
Parent/Student Handbook 



VISUALIZE: 

A partnership between parents, students, 

and, A well-resourced, competent staff that 

puts STUDENTS AT THE FOREFRONT, exhibits 

strong guidance, a passion for learning, and a 

commitment to ensure success for every student; A 

curriculum based on research 

and the best practices that permits students 

to 

EXHIBIT KNOWLEDGE through a 

variation of activities, and; 

Remarkable facilities providing safe 

and developmentally appropriate 

environments that allow for consistent GROWTH.
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Students and Parents, 

We desire to help make your child’s elementary school experience 

as productive and worthwhile as possible. This handbook is a set 

of guidelines that can be used to assist both students and parents. 

It provides basic information about our school policies, general 

guidelines, and other information. 

We look forward to getting to know your child and working 

with you during this upcoming school year. The school 

administration and staff are here to assist, and we will do our 

best to accommodate your needs. Thank you for making Master 

Minds Academy your home!

Page 4 



Non-discrimination Policy 

Master Minds Academy does not and shall not discriminate 

based on race, color, religion (creed), gender, gender expression, age, 

national origin (ancestry), disability, marital status, sexual 

orientation, or military status, in any of its activities or 

operations. These activities include, but are not limited to, hiring, 

and firing of staff, selection of volunteers and vendors, and 

provision of services. We are committed to providing an inclusive 

and welcoming environment for all members of 

our staff, clients, volunteers, subcontractors, vendors, and clients. 

Master Minds Academy is an equal opportunity employer. We 

will not discriminate and will take affirmative action measures to 

ensure against discrimination in employment, recruitment, 

advertisements for employment, compensation, termination, 

upgrading, promotions, and other conditions of employment 

against any employee or job applicant on the bases of race, color, 

gender, national origin, age, religion, creed, disability, veteran's 

status, sexual orientation, gender identity or gender expression.
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Welcome to Master Minds Academy! 

This Elementary School Parent/Student Handbook 

Provides information detailing important policies and 

guidelines.  Our goal here at Master Minds Academy is to 

help children become successful and enjoy their time in 

school. We provide a wide variety of learning experiences to enhance 

the student’s over all development – 

intellectually, socially, emotionally, and physically. 

Parent’s Responsibilities 

To keep the lines of communication, open between home and 

school and to encourage students’ positive attitudes about learning. 

Ensure their child's prompt and regular school attendance. Maintain 

regular communication with school personnel concerning their 

child's progress and conduct. Provide their child with the resources 

needed to complete classwork. Discuss work assignments and report 

cards with their child 

Bring to the attention of proper school personnel any problem, 

concern, complaint, or condition which affects there 

child or other children of the school.
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Assist their child in developing good health habits. 

Maintain up-to-date emergency health care forms, including 
home address and phone numbers for home and 

work. 
Discuss with your child appropriate conduct at the bus stop, 

and on the bus. 

Parent’s Rights 

Know that the disruptive action of a few will not be allowed to 
interfere with the opportunity of the majority for academic 

and social growth. 
Be granted reasonable access to all school records pertaining 

to their child. 
Be notified of their child's violation of school rules and 

regulations when necessary. 
Abide by the rules of the school and each classroom teacher. 

Seek or accept changes in an orderly and recognized manner.
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Student’s Rights 
Learn and be treated in a respectful manner by other students 

and 

school personnel. 

Be safe in school building, on school grounds, and on school 

trips. Have study time and instruction time free from disruption. 

Be recognized, speak and have the full attention of others. 

Be treated fairly and consistently throughout the school. Respect 

the person, property, intellect and creative products of others. 

Attend school regularly and be punctual in attendance. 

Be prepared for class with the appropriate materials. 

To conduct themselves in a safe, healthy and responsible 

manner. To take culpability of their own learning and behavioral 

performance. 

Absences 

Regular attendance is critical to the learning process. When a 

student is absent from class, it is impossible to recreate classroom 

dynamics of the missed day(s) during absences. Makeup work 

cannot take the place of classroom instruction. It is essential that 

each student be in the classroom every day possible.



Students who are absent due to illness, must provide a note from a 

licensed physician. 

Absences are monitored. Excessive absences are reported to the office. 

Excessive absences are considered to be absences that equate to more 

than 5 absences per a quarter, totaling to no more than 20 absences 

per a school year. Parents will be notified by his or her child’s 

teacher once their child has exceeded 5 absences per quarter. 

Students Leaving School 

For a child to be excused during the school day, an individual who 

is authorized and listed as an Emergency Contact must sign out 

the student in the office. Identification may be requested each time. 

Items Not Allowed on School Grounds 

Toys of any kind (unless designated by teacher) 

Water pistols or any type of shooting toy 

Knives, lasers, or other dangerous objects 

Sports equipment (baseballs, footballs, skateboards, bats, etc.) 

Articles or items for the purpose of selling or trading with friends or 

teachers 

Chewing gum
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Valuable items (headphones, CD players, radios, electronic games, 

sports cards, MP3 players, etc.) 

Students are responsible for items they choose to bring which have 

not been requested by the school. These items may be taken and 

returned only to the parent. 

Breakfast/Lunch (Meal Plan) 

Parents please ensure that you fill out the Free & Reduced Lunch 

application, once determined eligible your child will receive free or 

reduced breakfast, and lunch. Students must arrive no later than 

7:40 AM to receive breakfast. 

Bullying/Harassment 

Master Minds Academy prohibits all forms of unlawful 

harassment and discrimination based on age, race, color, sex, 

religion, national origin, or disability in the admission, access to, 

treatment, and employment in its programs and activities. Master 

Minds Academy also prohibits retaliation against any individual 

because that individual has opposed any act or practice of 

discrimination and/or harassment based on age, race, color, sex, 

religion, national origin, or disability.
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The following definitions define bullying, and harassment 

further. 

Verbal Conduct:  Threats, taunts, name-calling and put-downs, 

insults, whistles or rude noises, comments about a person’s body, 

sexual remarks/requests, extortion. 

Written Communications:  Notes, letters, or sexual pictures or 

drawings. 

Nonverbal Conduct:  Stalking, gestures or suggestive body 

movements, display of sexual pictures or drawings, exclusion 

from a peer group. 

Electronic Transmissions: Threats or insults transmitted via a 

written format (internet, text message, email, personal digital 

assistant (PDA), or wireless handheld device) or a graphic format 

(video, camera, cell phone). 

Physical Conduct: Uncomfortable proximity, grabbing/touching 

another person’s intimate parts, physical violence, theft or 

damaging property. 

Such conduct that interferes with the educational process is 

considered harassment whether it takes place on or off school 

property, at any school-sponsored function, or in a school vehicle. 

Page 11 



Curriculum 

Master Minds Academy currently has a curriculum that is 

aligned with the Florida State Standards. Our Teachers select 

supplementary materials and appropriate teaching methods for 

challenging students to attain their own learning potential. 

Reading, writing, mathematics, social studies, and science form 

the core of the elementary curriculum. Art, physical education, 

and library skills are also incorporated into the curriculum. 

Daily Schedule 

School begins promptly at 7 :55 A.M. Students should arrive no 

later than 7:50 A.M for devotion services. School dismisses at 2:00 

P.M. The last part of the day is a very busy time, and we want to 

limit confusion and miscommunication. In order to pick your 

child up early, you must sign your child out at the front office no 

later than 1:30pm. 

Tuition 

Master Minds Academy Services are set annually and provided 

by Administration upon registration into the school. A fee 

schedule is available in the Registration Packet. 

1. Tuition is due every Monday of each week.
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2. Payments may be made through the online parent portal

through Procare, cash or check, or in person. 

3. Tuition paid after the grace period must be accompanied by a

$20.00 per day late fee until tuition is paid in full. 

4. Receipts will be issued for all transactions.

5. If tuition falls behind by one (1) week, your child will not be 

allowed to attend school until tuition is paid in full. If you

continue to pay tuition late, you will be asked to remove your child 

from the program. 

6. A $45.00 fee is imposed when a check is returned for Non-

Sufficient Funds (NSF). After two (2) NSF checks, all subsequent 

tuition payments must be made in cash. There 

are no exceptions. 

Discipline 

Master Minds Academy discipline guidelines are designed to 

create a safe atmosphere, foster student responsibilities, instill 

respect for the rights of others, and to ensure the orderly operation 

of the school. 
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Dress Code 

Master Minds Academy requires that all students adhere to the uniform dress code. 

students are required to comply with the components of the school uniform effective the 

first day of school.  Students must wear a uniform shirt, uniform bottoms, and footwear 

provided below.  This policy applies at all times on campus, buses, and field trips. Students 

must remain in uniform all day.

UNIFORM SHIRTS (TOPS): WHITE Oxford shirt with logo worn on Mondays. Gray 

P.E T-Shirt worn on Tuesday and Thursday. Black or Gray Polo shirt worn on Wednesday

and Friday.

UNIFORM BOTTOMS:  SOLID- BLACK, GRAY, and  KHAKI Pants, Skirts or Shorts. 

(NO Leggings, Tights and Short Shorts will be allowed.)

FOOTWEAR:  Closed toed shoes with laces or velcro.

Uniform order forms may be filled out and paid for at the office. Students are not permitted 

to be out of uniform. 

Electronic Devices 
Students are not allowed to use any electronic sending or receiving device while school is in 

session. These include cell phones and any other devices, which disrupt school or promote 

an unsafe environment for learning. Handheld video games are not allowed at school. 

Electronic devices may be taken by the Principal or any member of the staff and may only 

be picked up by the student’s parent. 

Emergency Information 

The school office should be notified of any change of address or phone 
numbers during the school year. It is also important to have up-to-date 

emergency phone numbers on file in case of an emergency with a 
student or in the event of early school dismissal. Please keep this 

information accurate! 

Page 14 



Field Trips 

Field trips are intended to expand/enhance classroom learning 
and bring real-life experience and meaning to the curriculum. 
These trips are a privilege, and all school rules apply. Students 
must ride the school bus to and from all field trip destinations. 
Field trips may require a small fee to cover admission charges 

and transportation (as well as Lunches, if included).  Field trips 
require all volunteers/chaperones to complete a background check. 

Fundraising 
There will be a Fundraiser once a month and it will be announced 

by PTO.
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Grade Reporting 

Communication between home and school is a vital component for 

a student's academic success. Throughout the school year, parents/

guardians and students will be kept informed of a student's 

academic/social performance and attitude, both formally and 

informally. Near the middle of each quarter, parent/guardians will 

receive notices of the academic/social progress of ALL students. 

Grading Scale 

90-100=A

89-80=B

79-70=C

69-60=D

Below 59=F
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Health Services 

Food Allergies: Some students attending Master Minds Academy 

may have severe and even life-threatening food allergies. Eating 

these foods, even in trace amounts, may cause a severe reaction that 

can lead to death. The School staff has been trained to recognize 

such a reaction and to administer medication if authorized in an 

emergency. 

Immunizations: Master Minds Academy maintains an 

immunization record on each student in our school. All students 

must be in compliance with state immunization guidelines to attend 

classes. Students whose immunizations are not up-to-date will not 

be allowed to come to school. 

Students and Medication: Master Minds Academy does not 

furnish medicine of any kind.  If a student needs medication at 

school, a parent/guardian must bring the medication to the office in 

the original container. The parent/guardian must sign a permission 

form that will allow the staff to administer the medication to their 

child. Students will not be permitted to 

self- administer or carry medication of any kind.
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Homework 

Master Minds Academy believes that certain amounts of 

homework are beneficial to the education of young students. 

Homework assignments need to be distinguished from work not 

finished during school time. Homework is a purposefully planned 

activity which is designed to apply the objective of a concept that 

has already been taught in class.  Students will be allowed one 

school day for each day of absence to receive credit for missed 

work. Parents must check and initial their children homework 

DAILY.

Lost or Stolen Property 

Master Minds Academy staff members are not responsible for 

students lost or stolen property. Students are to leave toys and 

small personal items at home to protect against loss or 

destruction. The use of name labels or some form of identification 

on items of clothing and other belongings assists in their 

recognition and return to the owner. Please check when your child 

loses something. 
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Parent-/Teacher Conferences  

Parent/Teacher conferences are encouraged at any time. Parent/

teacher conferences during the school day should occur only 

during the teacher's conference/planning time. It is vital to 

communicate with your child's teacher.

Photo Release  

Students, Parents, and other Patrons Master Minds Academy 

may be photographed and/or digitally recorded while participating 

in school sponsored events and published on social media. All 

images, student names, grade level, school attended, honors and 

awards received may be published for the purpose of Master Minds 

Academy publicity or information sharing. 

Physical Education 

Due to safety factors, all children should wear tennis shoes or soft- 

soled shoes during PE class. Hard-soled dress shoes, sandals, and 

boots are not appropriate for the type of activities performed in 

class. Participation in the program by every student will be 

required unless excused by a doctor for health reasons. If your 

child is temporarily disabled, please send a note with the date and 

reason for the excuse. 
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Technology 

Master Minds Academy provides students and staff the access 

to computers for educational purposes. The computers may be 

stand- alone or part of an instructional or administrative 

computer network which may include Internet access. All users 

must share 

the responsibility for assuring that our computers and 

networks are used in effective, efficient, ethical, and lawful 

manners. 
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Textbooks 

Textbooks are provided to our students for their use during the 

school year. Texts should be handled with care and kept clean. 

Payment will be required for any lost, damaged, or stolen books. 

When a book has been issued to a pupil he/she is responsible for 

it. 

If a student loses a book, he/she is expected to pay for it. The 

Principal will determine the amount, taking into consideration 

the cost and age of the book. When the student pays for the lost 

textbook, another book will be issued. 

 Visitor Policy 

Master Minds Academy School Staff invites parents, 

grandparents, and those interested in education to visit our 

school. We are proud of our school and welcome you to join us in 

the educational process. For the protection of the students, as well 

as security in the school, however, it is required that any person 

entering the building during the school day stop at the school 

office and sign in before going to another part of the building.
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Withdrawing from School 

If it becomes necessary for a student to withdraw from school, 

the parent/guardian should contact the school office. Textbooks 

must be returned, and any monetary obligations must be taken 

care of before leaving. The school where your child will be 

attending will request the necessary school records once you 

have completed enrollment. Records will not be released until 

all monetary obligations have been met.
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Policy Acknowledgement Page 

I,                                      have received a copy of the Master 

Minds Academy Parent/Student Handbook. I have read 

the Handbook in its entirety and understand all rules and 

regulations. I am also aware of Master Minds Academy 

attendance policy and will adhere to it. 

I also understand the importance of respecting the school and 

staff. More importantly, I comprehend the importance of being an 

active parent. I am aware that my participation is necessary to 

help ensure that my child has a successful future. 

I promise to give Master Minds Academy and my 

child, 

100%.   I promise to be an active parent, abide by 

all rules and regulations, and keep a positive and open  

relationship 

with my child’s teacher. 

Parent Signature  Date
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