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WELCOME
Welcome to Lee’s Summit Academy. This handbook is designed to provide information to
you as the school year progresses. It is the parent’s and student’s responsibility to read the
contents of this booklet and become familiar with our rules and expectations. Items not covered
within this booklet will be dealt with by the administration after a review of the facts involved.
DISCLAIMER
By no means is this manual all-inclusive. The school retains the right to alter or vary the
application of these rules. This handbook is intended to help parents, students, and school
personnel work together. Many guiding statements are included in this document but by no
means does it cover every situation. Teachers may further require compliance with their own
class rules, which a student will be expected to follow.
The Lee’s Summit Academy admits students of any race, color, and national or ethnic origin.
COMMON SENSE STATEMENT
The Academy handbook cannot contain policies for every possible situation that can occur. Any
action taken that would create an environment contrary to our school’s mission will not be
tolerated. If the action creates an atmosphere where learning is not the primary focus,
disciplinary actions will be taken. Students are expected to use common sense in making their
choices.
As new policies or regulations are developed by the Senior Pastors, Academy Administrators, the
State, or Federal Statutes, additions and/or deletions will be made to this manual. Every effort
will be made by school staff to help students and parents understand what is expected of them.
ACCREDITATION
Accreditation by a state governmental agency is an administrative mechanism designed as an
attempt to attain uniform education for all children in government schools. It was established as a
governmental means of causing local public school districts to meet the state educational
agencies minimum academic and facility standards for all schools. Accreditation teams,
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therefore, investigate and approve or disapprove facilities and curriculum in educational
institutions according to the criteria developed by secular educational administrators.
The Academy has not sought accreditation by any governmental agency for several reasons. The
Academy would be required to use textbooks adopted by the State. Such texts are developed by
secular concepts contrary to teachings of the Bible. Furthermore, accreditation dictates that a
school employs a curriculum and teacher certification standards often not in harmony with
Christian principles. It seems unreasonable for the Academy to expect parents to withdraw their
child from a government school and to place him in a private institution with the same
curriculum, methods and objectives.
Accreditation of a private Christian school is not necessary for a graduate of that school to
enroll in a college or university. Registrars of such institutions are interested in the academic
merits of individual students, not in the name of their school of graduation. Thus, they evaluate
each applicant's academic aptitude through nationally standardized tests. This school does not
seek accreditation by any outside educational institution, but does endeavor to provide the
highest possible academic program.

ARRIVAL AND ENTRANCE
Entrance into LSA will be at the front of the building under the awning only. All students should
report to their classroom promptly at 8:40 a.m. Students will not be allowed on premises prior to
8:30 a.m. The only exception will be if the parent has contacted the administration in order for
the student to arrive earlier.
LATE ARRIVAL
A student who arrives at school after 8:45 a.m. will be required to be signed in by an adult at the
main office where the “time in” and the “reason for late arrival” is recorded. Students who sign
in after 8:45 a.m. will be considered tardy. Elementary students who have 5 or more tardies may
receive a discipline referral. Secondary students with 5 tardies will be given a detention.
EARLY DISMISSAL
If a student needs to be dismissed prior to 3:25 p.m., the parent must report directly to the main
office where the “time out” and “reason for early release” is recorded. Upon signing out their
student an Academy staff member will notify the student’s teacher and that student will report to
the office for pick up. For a student to be signed out by someone other than their parents, they
must be on the approved list provided by the parent on the enrollment sheet AND provide proof
of identity. Otherwise the parent must provide the Academy with a signed note or phone call on
the morning of the dismissal identifying the full name of the person picking up their child.
DISMISSAL
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The school day ends at 3:25 p.m. Parents will pick their children from the drop off – pick up car
line. If a parent needs to come in, they need to park in the parent parking area. Teachers will not
be on duty to supervise students after 3:40 p.m., except in the case of discipline or after school
care. Pastors and church staff are not available to supervise students. Parents must make their
own arrangements if they are unable to meet this time frame. Students who have been enrolled in
after school care will sent to Ms. Oberg at 3:40 p.m. After school care (K-5) is available from
3:30 p.m. to 5:30 p.m. for an additional charge above tuition. A student must be enrolled in the
program prior to attending. Otherwise the late pick up fee will be applied to the family account
and must be paid prior to the release of student records and grades. Students picked up after 5:30
p.m. will be charged an additional $5.00 per 1/2 hour. LSA will not provide after school
supervision for grades 6-12.

SCHOLASTIC STANDARDS
ATTENDANCE and PROMOTION
Students may begin kindergarten at age 5 if their fifth birthday occurs before September 1 of the
year the student enrolls. Students will graduate from LSA with a minimum of 26 high school
credits (general diploma). A college prep diploma is 28 credits and specified core subjects and a
GPA of 3.60 and taken a college placement test or ACT, SAT or PSAT. Math and science courses
are to be college prep classes.

Subject

College Preparatory Studies
Diploma

State Minimum Requirements
General Diploma

Communication Arts

4

4

Mathematics

4

3

Science

4

3

Social Studies

3

3

Fine Arts

1

1

Practical Arts

1

1

Personal Finance

.5

.5

Health

.5

.5

Physical Education

1

1
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Electives

9

9

Minimum Units
Required

28

26

Students will be promoted at the end of each school year. Students who do not successfully
achieve the academic requirements of grade advancement will be retained. All promotions and
retentions are reviewed by the LSA administration and board.
DUAL CREDIT: Juniors may take one college course off campus for dual credit. Juniors
taking dual credit need to be in attendance at LSA at least six hours a day. Seniors may
take dual credit for courses LSA does not offer their senior year. Seniors taking dual credit
must be in attendance at least four hours a day. Full tuition pricing will still be required
even if the student is paying for outside courses because the student is receiving credit at
both schools.

Grade promotions will be considered at the end of each academic year. Students will advance to
the grade levels in a consistent manner. The faculty of LSA will be aware of the academic
acceleration on students and will design studies to challenge those students.
GRADE CARDS & PROGRESS REPORTS
LSA has four grading quarters in a school year. Parents have access at any time to grades on
Sycamore Education. Semester grades will be the grade of transcript and grade point averages.
Additional updates may be sent home for specific classes at the teacher’s discretion to inform
parents of the student’s progress.
SEMESTER EXAMS
Students may encounter semester exams in grades 9-12 and during their subsequent academic
years. We believe the experience of preparing for and taking final exams is a life skill and
valuable preparation for higher academic endeavors. During the week prior to the end of a
semester the students may take a comprehensive semester exam in each of their core subjects.
GRADING SCALE
LSA uses the following standardized grading scale for students in grades 4-12. Grade point
average (GPA) is figured on a 4-point scale:
A
A-

95 – 100%
90 – 94%

4.0
3.7
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B+
B
BC+
C
CD+
D
DF

87 – 89%
83 – 86%
80 – 82%
77 – 79%
73 – 76%
70 – 72%
67 – 69%
63 – 66%
60 – 62%
Below 59%

3.3
3.0
2.7
2.3
2.0
1.7
1.3
1.0
0.7
0 * No course credit is given for failing grades

A student’s GPA = Total GPA Points divided by the Number of classes the student is enrolled in.
LSA uses the following standardized grading scale for students in grades K-3:
S+
S
SNI

Outstanding, Exceeds grade level standards
Satisfactory, Meets grade level standards
Progressing, Making progress but not meeting grade level standards
Needs improvement, not making progress

HONOR ROLL
Honor roll will be awarded at semester and at the end of the year:
Middle School Principal Honor Roll: All A’s or A-‘s all year.
Middle School A/B Honor Roll: Nothing below a B- all year.
High School Principal Honor Roll: All A’s or A-‘s must equal 3.8 or higher at each semester.
High School A/B Honor Roll: Nothing below B- must be equal 3.6 or higher at each semester.
ACADEMIC HONORS
Grade point averages (GPA) are calculated using a formula that weighs core academic subjects
such as language arts, math, science, and social studies and elective courses equally.
•

Principal Award status is achieved by obtaining 98% (3.8) overall average at the end of
the year. Students achieving Honor Roll status all four quarters receive medal and are
recognized at an assembly held at the end of school.

•

Academic Award status is achieved by obtaining a 96 % (3.6). Academic award students
receive a medal and are recognized at an assembly held at the end of year.

IOWA BASIC SKILLS TEST
The Iowa Basic Skills Test (ITBS) measures students’ academic progress. The areas tested
include: Vocabulary, Word Analysis, Reading Comprehension, Language, Math, Maps, Social
Studies and Science. The tests are given to students from 3-12 grade during the month of April.
Results are usually sent home by the end of the semester along with grade cards.
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ACT TEST (GRADES 10-12)
The ACT test is a college entrance exam. This test is given multiple times throughout the school
year. Registration can be done online at www.act.org. The Academy school code is 261676.
HOMEWORK
Students attending LSA can expect to have various amounts of homework each week.
Elementary students will be given homework sheets to put in a homework folder or they may be
expected to write down their assignments and put them in the homework folder. Middle school
and high school parents or students should be able to find daily assignments posted on the
sycamore website each day after 4:00 p.m.
To access the website go to
www.sycamoreeducation.com and type in the appropriate code and password. Teachers will
attempt to keep this updated.
Many students only have homework because they do not use their time provided during the
school day in a productive manner.
The following guide may be regarded as the approximate time to allow for daily homework.
Students who take advanced classes, especially in the upper grades, will have more homework
and time commitments on their education. Since LSA recognizes that parental involvement is
critical to a student’s education, homework can be used as an opportunity for parents to actively
share in their child’s education.
GRADE: Approximate maximum time per week night
K
1-2
3
4
5-6
7-9
10-12

None
20-30 minutes (infrequently)
45 minutes (as needed)
45 minutes
60 minutes
90 minutes
120 minutes

PARENTAL INVOLVEMENT WITH HOMEWORK
Parents of younger children (grades 1-4) should be actively involved in their child’s homework.
Parents of older children (grades 5-12) may assist in seeing that the work is done and explaining
work when necessary. However, the students must do the work and take responsibility for it.
Parents are invited to discuss this phase of cooperation with their child’s teacher. Parents also
should insist that their child bring home assessments (papers, tests, projects, etc.) for them to see.
Secondary parents may also check Sycamore for further homework information.
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Below are some specific ways parents can help their child with homework:
1. Parents should see that the student has an organized and complete record of assignments.
2. Parents should provide for the student a quiet, secluded study place. Ventilation,
lighting, heating, and other factors should be at optimal levels for focused study.
3. Distractions of any sort should be kept to a minimum. Parents should consider turning
off the TV or radio while their child is doing homework. Cell phone and video games should
be limited.
4. Parents should remind the student to review what was learned in each class that day
before moving on to the particular homework assignments.
5. Time reserved for study should be planned out and maintained regularly.
6. All necessary tools and materials for work should be available, including paper, writing
utensils, rulers, books, compasses, protractors, crayons, etc.
7. Parents should plan five-minute breaks after every 30 minutes of concentrated work to
give the student something stimulating of a different nature to help the student re-focus.
LATE HOMEWORK
Secondary students will have 24 hours to hand in assigned homework from the time it was due
with a 20% mandatory reduction of the grade on the assignment. A 20% reduction will be
assessed for each additional day it is late. Students have a day to gather work and a day to do it.
Elementary students will have 24 hours from the time parents receive written notification from
their teacher to turn in missing assignments without penalty. The exception to this policy would
be a student who continually abuses the privilege. After the allowed grace period, the student
will be penalized not more than 10% of the assignments value per day. This will allow the
teacher some discretion for the penalty.
Teachers are to accept late homework without penalty due to a scheduled school activity.
EXTRA CREDIT
Teachers may provide extra credit for grade growth. Extra credit assignments must enhance the
student’s grade by assigning work that would benefit the student academically. Extra credit
should be requested before quarter grades are issued. Extra credit assignments must be turned in
by the due date. Extra credit is not for students who have a pattern of non-completion of
assignments.
ATTENDANCE INFORMATION
All students are expected to be in attendance whenever school is in session. Regular school
attendance is a good habit and an essential component for student success. All absences, late
arrivals, and early dismissals are recorded and will appear on official transcripts.
ABSENCE REPORTING
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When a student is absent, the Academy requires the parent to call the main office number by
10:00 a.m. at 816-399-2026. Please state the students name, grade and reason for absence. An
email sent to maugustine@libbylaneacademy.com or a message on voicemail will also be
acceptable. If a parent contact is not received by the next day, the absence will be considered
unexcused. It is the responsibility of the student and the parent to contact the Academy office in
a timely manner.
Upon returning to school after an absence, students are required to submit a note signed by the
parent or legal guardian stating the reason for the absence. If a student misses more than three
days of school, a doctor’s note is required for the absence to be excused.
ANTICIPATED ABSENCES/FAMILY VACATIONS
Parents must notify the school office in writing prior to taking a child out of school for a family
vacation or other planned absence. A ten day notification is desired in order that parents,
teachers, and student can plan together to ensure the student will not fall behind in his/ her work.
Although teachers will assist the student who misses school because of a planned absence, it
remains that the student's responsibility to obtain assignments and class notes, complete
homework, and make up any tests or quizzes. While a vacation during school can be
educationally profitable (and valuable family-time), it may also have an adverse impact on a
student's academic achievement. We strongly recommend family vacations be taken during
regular school breaks. We encourage parents to arrange planned absences only when alternative
options are unavailable. These absences will count toward the 15 allowed absences.
MAKE-UP WORK FOLLOWING AN ABSENCE
Make up work is available for all absences. When a student returns, it is their responsibility to
request make-up work from each of their teachers as they progress through the school day.
Students will collect their work on the day they return and hand them in the next day. For
example: The student is absent on a Wednesday. He/she returns on Thursday and gathers
assignments. Assignments will be due on Friday. The teachers of students in grades K through 5
will prepare missed work for students who are absent to complete upon their return to class. If
the student is aware of a test, quiz, or assignment, before being absent, the student is to
take the test, or turn in the assignment, with the rest of the class. If you were absent only
one day, the day of a test or quiz, it must be completed on the day you return.
Long range assignments such as book reports, research papers, and speeches are due the
day the student returns to school. This also includes planned tests and quizzes.
EXCESSIVE ABSENCES
When a student has missed 10 days of school the parent/guardian may be notified by the
academy office that they only have 5 absences remaining. When a student reaches 15 absences it
will be considered excessive and the parent/guardian, the Senior Pastors, and the administration
will be notified
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EXCESSIVE TARDINESS
Students are required to come to school in a timely manner. Permanent records will be kept in
the student’s file and all absences, late arrivals, and early dismissals are recorded and will appear
on official transcripts. When a student reaches 5 or more late arrivals, parents may be notified by
the academy office and attempts will be made to rectify the problem cooperatively with the
parents. If a student receives five tardies, they will receive a detention. Excessive tardiness
could result in a loss of credit in the secondary grades.

STUDENTS WHO ARE ON SCHOLARSHIP ASSISTANCE COULD LOSE THEIR
FINANCIAL AWARDS DUE TO EXCESSIVE ABSENCES AND TARDIES.

PHILOSOPHY OF DISCIPLINE
The Academy offers a high quality curriculum of Christian education. However, the school
realizes that it cannot meet the educational needs of every child. The Academy is not designed to
be a correctional center for dealing with problems arising beyond those usually encountered by
average school children. We desire to work with the home, but not to take the place of parental
responsibilities of disciplining and training their children.
The school will not accept students who swear, use tobacco or narcotics, or show a continual
arrogant attitude toward authority. We cannot accept a child who is uncontroLSAble in the home.
Complaining is not permitted. Attending the Academy is a privilege and not a right.
The following procedure is to be followed if your child comes home with a complaint about
school policy or discipline:
1. Give the school the benefit of the doubt, realizing the student's report may be emotionally
biased and without adequate information.
2. Realize that school regulations are made for a reason and that an honest effort will be made to
enforce without favoritism.
3. Support the administration and call or visit the teacher or principal for a discussion of the
matter. Direct communication is key to a positive working relationship.
The Academy is committed to train children in a Christ-centered program of study, activity, and
living. Our goal is to maintain a firm, fair and consistent discipline through kindness, love and a
real concern for the students' needs
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STUDENT CONDUCT CODE
GOAL OF CONDUCT CODE
To set a standard of expectation that will promote a safe and productive Christian learning
environment in which all students may be successful learners. Violations of this conduct code
may be handled as outlined in the Academy discipline code.
STUDENT CONDUCT CODE
•
•
•
•
•
•
•
•
•

Students will show respect to God through words and actions.
Students will show respect to pastors, teachers, staff, peers and themselves.
Students will contribute to making LSA a safe environment for everyone.
Students will follow the directions of the faculty and administration at all times.
Students will fulfill all academic and behavioral classroom obligations to teachers.
Students will show respect for school property and for the property of others.
Students will demonstrate good sportsmanship at all times and in all school activities.
Students will maintain as high a scholastic average as possible.
Students will dress in a clean, presentable manner, in accordance with the dress code
policy.

ALL PARENTS ARE EXPECTED TO:
•
•
•
•
•
•
•
•

Send their children to school ready to participate and learn.
Ensure their children attend school regularly and on time.
Ensure absences are excused.
Insist their children be dressed and groomed in a manner consistent with the student dress
code.
Know the school rules and help their children understand them.
Pray regularly for our Academy (students and staff).
Work together with teachers and staff to ensure an excellent school experience.
If a problem on conflict arises, use the correct channels to resolve it.

OBEDIENCE TO AUTHORITY
Students are expected to obey their authorities. Aggressiveness, inappropriate language,
disrespect, lying and defiance with staff will result in disciplinary action. Refusal to comply can
result in the maximum consequence. Such defiance will result in a report sent to the
Superintendent and may result in a long term suspension.
DISCIPLINE POLICY
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God’s grace, not legalism, is the hallmark of the discipline policy of LSA. Justice is balanced by
love, patience, and forgiveness. Discipline is based on the biblical principles of restitution,
apologies, swift/ appropriate punishment, restoration of fellowship, and the absence of lingering
attitudes. Classroom teachers bear the initial responsibility of discipline with the goal of
developing Godly character and principles in the life of each student. Teachers generally inform
parents of the incident when necessary. If the student does not respond to the discipline by the
teacher, the administration becomes involved in the process.
SCHOOL DISCIPLINE CODE
An orderly school environment is one component of raising our children to grow in Godly
character and integrity. The Academy staff is responsible for instituting policies and procedures,
which maintain a Christian atmosphere, which promotes learning. Parents and students are
responsible for being familiar with school policies and procedures and for abiding by them. All
concerns about the discipline procedures are expected to be handled in a responsible manner and
brought to the attention of the school administration.
All parents and students are encouraged to read this entire section together and present any
questions to the administration. These procedures are enacted for the benefit of all students. The
cooperation and adherence to them will only make the school year more enjoyable.
Our forms of discipline are:
•
•
•
•
•
•
•
•

Classroom Intervention
Discipline Referral
Detention
Parent Contact
Conference to Create a Process/Behavior Plan
In School Suspension
Out of School Suspension
Dismissal from School

CLASSROOM INTERVENTION
A teacher/staff member may speak to the student to explain class rules and expectations and/or
concerns about their behavior. Additionally, a teacher may change a student’s seat, seat them in a
place away from others in the room, or send the student to another classroom to complete work.
Our school follows the Love and Logic classroom management model. Any time a student goes
to a buddy room the parents will be notified. If a student refuses redirection the office will be
notified, an administrator will then intervene.
The exception to this is when the student poses a threat to the health, safety, or welfare of the
other students. During such incidents, the student may be sent directly to the office with a
discipline referral to follow.
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DISCIPLINE REFERRAL
When the teacher has exhausted classroom intervention a discipline referral may be issued to the
school administration to determine an appropriate course of action. Additionally, some policies
and procedures outlined in this handbook will result in an immediate discipline referral.
Discipline referrals may result in a phone call or conference with the parent(s), a warning issued
to the student, or detention. In cases where the violation is a repeated offense or the student poses
a threat to the health, safety, or welfare of students/staff they may receive in school suspension,
out of school suspension or dismissal for the remainder of the semester or school year. All
discipline referrals are given to the school administration and kept in a student’s permanent
records.
Seven basic behaviors automatically necessitate discipline from the administration (in addition to
the teacher):
1. Disrespect shown to any staff member or volunteer (such as being argumentative,
using a mocking tone of voice or body language, ignoring an adult’s direction, etc.)
2. Dishonesty in any situation while at school, including lying, cheating, and stealing
3. Rebellion or outright disobedience in response to instructions
4. Fighting or striking in anger with the intention to harm another
5. Obscene or suggestive behavior, sexual impurity, lewd or vulgar language, taking the
name of the Lord in vain
6. Illicit drug or alcohol use on or off campus
7. Bullying (see “Bullying” section below)
BULLYING
The National School Safety Center defines bullying as “any hurtful or aggressive act toward an
individual or a group that is intentional and repeated.” Bullying can include teasing, hitting,
pushing and gossiping. This can be done in person or on electronic devices. Bullying is contrary
to the mission and goals of LSA and will not be tolerated. Students who feel they are
experiencing verbal or physical bullying including verbal threats or malicious teasing are
encouraged to report it to both teacher and principal immediately so appropriate actions can be
taken. If a student waits till he/she gets home it is more difficult for the administration to rectify
the situation.
PUBLIC DISPLAY OF AFFECTION
Due to the fact that we are an elementary and secondary school, we do not allow PDA’s on
school grounds. This includes during the school day, activities, school trips and after school
functions.
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RECORDING OF CLASSES OR FELLOW STUDENTS AND/OR FACULTY
Creating a video or audio is prohibited without permission from administration.
action could result.

Discipline

OVERALL STUDENT DISCIPLINARY POLICIES
ELEMENTARY:
Each self-contained classroom (K–5) will have its own system of discipline approved by the
Administrator. Discipline rules should be posted in each classroom, and should contain the
following:
1. Raise your hand to speak (no talking otherwise)
2. Stay in your seat
3. Keep your hands to yourself
MIDDLE SCHOOL and HIGH SCHOOL:
Infraction Level 1:
Disrupting class, dress code violation, failure to follow classroom rules, being uncooperative or
disrespectful of peers
May Result In:
1. Phone call to parents and/or lunch detention
2. Phone call to parents and after school detention
3. Phone call to parents and ½ day in school detention
4. Phone call to parents, full day in -school detention, and parent/teacher conference
Infraction Level 2:
Profanity (taking the Lord’s name in vain), coarse language, skipping class,
cheating*, stealing, fighting, disrespect for authority, defacing school property, harassment
(sexual or otherwise)** obscene gestures, gambling
May Result In:
1. Phone call to parents and full day in-school detention
2. Full day in-school detention
3. School board notified and possible suspension
*If caught cheating, the first offense will be a zero on the work submitted, parents will be
contacted and an administrative conference may be scheduled. The second offense will be a zero
on the work submitted and a suspension. A subsequent offense will be at the discretion of the
administration.
**Harassment of any kind is prohibited. This includes verbal or physical, against any race or
color.
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**On the 2nd Level 2 Infraction, the School Board will be notified
Infraction Level 3:
Vandalism, computer tampering, acts of violence, possessing illegal drugs or alcohol, smoking or
possessing cigarettes, possession of pornographic material, guns or facsimiles, fireworks, knives
or any type of weapons, failure to report to detention, excessive disruption to the good order and
discipline of the school, threats toward staff or peers (bullying)
May Result In:
1. Suspension
2. Possible expulsion
**Continual conflict, strife, refusal to comply and disregard for authority and school
policies, will result in expulsion.
DETENTION
When a student is assigned a detention due to a discipline referral or otherwise noted by the
policies and procedures in this handbook the following process is followed:
1. A staff member conferences with the student and explains to him/her why the detention is
being assigned.
2. Parents are then notified of the offense and the date/time that the detention must be
served by phone or email containing the same information.
A designated teacher conducts detentions in a classroom as needed from 3:45 p.m. until 4:45
p.m. on Tuesdays and Thursdays. Students must serve the entire time to complete their obligation
and are expected to use this time productively for school tasks. No electronic devices or
headphones are allowed. Appropriate work will be assigned. Manual labor may also be given.
The supervising teacher will release students directly to their parent, guardian or designated pickup person at 4:45 p.m. If there is a problem serving the detention on the assigned date the parent
needs to contact the office prior to that date to reschedule. Unserved detentions or failure to
successfully complete detentions are referred to the principal and may result in additional
detentions or out of school suspension for one day.
PARENT CONFERENCE TO CREATE A PROCESS/BEHAVIOR PLAN
When a student has demonstrated a pattern of misbehavior, the parent(s) may be called to meet
with the school administrators and classroom teacher(s). The purpose of this meeting is for the
adults to clearly communicate their concerns and observations to the student. The team then
works with the parent(s) or legal guardians and student to determine a solution to the student’s
behavior. A behavior plan generally lists the specific behavior(s) of concern, which continue to
get the student in trouble and expectations for students, staff, and parents to help solve the
problem.
!17

IN SCHOOL SUSPENSION
When a student is assigned to in school suspension (ISS) by a principal, the student is placed at a
desk by the reception desk for a period of time to work on school assignments. No talking,
socializing, or leaving the desk is permitted unless designated by the ISS supervisor.
OUT OF SCHOOL SUSPENSION
Attending LSA carries with it responsibilities to attend school regularly and to comply with all
policies and procedures contained within this handbook or otherwise implemented by the
administration. Safe and orderly conduct is essential for permitting others to work productively
at school. Therefore, it is the administrations prerogative to remove a student from the school
setting because of willful violation of school rules and regulations, willful conduct which
disrupts the educational setting, or willful conduct which endangers the student, other students/
staff, or the property of the school. A student may be suspended for conduct, which negatively
affects good order and discipline in school, or impairs the morale or good conduct of students.
Notice of suspension shall be given to the student, parent, or guardian, and to the school social
worker.
A student will receive no credit for work missed while serving out of school suspension.
A student who has been suspended is prohibited from attending any school function and will not
be allowed on school property for any purpose other than supervised WRC events for the
duration of his/her suspension.

EXPLUSION
A school administrator may expel a student from school whenever they find the student guilty of
repeated refusal or neglect to obey the rules or the student engages in conduct, which endangers
the health or safety of others while under the supervision of school authority. A student who has
been expelled is prohibited from attending any school function, and will not be allowed on
school property for any purpose other than supervised WRC events for the duration of his/her
expulsion. Dismissal does not release a family from the obligation to pay tuition. The
behavior of students outside of school hours can also be a grounds for expulsion.
VANDALISM AND PROPERTY DAMAGE
LSA provides its students with buildings, facilities, equipment, textbooks and other supplies. To
safeguard this investment and to ensure their continued availability, students are held
accountable for actions that result in damage to school property. Parents of students who
willfully destroy school property will be required to pay the full replacement cost of the item
destroyed, and will be subject to disciplinary actions.
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SEARCHES
LSA reserves the right to search a student’s locker, desk, backpack or person when they have a
reasonable basis to believe that a search will result in the finding of evidence dealing with gross
disobedience or misconduct. A pastor and school administration will be present for all searches
to ensure that student rights are not violated.
INAPPROPRIATE ITEMS, TOY COLLECTIONS AND ELECTRONIC DEVICES
Items such as skateboards, mp3 players, iPod, headphones, beepers, computer games, cassette
tapes/compact discs, tape recorders and players, radios, cameras, trading cards, baseball bats,
toys, laser pointers, etc. should only be brought to school after obtaining prior approval from a
teacher. If these items are brought to school without the approval of a teacher, they will be
confiscated and returned to the student at the end day. If the student leaves the item in their
backpack in their locker and does not use the item in any way without approval it will not be
confiscated. A second offense will result in a phone call to parents and only a parent will be
allowed to pick up the item. Repeated violation of this policy could result in the item(s) being
confiscated and becoming school property.
COMPUTER USE/MISUSE
With the current availability of computers in a school setting, students have a wonderful
opportunity to use them in a very productive way. Unfortunately, with the increased availability
comes a need to inform students of the consequences for misuse. Misuse may result in a
warning, parent conference, and/or termination of computer use privileges.
Listed below are the three levels of misuse as defined by LSA:
•
•

•

Unauthorized use is defined as knowingly using a computer without proper authorization
such as utilizing the computer lab during unauthorized times without staff supervision.
Computer trespass is defined as knowingly using a computer with intent to gain access to
unauthorized computer material such as personal e-mail, porn, inappropriate content,
unauthorized internet sites and/or unauthorized programs/files within the system.
Computer tampering is defined as knowingly tampering with or using a computer to
intentionally alter or destroy computer data or programs.

Lap Tops: Secondary School students may request permission to bring laptops or other
educational electronic devices to school to be used for educational purposes only.
Permission will be granted in cases of documented learning differences or to accomplish
independent study.
Sharing one’s electronic device, user ID and/or password is prohibited.
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DRESS CODE
All students are expected to dress and groom themselves neatly in clothes that are suitable for
school activities. If a student arrives at school dressed inappropriately, an administrator may call
a parent/guardian to request that the student’s dress be improved before they will be allowed to
attend class.
The following is our elementary student dress code:
• Shoes must be worn at all times
• Teachers of specific courses where safety or health is a factor may require students to adjust
hair, clothing, or wear safety equipment during that class period
• Blue jeans or slacks in good condition are acceptable and should be worn at waist level
• Shirts that are backless or show any skin in the midriff shall not be permitted in the classroom
• Hats, caps and sunglasses shall not be worn by students inside buildings during regular school
hours
• Skirts and shorts should be of a modest length (arm’s length)
• Clothing must not display any inappropriate messages, words, pictures or slogans
• Students are not to wear sagging pants or sleepwear
• The hoods on sweat shirt cannot be pulled up over the student’s head while in the building
• No skate shoes in the building
• Hair should be neatly groomed and not covering the student’s eyes
The following is our middle and high school student dress code:
• Shoes must be worn at all times
• Teachers of specific courses where safety or health is a factor may require students to adjust
hair, clothing, or wear safety equipment during that class period
• Blue jeans or slacks in good condition are acceptable and should be worn at waist level. Rips
or holes in jeans must be below mid-thigh or where short length should be
• The wearing of extremely oversized or excessively baggy pants is prohibited
• The practice of “sagging” or having the waist of the pants well below the top of the hips is not
permitted
• Tank tops (can be worn as an under shirt), spaghetti strap or backless tops, halters, off the
shoulder or shirts that are see through (without school code appropriate clothing underneath)
shall not be permitted in the classroom
• Sleepwear is prohibited
• Bare midriffs—students must be able to raise their hands above their heads without their shirt
exposing the midriff area
• Low cut tops that show cleavage are prohibited. Modesty should always be the guide
• The hoods on sweat shirts cannot be pulled up over the student’s head in the building
• Hair should be neatly groomed and not covering the students eyes
• Hats, caps and sunglasses shall not be worn by students (male or female) inside buildings
during regular school hours
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• Skirts and shorts should be of a modest length (at least mid-thigh or arms length)
• Leggings knit, denim or other material are not pants. Leggings are to be worn under dress
code appropriate clothing. Mid-thigh long shirts or mid-thigh dresses should be worn over
leggings
• Clothing must not display any improper messages, words, pictures or slogans
The dress code is applicable to all Lee’s Summit Academy events. This includes any concert,
spring or winter formal or ceremony.

HEALTH SERVICES
IMMUNIZATION
LSA highly recommends that students have their shots. If exemption is desired, go to the Health
Department for exemption form.
According to Missouri Law 167.181:
1. The department of health, after consultation with the department of elementary and secondary
education, shall promulgate rules and regulations governing the immunization against
poliomyelitis, rubeLSA, mumps, tetanus, pertussis, diphtheria, and hepatitis B, to be required
of children attending public, private, and parochial or parish schools. Such rules and
regulations may modify the immunizations that are required of children in this subsection.
The immunizations required and the manner and frequency of their administration shall
conform to recognized standards of medical practice. The department of health shall
supervise and secure the enforcement of the required immunization program.
2. It is unlawful for any student to attend school unless he has been immunized as required
under the rules and regulations of the department of health, and can provide satisfactory
evidence of such immunization; except that if he produces satisfactory evidence of having
begun the process of immunization, he may continue to attend school as long as the
immunization process is being accomplished in the prescribed manner. It is unlawful for any
parent or guardian to refuse or neglect to have his child immunized as required by this
section, unless the child has received a religious or medical exemption card from the Jackson
County Health Department. To obtain this card, please call the Jackson County Health
Department at (816) 404-6415 or visit their office at 313 S. Liberty Street, Independence,
Missouri, 64050.
MEDICATION
Many students are able to attend school because of the effective use of medication in the
treatment of illness and disabilities. If a student requires over the counter medication, please try
to schedule doses to be taken at home before and after school as much as possible. However,
LSA understands that some medication regimens necessitate the administration of medication
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during school hours. All medications will be locked in the academy main office at all times. No
medication including over the counter medications should be kept in a student’s possession
during the school day. Failure to comply with these medication policies will result in a counsel
for the first offense and then a discipline referral for the 2nd offense.
Safe and effective administration of prescription medication and/or over the counter
medication, therefore, requires adherence to the following policy:
•

•
•

If it becomes necessary for a student to take any form of prescription medicine, a doctor
and parent signed medication release form with written dosage/duration instructions
will be required in order for school personnel to dispense prescription medication. For
over the counter medications only a parent signature with written dosage/duration
instructions will be required.
Medication must be in the original container with the child’s name on the prescription.
This medication should be given to the academy office by an adult.
Classroom teachers will be notified of the medication schedule and the student will be
sent to the academy office to take medication(s).

Some examples of common over the counter medications:
♦
Analgesics – i.e. Tylenol, etc.
♦
Antihistamines – i.e. Benadryl, etc.
♦
Antitussives – i.e. Robitussin, cough drops, etc.
♦
Antibacterial ointments – i.e. Neosporin, etc.
♦
Antacids – i.e. Tums, Gaviscon, etc.
ILL STUDENTS
Students should not be sent to school with a fever, or a known contagious illness. Students who
become ill or need medical attention should report to a teacher. If the child’s temperature is 100
degrees or more, the parent will be called to take the child home. The student should be fever
free (without medication) for a 24-hour period before returning to school. If the child is vomiting
and/or has diarrhea, the parent will be called immediately. Children will not be allowed to leave
school grounds without a designated pick up person signing the student out at the main office.
PE EXCUSES
When any student has a physical challenge that limits activity or prohibits a particular activity,
the school requires a note from a student’s attending physician indicating the reason for
limitation and the period of time for which the limitation is valid, and the notice will be given to
the PE teacher. Parental requests for exemption (sore throat, nausea, etc.) can only be honored
for two days without a physician’s note.
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GENERAL RULES AND GUIDELINES

GENERAL INFORMATION
•
•

•

Label all articles of clothing, school supplies, and items brought to school.
The school must have a correct home address and at least 2 telephone numbers where parents
or relatives can be reached in case of an emergency. It is the responsibility of the parent to
ensure that the office has current information on file.
Students should wear clothing appropriate for the weather conditions. Students will play
outside except when the weather is extreme.

STUDENT DRIVERS
Student driving on LSA property during school hours is a privilege. Privileges come with
responsibilities. The following are guidelines for student drivers:
• Any student operating a vehicle on school property must have a valid driver's license as
well as insurance.
• All cars must be registered with the office.
• Students are to park vehicles in their assigned parking spot.
• When arriving at school, students are to immediately leave their vehicles, and may not
return to them for the remainder of the school day. This includes breaks between classes
and at lunch.
• Student must secure permission from the school office before going to the parking lot
during the school day.
• Any student who drives dangerously, screeches tires, speeds, etc.) could lose driving
privileges.
• Student drivers must sign in at arrival and dismissal.
CELL PHONES
Cell phone use shall be restricted during the school day. Phones should be left in the students
backpack or locker. Each teacher has a radio and each classroom has a phone or emergency
communication. The administration reserves the right to confiscate electronic devices if they are
being used inappropriately. If confiscated, the parent will have to come to the main office to
collect the device at the end of the school day.
TEXTBOOKS AND EQUIPMENT
Textbooks will be numbered, labeled with the current condition and assigned to students at the
beginning of a course. Any damaged or lost textbook(s) will result in a fine commensurate with
replacing that text. Families with unpaid fines will not receive report cards and/or school
records.
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BACKPACKS AND BOOK BAGS
Backpacks and book bags are not recommended in the classroom. All backpacks must fit inside
lockers and not be left in the hallway. Backpacks, books, and other student materials should not
be left in the hallways or on top of lockers as they present a safety hazard. Student belongings
found in the hall or above lockers may be taken to the lost and found.
LOST AND FOUND
A “lost and found” is located in the cafeteria. Students and parents should check periodically for
misplaced articles.
Students should write their names in all workbooks, textbooks and
notebooks. It is also recommended that all personal property items be labeled. Items not
claimed will be disposed of after a reasonable length of time.
BIRTHDAYS
Students will be allowed to treat their class on their birthdays. The student’s teacher should be
contacted ahead of time regarding the day of the celebration. Parents may join the party or may
leave the treats for the class with the teacher. Parties should be planned for lunch or the end of
the school day. (Summer birthdays may be celebrated on the day of your choice.)
CAFETERIA
Lunch period provides an opportunity for students to take a break from a busy academic
schedule and enjoy lunch and relaxation with classmates. Students scheduled for lunch are to be
in the dining area only. Hot lunches are available on a pre-paid basis. Students may also
purchase milk only.
Lunch money should be brought directly to the academy office before the school day begins so
that it can be recorded and lunch staff can be notified of which days that student is eligible for
hot lunch. Payments may be made by check, cash, or money order.
There are microwaves available for students who choose to bring a prepared lunch from home.
There is also a soda machine and vending available. Parents may send in a written and signed
note indicating that their child may purchase a soda or snack from the machines. If the student
does not have a signed note they will not be allowed to make a purchase.
During the lunch period the following guidelines apply:
•
•
•
•
•

Students will remain seated while eating
Students will communicate without yelling or screaming
Students are responsible for picking up dropped items and wiping off tables before leaving.
Students are to wait until they are dismissed before leaving the cafeteria
Eating and drinking will be limited to the dining area unless otherwise specified by the
administration
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PLAYGROUND AREA
In the playground area wrestling, tackling, and excessive physical contact are prohibited. Only
toys and sports equipment designed to be thrown will be thrown.
OPEN CONTAINER POLICY
No open beverage containers (coffee, pop, fruit juice, tea, etc.) are allowed in the hall, lockers, or
classrooms. Water may be allowed at the teacher’s discretion in the classroom, with the
exception of the computer lab.
SCHOOL CLOSING
School closings will be announced on KCTV 5, WDAF, and KMBC.
School closings will also be posted on the school's computer site, www.sycamoreeducation.com.
Parents who have given the school their text messaging information will receive a text.
PARENT / TEACHER CONFERENCES
Parents and teachers are to schedule conferences on an “as needed basis”. You may contact the
school office at 816-399-2026 to schedule an appointment. Please refrain from discussing school
business at church.
FIELD TRIPS
Field trips are taken periodically in conjunction with different classes. Advance notice is sent
home with the student, and permission slips must be signed and returned to the teacher. A small
fee may be required. Parents may be asked to help with transportation and supervision of field
trips.
DELINQUENT ACCOUNTS
LSA reserves the right to restrict attendance, withhold student records, and/or grade cards when
accounts are delinquent. Students will not receive final grade cards until accounts are paid in full.
This includes tuition, lunches and after care.
SCHOOL VISITS
LSA is a closed campus. All visitors to the school must check in at the front office. The office
will provide a visitor badge, which must be returned to the office when signing out. Other
visitors must be preapproved through the building principal’s office. Teacher attention
must be on the students, therefore, parents should refrain from visiting with teachers between
8:00 a.m. and 3:45 p.m. Parents are always welcome to volunteer or schedule an appointment.
!25

LUNCH VISITS
Parents and alumni students are welcome to have lunch at LSA. As always, please stop by the
front office to sign in and get your visitor badge. Any other guests must be pre-approved by the
principal at least one day in advance. Their dress and conduct must be appropriate for our school
environment. Any guest that has not been preapproved will not be admitted into the school.
Parents are not to go directly to a classroom. Lunches, homework, books and other items
should be left in the school office to be delivered to the student.
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EMERGENCY RESPONSE ACTIONS
Fire in a School Building:
The School Administrator will:
• call 9-1-1,
• sound the fire alarm,
School Staff will:
• supervise evacuation according to the Emergency Evacuation Plan posted in every
•
•
•
•

classroom,
close doors upon evacuating,
take roll books and take roll at evacuation site,
report missing students to the School Administrator.
Re-occupy buildings when ordered to do so by Lees Summit Fire Department (LSFD).

Fire near a School Building:
The School Administrator will:
• call 9-1-1,
• sound the fire alarm,
• If appropriate, re-occupy buildings when ordered to do so by LSFD.
Gas Leak:
The person detecting the odor of natural gas will:
• Notify the School Administrator
• Determine where the odor of gas is emanating from (a particular room or area, inside or
outside the building).
The School Administrator will:
• Immediately call 9-1-1 and notify LSFD and provide:
1. building address,
2. site name,
3. description of the odor,
4. location of the odor.
5. if ordered to do so, evacuate the building.
• If the gas odor emanates from outside the building, close all windows and doors and
remain inside. Follow the instructions of the LSFD.
• Notify Missouri Public Gas (MOPUB)
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Intruder on Campus:
A campus intruder is defined as an individual who loiters or creates disturbances on school
property. If an intruder is found on campus:
• Contact Command Executive Security (CES) officer immediately by phone of radio
communication.
• CES will assess the situation and if it appears safe to approach the intruder, greet the
individual in a polite and non-threatening manner.
• CES will identify himself as a school security officer, and
• Ask the intruder for identification.
• Ask them what his/her purpose is for being on campus.
• Advise the intruder of trespass laws.
• Ask the intruder to quietly leave the campus or invite him/her to accompany the officer to
the office.
• If the intruder refuses to respond to CES requests, the intruder will be informed of the
intention to summon law enforcement officers.
• If the intruder gives no indication of voluntarily leaving the premises, call 9-1-1 and
provide a description and location of the intruder. CES will notify staff to lock down.
If an intruder appears on school grounds during recess or lunch:
•
•
•

Outdoor supervisors should immediately notify the School Administrator and guide all
students to nearby buildings.
Lock all doors and windows.
Wait for further instructions from school officials or LSPD.

In the event the perpetrator(s) is inside a classroom:
Staff should take a leadership role and perform the following actions:
• Calm, reassure, and quiet others (students/staff). Staff actions will influence others.
• Staff should attempt to actively diffuse the situation:
• Attempt to quietly move students away from the perpetrator.
• If deemed safe to do so, staff should approach the perpetrator in a calm, non•

confrontational manner and ask him/her to leave the campus.
If the perpetrator leaves the classroom, staff should immediately block the door using
whatever is available (deadbolts, desks, file cabinets, books, or other furniture)
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Lockdown: Active Shooter:
•
•
•
•
•
•
•
•

School staff should move students into classrooms and buildings and call 9-1-1.
Begin lockdown procedures including covering windows, turning off lights, and seeking
cover under or near furniture and away from windows.
Use appropriate communication methods (i.e., phones, radios, etc.) to contact the CES
officer and School Administrator.
Take roll and identify all students and staff in the classroom.
Conduct anxiety-reducing activities.
Be prepared for an evacuation at any time.
Place a red card under the door or in the window if someone in the room requires medical
attention.
Follow the directions of CES officer and /or LSPD.

Shelter-in-Place/Tornado Drills:
Shelter-in-Place and Tornado Drills may be directed if there is a danger in the community that
could present a danger to the school community or a situation at the school that could harm
students or staff if they are outdoors. Shelter-in-Place/Tornado Drills will be routinely practiced
during the school year.
• Shelter: Move all students and staff inside to the designated Tornado Shelter rooms on
maps in each rooms.
• Shut: Lock all doors and close windows.
• Listen: Remain quiet to hear tornado sirens and critical instructions from the School
Administrator and/or emergency responders.
If the incident involves gas leaks or chemical spills, follow the procedures below:
•
•
•

Advise students to cover their mouths and nose with a damp cloth or handkerchief to
protect from any airborne hazards.
Close all vents and turn off ventilation systems.
Advise students to maintain shelter-in-place procedures until the all clear or evacuation
signal is given by the School Administrator and/or emergency responders.

Evacuation Locations:
In the event of an emergency, either an on-campus or off-campus evacuation may be necessary.
In order to be prepared, schools must identify safe evacuation locations to relocate the school
population.
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On-Campus Evacuation Location:
School officials should review their school site layout and determine where the safest outdoor
location is on campus to assemble students and staff. It is important to ensure there is adequate
space for the entire school population and there is no danger of falling debris or power lines.
The south and west parking lot areas of the Libby Center are designated as gathering points for
all persons. Teachers and assistants will keep their students in their groups and account for each
students.
Off-Campus Evacuation Location (Sister Sites):
The School Administrator has pre-identified alternate locations or sister sites to act as the offcampus evacuation for this facility. These sister sites were identified to house the entire school
population. In most instances, each school has a pre-identified secondary off-campus location.
Off sight locations are below:
BOB SIGHT COLLISION SHOP—596 LIBBY LANE
BOB SIGHT DETAIL-611 LIBBY LANE
WORLD REVIVAL CHURCH-9900 VIEW HIGH DRIVE, KCMO
EVACUATION PROCEDURES
On-Campus Evacuation:
The need to evacuate a building on campus should occur after the decision has been made that it
is unsafe to remain in the building.
• If it is determined an evacuation is needed, school staff should assemble students and use
the pre-designated evacuation routes to report to the assigned on-campus location.
• School staff must take roll at the evacuation area to ensure that all students are accounted
for.
• Students who are missing or left behind due to serious injury should be immediately
reported to school officials.
• School staff should identify any students who need medical attention and provide
appropriate care.
• School staff should remain with their students and help to calm them back to their
classrooms quickly and calmly. Roll should be taken once all students are back in the
room.
• Students should be debriefed to calm fears about the If it is determined school buildings
are safe to re-enter, school staff will lead students evacuation.

!30

Off-Campus Evacuation:
Off-campus evacuation is implemented after a decision is made that is it unsafe to remain on
campus and evacuation to an off-site assembly area is required.
• If it is determined an evacuation is needed, school staff should assemble students and use
the pre-designated evacuation routes to report to the assigned off-campus location.
• School staff must take roll at the evacuation location to ensure that account is made for
all students.
• Students who are missing or left behind due to serious injury should be immediately
reported to school officials.
• The Superintendent of Schools and LSPD should be immediately notified of the
evacuation.
BOMB THREAT
In most cases, threats of a bomb or other explosive device will be received by telephone. Attempt
to gain as much information as possible using the Bomb Threat Checklist in the Command
Executive Security Duty Book.
• Do not hang up on the caller.
• Immediately notify the School Administrator and alert them to call 9-1-1 and provide:
1. Name
2. Call back phone number
3. Exact street location with the nearest cross street
4. Nature of incident
5. Number and location of people involved and/or injured
• Instruct all students and staff to turn off cellular devices and radios.
• Sound the fire alarm to evacuate all involved buildings through the exits designated on
the escape route maps in each room.
• Secure all campus exits to prevent re-entry to buildings.
• Follow directions from the Lee’s Summit Police Department (LSPD).
• Re-occupy buildings when instructed to do so by LSPD.
EARTHQUAKE
Earthquake Procedures Inside:
•
•
•

DROP to the ground. For those students and staff who are physically unable to drop to
the ground, they should remain seated and cover their heads with their arms and hands.
COVER under or near desks, tables, or chairs in a kneeling or sitting position.
HOLD onto table or chair legs.
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•
•
•
•
•

Protect eyes from flying glass and debris by using your arm to cover your eyes.
Remain in the DROP position until ground movement ends.
Be prepared to DROP, COVER, and HOLD during aftershocks.
School staff should check for injuries and assess the general safety of the room.
Report any hazards to the school administrator.

Earthquake Procedures Outside:
•
•
•
•
•

Move away from overhead hazards such as power lines, trees, and buildings.
DROP to the ground and COVER the back of the neck with your hands.
Do not enter buildings until it is safe to do so.
School staff should check for injuries.
Report any hazards to the school administrator.
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Parent/Student Handbook Signature Page

By signing below, I declare that I have read the entire Parent/Student Policy
Manual for this coming school year. I affirm that my family shall adhere to
the policies described herein and commit to working together with the school
for the furtherance of God’s kingdom in the school organization, the school
community, and the life/lives of my child (ren).

Parent Signature:
____________________________________________________________________

Parent Name: (Print)
____________________________________________________________________

Student Signature: (Secondary)
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________

Date: ________________

Please return to LSA by September 1, 2016
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