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Welcome Letter from the Principal

Greetings Parents and Scholars of Memphis Business Academy Elementary,

As principal of Memphis Business Academy Elementary, it is an honor and pleasure to welcome
everyone back for another awesome year at MBAE. We are excited to have executives back in
our classrooms filling them with excitement, eagerness, energy, and enthusiasm for learning. It is
our mission to help every child feel welcome, important, and connected to our MBAE family.
Our goal is to ensure that every child is challenged, pushed to produce outcomes that matter, and
involved in rigorous and meaningful activities. At MBAE, we have phenomenal facilitators who
spend time planning and creating intentional activities that promote scholar engagement. As we
have done in previous years, we will continue to use and collect multiple data points to ensure
that we are providing the best learning experience for all.

On this journey, we will take risks to maximize instruction and scholar engagement. We are here
to support you and your child to make sure that your executive has the best learning experience
possible. We want MBAE to be a learning destination for all! You are the heartbeat of everything
we do, and with your commitment, dedication, ownership, and collaboration, we can effectively
impact change.

We will continue to keep you informed through email, text, and phone calls with important
information and updates. Additionally, please feel free to visit our website or call the school for
additional information. You are encouraged to visit the campus to participate in the learning and
to witness the quality instruction that your scholar will receive daily.

Once again, welcome back!!!!! Educationally yours,

Noah Gordon MBAE Principal

"The function of education is to teach one to think intensively and to think critically. Intelligence
plus character - that is the goal of true education."

~ Martin Luther King, Jr.
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Mission Statement
The mission of the Memphis Business Academy is to ensure high academic achievement of

students from the Frayser/Raleigh area and to help them to develop the knowledge, skills, and
dispositions that will enable them to be successful in school and beyond. The Academy is

dedicated to the high quality teaching of mathematics, science, social studies, and language arts
with a focus on business, entrepreneurship, and financial responsibility. Through the

implementation of innovative and effective instructional models, the school will meet state and
national standards while developing independent and critical thinkers who possess the

communication skills and quantitative literacy necessary to be successful in a high tech, global
society.

S.O.S.

Seasons of Success

My S.O.S. stands for my season of success.
Within my seasons are elements of truth.

I have to be committed to everything I render.
I must be persistence because I can never surrender.

My character must go a long way in this race.
And honesty will always keep me from any type of disgrace.

I must be dependable because others will count on me.
I must be reliable as the roots of a thousand year old tree.

We lack responsibility in many of our hearts but we must be tenacious and reverse those negative
charts.

I believe in service and for this I am proud.
I will offer hope to the masses and the crowds.

When no one has a vision I will step forward with ease.
For I am a leader and leader must lead.

This is my season of success so watch me take care of business and do my very best.

Tagline

The MBA experience, growing tomorrow's leaders to transform lives and communities.

MBAE mascot is known as the “Scholar” and black and gold are the school colors.  Students will
recite the Pledge of Allegiance and sign the Star Spangled Banner, everyday as a part of their
morning devotion.

Memphis Business Academy Elementary does not discriminate on the basis of race, color,
national origin, sex, disability, or age in its programs.
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VISITORS TO SCHOOLS
Except on occasions such as school programs, athletic events, open house and similar events at
which the general public is invited, all persons with the exception of school district personnel
and students entering the school buildings or school grounds at which they are enrolled are
prohibited from entering any school building or school grounds unless they have first reported to
the school office and been granted permission to enter the school building or school grounds by
the school principal or his/her designee. The principal or his/her designee has the authority to
exclude from the school premises any persons disrupting the educational programs in the
classroom or in the school, disturbing the staff or students on the premises, or on the premises for
the purpose of committing an illegal act.

SCHOOL FEES AND DEBTS
A. Requested Fees (may only be requested)
The following fees may be requested from but not required of any student, regardless of financial
status:

1. Fees for activities that occur during the school hours (the required one hundred eighty
(180) instructional  days), including field trips, any portion of which fall within the
school day; or for activities outside regular school hours if required for credit or
grade;

2. Fees for activities and supplies required to participate in all courses offered for credit
or grade, including interscholastic athletics and marching band if taken for credit in
accordance with local board policies;

3. Refundable security deposits collected by a school for use of school property for
courses offered for

credit or grade, including interscholastic athletics and marching band if taken for credit.
B. Required Fee/Fines (may be required)
The district may require and collect the following fees/fines from students:

1. Fines imposed on all students for late-returned library books; reasonable charges for
lost or destroyed

textbooks, library books, workbooks or any other property of the school;
2. Debts incurred to a school;
3. Costs for extracurricular activities occurring outside the regular school day including

sports, optional trips, clubs or social events.

CHILD CUSTODY/PARENTAL ACCESS
Memphis Business Academy Elementary requires students to be enrolled in and registered for
school by their custodial parent or legal guardian or a person who provides the school with
written permission from the custodial parent/legal guardian to register the student.  Unless a
Tennessee court specifies otherwise, the custodial parent or legal guardian shall be the one whom
the district holds responsible for the education and welfare of that student. Parents and/or legal
guardians shall have the right to receive information contained in school records concerning their
minor child. However, the personal information of a custodial parent and/or legal guardian shall
not be released to a non-custodial parent with the child’s education record. The board, unless
informed otherwise, assumes there are no restrictions regarding the non-custodial parent’s rights
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to be kept informed of the student’s progress and activities. If restrictions are made relative to the
rights of the noncustodial parent, the custodial parent and/or legal guardian shall be requested to
submit a certified copy of the court order which curtails these specific rights.
Unless there are specific court-imposed restrictions, the non-custodial parent, upon request, shall
be granted reasonable access to the student at the school and shall be given access to all the
student’s educational records including, but not limited to, the student’s cumulative file and the
student’s special education file, if applicable.
No principal or teacher shall permit a change in the physical custody of a student at school
unless:

1. The person seeking custody of the student presents the school official with a certified
copy of a valid court order from a Tennessee court designating the person who has
custody of the student; and

2. The person seeking custody shall give the school official reasonable advance notice
of his/her intent to take custody of the child at school.

PROMOTION/GRADING/ DEMERITS/ RETENTION

Assessment
Regular assessment is important in order to guide the provision of academic services, enhance
district and classroom instructional strategies, and measure student learning and students’
progress toward meeting the district’s academic achievement standards. Therefore, the district
shall employ a comprehensive student assessment system to help ensure that students remain on
course to meet the academic achievement standards of the district and on target to meet the grade
level standards recognized by state and federal governments.

MBA School Norms:
I. DATA TRACKING

a. Behavior
b. Academic

II. Using Common Communication Norms to Minimize-Negative Behavior in Order to
Maximize Rigorous Instruction-NONVERBAL COMMUNICATION –
Communicating through sending and receiving sounds, gestures, body language, facial
expressions and eye contact.  
a. Snapping –To express you like or agree with something. (Examples SNAP if you

agree with Penny’s statement)
b. Closed Fist-If you have an EMERGENCY restroom need, use this non verbal cue to

communicate.
c. Hold up the number TWO Fingers-If you need permission to get tissue, use this non

verbal cue to communicate.
d. TRACKING with Your Eyes

III. COMMON RHETORIC-Address ALL students as Executives, scholars or by their
name.
a. Teachers will only accept being called by Ms./Mr./Coach _____________ or

sir/ma’am

5



b. Executives are always told they have EARNED a merit or demerit. We are never
“giving” them a merit or demerit.

c. Direct Executives to always speak and write in college bound sentences or complete
sentences.

d. Prompt students to follow directions by giving them a timeframe.
(Examples-“Executives, I need for you to go to page 544 in 5, 4, 3, 2, 1) 

e. Prompt early finishers to complete an independent reading or writing activity.
f. Executives should never be idle in class at any time. They should have a form of

reading or writing activity as enrichment or reinforcement based on the skill or topic
they are learning.

IV. Voice Code System           
a.      LEVEL 0 – Silent – absolutely NO voices
b.      LEVEL 1 – Whisper – working with a partner
c.      LEVEL 2 – Inside Voices – working in a small group
d.      LEVEL 3 – Presentation Voices – Class Discussion

MBAE Positive Reinforcement
School-wide formal recognitions

● Student of the month
Criteria: The student will exemplify character in and out of the classroom. A student cannot
receive the award more than once within a year.
Recognition:
The selected student's picture and name will be showcased during the month of recognition both
at school and on the school website. The student will also be highlighted in Newsletter. The
administration will also present a Student of the Month certificate to the student.
Frequency: Monthly

● Monthly School Celebrations
● Quarterly Awards Assembly

Criteria: Principal List, Honor Roll, Citizenship, Perfect Attendance
Recognition: Acknowledgement among peers
Frequency: Quarterly
Individual Student/Teacher Recognition

● Shout Outs
Criteria: Demonstrated one of our core values
Recognition: Acknowledgment over the intercom
Frequency: Daily
Entire Classroom Recognition

● Class Points
Criteria: Adequate amount of set class points
Recognition: Extra Recess, Ice Cream treat, Principal reads story k-2
Frequency: Varies

ELEMENTARY SCHOOL DEMERIT PROCESS:
● Teacher will administer demerits based on Classroom Expectations.

Class Expectations:
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● Raise your hand for permission speak or to get on the floor(No blurting out)
● Do what your teacher asks you to do the first time they give you directions. 
● Keep your hands and feet to yourself at all times.
● Say kind words and treat people with kindness and respect. 
● No talking in the hallways and use your inside voices in your classroom.

 
Elementary Weight of Demerits: Executives will receive a daily conduct grade based on
demerits. All Executives start each day with an E+
E+ = Superb
E = Excellent
G = Good
S = Satisfactory
N = Needs to Improve
U = Unsatisfactory

Promotion and Retention Decisions
Assessment of the student in the context of the total learning situation and its attendant
circumstances should be used to determine what is best for the student. Factors to be considered
in deciding what is best for the student should include:

1. current skill level;
2. the student's age;
3. achievement potential;
4. previous performance;
5. evaluative data;
6. chances for success with more difficult material when current skills are inadequate;
7. number of absences;
8. previous retention;
9. maturity level;
10. standardized test results; and
11. what benefits can be accomplished by retention.

Promotion
Promotion shall be based on skill mastery and shall be considered on the basis of what is best for
the student in terms of school success.

Conditional Promotion and/or Assignment to Transitional Classes
If a student's ability to succeed at the next grade level is highly questionable, consideration shall
be given to conditional promotion and/or assignment to transitional classes if such classes exist.

Retention
Retention is used to help students improve their knowledge base by providing an additional year
of instruction to address inadequate skills mastery. Retention will be considered on an individual
basis. Deficiencies in several of the factors to be considered in deciding what is best for the
student that are listed above indicate that retention shall be considered. Retention, however,
should not be used as a punitive measure or as a way to hold a student back because of parental
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wishes when a student's performance does not warrant it or when the school feels retention is
inappropriate.

Special Consideration
Special consideration for promotion and/or retention shall be given to students with special
academic, social, and emotional needs.

Third-Grade and higher grade Promotion/Retention
A student in the third grade or higher shall not be promoted to the next grade level unless the
student has shown a basic understanding of curriculum and ability to perform the skills required
in the subject of reading as demonstrated by the student's grades or standardized test results.
However, such student may be promoted if the student participates in a Shelby County Board of
Education approved research-based intervention prior to the beginning of the next school year.
This provision shall not apply to students who have IEPs pursuant to 20 U.S.C. § 1400 et seq.

Academic Interventions
It is expected that interventions will occur on an ongoing basis and that effective intervention
strategies may result in a student’s promotion. Therefore, instructional strategies, classroom
grades, and intervention opportunities shall be monitored and reviewed by principals on a regular
basis.

Required Interventions
Academic interventions shall be required for the following students:
• Students who are not making satisfactory progress toward academic benchmarks;
• Students who have not met promotional standards by the end of the school year (retained
students);
• Students who are one or more years behind grade level in a course or grade;
• Students not performing at the level to meet the College Readiness Benchmarks, as defined by
ACT.

Student Evaluation and Intervention – Grades 3-8
A criterion-referenced test will be administered in subjects and grade levels in accordance with
policy of the State Board of Education. Based on achievement data from the benchmark years 3,
5, and 8, there shall be a research-based intervention initiated by the local education agency for
students scoring below proficient in reading, language, and mathematics on the criterion
referenced portion of the state achievement test. The intervention shall occur during the year
following the benchmark assessment data. Evidence of compliance with this requirement shall
become a component of the school improvement plan.

English Language Learners (ELL)
ELL students shall meet the same standards as all students. However, in accordance with federal
law, English language proficiency shall not be the sole factor in determining that a student has
not met performance standards for promotion. Intervention strategies shall include, where
appropriate, assistance in the development of English language proficiency.
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Students with Disabilities
To the maximum extent appropriate, students with disabilities shall be governed by SCS student
standards established for students without disabilities. Students with disabilities who meet the
requirements established by the Tennessee Board of Education shall earn regular diplomas. All
enrichment, interventions/remediation, opportunities, benefits and resources made available to
students without disabilities shall be made available to students with disabilities. Students with
disabilities may be exempt from promotion/retention standards if an Individualized Education
Plan (IEP) team determines that the student does not have the ability to successfully meet general
curricular standards. Students with disabilities are not subject to promotion/retention standards if,
due to the nature and severity of their disability, they have an IEP allowing them to take an
alternative form of state assessment.

Parent Concerns
Parents who disagree with the decision of the teacher(s) and principal regarding the promotion or
retention of a student may appeal the decision to the chief operating officer or his designee. The
decision of the chief operating officer or his designee shall be final.

TEXTBOOKS AND INSTRUCTIONAL MATERIALS
Distribution and Access
Students are provided access to textbooks/instructional materials to enhance the learning process.
Additionally, individual copies of textbooks may be distributed/issued to students. In accordance
with state law, every student shall be permitted to take any textbook specifically issued to the
student home for the purpose of studying the textbook. This does not prevent the school or a
teacher from requiring a student to return the textbook during school hours.

Care and Protection
Textbooks/instructional materials are issued to the students with the understanding that the
textbooks/instructional materials will be properly maintained and returned at the appointed time.
Sanctions will be invoked in the event that a student refuses to pay for lost or damaged
textbook/instructional materials at the replacement cost less reasonable depreciation. Sanctions
are intended to prohibit lost or damaged textbooks/instructional materials through willful intent
or neglect and include:

1. The withholding of all grade cards, diplomas, certificates of progress, or transcripts
until restitution is

made.
2. The refusal to issue any additional textbooks/instructional materials until restitution is

made. (However, access to textbooks/instructional materials shall be provided.)

Nothing in this policy shall prohibit any student or parent from voluntarily purchasing
textbooks/instructional materials.

ENROLLMENT AND ADMISSION

Entrance Age
A child must be five (5) years of age on or before August 15th for the upcoming school year. A
child must be six (6) years of age on or before September 30th of the current school term to be

9



admitted to the first grade. All children entering the first grade must have attended an approved
kindergarten.  Any transfer student legally enrolled as a first grade student in another state who
will be six (6) years of age no later than December 31st of the current school year, making an
application for admission, shall be eligible for enrollment at Memphis Business Academy
Elementary.

Any child legally enrolled in an approved kindergarten in another state during the preceding
school year and who could have enrolled in the first grade in that state in the current school year,
making application for admission, shall be eligible for enrollment in the first grade in Memphis
Business Academy Elementary provided he/she is six (6) years of age on or before December
31st of the current year.
Students with disabilities who reside within the Shelby County School District may be enrolled
in Memphis Business Academy Elementary provided the eligibility requirements determined by
the state of Tennessee have been met.

Cut-off Date for Entering Kindergarten
Parents/legal guardians/custodians are encouraged to enroll students who are of legal age in
kindergarten at the beginning of the school year. Students who have not been enrolled previously
in kindergarten will not be accepted after the first thirty (30) days of the school year. Students
who have been enrolled previously in an approved kindergarten will be accepted at any time.

Students enrolling in kindergarten who have not previously enrolled in any school will
furnish the following:

1. Certified birth certificate: Other evidence of age is acceptable only if the certificate is not
available, such as a foreign born student, and only if approved by the Department of Attendance
and Discipline.
2. Proof of Immunization: Please see the preceding section entitled “Immunization (New State
Immunization Rules and Certificate).”
3. Physicals: Physical examinations are a requirement for entry into kindergarten or new
students entering a Tennessee school for the first time (within the last 12 months is acceptable).
Out-of-state physicals for entering students in kindergarten or a Tennessee school for the first
time are acceptable;
however, documentation on the Tennessee Immunization Certificate is necessary for submission
to the school along with all immunizations transferred to the Tennessee Department of Health
Immunization Certificate. Proof of physical exam is required.
4. Social Security Card: Students who cannot provide a social security number will be assigned
a personal identification number. The General Office Secretary (GOS) is provided instruction as
to procedure to assign PIN numbers at their in-service. Students cannot be denied admission to
public schools because they did not provide a social security number at registration.

General Enrollment
Proof of legal residence and legal custody shall be required for enrollment in school (unless
otherwise prohibited by law and/or board policy).
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First-time Enrollment
The parent/legal guardian/custodian of any student entering school for the FIRST TIME must
present:
1. At the time of registration, officially acceptable evidence of date of birth (Examples include
documents such as birth certificates, visas, passports, or adoption documentation.)
With regard to birth certificates, the name used on the records of a student entering school must
be identical to the name shown on the birth certificate unless evidence is presented that such
name has been legally changed through a court as prescribed by law. If the parent/legal
guardian/custodian does not have or cannot obtain a birth certificate, then the name used on the
records of such student will be the same as that shown on documents which are acceptable to the
school principal as proof of date of birth. Exceptions will be made for students who meet the
federal homeless/migrant provisions and guidelines;
2. Evidence of a current medical examination the medical examination must be completed by a
doctor of medicine,
osteopathic physician, physician assistant, certified nurse practitioner, or a properly trained
public health nurse; and
3. Evidence of state-required immunizations parents or legal guardians shall be responsible for
having their children
immunized against designated diseases as authorized by the Tennessee Commissioner of Health.

Proof of Residency
Unless otherwise prohibited by law, parents/legal guardians/custodians having lawful control of
students (proof of legal custody shall be required) must provide the following proof of residence
in order to enroll a student in Shelby County Schools/Memphis Business Academy Elementary.

General Proof of Residency
The parents/legal guardians/custodians having lawful control of the student must provide two (2)
of the following items listed
below:
1. Driver's license or other state or government (military) issued identification bearing the

address at which the student will be residing during the current school year;
2.    Most recent MLGW or municipal water bill of the owner, renter or lessee of the
home in which the

student will reside during the current school year;
3. Mortgage statement or deed of the owner of the home in which the student will reside during

the current school year;
4.     Lease of the lessee of the home in which the student will reside during the current school
year;

5.     Rental agreement of the renter of the home in which the student will reside during
the current school

year;
6.     Real Estate tax receipt;
7.     Public assistance/government benefits check, card, or papers;

8.     In the event that two (2) of the items listed above cannot be provided, residency may
be established by
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submitting other documentation deemed to be appropriate proof of residence by the
department

responsible for verifying residency.

Shared Residency Requirements
Unless otherwise prohibited by law, in the case in which a student resides with his/her
parents/legal guardians/custodians having lawful control of the student in the home of someone
else, the following proof of shared residency must be provided in order to enroll a student in
Memphis Business Academy Elementary:
A. Unless otherwise approved by the department responsible for verifying residency, the
homeowner of the home in which the student resides must accompany the parents/legal
guardians/custodians to registration and provide two (2) of the items listed in the General Proof
of Residency Section above; and
B. The parents/legal guardians/custodians having lawful control of the student claiming shared
residency must provide two (2) of the following items listed below:
1. Driver's license or other State or Government (military) issued identification of the
parent/legal guardian/custodians having lawful control of the student, bearing the address at
which the student will be residing during the current year;
2. Car registration of the parent/legal guardian/custodians having lawful control of the student
bearing the address at which the student will be residing during the current school year;
3. Voter registration of the parent/legal guardian/custodians having lawful control of the student
bearing the address at which the student will be residing during the current school year;
4. Payroll stub of the parent/legal guardian/custodians having lawful control of the student
bearing the address at which the student will be residing during the current school year;
5. Three (3) significant pieces of mail with a forwarding sticker bearing the address at which
the student will be residing during the current school year;
6. Government Assistance Communication directed to the parent/legal guardian/custodians
having lawful control of the student bearing the address at which the student will be residing
during the current school year.
7. In the event that two (2) of the items listed directly above cannot be provided, residency may
be established by submitting other documentation deemed to be appropriate proof of residence
by the department responsible for verifying residency. The parents/legal guardians/custodians of
homeless students shall not be subject to the provisions outlined in the Shared Residency
Requirements section above.

Homeless Students
Homeless students shall have equal access to the same free appropriate public education as
provided to other students.
1. The McKinney-Vento Act (Section 725) defines “homeless children and youth” as individuals
who lack a fixed, regular, and adequate nighttime residence, including children and youth who
are:
• Sharing the housing of other persons due to loss of housing, economic hardship, or a similar
reason;
• Living in motels, hotels, trailer parks, camping grounds, or similar settings due to the lack of
alternative adequate
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accommodations;
• Living in emergency or transitional shelters;
• Abandoned in hospitals;
• Awaiting foster care placement;
• Students who have a primary nighttime residence that is a public or private place not
designated for or ordinarily used as a regular sleeping accommodation for human beings (cars,
parks, public spaces, abandoned buildings, substandard housing, bus or train stations);
• Migratory children who qualify as homeless because they are living in circumstances described
above; or
• Unaccompanied youth, including youth not in the physical custody of a parent or guardian,
such as runaways and
youth denied housing by their families.
2. The aforementioned youth have the following rights:
• The right to immediate enrollment in school, even if lacking paperwork normally required for
enrollment (e.g., such as previous academic records, immunization records, proof of residency or
other documentation);
• The right to attend 1) his/her school of origin, 2) last school attended, or 3) the school in the
attendance area where the family or youth is currently residing, based on the parent’s request or
views of an unaccompanied homeless student and where feasible to the district considering the
best interests of the student;
• The right to receive transportation to his/her school of origin, if this is requested by the parent
or district staff charged with assisting homeless students;
• The right to services comparable to those received by housed schoolmates, including
transportation and supplemental education services;
• The right to attend school along with children not experiencing homelessness. Segregation
based on a student's status as homeless is strictly prohibited.
The rights of homeless students as defined above shall be posted in all schools and other places
around the community (e.g., shelter, soup kitchen, etc.).
District staff charged with assisting homeless students shall be identified by the superintendent
(or designee) and shall ensure that services and information regarding the rights existing under
federal law are provided to students and parents who are homeless.

Power of Attorney for Childcare
Parents of a minor child may delegate to any adult person residing in this state temporary
care-giving authority regarding a minor child when hardship prevents the parent(s) from caring
for the child. Hardships identified are:
1. The serious illness or incarceration of a parent or legal guardian;
2. The physical or mental condition of the parent or legal guardian is such that care and
supervision cannot be provided;
3. The loss or uninhabitability of the child's home as the result of a natural disaster.

When one of the above hardships is applicable, the custodial parent(s) and the caregiver must
make an appointment to meet with Student Equity Enrollment and Discipline (S.E.E.D) in order
to complete the application for Power of Attorney. Hardships not listed above should be referred
to juvenile court to change the custody.
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ATTENDANCE, ABSENCES, TRUANCY, AND WITHDRAWAL

Attendance
The Tennessee State Compulsory Attendance Law (T.C.A.§49-6-3001 and T.C.A. §49-6-2007)
requires that pupils of legal age attend school (ages of six and seventeen years, both inclusive)
unless special circumstances arise which temporarily or permanently excuse the student from
attendance. This also applies to five (5) year old students who have attended school for six (6)
weeks. By state law, the student’s school year shall consist of a minimum of 180 teaching days
exclusive of all vacations, as approved by the board of education. (T.C.A.§49-6-3004) The
annual calendar is divided into two semesters. A copy of this calendar is included at the front of
this handbook.

Attendance Policies and Procedures

Calls are made to each parent of an absent student, daily.  Calls are made to the home/cellular
phone number of record.  The student’s absence will be recorded with an “AT” until a parent note
or a doctor’s note is presented the next day after the absence.

Excused Absences:

● Illness of student
● Death or serious illness within the student’s immediate family
● Representing school
● Religious holiday
● Legal court summons: not the fault of the student
● Extenuating circumstances as approved by the principal.
● Parent/Guardian deployment

A parent note must be received within two days from the date of the absence.  Notes will not be
accepted after that time.

● Notes should be presented by the student to the 1st period teacher.
● Parent notes should include:

o Student’s full name
o Date of absence
o Reason for absence(s)
o Signature of parent, current phone numbers

● All notes are subject to verification.
● Students who have missed 3 or more days in a row, need to submit a doctor’s note.

Late Arrival to School
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If a student arrives at school after 8:00 a.m. he/she MUST check in to the office to get an
admit to class slip.  A parent must sign in student and/or provide a signed note to explain
the reason for the late arrival. Excessive unexcused lateness to school will be considered
truancy and will result in disciplinary action and can be reported to Shelby County Schools Pupil
Services.

Checking out of School
If a student must leave school during the day, the parent or guardian must come to check the
student out.  Check outs for doctor appointments will be unexcused until the student brings a
“Return to School” note from the doctor’s office.

Excessive Absences/Check-Ins/Check-Outs
Students who accumulate a total of 10 or more absences, check-ins and check-outs will be
required to present a doctor’s not in order for any future  attendance event to be considered
excused.

Unexcused Absence Procedures
● If a student is absent without an excuse, the school must use school-based procedures as

well as appropriate interventions to encourage regular school attendance.  The following
attendance procedures shall be used:

o First Two (1st and 2nd) Unexcused Absences-documented phone calls to
parents/guardians on the first day and second day of the first two days of
unexcused absence.

o Third (3rd) Unexcused Absence-Warning letter to parents/guardians informing
them of truancy laws and the consequences of noncompliance and requesting a
parent/teacher conference.

● After the student’s fifth (5th) unexcused absence, the first official attendance letter will be
automatically generated by the school and sent to the parents/guardians informing them
of their noncompliance with the compulsory attendance laws, the consequences for
failing to comply, and that their presence is requested at a meeting of the Student
Attendance Review Team (SART).  This team is designed to identify the cause(s) of the
unexcused absences in order to bring the parent/guardian and student in compliance with
attendance laws.

● The SART team must develop a Parent/Student Action Plan (PSAP) to address the
cause(s) of the unexcused absences and identify interventions that eliminate the
underlying problem and enable the student to attend school on a regular basis.  The Plan
must be signed by all members of the team and shall be monitored on a regular basis.  If
the parent/guardian does not cooperate, the plan can be implemented with the student’s
signature, but the Plan must document attempts to contact the parents/guardians.
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● After a student has accumulated ten (10) or more unexcused absences  the student will be
referred to, the truancy office and/or the District Attorney General Office for appropriate
legal action.

Enrollment of Students Beyond compulsory Attendance Age
During the first twenty (20) days, students beyond compulsory attendance age [eighteen (18)
years of age or older] who have been continuously enrolled with the district may register for
school through the standard registration process. However, upon enrollment, all such students
shall meet with their school principals and other appropriate staff to evaluate academic options
and make appropriate education placement referrals for the students, including overage for grade
students; and outline the academic and behavioral expectations of the student within the school.
An application for admission must be evaluated for approval by the principal for a person
eighteen (18) years of age or older who:

1. has dropped out of school and wants to re-enter; or
2. fails to enroll within twenty (20) school days after school officially starts, unless one or

more of the
following applies:

a. The student can show proof of satisfactory attendance in another school
system during the first twenty (20) day  period.

b. A doctor's certificate states that illness has prevented enrollment during the
first twenty (20) day period.

c. The district is required to permit the student to enroll under the Individuals
with Disabilities

Education Act.

Students not initially accepted for enrollment by the principal may then contact the district
department responsible for student services for possible enrollment.

Attendance of Students Beyond Compulsory Attendance Age
Any student having passed the compulsory attendance age may be dropped from the rolls after
three (3) consecutive unexcused absences, or an aggregate five (5) unexcused absences, from
class or school, upon approval of the superintendent (or designee).

Compulsory Attendance
Students between the ages of six (6) and seventeen (17), both inclusive, must attend a public or
non-public school. The principal shall be responsible for the initial placement of students
entering school for the first time. A parent/guardian or legal custodian who believes that their
child is not ready to attend school at the designated age of mandatory attendance may make
application to the superintendent (or designee) for a one (1) semester or one year deferral in
required attendance. Any such deferral shall be communicated to the principal of the school that
the student would have attended. In accordance with the provisions outlined in the state law, the
Board may temporarily excuse students from complying with the provisions of the compulsory
attendance law.

Attendance and Excuses
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Memphis Business Academy Elementary believes that regular attendance is a necessary
requirement of all students.
All students are expected to attend school on each day that school is officially in session and
remain at school for the entirety of the school day. Only the following reasons will be considered
for excused absences:
1. Illness, injury, pregnancy, homebound circumstance, or hospitalization of student.  Memphis
Business Academy Elementary may require a parent conference and/or physician verification to
justify absences after the accumulation of ten (10) days of absence during a school year. Notes
must be date specific and will be required for subsequent absences beyond ten (10) days.
2. Death or serious illness within the student's immediate family.
3. When the student is officially representing the school in a school sponsored activity or
attendance at school-endorsed activities and verified college visits.
4. Special and recognized religious holidays regularly observed by persons of their faith. Any
student who misses a class or day of school because of the observance of a day set aside as
sacred by a recognized religious denomination of which the student is a member or adherent,
where such religion calls for special observances of such day, shall have the absence from that
school day or class excused and shall be entitled to make up any school work missed without the
imposition of any penalty because of the absence.
5. A court order; a subpoena; and/or a legal court summons.
6. Extenuating circumstances over which the student has no control as approved by the principal.
7. If a student's parent, custodian or other person with legal custody or control of the student is a
member of the United States Armed Forces, including a member of a state National Guard or a
Reserve component called to federal active duty, the student's Principal shall give the student:
a. An excused absence for one (1) day when the student's parent, custodian or other person with
legal custody or
control of the student is deployed;
b. An additional excused absence for one (1) day when the student's parent, custodian or other
person with legal
custody or control of the student returns from deployment; and
c. Excused absences for up to ten (10) days for visitation when the student's parent, custodian or
other person with
legal custody or control of the student is granted rest and recuperation leave and is stationed out
of the country.
d. Excused absences for up to ten (10) days cumulatively within the school year for visitation
during the deployment
cycle of the student's parent, custodian or other person with legal custody or control of the
student. Total excused
absences under this section (c) and (d) shall not exceed a total of ten (10) days within the school
year. The student
shall provide documentation to the school as proof of the deployment of the student's parent,
custodian or other
person with legal custody or control of the student.
8. Participation in a non-school-sponsored extracurricular activity. A school principal or the
principal's designee may excuse a student from school attendance to participate in a
non-school-sponsored extracurricular activity, if the following conditions are met:
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(1) The student provides documentation to the school as proof of the student's participation in the
non-school-sponsored extracurricular activity; and
(2) The student's parent, custodian, or other person with legal custody or control of the student,
prior to the extracurricular activity, submits to the principal or the principal's designee a written
request for the excused
absence.

The written request shall be submitted no later than seven (7) business days prior to the student's
absence.
The written request shall include:
(A) The student's full name and personal identification number;
(B) The student's grade;
(C) The dates of the student's absence;
(D) The reason for the student's absence; and
(E) The signature of both the student and the student's parent, custodian, or other person with
legal custody or control of the student.

The principal or the principal's designee shall approve, in writing, the student's participation in
the non-school-sponsored extracurricular activity.

The principal may limit the number and duration of non-school-sponsored extracurricular
activities for which excused absences may be granted to a student during the school year;
however, such the principal shall excuse no more than ten (10) absences each school year for
students participating in non-school-sponsored extracurricular activities. Students receiving an
excused absence under this section shall have the opportunity to make up school work missed
and shall not have their class grades adversely affected for lack of class attendance or class
participation due to the excused absence.

A written statement within two (2) school days of the student's return to school shall be required
from the parent or guardian explaining the reason for each absence.

If necessary, verification is required from an official source to justify absences.

All absences other than those outlined above shall be considered unexcused.

Parents may appeal unexcused absences to their child’s school principal (or designee).
The appeal must be:
(1) in writing and include documentation necessary to support the appeal;
(2) submitted within five (5) school days of the parent’s receipt of the first
official attendance letter generated by the school and or  District that is referenced in policy 6016
Truancy District; and
(3) based on one or more of the allowable reasons for excused absences outlined in this policy.
Within five (5) school days of receipt of the request for appeal, the Principal (or designee) shall
review the appeal, meet with the parents to allow them an opportunity to be heard, and render a
decision regarding the appeal. The decision of the principal (or designee) that is compliant with

18



applicable law and district policy is final. (This appeal process for determining unexcused
absences is ancillary to a truancy decision rendered by a juvenile court judge as described in
TCA 49-6-3010.)

Questions regarding school-level decisions may be directed to the district department
responsible for academic school operations. Parents may direct their questions to the Office of
Student Equity, Enrollment, and Discipline (S.E.E.D.).

Make-up Work
In the event of an excused absence, students are expected to make up work missed within a
reasonable time.
In the event of an unexcused absence, one day of makeup time shall be allowed for each day of
unexcused absence, if the following conditions are met. The parent of a student or a student with
an unexcused absence must submit a written request to the teacher to make-up the work and must
participate in an appropriate intervention (e.g., student or parent conference with the teacher,
Saturday school, online tutorial, other appropriate intervention determined and scheduled by the
teacher). For absences due to long-term suspension (over 10 days)/expulsion, the program of
making up work shall be in accordance with state law.

Truancy
Unauthorized absence from school is considered truancy and will be treated as such. This
includes absence from any class, study hall, or activity during the school day for which the
student is scheduled and remedial programs that are offered at no cost to parents provided that
prior to requiring the student to attend the program a commitment of transportation is provided to
those students who qualify for transportation to and from school. The principals, in coordination
with any teachers who provide instruction to a student and any other appropriate school faculty,
shall make the decision to require the student's attendance at such remedial instruction occurring
outside of the regular school day, including but not limited to programs conducted during the
summer and after the conclusion of the regular school day pursuant to state law.

STUDENT ASSIGNMENT AND EVALUATION OF PUPIL PROGRESS

Assignment of Students to Classes
The assignment of students to classes and classes to teachers is the responsibility of the principal.
Each school shall develop and publish for students and parents any criteria and/or processes
involved in the selection and assignment of classes.

STUDENT RECORDS AND CONFIDENTIAL INFORMATION

The Family Educational Rights and Privacy Act (commonly known as “FERPA”) (20 U.S.C. §
1232g; 34 CFR Part 99) affords parents (which includes legal guardians) and students who are
18 years of age or older ("eligible students") certain rights with respect to the student's education
records.

These rights are:
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1. The right to inspect and review the student's education records within 45 days after the
day the school receives a request for access.
Parents or eligible students who wish to inspect their child’s or their education records should
submit to the school principal (or appropriate school official) a request form that identifies the
records they wish to inspect. The parent or eligible student must provide two types of
identification prior to reviewing the student's record, with one piece of identification containing a
photo of the requester. The school official will make arrangements for access and notify the
parent or eligible student of the date, time and place where the records may be inspected. If the
parent or eligible student is unable to inspect and review the educational record, the District will
arrange other ways to make the record available or copy the record. A fee for copying records for
a custodial or noncustodial parent may be charged, depending upon the amount of information
requested. The school may also charge a fee when third parties request copies of records.

2. The right to request the amendment of the student’s education records that the parent or
eligible student believes are inaccurate, misleading, or otherwise in violation of the
student’s privacy rights under FERPA.
Parents or eligible students who wish to ask the school to amend their child’s or their education
record should complete and submit to the District department responsible for student information
a form stating explicitly why it is believed that the information is inaccurate, misleading or an
invasion of privacy and how the record should be amended. If MBAE decides not to amend the
record as requested, it shall inform the parent or eligible student of its decision and of his/her
right to a hearing. The request for a hearing must be submitted to the District department
responsible for student information. Additional information regarding the hearing procedures
will be provided to the parent or eligible student when notified of the right to a hearing.

3. The right to provide written consent before the school discloses personally identifiable
information (PII) from the student's education records, except to the extent that FERPA
authorizes disclosure without consent.
One exception, which permits disclosure without consent, is disclosure to school officials with
legitimate educational interests. MBAE defines a "school official" as a person employed by the
network as an administrator, supervisor, instructor, counselor, researcher, or support staff person;
a person serving on the school board who needs the information for an officially designated
purpose; a person or company with whom the school  has contracted to perform a specific task;
and a contractor, consultant, volunteer, or other outside party to whom the network has
outsourced institutional services or functions that it otherwise would use employees to perform,
provided that the entity is under the direct control of the school with respect to the use and
maintenance of education records and is subject to the same conditions governing the use and
re-disclosure of education records as the school. MBAE considers a school official to have a
"legitimate educational interest" if the official needs to review an education record in order to
fulfill his/her duties as identified by the school. MBAE does not release educational records to
school officials if the school official is requesting the record with the expressed or implied intent
of recruiting students to the school or sharing information about the school to students and
parents.
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Upon request, the District may also disclose education records without consent to officials of
another school, school district or institution of higher education in which a student seeks or
intends to enroll, or is already enrolled if the disclosure is for purposes of the student’s
enrollment or transfer.

4. The right to file a complaint with the U.S. Department of Education concerning alleged
failures by the school to comply with the requirements of FERPA.
A parent or eligible student may file a complaint with the Family Policy Compliance Office if
he/she believes that FERPA has been violated. The complaint must be filed within 180 days of
the date of the alleged violation or of the date the complainant reasonably knew or should have
known of the alleged violation. A parent or eligible student may also file a complaint with the
Family Policy Compliance Office if he/she believes that the Protection of Pupil Rights
Amendment has been violated. Such complaints may be sent to the following:
Family Policy Compliance Office
U.S. Department of Education
400 Maryland Avenue, SW  Washington, DC 20202

Accumulative Records
A confidential accumulative record of educational history and progress is maintained in a
secured file for each student enrolled in the school system. This accumulative record contains all
courses taken, grades received, credits earned, attendance, as well as results of achievement tests
taken and suspensions/expulsions. Records are copied/transferred by school officials upon formal
request from the receiving school.

Special Education Records
Special education records are maintained for students currently served by an IEP (Individual
Educational Plan) and receiving services such as speech, CLUE, Functional Skills, etc. The
psychological and other relevant records are kept in individual schools in separate folders. These
confidential folders are maintained in a locked file cabinet or a locked room. The psychological
reports are maintained at the Department of Exceptional Children. When special services are
discontinued or the student withdraws from the district, the Special Education student record is
forwarded to the Department of Exceptional Children. A request for these records along with a
Confidential Release of Information must be signed by the parent/guardian or student, if of legal
age, and must specifically request “Special Education Records” and must be forwarded to the
Department of Exceptional Children. Records will not be released to outside agencies without a
signed release from the parent/guardian or student of legal age, with the exception of release to
other school districts as permitted under FERPA (Family Educational Rights and Privacy Act;
Buckley Amendment) (Public Law 93–380).

Military Recruiters
Parents have the right to request in writing that their child’s name, address and telephone number
not be released to a military recruiter without prior written consent. This request shall be
presented to the school principal at the beginning of each school year.

DEPARTMENT OF EXCEPTIONAL CHILDREN & HEALTH SERVICES
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Memphis Business Academy Elementary offers a wide range of services to meet the needs of
students with disabilities, including gifted students. Eligible students from ages three through
twenty-one are served in all schools. A full continuum of services, including related services
such as Speech/Language Therapy, Occupational Therapy, and Physical Therapy, are available
within the network. Specialists are available to work with students with visual impairment,
hearing impairment, or behavior problems.

Student Referral
Parents, teachers or administrators may refer students for evaluation for suspected disability and
special education services. If parents are concerned about their child’s learning or behavior in
school, they may call or write their child’s teacher or school administrator expressing these
concerns. If parents suspect that their child has a disability, including a medical condition, that is
impacting their education or behavior at school and wish to discuss having their child evaluated
for eligibility for special education services and supports, they may request a meeting from their
child’s school administrator to discuss evaluation. Parents should submit this request in writing
or ask a school staff member to write their request down. If a parent requests an evaluation for
special education services, a school administrator may explain the student intervention and
referral process and offer parents the option to see how a student responds to general education
academic and behavioral interventions prior to determining whether a child should be evaluated
for special education services. A school administrator may also explain supports and
accommodations available under Section 504 of the Rehabilitation Act for students with
disabilities whose needs may be met without special education services.

The district does not discriminate in evaluation or programming on the basis of race, color,
creed, national origin, religion, sex, or disability. Parents, teachers, or administrators may refer
students for screening to its gifted services program (CLUE). As with all students with
disabilities, a continuum of service options is offered for gifted students. Services may range
from consultation to subject or grade acceleration. Parents interested in gifted screening for their
child should contact the school principal for a review of student data or other program
information. Further requests regarding student referrals may also be forwarded to the school
administration.

HEALTH SERVICES
Immunization
No students entering school, including those entering pre-kindergarten, kindergarten, first grade,
those from out-of-state and those from nonpublic schools, will be permitted to enroll (or attend)
without proof of immunization. It is the responsibility of the parents or guardians to have their
children immunized and to provide such proof to the principal of the school, which the student is
to attend. Exceptions, in the absence of epidemic or immediate threat, parents or guardian shall
file with school authorities a signed, written statement that such measures conflict with his/her
religious tenets or practices; or due to medical reasons if such student has a written statement
from his/her doctor excusing him from such immunizations.

Waiver of Immunization Requirements
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State law (T.C.A.§49-6-5001) provides waiver of immunization requirements under the
following conditions.
1. Absent epidemic or threat of epidemic, parents may object in writing, when immunization
conflicts with the teachings and practice of a well-recognized religious denomination to which
the parents adhere. However, if an epidemic or threat of epidemic occurs, objections on the
behalf of religious teaching are invalid.
2. Certificate in writing from a physician stating that such immunization would be harmful to the
student involved is
provided to the school for the student’s permanent file.

Hospitalization
If your child has experienced hospitalization related to accident/injury, or chronic illness, please
notify the school administrator if your child requires accommodations. This will allow for
smooth transition and seamless re-entry to school.
Acute and Chronic Health Issues
·Acute Health Issue may be defined as:
An illness, disease, condition or issue that occurs suddenly, is of short duration and will require
accommodation
for school attendance.
· Chronic Health Issue may be defined as:
An illness, disease, condition or issue considered stable or unstable that lasts over a long period
and will require
accommodation for school attendance.
Parents/guardians of students attending MBAE need to complete a Confidential Student Health
Information form annually.
Parents/guardians of students with a disease, illness, condition or issue of an acute or chronic
nature need to contact the school if your child requires assistance.

If requested, based on individual student health information, the school nurse will develop an
Individualized Health Care Plan, Specific Action Plan or Fact Sheet and communicate with
school personnel to implement an appropriate plan. “Students with Life threatening Food
Allergies” and Diabetes are managed in the school setting in accordance with the
T.C.A.§49-5-415 and the State Department of Education and Health “Guidelines for the “Use of
Health Care Professionals and Health Care Procedures in the School Setting” and “Health Care
Management”.

Administering Medicines to Students
It is the policy of the MBAE that all student’s medication be administered by a parent at home.
Under exceptional circumstances medication may be administered by a designated school
personnel under the appropriate administrative regulations or accordant state law.

Medication in Schools
If, under exceptional circumstances, a student is required to receive medication during school
hours and the parents cannot be at school to administer the medication, only the school nurse or
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the principal's designee will administer the medication in compliance with the applicable state
and federal regulations.

Written Parent Permission Required
1. Written instruction signed by the parent or legal guardian will be required and will include:
(Authorization for Administering Medicine at School)
a. student’s name;
b. name of medication;
c. purpose of medication;
d. time to be administered;
e. dosage;
f. possible side effects;
g. termination date for administering the medication;
h. name and phone number of prescribing physician.
2. The signed Parent Authorization form will be kept on file at the school.
3. All medication will be brought to the school by the parent or guardian, unless other
arrangements have been approved by the school principal, but under no circumstances shall a
student bring the medication to school by himself/herself. All medication must be brought in its
original container whether it be a prescription or non-prescription medication.
4. The principal or the principal's designee will:
a. Inform appropriate school personnel of the medication being taken;
b. Keep a record of the administration of medication on designated form and will keep this
record on file at school;
c. Keep medication in a locked area (Exception: Students with Asthma who have inhalers,
epi-pens, diabetic supplies and pancreatic enzymes at school may keep such materials in their
possession or with teacher in the classroom “provided the parent has completed an Action Plan,
obtained the prescribing physician signature and completed a Parent Authorization Form. The
forms are available from the school nurse;
d. Return unused medication to the parent only or discard appropriately. If discarded at school
the following procedure will be followed:
i. Medication will be disposed of in a manner so that no student will be able to get the
medication.
ii. The method used, the date the medication is discarded, and the person or people involved will
be documented.
5. The parents of the student must assume responsibility for informing the school principal of
any change in the student's health or change in medication. The dosage of a medication or the
time of administration CANNOT be changed by a phone call from a parent/guardian.”
6. Should medication of an invasive nature (i.e., intramuscular, intravenous, suppository) be
required to be given by school personnel for emergency response or action, call the Department
of Coordinated School Health at 901.416.2424 to work with a school nurse to obtain proper
physician orders, instructions and provide the required proper training for appropriate personnel.
7. The school system retains the discretion to reject request for administration of medicine.
8. A copy of this procedure will be provided to parents upon their requests for administration of
medication in the schools.
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Communicable Diseases
The board recognizes its responsibility to protect the health of its students as well as to uphold
their individual rights.

Communicable Diseases Requiring Exclusion from School
Students may be excluded from school to prevent the spread of contagious disease. The principal
or designee may exclude a student, but no child shall be sent home from school without first
informing the parents. The student must be isolated until he/she goes home. A student suspected
of having, or being able to transmit, a contagious disease shall be excluded from school, and a
report made to the State Department of Public Health for those diseases requiring mandatory
reporting.  Contagious diseases include, but are not limited to: red measles, German measles,
chicken pox, mumps, whooping cough, scarlet fever, diphtheria, Vincent's angina, conjunctivitis,
ringworm, impetigo, scabies, pediculosis (head lice), or other disease diagnosed as contagious.

Readmission
If the suspected condition is found not to exist, the principal or designee may readmit the student.
In the case of communicable disease, the student may be readmitted on presentation of a written
statement from the family physician, and/or completion of the period of exclusion required by
the State Department of Public Health. In the case of ringworm, impetigo, or scabies the student
may be readmitted once treatment has begun and proof of treatment is presented to the principal
or designee. In the case of pediculosis (head lice) a student may be readmitted for inspection
following treatment. If proof of treatment is presented to the principal or designee and no live
lice are present, the student may return to class.

Acquired Immune Deficiency System Mandatory screening for communicable diseases not
spread by casual, everyday contact, such as HIV infection, will not be a condition for school
entry or attendance

STUDENT DRESS CODE
The standards for Shelby County Schools dress reflect “common sense” and a concern for each
student's comfort, safety, cleanliness, and sense of modesty. There is a strong relationship
between neat, appropriate attire and a positive learning environment. Apparel or appearance
which tends to draw attention to an individual rather than to a learning situation must be avoided.
To that end, Memphis Business Academy Elementary has established a uniform policy to ensure
appropriate and modest dress.
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Memphis Business Academy Elementary Uniform Requirements
Uniform Requirements
◼ MBAE tie or crosstie
◼ ¾ Sleeve or Long Over-blouse with monogram/logo  (white, navy, or yellow)  Monogram is

optional
◼ Khaki or Blue Pants or Shorts
◼ MBAE plaid skirt or MBAE jumper (With a jumper, a crosstie is not required).
◼ Black or Brown Dress/Casuals/Comfortable Shoes (Examples-Saddle Oxfords, Solid Sperry,

Mary Jane) – NO Tennis Shoes
◼ No big jewelry (rings, watches, earrings)
◼ No toys, nails, make up, or anything that will distract the learning environment
◼ Black, brown, or white TALL socks (knee length), tights, ankle socks (baby doll) or hose

must be worn daily. No leggings, gym ankle socks, or gym socks.
◼ Blue Vest/Sweater Optional – With a vest or sweater, a tie must be worn.
◼ Coats, jackets, or sweaters – SOLID COLORED NAVY ONLY (NO LOGOS)
◼ Clear or Mesh Backpacks Only!

Uniform Requirements
◼ Logo Shirts- White, Light Blue, or Yellow
◼ MBAE tie Monday-Thursday
◼ Khaki or Blue Pants or Shorts
◼ Black or Brown Dress/Casuals/Comfortable Shoes (Examples-Saddle Oxfords, Solid

Sperry)
◼ Belts Brown/Black
◼ Braids or dreads must be styled in a ponytail.
◼ No jewelry (rings, watches, or earrings) or anything that will distract the learning

environment
◼ No tennis shoes, colored shoelaces, or decorated shoes
◼ Blue, Green, or Khaki Socks
◼ No gym or black socks
◼ Blue Vest/Sweater Option – With a vest or sweater, a tie must be worn.
◼ Coats, jackets, or sweaters – SOLID COLORED NAVY ONLY (NO LOGOS)
◼ Clear or Mesh Backpacks only!

TRANSPORTATION SERVICES
In order to maintain conditions suitable for learning, no person shall enter onto a school bus
except students assigned to that bus and authorized school/District personnel, unless otherwise
provided by law, Board policy, and/or contract. Parents of students are responsible for their
child's supervision until the child boards the bus in the morning and re-continues after the child
leaves the bus at the end of the school day. Once a student boards the bus - and only at that time -
does he or she become the responsibility of the school system. Such responsibility shall end
when the student is delivered to the regular bus stop at the close of the school day. In view of the
fact that a bus is an extension of the classroom, MBAE shall require students to conduct
themselves on the bus in a manner consistent with established standards for classroom behavior.
Students are under the supervision of the bus driver while on his/her bus, and all reasonable
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directions given by the bus driver shall be followed. A school bus driver may, pursuant to state
law, use reasonable force when necessary under the circumstances to correct
or restrain a student or prevent bodily harm or death to another person. The school bus driver
will notify the principal of any serious discipline problem caused by a student being transported
to the principal’s school, and may be called upon to assist the principal, if necessary. Except as
provided by law, a student may be denied the privilege of riding the bus if the principal, in
consultation with the department responsible for student transportation, determines that the
student’s behavior causes disruption on the bus, or if a student disobeys local rules and
regulations pertaining to student transportation. Suspension of ridership privileges may be in
addition to school disciplinary measures that may be taken by the principal according to the
Student Code of Conduct. Suspension of ridership privileges may be the only disciplinary action
taken when deemed appropriate for the level of the offense. In the event a suspension from
school is issued for a bus conduct offense, the ridership privilege suspension will begin the
student’s first day back to school. The suspension of a student from riding the school bus is
subject to the same review and appeal procedures as a school suspension. However, to ensure
compliance with applicable state and/or federal laws/regulations, the principal will consult with
the Department of Special Education before assigning or suspending bus rider privileges to
students receiving special education services.

By law, employees who interact with students in the course of their assigned duties, may relocate
a student from the student’s present location to another location in emergency situations. Such
employees may also intervene in a physical altercation between two (2) or more students, or
between a student and a District employee. Reasonable force may be used to physically relocate
or intervene in such conflicts if a student is unwilling to cooperate .

Students must ride their designated bus determined by the student’s address of record.
Additionally, students are not permitted to exit at a point other than the student’s regular bus
stop, unless they have been granted a waiver pursuant.

Use of Video Cameras
Video cameras may be used to monitor student behavior on school vehicles transporting students
to and from school or extracurricular activities. MBAE shall keep all video recording of students
confidential and shall comply with all applicable state and federal laws related to video
recordings when such recordings are considered as part of the student's education and behavioral
record as determined by the network and in accordance with the law. Video recordings may only
be accessed by the parent of the student involved, employees of the school involved who have a
legitimate educational interest in the recording, and MBAE Security. The recording may be
shared with the appropriate law enforcement agency if the principal has requested assistance.
Video surveillance shall be used only to promote the order, safety and security of students, staff,
and property.

Students in violation of bus conduct rules shall be subject to disciplinary action in accordance
with established policy and regulations governing student conduct and discipline.

IV. RESPONSIBILITY
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A. Students are responsible for abiding by the rules for riding the school bus.
B. School bus drivers are responsible for fostering a safe school bus environment, maintaining
appropriate behavior while driving and meeting the requirements for school bus drivers as
outlined in state law and/or by contract.
C. Principals and teachers are responsible for providing school bus rules to parents and students.
D. Principals and/or the department responsible for student transportation are responsible for
responding to complaints about student behavior by bus drivers or other students.
E. The department responsible for student transportation is responsible for implementing this
policy.
F. The department responsible for attendance and discipline is responsible for monitoring and
reviewing behavioral consequences issued to students, including bus suspensions, and for
counseling with school administrators when consequences issued to students are not in
compliance with MBAE policy and/or state or federal law/regulations.
G. The department responsible for district-wide special education services is charged with
making information available about bus suspension of students receiving special education
services.

STUDENT CONDUCT

Prevention and Intervention Strategies
The district shall develop and communicate a comprehensive prevention and intervention
program. The program shall include a parental engagement component outlining strategies for
parents to support the prevention of inappropriate and/or disruptive behavior in their children and
participate in intervention efforts if such behavior occurs. Additionally, prevention and
intervention strategies may include classroom, school-wide, or district-wide assessment and
supports for students who exhibit and/or are victims of behaviors involving threats; poor
attendance/truancy; violence/weapons/gangs; drugs/alcohol; or harassment/intimidation/
bullying/cyber-bullying.

School-Wide Intervention Behavior Plans
Each school shall strive to promote and support appropriate behavior in students at the school by
implementing behavior programs that integrate school and district-wide behavior intervention
strategies with all aspects of a school’s support services. To this end, each school shall develop a
School-wide Behavior Plan that is consistent with district policies and applicable laws. At a
minimum, the School-wide Behavior Plan shall outline the school’s operating procedures for
utilizing various prevention and intervention strategies and utilizing progressive discipline within
the school.

Disciplinary Measures
Several disciplinary measures may be employed to support acceptable student behavior.
Disciplinary measures include parent/administrator conference, confiscation of items, loss of
privileges, before/after school detention/Saturday school, suspension from the bus, in-school
suspension, out-of-school suspension, expulsion, and remand/alternative placement. With the
exception of privileges restricted by the principal, suspension from the bus and confiscation of
items, schools shall not impose multiple disciplinary measures on a student for a single offense
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or violation of the Code of Conduct. The principal may restrict activities for students who
accumulate a certain number of suspensions. Activities that may be restricted by the principal
and the actions that may place students on restriction shall be communicated to students and
parents by the principal.

Confiscation of Items and/or Loss of Privileges
1. Confiscation of Items
“Confiscated items” include beepers, telephone pagers, laser pointers, and cellular phones,
prohibited electronic devices, and any other item prohibited by the district. Unless the district
extends the return time of confiscated items because the item or its contents may be evidence of
violation of law or policy, the parent may pick up the item at the time and location designated by
the principal at the close of the next school day following the day that the parent received
notification of confiscation or earlier at the principal’s discretion. Thereafter, the parent may pick
up the device by appointment. The district does not take responsibility for confiscated items and
will not compensate the owner for any lost, stolen, or damaged confiscated items while in the
custody of the district.
2. Loss of Privileges
Students may lose privileges including, but not limited to, the following:
• Loss of classroom privileges
• Loss of parking privileges
• Loss of extracurricular/athletic or other school-wide privileges
• Privileges restricted by the principal

In-School Suspension
The in-school suspension program includes a behavior management component that teaches
students skills to improve their behavior and make good choices while allowing students the
opportunity to complete their regular classroom assignments in an isolated environment. The
principal, including vice/assistant principal, has sole discretion to issue in-school suspensions.

Out-of-School Suspension
Out-of-school suspensions vary in length from one (1) to ten (10) days. It is not the intent of the
system to remove students from the school society for minor violations. Therefore, suspension
from school should be used with caution and only in appropriate cases. The principal, including
vice/assistant principal, has sole discretion to issue out-of-school suspensions from one (1) to
ten(10) days.
1. A behavioral intervention plan shall be developed for students who accumulate more than five
days of suspensions during the school year.
2. Multiple suspensions shall not run consecutively; nor shall multiple suspensions be applied to
avoid expulsion from school. Reasonable effort shall be made to contact the parent/guardian
immediately regarding any suspension. If contact with the parent/guardian cannot be made, the
student will remain at school until dismissal time except in cases of police arrest or an
emergency, such as when the student's continued presence poses a danger to persons or property
in the school or an ongoing threat of disrupting the academic process. Students on suspension
must not be permitted to enter school property, attend class, or participate in school-sponsored
activities while under suspension, unless otherwise allowed by law.
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Expulsion
Expulsions vary in length from eleven (11) days to the remainder of the school year or one (1)
calendar year for state-mandated expulsions. [Any single suspension in excess of ten (10)
consecutive days or multiple suspensions totaling 15 days in one month is an expulsion.] The
principal may issue expulsions subject to student legal due process rights regarding appeals of
expulsions [suspension of more than ten (10) days] and in accordance with the district-wide
Student Code of Conduct. The chief operating officer may modify a state-mandated one-year
expulsion on a case-by-case basis.
Safety Assessment Associated with Expulsion
When the student’s infraction involves:
• a credible/substantive threat of harm;
• possession of a dangerous weapon (firearm, knife, taser, explosive, etc.);
• assault resulting in serious bodily injury to staff/student(s); or
• off-campus felony with a firearm,
The principal/assistant principal or designee shall: 1) consult with appropriate district staff
responsible for IDEA (i.e., SPED and 504) to determine whether a student has an identified or
suspected need for services under IDEA and hold a manifestation determination meeting if
necessary; and 2) immediately refer the student for safety assessment.

Expelled students who either chose to appeal or chose not to appeal their expulsions may, at the
discretion of the parent and upon assignment by the district, participate in alternative school or
may attend other appropriate educational settings during the remainder of the expulsion.

The office responsible for alternative schools will inform the parents that the placement decision
is being taken under advisement pending outcome of the safety assessment. Safety assessment
findings and recommendations will be utilized in making the placement decision and in the
implementation of the safety plan of the student. Students with a confirmed identified or
suspected need for services under IDEA shall be exempted from this advisement period and may
receive immediate alternative school placement or other appropriate accommodations. The safety
assessment advisement period must be completed within ten (10) days of the original incident. If
extenuating circumstance exist preventing the completion of the safety assessment within ten
(10) days of the incident (e.g., failure of parental/family participation in the safety assessment),
then the department responsible for alternative schools shall convene a district administrative
committee to discuss and make a recommendation regarding the appropriate placement of the
student and the educational services (e.g., safety plan) available for the student. The district
administrative committee shall include representatives of the departments responsible for
alternative schools, attendance and discipline, and coordinated school health safety assessment,
504 implementation, special education services, and, when applicable, legal services. Upon
consideration of the discussion and recommendations of the administrative committee, the
department responsible for alternative schools shall make the placement determination and
provide a justification if alternative placement is not made.
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Suspension from the School/MATA Bus
Except where prohibited by law, students who engage in bus-related misconduct may be
suspended from riding the school or MATA bus to and from school. Decisions involving
temporary/permanent removal from school bus or MATA bus ridership will be made by the
principal. In such cases, the student would typically continue his/her school assignment, but
he/she would have to find another means of transportation. Truancy laws would still be in effect.
Additional disciplinary actions may also apply when bus related misconduct involves a violation
of the Student Code of Conduct. The district shall comply with applicable state and/or federal
laws/regulations regarding the suspension of a student receiving special education services from
school/Mata bus transportation.

Reporting Procedures
Mandatory reportable criminal offenses shall be reported in accordance with state law and Board
policy. The principal shall consult with the department responsible for security when determining
whether local law enforcement should be contacted regarding any violation of the Code of
Conduct that does not require mandatory reporting to law enforcement or other agency. For
reporting discrimination and sexual harassment, any student or parent/legal guardian who
believes s/he is experiencing student-to-student discrimination or sexual harassment shall report
such circumstances to a teacher, counselor, or principal immediately. If the report is made to a
teacher or counselor, s/he must notify the principal immediately.

Special Education Considerations
Students who also qualify for special education services determined to have violated this policy
may be suspended, expelled, or remanded or otherwise disciplined only in accordance with
special education laws and policies. For zero tolerance offenses, remand of a student who
qualifies for special education services must be based on recommendation of the IEP team and
the student must have a manifestation meeting prior to remand or exclusion from school for over
ten (10) days.

Unless a disciplinary infraction is the direct result of a student’s disability, the student will be
disciplined in the same manner as a nondisabled student. The district, parent/guardian, and
relevant members of the IEP team shall review all relevant information to determine:
a. if the conduct was a direct result of the district’s failure to implement the IEP; and/or
b. if the conduct in question was caused by, or had a direct and substantial relationship to, the
student’s disability.

Serious safety issues involving weapons, drugs, or inflicting serious bodily injury upon another
person while at school, on school premises, or at a school function will result in removal for up
to forty-five school days. In cases of expulsions [suspensions longer than ten (10) days], the
student must continue to receive educational services.
Regular education students may invoke rights under special education laws under certain
conditions, including if the parent has expressed concern in writing to supervisory or
administrative personnel of the district, or the student’s teacher, that the student is in need of
special education and related services.
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The school district must also contact the education specialist at the Department of Children’s
Services if a foster child (with or without an identified disability) has allegedly committed an
offense that may result in a suspension of ten (10) or more days or has had a petition filed against
him/her by the school or school system.

STUDENT CODE OF CONDUCT
(Offenses and Penalties by Category)
The infractions of school discipline at Memphis Business Academy Elementary listed below are
grouped into categories according to the seriousness of the offense. This list is not intended to be
exclusive or all inclusive. For infractions not specifically listed below, school principals shall
assign discipline in accordance with the category that appears to be comparable to the offenses
specifically listed in the category.

Category A – State Zero Tolerance Offenses
1. Aggravated assault resulting in serious bodily injury upon any teacher, principal,
administrator, school resource officer, or any other school employee;
2. Unlawful possession, sale, or evidence of use of drugs/narcotics at school or at a
school-sponsored activity;
3. Unauthorized possession of a firearm on school property or at a school-sponsored activity.

Penalty for Category A Offenses:
• Expulsion/Suspension for 180 days

● Notification will be made to law enforcement authorities. Any modification of this
penalty can only be made by theChief Operating Officer

Category B
1. Possession of a knife or any potentially lethal weapon, Taser, or explosive on school property
or at a school-sponsored activity;
2. Being under the influence of and/or evidence of drinking or possession of alcoholic beverages
in school or at a school sponsored activity;
3. Off campus criminal behavior that results in the student being legally charged with an offense
that would be classified as a felony and the student’s continued presence in school poses a danger
to person or property or disrupts the educational process;
4. Issuance of a criminal complaint charging a student with a violent felony or issuance of a
violent felony delinquency complaint against a student if the principal determines that the
student’s continued presence in school would have a substantial detrimental effect on the general
welfare of the school. (*Out of school suspension is not permitted for this offense. Remand or
expulsion is required.);
5. Gang activities - Activity that is threatening and/or intimidating, harassing in nature or
recruiting; gang notebooks with gang pledges, codes and symbols that are used in
communication such as threats and warnings and recruiting; gang related fights, and all types of
violent acts; gang graffiti especially drawn on school property (bathrooms, lockers and hall
walls); electronic devices such as cell phones with recognized gang text, with gang symbols,
signs and language that is threatening and or intimidating;
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6. Being under the influence of and/or evidence of use or possession of drug paraphernalia,
substances for huffing, any substance under guise of it being a controlled substance or
prescription drug, and/or medical preparations without proper medical authorization;
7. Possession, use or distribution of counterfeit money on school property or at any
school-sponsored activity;
8. Assault upon any teacher, principal, administrator, school resource officer, or any other school
employee;
9. Continuous and/or severe Category C Offenses.
Penalty for Category B Offenses:
• *Out-of School Suspension or
• Expulsion (11-180 day)
When appropriate, notification will be made to law enforcement authorities. Modification of this
penalty can be made by the COO or the Disciplinary Hearing Authority.

Category C
1. Threatening bodily harm to school personnel, including transmitting by an electronic device
any communication containing a credible threat to cause bodily injury or death to a school
employee and the transmission of such threat creates actual disruptive activity at the school that
requires administrative intervention;
2. False accusations against school personnel;
3. Making a threat, including a false report, to use a bomb, dynamite, any other deadly explosive
or destructive device, including chemical weapons, on school property or at a school-sponsored
event;
4. Smoking and/or the possession of tobacco products by students while in or on school,
properties or under school's
jurisdiction during school hours or while participating in a school-sponsored event;
5. Gang activities - any gang related activity not specified in Category B;
6. One (1) or more students initiating a physical attack on an individual student on school
property or at a school-sponsored activity;
7. Malicious destruction of or damage to school property, including electronic media, or the
property of any person attending or assigned to the school;
8. Stealing or misappropriation of school or personal property (regardless of intent to return);
9. Immoral or disreputable conduct;
10. Continuous and/or severe Category D Offenses.

Penalty for Category C Offenses:
• In-School Suspension or
• Out-of School Suspension
When appropriate, notification will be made to law enforcement authorities.

Category D
1. Open or continued defiant attitude or willful disobedience toward a member of school staff;
2. Vulgar, profane, immoral/disreputable or rude remarks or non-verbal action to staff member or
fellow student;
3. Physical or verbal intimidation or threats to other students, including hazing;
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4. Threatening bodily harm to another student, including transmitting by an electronic device any
communication containing a credible threat to cause bodily injury or death to a student and the
transmission of such threat creates actual disruptive activity at the school that requires
administrative intervention;
5. Fighting in or on school property unless, in accordance with state law, the principal
recommends no disciplinary action for a student who is deemed to have acted in self-defense or
defense of another;
6. Possession of mace or disabling sprays;
7. Inappropriate use of electronic media, including, but not limited to, all calls (land line, cellular
or computer generated), instant messaging, text messaging, audio recording devices, IPods,
MP3s or any type of electronic music or entertainment device, and cameras and camera phones;
8. Sexual, racial, ethnic, or religious harassment/discrimination;
9. Bullying, intimidation, and harassment;
10. Refusal to produce an object identified by metal detectors;
11. Inciting, advising or counseling of others to engage in any acts in Categories A, B or C;
12. Continuous and/or severe Category E Offenses.

Penalty for Category D Offenses:
• Parent-Principal Conference; or
• Before/After School Detention/Saturday School; or
• In-School Suspension; or
• Out-of-School Suspension

Category E
1. Habitual and/or excessive tardiness;
2. Class cutting;
3. Intentional disturbance of class, cafeteria or school activities;
4. Leaving school grounds without permission;
5. Being in an unauthorized area without permission;
6. Tampering with grades or report cards;
7. Possession of lighters or matches;
8. Possession of and access to beepers, cellular phones or other electronic communication
devices during school hours without written permission of the principal;
9. Inciting, advising or counseling others to engage in any acts in Category D;
10. Dress code violation, including wearing, while on school grounds during the regular school
day, clothing that exposes underwear or body parts in an indecent manner that disrupts the
learning environment.

Penalty for Category E Offenses:
• Parent-Principal Conference; or
• Before/After School Detention/Saturday School; or
• In-School Suspension
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CELL PHONES/PERSONAL COMMUNICATION DEVICES
It is the Network’s policy that students are prohibited from possessing any type of phone or
personal communication device that is turned on or in visible/audible use at any time
during the regular school day.

MEMPHIS BUSINESS ACADEMY ELEMENTARY PARENTAL INVOLVEMENT
To comply with all pertinent mandates of state and federal regulatory standards which require
that all parents have access to various levels and types of parental involvement activities with no
person excluded based on race, religion, creed, gender, socio-economic status, physical
impairment or age, the school district/network will put into operation programs, activities and
procedures for the involvement of parents in all its schools.

Safety

Gangs/Social Groups/Clique
Executives will avoid gang paraphernalia, symbols, written codes, words, colors, hand signs, and
language. Executives will not create or participate in a group or a “clique” with a name, colors,
symbols, and not sponsored by school personnel. Executives will not join a group that is not
sanctioned by MBA.

Campus Safety
● Executives will not leave Memphis Business Academy’s campus before school, at the

end of the school day, or during scheduled after school activities, without written
permission of their parents that will be presented to the school authorities before leaving
campus.

● Executives will not cross any street or intersection without permission.
● Executives will not touch any part of the school’s alarm or fire system. Executives will

not place anything near emergency sprinklers on the ceiling, or touch the lights or air
conditioning system.

RANDOM SECURITY CHECKS
Please ensure that your child does not bring any item to school which is contraband, or wear any
clothing or accessories that are out of uniform. For security purposes, your child is subject to
random checks of any and all items brought onto MBA campus. All Students must use clear
backpacks. Any contraband item will be removed from the student for TEN business days until
the parent or guardian retrieves the item. However, retrieval of the item is not guaranteed. If the
confiscated item is lost or stolen from MBA, it is not MBA’s responsibility for the cost of
replacing the item or for procuring a replacement

School Cancellation
Cancellation of school should only take place during extraordinary circumstances.
Announcements will be released on the Memphis City Schools and Memphis Business Academy
websites. If school must be cancelled DURING the school day, Memphis Business Academy will
notify parents through Phone Tree.
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Evacuation
If it is necessary to evacuate the school site, all students will be led by their classroom teachers
and staff to a designated location of safety.  All teachers will take their class rosters, Emergency
Contact List, and emergency supplies assigned to each class. Students will only be released to an
adult listed on their Emergency Contact Lists.

Fire Drill Procedures
All students, teachers, and staff exit the buildings in an orderly fashion and line up by class in
designated areas on the yard. This procedure is practiced monthly.

Lock Down
In an emergency, students may be required to remain on a locked campus. When the school is
considered safe, parents may come on the campus.  Parents must show ID before picking up their
child.

ATTENDANCE

Breakfast:
7:00 – 7:40 Breakfast is served.

Class Start Time:
Classes begin at 8:00. Schoars are seated in class at 8:00 am.

Late Arrivals:
Scholars that arrive at 8:00 are late and must be signed in by a parent or guardian.  The scholar
will then receive a tardy slip indicating whether the tardy is excused or unexcused. When a
scholar accumulates “4” unexcused tardies/absences a disciplinary letter will be issued requiring
a parent/guardian to attend and attendance meeting with the school attendance review team
(SART).

Tardiness:
Excessive tardiness or unsexcused absences (5 or more) will result in severe disciplinary
measures up to, and including suspensions, or a visit from the truancy office.  Excessive
checkout, tardiness, and absences may effect your child’s enrollment.  As a scholar, timeliness is
an important train to maintain now and in the future.  Perfect attendance is rewarded at MBAE as
an honor.

Early Check-Outs:
There are no checkouts after 2:30 pm, as this interferes with instructional time for your child.
Listed parents and guardians must come to the office to check out students.  The approved parent
or guardian is required to bring in a copy of a state issued identification.

36


