or benefit from the services, activities, or privileges provided by JJMS.
* “Reasonable pupil” is defined as a pupil, including, but not limited to, an exceptional needs pupil, who
exercises care, skill and judgment in conduct for a person of his or her age, or for a person of his or her age
with his or her exceptional needs.

An Independent Public Charter School

7911 Winnetka Ave, Winnetka, CA 91306 - Phone: 818-882-2496 - Fax: 818-882-1798 www.jamesjordanms.com

73

James Jordan Middle School

Character ~ College ~ Community
Cyberbullying is an electronic act that includes the transmission of harassing communication, direct threats,
or other harmful texts, sounds, or images on the Internet, social media, or other technologies using a
telephone, computer, or any wireless communication device. Cyberbullying also includes breaking into
another person’s electronic account and assuming that person’s identity in order to damage that person’s
reputation.
Electronic act means the creation and transmission originated on or off the school site, by means of an
electronic device, including, but not limited to, a telephone, wireless telephone, or other wireless
communication device, computer, or pager, of a communication, including, but not limited to, any of the
following:
1. A message, text, sound, video, or image.
2. A post on a social network Internet Web site including, but not limited to:
a. Posting to or creating a burn page. A “burn page” means an Internet Web site created for the
purpose of having one or more of the effects as listed in the definition of “bullying,” above
b. Creating a credible impersonation of another actual pupil for the purpose of having one or
more of the effects listed in the definition of “bullying,” above. “Credible impersonation”
means to knowingly and without consent impersonate a pupil for the purpose of bullying the
pupil and such that another pupil would reasonably believe, or has reasonably believed, that the
pupil was or is the pupil who was impersonated
c. Creating a false profile for the purpose of having one or more of the effects listed in the
definition of “bullying,” above. “False profile” means a profile of a fictitious pupil or a profile
using the likeness or attributes of an actual pupil other than the pupil who created the false
profile.
3. An act of “Cyber sexual bullying” including, but not limited to:
a. The dissemination of, or the solicitation or incitement to disseminate, a photograph or other
visual recording by a pupil to another pupil or to school personnel by means of an electronic
act that has or can be reasonably predicted to have one or more of the effects described in
definition of “bullying,” above. A photograph or other visual recording, as described above,
shall include the depiction of a nude, semi-nude, or sexually explicit photograph or other
visual recording of a minor where the minor is identifiable from the photograph, visual
recording, or other electronic act.
b. “Cyber sexual bullying” does not include a depiction, portrayal, or image that has any serious
literary, artistic, educational, political, or scientific value or that involves athletic events or
school-sanctioned activities.
4. Notwithstanding the definitions of “bullying” and “electronic act” above, an electronic act shall not
constitute pervasive conduct solely on the basis that it has been transmitted on the Internet or is
currently posted on the Internet
Grievance Procedures
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1. Reporting
All staff are expected to provide appropriate supervision to enforce standards of conduct and, if they observe
or become aware of misconduct prohibited by this Policy, to intervene as soon as it is safe to do so, call for
assistance, and report such incidents. The Board requires staff to follow the procedures in this policy for
reporting alleged acts of misconduct prohibited by this Policy.
Any student who believes they have been subject to misconduct prohibited by this Policy or has witnessed
such prohibited misconduct is encouraged to immediately report such misconduct to the Coordinator:
Maria Alvarado
Principal
818 882-2496 alvarado@jamesjordanms.com
Complaints regarding such misconduct may also be made to the U.S. Department of Education, Office for
Civil Rights.
While submission of a written report is not required, the reporting party is encouraged to submit a written
report to the Coordinator. Oral reports shall also be considered official reports. Reports may be made
anonymously, but formal disciplinary action cannot be based solely on an anonymous report.
Students are expected to report all incidents of misconduct prohibited by this Policy or other verbal, or
physical abuses. Any student who feels she/he is a target of such behavior should immediately contact a
teacher, counselor, the Principal, Coordinator, a staff person or a family member so that she/he can get
assistance in resolving the issue in a manner that is consistent with this Policy.
JJMS acknowledges and respects every individual’s right to privacy. All reports shall be investigated in a
manner that protects the confidentiality of the parties and the integrity of the process. This includes keeping
the identity of the reporter confidential, as appropriate, except to the extent necessary to carry out the
investigation and/or to resolve the issue, as determined by the Coordinator or administrative designee on a
case-by-case basis.
JJMS prohibits any form of retaliation against any reporter in the reporting process, including but not limited
to a reporter’s filing of a complaint or the reporting of instances of misconduct prohibited by this Policy.
Such participation shall not in any way affect the status, grades, or work assignments of the reporter.
All supervisors of staff will receive sexual harassment training within six (6) months of their assumption of a
supervisory position and will receive further training once every two (2) years thereafter. All staff will
receive sexual harassment training and/or instruction concerning sexual harassment in the workplace as
required by law.
2. Investigation
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Upon receipt of a report of misconduct prohibited by this Policy from a student, staff member, parent,
volunteer, visitor or affiliate of JJMS, the Coordinator or administrative designee will promptly initiate an
investigation. In most cases, a thorough investigation will take no more than seven (7) school days. If the
Coordinator, or administrative designee determines that an investigation will take longer than seven (7) school
days, he or she will inform the complainant and any other relevant parties and provide an approximate date
when the investigation will be complete.
At the conclusion of the investigation, the Coordinator or administrative designee will meet with the
complainant and, to the extent possible with respect to confidentiality laws, provide the complainant with
information about the investigation, including any actions necessary to resolve the incident/situation.
However, in no case may the Coordinator or administrative designee reveal confidential information related to
other students or employees, including the type and extent of discipline issued against such students or
employees.
All records related to any investigation of complaints under this Policy are maintained in a secure location.
3. Consequences
Students or employees who engage in misconduct prohibited by this Policy will be subject to disciplinary
action.
4. Uniform Complaint Procedures
When harassment or bullying is based upon one of the protected characteristics set forth in this Policy, a
complainant may also fill out a Uniform Complaint Procedures (“UCP”) complaint form at any time during
the process, consistent with the procedures laid out in this Handbook.
5. Right of Appeal
Should the reporting individual find the Coordinator’s resolution unsatisfactory, he/she may follow the
Dispute Resolution Process found in this Student/Family Handbook.
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JAMES JORDAN MIDDLE SCHOOL CHARTER SCHOOL
TITLE IX, HARASSMENT, INTIMIDATION, DISCRIMINATION & BULLYING COMPLAINT
FORM
Your Name: ___________________________________________ Date: ___________________
Date of Alleged Incident(s): _____________________
Name of Person(s) you have a complaint against: ______________________________________
List any witnesses that were present: ________________________________________________
Where did the incident(s) occur? ___________________________________________________
Please describe the events or conduct that are the basis of your complaint by providing as much factual
detail as possible (i.e. specific statements; what, if any, physical contact was involved; any verbal
statements; what did you do to avoid the situation, etc.) (Attach additional pages, if needed):
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
___________________________________________________
I hereby authorize James Jordan Middle School to disclose the information I have provided as it finds
necessary in pursuing its investigation. I hereby certify that the information I have provided in this
complaint is true and correct and complete to the best of my knowledge and belief. I further
understand providing false information in this regard could result in disciplinary action up to and
including termination.
__________________________________________
Signature of Complainant

Date: ____________________

__________________________________________
Print Name
To be completed by the Charter School:
Received by: _______________________________

Date: ____________________

Follow up Meeting with Complainant held on: _________________
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JJMS has adopted this General Complaint Policy to address concerns about the JJMS generally or regarding
specific employees. For complaints regarding harassment or perceived violations of state or federal laws,
please refer to the Title IX, Harassment, Intimidation, Discrimination and Bullying Policy Harassment and/or
the Uniform Complaint Procedures. For all other complaints, the General Complaint form and accompanying
procedures will be appropriate.
INTERNAL COMPLAINTS
(Complaints by Employees against Employees)
This section of the policy is for use when an JJMS employee raises a complaint or concern about a coworker.
If reasonably possible, internal complaints should be resolved at the lowest possible level, including attempts
to discuss/resolve concerns with the immediate supervisor. However, in the event an informal resolution may
not be achieved or is not appropriate, the following steps will be followed by the Principal or designee:
1.

The complainant will bring the matter to the attention of the Principal as soon as possible after
attempts to resolve the complaint with the immediate supervisor have failed or if not appropriate; and

2.

The complainant will reduce his or her complaint to writing, indicating all known and relevant facts.
The Principal or designee will then investigate the facts and provide a solution or explanation;

3.

If the complaint is about the Principal, the complainant may file his or her complaint in a signed
writing to the Chair of the Board of Trustees, who will then confer with the Board of Trustees and may
conduct a fact-finding or authorize a third party investigator on behalf of the Board of Trustees. The
Chair or investigator will report his or her findings to the Board of Trustees for review and action, if
necessary.

This policy cannot guarantee that every problem will be resolved to the employee’s satisfaction. However,
JJMS values each employee’s ability to express concerns and the need for resolution without fear of adverse
consequence to employment.
POLICY FOR COMPLAINTS GENERALLY
(General Complaints and Complaints by Third Parties against Employees)
This section of the policy is for use when either a complaint does not fall under other complaint procedures or
a third party (non-employee) raises a complaint or concern about JJMS generally, or an JJMS employee.
If complaints cannot be resolved informally, complainants may file a written complaint with the office
of the Principal or Chair of the Board of Trustees (only if the complaint concerns the Principal) as
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soon as possible after the events that give rise to the complainant’s concerns. The written complaint
should set forth in detail the factual basis for the complaint.
In processing the complaint, the Principal (or designee) shall abide by the following process:
1.

The Principal or designee shall use his or her best efforts to ascertain the facts relating to the
complaint. Where applicable, the Principal or designee shall talk with the parties identified in the
complaint or persons with knowledge of the particulars of the complaint to ascertain said facts.

2.

In the event that the Principal (or designee) finds that a complaint is valid, the Principal (or designee)
may take appropriate action to resolve the problem. Where the complaint is against an employee of
JJMS, the Principal may take disciplinary action against the employee. As appropriate, the Principal
(or designee) may also simply counsel/reprimand employees as to their conduct without initiating
formal disciplinary measures.

The Principal’s (or designee’s) decision relating to the complaint shall be final unless it is appealed to the
Board of Trustees of JJMS. The decision of the Board of Trustees shall be final.
POLICY FOR COMPLAINTS GENERALLY
(General Complaints and Complaints by Third Parties against Employees)
This section of the policy is for use when either a complaint does not fall under other complaint procedures or
a third party (non-employee) raises a complaint or concern about JJMS generally, or an JJMS employee.
If complaints cannot be resolved informally, complainants may file a written complaint with the office
of the Principal or Chair of the Board of Trustees (only if the complaint concerns the Principal) as
soon as possible after the events that give rise to the complainant’s concerns. The written complaint
should set forth in detail the factual basis for the complaint.
In processing the complaint, the Principal (or designee) shall abide by the following process:
1.

The Principal or designee shall use his or her best efforts to ascertain the facts relating to the
complaint. Where applicable, the Principal or designee shall talk with the parties identified in the
complaint or persons with knowledge of the particulars of the complaint to ascertain said facts.

2. In the event that the Principal (or designee) finds that a complaint is valid, the Principal (or
designee) may take appropriate action to resolve the problem. Where the complaint is against an
employee of JJMS, the Principal may take disciplinary action against the employee. As
appropriate, the Principal (or designee) may also simply counsel/reprimand employees as to their
conduct without initiating formal disciplinary measures.
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3. The Principal’s (or designee’s) decision relating to the complaint shall be final unless it is appealed
to the Board of Trustees of the Charter School. The decision of the Board of Trustees shall be
final.
General Requirements
1. Confidentiality: All complainants will be notified that information obtained from the complainants

and thereafter gathered will be maintained in a manner as confidential as possible, but in some
circumstances absolute confidentiality cannot be assured

2. Non-Retaliation: All complainants will be advised that they will be protected against retaliation as

a result of the filing of any complaints or participation in any complaint process.

3. Resolution: The Board of Trustees (if a complaint is about the Principal) or the Principal or
designee will investigate complaints appropriately under the circumstances and pursuant to the
applicable procedures, and if necessary, take appropriate remedial measures to ensure effective
resolution of any complaint.

An Independent Public Charter School

7911 Winnetka Ave, Winnetka, CA 91306 - Phone: 818-882-2496 - Fax: 818-882-1798 www.jamesjordanms.com

80

James Jordan Middle School
Character ~ College ~ Community
GENERAL COMPLAINT FORM
Your Name: ___________________________________________ Date: _______________________
Date of Alleged Incident(s):____________________________________________________________
Name of Person(s) you have a complaint against:___________________________________________
__________________________________________________________________________________
List any witnesses that were present:_____________________________________________________
__________________________________________________________________________________
Where did the incident(s) occur?
__________________________________________________________________________________
Please describe the events or conduct that are the basis of your complaint by providing as much factual detail
as possible (i.e. specific statements; what, if any, physical contact was involved; any verbal statements; what
did you do to avoid the situation, etc.) (Attach additional pages, if needed):
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________________________
________________________________________________________________________
I acknowledge that I have read and that I understand the above statements. I hereby authorize James Jordan
Middle School to disclose the information I have provided as it finds necessary in pursuing its investigation.
I hereby certify that the information I have provided in this complaint is true and correct and complete to the
best of my knowledge and belief. I further understand providing false information in this regard could result
in disciplinary action up to and including expulsion and/or termination of employment.
__________________________________________
Signature of Complainant

Date: ___________________

_________________________________________
Print Name
To be completed by School: Received by: ______________________________Date: __________
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CELLPHONE & ELECTRONIC DEVICE AUTHORIZATION FORM
Please choose one of the following
______ My child does NOT have a cell phone or electronic device that they will take to school. I understand
that if at some point during the school year my child starts carrying a cell phone to school, I must re-submit
the form with the proper information initialed.
______ My family HAS a serious need for my child to carry a cell phone to school. I understand that my child
must turn in the phone every morning as soon as they walk on campus. I understand my child may NOT carry
their phone on them while on campus and during most off campus events. I understand that they will not get
the cell phone back until they are ready to leave campus. I understand that once my child gets their phone they
may not use it until they walk off campus (if necessary they may use it in the presence of an adult on campus
for emergency situations only).
If my child does not follow the proper protocol, the phone will be confiscated and a parent or guardian
will be required to pick it up. I understand that if my child breaks the rules, my child is responsible for
the safety and security regarding the electronic equipment. If equipment is lost, stolen, dropped, left
behind, gets wet, or otherwise is damaged JJMS is NOT liable for replacing the equipment.
Does your child have a sibling at JJMS? Yes/No
All siblings will share a cell phone locker. Please state their names below.

Student’s First Name(s): __________________________

__________________________

Last Name(s):_________________________________Grade(s): ______
Student Signature(s): _____________________________________________________
Parent Name: ________________________________________ Date __________
Parent Signature: ____________________________________
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School, Student, and Parent Promises
At James Jordan Middle School, collaborative relationships with students and families are needed to provide
the best possible opportunities for each student. Each partner makes promises to support the learning
community:
James Jordan Middle School PROMISES:
●
●
●
●
●
●
●
●
●
●

To provide a challenging grade level curriculum based on the Common Core Standards delivered with engaging
student-centered teaching methods
To maintain a highly-qualified teaching staff that responds promptly to parent calls or notes
To provide assistance and intervention plans for students who are struggling to meet the course objectives
To provide a safe, caring atmosphere for all students
To prepare students and families to advocate for and succeed at a college-preparatory high school experience
To compassionately enforce the highest standards of personal character for all of its staff, employees, vendors
and students
To share decision-making opportunities with all stakeholders
To build relationships and opportunities that strengthen the local community
To encourage students to envision themselves as successful college graduates and active members of their
community
Ensure that each employee is attentive and respectful towards parents, students and others.

Principal’s Signature: ___________________________________________

Date:____________

To help make James Jordan Middle School a place where all people feel safe, respected, and ready to
learn, I, __________________________________ (student’s name) PROMISE:
●
●
●
●
●
●
●
●

To learn from my mistakes and to accept responsibility for the consequences of my mistakes
To develop a strong personal character, such as being hard-working, fair, honest, considerate, polite, and
determined to make the world a better place
To constantly improve my academic skills with a goal of getting into the honors sections
To take advantage of all the tutoring and support services offered by JJMS
To work hard, but also ask for help when I need it
To let a trusted adult know when I am having trouble or when I am unhappy or if I know of a friend or
classmate that needs help
To think about how other people feel and therefore not bully or tease anyone
To dream about the kind of life that I want to have and the kind of college experience that would help me make
that life possible

Student Signature: _____________________________________________

Date:___________
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I, _____________________________________(parent/guardian’s name), the parent/guardian of
__________________________________________ (student’s name), want to enroll my child in James
Jordan Middle School and I PROMISE:
●

To encourage my child to see mistakes as a natural part of the learning process but to also accept that there can
be consequences that result from my child making poor choices. Initials _____

●

To encourage my child to constantly improve their academic skills with a goal of getting into the honors
sections. Initials _____

●

To attend at least two in-person conferences with my child’s teachers each year. Initials _____

●

To insure that my student is only absent from school when they are ill or in dire family emergencies (which
does not include extended family visits). Initials _____

●

To respond promptly to phone calls or notes from the school or teachers. Initials _____

●

To provide a quiet place for my child to do homework every night and to check to make sure that homework is
completed and turned in to the teachers. Initials _____

●

To get my child to school on-time, carrying the needed supplies, with the proper type of clothing, and ready to
learn after a good night’s sleep. Initials _____

●

If my child gets a C or lower grade, I will make sure that my child takes advantage of all of the opportunities for
extra academic help such as the after school program, intersessions, Saturday school, and lunch-time tutoring.
Initials _____

●

To ask my child about the books that they are reading and to make sure that they are reading at least one
appropriate book per month during the school year. Initials _____

●

To make a sincere effort to give 15 hours of service to the school each year. Initials _____

●

To meet with the teacher before reporting a classroom problem to the administration.  Initials _____

●

To support the school’s discipline policy, including that bullying and teasing will be treated as seriously as a
physical attack. Initials _____

●

To provide the school with all the information that they will need to help my child be successful.  Initials _____

●

To seek help from the school if I need support in fulfilling any of these promises. Initials _____

Parent Signature: ______________________________________________

Date _____________
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Parent Consent to Random Search for 2018-19 School Year
James Jordan Middle School (JJMS) is committed to providing a safe and drug-free campus. Drugs on campus are a danger to the
health, safety, and education of all JJMS students and staff. In order to address the issue of possession and/or use of drugs on
campus, JJMS follows the state and federal laws which allows students to be searched if there is reasonable, individualized
suspicion to believe that the student has violated or is violating either the law or JJMS rules and regulations, including, but not
limited to possession of illegal, unauthorized, or contraband materials.
This procedure is usually effective. However, despite JJMS’ best efforts, sometimes students still possess or use drugs or
contraband materials on campus. Accordingly, in order to provide JJMS with another means to ensure student and staff health and
safety, we are asking you to sign the below consent form. By signing this form, you will authorize JJMS to conduct random
searches of your student’s backpack. This means JJMS will not need to have reasonable, individualized suspicion to search your
child’s backpack, but may instead do so upon random request.
We are not requiring you to sign this form, nor will you or your student be treated any differently if you choose not to sign this
form. We are simply asking you to voluntarily consent to this additional procedure that will help us ensure a safe and drug free
campus. Your consent will only be valid through the current school year. If you do not consent to having the school perform a
random search, you will likely be asked to come to campus and verify that your child does not have any contraband in their
possession.
You also have the right to revoke your consent at any time. To revoke consent, submit your revocation in writing to the JJMS
Principal.
If you have any questions, please do not hesitate to contact the JJMS Principal at (818) 882-2496. A copy of this signed consent
form will be kept in your child’s file.
--------------------------------------------------------------------------------------------------------------------------------------------------------------

I, _______________________________ (parent/guardian name printed) understand JJMS’ concern with safety and
preventing the possession and/or use of drugs on school grounds. In order to assist JJMS in ensuring a drug-free
campus,
I voluntarily consent, on behalf of my child _______________________________ (student’s name printed), to random
searches of my child’s backpack. I understand that by consenting to random searches of my child’s backpack, the JJMS
Principal or designee may search my child’s backpack at any time upon request. I understand and agree that the
discovery of any item prohibited by JJMS’ Discipline Policy or state or federal law, such as but not limited to, drugs,
drug paraphernalia, weapons, or other dangerous objects of no use to my child at school, could result in an immediate
suspension and/or recommendation for expulsion of my child. I understand that it may also result in JJMS notifying
appropriate law enforcement agencies, consistent with the law.
I understand and agree that I am under no obligation or coercion to sign this consent, and that I signed this document
voluntarily. I also understand that neither I nor my child will be treated any differently based on my decision to sign
this form. I understand that I may revoke my consent in writing at any time.

_____________________________________
Parent’s Signature
Date
FOR OFFICE USE ONLY
Received by: ______________________________

Date: ________________________
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Computer and Internet Use at JJMS Agreement
Students need to learn how to use technology. The state-mandated tests are now given on-line. We have added more
computers and we are using many programs to help your child develop good computer skills. Students will be learning
how to search the internet and how to type and use word processing. These are skills that they will need in college.
Learning computer skills will also help your child get a good job.
Prohibited Use: We have a special program called a firewall that blocks students from being able to visit sites that have
adult content. However, students still try to type in searches for sexual content and other adult topics. You need to talk
to your child about how inappropriate it is for them to try to find this type of material, especially at school. Please talk
with your child about what you expect them to do when using a computer at school and what is acceptable for them to
do when they are using a computer at home.
Protection: None of the programs that we use for educational purposes give out any personal information about your
child. Please warn your child never to give information to anyone when they are online. Our cloud based security
software offers several features for chromebook users (i.e. students). JJMS has a cipa compliant web filter that is built
into our network. Staff is given more control in blocking and whitelisting inappropriate websites and is able to lookup
student web history.
Damage: Students need to treat the school computers with respect. They should be careful when using the computers.
They should report any accident or damage to the computer immediately. While we will be understanding if there is an
accident, students who deliberately damage school property will have to pay to replace the computer.
Inappropriate Use: Technology is a great tool. It can help your child be more successful. But, technology also provides
many temptations and opportunities for students to do things that are not acceptable. We will watch over their computer
use at school. Please monitor your child's phone and see what information and pictures that they share with their
friends. Check out their social media (Facebook, Snapchat, Twitter, Kik, Tumblr, etc.) to make you know what they are
saying to other people when they are online. Please monitor your child's video games and internet use so that you can
decide if a game or website is too violent or has sexual content.
Consequences for Inappropriate Use: I understand that computer use is a privilege and not a right. I understand that if I
violate this policy in any way, I will be subject to a referral and possible suspension. I understand that the parent or
guardian of a minor student shall be liable for the replacement cost for property the JJMS loaned to the student that the
student fails to return or that is willfully cut, defaced or otherwise damaged, up to an amount not to exceed ten thousand
dollars ($10,000), adjusted annually for inflation. When the student and parent are unable to pay for the damages, JJMS
will provide a program of voluntary work for the minor in lieu of the payment of monetary damages. A student over the
age of majority shall be liable for the same. (Ed. Code 48904).
We are excited to help your child learn good computer skills. Please help us teach your child to be safe and appropriate
with all technology.
Email Addresses: In order to help students develop more computer skills, we will be assigning each student an email
address. By using the email address, they will have access to save their documents and school work. The email
address issued by the school may NOT be used to send messages to other students, except to talk about a specific
assignment. This email address is assigned to each individual, but administrators have full access to everything that is
transmitted or stored using the school email address. The school staff can look at any of the emails and will frequently

An Independent Public Charter School

7911 Winnetka Ave, Winnetka, CA 91306 - Phone: 818-882-2496 - Fax: 818-882-1798 www.jamesjordanms.com

86

James Jordan Middle School
Character ~ College ~ Community

monitor student emails to make sure that students are only using this email address for school work – students have no
expectation of privacy. This is an internal email address which means they will not be able to email anyone outside of
the James Jordan domain.

Parents should be sure that their children understand that the school staff has full access to
their email accounts and the students will be held accountable for all messages and all
documents that are created using this account. Therefore students should NEVER share
their password with anyone.

As a user of JJMS’ technologies, I have read and hereby agree to comply with the
Computer and Internet Use at JJMS Agreement
Parent Signature:________________________________________________
Student Signature: _________________________________________________

An Independent Public Charter School

7911 Winnetka Ave, Winnetka, CA 91306 - Phone: 818-882-2496 - Fax: 818-882-1798 www.jamesjordanms.com

87

James Jordan Middle School
Character ~ College ~ Community

TELEPHONE CONSUMER PROTECTION ACT (TCPA)
OPT OUT CONSENT FORM
James Jordan Middle School (“JJMS”) utilizes an automated parent/guardian notification system to quickly
and efficiently notify parents of important school information. Such notices include information regarding
school closures/delays, security alerts, absence notifications, parent-teacher conferences, and other important
school updates. JJMS will only use an automated system to place phone calls and SMS text messages to
transmit only educationally relevant information.
Due to recent changes to the Telephone Consumer Protection Act (TCPA), parents are now required to “opt
in” to receive automated communications on their mobile device. This means parents must provide consent to
receive general messages through automated calls and SMS text messages on their wireless telephone
device(s). Consent is not required if the automated call or text is for emergency purposes, but
parents/guardians should provide a number to JJMS at which you can be reached in case of an emergency.
Parents/guardians may also revoke their consent at any time.

OPT OUT (, STOP sending me phone messages):
I,
___________________
(PRINTED
parent/guardian
name)
parent/legal
guardian
of
_____________________ (PRINTED student name) do not wish to receive school information via automated
message and hereby “opt out” of automated, non-emergency phone calls or SMS text messages from James
Jordan Middle School. The following phone number should be used for emergency notifications.
_________________________ (phone number).
________________________

________________________

Parent/Guardian Signature

Date
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Unsupervised Student

Parents must arrange for their child to leave campus (this includes the surrounding church property and parking lot)
when the school closes. The closure times for minimum days and regular days is available on the website and has
been sent home with the calendar at the beginning of the school year.
If your child is still on campus at closing time, we will attempt to call all of the contacts on the child’s emergency card.
If we cannot reach a contact, we need your instruction as to where you want your child to go. We CANNOT allow a
child to remain on the campus when there is no adult supervision.
Please INITIAL the choice you would like your child to follow

⎯
⎯
⎯

My child should begin walking home as soon as school is dismissed.
Please drop my child off at the nearest police station.
My child should walk to _______________________________ if I haven’t picked them up by the indicated

time. (Please indicate an alternative location, not the school and it’s property)

Student Name ______________________________
Parent Name ____________________________ Date ___________ Parent Signature___________________________

Estudiantes sin supervisión
Los padres deben hacer arreglos para que su hijo salga de la escuela (Esto incluye la propiedad de la iglesia
circundante y el estacionamiento) cuando la escuela cierra. Los tiempos de cierre de los días mínimos y días regulares
está disponible en la página web y ha sido enviado a casa con el calendario al comienzo del año escolar.
Si su hijo todavía está en el campus de la hora de cierre, vamos a tratar de llamar a todos los contactos de la tarjeta de
emergencia del niño. Si no podemos llegar a un contacto, necesitamos que nos indique en cuanto a donde usted
quiere que su hijo vaya. No podemos permitir que un niño permanezca en la escuela cuando no hay supervisión de un
adulto.
Ponga sus iniciales en la elección le gustaría que su hijo a seguir

⎯
⎯
⎯

Mi niño debe empezar a caminar a casa en cuanto se despide la escuela.
Por favor, dejar a mi hijo en la estación de policía más cercana.
Mi hijo debe caminar a _______________________________ si no los he recogido por el tiempo indicado.

(Por favor, indique una ubicación alternativa, no la escuela y su propiedad)
Nombre del estudiante ______________________________
Nombre de los padres ____________________________ Fecha ___________
Parent Signature___________________________________________________
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