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STUDENT AND FAMILY HANDBOOK 

  
2016-2017 

  
Welcome students and families of Laura Jeffrey Academy!  We are happy to 
have you as part of the LJA community, where we encourage our scholars to 
ask questions and make choices. 
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OUR ROOTS 

In the Spirit of Laura Jeffrey – 1915 - 2003 

LJA is named after Laura Jeffrey, a long-time Minnesota resident whose life 
exemplified the love of learning and service to community that are the goals of our 
school. Ms. Jeffrey came of age when there were few career choices available to 
women and African-Americans. 

  
Despite the limitations imposed on her, Ms. Jeffrey was an honors graduate of 
Macalester College and the only African-American in her class. After earning a 
master's degree in library science in night school, she became one of the first 
African-American librarians in the St. Paul library system, rising to branch librarian. 
Ms. Jeffrey built a life that exemplified personal strength, intelligence and a passion 
for her beliefs. 
  
In the spirit of Laura Jeffrey, LJA provides a stimulating learning environment that 
will foster confident young scholars with the skills to be a positive force in their 
communities. 
 
A Spirit of Community 

Serving a culturally diverse student body, LJA exemplifies that people thrive most 
when they work with others and take responsibility for their own learning. At LJA, 
students learn from their successes, challenges, and opportunities. 
  
Our Promise 
Laura Jeffrey Academy will provide an environment where students are free to 
explore their potential, discover their brilliance, and develop their intellect. 
  
Our Motto: Asking Questions, Making Choices 
Learning to ask key questions is crucial to becoming a critical thinker. Students 
create success by making informed choices that have a positive impact on self and 
community. 
  
School Colors: Purple, Lime Green         

  
School Mascot: Purple Panther            
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SCHOLARLY CULTURE 
 
Everyone at LJA works hard to make the environment at LJA a strong, positive one. 
From the moment you walk in the door, you should be able to sense that something 
unique is happening! 
  
We teach and model the behavior that we want to see, all according to LJA’s 
Guiding Principles. We work hard to make sure that Laura Jeffrey Academy is a 
place where ALL students are supported in forming strong, positive habits, making 
excellent choices, and achieving at high levels. 
  
What does it mean to be an LJA Scholar? 
An LJA scholar is a student who values and takes advantage of every opportunity to 
learn from and teach others. They lead by example, practicing the LJA principles 
and their actions are in harmony with these beliefs. 
  
Laura Jeffrey Academy Principles 

Our principles are our ideals of habits of mind and action. We use them to develop 
ourselves both in and out of the classroom.  The principles are for the LJA 
community on all levels; they guide everything from student behavior to staff-to-
staff interaction and staff and family interactions. 
  

1. Practicing Mutual Responsibility and Individual Accountability We work 
together to solve problems; we are accountable for our own choices, our impact on 
the community, and the environment as a whole.   

We act on this principle by: 
a.     Being dedicated scholars who follow through and live up to our daily 

responsibilities. 
b.     Working together to identify and solve problems. 
c.     Being courageous enough to take responsibility when we make mistakes. 

  
2. Searching for Truths We build communities of inquiry capable of supporting free 

and open conversation on the most important (and sometimes challenging) issues.  
We act on this principle by: 

a.     Being conscious, aware individuals who are always searching for important 
things to talk about. 

b.     Asking questions to learn more about important issues 
c.     Encouraging others to ask questions since we know that hearing different 

points of view is an important part of seeking truth. 
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3. Building Empathy We try to be aware of the situations and experiences of many 
groups of people so we can act in ways that are sensitive to the way they see the 
world.  

We act on this principle by:  
a.     Working hard to learn more about the ways that other people experience life. 
b.     Showing that we understand the connections between ourselves and others 

who may experience life differently than we do. 
  

4. Developing Generosity of Spirit We assume that each of us tries to do what we 
believe is right and we want to understand the reasons behind the actions and 
feelings of those in our community.  

We act on this principle each day by: 
a.     Recognizing that it is difficult to always have consistency between what we 

value and how we practice those values. 
b.     Helping each other build the skills to be more consistent in practicing our 

values. 
  

5. Becoming Competent We help each other become increasingly aware in order to 
bring about the results we each desire. Academically, socially, and interculturally, 
we believe that effort creates competence and competence helps build confidence 
when faced with new challenges and experiences.  

We act on this principle by: 
a.     Practicing the belief that everyone can get better. 
b.     Contributing our knowledge, talents and skills toward helping ourselves and 

others be better. 
c.     Showing a willingness to push through discomfort when learning and 

experiencing something new. 
  

6. Acknowledging Paradox and Dilemma We make progress at LJA by opening 
our minds to complexity while continuing to take action in response to the paradox 
or dilemma.  

We act on this principle by: 
a.     Avoiding frustration when faced with difficult or challenging ideas because we 

know that things (especially important things!) can be complex. 
b.     Being persistent: we don’t give up because things seem hard or complicated. 

  
7. Recognizing Strength in Vulnerability We value help from others in seeing our 

shortcomings and potential as we continue to evolve and grow.  
We act on this principle each day by: 

a.     Remembering that everyone is a work in progress -- everyone is getting 
better all the time. 
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b.     Aspiring to be honest with ourselves and others about what we need help 
with. 

c.     Knowing that asking for help is a sign of a strong person! 
  

  
STUDENT, FAMILY, AND STAFF COMMITMENT 
  
The behavior of all members of the school community must honor the school as a 
place for learning and growing. LJA staff, administrators, teachers, students and 
families share the responsibility to ensure all members of the school community are 
safe, able to learn, and treated with respect, dignity, and kindness. 
  
All school expectations apply anywhere on LJA grounds, on the school bus, 
or at any organized activity sponsored by LJA. 
  
Student Commitment and Expectations 
  

1.     Timeliness/Attendance– I will come to school every day on time (by 9:05 am to 
give the student time to go to their locker before PCN) and stay until 4:10 pm. I will 
be on time for all my classes. If I absolutely need to miss class, I will take 
responsibility for asking for and making up missed learning. 
  

2.     Uniform – I understand Laura Jeffrey Academy’s school uniform policy. I will wear 
the LJA uniform properly every day and follow the school dress code. I understand 
I cannot change or alter my uniform in anyway including cutting or writing.  
  

3.     Academic work – I will complete work on time and in a scholarly manner. It is my 
responsibility to monitor my progress towards mastery of learning targets. I will ask 
teachers for help when I am not at a “2.5” or higher and will work to increase my 
mastery. 
  

4.     Increasing Competence – I will always work, think, and behave in the best way I 
know how, because I know I improve and get smarter by working.  I will take the 
goals I set seriously and work diligently to meet and exceed them.  I will take an 
active part in reflecting on my progress, including sharing at student-teacher-
parent conferences. 
  

5.     Communication – I will ask for what I need as a growing scholar, including asking 
questions when I do not understand.  I will make myself available to my teachers 
and parents for conversation about my progress and experiences at LJA.   
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6.     Scholarly culture –I understand LJA is a community of scholars.  I will help myself 
and my classmates become stronger scholars by doing my best to learn and 
practice LJA’s principles.  I understand I hurt myself and the LJA community to act 
in ways that make it hard for me or others to learn and grow.  I expect adults at 
LJA to hold me to high expectations for my behavior and academics. 
  
  
 Family Commitment and Expectations 
  

1.     Timeliness – It is my responsibility to get my child to school every day by 9:05 
am. If they take the bus, I will make sure they are at the bus stop on time.  Getting 
my child to school on time shows respect for my own child, teachers, and other 
students. 
  

2.     Attendance – Each day of learning at LJA is vitally important.  For my child to 
meet learning targets and grow as a scholar, my child needs to be present. If my 
child must miss a day, I will contact the office by phone or fill out the online 
absence form on the LJA website.  If I don’t contact the school to report an 
absence, my child will be marked “unexcused.” The Ramsey County Truancy 
process will be implemented for 3 or more unexcused absences. 
  

3.     Support – I will help my child in the best way I know how, and will do whatever it 
takes for them to learn.  I will provide a quiet space for my child to study, and will 
ask about my child’s work and learning.  If my child is in need of support in a 
particular area, I will proactively reach out to someone at school. 
  

4.     Communication – I will make myself available to my child and teachers.  I will 
return phone calls and emails from school staff within 36 hours.  If I am asked to 
meet with staff regarding my child’s learning or behavior, I will be there. I will read 
all updates and letters sent home by the school, and return all necessary 
information on time. 
  

5.     Uniform – I understand Laura Jeffrey Academy’s school uniform policy. I will 
ensure my child is in uniform every school day. If my child is not in uniform, I 
understand that I am expected to bring a uniform to school for my scholar. 
  

6.     School Involvement — I will attend required parent meetings and conferences.  If 
for unforeseen circumstances I am not able to make a required meeting, I will let 
the school know and make arrangements for an alternate time.  I will be supportive 
in school events in whatever ways I am able: including attending and volunteering. 
I understand that volunteering at LJA is a valuable asset to the success of the 
school community. 
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7.     Scholarly culture – I understand students are scholars at LJA.  I will make sure 

my child is invested in the LJA principles.  I understand LJA is a supportive, 
nurturing environment and holds all students to high academic and citizenship 
expectations. I will support the school in its efforts to enforce these high standards. 
  

8.  Generosity of Spirit – We assume that each of us tries to do what we believe is 
right and just, and we ask each other how we see things that lead us to act as we 
do. I will give others the benefit of the doubt and ask questions when I have 
concerns. 
  
  
Teacher/Staff Commitment and Expectations 
  
Teachers and staff at LJA are committed to working to provide safety, rigor, 
challenging, hands-on learning, in a highly inclusive learning environment so that 
all students at LJA feel a strong sense of belonging. 
  

1.     Timeliness/Attendance – I will arrive every day on time. I will show I value each 
moment of learning time by beginning and ending class punctually and structuring 
my classroom to maximize student learning. 
  

2.     Quality Education – I make learning the priority in my instructional decisions. I 
commit to providing a high-quality education for my students.  I will continually 
engage them in rigorous, worthwhile work, and I am committed to regularly 
reflecting on my instruction and practice. 
  

3.     Support – I value and respect every student by knowing them as an individual.  I 
support the learning process of all students by challenging them according to their 
unique needs and strengths.  Furthermore, I practice my commitment to student 
achievement by embracing positive mindsets that serve to build positive 
relationships. 
  

4.     Communication – I will communicate honestly and regularly with parents about 
their child’s progress (gains and setbacks) and make myself available in person, by 
phone, and by email. I will return parent phone calls and emails within 24 hours 
(when school is in session) and keep my class website regularly updated (at least 
once per week). I will contact caregivers if a student is scoring lower than 2.5 on 
reported learning targets.  
  

5.     Scholarly culture – I understand it is my responsibility to help my students 
become more scholarly each day. I will teach, model, and reinforce LJA’s principles.  
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I hold all students to high academic and behavioral expectations with consistency 
and fairness, and when a student deserves recognition or needs support in this 
area, I will inform their parents/caregivers promptly. 
  

6.     Safety – I will do my best to ensure the safety, interests, and rights of all 
individuals, with an understanding that this includes the physical, emotional, and 
intellectual dimensions of my students. 
  

7.     Generosity of Spirit – We assume that each of us tries to do what we believe is 
right and just, and we ask each other how we see things that lead us to act as we 
do. I will give others the benefit of the doubt and ask questions when I have 
concerns. 
  
  
LEARNING AT LJA 
  
Daily Schedule 

●   Regular school hours are 9:10 am to 4:10 pm. 
●   Students should arrive no earlier than 8:40 am. 
●   Early dismissal days begin at 9:10 am and end at 1:00 pm. 
●   Students have three minutes passing time between classes. 
●   Each student is expected to have a binder and planner (LJA provides a planner each 

quarter) with all required elements to organize their academic work. 
  

Peer Community Network Advisory/”PCN” 9:10 - 9:35 

Period 1 9:38 - 10:53 

Period 2 10:56 – 12:11 

Period 3 (5/6 Lunch/Recess) (7/8 Enrichment) 12:14 – 12:54 

Period 4 (7/8 Lunch/Recess) (5/6 Enrichment) 12:54 – 1:34 

Period 5 1:37 – 2:52 

Period 6 2:55 – 4:10 

 
Multi-age classes create an inclusive learning community.  Middle school student 
development is naturally uneven and students arrive at LJA with a wide variety of 
academic and dispositional strengths.  Multi-age grouping enables students to have 
opportunities for mentorship, modeling, and opportunities to work at their own level 
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and push their boundaries.  We value and support each student’s individual 
developmental path and unique qualities.   

●      All courses (except Math) are offered in two levels: grades 5/6 and grades 7/8. 
Courses are designed with a 2-year curriculum cycle. 
  

●      Classes (75 min) are Language Arts Social Studies (LASS), Science Technology 
Engineering Mathematics (STEM), Mathematics, Wellness (PE/Health), and MusArt 
(Integrated Music and Art) 

 
  
Course Descriptions 
 
Language Arts and Social Studies:  LASS 
The goal of the LASS program is for students to feel confident and competent in 
their abilities to read, write, communicate and think critically.  Because we want to 
ensure student-centered inquiry, representation of multiple viewpoints, and deep 
understanding, the LASS department studies fewer topics but with greater depth 
than traditional curricula.  Students will be ready to enroll in advanced language 
arts and social studies courses in high school. True to LJA’s motto, students learn to 
ask questions about their world and make choices that benefit their world and the 
people around them.    
  
Science, Technology, Engineering and Math: STEM 
Scholars delve into Science infused with Technology and Engineering concepts to 
spark interest in STEM subjects and the natural world and build a strong foundation 
in inquiry methods and problem solving. Portions of Project Lead the Way Gateway 
to Technology curriculum comprise the engineering aspects of this integrated class. 
LJA works with several partners to ensure students build confidence and 
competence in scientific concepts and methods by participating in relevant and 
interesting projects. All students showcase their learning at a Science/Engineering 
Expo every other year. 
  
Mathematics 
At LJA, each student will develop a solid foundation in mathematics and be ready to 
enroll in Geometry by 9th grade. Connected Math curriculum, CMP-2, is used to 
build critical thinking skills and deep mathematical understanding.  Teachers make 
recommendations on math class placement based on test data, classroom data, and 
student factors including effort and disposition to learning.  LJA offers 5 levels of 
math: Math 1, Math 2, Pre-Algebra, Algebra, and Geometry. 
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Specialty Courses 
Specialties are designed to give students enriching experiences in the arts and 
wellness. Each course is taught in a 75-minute period. Students will have a full year 
of Wellness, and a semester each of Music and Art. Specialty classes for the 2016-
2017 school year are: Music, Art and Wellness (PE/Health). 
  
  
Grading at LJA: It’s about learning 
 
Teaching is subordinated to learning at LJA.  This means learning is foremost and 
teaching is adjusted as needed to maximize learning.  Grading is based on 
Minnesota State Standards and student evidence of mastery.  This looks different 
than traditional letter based grading systems.  Report cards are issued at the end of 
each of four quarters.  
  
Learning targets: are created based on Minnesota State Academic Standards for 
each quarter and are phrased as “I can” statements. Teachers make learning 
targets clear at the beginning of each quarter and each day.  Students understand 
what “work to target” looks like through clear examples of quality work.  Individual 
achievement of learning targets is the basis for grades. 
 
Formative assessments:  Also called Assessment FOR Learning, formative 
assessments are used throughout the quarter for feedback, goal setting and 
planning precise instruction. In traditional grading systems, all assessments are 
averaged for a final grade, which can penalize students for not knowing content at 
the beginning of the quarter.  In a standards-based system, students are graded on 
end of quarter achievement.  Students are given opportunities to self-assess and 
peer-assess which increases confidence and motivation. 
 
Summative Assessment:  Also called Assessment OF Learning, summative 
assessments are given at the end of the quarter to determine grades.  Typically 
students are expected to perform their understanding at the end of each learning 
unit.  Teachers provide students and parent a written overview of major summative 
assessments, including grading, early in the quarter.  Students understand in 
advance what is required to earn specific grades. Students are given an opportunity 
to revise work to meet a higher standard, as arranged with the teacher. Students 
are expected to complete all required work within established timelines. 
 
The following grades are given on report cards to reflect how a student is 
performing in relation to each standard: 
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1:  Beginning - Student has not demonstrated mastery of standard. Work is 
evident, but does not provide evidence of mastery of standard. Student requires 
significant support in this skill or concept 
2:  Developing - Student uses and understands the concept/skill with limited 
support. Some evidence of emerging understanding are demonstrated 
3:  Secure - Student independently uses and understands concept/skill and 
consistently demonstrates understanding. 
4:  Exceeds - Student consistently demonstrates a deep understanding of the 
concept or skill and provides evidence through work of the highest standard. 
U: The standard is not graded due to lack of evidence to provide for a grade. This 
may mean student work did not meet minimum requirements, or missing work was 
not completed after deadlines for missing work. 
M: Work is missing.  Student did not provide evidence of learning. If work is not 
provided by grading deadlines, an “M” will become a “0” in the calculation of report 
card grades. 
  
Report cards sometimes contain decimal grades (i.e. 2.8). These decimals are used 
to express the extent to which a student has attained a level of mastery.  For 
example, a student who has a score of 2.8 in a target or course should be 
interpreted to mean that the student is still in the “Developing” category, but is 
very close to “Secure” mastery of a target. This should be considered differently 
than a student who scores a 2.1 which means they are just meeting criteria for 
“Developing.” 
 
Caregivers can track student work through frequent checks of: 

●   JMC Parent Portal: laurajeffreyacademy.org – link at the bottom of the page under 
Parents and Caregivers – JMC Parent Portal. Or, you may type this into your Web 
browser: http://96.87.135.22/Parent 

●      Student binder and planner. 
●      Classroom website:  http://www.laurajeffreyacademy.org/classroom-pages/  

Teachers post assignments on their classroom websites. 
●      Contact teachers with questions, concerns and successes. 
●      Teachers make an effort to alert parents when student work is missing or 

incomplete or when they have concerns about behavior or learning disposition.   
  
  
STUDENT ACTIVITIES 
 
LJA is committed to providing access to enriching activities and competitions for our 
scholars in partnership with community organizations. Fees are kept to a minimum 
and scholarships may be available for students eligible for free or reduced lunch 
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and families experiencing financial hardship.  Students participating in activities are 
expected to follow LJA rules and agreements.   
 
Athletics 
Fall soccer, winter basketball, and spring volleyball offer our scholars the chance to 
compete with local teams.  LJA relies on volunteer coaches and parent assistance 
for the success of the programs.  Athletes must sign the contract on the following 
page and abide by the expectations in order to participate.  
 
Intersessions 
Students are strongly encouraged to participate in intersessions.  Intersessions are 
enrichment activities offered during quarter breaks. Experiences are hands-on, 
often outdoors and incorporate service learning. Participating in intersessions is 
another way for LJA students to gain competencies and confidence that translate 
into improved academic learning and a stronger community. Attending intersession 
is a privilege, and behavior contracts may be required.  
  

  
SUPPORT FOR SCHOLARS 
 
We support our scholars in a variety of ways socially and emotionally in addition to 
rigorous academics.   
 
Peer Community Network (PCN) Advisory 
The goal of PCN at Laura Jeffrey Academy is to support each student in gaining the 
confidence and competencies to develop into responsibly independent scholars. A 
small group of students begin each school day with their assigned PCN teacher 
designed to build community, develop social skills, and create a strong sense of 
belonging, significance, and fun for all students. In addition, the PCN teacher 
assists students by checking in on organizational, academic, and social/emotional 
success and ensures a smooth transition to LJA for new students. Developmental 
Designs (www.originsonline.org) is used as the framework for PCN and LJA’s 
approach to student discipline.  
 
Social and Emotional Support Classes 
Social and emotional classes will be held throughout the school year to provide 
extra support for students who have behavior, social or emotional needs. These 
classes may be during mid-day programming or during lunch and/or recess. 
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Student Support Team 
A student support team meets regularly to problem solve and implement supports 
for students who are falling behind academically, socially, emotionally, or because 
of challenging behaviors. Parents may refer students to the student support team. 
Contact:  Jo Park, Special Programs Director, 651-414-6000. 
  
Academic Intervention and Enrichment 
Students performing below grade level in math and reading are placed in small 
group or individualized interventions during mid-day programming. Mid-day 
academic support and/or enrichment classes are required for students as assigned. 
 
Special Education Services 
Special education services are provided to students with disabilities who meet 
eligibility requirements. LJA strives to be an inclusive school and provide high 
quality education for all students.  Contact:  Jo Park, Special Programs Director, 
651-414-6000 or jop@laurajeffreyacademy.org. 
 
Section 504 
Section 504 plans may be developed for students with health conditions or 
disabilities who may need accommodations or other supports.  If a student/parent 
believes discrimination on the basis of a mental or physical impairment occurs at 
LJA, parents have a right to file a grievance.  
www.laurajeffreyacademy.org\policies\ 
  
For more information on having a section 504 plan at LJA, contact: Jo Park, Special 
Programs Director, 651-414-6000 or email jop@laurajeffreyacademy.org 
  
 
STUDENT DISCIPLINE 
  
The expectation at LJA is that every student graduates with habits that lead to 
academic and social success in high school and beyond. The Developmental Designs 
approach to discipline revolves around the idea that all students have four 
adolescent needs: Relationship, Competence, Autonomy, and Fun. “Behaviors” arise 
when students’ needs are not being met. In this case, students will find ways to 
meet the needs themselves, not always making appropriate choices. With this 
understanding, staff at LJA practice daily habits that promote the four needs of our 
students. We understand that our students need school to be the place where they 
can seek responsible independence, positive relationships, competence, and 
enjoyment. 
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LJA’s System of Discipline 
LJA implements the Developmental Designs approach to student discipline. The 
Developmental Designs approach is founded upon seven evidence-based principles 
that form the core of successful teaching and learning in the middle grades. 
  
1. Knowing the physical, emotional, social, and intellectual needs of the students 
we teach is as important as knowing the content we teach. 
2. We learn best by actively constructing our own understanding and meaning. 
3. The greatest cognitive growth occurs when learning is leveraged by social 
interaction. 
4. Goals are best achieved through the incremental mastery of tasks. 
5. Social learning in a supportive community is as important to success as academic 
learning. 
6. There is a set of personal/social skills that students need to learn and practice in 
order to be successful socially and academically: 
Cooperation   Assertion   Responsibility   Empathy   Self-control 
7. Trust among adults is a fundamental necessity for academic and social success in 
a learning community. 
  
LJA School-Wide Social Contract 
Students work together in the beginning of the year to create our LJA social 
contract. These are the rules we agree upon and are held to throughout the year.  
  

Be inclusive and accept others for who they are and who they want to be 
Be scholarly 

• Show self control 
• Do your best 
• Take responsibility for your actions 

Respect people’s space, opinions, and things 
Use your voice to positively impact others and our community 

  
The process for determining the social contract each year takes place once school 
started and students are engaged. Once the social contract for the 2016-2017 is 
determined, the updated version will be placed on the website, in classrooms, and 
throughout the school community. 
  
Classroom Practices 
Classrooms incorporate many proactive approaches to meet the needs of students. 
The goal of all of these practices is to guide students in attaining Responsible 
Independence. Through intentional and proactive means incorporated throughout 
the school day students can gain skills to make this growth. 
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Community-building Advisory - The Circle of Power and Respect (CPR) and 
Activity Plus (A+) are meeting structures for building community, social skills, and 
readiness for learning. 
Goals and Declarations - Students declare a personal stake in school to anchor 
their learning in a meaningful commitment to growth. 
Social Contract - Based on their personal goals, students design and sign an 
agreement that binds the community to common rules. Its requirements are 
modeled and practiced every day. 
Modeling and Practicing - Social competencies are learned by seeing and doing. 
Nothing is assumed—all routines are practiced. 
The Loop - Ongoing, varied reflective planning and assessments ensure 
continuous, conscious growth. 
Empowering Teacher Language- Gesture, voice, and words combine to create a 
rigorous, respectful climate for building responsible independence. 
Pathways to Self-control - When the Social Contract is broken, teachers have an 
array of strategies, such as various kinds of redirection, loss of privilege, Take a 
Break, and Take a Break out of the room. 
Collaborative Problem-solving - Students and teachers use social conferencing, 
problem-solving meetings, conflict resolution, and other problem-solving structures 
to find positive solutions to chronic problems. 
Power of Play - Play is designed to build community, enliven students, and restore 
their focus—more time truly on task. 
Practices for Motivating Instruction - Student choice, bridging, structured 
interaction, and other practices help connect young adolescent needs and the 
school curriculum, so that students are deeply engaged in learning. 
  
 
Other Responses to Student Behavior 
Most of the discipline at LJA is seen as proactive. There are instances where 
reactive responses are necessary. The following outlines LJA responses and parent 
involvement in student success. Student behaviors that violate the social contract 
are designated into three categories: 
Small Stuff - these instances are managed in the classroom environment by the 
teacher using redirections in accordance with the “Pathways to Self Control” such 
as: non-verbal cues, Take a Break, Loss of Privilege (LOP), Fix-It-On-The-Spot, 
proximity, redirecting language. 
Not-So-Small Stuff- these instances are managed collaboratively by the teacher, 
student, and behavior staff. Students may be sent from the classroom to reflect 
and correct behavior. When a plan is complete, the student will return to class and 
have a quick conference with the teacher before entering the regular flow of the 
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classroom. If the student continues to have behaviors that are disruptive, LJA staff 
will collaborate with families to problem solve. 
Bottom Line Behaviors - These instances are managed by one of the administrators 
and will include parent or guardian contact. Restorative measures will be taken to 
repair damage and rebuild relationships. Consequences may include: In School 
Suspension (ISS), Out of School Suspension (OSS), Restorative Plan, Police Report, 
or Expulsion. If a student receives OSS a re-entry meeting must include a parent or 
caregiver in order for the student to return to school. Length of OSS may be 
reduced if a student and family participate in a Restorative Circle prior to returning 
to school. If a student is involved in more than one physical altercation, 
they will begin the expulsion process. 
 
Bus Policy 
http://www.laurajeffreyacademy.org/policies/ 
School expectations apply on the school bus to and from LJA.   
●   Students are to adhere to the rules and expectations of Centerline, Rift and 
TCT. 
●   Be respectful to yourself, fellow students, and the bus driver. 
●   Each student shall be seated immediately upon entering the bus. Students 
are not to stand or move from place to place while the bus is in motion. 
●   Windows and doors are to be opened or closed only with the permission of 
the bus driver. If allowed, windows should only be opened to the indicated safety 
line. 
●    Indecent conduct or loud, disruptive or profane language will not be 
permitted. 
●   Students are not to behave in any manner, which infringes upon the rights of 
any other passenger. This would include any form or type of bullying. 
●   No student is to enter or leave the bus until it has come to a complete stop.  
Students may enter or leave the bus only upon bus driver signal. 
●   Students are not to throw objects of any kind on the school bus or out the 
windows. All parts of the student’s body shall remain inside the bus at all times. 
●   Eating and drinking is not allowed on the bus, and of course, absolutely no 
tobacco, alcohol, or illegal drugs will be allowed on the bus. 
●   Before riding a bus other than the assigned bus, students are to have a 
written note from their parent or guardian stating their destination and should 
obtain a bus pass from the office. Students are to identify themselves to the driver. 
Students without an office pass will not be allowed to ride a non-assigned bus. 
●   Students will not be permitted to bring such items that may be a safety 
issues, such as balloons, glass objects, etc. onto the bus. Any other object deemed 
to be unsafe cargo on the bus will be denied. The driver will have authority to deny 
transportation to a student with such articles in his/her possession. The driver 
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and/or school corporation bears no responsibility for lost, stolen or damaged items 
brought onto the bus. 
●   The privilege of riding the school bus may be denied to any student who does 
not conduct himself/herself in a safe and orderly fashion. School bus drivers and 
administration will determine what is safe and orderly. The bus driver reserves the 
right to assign seating for any student(s) that are disruptive in any way. 
●   Drivers have the right to restrict cell phone use on the bus if it is disruptive 
or distracting to the driver in any way. Cell phones should not be loud and students 
should remain in possession of their own phone at all times while on the bus. 
●   If a student receives any bus write-ups the student will immediately 
complete a restorative justice reflection and make a call home with staff. 
  
Bus Company Consequences 
The following are suggested consequences from the bus company. Administration 
may assign additional and/or different consequences. 
1st Warning: Verbal warning from bus driver may result in a seat assignment. 
1st Write-Up: Conduct report issued, conference with student and Administrator. 

2nd Write-Up: Conduct report issued, school notified (1) day suspension 
of bus riding privilege. 
3rd Write-Up:  Conduct report issued, school notified (5) day suspension 
of bus riding privilege. 
4th Write-Up: Conduct report issued, school notified (30) day suspension 
of bus riding privilege. 
5th Write-Up: Suspension of bus riding privileges for remainder of school 
year. 

 
POLICIES FOR STUDENT SUCCESS 
  
Hall Passes 

●   All students must have a pass with them when they are in the halls during class 
time, lunch, or recess. 

●   If a student arrives at a class with no pass that student will be marked as an 
unexcused tardy and/or be given another consequences such as a loss of privilege 
for the hallway, lunch, or recess. 
  
Tardy Policy 

●   All students are expected to be to all of their classes on time including PCN, lunch 
and recess. 

●   If a student is tardy often, they will meet with behavior staff and parents/caregivers 
to develop a plan which may include a staff escort, delayed passing time, or other 
loss of privilege. 
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Backpack/Locker Policy 
LJA issues each student a lock at the beginning of the school year which must be 
used on the assigned locker.  Students who lose their lock may be asked to pay a 
fee to cover the cost of replacement. 

●   All backpacks, shoulder bags, purses, toys, stuffed animals, etc... must remain in 
lockers. 

●   Students bring ONLY necessary materials to class: binder, pencils and books. 
●   Students must keep their locker locked at all times.  Students must not share lock 

combinations.  LJA cannot be held liable for items stolen from lockers. 
Valuable items should be left at home. Sharing lockers is not allowed. 

●   Locks and lockers are the property of LJA and school administration has the right to 
open and search lockers at any time.   
  
Personal Electronics Policy 

●   Cell phones and other personal electronics may only be used during lunch, recess, 
and before/after school.  Cell phones may not be used during passing time. 

●   Cell Phones/Personal Electronics/Headphones/earbuds may not be used in class 
unless written into curriculum and approved by the Education Director.   

●   Cell phones and other personal electronics may not be used if a student is in ISS 
(In School Suspension) and must be surrendered to the adult upon entering. 

●   Cell phones and cameras must be used in a respectful manner in accordance with 
our LJA social contract and acceptable use policy. 

●   If cell phones and/or other personal electronic devices are used in violation of the 
policies, students will be asked to surrender devices (even if not their own) to a 
trusted adult and can get them at the end of the school day. If personal electronic 
use becomes an issue for any particular student, parents or guardians will be 
contacted to create a plan. 

 
LJA Uniform Policy 
The purpose of the LJA Uniform Policy: 

●   To create an environment where competition is limited and learning is paramount 
●   To minimize commercialism as a student value 
●   To focus attention on the pursuit of scholarship  
●   To contribute to shared identity within the LJA community of learners 
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Students are NOT allowed to alter/change their uniform in any way by cutting, or 
writing on uniforms. If shirt does not have LJA logo displayed, it is not considered 
proper uniform attire. 
 
Tops- MUST bear the LJA logo.  The logo must appear on the outermost garment.  
Options are as follows: 
  
·   LJA t-shirts, baseball shirts, official club shirts or official team shirts and/or 
sweatshirts with the school name – any color (shirts and sweatshirts must be pre-
approved by LJA administration and sold through the school to qualify as a uniform 
top) 
·   Black vest, sweater or sweatshirt with LJA logo* sold through our designated 
uniform provider 
·   Grey, Light Blue or Purple polo-style shirt with LJA logo (long or short sleeve) 
sold through our designated uniform provider 
  
To add warmth, students may wear a shirt of any color and design underneath 
any of the above logo garments. 
  
Bottoms - MUST be plain (no print, graphic design, or bedazzle on them) and must 
adhere to the following. If a clothing item is NOT listed, it does NOT comply 
with the proper LJA dress code: 

●   Black or khaki in color.  Black DENIM ALLOWED (not blue jeans) 
●   Pants, shorts, capris, skirts or skorts.  Must be no shorter than four fingers above 

the knee. (Equal to 4 inches above the kneecap as measured standing by a person 
NOT wearing the item in question.) 

●   PLAIN means no words, logos, advertising, design, or image of any kind.  
  
Footwear and all other attire should be comfortable and appropriate for an 
active learning environment.  Shoes must have a sole, should fit, and be in good 
condition for safety reasons. Shoes must be worn at all times. Students will be 
asked to change footwear that is unsafe. Hats without logos, team names or 
advertisements are allowed. Sunglasses may not be worn on the face during class 
time.  Scarves, jewelry, tights, hair accessories and colorful socks are allowed.  
  
Physical Education Uniforms 
It is mandatory that students come prepared for Physical Education with their LJA 
Wellness t-shirt and the proper footwear (Tennis shoes, running shoes, hiking 
shoes). Exceptions will not be made. 
  
LJA Athletics or Activity Shirts 
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LJA student athletics or activity shirts are allowed to be worn as uniform shirts.  
Shirt designs must be pre-approved by the Education Director. 
 
 
Protocol for uniform or dress code violation 
Students are expected to come to school in uniform each and every day and remain 
in uniform throughout the day. Students will not be allowed to continue with the 
school day out of uniform.   
 
Wellness Policy 
Illness. Students who have a fever, are vomiting, or have a contagious disease 
should stay home.  If your child is diagnosed with a communicable illness, please 
let the school know.  Call the school office or fill out the student absence form on 
the LJA website if your child is staying home.  
  
Lice. Inform the school if your child has been treated for lice.  Students may be 
checked for lice upon returning to school.  Students going on overnight school trips 
may be checked for lice before leaving and may not be allowed to go on the trip if 
nits are found.  Students should not share hats, scarves, brushes or combs. The 
school may make periodic checks for lice.  Parents will be notified if nits are found 
on their child. 
  
Selling Students are not allowed to sell candy or beverages from home to 
classmates at school.  All sales must be approved by the administrators and must 
be related to fundraising for LJA or approved service learning causes.  
  
Healthy Choices Students are encouraged to have a water bottle in class.  Food 
(including candy and chips) and beverages (except water) are not allowed in class, 
unless pre-approved by relevant staff person.  No food or drinks (other than water) 
are allowed in the hallways during passing time.  Water, milk, and juice are 
encouraged as drink choices at lunch.  Gum is allowed on a class by class basis and 
must be used discreetly.  
  
Family Support 
LJA’s social worker can assist families with finding community resources to 
strengthen family resilience and address mental health, financial or other concerns.  
  
Plagiarism Policy 
Plagiarism is when an individual uses another person’s ideas, expressions or writing 
as if it were their own. In honor of our commitment to academic integrity, any and 
all incidences of plagiarism will be addressed. We recognize that many times 
students are not aware of their own plagiarism. Teachers will work with students 
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and parents on a case-by-case basis to educate students and hold them 
accountable. 
Copying verbatim (word for word) – This is the most common form and 
happens when an individual copies words, expressions or ideas directly from 
another source (such as a book or article, the internet, or another person) without 
giving proper credit to the author. 
Paraphrasing – This is when an individual borrows written ideas from a source and 
rewrites them in his/her own words, without giving proper credit to the author. 
Use of an idea – This is when an individual adapts an idea from another source 
without giving proper credit to the author or creators. This could happen, for 
example, when you are asked to write an original piece, such as a short story, and 
you borrow an idea from a movie, TV program, article or classmate without 
acknowledging the original source. 
 
 
Truancy Policy (in accordance with Ramsey County) 
Compulsory School Attendance Law 
The law states that all children between the ages of 7 - 18, and ages 5 and 6 if they 
are enrolled, must attend school every day on time unless lawfully excused by the 
school. Under Minnesota law, school administration has the right to determine the 
validity of any request for an excused absence. 
  
What is a legal excuse to miss school? 
A parent/guardian may seek an excused absence from school for his or her child. 
The school has the right to accept or deny an application for an excused absence. 
 
Illness:  A parent or guardian must verify the student's illness.  If school personnel 
determine the illness absences are excessive, Minnesota law permits the school to 
require the family to provide medical verification. 
Religious observances required by the student's religion 
Extreme family emergency (e.g. house fire, critical injury to parent/guardian, 
funeral of a close family member) 
Medical appointments that cannot be scheduled outside of school hours 
Travel: Prior approval by the Education Director is required for absences due to 
travel. 
Unexcused absences 
Unexcused absences include, but are not limited to: 
·       Staying home to babysit 
·       Work 
·       Travel (unless prior excuse granted) 
·       Needed at home 
·       Cold weather 
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·       Missed the bus 
·       Child not immunized 
·       Child refusing to get up/go to school 
·       Traffic 
  
Educational Neglect Versus Truancy 
If a child is under age 12, his or her failure to attend school is presumed to be the 
crime of educational neglect committed by the child's parents/guardians.  If the 
child is age 12 or older, his or her failure to attend school is presumed to be 
truancy.  The presumption of whether a child's absence from school is deemed 
educational neglect or truancy can be overcome with evidence to the contrary. 
 
Educational Neglect Laws (Ages 5 - 11) 
Educational neglect is a parent or guardian's failure to ensure the child attends 
school as required by law. A child's absence from school is presumed to be due to 
the parent's, guardian's, or custodian's failure to comply with compulsory 
instruction laws if the child is under 12 years old and the school has made 
appropriate efforts to resolve the child's attendance problems, according to MN 
Statute 260C.163 Subd. 11(a). 
 
Truancy Laws (Ages 12 +) 
Truancy is a child's willful absence without lawful excuse from one or more class 
periods on seven different school days. 
Continuing Truant - MN Statute 260A.02 provides that a continuing truant is a 
student who is subject to the compulsory instruction requirements of MN Statute 
120A.22 and is absent from instruction without valid excuse within a single school 
year for: 
  
Three or more class periods on three days if the child is in middle school, junior 
high school, or high school; or 
  
When a student is classified as a continuing truant, the school may notify the 
student’s parent or legal guardian that the child is considered truant and inform the 
parents of the provisions of Minn. Stat 260A, 260C, and 120A regarding truant 
students.  The school may also refer a continuing truant to the Ramsey County 
Attorney’s Office Truancy Intervention Program. 
 
Habitual Truant - MN Statute 260C.007 defines an habitual truant as: 
A child under the age of 16 years who is absent from attendance at school without 
lawful excuse for seven school days if the child is in elementary school or for one or 
more class periods on seven school days if the child is in middle school, junior high 
school, or high school; or 
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The district shall refer a habitual truant child and the child’s parents or legal 
guardian to appropriate services and procedures, under MN Statute 260A. 
  
 Student Code of Ethics with Internet Products and Digital Media 
1. Students accessing or using Web 2.0 (products including, but not limited to 
blogs, wikis, Podcasts, Google Applications, etc.), for student assignments are 
required to keep personal information out of their postings. Students will not post 
or give out photographs of themselves or others, their family name, password, user 
name, email address, home address, school name, city, country or other 
information that could help someone locate or contact them in person. 
2. Students will not log in as another classmate, share the personal information of a 
classmate, or share their password with others including classmates. 
3. Students will only use LJA assigned email while at school. 
4. Students using Web 2.0 tools will treat these tools as a classroom space. Speech 
that is inappropriate for class is not appropriate on Web 2.0 tools. Students will 
treat others and their ideas with respect. The school may restrict speech for valid 
educational reasons. 
5. Assignments on Web 2.0 tools are like any other assignment in school. Students 
are expected to abide by policies and procedures in the Student Handbook, 
including those policies regarding plagiarism and acceptable use of technology. 
6. Students will not use the Internet, in connection with the teacher assignments, 
to harass, discriminate or threaten the safety of others. If students receive a 
comment on any Web 2.0 tools used in school that makes them feel uncomfortable 
or is not respectful, they must report this to a teacher, and must not respond to the 
comment. 
7. Students will not view, send or receive materials on campus or with school 
issued e-mail accounts that may be considered obscene or inappropriate. Notify an 
LJA staff member immediately if inappropriate materials are found or received. 
8. Students accessing Web 2.0 tools from home or school using school equipment 
will not download or install any software without permission, will not click on ads or 
competitions, and will not register or sign-up for non-school related sites. 
9. Do not use the LJA network in such a way that would disrupt the use of the 
network by other users or take any action that disrupts system performance. Do 
not move, delete, overwrite, or in any way destroy another user’s data. 
11. Students should be honest, fair and courageous in gathering, interpreting and 
expressing information. Always identify sources and test the accuracy of 
information from all sources. 
12. Students are accountable to their readers, listeners, and viewers and to each 
other. Admit mistakes and correct them promptly. Expose unethical information and 
practices of others. 
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13. Failure to follow this Code of Ethics will result in disciplinary action and 
restriction of access to these important educational tools. Educational sanctions 
may be imposed such as reduction or loss of grade. Sanctions or disciplinary action 
may be taken regardless of whether the student is located on campus when the 
violation occurs. Disciplinary action may include informing law enforcement. 
  
 MN STATE SUSPENSION GUIDELINES 
  
5th and 6th grade (10-12yrs) 

Intervention plus 
suspension 

Police Referral Category Description 

1-5 days Possible Weapons** Possession 

1-5 days Possible Assault** Physical; 
Sexual/unwanted touch 

1-3 days Possible Fighting**   

1 day 
1 day 

Possible Possession and/or  
use of alcohol and drugs** 

First offense 
Repeat offense 

1-5 days Possible Bomb/terroristic threats**   

5 days Possible Sale of alcohol/drugs**   

  
  
  
 
7th and 8th grade (12-15yrs) 
  

Intervention plus 
suspension 

Police Referral Category Description 

5 days Possible Weapons** Possession 

1-5 days Possible Assault** Physical; sexual 

1-5 days Possible Fighting**   

1-3 days Possible Possessions and/or  First offense 
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3-5 days Possible use of alcohol and drugs** Repeat offense 

1-5 days Possible Bomb/terroristic threats**   

5 days Possible Sale of alcohol/drugs**   

  
Guidelines for other offenses for all grades 
  

Category Description Intervention plus 
possible suspension 

Threats Threats, Extortion 0-3 days 

Physical 
aggression 

Pushing, shoving, poking, scuffling, 
unfriendly touch, biting, spitting, hazing 

0-3 days 

Defiance Repeat defiance; failure to comply with 
requests or direction from an adult; 

persistent lack of cooperation 

0-3 days 

Verbal 
abuse/disrespect 

Disrespect to adult or student 0-3 days 

Harassment Sexual (unwanted touch), racial, 
cultural, religious, disability, bullying 

1-5 days 

Tobacco First offense 
Repeat offense 

1 day 
0-2 days 

Property offenses Vandalism, theft, possession of stolen 
property, unauthorized use of school 

equipment 

0-3 days 

Trespassing Being on school property without 
permission. 

0-2 days 

Fire Alarms Pulling fire alarms 0-2 days 

Other safety 
violations 

Willful neglect of safety of self or 
others; fireworks, stink-bombs, etc 

0-3 days 

Bus discipline When suspension is given, misbehavior 0-3 days 
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coded by categories above. Days of 
transportation privileges denied will be 
determined by an LJA administrator. 

Other As deemed necessary by school 
administration. 

0-3 days 

 


