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American Creativity Academy

ACA ELEMENTARY SCHOOL
VIRTUAL ONLINE SCHOOL HANDBOOK

Note: The policies and procedures in this handbook will be in place for the duration of Virtual Online Schooling. A new and updated Policy & Procedures
Handbook will be released before the return to face to face on campus learning.



PARENT and VISITOR ACCESS TO THE CAMPUS

In order to ensure a safe and secure campus, we have limited access for all parents/visitors. An
appointment will need to be made in order to meet with staff at school.

The cashier office will be open for payments during the times of 9.00am — 3.00pm from Sunday
to Thursday.

PLAYGROUND

The playground is not open for use during the Virtual Online School period. When the
appropriate Kuwait Ministry of Health and Education approvals for face to face learning are
provided ACA will provide details regarding the procedures for access to our facilities.

RESPECT FOR OUR SUPPORT STAFF

Our support staff (security, maintenance and office staff) are hired to maintain a clean, safe and
secure environment. If you have any concerns with the way they are doing their job, you are
requested to bring this concern to a Principal or Assistant Principal.

PRAYER TIME

Muslim students in grades three through five pray the Duhur prayer during online school hours.
Time has been allocated in the Virtual Learning schedules to allow students to pray.

CURRICULUM

The elementary school’s role is to give each child a firm foundation in necessary skills and
subject areas as well as the confidence to excel in new experiences. The core curriculum
objectives are clearly defined for each subject area, building on skills mastered at each grade
level.

Elementary teachers attempt to relate students’ cultural and life experiences to those in the
content areas being studied, so that connections can be made in understanding new concepts. E-
Textbooks, applications, supplementary materials and the internet are utilized to reinforce the
content area skills being taught in the classroom.

The elementary grades emphasize English language skills, reading, writing, math, science and
social studies. The Arabic-speaking staff provides instruction in Arabic, Islam, Arabic as a
Foreign Language (AFL) and Special Religion.



Textbooks

As part of our commitment to ensuring that your children receive the best online education
experience, we have been working hard to ensure that many of the textbooks that would have
used in the physical school environment are available online. As opposed to just providing a
scanned copy of these books we have invested in ensuring that your children have access to
online interactive editions of these books that enhance and support their learning experience.
Many of these online textbooks will feature supporting resources like videos, practice activities
and much more.

In the physical school environment, we are able to censor all materials according to the Kuwait
Ministry of Education requirements. We take great care and pride in ensuring our materials
adhere to all of the regulations of censorship and invest in training our teachers and staff.

In the online environment we are not able to alter any of the textbook materials that are available
through online electronic platforms. The materials are placed onto the system from the providers
for viewing and cannot be changed in any way. As a result of the inability to change the
electronic material, there may be some materials that have content that is not approved according
to the Kuwait and ACA censorship requirements. We have made arrangements to prevent non
approved material to be visible to the students and our teachers will continuously review the
material and guide the students to the best of their ability, however, they will not be able to fully
prevent viewing of content that is not approved.

We will provide information regarding the collection of books from the last academic year when
the appropriate government approvals for returning to face to face instruction are provided.

Software Applications

ACA will continue to provide our elementary students with access to IXL, RAZ Kids &
BrainPOP to support instruction. Each student will be provided with their own account details
for each of these platforms.

HOMEWORK

Homework is the time students spend outside the classroom in assigned activities to practice,
reinforce and apply newly acquired skills and knowledge, and to learn the necessary skills of
independent study. Homework aids students in developing good study habits. Homework
provides a means to review subject matter, a well as reinforces learning throughout practice and
application of skills. It is essential that homework is completed on time. Failure to complete
homework on time could adversely affect a student’s grade.

NATURE AND PURPOSE OF HOMEWORK

Homework can:

- Provide additional practice, increasing the amount of time students are actively engaged in
learning and extending time on a specific task.

- Be useful to teachers for monitoring student progress and diagnosing student learning
difficulties.

- Be an effective way to increase personal responsibility and individual accountability.



G. GRADING POLICY and SCALE

Grades 1-3 — All Subjects

Grades 1-3 will weigh all work equally. Daily classwork assignments, tests, quizzes, and homework will
be added together in a subject with equal value for each category.

Minimum work allocations are as follows:

e C(lasswork (including daily engagement, participation, and discussion question responses) —
Minimum of 1 per week for each subject

e Homework - Minimum of 1 per week for each subject
e Quiz — Minimum of 1 per quarter for each subject

e Assignment/Project - Minimum of 1 per quarter for each subject

Grades 4-5

Grade weights to be used by the Elementary Homeroom subject teachers in Grades 4 and 5 only are as
follows:

e Daily Work (Classwork, including daily engagement, participation, and discussion question
responses) 45%

e Homework 10%

e Tests (in the form of short online presentations) / Quizzes / Assignments (projects) (TQA) 45%

Grades 1-5

e There will still be 4 quarters in the school year.
e Students will be given a Pass or Fail grade only during the duration of the virtual learning school.
There are no formal tests in the online environment.

e Should regular learning commence in the middle of a quarter online, the P/F option would
continue to the end of the quarter. Grades would begin again when the new quarter starts.

A grade of 60% or more will result in a pass grade. A grade of less than 60% will result in a fail grade.

MAP testing will not be administered during Virtual Online School.

H. ACADEMIC PROBATION /RETENTION

For a student to be successful at the Middle and High school levels, he/she must first be
successful in the elementary curriculum. It is the policy of ACA to monitor and measure the
academic growth of all students. If there is evidence that a student is not progressing in a
positive manner, the student may be placed on Academic Probation. Academic Probation will be
considered as a means to assist a student over a short period of time.



At the end of each quarter, the administration and teachers will review the academic progress of
all students.

Academic Probation alerts the student that they are in danger of failing the grade level. A letter
from the principal notifies parents if their child is placed on Academic Probation. Conferences
with the parents and students are requested by the principal and/or members of the Child Study
Team to determine an appropriate plan of action for the student.

If the student fails to show improvement, the student may be retained in that same grade level at
the end of the year, and/or outside testing may be required before the family is allowed to re-
enroll the student, or placed on the Block List and not allowed to reenroll the following school
year.

PAYMENT OF TUITION FEES

ACA reserves the right to withhold a report card due to tuition fees and/or library book fines not
being paid. Once payment has been made and there is receipt of proof of settling the account, the
report card will be given to the family. Please note that thte tuirtion fee due dates are listed in
the school’s financial policy signed by all parents and can be accessed onlin at www.aca.edu.kw

ATTENDANCE and ABSENCES

We expect students to attend Virtual Online school on a regular basis. This is crucial for them to
satisfactorily complete their work and be an active participant in their classes. When a student is
absent from class the student loses the benefit of instruction, as well as discussions, which take
place during that absence. The attendance policy at ACA states that “Students will attend
school regularly and not have more than 10 total absences in a semester without a certified
medical excuse.” The school does not authorize student absences before or after holidays for
recreational, personal or family trips. Families should plan their vacation and trips in accordance
with the school calendar. A student may be retained at the same grade level the following year if
there are absences that exceed the school policy.

When a student is absent, due to medical reasons, (dental, orthodontia, illness) please have the
doctor’s office provide a written excuse. The parent is to notify the teacher if the child is going to
be absent for two (2) days or more. If an absence is for an extended period of time, the doctor’s
note and parent note will be kept as part of the student’s medical record.

If your child is going to miss three or more days of school, due to illness, you must notify the
teacher and Principal. Please allow the teachers at least 24 hours notice to make the necessary
preparations. A student is usually given the same number of days to make up assignments as
he/she missed school due to illness. Please communicate with your child’s teacher to ensure the
length of time granted to submit missing work.

Extended Vacations

The school does not encourage students to be absent from school due to extended vacations.
Virtual online schooling allows students to be able to complete their work regardless of their
location. Parents will be required to notify the school in writing and fill out the appropriate form
if such an absence is unavoidable and does not allow a student to fully participate online, so that



arrangements can be made for make-up of missed schoolwork. Teachers are not obligated to
supply students with a list of the make-up assignments in advance of their absence but may
assign the make-up work after the student returns. Unless the reasons for the student’s absence
are considered by the school to be “unavoidable,” the school will consider these days as an
“unexcused” absence and make-up work will be treated as such. There is a positive correlation
between a student’s grades and attendance. Our goal is to have students engaged in online
schooling. We need your help in not allowing your children to be absent from online classes.

Make-up Work from an Absence

It is the student’s responsibility to check with their teachers and to complete the required makeup
work within the allowed make-up period following the student’s return to school. The teachers
will decide what is required for make-up and the time and place of make-up work will be
determined. Work not made up within the time limit or by a teacher-approved date will receive a
zero. Major projects with due dates known well in advance are due even if the student is not able
to attend online school. Teachers will allow students who missed tests/exams/quizzes during an
absence to make them up.

TARDINESS at the START of the DAY

All students are expected to be in attendance for online school when the first lesson starts each
morning. If a child attends online after 11:00 A.M., the student will be counted absent for the
day.

DISCIPLINE POLICY

In the Elementary School emphasis is placed on children knowing and understanding ACA and
classroom standards of behavior. We believe that good discipline provides for positive direction
for everyone and maintains the optimum learning environment for all regardless of phsyical or
online location. Standards for behavior are based upon respect for authority, self and others, a
sense of responsibility, and honesty. The school has developed a Discipline Matrix to ensure
that consequences are delivered consistently.

The goal of the American Creativity Academy’s Code of Conduct is to provide an environment
of mutual respect, one that is conducive to learning and ensures the safety of students and staft.

ACA students are expected to be respectful at all times - of each other, teachers, and staff, both
in their actions and in their words. Respect for authority and a sense of responsibility and order
are required to maintain the education process and for the development of the whole student.
Students are expected to demonstrate the ACA Values: Be Respectful, Be Responsible, Be
Safe, and Be a Learner.



PBIS Virtual Learning Behavior Matrix

Virtual leaming is something that will be a norm for the beginning of this school
year. The expectations for behavior, while leaming virtually, must be gone over

with your child. Please review
safe, respectful, responsible,
scheol online. This will help
are on the same page for
importantly, set your child up

the following guidelines for being
and a learner, while attending

2\ ensure that parenis and feachers
behavior expectations and most

y forsuccess!

PBIS Enter Class Teacher-led One-on-One Small group
Be Be on time anc Raise your hand  Try your best Be present
Responsible ready to learn to ask questions
Ask questions
Have materick 8e present for when you do not | Work as a team
ready instruction understand
Be Have video on Video cn at al Listen attentively = Use inside voice
Respectiul during the school times
cay Try your best
Wait your turn
Augio off Use kind words
Be Use equipment Raise yourhand  Use site/cpps Choose o
Safe properly for help given by your distroction free
teacher only space
Choose @ Use kind words
distroction free and faces
space
Bea Submit work on Focus on the Try your best Participate
Learner time lesson
Listen attentively = Ask/Answer
Use approved Ask for help questions
websites

| have read the behavior plan with my child.

Child's Name
Adult signature

In order to develop a positive learning environment at home, we will provide some recommendations to help create
the same successful learning environments your children have come to expect at school, namely;

e Expectations & Rules — Set these clearly at the start and ensure that your child is aware of what
this looks like

e Structure —There should be set times and locations for learning

e Child Engagement — Ensure that you can see them and that they are focused on their learning
without distraction

e Responding to Inappropriate Behavior — Focus on the act not aligning to the rules and provide
examples of how they could have handled the situation in a different manner

e Acknowledgement with Positive Feedback — Always provide positive feedback using the
language built in the expectations focusing on the way your child is learning and not just the
final outcome

Through the implementation of effective classroom management techniques, teachers are able
to control most student behavior. Teachers are required to implement the Discipline Matrix. The
primary responsibility for a student’s behavior rests with the individual student. It is very
important that parents and the school work together to ensure that the student exhibits
appropriate behavior while in online school. Teachers will notify parents if/when a student

is experiencing behavioral difficulties.
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Inappropriate behavior is behavior that interferes with the safety of a student or the learning
process. This includes the learning environment of that student as well as the other students.

¢

Children unable to follow the standards outlined in the Discipline Matrix will first be
counseled by the classroom teacher.

On the second offense, the student may lose an online recess period or have a consequence
set by the teacher.

On the third infraction of the rule, the teacher will communicate with the parents by a
message through NEO, by telephone or through email. Either teacher or parents may initiate
a parent conference at this time.

If inappropriate behavior continues, the teacher may refer the student to the assistant
principal or the principal. The consequence according to the matrix will be given and a form
of action will be taken.

If the child continues to have behavioral difficulties at school, the principal, and teachers will
meet to establish a case study and to make suggestions for further disciplinary action in the
form of a disciplinary contract.

Parents will then be asked to attend a meeting with the principal and teacher(s) to discuss
which action will be the most effective in dealing with the child.

In the case of a student practicing unsafe online behavior, an immediate referral in writing will
be made to the Principal.

Some indicators of inappropriate behavior at the elementary level may include, but are not

limited to, the following:

o Lying or inappropriate language.

Absence from online classes without a valid excuse
Disruptive behavior in online classrooms and communication
Cheating on daily class work or tests

Fighting or harrassing other students

Late arrival to online class without permission

Disrespect shown to a staff member

Forgery of a required signature

Failure to follow oral or written directions of a staff member ®© @
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It is important that parents and the school work together as a team to ensure that students develop
appropriate behaviors while in school. If there is any problem involving your child or difficulties at home
or in the family that may affect your child’s behavior, please let us know so that we can work with you
and your child during a difficult time.

Detention Policy — Lunch or After School



Recess or Lunch Detention

Teachers or administrators may assign a student to detention during the online recess or the lunch
period as a consequence for inappropriate behavior. The students will eat lunch while working with
the teacher.

DRESS CODE for ELEMENTARY STUDENTS
Students are required to adhere to the school’s mandatory dress code as follows:

Girls’ Dress Code:
o All ACA students must meet the dress code for length and looseness.

Boys’ Dress Code:
o All ACA students must meet the dress code for length and looseness.

Please note that our Dress Code is enforced.




